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Logging into Dayforce

Your Dayforce user ID and Password is the same as your Windows user ID and Password. Dayforce
uses Single Sign On (SSO). If you are logged on with your Windows User ID and Password, you don’t

need to key them again, when logging into Dayforce.

e You can launch Dayforce by clicking on the Dayforce link on TRCA’s Staff Hub.

e hub.trcastaff.ca
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e You can also launch Dayforce by clicking on the following link:
e http://dayforce.trcastaff.ca/

e The Select Role pop up box appears. Select Employee — Time Entry or Employee Clock,

according to your Dayforce settings. Click Next.
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Customize Your Main Menu Bar

&

Employee
Timesheet

When the Home screen displays, to customize your main menu bar click on Edit.

Time Away List

Performance

Drag and drop features to the top and click Save.

Change Home Favorite Links

You can customize which features show up on your home screen. You can also change the order in which they appear by dragging the feature to your desired position.
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—
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Timesheet
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Completing Your Timesheet

1. Recording Your Shifts — Prepopulated Schedule from Monday to Friday

e Click on the Employee Timesheet icon to open the Employee Timesheet screen.

& * ) g

Employee Time Away List Performance Forms
Timesheet

e The Employee Timesheet screen appears with the current Pay Period loaded.
o Each shift defaults to your regular work hours.

e To accept each time record, click on each green check mark (1) next to the recorded time.

G ow‘ e To access Dayforce at its best, log in from the latest version of Chrome, Safari, Firel

Current (<) Jul5-Jul 18,2020 ~ ©

B Load Save ¥ Refresh | a Options Undo Redo | alm Authorize J@Unaulhurize | , Recalculate
v Pay Problems Balances Audits Favorite Sets
Sunday, Jul 5 Monday, Jul 6 Tuesday, Jul 7 Wednesday, Jul 8 Thursday, Jul 9 Friday, Jul 10
— Scheduled ——————————— | — Scheduled ——————————— | — Scheduled ———————————  — Scheduled ———————————  —— Scheduled
@ PY - Superviser, Payroll @ PY - Superviser, Payroll @ PY - Supervisor, Payroll @ PY-Supervisor, Payroll @ PY - Supervisor, Payroll
= 8:00 AM - 4:00 PM = 5:00 AM -4:00 PM = 8:00 AM - £4:00 PM = 8:00 AM - 4:00 PM = 500 AM - 4:00 PM
§112:00 PM - 1:00 PM §112:00 PM - 1:00 PM #112:00 PM - 1:00 PM 112:00 PM - 1:00 PM 112:00 PM - 1:00 PM
— Actual — Actual — Actual — Actual — Actual
g | HoiCS - FNCE ¥ | | B |HOICS - FNCE w | [ HOICS-FNCE w | [ HO/CS-FNCE v | [ | HO/ICS - FNCE v
/| PY - Supenvisor, Payroll ¥ | | 2| PY - Supenisor, Payroll ¥ | | 2| PY - Supenisor, Payroll ¥ | 2| PY-Supenisor, Payroll ¥ | 2| PY-Supenisor, Payroll -
(9 | Mone] v (9 | Mone] L 2 (% | [Mong] v & | [Mone] v (& | [Mone] -
& | 10473 - Financial Servi... v | & | 10473 - Financial Seri... w | & 10473 - Financial Servi... ¥ | @ 10473 - Financial Sei... ¥ | @ | 10473 - Financial Servi.. -
& | [None] v & | [Mong] - & | [Mong] v & | [Mone] v & | [Mone] -
& | [Mong] v & | [Mong] - & | [Mong] v & | [Mong] v & | [Mone] -
| 5:00AM v = 5:00 AM v = 5:00AM v = 5:00AM v = | 5:00 AM v
1 12:00 P V) 1 12:00 PM v 1 12:00 P v 1 12:00 PM v 1 12:00 PM v
1| 100Pm v Ll 1| 1:00Pm v * 1 100pPm v % 1 roopm v % 1] ro0pPm v .
W 400 PM v W 400PM v W 400PM v W 400PM v W +00PM v
— Total — Total — Total — Total — Total
0.00h 0.00h 0.00h 0.00h 0.00h
iz g

e Once all the green check marks have been clicked, click Save.



Current

B Load - 1 Refresh | ﬁOpﬁons | a Undo

G ow e To access Dayforce at its best, log in from the latest version of Chrome, Safari, Fire'

o

Jul5-Jul18,2020 ~

Redo | LAuthorize J@Uneuthorize | %Reca\culate

©

v Pay Problems Balances Audits Favorite Sets
Sunday, Jul 5 Monday, Jul 6 Tuesday, Jul 7 Wednesday, Jul 8 Thursday, Jul 8 Friday, Jul 10
4 7 4 4 .
— Scheduled — Scheduled — Scheduled — Scheduled — Scheduled

@ PY - Supervisor, Payroll

= 200 AM - 400 PM
$§12:00 PM - 1:00 PM

@ PY - Supervisor, Payroll

= 200 AM - 400 PM
$§12:00 PM - 1:00 PM

@ PY - Supervisor, Payroll

= 200 AM - 400 PM
§§12:00 PM - 1:00 PM

& PY - Supervisor, Payroll

= 200 AM - 400 PM
§112:00 PM - 1:00 PM

@& PY - Supervisor, Payroll
= 8:00 AM - 4:00 PM
§112:00 PM - 1:00 PM

— Actual — Actual — Actual — Actual — Actual
B2 | Holcs - FNCE » | | E |Horcs - FNCE » || B |Horcs - FNCE » || B |Horcs - FNCE » | | B |Horcs - FNCE -
2 | PY - Supervisor, Payroll ¥ | 2 |PY - Supervisor, Payroll ¥ || 2| PY - Supemisor, Payroll v || 2 | PY - Supemisor, Payrall ¥ || 2 | PY - Supemisor, Payrall v
& | [None] v | @ | [None] v || & | [None] v || @ | [Nome] v || @ | [None] v
& | 10473 - Financial Seni.. v | & 10473-Financial Servi... v | # | 10473-Financial Senvi.. v | &  10473-Financial Servi... v | | 10473 -Financial Semi.. v
& | [None] v || & |[None] v || & | [None] v || & | [None] v || & | [None] v
& | [None] v || & | [None] v || & |[None] v || & | [None] v || & |[None] v
B B00AM| 4 | » » B00AM 4 | » B B00AM 4 » B 300AM 4 B B00AM 4 &
N 1200PM| « | » N 12z00PM| o« | » W 1z00PM| « | » 1l 1200Pm| «  » 1l 1200Pm| < »
1 00Pm 4 & = 1 roopm 4 & ) voopm 4 & - i ooem 4 & 1 tooPm 4« » S
W 400PM| 4 | » W 400PM 4 s W 400PM 4 W 400PM 4 W 400PM| 4 » Confirm enc
= 10 — Total — Total — Total — Total

7.00h 7.00h 7.00h 7.00h 7.00h

* When you have been approved to work overtime, adjust the start/end times recorded for the
shift and click Save.

Current (<] Jul5-jul 18,2020 ~ ©
i Load 42 Refresh | ﬁ Options | i Undo Redo \ L Authorize J@ Unauthorize | EClB Recalculate
v Pay Problems Balances Audits Favorite Sets
Sunday, Jul 5 Monday, Jul 6 Tuesday, Jul 7 Wednesday, jul 8 Thursday, Jul 9 Friday, Jul 10
£
— Scheduled — Scheduled — Scheduled — Scheduled — Scheduled

@ PY - Supervisor, Payroll

00 AM - 4:00 PM
1112:00 PM - 1:00 PM

@ PY - Supervisor, Payroll

= 800 AM - 4:00 PM
1112:00 PM - 1:00 PM

@ PY - Supervisor, Payroll

800 AM - £:00 PM
§112:00 PM - 1:00 PM

@ PY - Supervisor, Payroll

800 AM - £:00 PM
§112:00 PM - 1:00 P

@ PY - Supervisor, Payroll
= 8:00 AM -£:00 PM
#112:00 PM - 1:00 PM

— Actual
HOICS - FNCE

PY - Supervisor, Payroll
[None]

10473 - Financial Servi...

[None]

L B B CR VI i

[None]

1

12200PM < »

I rooPm <« b

— Actual

[ | HO/CS - FNCE

2 | PY - Supenisor, Payroll
(@ | [None]

& | 10473 - Financial Servi_.
& | [Mone]

& | [Mong]

| G00AM| 4 >

1 1z00Pm| o4 »
1 1oopm 4w

M| 400PM <« »

— Actual
HOICS - FNCE

PY - Supervisor, Payroll
[Mone]

10473 - Financial Servi.
[Mone]

[Mone]

+ D BB N@E

S00AM| 4 >
1 1z00Pm| o«
M o1oopm 4 »

W 400PM| 4 »

— Actual

HOICS - FNCE

PY - Supervisor, Payroll
[Mone]

10473 - Financial Servi.
[Mone]

[Mone]

+ DB B NE

B00AM| 4 | »
1 1z00Pm| 4 | »
M o1ooPm 4| »

W 400PM| « | »

— Actual

v g | HO/CS - FNCE v

w |/ PY-Supenisor, Payroll v

v (9 | [Mong] v

w | B | 10473 - Financial Servi_. v

w | & Mone] -

v | & [Mone] -
» G00AM| 4 | &

f1 1200Pm 4 | »
1 roopm < »

W 400PM <« | »

— Total

9.00h

— Total
7.00h

Overtime will default to overtime paid.
If you wish to bank your overtime, please read the instructions provided under the Banking your

Overtime section of this document.

— Total
7.00h

— Taotal
7.00h

— Tatal
7.00h



e Torecord time off, like vacation, please read the instructions under the Time Away from Work
Requests section of this document.

2. Adding Your Shifts — Scheduled Shifts on Different Days and Different
Hours Each Week

Click on Employee Timesheet on the main menu bar.

B = ¢ =

Employee Time Away List Performance Forms
Timesheet

Once the Employee Timesheet screen is displayed, click on the day that you need to enter a shift.

Gt (<] July19- August1,2020  ~ ©
il Load Save 4% Refresh ‘ #Opﬂuns Undo Redo ‘ LAuthnrize J@Unautholize ‘ Recalculate
v Pay Problems Balances Audits Favorite Sets
Sunday, Jul 19 Monday, Jul 20 Tuesday, Jul 21 Wednesday, Jul 22 Thursday, Jul 23 Friday, Jul 24 Saturday, Jul 25
g -

Click on the Add New Shift drop down menu arrow and select Add New Shift.

