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As an NTPC employee it is your responsibility to ensure your timesheet is completed accurately and on
time. Failure to comply with submission may delay the payroll process. Failure to submit your
timesheet may result in no pay for the pay periods not submitted.

The deadline for timesheet entry is noon on the Monday following pay day.

Timesheet coding must be accurate and reflect rules under the Collective Agreement. A list of pay codes
can be found in the Training Library on Powerbox. If you have any question about using the pay codes
correctly please contact your department’s timesheet entry person or the Payroll Officer.

Timesheet entry is completed using a program provided by JoeSoftware called Penny.

Accessing Penny
Penny is accessed through Internet Explorer. Itis accessible from any computer internal or external to
the Corporation’s network, as long as it has an internet connection.

1. Open Internet Explorer.
2. Inthe address bar type https://timesheet.ntpc.com and press enter.

G 2 https://timesheet.ntpc.com/ P-r-BEIX

3. You will be prompted to enter your NTPC login information. Enter your username in the form

user@ntpc.com and your password.

Windows Security x|

Connecking ko 172,16,3,209,

_

Cromain: ni 1

W Rememb

I 1
|E' Insert a smart card

QK I Cancel
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4. Once signed in successfully you will be directed to the welcome screen showing your employee
number, name and the type of user you are signed in as (Employee, Reviewer or Manager).

2 Welcome - Windows Internet Explorer _ ||:||i|
G@ ® @ hitp:j/172.16.3.209:8888 transactions el O 7] |E| |E| |z| @ welcome x | | A AT
- - [ p= - Page~ Safety - Tools - (gh-

% NORTHWEST

T CORPORATION

El
Mame; Gostick, Wiliam Employee ID; 102031

Pe

transactions | nauiry | reports

About  Logout
Welcome 102031 - Gostick, William

You are logged inte the system as BEmployes.

If you have trouble signing in, please contact the Payroll Officer.

Change your Password

If you wish to change your password:

1. Click on transactions in the menu bar and select change password.

2. Enter your old password. Type a new password and re-enter to verify. Click update. Please
note this will change your windows login.

To change your password, please
enter ...

Old Password
LL ]
New Password

Re-enter New Password
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Timesheets

Entering a Timesheet
To enter and submit a timesheet:

1. Click on transactions in the menu bar and choose timesheet from the drop down menu.

leave request
change passw ord

W elcome

2. A new timesheet entry window will open.

ransactions |inquiry | reporte

Pay Period
Ending Zhonsans [] weekend Days

Employee ID 102031 Gostick, Wiliam [T Help Desk Consultant MNumber of Lines m

Reg OT MNon

Slalus

30(3) (M) 2(m 3wW) 4T S(F) B(S) 7(5) Forg [erg [forg Pay Code Reason for OT
- ——————————— O O 0 s |
| 5] =00 0 0L 00 J0C 0 J0C e Jows Jow Jow weorer 5] B
| 5] =00 0 0L 00 J0C D J0C e Jow Jow Jow weorer 5] B
| 5] =00 0 0L 00 J0C D J0C e Jow Jow Jow weorer 5] B
| 5] =00 0 0L 00 J0C D J0C e Jow Jow Jow weorer 5] B
| 5] =00 0 00 00 J0C 0C J0C e Joss Jw o weorer 5] B
| 5] =00 0 00 00 J0C 0C J0C e Joss Jw o weorer 5] B
| 5] =00 0 00 00 J0C 0C J0C e Joss Jw o weorer 5] B
| 5] =00 0 00 00 J0C 0C J0C e Joss Jw o weorer 5] B
| 5] A 00 0 0L 0C J0C D J0C e Jois Jw Jow veoree 5] |

Jl

( printable version |

3. The Pay Period Ending date selected by default will be the current one. Pay Periods cover a 2

week period.

Employee ID |1I}2I]31

| Gostick, William [T Help Desk Consultant

Pay Period
Ending [P 1032012

| |:| Weekend Days

May 2013
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4. If you wish to enter time for a different week, click the lookup button beside Pay Period Ending.

Ending

pay Peried | 1 STio/13n012

5. The Current Pay Periods window opens. Double click on a pay period from the list to select it.

The status column provides information about each pay period.

e Approved - pay period that you have entered time for and your manager has approved

but has not yet been processed by payroll.
e Exported - pay period that has already been processed by payroll.

o Declined - pay period that your reviewer or manager has declined for reasons such as

incorrect coding.

e Working - pay period that you have entered time in and saved but not yet submitted for

approval.

e Submitted -pay period that you have submitted for review and approval.

e Revised — pay period for which you have resubmitted a timesheet after it has been

declined.

