UNIVERSITY OF

CALGARY

Off-Cycle Payment Request

Reference Guide

Submit or Update an Off-Cycle Payment Request

Purpose:

This guide walks University of Calgary managers and employees through submitting an Off-
Cycle Payment Request eForm.

Use this eForm to request a correction to an employee's pay that has already been paid and
cannot be corrected on the next regular payroll cycle. Scholarships cannot be submitted
using this eForm. It can also be used to request payment for missed earnings that require
payment before the next scheduled payroll.

Off-cycle payments are processed two business days after each regular pay date.
Funds are deposited within 2-3 business days after the off cycle is processed. Payments are
available by direct deposit only, no cheques are issued for Off-Cycle Requests.

Audience:

University of Calgary managers and employees requesting an off-cycle payment.

Prerequisites:

Must be logged in to the myUofC portal to access eForm.

If the off-cycle payment request involves a manual timesheet, the employee’s manager
must fully approve the manual timesheet before you submit the Off-Cycle Payment
Request.

Related Documents

July 6, 2026

Manual Timesheet — for more information on manual timesheet entry and eligibility.
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Off Cycle Payment Request

Step 1: Navigate to the Off-Cycle Payment request

Accessing the eForms

There are multiple ways to reach the Finance & SCM eForms, and we will review them here.
. Using the Functional Tiles

Log in to PeopleSoft Portal — my.ucalgary.ca

Navigate to the Employee Self Service home page- My Work >Direct Access > PS Finance and Supply Chain or Use
Quick Link PS Finance and Supply Chain.

Select the Finance & SCM eForms tile on the Employee Self Service home page. This opens the eForms dashboard,
which lists the available eForm categories.

Select a category tile to open a navigation collection of the eForms available to submit, view, update, and approve.

. From the Finance Form, Procedures, Guidelines and Handbooks web page
https://www.ucalgary.ca/finance/finance-forms

Click on the eForm link you need and it will take you to the eForm Add Task. If you have not signed into PeopleSoft,
you will be asked to sign in with MFA (Multi Factor Authentication).

ucalgary.ca/finance/forms-resources

Payroll

e Off-cycle payment request form
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Off Cycle Payment Request
3. From the Finance and SCM eForms Homepage, found in the dropdown list by clicking on arrow next to Employee
Self Service

Employee Self Service v

Employee Self Service

Approvals Finance and SCM eForms
Procurement Operations

Finance and SCM eForms —

UService @

Finance and Accounting 0 2

This will take you to the eForms Dashboard to select the Finance area. Click on Payroll tile.

Finance and SCM eForms

AR Adjustments and Refunds Payroll

E} G
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Off Cycle Payment Request

Using eForms

Add a new eForm
To access the available eForms, select the tile on the dashboard for the group of forms you need. It will open a

Navigation Collection and show a list of the available eForms which matches the list of pdf forms on the Finance
Forms web page. Click on the eForm that you wish to submit.

Finance Ops-Payroll/Position

Landing Page

%] Add a Manual Time Entry eForm /
+ Add Off-Cycle Payment Request 4
v| Approve eForm

Update an eForm

%/ View an eForm

The black button D on the left side of the page will expand or collapse the Navigation Collection.

NOTE: The Form ID in the right-hand corner is a unique identifier for the submitted form - it can be used on the
‘Update an eForm’ or ‘View an eForm’ folder to pull up a submitted/saved eForm.

July 6, 2026 Questions? UService 4



Off Cycle Payment Request

Step 2: Submit Off-Cycle Payment request

The icon at the top of the page indicates that it is in the ‘Add Off-Cycle Payment Request’ mode.

Finance Ops-Payroll/Position

Off-Cycle Payment Request : AddA/ Form ID 134372 (NEW)

This form is to be used to request a correction to an employees pay that has previously been paid and that cannot be processed on the next regular payroll cycle.
All Payroll off-cycle payments are produced two days after each pay date.
Scholarships are not accepted on this request form.

Note: Payroll reserves the right to deny off-cycle requests should a different means of correction be required.

D Submitter Information

UCID Name

Submission Date
2026/06/30

The Submitter Information section automatically populates with submitter’s UCID, name, and submission date. Note the
Form ID in the top-right corner in case you need to refer to or update the eForm later.

Select the appropriate reason for the request from the Time Entry drop-down menu.

Pre-screening Questions

*Purpose of Submission... v
Time Entry
Error Correction

If your Off-Cycle Payment Request includes a manual timesheet, you must first submit a Manual Timesheet eForm and

ensure it has been fully approved by all required approvers.

e Select Time Entry.