= | ® Test Site (58.3) JEuldWENNE R

Current (<] July 19- August1,2020 v ©
i Load Save 4% Refresh | ﬁ Options | Undo Redo | L Authorize ;@Unauthnriza | [ Recalculate
v Pay Problems Balances Audits Favorite Sets
sunday, Jul 19 Monday, Jul 20 Tuesday, Jul 21 Wednesday, Jul 22 Thursday, Jul 23 Friday, Jul 24 Saturday, Jul 25

=4 |
| I

(3}  Add New Pay Adjustment

Key in the start time and the end time of your shift. Click on the green check marks as well.



Gt (<) July 19 - August 1,2020  + ©

il load [ Save 4 Refresh | #Optinns | M Undo Redo | mlm Autharize J@Unaulhoriza | %Recalcu\ate
~ Pay Problems Balances Audits Favorite Sets
Sunday, Jul 19 Monday, Jul 20 Tuesday, Jul 21 Wednesday, Jul 22 Thursday, jul 23 Friday, Jul 24 Saturday, Jul 25
a
Actual
PY - Supervisor, Payroll
Bl Fnce v
2 | PY - Supenvisor, Payroll -
@ | None] v
& | 10473 - Financial Servi -
& | MNone] v
& [Mong] v
"
.
— Total
0.00h
rodhewshin > (B v b | %

Click Save to save your changes/updates.

Current (<) July 19- August1,2020  ~ ©
i Load 0¥ Refresh | ﬂ Options | = Undo Redo | LAuthurize J@Unaulholize ‘ % Recalculate
v Pay Problems Balances Audits Favorite Sets
Sunday, Jul 19 Monday, Jul 20 Tuesday, Jul 21 Wednesday, Jul 22 Thursday, Jul 23 Friday, Jul 24 Saturday, Jul 25
£

— Actual
PY - Supervisor, Payroll

B | FncE v
2 | PY - Supenvisor, Payroll v
@ | Mone) v
& | 10473 - Financial Servi v
& | [Mone] v
& | [Mone] v
» B00AM| 4  »

W 1200PM < b

— Tota

4.00h

Repeat the steps above to add all shifts worked on the pay period.

As this process doesn't allow to record lunch hours, enter two shifts for the day, if applicable.



i Load Save 4% Refresh ‘ #Optians Undo Redo | AAuthorize J@Unauthorize Recalculate

A" Pay Problems Balances Audits Favorite Sets
Sunday, Jul 19 Manday, Jul 20 Tuesday, Jul 21 Wednesday, Jul 22 Thursday, Jul 23 Friday, Jul 24 Saturday, Jul 25

2 | PY - Supervisor, Payroll v
@ | [None] v
& 10473 - Financial Send... ¥
& | [Mone] v
& | mone] -
= sooam e | >

W 1200PMf 4 | >

— Total

4.00h
— Actual
PY - Supervisor, Payroll

B | FncE -
2 | PY - Supervisor, Payroll v
@ | pione] v
& | 10473 - Financial Seri -
& | Mone] v
& [Mone] v
Bl rooPmfa | >

W) sooPmfla | >

3.00h
-
- a- x
0.00 0.00 0.00 7.00 0.00 0.00

3. Recording Project-Unit for the Projects that You Worked on During the Day

All shifts default to the Project-Unit where you charge all or the majority of your time.
To allocate your time to different Projects-Units, click on the arrow next to the Add/Edit transfer
icon and select Add/Edit Transfer.



Current (<] Jul5-jul 18,2020 ©
i Load Save €% Refresh | # Options | Undo Redo | oXa Authorize J@ Unauthorize | Recalculate
v Pay Problems Balances Audits Favorite Sets
Sunday, Jul 5 Monday, Jul 6 Tuesday, Jul 7 Wednesday, Jul 8 Thursday, Jul 9 Friday, Jul 10
— Scheduled — Scheduled — Scheduled — Scheduled — Scheduled
@ PY - Supervisor, Payroll @ PY - Supervisor, Payroll @ PY - Supervisor, Payroll @ PY - Supervisor, Payroll @ PY - Supervisor, Payroll
= 8:00 AM - 400 PM = 8:00 AM - £4:00 PM = 8:00 AM - £:00 PM = 8:00 AM - £4:00 PM = 8:00AM - 400 PM
§112:00 PM - 1:00 PM §112:00 PM - 1:00 PM #112:00 PM - 1:00 PM $112:00 PM - 1:00 PM $112:00 PM - 1:00 PM
— Actual — Actual — Actual — Actual — Actual
B | HoICS - FNCE v E | Ho/CS - FNCE ffl | HO/CS - FNCE v | [ | HOICS- FNCE [ | Ho/CS - FNCE -
2 | PY - Supemvisor, Payroll v /2 | PY - Supemvisor, Payroll /2 | PY - Supervisor, Payroll L A | PY - Supenvisor, Payroll A | PY - Supenvisor, Payroll -
(@ | [Mone] v (0 | [Mong] (% | [Mong] v (G | [Mone] (8 | [Nene] -
B | 10473 - Financial Servi.. v || & | 10473 - Financial Servi... & | 10473 - Financial Servi.. w | @ 10473 - Financial Servi... & | 10473 - Financial Servi... v
8 | [Mone] * || & |Mone] & | [Mone) * | @ [Mone] & | [None) -
& | [Mone] v | & | Mone] & [Mong] v @ [Nong] & | [None] -
B S00AM 4 | » = S00AM| 4 | » =, S00AM| 4 | » =, S00AM| 4 | Z00AM| 4 »
il |12z00Pm < | » i1 1z00Pm o« | » 1 1200PM 4 » 1 12z00Pm 4 » N zooPm < »
x x x x x
1 rooem <« | » 1) 100Pm <« | » 1 100PM <« » 1 rooPm| «  » 1 roopm| < »
W B00PM 4 | » W 400PM 4 | » W 400PM 4 » W 400PM 4 » W 200PM < »
— Tatal — Tatal — Taotal — Total — Total
9.00h 7.00h 7.00h 7.00h 7.00h
i~ 2 - %
I % Add/Edit Transfer I
e The Add/Edit Transfer screen will pop up. Click on Add to add as many rows as you need to

record all the projects you may have worked on during the day. Click on the Project-Unit drop
down menu, key in the Project-Unit number and select it. Once you are done, click OK.

Transfer - Monday, Jul 6

Comment

:

Location Position Pay Code Project-Unit Task-SubTask CFN
B 5:00AM HOJ/CS - FNCE PY - Supervisor, Payroll  [None] 104732 - Financial Servic.. §[Mone] [None]
K 100Pm | HOJ/CS - FNCE w  PY-Supervisor, Pay... ¥  [Same] 10200 - Office Servic... v | [ [Same] w  [Same]
3 330PM | < | » | HOCS-FNCE v |PY-Supenisor, Pay... v |[Same] 13420 - Human Res... v | f| [Same] v [Same]
B 500 PM
e Click Save to save your changes/updates.




Current (<] Jul5-Jul 18,2020 v ©
B Load ¥ Refresh | ﬁ Options | e Undo Redo | o Authorize J@ Unauthorize | F@ Recalculate
v Pay Problems Balances Audits Favorite Sets
Sunday, Jul 5 Monday, Jul 6 Tuesday, Jul 7 Wednesday, Jul 8 Thursday, Jul 9 Friday, Jul 10
g
— Scheduled — Scheduled — Scheduled — Scheduled — Scheduled
@ PY - Supervisor, Payroll @ PY - Supervisor, Payroll @ PY - Supervisor, Payroll @ PY - Supervisor, Payroll @ PY - Supervisor, Payroll
= 8:00 AM - £:00 PM wp 8:00 AM -4:00 PM = 5:00 AM - 4:00 PM = 8:00 AM - 4:00 PM wp B:00 AM - £4:00 PM
1 12:00 PM - 1:00 PM 1112:00 PM - 1:00 PM 1112:00 PM - 1:00 PM 1§12:00 PM - 1:00 PM f112:00 PM - 1:00 PM
— Artual — Actual — Actual — Actual — Actual
i | Hofcs - FNCE » | Bl |HO/ICS-FNCE v | [E|HOICS - FNCE v | [l | HOICS - FNCE v | | [ |HO/ICS - FNCE -
/2 | PY - Supervisor, Payroll v 2 | PY - Supenvisor, Payroll - 2 | PY - Supenvisor, Payroll - A | PY - Supenvisor, Payroll v A | PY - Supervisor, Payroll v
@ | [Mone] w» | @ |[None] v | & |[Mone] v | & [Mone] ¥ | @ |[None] L4
B | 10473 - Financial Servi... = | & |10473 -Financial Servi... v | & | 10473 -Financial Servi... v | & | 10473 - Financial Servi.. v | & |10473-Financial Servi.. v
& | [None] w» | & |[Nong] v | & |[Mong] v | @ [Mone] v | & |[None] -
& | None] w» | & | [None] v | @ |[None] v | @ [Mone] ¥ | & | [None] -
= B00AM| < | » B S00AM 4 =, S00AM > B S00AM 4 » | 300AM 4 | »
1 1200PM 4 | » il 12z00Pm 4 | » 1 12z00Pm 4 » 11 1z00Pm| 4 » 1 1200PM 4 &
x x x x x

1) ooPm 4 &

W S00PM 4 »

1) 1ooPm < | »

M| £00PM < | »

1) 100Pm <« »

M| 400PM « »

1 tooPm| « »

W 400PM 4 »

1) 100Pm < »

M| £00PM < | »

— Total
9.00h

— Total
7.00h

— Tatal
7.00h

— Total
7.00h

— Total
7.00h

4. Recording Tasks for the Projects that You Worked on During the Day

e To allocate your time to different Tasks, click on the arrow next to the Add/Edit transfer icon and
select Add/Edit Transfer.
Current (<] July5-July 18,2020 ©
i Load Save 4% Refresh \ ﬁ Options | Undo Redo | &Authorize J@Unauthorize | ) Recalculate
v Pay Problems Balances Audits Favorite Sets
Sunday, Jul 5 Monday, Jul 6 Tuesday, Jul 7 Wednesday, Jul 8 Thursday, Jul 9 Friday, Jul 10
o
— Scheduled — Scheduled — Scheduled — Scheduled —— Scheduled