Double click to select a record Close
Current Pay Periods
Start Date End Date Status
1202372012 01/052013
12/09/2012 1242272012
11/25/2012 12/08/2012
1141172012 1142472012
1042872012 111072012
10/14/2012 1062772012
09/30/2012 1041372012 Working
n8M6/2012 09292012 Approved
09/02/2012 09/152012 Approved
08972012 090172012 Approved
08/05/2012 08/18/2012 Approved
072252012 08/04:2012 Approved
07082012 o7r212ma
06/24/2012 07/07/2012

May 2013 5
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6. You can select a Project directly by clicking the drop down arrow.

;J 1205328000000 Replace/Upgrade I -

P T S lace/upgrage L
1205672000000 Replace Jackfish
1205843000000 Replace/Upgrade
1208722000000 Network Support
1285855000000 ReplacesUpgrade
1288722000000 Network Support
1308732000000 Metwork Support
1315861000000 Replace/Upgrade
1218732000000 Network Support
1365872000000 Replace/Upgrade
1368732000000 Network Support
1478722000000 Network Support
3E05001000000 OFH Allocation Ho
3E0E347000000 ReplacesUpgrade I
IE0SEE6000000 Replace/Upgrade I
3L0E150000000 Human Resources

3508180000000 Information Techn
CO0OE73200000 Network Support O
GOOE732000000 Network Support O

CDOHOHOOHOH

K N R g g RN

7. If you have a lot of projects in your drop down list, you can select a Location to assist in
narrowing down your Project list. For example, if you select a location of 128 (Fort Smith) only
the projects for location 128 will appear in your project drop down list.

128-NTPC Fort smith =|

| 11785555 000000 Replace/Upgrade I
I —y|1288722000000 Network support o

If you need to code time to a project that is not available in your drop down list please email
AccountSetupTimesheet@ntpc.com.

L
To.. |Accnunt5etu:ﬂ1me5heet
=" ce. ||
Send
Subject: |timesheet access request
POWER
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8. Press the tab key to move across each day or click in each cell and key the hours worked for that
project on that day. Weekend days are highlighted in blue to assist you in keying your time. Use
the scroll bar along the bottom of the chart to move across the two week period.

(M) M W) AT 5(F)

|
|
|
|
I | A ]
|
|
|
|
|

750 |50 |70 (]

| X
0100

|1za-nNTPC Fort smith _=||1z8sss5000000 Replace/upgrade I =) I:l[

I
|350-NTPC Hay River  ~|[3505347000000 Replace/Upgrade I x| |:|[]
| = =
= ={_p

= = b

I

I

I

I

I

|
|

| =i =]
| =i =]
|
|
|

=] =l
=l =]
=] = [ | |

oo oo | o ] P:n Y N P Y I B Y- A |
| | — " " —

| | i

a0
a0
010
a0
a0
a0
a0
0L_10
a0
a0

F
002 Regular Pay Rate Adjust =
010 Stat Holiday
020 Discretionary Training
021 Mandatory Training
025 staff Meeting
026 Light Duty
029 Travel-Discretionary Tr
030 Travel - Kandatory Trai
Travel - ER EBusiness
0322 Travel - Medical
155 OT Meal Allowance
200 Stat OT @ 2.0
201 stat worked Bank 7.5
210 OT Bank 7.5 &
211 OT Bank 7.5 &
21z OT Bank 7.5 &
221 oOvertime & 1.5 b
222 Overtime & 2.0
223 EOT & 1.5
224 EOT & 2.0
232 Light Duty OT & 1.5
233 Light Duty OT & 2.0
234 Disc Training OT&l.
235 Disc Training OT&zZ.
236 Disc Training OT&l.
235 Mand Training OT&l.
239 Mand Training OT&z.
240 Mand Training oTa&l.
281 Trawel OoT & 1.0 -

1.0
1.t
2.0

S o — S— — — S— S S—  S—
) :
L
=

oW oo,

Do NOT enter regular hours and overtime hours on the same line. A different line is required for
each different pay code used.
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A list of pay codes can be found in the Training Library on Powerbox. Note that there are often
different pay codes for 7.5hr and 8.0hr employees.