¢ If you have submitted a manual timesheet, select Yes.

e Once the manual timesheet has been fully approved, you can select it from the Manual Timesheet Form ID drop-down
menu. If the appropriate Manual Timesheet Form ID does not appear in the drop-down list, the manual timesheet has
not yet been fully approved and cannot be used for the Off-Cycle Payment Request.

o If you select Time Entry and then select No for Manual Timesheet, the following message will be displayed with a link

to submit a Manual Timesheet eForm:
“An approved Manual Timesheet is required before submitting an Off-Cycle Payment Request. Please click here to submit a
Manual Timesheet.”
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Off Cycle Payment Request

Pre-screening Questions

*Purpose of Submission
Time Entry

*Submitted Manual Timesheet
No

An Approved Manual Timesheet is required before submitting an Off-Cycle Payment Request. Please click here to submit a Manual
Timesheet.

Pre-screening Questions

*Purpose of Submission
v
Time Entry
*Submitted Manual Timesheet
v
Yes
*Manual Timesheet Form ID
134614
When a manual timesheet is linked, its data automatically populates the Employee Information section.
If your request does not include a manual timesheet, complete the Employee Information section manually.
Enter UCID of the employee for whom the pay is requested.
Select Empl Rcd (employee record) from the list of available employee records.
The rest of the fields will be automatically populated.
Employee Information
*UCID |  Name
11111111 Mouse,Minnie
*Empl Red ] Department
0 ERP Finance
D Manager Position Manager Name
Sr. Manager, Financial Systems Duck,Donald
Complete the Request Information section by selecting appropriate Start Date and End Date.
Request Information
*Start Dat *End Dats
20326/;;/01 ] |2(n)26/?)§l15
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Under Reason This Missed Regular Pay select the option that applies.

Department Missed Deadline
Employee Error

Employee Missed Deadline
Internal Error

Payroll Adjustments

Special Request, See Requestor
Termination

Other

Off Cycle Payment Request

*Reason This Missed Regular Pay

Under Additional Information, add any comments relevant to the request.

*Additional Information.

Select Save to save your progress if you are not ready to submit; you can update the eForm at any time before submission.

Select Submit once all information has been reviewed, is accurate, and no further updates are required.

Pre-screening Questions

5@ Of SUDMISSION

Time Entry

Employee Information

CIl
111111

Empl Rod
0

Manager Poston

Sr. Manager, Financial Systems

Request Information

*Start Date

*Reason This Missed Regular Pay

"Additional Information

July 6, 2026

Namx

Mouse Minnie

epartment
ERP Finance

Manager Namx

Duck,Donald
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Off Cycle Payment Request

Update Off-Cycle Payment Request

To access the available eForms, select the tile on the dashboard for the group of forms you need. It will open a Navigation
Collection and show a list of the available eForms which matches the list of pdf forms on the Finance Forms web page. Click
on Update an eForm.

Finance Ops-Payroll/Position

%~ Landing Page

%] Add a Manual Time Entry eForm
%] Add Off-Cycle Payment Request

Approve eForm

Update an eForm 4

1

)

21 View an eForm

Use the search window to locate a saved eForm. Only the original form initiator can view and update a saved eForm.

v Search By

Form Type ‘ Begins With v Q
Form Type Description | Begins With v Q
Form ID ‘ Begins With v

Form Status v
Original Operator ‘ Begins With v ’ Q
Original Date is Equal To v ‘

@ Clear | | Save Search
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Off Cycle Payment Request

Search Field Description

Form Type Filter by Manual Timesheet or Off-Cycle Payment Request.

Form ID Enter the unique Form ID number to locate a specific eForm.

Form Status Filter by the status of the eForm.

Original Enter the UCID of the form initiator. Only the original initiator can access and
Operator update a saved eForm.

Original Date Search by the date the eForm was initiated.

Update the form and click Save or Submit when all information has been reviewed, is accurate, and no further updates are
required
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Off Cycle Payment Request

Step 3: Approvals

After you click on Submit, a View Approval Route button will appear.

I l View Approval Route ] I

Click on the View Approval Route button to see who the request is going to for review and approval.

The request will go to the appropriate approvers based on the type selected. You may return to the request at any time
to check on the status of the approvals.

Submitted forms are routed to the employee's direct manager for approval.

The approver will receive an email notification from DoNotReply@ucalgary.ca

Forms awaiting approval will also appear on the PeopleSoft dashboard under Pending Approvals.

FSCM eForms

132535

132559

132560
132561

132567

Approving an eForm

This folder is where the eForms requiring approval will be located. When the folder is clicked on a Search page will appear.
Enter any of the Search parameters to begin your search. Please note, approvers will only see the eForms that have been
assigned to them.

If you know the Form ID, enter it to pull up the specific eForm, or click the magnifying glass next to ‘Form Type’ for a list of
eForm types.

July 6, 2026 Questions? UService 10



Off Cycle Payment Request

Click on any of the results to access the eForm that needs to be approved.

After an eForm is reviewed, it can be Denied, Recycled (Pushed-back), or Approved.

‘ View Approval Route ‘

‘ Search H Save eForm H Deny H Recycle ‘ Submit Update/Approve

* Deny: Request cannot move forward, and a new request will need to be created.
* Recycle: Sends the eForm back to the original submitter.
* Approve: Request is moved to next workflow, or authorization level is sent to PeopleSoft (Executed)
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Off Cycle Payment Request

Update an eForm
If an eForm was initiated but not completed and then saved, it can be found in the ‘Update an eForm’ folder.