@ PY - Supervisor, Payroll
= 8:00 AM - 4:00 PM
{112:00 PM - 1:00 PM

@ PY - Supervisor, Payroll
= 8:00 AM - £:00 PM
1112:00 PM - 1:00 PM

@ PY - Supervisor, Payroll
= 8:00 AM - £:00 PM
1112:00 PM - 1:00 PM

@ PY - Supervisor, Payroll
= 8:00 AM -4:00 PM
1112:00 PM - 1:00 PM

@ PY - Supervisor, Payroll
= 8:00 AM - 4:00 PM
§112:00 PM - 1:00 PM

— Actual — Actual — Actual — Actual — Actual
E | HOICS - FNCE » || B | Hoics - FNCE » | | E |Horcs - FNCE v | E HoI/cs-FNCE v | [El| Hoics-FNCE -
2 | PY - Supeniisor, Payroll ¥ || # | PY - Supervisor, Payroll v || 2| PY - Supervisor, Payroll v | 2 PY-Supenisor, Payroll ¥ | 2| PY - Supenisor, Payroll v
(@ | [None] v || @ | [None] v || (@ |[None] v | @ [None] v | @ [Mone] v
& | 10473 - Financial Servi... v || & | 10473 - Financial Servi.. v | & | 10473 - Financial Servi.. v | B 10473 - Financial Servi.. v | @ 10473 - Financial Servi._ -
& | [Mone] v || @ | [Mone] v | @ |[MNone] v | ® [Nong] v | @ [None] -
& | [None] v || @ | [None] v | @ |[None] v | ® [Nong] v | & [None] -
= B00AM 4 B B00AM| 4 | » w» G00AM| 4 » = S00AM| 4 | » s 300AM 4 | »
1 1200eM <« » 1 1zo0PM| « & N 1z00PM| 4 | 1 1zoopm < & 1 1zo0PM < |
x x x x x
) rooem <« » i1 eoem| <« » 1 oopm| < » 1 orooem < » 1 orooem < »
MW G00PM < | » W 400PM| 4 » W 400PM| 4 | » W 400PM 4 b W O400PM 4 b
— Total — Total — Total — Total — Taota
9.00= 7.00h 7.00h 7.00h 7.00h
ArdelEcit Transfer
B -2 X
I &1 Add/Edit Transfer I

10



e The Add/Edit Transfer screen will pop up. Click on Add to add as many rows as you need to
record all the tasks you may have worked on during the day. Click on the Task-SubTask drop
down menu and select the task.

e Ensure to round your tasks to 15 minute intervals, rounded to the nearest quarter of an hour.

e You have the option to key in additional notes on the Comment field.

e Once you are done, click OK.

Transfer - Monday, Jul 20 b 4
Location Paosition Pay Code Project-Unit CFN -

B B:00AM HO/CS - FMCE PY - Supervisor, Payrall  [None] 10473 - Financial Servic... [Mone]

o E30aM 4 » HQ/CS - FNCE v PY - Supervisor, Pay... v [Same] v | [Same] v J Mestings - Team v [Same] -

K 00 AM 4| r HOICS - FNCE ¥ | |PY-Supervisor, Pay... ¥ [Same] v | [Same] v Payroll - Timesheets v ||| [Same] v

o 930AM | 4« » | HOMCS-FNCE v  |PY-Supenisor, Pay v [Same] v | [Same] w ) System Adminisiration v | [Same] v

H t000AM | 4w HOICS - FNCE ¥ | |PY-Supervisor, Pay... ¥ [Same] v | [Same] v Payroll - Reports v | [Same] v

o 10:30AM | 4 » | HOMCS- FNCE v |PY-Supenisor,Pay v [Same] v | [Same] w || system administration + | [Same] v

¥ 1130AM | 4 b | HOMCS- FNCE v |Pv-Supenisor, Pay.. ¥ [Same] v | [Same] v [ Payroll - Timeshests v ||| [Same] v

o 100PM | 4 » | HOMCS-FNCE v  |PY-Supenisor, Pay v [Same] v | [Same] w || Payron - EEC + ) [Same] v

x 2:00 PM 4 » HO/CS - FNCE v PY - Supenvisor, Pay... v [Same] v [Same] v Payroll - Benefits Ad... » [Same] v

o 230PM | « » | HOCS-FNCE v  |PY-Supenisor,Pay.. v [Same] v | [Same] + || Payroll - Reparts v | 1same] v

x 2:45 PM 4 » HO/CS - FNCE v PY - Supenvisor, Pay... v [Same] v [Same] v Payroll - Persennel T... [Same] v

o 400PM | « » | HO/CS-FNCE v  |PY-Supenisor,Pay.. v  Unpaid Work-Overfi_ v  [Same] v [ Payroll - Timesheets v ||| [Same] v

3 415PM | 4 » | HOICS-FNCE v |PY-Supenisor, Pay.. v  Unpaid Work-Overfi.. v  [Same] v [l Support - Intemal Staff v ||| [Same] -

W 430PM

A -

e Click Save to save your changes/updates.

current (<] July 19- August 1,2020  ~ ©
B Load ¥ Refresh | a Options | = Undo Redo | e Authorize ;@ Unauthorize | F(li) Recalculate
v Pay Problems Balances Audits Favorite Sets
Sunday, Jul 19 Monday, Jul 20 Tuesday, Jul 21 Wednesday, Jul 22 Thursday, Jul 23 Friday, Jul 24

[ P [ K4 | _Thd [ T4 [ T

— Scheduled — Scheduled — Scheduled ——————————  — Scheduled —————————  — Scheduled ———
pervisor, Payroll @ PY-Supervisor, Payroll @ PY - Supervisor, Payroll @ PY - Supervisor, Payroll @& PY - Supervisor, Payroll
= 8:00 AM - PM = 8:00 AM - 400 PM = 8:00 AM - 4:00 PM = 8:00 AM - £:00 PM = 8:00 AM -4:00 PM
112:00 PM - 1:00 PM 1112:00 PM - 1:00 PM 1112:00 PM - 1:00 PM 1112:00 PM - 1:00 PM f112:00 PM - 1:00 PM
— Actual — Actual — Actual — Actual — Artual
ff Hor/cs - FNCE v || E | HorCcs - FNCE R E | Ho/CS - FNCE ¥ | [ | HO/CS - FNCE ¥ | [E |Hoics-FNCE v
/2 | PY - Supervisor, Payroll v A | PY - Supenvisor, Payroll - 2 | PY - Supenvisor, Payroll L A | PY - Supenvisor, Payroll - A | PY - Supevisor, Payroll -
( [Mone] v || & | MNone] v | (O] Mone] v | (% [None] ¥ | (@ [Nong] -1
& 10473 - Financial Servi... v & | 10473 - Financial Servi. v & | 10473 - Financial Servi... v & | 10473 - Financial Servi. - & | 10473 - Financial Semi... -
&  Support - Internal Staff v & | Payroll - Timeshests - & | Support - Internal Staff v & | Support - Intemal Staff ¥ | & | Support - Internal Staff v
£ [Mone v || @/ [None] v | & |Mone] v | @ [None] v | & |[None] -
=, S00AM| 4 | » » Z00AM 4 | » B S00AM| 4 | » » S00AM| 4 | » B S00AM 4 | »
1 1200em <« » 1 1200em < | » ) roopm| « | » W 1z00em « » i roopm < | »
x b x x x
f1 tooPm <« » 1 00pm o« | » i 200pm < | » 1) 1o0Pm| < » 1) zoopm < | »
W 430PM| 4 » W 445PM < » W 400PM 4 | » W 5:00PM| 4 » W 200PM 4 | »
— Tatal — Total — Taotal — Total — Tatal
7.50h 7.75h 7.00h 8.00h 5.00h
WFH WFH WFH - Rehire form testing 'WFH - Payroll processes WFH - PTFs additional information fc
-
@ T e T X
o <
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5. Statutory Holiday Worked and Paid

From the Main Menu Bar click on the Employee Timesheet Icon.

& X ) ¢

Employee Time Away List Performance
Timesheet

Once your timesheet is displayed, you will notice that statutory holiday pay defaults to statutory holiday
not worked and paid.

To record a shif on a statutory holiday worked, add your shift by clicking on the drop down menu and
select Add New Shift.

Current o August 2 - August 15,2020 ~ o
B Load Save €% Refresh | a Options Undo Redo | L Authorize J@ Unauthorize
v Pay Problems Balances Audits Favorite Sets
Sunday, Aug 2 Monday, Aug 3 Tuesday, Aug 4 Wednesday, Aug 5 Thursday, Aug 6 Friday, Aug 7
[_Fod [_Xod L ] [ ]
— Scheduled ———————————— | — Sctheduled ——————————————  —Scheduled ———————————————— | — Scheduled ————————
@ PY - Supervisor, Payroll @ PY -Supervisor, Payroll @ PY-Supervisor, Payroll @ PY - Supervisor, Payroll
= 8:00 AM - 4:00 PM = 8:00AM - 400 PM = 5:00 AM - 4:00 PM = 8:00 AM -4:00 PM
1§12:00 PM - 1:00 PM {112:00 PM - 1:00 PM 1§12:00 PM - 1:00 PM 1§12:00 PM - 1:00 PM
— Actual — Actual — Actual — Actual
E | HOICS - FNCE + | E|Hoics-FNCE + | B |Ho/cs - FNCE » | [ HOICS-FNCE b
A PY - Supervisor, Payroll v 2 | PY - Supenvisor, Payroll - 2 | PY - Supenvisor, Payroll v 2 PY - Supenvisor, Payroll -
(% [Mone] v | | @ | [Mone] ¥ | & |[None] v || & [Mone] v
& 10473 - Financial Servi.. v & | 10473 - Financial Servi.. A & | 10473 - Financial Servi... v & 10473 - Financial Servi.. v
&  Support - Intemnal Staff v & | Support - Intemnal Staff v | & | [Mone] v & [Mone] v
&  [Mong] v & | [MNong] v | & | [Nong] v & [Mong] v
B 3:00AM| 4 » | B00AM 4 | b B 5:00AM 4 |+ W S00AM| 4 | »
N azoopm < » 1 1z00pM < | » N izoopm < » N azoopm < »
x x x x
1 rooem| < | » ] toopm < | » 1| 1oopm| < » 1 otooem < »
W 400PM| < | » W 400PM < | » W 400PM| < » W 400PM| < | »
— Total — Tatal — Total — Taotal
7.00h 7.00h 7.00h 7.00h
WFH WFH WFH WFH