Some of the most commonly used pay codes are:

Pay Code Description

001 Regular All regular hours worked

010 Stat Holiday Paid day off for statutory holidays

211 0T Bank 7.5 @ 1.5 Hours not paid but are put into a lieu bank at time & one half rate
for 7.5hr employees

214 OT Bank 8.0 @ 1.5 Hours not paid but are put into a lieu bank at time & one half rate
for 8.0hr employees

212 OTBank 7.5 @ 2.0 Hours not paid but are put into a lieu bank at double rate for 7.5hr
employees

215 OT Bank 8.0 @ 2.0 Hours not paid but are put into a lieu bank at double rate for 8.0hr
employees

221 Overtime @ 1.5 Hours that are considered overtime & are to be paid at time & one
half of the employee’s regular rate

222 Overtime @ 2.0 Hours that are considered overtime & are to be paid at double rate
the employee’s regular rate

300 OT Bank Taken 7.5 7.5hr employees are taking time off & using hours previously banked
with overtime

301 OT Bank Taken 8.0 8.0hr employees are taking time off & using hours previously banked
with overtime

320 Annual Leave 7.5 Union/Excluded 7.5hr employees are taking annual leave

321 Annual Leave 8.0 Union/Excluded 8.0hr employees are taking annual leave

322 Annual Leave 7.5 Mgmt Management 7.5hr employees are taking annual leave

323 Annual Leave 8.0 Mgmt Management 8.0hr employees are taking annual leave

325 Comp Leave 7.5 Excluded/Management 7.5hr employees are taking time off in lieu of
excessive hours

326 Comp Leave 8.0 Excluded/Management 7.5hr employees are taking time off in lieu of
excessive hours

330 Certified Sick Leave 7.5 7.5hr employee is sick & has produced a doctor’s note

332 Certified Sick Leave 8.0 8.0hr employee is sick & has produced a doctor’s note

331 Uncertified Sick Leave 7.5 | 7.5hr employee is sick but has not produced a doctor’s note

333 Uncertified Sick Leave 8.0 | 7.5hr employee is sick but has not produced a doctor’s note

If you need a Pay Code that is not listed, please contact the Payroll Officer for assistance.
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10. You can add a comment for any hours entered by clicking on the note field beside each entry
box. Type in your note and click save.

4T) S5(F} 6(3) T(3)

Im —”j 140 characters left. Close

C 10 Failed UPS =]

save = delete

Once saved, the note will appear blue to indicate a note was entered for those hours.

qrso A0 |

Jeoo MO0

If you enter OT hours, you MUST enter a note to describe the work completed. If you try to
save your timesheet without entering a note for OT hours you will receive the following error
indicating which line is missing the note.

Message from webpage 5'

§ l\_i Please enter a reason for the overtime entry on line; 2
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11. If you enter OT hours, you MUST also select an OT reason code from the drop down box.
e Controllable — non-emergency situations where the manager has made the decision to
approve overtime as it is the most cost effective use of Corporate resources.
e Uncontrollable - when an emergency is declared, during response to a power outage or
a high probability of risk to the reliability of the power supply or damage to equipment.
Other unavoidable situations approved by the manager such as unavoidable after hours
travel requirements may be included.

] Cu:untr ollable
] Uncontrollable
I

If you try to save your timesheet without selecting a Reason for OT you will receive
the following error indicating which line is missing the reason.

Message from webpage ﬂ

I ke Flease enter a reason For the overtime entry on ling: 2

12. Be sure to click the Save button periodically as you enter your time. Penny will timeout after
45 minutes of inactivity. If you have not clicked save you will lose eveyrthing you’ve entered.
At any time during the current pay period, you can save your entries and return to your
timesheet to add or make changes.

| save delete || submit |

printable version
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13. By default there are 10 lines available to enter time. If you require additional lines click the Save
button to save what you have already entered. Inthe Number of Lines box enter the total
number of lines you need and click update. The additional blank lines will be added to the
bottom of the time entry grid.

Number of Lines

14. If you wish to delete what you have entered and start over, click the delete button. Note that
this will delete the entire timesheet.

If you have entered your time in an incorrect pay period, its best practice to delete that
timesheet rather than leaving the time entered. When you are ready to code for that period
you will start with an empty page. This will help prevent incorrect submissions.

save delete submit

printable version

15. Once you have completed your timesheet for the current Pay Period Ending date, save all your
changes. Print a copy of your timesheet by clicking the printable version button.

| save || delete || submit |

printable version

The completed timesheet will open in a new Internet Explorer window. If required by your
department, sign the printed timesheet and deliver to your reviewer/ approver.

