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Guide to Completing a Timesheet as a Research Assistant 

 

Access timesheets through Main Menu > Self Service > Time Reporting > Report Time > Timesheet 

Do not use the “Employee Self Service” tile to access timesheets. 

 
 

All Research Assistant roles that have an active contract will appear. Choose the first link under “Job 
Title”. 
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View the Empl Record for the Timesheet. Be sure to complete the timesheet for the correct Empl 
Record. If you have multiple RA appointments, please email biweeklypay@macewan.ca to confirm 
which record corresponds to which project you are entering time for. If you need to access another 
Empl Record, click the “Next Job” link. 
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Clicking the “Next Job” link provides the timesheet for the next role which has an Empl Record of 1. 

 

 

 

 

 

 

 

 

 

 

Once you are sure the correct timesheet is being completed, enter the time worked and select 
“Regular Pay –REG" as the Time Reporting Code and click the “Submit” button. You can then click 
“Previous Week” or “Next Week” to enter additional time.  

 