-

+

2 IAdd New Shift I

@ ‘Add New Pay Adjustment

Click on Save to save your changes/updates.
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B Load 3 Refresh | ﬁ Options | = Undo Redo | olm Authorize J@Unaulhorize
~ Pay Problems Balances Audits Favorite Sets
Sunday, Aug 2 Monday, Aug 3 Tuesday, Aug 4 Wednesday, Aug 5 Thursday, Aug 6 Friday, Aug 7
B [None] ¥ | & | 10473 - Financial Servi... & | 10473 - Financial Servi... v | & | 10473 - Financial Servi... v | @ | 10473 - Financial Servi... v
B S00AM < | » &  support - Intemal Staff & | Support - Internal Staff v | @ |[Mone] v | @ |[Mone] v
m zooem < |, B | Mone] & | Nong] v | @ |[Mone] v || @ |[Mone] v
» S00AM 4 b B S00AM 4 b B S00AM| 4k » | S00AM 4k

1 1200Pm < | »

W 1zooPM <« »

W1zo0Pm <« »

W |1z00PM < | »

x
1 voopm| « | » 1 oopm « » I roopm o » I voopm < »
W 400PM 4 | » W 400PM 4 | » W 400PM 4 » W 400PM 4 | »
4.00h 7.00h 7.00h 7.00h 7.00h
WFH WFH WFH WFH
4
— Actual
PY - Supervisor, Payroll
B  Ho/Cs - FNCE v
2 | PY - Supervisor, Payroll -
& [Mone] -
& | 10473 - Financial Servi... ¥
& | [one] v
& [None] v
B 100PM| 4 |
W 400PM| < | »
3.00h
<
0.00 7.00 7.00 7.00 7.00

Employees whose jobs are classified between Bands 1 to 9 will be paid their regular wages plus time and
a half or they will be paid their regular wages and they will bank their time at time and a half. To bank

your time, follow the instructions below.

Employess whose jobs are classifed from Band 10 and above will be paid their regular wages plus a day

in lieu. To bank your time, follow the instructions below.

6. Statutory Holiday Worked and Banked

Bands 1to 9

Add a pay adjustment on the Statutory Holiday. The pay adjustment matches the number of hours

worked on the Statutory Holiday.
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Current o August 2- August 15,2020 ~

Bl load [ Save O Refresh | ﬁOpﬁons \ e Unde ™ Redo | LAuthorize J@Unauthorize

©

v Pay Problems Balances Audits Favorite Sets
Sunday, Aug 2 Monday, Aug 3 Tuesday, Aug 4 Wednesday, Aug 5 Thursday, Aug 6 Friday, Aug 7

& | [None] w || & | 10473 -Financial Servi.. v | & | 10473-Financial Servi.. v | & |10473-Financial Servi.. v | M@ | 10473 -Financial Senvi.. v

w» G00AM| 4 » & | Support - Intemal Staff - & | Support - Intemal Staff - & | [Mone] v & | [Mone] v

mzooen < | & | [None] v | & | [Nong] v | & | [Nong] v | & | [Nong] v
= G00AM| 4 | » B B00AM| 4 » B B00AM| 4 » | B00AM| «
N 1200eM « | » N 1200eM « i 1200pPM| < » i1 1200 PM| «

b3 b3 x

1) 1o0Pm| « | » 1) 1o0Pm| «  » 1] 1ooPm| «  » i1 100Pm| <
M| 400PM| 4 | » M| 400PM| 4 » W 400PM| 4 | » W 400PM| <

— Total — Tota — Tota — Tota — Tota

4.00h 7.00h 7.00h 7.00h 7.00h
Enter Comment Here WFH WFH WFH WFH
-
e[Je - x

T BY Add Newshift

1 @ Add New Pay Adjustment
I HONS -FN i

E

2 | PY - Supervisor, Payroll v
@ | [None] -
& | 10473 - Financial Servi... v
& | None] -
& | [None] v
w100 PM | -

Fill in details and click OK.

Pay Adjustment Type JOT Banked 1.5 - Approved overtime banked at 1.5 v

Position PY - Supervizor, Payroll -
Met Hours

Project-Unit 10473 - Financial Services-Staff (020-01) L
Task-5ubTaszk [Mone] v

CFM [Mone] L

Comment Statutory holiday worked and banked
Reference Date [

Pay Adjustment - Monday, Aug 3 b 4

Click Save to save your changes/updates.
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Current (<] August 2- August 15,2020+ ©

i Load \}Refresh \ ﬁOptions | = Undo Redo | LAuthcrize J@Unaulhorize

v Pay Problems Balances Audits Favorite Sets
Sunday, Aug 2 Monday, Aug 3 Tuesday, Aug 4 Wednesday, Aug 5 Thursday, Aug 6 Friday, Aug 7
i 1zoopPm < » W 1zooem « | » 1 1zoorm < 1 1200Pm) o | »
x ® x x
) roopm 4 | » ) voopm < » I orooPm 4 » ) r00Pm| 4 | »
W 400PM| 4 | » W 400PM < | » W 400PM 4 » W 400PM| 4 | »
— Total — Total — Total — Total — Total
4,00h 7.00h 7.00h 7.00h 7.00h
WFH WFH WFH WFH
'

— Actual
PY - Supervisor, Payroll

Efl | Hoics - FNGE -
2 | PY - Supenvisor, Payroll v
& [Mone] v
& | 10473 - Financial Servi. -
& | [None] -
& | [None] -
% 100PM| 4 | »
W O400PM 4 | »
— Taotal
3.00h
-

— Pay Adjustment ———

OT Banked 1.5 - 7.00

Approved overtime
(@) banked at 1.5

Bands 10 and Above

Add a pay adjustment on the Statutory Holiday. The pay adjustment matches the number of hours
worked on the Statutory Holiday.
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Current o August 2- August 15,2020 ~ o

Bl load [ Save O Refresh | ﬁOpﬁons \ e Unde ™ Redo | LAuthorize J@Unauthorize

v Pay Problems Balances Audits Favorite Sets
Sunday, Aug 2 Monday, Aug 3 Tuesday, Aug 4 Wednesday, Aug 5 Thursday, Aug 6 Friday, Aug 7
& | [None] ¥ || & | 10473 - Financial Servi._. v | & | 10473 - Financial Servi._. v | & | 10473 - Financial Servi.. v | & | 10473 - Financial Servi.. v
w» G00AM| 4 » & | Support - Intemal Staff - & | Support - Intemal Staff - & | [Mone] v & | [Mone] v
mzooen < | & | [None] v | & | [Nong] v | & | [Nong] v | & | [Nong] v
= G00AM| 4 | » B BO00AM| 4 » B B00AM| 4 | » | BO00AM| <« |
N 1200eM « | » N 1200eM « i 1200pPM| < » i 1200PM| « &
b3 b3 b3 x
1) 1o0Pm| « | » 1) 1o0Pm| «  » 1] 1ooPm| «  » 1] oopm| < »
W 400PM| 4 | » W 400PM| 4 » W 400PM| 4 » W 400PM| 4 »
— Total — Total — Total — Total — Total
4.00h 7.00h 7.00h 7.00h 7.00h
Enter Comment Here WFH WFH WFH WFH
L ede

(2 Add Mew Shift

1 @ Add New Pay Adjustment
I HONS -FN i

E

2 | PY - Supervisor, Payroll v
@ | [None] -
& | 10473 - Financial Servi... v
& | None] -
& | [None] v
w100 PM | -

Fill in details and click OK.

Pay Adjustment - Monday, Aug 3 ) 4

Pay Adjustment Type
Fosition

Met Hours
Froject-Unit
Task-5ubTask

CFM

Camment

Reference Date ]

[ > [

Click Save to save your changes/updates.
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Current

B Load ¥ Refresh | 'O'Optinns | a Undo

Redo ‘ LAuthnrize

J@ Unauthorize

<]

August 2 - August 15, 2020

g ©

4 Pay Problems Balances Audits Favorite Sets
Sunday, Aug 2 Monday, Aug 3 Tuesday, Aug 4 Wednesday, Aug 5 Thursday, Aug 6 Friday, Aug 7
W ]1zo0rm « » W 12o0Pm < | » i izoopMm < | » W |1200Pm « »
*® k3 x x
N otoorm| « | » M toorm| < | » 1 1toorm < | » 1 tooPm| «  »
W 400PM| <  » W 400PM| 4 | » W 400PM < | » W 400PM| 4 »
— Total — Tota — Total — Tota — Tota
4.00h 7.00h 7.00h 7.00h 7.00h
WFH WFH WFH WFH
gt %

7. Reviewing Your Timesheet

After your timesheet is saved, you need to review the details on your timesheet to ensure it is accurate.

Add New Shift

£
— Actual -
PY - Supervisor, Payroll
& Hoics - FNCE -
| PY - Supenvisor, Payroll -
@ | [Mone] v
& | 10473 - Financial Servi. -
& | [Mone] -
& [Mone] v
» T00PM 4 | &
W 400PM 4 »
— Taotal
3.00h
L J
— Pay Adjustment
OT Banked 1.0 - 7.00

Approved overtime
@ banked at 1.0

To review your timesheet, click on the Pay tab to expand the panel above your timesheet.

W

Pay

Problems

Balances

Audits

Favorite Sets

Review your weekly and biweekly totals. To navigate through this panel, use the side bars on your
screen display.