NORTHWEST TERRITORIES
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3 http://172.16.3.209:6888,/20=FB1858DAF503F4FFCB32C3D168185ED46685487D48B9F2 79

Penny 362

Project

1205328000000 Replace/Upgrade |
1288732000000 Metw ork Support O
Motes for this timesheets:
10/01/2012 - Failed UPS

Status

Employee ID

Pay Period
Ending

Cost Category (5)

1911.0000
5002.0001

Revised

102031 Gostick, Wiliam [T Help Desk Consultant

10132012

30

1 2 3 4 5 & 7 8

(M) (T} (W) (T) (F) (3) (3) (M) (T) (W) (T) (F) (3) Hours Hou

7.50
2.00

=101.x]

10 11 12 13 Reg a1

7.50 0o
0.00 2.0
7.50 2.0

i

16. Click the submit button. Once you have submitted a timesheet you can no longer make

changes to it. If you need to make changes to it, please contact the Payroll Officer to have the
timsheet declined and made available for editing.

| save || delete | | submit

printable version

May 2013

12

NORTHWEST TERRITORIES

POWER

CORPORATION
Empowering Communities

An NT Hydro Company


mailto:ppokiak@ntpc.com

Declined Timesheets

If you submit your timesheet and your reviewer or manager has declined the timesheet, it will once

again be available for you to modify with a status Declined.

1. Open Timesheet Entry and select the correct Pay Period Ending date. The status will show as

Declined.

Close

Double click to select a record
Current Fay Pericds
[iate End Date 5
12423/2012 01/05/2013
120972012 121222012
11252012 12/08:2012
1141172012 114242012
10428/2012 11/10:2012
1071472012 10/2702012
09/30v2012 1001302012 Ceclined

2. The reviewer or manager that has declined your timesheet will have entered a note stating why
they have declined it. Click on the note beside the Declined status to open the note box.

Status Declined

-1

P I |-

ooo | [s

[tm]

Declined Reason

Incorrect coding for OT

3. Make changes to your timesheet as required and submit again for review and approval.

May 2013

13
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Viewing Timesheets
You can view and print any timesheets you have entered into Penny.

1. Click on reports from the menu and select timesheet entry from the drop down menu.

2. Select the Pay Period Ending date for the timesheet you wish to view. Click display results.

Employee ID

Pay Pericd
Ending

| ncpairy

[102031

|2 [10132012

| reports

Gostick, Wiliam [T Help Desk Consultant

| display results

3. The selected timesheet will open as read only in a new window. Click printable version if you

wish to print a copy.

Date format: MM/DDVYYYY.

Close
Employee ID: 102031 Gostick, Wiliam
Pay Period: 0913012012 - 10132012 | | weekend Days
Project 30 1 2 3 4 Reg OT Nen  Pay Code Reason for OT -
(51 (v m (v m
[Replace/Upgrade T Equipment I 0Fse 30 O A0 ][50 Jo.00 Jo.00 ][Reguiar I |
[Metw ork Support CaM [ [0 ]3] 00 101 [[[jo.00 ][2.00 |[o.o0 |[oTBank7.5 @ 2.0 |[controliable |
( N D T T o I |
( N D O T o X I |
( N D O T T T I |
| I 0 At 0 JAL - JQleoo Jooo fjosa || | |
( N D O T T T I |
| I 0 Jat IO JAL - Jleoo Jooo Jjosa || | |
( N D O T T T I |
| I aE Jat J0E JAE Jleoo Jooo fjoa || I |
« B
o) Ll e

)

May 2013
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Leave Requests
Electronic leave requests allows for online submission, approval and tracking of all employee leave.

Entering a Leave Request
To enter and submit a leave request:

1. Click on transactions in the menu bar and choose leave request from the drop down menu.

leave request

change passw ord

w elcome

2. A new leave request entry window will open. Your employee ID will be populated and the
regular hours you work per day will appear.