If an eForm has been returned to the requestor to edit and/or add information, it can also be found in the ‘Update an
eForm’ folder.

Once the eForm has been updated the requestor can Resubmit or Withdraw the request.

‘ View Approval Route l

‘ Search H WWithdraw ‘m

e Withdraw: The request will be cancelled and not be processed any further.
e Resubmit: The request will be put back into Workflow and will be routed to the Approver at the next step.

View an eForm

Once an eForm has been submitted, it can be found in the ‘View an eForm’ folder. These eForms are Read Only and
cannot be edited. The stage the submitted eForm is at currently can be seen by clicking View Approval Route.’

‘ View Approval Route l

[ Search H Mext ‘
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Off Cycle Payment Request

The ‘Next’ button will go to the Form History page where the Current Step, Form Action, and Time elapsed can be seen.

&, View a Project Request : Form History Form ID 101469

Transaction / Signature Log 1row

Current Date Time Step Title User ID Description Form Action Time Elapsed

1 2023/0912 12:25:18PM Initiated 04021374 Kronen Karin Submit

Next Steps
Once the request has been approved, the payment will be processed according to the Payroll Calendar. Off-cycle payments
are issued two business days after the regular pay cycle.
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Off Cycle Payment Request
Frequently Asked Questions

General

Q: What is an Off-Cycle Payment Request used for?

A: It is used to request a correction to an employee's pay that has already been paid and cannot be corrected on the next
regular payroll cycle. It can also be used to request payment for missed earnings that require payment before the next
scheduled payroll.

Q: Can scholarships be submitted using this eForm?
A: No. Scholarships cannot be submitted using the Off-Cycle Payment Request eForm.

Q: Who can use this eForm?
A: University of Calgary managers and employees requesting an off-cycle payment.

Q: How long does it take for an off-cycle payment to be processed once approved?

A: Off-cycle payments are processed two business days after each regular pay date. Funds are deposited within 2-3 business
days after the off cycle is processed. Payments are available by direct deposit only, no cheques are issued for Off-Cycle
Requests.

Q: What should | have ready before | start the request?

A: Detailed rationale and supporting dates for the request, for record-keeping purposes. If the request involves a manual
timesheet, that timesheet must be fully approved before you submit the Off-Cycle Payment Request.

Navigating to the eForm

Q: What are the three ways to access the Off-Cycle Payment Request eForm?

A: (1) Through the Employee Self Service functional tiles in PeopleSoft, (2) through the Finance Forms, Procedures, Guidelines
and Handbooks web page, or (3) through the Finance and SCM eForms home page.

Q: Where do | log in to start?
A: Log in to the PeopleSoft portal at my.ucalgary.ca, then go to Employee Self Service.

Q: What does the Form ID show, and why does it matter?

A: It is a unique identifier for the eForm, shown in the top-right corner. Use it later to locate the eForm from the Update an
eForm or View an eForm folders.

Submitting the Request

Q: What happens when the form opens?
A: The Submitter Information section automatically populates with your UCID, name, and the submission date.

Q: What do | select in the Time Entry drop-down menu?
A: The appropriate reason for the request.

Q: Do | need a manual timesheet for every request?
A: Only if your request involves one. If so, it must be submitted and fully approved before you continue.

Q: What if the manual timesheet's Form ID does not appear in the drop-down list?
A: It means the manual timesheet has not been fully approved yet, so it cannot be used for this request.

Q: What happens if | select Time Entry but have not submitted a manual timesheet?
July 6, 2026 Questions? UService 14



Off Cycle Payment Request
A: A message displays explaining that an approved Manual Timesheet is required, along with a link to submit one.

Q: Do | need to fill in Employee Information manually?
A: Only if your request does not include a manual timesheet. If one is linked, its data auto-populates that section.

Q: What do | need to enter under Request Information?
A: The appropriate Start Date and End Date.

Q: What is the difference between Save and Submit?
A: Save lets you save your progress and return later; Submit sends the completed, reviewed request forward for approval.

Updating a Saved Request

Q: Who can update a saved eForm?
A: Only the original form initiator.

Q: How do I find a saved eForm to update it?

A: From the eForms dashboard, select the tile for the group of eForms you need, then select Update an eForm, and use the
search window.

Q: What search fields are available?
A: Form Type, Form ID, Form Status, Original Operator, and Original Date.

Approvals

Q: How do | see who needs to approve my request?
A: After selecting Submit, select the View Approval Route button.

Q: Who approves a submitted request?
A: It routes to the employee's direct manager for approval.

Q: How will the approver know a request is waiting?

A: They receive an email notification from DoNotReply@ucalgary.ca, and the request also appears on the PeopleSoft
dashboard under Pending Approvals.

Next Steps

Q: What happens after the request is approved?
A: The payment is processed according to the Payroll Calendar, issued two business days after the regular pay cycle.
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