A Pay  Problems  Balances  Audits  Favoriesets
=
Cae Locstio Dep Projestune 9 WD O e
Daily
Monln2l | HOKCS-FNCE-PY [ r—r— Mone] 1002010473 700 200
fRetros
TuejnZ3  HOKS-FINCE-PY v Mone] 1002010473 Support w 200
WedJun2d  HOKS-FINCE -PY v Mone] 1002010473 Support w 2m
THNZS | HOCS-FNCE - PY vr mone] 1002010873 Suppor.- e (2 mose) 00 s0
A Py Problems  Balanc Audits  Favorite Sets
Weekly
o P uD OTBs. OT8 020
Dally
VOLNnZE  HOKS-FNGE-PY [ Supendsas, Payrol [None] 1002010873 SUppOFT- IRera ST 2 more) 70 100
Rutros Tue Jun 30 HOUCS - FHCE - PY Y [Nore] 10020-10473  Support - Infernal Staff(_3more] 700 200
WeSLNIO!  HOMS-FNCE-PY v [ove] eame] one 70
Thum WO -G Y W [Nove] 1007610573 [Mare] 700 w0
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A pay

| s

Daily

Problems  Balance: Audits  Favorite Set

Total Total w00 1550 700

Retros

To review daily details, click on Daily. To navigate through this panel, use the side bars on your screen

display.

(=] : : :

8. Authorizing your Timesheet for Management Approval

After your Timesheet is saved, you need to Authorize it for management approval.

To Authorize your Timesheet — click anywhere on on the first day and drag across the days to highlight
and select them.

Click the Authorize button.

Repeat these steps for any remaining Unauthorized days.

B Load Save 4% Refresh | a Opfions Undo Redo | :QUnaulhorize Recalculate
v Pay Problems Balances Audits Favorite Sets
Sunday, Jul 5 Maonday, Jul & Tuesday, Jul 7 Wednesday, Jul 8 Thursday, Jul 9 Friday, Jul 10
&
— Scheduled — Scheduled — Scheduled — Scheduled — Scheduled
@ PY - Supervisor, Payroll @ PY -Supervisor, Payroll @ PY - Supervisor, Payroll @ PY - Supervisor, Payroll @ PY - Supervisor, Payroll
= 8:00 AM - 4:00 PM = 5:00AM - 4:00 PM = 8:00 AM - 4:00 PM = 8:00 AM -4:00 PM = 8:00 AM - 4:00 PM
¥112:00 PM - 1:00 PM 1112:00 PM - 1:00 PM 11 12:00 PM - 1:00 PM ¥112:00 PM - 1:00 PM 1112:00 PM - 1:00 PM
— Actual — Actual — Actual — Actual — Actual
[ | HOICS - FNGE » || B | HoiCcS-FNCE E | Ho/Cs - FNCE | HO/CS - FNCE & | Ho/CS - FNCE
2 PY - Supervisor, Payroll w || 2 | PY -Supenisor, Payroll 2 | PY - Supenvisor, Payroll 2 | PY - Supenvisor, Payroll 2 | PY - Supenvisor, Payroll
@ | [None] w || @ | [Mone] & | [None] & | Mone] @ | [None]
& 10473 -Financial Servi... v | | ® | 10473 - Financial Servi & | 10473 - Financial Servi &' | 10473 - Financial Servi & | 10473 - Financial Servi
& [Mone] v || ® | [None] & | [None] & mone] & | [Mone]
&  [None] w || & | [Mone] & | [None] & | Mone] B | [None]
& S00AM 4 » = Z00AM < | » | S00AM| < » » S00AM| < | » B S00AM < | »

1 1200em| « | »
1 toopm| < »

B 400PM| 4 | »

i 12z00PM < | &
1 toopm o« &

W O400PM o |

1 1zooem| < »
1 oooem 4 »

W O400PM| 4

1 1zooem < >
1 roopm| 4 »

W OA00PM| 4 |

1 1zo0PM « | »
1 eoPm o« &

W O400PM o |

— Total

— Total
7.00h

@~ - ox

— Tatal
7.00h

— Total
7.00h

— Taotal
7.00h

7.00h
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Once all days have been authorized, click Save to save your changes/updates.

Your Timesheet will now be submitted to your Manager for approval.

B Load GRefresh ‘ aOptinns ‘ M~ Undo Redo | &Authorize :gUnauthnrize | %Recalculate

v Pay Problems Balances Audits Favorite Sets
Sunday, Jul 5 Monday, Jul 6 Tuesday, Jul 7 Wednesday, Jul 8 Thursday, Jul 9 Friday, Jul 10
|ier is is is is
— Scheduled — Scheduled — Scheduled ———————————  —— Scheduled ————————————  —— Scheduled
@ PY - Supervisor, Payroll @ PY - Supervisor, Payroll @ PY -Supervisor, Payroll @ PY - Supervisor, Payroll @ PY-Supervisor, Payroll
= 8:00 AM - 4:00 PM = 2:00AM - 4:00 PM = 8:00 AM -4:00 PM = 8:00 AM - 4:00 PM = 8:00 AM - 4:00 PM
1112:00 PM - 1:00 PM §112:00 PM - 1:00 PM §112:00 PM - 1:00 PM £112:00 PM - 1:00 PM 112:00 PM - 1:00 PM
— Actual — Actual — Actual — Actual — Actual
[ | HO/CS - FNCE » || B |Hoics - FNCE » | B |HO/CS-FNCE * | [l HoICS-FNCE = | [l HO/CS-FNCE v
2 | PY - Supenvisor, Payroll ¥ || 2 | PY - Supenisor, Payroll ¥ 2 |PY - Supenisor, Payroll * |2 PY-Superisor, Payroll ¥ 2 PY-Supenisor, Payroll v
Q| None] - (@ | [None] v (@ | Mone] L 4 (G | [Nong] v @ | [Mone] v
& | 10473 - Financial Senvi.. v & | 10473 - Financial Servi... A & | 10473 - Financial Seri... A & 10473 - Financial Servi... v & 10473 - Financial Servi... v
|
& | [None] v || & | Mone] v | & | Mone] v | & Mone v | @ [None] v
& | [Mone] - & | [Mone] v & | [Mong] v &  [Mong] v &  [Mong] v
B B00AM < | » B B00AM 4 | » = 500AM| < | » =, S00AM| < | » =, S00AM| 4 »
N 1200eM <« | & 1 1200em < | » 1 12z00em < | > 1 1200PM < | » M 1200eM| < »
x x x x x
N o1ooem o« » i orooem < » N 1ooem < » 1 1ooem o« » 1 rooem 4w
W 400PM < | » W £00PM 4 | b B 400PM| 4 | » B 400PM| 4 | > W 400PM| 4 »
— Total — Total — Total — Total — Total
7.00h 7.00h 7.00h 7.00h 7.00h

@S- x
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Banking Your Overtime

Once you have finished recording all your shifts, expand the Pay tab.

Note that Dayforce defautls to overtime paid rather than overtime banked.

Overtime is calculated on a weekly, not a daily basis. On this example, the employee is scheduled to
work a 35 hour week. This employee worked an hour of overtime on Monday. Dayforce is recording an
hour of of overtime on Friday. Overtime occurs after the employee has worked 35 hours for the week.

~  Pay Problems Balances Audits Favorite Sets
Week 2
Weekly
Date Location Department Joo PN ProjectUnit | TaskSubTask OT  OT1S FEREM FREM | VAC Bereav. Family. UNPAID OTBa. OTBa. HOL1O
Daily Wed, JuT 25 HOPCS - FNCE - PY 44 Supervisor, Payroll Tone]  10020-10473  None] 100
Retros Th,Jui 30 HOICS - FNCE - PY pr Supervisor, Payroll [None] 10020-10473  [None] 100
HO/CS - ENCE - PY pr Supervisor, Payroll [None] 10020-10473  [Nome] 1.00
Total Total 300 100 500

Friday, Jul 24 saturday, Jul 25 sunday, Jul 26 I Monday, jul 27 I Tuesday, jul 28 Wednesday, Jul 29 Thursday, Jul 30 Friday, Jul 31

p& L 204 L T4 L 4 L 4 L 4 L 4
——  —schedules ———————— — schedu — Scheduled — scheau — Scheduled — scheau
@ PV -Supervisor, Payroll @ PY - Supenvisor, Payroll @ PY-Supervisor, Payroll @ PY - Supervisor, Payroll @ PY-Supervisor, Payroll @ PY - Supervisor, Payroll
5 800 AM -4:00 PM & 8:00 AM - 400 PM = 800 AM - 400 PM = 8:00AM - 400 PM = 800 AM - 400 PM = 8:00AM - 400 PM
§112:00 PM - 1:00 PV 1112:00 PM - 1:00 PM §112:00 PM - 1:00 PV 1112:00 PM - 1:00 P §112:00 PM - 1:00 PV 1112:00 PM - 1:00 P
T — — Actual — Adual — Actual — Adual — Actual
v | [E| HO/CS-FNGE % [ | HOICS - FNCE v | [E| HO/CS-FNGE v | El|HO/CS - FNCE v | [E| HO/CS-FNGE v | El|HO/CS - FNCE -
v | 2 PY-Supenisor, Payroll v 2 | PY - Supervisor, Payroll v | 2 PY-Supenisor, Payroll v | 2 PY-Supenisor, Payroll v | 2 PY-Supenisor, Payroll v | 2 PY-Supenisor, Payroll v
v | @ MNone] v ® | None] v | @ None] v | @ [one] v | @ None] v | (@ MNone] v
v | @ 10473 - Financial Servi A & | 10473 - Financial Sen v | @ 10473 - Financial Seri v | @ 10473 -Financial Servi v | @ 10473 Financial Seri v | @ 10473 -Financial Servi v
v | @ support - intemai stam v & | one v | @ pione v | & mone v | @ pione v | & mone v
v | @ pone v & | one v | @ pong v | & mong v | @ pong v | & mong v
» B00AM 4 » * s00Am| 4 » » w00AM 4 » 5 B00AM 4 » » w00AM 4 » 5 B00AM 4 »
1 rooem < | » W 1zo0pm o | > 1 1200em < | » 1 1zooem < > 1 1200em < | » 1 1zooem < >
} x x x x x x
) 200PM <« | » " tooPm < | » M tooPMm < » 1 tooPm <« | » M tooPMm < » 1 tooPm <« | »
W zooPM| < » W so0Pm| < » W a00PM| < > W a00Pm| < > W a00PM| < > W a00Pm| < >
— — Tl ————————— otal — Total — Tota — Total — Tota
5.00h 8.00h 7.00h 7.00h 7.00h 7.00h
WFH - PTFs addifional information WEH WFH WEH WFH WEH
[ 2R

To bank the overime, add a pay adjustment. Click on the Add New Shift drop down menu arrow and
select Add New Pay Adjustment.