trans actions | inquiry | reports
Employee ID |7 [102031 ] Pay Code 2L
Start Date End Date Fad Notes [ Status Empty
Hrs Requested 0.00| Days Requested I 0f Reg. Hrs/Day [ 750 I
View Available Leave Requests ( fillin + ( save | [ delete = (submit ( clear
| + BN - NN : NN -+ B N |
AN I SN I N BN NG S P R R e
N - BN s BN - BN = BN - NN - BN - BiIN - BN : BN «+ BN - BN - BN - AN : QB
S [ s s 1 NN N O Y O )
N - 0N BN BN - BN - BN - BN : BIN - BN < BN + BN - QN = BN + BN s B
N N N 1 A NN N N O 5
N> BN o BN > BN 2 BN 2 NN 2 BN > BN < BN + BN « BN - BN 0 BN > BN 2 B
N N O N NN | | ) S NG .
B 2 BN > BN : BN 2> BN o BN i | N 2 BN > BN > BN > BN 7 BN 2 BN 2 B
[ T[] [ ] [ [ T[] LTI |
[ ]

Mote(s):
Required fields appear in bold blue text type.
Date format: MM/DDIYYYY.
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3. If you have saved or submitted a leave request previously, click the View Available Leave
Requests link.

View Available Leave Requests

4. The leave requests window will open listing all of your previous requests and their status.
Double click on a leave request to open it. You can make changes to and delete a Working or
Submitted leave request. An Approved leave request cannot be modified or deleted.

Close|

Leave Requests for 102031 - Gestick, William
Start Date End Date Pay Code _Units _Status
05/06/2013 05/06/2013 330 7.50 | Approved
05/13/2013 05132013 300 4.00 | Working ()
05/13/2013 05142013 300 15,00 Working
05/13/2013 05142013 300 8.00 | Working
05/13/2013 05/13i2013 300 4.00 | Submitted

W

5. Select the Pay Code lookup to open the Pay Code Lookup window. Double click on the Pay Code
you wish to submit your leave for.

Each leave request is for a single pay code.

| Double cick to select arecord Close|
Pay Cede Lookup
_Pay Code _Pay Code Description
210 OTBank75@ 1.0
211 OTBank75@ 15 o
212 OTBank7.5@ 2.0
216 Time Aw ay from HQ Banked
300 OT Bank Taken 7.5
310 Stat Bank Taken 7.5
315 Time: Aw ay from HQ Leave Taken
320 Annual Leave 7.5
330 Certified Sick Leave 7.5
Ex]] Uncertified Sick Leave 7.5
343 ‘Special Lv - Discretionary 7.5
390 Art 13 Union Leave PSAC
391 Art 13 Union Leave NTPG
400 LWOP Sick v

NORTHWEST TERRITORIES
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To know what your current leave bank balances are, click on inquiry from the menu bar and

select employee setup -> banked.

ick, William§1e!
;ystem as B

vacation
TYTD
T4AYTD
calculated

Employee ID [

Employee Name |

Diamond Reach Banked Time

ANNUAL LEAVE UNION

Hrs Carried Over

Hrs Farned/Banked in Current ¥r

Hrs Used in Current Yt

Hrs Available

DISCRETIONARY LEAVE

lookup.
transactions Iimlll'r',' Close
[may [2013
Employee 1D 7 [102031 o | = | today > | >
Start Date 72
s M T w T F 5
irs Requested [ 1] 2|3]|4
View Available Leave Requests i £ o g g un ||
12 | 13 | 14 | 15 | 16 | 17 | 186
19| 20 | 21| 22 | 23 | 24 | 25
Sunday Monday Tuesday
26 ( 27 | 28 | 29| 30 | A
' | O |
— |/ ) P

May 2013

6. Select the date range for the leave requested by clicking the Start Date lookup and the End Date
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7. If you are requesting leave for full days during the date range selected click the fill in button.
Your regular hours/day for the date range you selected will populate on the calendar.

You cannot enter your hours directly into the calendar. You must use the fill in button.

pay ode

Start Date EHEEE End Date |~ osm4r2013 | Motk [ status Working
Hrs Requested 15.00 Days Requested 2| Reg. Hrs/Day
View Available Leave Requests { fillin | | save = | delete | submit | clear

N | N N .
IS AN U [N S S | S N N S N .
' N A NN NN K N N N R | .
[N A O N O N
[ | N EE NN K K N N N R
[N )8 T N 1 N O | s N
BN BN B E Bl B K A K KN El EE BN
8N N O O O O 1A N O O O O O
N A N | EN | EN EN N EE B N EA EE R
[N N O Y N | I

[

8. If you are requesting leave for fewer hours than you regularly work in a day, enter the number
of hours in the Reg Hrs/day box and click fill in.

