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UBC Hiring Solutions Timesheet Portal

Complete your Time Sheet, Request Time-Off,
and View your Records.
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Time Sheet Bio Reviews pt Feedback Stat Holidays Schedule Logout

-Enter your dqiLy worked hours and absence hours.
- Requesi' a Time Off .

- Update your Biography and add a photo.

-Check your Reviews and add department feedback.

Select Time Sheet

Time Sheet Bio Reviews ack StatHolidays Schedule Logout

Employee: — Email: 4

Mobile: OKtoText?: YES Status: Active ol et Faviee I A & FaQ
Select Time Sheet Period Select Time Sheet - double click to view/work on Time Sheet
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Approved

Time-off Requests (Double Click 3 Request to View - or Select and dlick View)
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Time Sheet Entry

Enter your work hours under "Regular”
Enter your approved Over Time hours under "OT"

Employee: Period: Mon Jun 1, 2020 to Mon Jun 15, 2020

Department: UBC General Employees Position: | (CUPE 2950)
_Reports To -

Emp# 2693933 Print

Mon Jun 8 2020

Enter any notes if needed

000

Pay Rate: 24.26
Total Hours 4200 42.00 Back / Select Time Sheet

Started: Jun 9 2020

When you finish completing your timesheet and you submit it, it comes to
us not the department (Admin Review).

Not Started

X We review and process, then we submit to the department for approval oy
(Pending Approval). Admin Review
Approved

X If you know that your supervisor is away or unavailable, please ask your
supervisor to let us know to who we send the timesheet for approval.

X If after submitting your timesheet, you realize you have made a mistake
and you need to amend it, you will not be able to. Please e-mail
ubchs.admin@ubc.ca with the changes to update your timesheet and
resubmit it for approval.

¥ You will receive an automated e-mail reminder 2 days before a pay period;
if you haven’t submitted it yet, you will receive an automated e-mail
reminder on the morning of the due date; If you still haven’t submitted it,
you will receive a final e-mail reminder the morning after the

due date.

If we don't receive your timesheet by then, your pay will be delayed .




Time Off Request

Regular | OT Sick Vac Stat feeting
Requested | | Sun  May 17 2020 000
Requesting - | Mon  May 00
From 7.00 o5
To - -
1f 1Day Unpaid Leave Wxmmam/pm  Hours Off 0.00
End Time 0
Note 0.00
Sout Request - -
7.00
7.0
7.00 7.00
‘ Sat  May 302020 =
| sun  Mmay 312020 755

Vacation and Sick Balance

Accumulations Amount Hours Days

Vacation 1322.97 54.56 7.80 Sick

Vacation and Sick - Balances as of Sun May 31, 2020

Accumulations are updated after each payroll.




Biography

Biography

Questions to consider when creating your bio:

Check your Reviews

Eample:

Time Sheet Bio Reviews Dey {olidays  Sche
Reviews
Emp # Overall Average Reviews: A
Type:  Employee

Performance Indicator

Score

1. Quality of Work Afexcellent

Afexcellent

Afexcellent

e & Landscape Architectu  Admin

Job Title Start Date

End Date

Admin S

Notes  (double elick to view full note)

There is always room for improvment !

i




Share your Deparment Feedback

Dept Feedback _ )
Emp (Click to Select Job - then - Double Click for Dept Feedback Entry)

ob Title tart Date nd Date

Notes (double click to view full note)

Statuary Holidays

THE UNIVERSITY OF BRITISH COLUMBIA
UBC Hiring Solutions

@

Stat Holidays

Day Stat Date Stat Description
Year 2020 Wed 1/1/2020 New Year's Day
Mon 2/17/2020 Family Day

*

£



Time Sheet Schdule

THE UNIVERSITY OF BRITISH COLUMBIA
UBC Hiring Solutions

Year 2020

TE

Not Started

Admin Review

Approved

NOTES:
® Your e-mails are used only as username and not attached to your actual e-mail accounts.
e Please submit your Time-Off Sick request through the Time Sheet Portal as soon as possible.

e We require one week notice for medical appointment requests; One week notice for vacation
requests less than one week; two week notice for vacation requests greater than one week.

e Pay periods are from the first of a month to the fifteenth inclusive, and from the sixteenth of the
month to the end of the month (30/31) inclusive.