Employee Timesheet

Current o July 19- August 1,2020 v o
B load [ Save QRefresh | &b Options | e Undo Redo | otuAuthorize sl Unauthorize
v Pay Problems Balances Audits Favorite Sets
Friday, Jul 24 Saturday, Jul 25 Sunday, Jul 26 Monday, Jul 27 Tuesday, jul 28 Wednesday, jul 29 Thursday, Jul 30 Friday, Jul 31
[_Xod [ X4 [ Xa L L - L
——  — Schedtles ———————— — schedu — Scheduled — Schedied — schedul — Scheduled
@ PY - Supervisor, Payroll upervisor, Payroll @ PY-Supervisor, Payroll @ PY - Supervisor, Payroll @ PY - Supervisor, Payroll @ PY-Supervisor, Payroll
= 8:00 AM -4:00 PM = 8:00 AM - 4:00 PM ® 800 AM - 4:00 PM = 8:00 AM -4:00 PM = 8:00 AM - 4:00 PM = 800 AM -4:00 PM
1112:00 PM - 1:00 PM 1112:00PM - 1:00 PM 1112:00 PM - 1:00 PM 1112:00 PM - 1:00 PM 1112:00PM - 1:00 PM 1112:00 PM - 1:00 PM
—  —hctual — — nctual — Actual — — actual
v | B nos-Frce v & [Horos -Fnce v | & |Horcs - Frce v || &|nores-Fnce v | B|nomcs-Frce v | | 8| Horcs - e v
v | 2| PY-supenisor, Payol ¥ 2 [PY-Supervisor Payroll v | | Py - Supenisor, Payrol v | > |PY-Supervisor, Payrol v | | PY-Supervisor, Payroll ¥ | | 2| PY - Supervisor, Payroll v
¥ | @ [None] v @ | Mone] v @ | [None] A @ | [None] v % | [None] ¥ | |® Mone v
v @ 10473 - Financial Seri. v & | 10473 - Financial Servi. v | @ 10473 -Financial Semi v M@ 10473 Financial Seri v | | 10473 - Financial Seri v | ® 10473 -Financial Servi v
v | @ support - Intemal Staff v & | ong] v | @ [one v | @ [one] v | @ [ong v | | @ mong v
v | @ Mone] v & | [Mone] v | @ |[Mone] v | @ [MNone] v | @ |[MNone] v | | @] Mone] v
+ so0am < > + sooaM < » + sooam < | » so0Am < » +|sooam < » + sooam « »
N rooem < M 120000 « | » W 12z00em < | » " 1200em < > M 12000m <« | » " 1zooem < >
¢ x x x® x x ®
N zooPm| < | » 1 tooPm < 1 orooem < | » M ovooem < | » 0| tooem <« f orooem < | »
W 200PM <« » MW S00PM <« » W 400PM « | » W 400PM <« » M| 400PM <«  » W 400PM « >
_ A —_— — Total — Tota — Total — Tota — Tota
5.00h 8.00h 7.00h 7.00h 7.00h 7.00h
WFH - FTFs addiional information fc W weH wen Wt weH
=

B2 Add New shift

@ Add New Pay Adjustment
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Once the Pay Adjustment Screen pops up, select the OT Banked 1.0 — Approved overtime banked at 1.0

Pay Adjustment Type.
Pay Adjustment - Friday, Jul 31 h 4
I Pay Adjustment Type fWork - Regular paid time worked i
Position [I Q ‘
Project-Unit Unpaid Work - Overtime worked and unpaid

Task-5ubTask
CFMN
Comment

Reference Date

OT Banked 1.0 - Approved overtime banked at 1.0 I

OT Banked 1.5 - Approved overtime banked at 1.5

OT Bank Paid - Bank out lieu time previously accrued
Vacation - Use of accrued vacation, full-time only

Vacation § - Use of accrued vacation, supplementary staff only
Sick 100% - Sick day paid at 100%

Sick 75% - Sick day paid at 75% (FT only)

h'
_ « * .

Complete recording the Pay Adjustment details and click OK.

Position

Met Hours
Project-Linit
Task-5ubTask
CFN
Comment

Reference Date

Pay Adjustment - Friday, Jul 31

Pay Adjustment Type | OT Banked 1.0 - Approved overfime banked at 1.0

PY% - Supervisor, Payroll

1.00 || Hours
10473 - Financial Services-Staff (020-01)
Payroll - OMERS/OTPP
[Mone]

Preparing OTPP reports to remit menthly confribuions

OK Cancel

Click Save to save your changes/updates.
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v Refresh | {3} Options | e Undo Redo | olaAuthorize ol Unauthorize
~ Pay  Problems  Balances  Audits  Favorite Sets
Friday, Jul 24 Saturday, Jul 25 Sunday, Jul 26 Monday, Jul 27 Tuesday, Jul 28 Wednesday, Jul 29 Thursday, Jul 30 Friday, Jul 31
L Xod L] L4 [ 4
— scheduled ————————— — Scheduled — Scheduled — scheduled — scheduled — Scheduledt
@ PY-Supervisor, Payroll PY - Supenvisor, Payroll @ PY-Supervisor, Payroll PY - Supervisor, Payroll @ PY-Superviso PY - Supervisor, Payroll
+ 8:00AM - 400 PM & 800 AM -4:00 PM =+ 500 AM - 400 PM =+ 800 AM -400 PM + 500 AM - 400 = 800 AM -400 PM
1112:00PM - 1:00 PM 1112:00 PM - 1:00 PM 112:00PM - 1:00 PM 1112:00 PM -1:00 PM 112:00PM - 1:00 PM 1112:00 PM -1:00 PM
— actual — Actual — & — Actual — ctual — actual
v | B Horcs-FNCE v E | Horcs - FNCE v | B Horcs-FNCE E | Horcs - FNCE v | B Horcs-FNCE E Horcs -FNCE v
v | 2 PY-Supenisor, Payrol v 2| PY-Supervisor, Payroll v || | PY - Supenisor, Payrol 2| PY-Supervisor, Payroll v || | PY - Supenisor, Payrol 2| PY- Supenvisor, Payroll v
v | @ monel v @ | MNone] v | @ monel @ | MNone] v | @ monel @ MNone] -
v | @ 10473 Fimancialseni.. v 8 [ 10473Financial Sevi.. v | | 8 [ 10473 - Financial Servi.. 8 10473 Financial Sevi.. v || 8 | 10473 - Financial Seri.. 8 | 10473 Financial Servi.. v
v || & support-intemai stam v & | Hone] v || @ mone] & | Hone] v || @ mone] & | one] v
v | & mone v & | (one] v | B Mone) & | one] v | B Mone) & | Mone] v ||8
» B00AM <« » » B00AM < » » B00AM < » » B00AM < | » » B00AM < » 500AM < »
W orooem < W 1200em < | » N zooem < W 1200em < | » 1 1z00em < N 1200em o | b
3 x x x x
W 200Pm < W roopm 4| » N orooem 4 » W roopm < | » I rooPm < N ro0em < | v
W 200PM 4 b W S00PM 4| b W H00PM| 4 b LIREIRE W 400PM 4 W £0PM 4| b
— Tota — Total — Tota — Total — Tota — Total
5.00h 8000 7.00h 7.00h 7.00h 7.00h
WFH - PTFs additional information WFH WFH WFH WFH WFH
v .
& “ x
L 4 L]
— — Pay Acjustment
OT Banked 1.0 1.00
Approved overtime
M © banked at 1.0
A Pay  Froblems Audits
weekty | Week2
Daiy 3 o] TR TORT o]
Retros #r Supervsor, Payrll [None] 10020.10473  [Hone] o0
3 Supervsor, Payrall [None] 10020.10473  [Hane] am

w00

To bank overitme at 1.5, repeat the same steps as above and select the OT Banked 1.5 — Approved
overtime banked at 1.5 Pay Adjustment Type.

22



Pay Adjustment - Friday, Jul 31 ) 4

I Pay Adjustment Type BWork - Regular paid time worked a
Position
Met Hours Work - Regular paid time worked
Project-Unit Unpaid Work - Overtime worked and unpaid

Task-5ubTask OT Banked 1.0 - Approved overtime banked at 1.0
CEN OT Banked 1.5 - Approved overtime banked at 1.5 I

OT Bank Paid - Bank out lieu time previously accrued

Comment
Wacation - Use of accrued vacation, full-time only

Reference Date
Yacation % - Use of accrued vacation, supplementary staff only
Sick 100% - Sick day paid at 100%

Sick 75% - Sick day paid at 75% (FT only) I

v
_ € > .




Recording your Unpaid Work (Supervisory and Management Staff, Bands 10 and

Above)

Supervisory and management staff are not entitled to overtime, but they are required to report all hours

worked.

Click on the Edit/Transfer drop down menu arrow.

R

Current

i Load Save Qb Refresh | QOptions |

~ Pay Problems Balances

Sunday, Jul 19

Monday, Jul 20

Undo

Favorite Sets

Tuesday, jul 21

Redo | L Authorize

;0 Unauthorize

Wednesday, Jul 22

Employee Timesheet

Thursday, Jul 23

July 19 - August 1, 2020 ~ 0

Friday, Jul 24

0 - af] x

I 1 Rdd/Edit Transfer

— Actual

[ g
— Scheduled — Scheduled — Scheduled — Scheduled — Scheduled
@ PY-Supervisor, Payroll @ PY-Supervisor, Payroll @ PY-Supervisor, Payroll @ PY - Supervisor, Payroll @ PY - Supervisor, Payroll
= §:00 AM - 4:00 PM = 500 AM - 4:00 PM = 8:00 AM - 4:00 PM = 8:00 AM - 4:00 PM = 8:00 AM - 4:00 PM
1]112:00 PM - 1:00 PM f112:00 PM - 1:00 PM 1112:00 PM - 1:00 PM 1112:00 PM - 1:00 PM 1112:00 PM - 1:00 PM
— Actual — Actual — Arctual — Arctual — Artual
[g | Holcs - FNCE [F | Holcs - FNCE [ | HO/CS - FNCE £ | HO/CS - FNCE g | HOICS - FNCE -
2 | PY - Supervisor, Payroll A | PY - Supervisor, Payroll A | PY - Supervisor, Payroll /| PY - Supenvisor, Payroll /| PY - Supenvisor, Payroll v
9 | [Mone] O] {3 | [None] @ (© | [None] v
& | 10473 - Financial Senvi... & | 10473 - Financial Servi... & | 10473 - Financial Servi... & | 10473 - Financial Servi... & | 10473 - Financial Semvi... v
& | Support - Infernal Staff & | Payroll - Timesheets & | Support - Intemal Staff B | Support - Intenal Staff B | Support - Intenal Staff -
& | [Nong] & & | [None] & & | [None] v
= E00AM| < £ 4 & 500 AM » 'R | B00AM| < | &
N 1zoopm| 4 fl . N 100em i1 4 ) ooem| < »
x
1 toopm| « fl . 1 2:00Pm i1 < il zooPm| <« »
W 430PM 4 | 4 W 400PM | 4 W 200PM 4 »
— Total — Total — Total — Total — Total
7.50h 7.75h 7.00h 8.00h 5.00h
WFH WFH WFH - Rehire form festing WFH - Payroll processes WFH - PTFs additional infermation fc