Empioyes I Pay Coce
Start Date 7 [051132013 End Date [~ osn3z013 Motes [ status Empty
Hrs Requested 0.00) Days Reguested [ ol Reg. Hrs/Day [ 10|

EN N EN KN
| Nl I e -
.- N | N | N | KN
L1 NI I Y 0
T | | |
L Bl 0 — -0
T HEN | EEE | BN |
___ [
N HEN | EEN | N
L L Iy JyL 1
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9. Enter a note if required by clicking on the note icon.

Motes
Reg. Hrs/Day

B

Lz NN 2 BN - BN _: R
— | S — | S — | —

Sunday Monday Tuesday |\Wednesday 1

June 2013 ||

142 characters left.

vacation

save delete

Once saved, the note will appear blue to indicate a note was entered for this request.

Maotes
Reg. Hrs/Day

. tatus Waorking

10. If you wish to clear the calendar and start over click the clear button.

s5ave

delete

submit clear

11. Click save to save everything you’ve entered. You can return to a saved request at a later date

to complete it.

submit clear

12. Click submit. Your manager will receive an email of your submission and can approve or decline

your leave.

delete

submit clear

If you try to submit a leave request for a date in a pay period that has already been submitted,

approved or exported you will receive an error and will not be allowed to submit the request.

Message from webpage il

The leave request dates overlap a timesheet that's already
2 submitted, approved or exported.
Please adjust the start and end dates accordingly.

May 2013

19
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Approved Leave Requests
Once a leave request is approved by your manager, the hours and pay code are entered automatically
into the appropriate timesheet and that timesheet status is set to working.

1. Click on transactions in the menu bar and choose timesheet from the drop down menu.

leave request

change passw ord

W elcome

2. Click on the Pay Period Ending lookup. The timesheet for which you have been approved hours

for leave will show as working. Double click on it to open the timesheet.

Double click to select a record

Close

Start Date

Current Pay Periods

I 05/12/2013 05/25/2013
| 047232013 05/11/2013 Working
I 04/14/2013 04/27/2013

3. The hours and the pay code for the approved leave is populated and highlighted in orange. You
must select a project to complete the entry.

Employee ID [102031 | Gostick Willam IT Help Desk Consutant  Number of Lines
Pﬁ.aﬂiﬁf,'“ |71 Approved Leave Request Units || Weekend Days
45 59 SIn W) Sm 1P MS) Em S;rm :“::[ Bans e Baason for OT
~ =100 D0 IpEse B 00 D0 100 00 Jzso oo |jo.oof [[336 certitied sick Leave 7. [w =
I = EI0C 0C %=AC_0C_DC_0C_0C_JEw [pw [t nay; =2
I =) 2 [ DA O I X T X X - = =2
I =) e [ D O I . . Y. ey =l =]
[ = =00 100 J0f 0c pE 0 JOr J[jeo e s [eor Regutar = ]
I =l =0 000D 010 IO (oo oo a0 ][oet Regutar = =]
I =] e [ D O I . Y. Y. ey =l =]
[ = =00 10010 Jaf nc pE 0 JAC J[jese e Jasoe [er Regutar = =2
[ =) =0C0CI0C I 0C T 0E 10 0 e oo oo et Regutar =] =2
I =l e [ D O I . Y. LY. ey =l =
< >
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If the leave you are actually taking is different than what has been approved, enter the
timesheet accurately and make a note beside the hours to indicate the difference. You DO
NOT need to modify your original leave request to match the timesheet.

E n
Hours Hours Hours

G(M) (T (W) AT 10(F)  11(3) Pay Code

:

j - . &9 characters left.

jl:”jl: Requested 7.5 but only took 5 hours. 2.5 charged to regular.

jl:”] [ save delete

4. Complete and submit your timesheet as usual. If you have requested and been approved for
more hours than you have available in your leave bank, you will receive an error. Adjust your
timesheet accordingly and make a note about the changes from your original request.

x
. The requested hours For OT BAMK would exceed the amount
L available, Current Balance: Requested hours; -13,00 would
~ resultin a balance of; Please correct before saving this
timesheet,
| NORTHWEST TERRITORIES
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Declined Leave Request
If you submit your leave request and your manager has declined it, it will appear in the Leave Request
list with a status of Declined.

1. Click leave request from the transaction menu and click the View Available Leave Request link.
The status will show as Declined. Double click on the request to open it.

Close
Leave Requests for 102031 - Gostick, Wiliam
Start Date End Date Pay Code _Unils. _Status
02/04/2013 02/04/2013 300 7.50 | Working
05/06/2013 05/06/2013 330 7.50| Approved (~
05/13/2013 05/13/2013 300 4.00 | Working
05132013 05/14/2013 300 15.00 | Working
05/13/2013 05/14/2013 300 .00 il
05/1342013 05/132013 300 4.|H| Declined

2. Your manager will have entered a note stating why they have declined it. Click on the note
beside the Declined status to open the note box.