Once the Edit/Transfer screen pops up, click on the Pay Code drop down menu arrow and select the

Unpaid Work — Overtime Worked and Unpaid option and click OK.
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Transfer - Monday, Jul 20 b 4
Location Position Project-Unit Task-SubTask CFN Comment

= 5:00AM HO/CS - FNCE PY - Supervisor, Payrall 10473 - Financial Servic... Support - Internal Staff  [None]

¥ B30AM |« » | HOICS-FNCE + | PY-Supenisor, Pay... v v | [Same] ¥ | Meetings - Team v | [Same] v | Payrol

¥ S00AM | 4+ | HOICS-FNCE v | PY-Supenisor, Pay... ¥ | [Same] v | [Same] v | Payroll - Timesheets v | [Same] v

H 930 AM 4| » HOICS - FNCE ¥ | PY-Supenisor, Pay... v | [Same] v | [Same] v | System Administration v | [Same] o,

K 1000AM | 4w HOICS - FNCE v | PY-Supervisor, Pay... ¥ | [Same] v | [Same] ¥ | Payroll - Reports v | [Same] v

3 10:30AM | 4« » | HOIGS-FNCE + | PY-Supenisor, Pay.. v | [Same] v | [Same] v | System Administration v | [Same] v

K 11:30AM | 4 » | HOICS - FNCE v | PY-Supenisor, Pay.. v | [Same] v | [Same] v | Payroll - Timesheets v | [Same] v

x 1:00 PM 4 > HOICS - FNCE 2 PY - Supervisor, Pay... ¥ | [Same] ¥ | [Same] ¥ | Payroll - EEC v | [Same] v

¥ 200PM | 4 » | HOICS-FNCE v | PY-Supemisor, Pay.. v | [Same] v | [Same] v | Payroll - Benefits ad.. v | [Same] v

® 230PM 4 » HOYCS - FNCE v PY - Supervisor, Pay... v | [Same] v | [Same] ¥ | Payroll - Reports v | [Same] A

9 245PM | < » | HOICS-FNCE v | PY-Supenisor,Pay.. v [Same] v | [Same] v | Payroll - Personnel T v | [Same] v

3 400PM | 4« » | HOIGS-FNCE v | |PY-Superisor, Pay... ¥ Work - Overti [Same] v | Payroll - Timesheets v | [Same] v

H 415PM 4| » HOICS - FNCE v | | PY-Supervisor, Pay... ¥ | Unpaid Work - Overi.. v | [Same] ¥ | Support-Intemnal Staff v | [Same] v

W 2:30PM

|
—_——
Click Save to save your changes/updates.
Current o July 19 - August 1, 2020 ~ 0
i Load 2 Refresh | ﬁ Options | = Undo “w Redo | ola Authorize %Unauthorize
v Pay Problems Balances Audits Favorite Sets
Sunday, Jul 19 Monday, Jul 20 Tuesday, Jul 21 Wednesday, Jul 22 Thursday, Jul 23 Friday, Jul 24
[_Xod [_Xod L2 [ Xod [_Fod
— Scheduled — Scheduled — Scheduled — Scheduled — Scheduled
@ PY - Supervisor, Payroll @ PY-Supervisor, Payroll @ PY - Supervisor, Payroll @ PY-Supervisor, Payroll @ PY - Supervisor, Payroll
= 8:00 AM - 4:00 PM = 8:00 AM - 4:00 PM = 5:00 AM - 400 PM = §:00 AM - 4:00 PM = 8:00 AM -4:00 PM
{112:00 PM - 1:00 PM §12:00 PM - 1:00 PM {112:00 PM - 1:00 PM {§12:00 PM - 1:00 PM {112:00 PM - 1:00 PM
— Actual — Actual — Actual — Actual — Actual
EE|  HOICS - FNCE v | [ | HO/CS - FNCE v | E |HoICS - FNCE » | [ | HO/ICS - FNCE v || E |HOICS - FNCE -
2 PY - Supervisor, Payroll ¥ | 2| PY-Supenisor, Payroll ¥ | 2| PY - Supenisor, Payroll * | 2| PY-Supenisor, Payroll ¥ | 2| PY-Supenisor, Payroll b4
(% | [None] v | (O [None] v | (@ |Mone] ¥ | (O [None] v || (| [Mone] - [
& | 10473 - Financial Servi... v & | 10473 - Financial Semi.. v & | 10473 - Financial Servi... v & | 10473 - Financial Servi.. v & | 10473 - Financial Seri... -
& | Support - Infernal Staff v | & Payroll - Timesheets v | & | Support - Intemal Staff w | @ | Support - Intemal Staff ~ | & | Support - Internal Staff -
&  [Mong] v | @ | [Nong] v | & | Mone] v | @ | [Nong] v | & | [MNong] v
» G00AM| 4 | B00AM < | » » S00AM| 4 | » | 8:00AM| <« » B B00AM 4 | »
Y 1zoopm o« > N 1z00Pm < | » i1 roopm <« » M 12z00Pm| < » i1 roopm < | »
x x x x x
1 tooPm o« » 1 100Pm < | » i 200Pm « | » 1 coopm| < » i1 zo0pm « | »
W 430PM 4 » W 445PM | > W 400PM 4 | » W 500PM| < » W 200PM 4 | »
— Total — Total — Total — Total — Total
7.50h 7.75h 7.00h 8.00h 5.00h

WFH WFH WFH - Rehire form testing WFH - Payroll processes WFH - PTFs additional information fc
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Retrieving your Pay Stubs

To retrive your pay stubs, from the main menu bar, click on the Earnings icon.

& )

Employee Time Away List Performance Forms
Timesheet

The Earnings Statements screen will be displayed. Pay stubs are grouped by month. The most recent
pay period is displayed at the top.

Earning Statements | Year End Forms

From: 11262019 To: 8262020 ¥ Fiter  &=h Print 26 State!
Earning Statemant e Net Pay
4 June 2020
B TORONTO AND REGION CONSERVATION AUTHORITY - #CU051120 6/26/2020 Normal
B TORONTO AND REGION CONSERVATION AUTHORITY - #CT330115 6/12/2020 Normal
' May2020
* april 2020
' March2020
*  February 2020

* January 2020

December 2019

To view details, click on the link for the pay stub.

Earning Statements  Year End Forms

From: 7/26/2019 [5] | To: 8/26/2020 [# | ¥ Filter  #m Print

Earning Statement Pay Date
[ * June2020
[ ] I B TORONTO AND REGION CONSERVATION AUTHORITY - #CU051120 I 6/26/2020
O B TORONTO AND REGION CONSERVATION AUTHORITY - #CT390115 6/12/2020

The pay stub fly will open. You don’t need to print pay stubs, they are stored in Dayforce and you can
access them anytime.

> o TOROMNTO AND REGION CONSERVATION AUTHORITY - #CU051120 » 6/26/2020 » Normal

= Print

summary Statement
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For your convenience, you can use the filter to access the pay stubs for a specific period of time.

Earning Statements Year End Forms

Fl

] a:wzms = Print

Earning Statement

May 2019

B TORONTO AND REGION CONSERVATION AUTHORITY - #BX686076

B TORONTO AND REGION CONSERVATION AUTHORITY - #BX066449

B TORONTO AND REGION CONSERVATION AUTHORITY - #BW435733
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Retrieving your Balances

There are several places where you can access your balances.

e From the Home Page

Click on the Balances icon.

({1 ]

A Wy 2 [

Actions Events Balances Earnings Bookmarks

The remaining balance reflects your balances, including future dated approved and pending
transactions.

e From Your Pay Stub

From the main menu bar, click on the Earnings icon.

2 : b

Employee Time Away List Performance Forms
Timesheet

Click on the link to access your last pay stub. The most recent pay stub is at the top of the list.

= ‘ ® Earnings

Earning Statements Year End Forms

From: 7/28/2019 To! | 8/28/2020 ¥ Filter  #=h Print

Earning Statement Pay Date
[ * July2020
[ | I E TORONTO AND REGION CONSERVATION AUTHORITY - #CV479923 I 7/24/2020
O E TORONTO AND REGION CONSERVATION AUTHORITY - #CU765022 7/10/2020

Once your pay stub is displayed, your balances can be found under the accrual and balances portion
of your pay stub, at the bottom of it.

The balances reflect your balances, including all transactions up to the last day of the pay period.
The dates are located at the top of your pay sutb.
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> 0 TOROMNTO AND REGION CONSERVATION AUTHORITY - #CW479923 » 7/24/2020 » Normal

Summary Statement & Print
. Employee Name: Pay Date: 712412020
Toronto and Re_glon Employee #: Pay Period: 7/5/2020 - 7182020
<« Conservation o
. Address: Pay Frequency:
Authority Pay Rate:
Employer TORONTO AND REGION Department: Fed Total Claim:
Name: CONSERVATION AUTHORITY Job Title: Fed Add Tax:
Employer 5 Shoreham Drive Prov Total Claim:
Address: Downsview, ON M3N154
Accruals & Balances
OT Bank Balance: Hours OT Bank Taken: Hours
Vacation - Hours Balance: Hours Vacation - Hours Hours
Accrued:
Sick - Hours Balance: Hours
Float - Hours Balance: Hours

e From Time Away List

From the main menu bar, click on the Time Away List icon.

& X ) ¢ =

Employee Time Away List Performance Forms
Timesheet

Once the Time Away List is displayed, expand the balances screen.