[ ecined Ii
| Close

Declined Reason

baturday

1]
|
&
|

—

Mot encugh hours in the bank.

3. Delete the declined leave request.

delete

| submit

4. Enter and submit a new request.

May 2013
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Employee Inquiry

Several inquiry windows are available to provide you with access to much of your payroll, bank and

vacation information.

1. Click on inquiry from the menu and select employee setup.

The following inquiry windows are available for you to view:

a. TD1 -> Tax Credits

HOHDY

Employee ID
Jurisdiction
Employee Pays Inceme Tax (This Jurisdicti

Basic Personal Amount

Age Tax Credit Amount

Senior Supplement Amount

Pension Income Tax Credit Amount
Tuitien (F/T) Tax Credit Amount

Tuiticn (PT) Tax Credit Amount
Personal Disability Tax Credit Amount
Spousal Tax Credit Amount

Equivalent to Married Tax Credit Amount
Child Amount

Caregiver Tax Credit Amount

Disabled Dependant Tax Credit Amount

Tax Credits Transferred From Spouse
Tax Credits Transferred From Dependant

Other Indexable Tax Credits
Other Mon-Indexable Tax Credit Amount
Total Persenal Tax Credits (This Jurisdiction)

Additional Tax Deduction

TD3 Additional Tax Deduction
Dependants Under 13 Years
Disabled Dependants Cver 17
Married or Equivalent
Employee's Disability
Designated Area Deduction
Authorized Annual Deduction
Authorized Annual Tax Credits
Labour Tax Credits

Commissioned Em e On
Estimated Annual Income

Estimated Annual Expenses

May 2013
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b. T4 Year to Date

C.

May 2013

HOHBY

Employee ID
Employer Number

Taxable Province

14 - Empley ment Income:
16 - CPP Deducted

18 - Bl Deducted

20 - RPP Contributicns

22 - Income Tax Deducted

24 - H Insurable Earnings

5 oeRmoe g |

30 - Housing, Board & Lodging

32 - Travel In A Prescribed Zone

34 - Personal Auto Use
36 - Low & Interest Free Loans

33 - Stock Option Benefits

40 - Other Taxable Benefils

42 - Brployment Commis sion

44 - Union Dues
46 - Charitable Donafions

50 - Pension Regisiration #

52 - Pension Adjustment

Previous CPP

pevons & N

Employer CPP Assessed
Employer B Assessed

MWT Tax Calculation Base
MAWT Tax Assessed

Munavut Tax Calculation Base

Munavut Tax Assessed

Mon-pericdic Taxable Income

T4A Year to Date

LI

Employee ID
Employer Number

16 - Pension or Superannuation

18 - Lump-sum Payments

20 - Self-employed Commissicns

22 - Income Tax Deducted

24 - Annuities

26 - Higible Retiring Allow ance

27 - Mon-eligible Retiring Allow ances
28 - Other Income

T ] 0 eaomge amcaom

ISP

38 - Footnote Codes

T e coamane conems

32 - Registered Pension Plan Centributions

36 - Pension Plan Registration Mumber

40 - RESP Accumulated Inceme Payments

42 - RESP Hucational Assistance Payments

MWT Tax Calculation Base
NWT Tax Assessed

[ ] e TecCabumonase
I

Mon-pericdic Taxable Income
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d.

f.

May 2013

Calculated - this window shows you calculate values year to date for various fields such as

accumulated regular hours, bonus income, last paid date, etc.

Employee ID [ |
Employee Name | |

Advances Outstanding
Arrears Qutstanding

Accunulated Regular Hours
Accunulated Overiime Hours

Accunulated Days

Last Gheque/Deposit ] Accumulated User One
Last Paid Date l:l Accurulated User Tw o
Accumulated User Three

Regular Income Accumulated User Four
Overtime Income
Bonus income B Insurable Hours
Retroactive Income B Rebate Pending
Lump Sum Income B Rebate Paid

| delayed deductions ) ~ employer amounts  service  detallexpand =~ summary expand chequeexpand YTD detall expand

Banked - balances for all banks.

Employee ID [ |
Employee Name | |

Diamond Reach Banked Time
Hrs Carried Over

Hrs Eamed/Banked in Current Yt

ANNUAL LEAVE UNION

Hrs Used in Current Y'r

Hrs Available

OT BANK

SICK LEAVE

STAT BANK

Deposit — your direct deposit information for payroll.

Employee ID
Employee Name

Ins fitution Nurmber Branch Number  Account Number Employee Numer Percent

Ficed Dollars

Dollar Restrict As

e ——————
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Employee Reports

Several built-in reports are available for you to inquire on your time entry and payroll information.

1.

Click on reports from the menu.

The following reports are available for you to run:

a.

May 2013

Timesheet entry — view all timesheets you have ever entered into the Penny timesheet

system. Select a Pay Period Ending date and click display results.

Employee ID

et joanezo1s |
Ending [~ [0318r2013

Gostick, Wiliam T Help Desk Censultant

 display results

Date format: MM/DD/YYYY.

Employee ID: 102031 Gostick, Wiliam |:| Approved Leave Request Units Close
Pay Period: 0300312013 - 031672013 | | Weekend Days
Project 4 5 6 Reg OT HMon Pay Code Reason for OT
(M) (M (W)

[350816000001000 nformation Techndlogy || [[J[s0 [ |3[ |[J[=s0 |[sn00fooe Jooo |Reguar I |
(120506720005300 Replace Jackish T [ 10[ IO [J[rso [ ][3[15.00 Jooo [o.00 |Reguiar I |
[120506720005300 Replace Jackfish T i 01 [[Jfa00 |5 [150 |5 [[[jo.00 [js.50 [jn.oo |oTBank75@ 1.5 |[centroliable |
[120506720005300 Replace Jackfish T i 01 [[fose |5] I [[[o.00 [jo.50 [jpoo |oTBank75 @20 |[controliable |
| N} T [T I |
| D X0 XTI T I |
| N O T [T | I |
| N OO T [T o I |
| N O T [T o I |
| N DT T o I |
Status: Exported [rs00]e00 Jpoo |

< >
Note(s): printable version
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b.

C.

May 2013

Timesheet summary — select different criteria to search on timesheets entered. For

example, view all hours entered against a specific project.

Flease select reporting criteria from below and click “Submit™ to display results.

StariDate [ Z[al Dates | End Date [ |an Dates |
Project [ [al Jobs | Department | a1 Departments |
Pay Code [ 2 |anPay Codes | SortBy jpate =1

Leave entry —to view all leave requests submitted, select a date range and click display

results. Click printable version to print a copy.

transactions | ingquiry | reports
Employee ID w2031 | start Date 040172013 End Date |~ [osr30r2013
| display results = | clear
Leave Requests . printable version
Employ e I Start Date Envd Date: Pay Code Units Status
102031 05/06/2013 05/06/2013 330 7.50 | Approved
102031 05132013 05132013 300 4.00 | Working )
102031 05/13/2013 05/14/2013 300 15.00 | Working
102031 05132013 05142013 300 .00 | Working
102031 05132013 051372013 300 4.00 | Declined
v Mote(s):
Required fields appear in bold blue text type.
Date format: MM/DD/YYYY.
NORTHWEST TERRITORIES
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d. Advice Slip —view all your advice slips online. Double click on your selection and the slip will

Logout
When you are done remember to Logout by clicking the logout button in the top right corner.

4_: Welcome - Windows Internet Explorer
m @ |@ http:y/172.16.3.200: 8888 transactions) O ¥ ] |E| |4__¢| |£| (7} Welcams
ﬁ - =[] @ * Page = Safety » Tools = l@v

open in a new window.

Available Advice Slips

Pay Period Met Pay Batch Name
03/03/2013 - 03/16/2013 03C13
02M7/2013 - 03022013 03813
01/20/2013 - 02/02/2013 02813
01/20/2013 - 02/16/2013 03A13
01/06/2013 - 01/19/2013 02A13
12/23/2012 - 01/05/2013 01813
11/25/2012 - 12/22/2012 01A13
11/25/2012 - 12/08/2012 12B12
111172012 - 1112472012 12A12
10/28/2012 - 1110/2012 11B12
09/23/2012 - 10/27/2012 11A12
09/16/2012 - 09/29/2012 10A12
09/16/2012 - 10132012 10812
08/26/2012 - 09/15/2012 09812

Welcome 102031 - Gostick, William
“ou are logged inte the system as Employes.

| reports

Mame: Gostick, Wiliam Employes ID: 102031

=10 x|
() % £

=l
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