= | 3 Time Away List
== Request New Time Off

~ Balances

The date defaults to ‘today’s date’.

The remaining balance reflects your balances, including future dated approved and pending
transactions.

If you wish to calculate what your vacation balance will be at a certain date, use the calendar. For
example, if you wish to know what your vacation balance will be on Septermber 30, 2020, select that
date on the calendar. Your remaining balance will be adjusted accordingly.
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o Request New Time Off

Time Away List

~ Balances

I Summary
Expiring Transactions

As of

Type

Unit

Family Responsibility - Hours
Float - Hours

OT Bank

Sick - Hours

Wacation - Hours

Hours

Hours

Hours

Hours

Hours

Wed, Jan 01, 2020
Wed, Jan 01, 2020
Wed, Jan 01, 2020
Wed, Jan 01, 2020

Wed, Jan 01, 2020

Thu, Dec 31, 2020

Thu, Dec 31, 2020

Thu, Dec 31, 2020

Thu, Dec 31, 2020

Thu, Dec 31, 2020
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Submitting Time Away from Work Requests

From the main menu bar, click on the Time Away List icon.

& : =

Employee Time Away List Performance Forms
Timesheet

Once the Time Away List screen is displayed, click on Request New Time Off.

= Request New Time Off

Once the Create Time Off Request screen is displayed, select the following:

Reason
Start Date
End Date
Type of Request
a. All Day
b. Partial Day
Employee Comments, optional

For your convenience, remaining balances are also displayed on this screen.

Double check your request to ensure that it is accurate, then click on Submit for approval.

All day Request

This option can be used for a day or several days.

If a statutory holiday falls in between your planned holidays, you must submit two request. One
request for the days that fall before the statutory holiday and another request for the days that fall
after the statutory holiday.
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Create Time Off Request

Time Requested: 35.00 Hours Status: © Pending
Reason Start End
I Vacation - Use of accrued vacation, full-time only vI sroz020] (21| | 811412020 [JI
Type of Reguast
Type Remaining Unit
OT Bank 89.75 Hours
Vacation - Hours 316.32  Hours
Sick - Hours 70  Hours
Float - Hours 14 Hours
Employee Comments
Balances A4
==
e Partial Day Request
Create Time Off Request
Status: Pending

Time Requested: 3.50 Hours

Zo0 Start End
Vacation - Use of accrued vacation, full-ime only ¥ I I &M10/2020 | [ I I

8/10/2020 | [ I

Type of Request

All Day Partial Day I I 1:00 PM @I I 430 PM | () I
Type Remaining Unit
OT Bank 89.75 Hours
WVacation - Hours 347.82  Hours
Sick - Hours 70  Hours
Float - Hours 14 Hours
Employee Comments
Balances LY 4

Each Time Away Request will be stampped with a status.

You can also click on the drop down menu arrow to display the details for each Time Away Request.
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Select Status to Filter: | Dizplay All "

| ajf

£y Pending
@ Approved =

€ Denied

£) Cancellation Pending

£) Canceled

Select Status to Filter: | Dapiay 4

~  Balances

Monday, August 10, 2020 Requested Manager °
Vacation - Use of accrued vacation, full-time only Tuesday, July 25, 2020

Monday, November 04, 2019 Fequested Manager ° Anprove
Vacation - Use of accrued vacation, full-time only Tussday, January 15, 2019 Famela Papadapoulos pproved
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Cancelling Time Away from Work Requests

From the main menu bar, click on the Time Away List icon.

B & ¢ =

Employee Time Away List Performance Forms
Timesheet

Once the Time Away List screen is displayed, all Time Away from Work Requests will be listed from the
most recent date.

Select the Time Away from Work Request to be cancelled by clicking on the drop down menu of the
Request that you wish to cancel.

PreProd Site (58.3) jf

Select Status to Filter

v Balances

Monday, August 10, 2020 ;
Vacation - Use of accrued vacation, full-time only Tussdsy, july 25, 2020

Monday, November 04, 2019 (= M o
Vacation - Use of accrued vacation, full-time only Tt ¥ 15,2019 Papadope

Once the screen details are displayed, click on Cancel Request.

Monday, November 04, 2019 Requestedt Manager o Approved
Vacation - Use of accrued vacation, full-time only Tuesday, January 15, 2019 Pamela Papadopoulos Approve

Time Off Details

Time Requested: 35.00 Hours

Reason start End
Vacation - Use of accrued vacation, fullime only v 1109 2 117802018 | (5]

Type of Request

AlDay Partial Day
Type Remaining  Unit
OTBank 89.75 Hours
Vacation -Hours  270.56  Hours
Sick - Hours 70 Hours
Float - Hours 7 Hours
Employee Comments
Submit Close

Your request is now pending for management approval.

[ —— Sebct tatus o Fier

“  Balances

. Monday, August 10, 2020 Mar P
Vacation - Use of accrued vacation, full-time only Tuesday, July 28, 2020 ’
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Updating your Personal Information

From the main menu bar click on forms.

& : * =

Employee Time Away List Performance Forms
Timesheet

Once the Forms page is displayed, click on the appropriate form to upate your personal information.

‘ ® Forms

~ My Form Submissions %

Available Forms

» Personal (6)

[E] Address

[E] Contact Details

E] pirect Deposit

[E] Emergency Contacts

[E] Name and Marital Status

[ Print statement Acknowledgement

 Taxforms(2)

[E] Federal TD1 - 2020

[ Province/state Tax Form

On all forms, complete the following steps:

e Click on Add to create a new record
e Fill in details
e Submit for processing
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Adress Change Sample Form

Address [ ¢

Address Information

o= Add | ¢ Delete

Type* Country Code* Address Line 1#* Address Line 2 Address Line 3 Address Line 4

< ?

Supporting Documents

Please attach additional details if desired.

There is no valid document type for this user.

Comment
[ Add comment to the employee's file.

[E] save Draft + Submit
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Updating your Tax Forms

From the main menu bar click on Forms.

& : * =

Employee Time Away List Performance Forms
Timesheet

Once the Forms page is displayed, click on the Federal and Provincial Tax Forms to upate your Personal
Tax Credits Returns.

= ‘ # Forms.

~ My Form Submissions Q%

Available Forms

A Personal (6)

[E] Address

[E] contact Details

[E] Direct Deposit

[E] emergency Centacts

[E] Name and Marital Status

[E] Print Statement Acknowledgement

A Taxforms (2)

[E] Federal TD1 - 2020

[E] Province/State Tax Form

On both Forms, complete the following steps:

o Fillin all applicalbe fields
e Sign
e Submit for processing
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Federal Tax Form Sample

-

Federal TD1 - 2020 | X

11 UL LRI AL U LR T 13 1T I o DRy YU GSL TIPS L S L R I W U 1L L 1 UL ST S YT, U L
Form TD1 for your province or territory of employment. If you are a pensioner, use the Form TD1 for your province or territory of residence. Your employer or -
payer will use both this federal form and your most recent provincial or territorial Form TD1 fo determine the amount of your tax daductions.
If you are claiming the basic personal amaount only, your employer ar payer will deduct provincial or territorial taxes after allowing the provincial or teritorial
basic personal amount.
Note: If you are a Saskatchewan resident supparting children under 18 at any time during 2020, you may be able to claim the child amaunt on
Form TD1SK, 2020 Saskatchewan Personal Tax Credits Return. Therefore, you may want to fill out Form TD1SK even if you are only claiming the basic
persanal amount on this form,

Deduction for living in a prescribed zone

If you live in the Northwest Territarias, Nunawut, Yukon, ar another prescribed northern zone for more than six moenths in a row beginning ar ending in 2020,
you can claim any of the following:

*  %11.00 for each day that you live in the prescribed northern zone
*  %22.00 for each day that you live in the prescribed northarn zone if, during that time, you live in a dwelling |$
that you maintain, and you are the only perscn living in that dwelling who iz claiming this deduction
Employees living in a prescribed intermediate zone can claim 50% of the total of the above amaunts.
For more information, go o canada.cataxes-northern-residents.

dditional tax to be deducted

d from each paymenl, especially if you receive other income, including non-employment
income such as CPP or QPP benelits, or old age security pension. By doing this, you may not have 1o pay as much tax when you
file your income tax and benefit return. To choose this option, state the amount of additional tax you want to have deducted from
each paymenl. To change this deduction later, fill out & new Form TDA,

Reduction in tax deductions

You can ask to have less tax deducted on your income tax and benefit return if you are eligible for deductions or non-refundable tax credits that are not listed
on this form {for example, periodic contributions to a registered retirement savings plan (RRSP), child care or employment expenses, charitable donations, and
tuition and education amounts carried forward from the previous year). To make this request, fill out Form T1213, Request to Reduce Tax Deductions at
Source, to get a letter of authority frem your tax services office. Give the letter of authority to your employer or payer. You do not need a letter of authority if
your employer deduects RRSP contributions from your salary.

Forms and publications
To get cur forms and publications, go to canada.ca/cra-forms-publications or call 1-800-959-5525.

Personal information (including the SIN) is collected for the purpeses of the administration or enforcement of the Income Tax Act and related programs and activities including
administering tax, benefils, audit, compliance, and collection. The information collected may be used or disclosed lor purposes of other lederal acts that provide for the impesition
and collection of a tax or duty. It may also be disclosed to other federal, provincial, territorial or foreign government institutions to the extent autherized by law. Failure to provide this
information may result in interest payable, penalties or other actions. Under the Privacy Act, individuals have the right to access their personal information, requast correction, or file
a complaint o the Privacy Commissioner of Canada regarding the handling of the indivicual's personal information, Befer io Personal Information Bank CRA PPU 120 on Info Source
at canada.ca'cra-info-source.

Certification

| certify that the information given on this form is correct and complete.

Signature || Your signaiure goes here Dalta | 2020/07/25
It is & serious offence to make a false return. WYY IMMDD

Page 2 of 2

Comment
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Retrieving your Benefit Coverage

Click on the Main Menu on the Home Page.

» W Ericka Miranda
‘ PY - Supervisor, Payroll
o & Settiogs

Profile & Setting:

Click on Benefits
M Home
. Work
Earnings
Benefits

Profile & Settings

Employee Timesheet

Performance

Careers

Learming

Click on Current Elections.

You can click on the side arrow to display coverage details.

Overview Current Elections Forms History

3 Health

Dental Employer
R $24.76

39



