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Welcome to GoEasyCare, Canada’s leading healthcare workforce management software company. Our dedicated 
team has developed a system to optimize scheduling and payroll processes, with a strong emphasis on client 
satisfaction and ease of use. Our all-in-one solution is designed to simplify your experience in the following ways: 

 
 Active Schedule: Current scheduled shifts are accessible online in real time. 

 
 Location Schedule: View the company-wide schedule for a specific location. 

 

 
 Telephony Shift Offerings: An automated system for offering available shifts to employees. 

 
 Parking Lot Shifts: View and apply for available future shifts. 

 
 Time Cards: Easily track and approve hours worked. 

 
 Time Banks: Review your personal time bank balance. 

 
 Job Postings: Discover new career opportunities. 

 
 Communication: Stay informed with the latest company documents. 

 

 
Let’s get started! 

This guide will provide you with step-by-step instructions on setting up your personal account and utilizing its 
various features. 
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1 GoEasyCare Account Registration & Login v3 
Each employee will have a personal GoEasyCare account, where you can view your schedule, submit time-off 
requests, view and approve time cards, access to time bank balances, company policy and procedure updates, and 
much more. 

 
Always use Google Chrome when running GoEasyCare , to ensure a seamless experience. Real-time schedule 
information can also be viewed from any mobile or tablet device using a Google Chrome browser. 

 
 

 

 
 
 
 

1.1  How to Register Your Account 

 
1. You will receive a “welcome email” from GoEasyCare with a link to set or recover your account password. 

Select this link. Please note that this link to set your password does expire (the length of time until expiry 
depends on your specific company policy and set up). 
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2. From this area, you will be asked to change your password. You must select a password that is at least eight 
digits long, and you may use all the available characters. 

 
 

 
 
 

 
 

3. Once you have entered your new password and selected the save button, you will see the same screen as 
above, with the green text changed to “Your changes have been saved!” 

 

 
4. Congrats! Your account has now been registered. 

 
 
1.2  How to Login 

Please Note: You must set your password within the time set for your organization. As in the above 
email,“ Note: this password link will expire in 2 hours.” 
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1. It's time to log in! Use https://app.goeasycare.com1 to access the application. 

 
2. Enter your email and password, then click "Sign In." 

 

 

1.3 Forgot Password v3 
Forgot your password? Follow these steps to recover your account. 

 
 
 

1.3.1  Instructions 
1. Open the application using https://app.goeasycare.com2 and select the “Forgot password?” button. 

 

1 https://app.goeasycare.com/ 
2 https://app.goeasycare.com/ 

To ensure optimal performance, always use Google Chrome with the GoEasyCare application. 

https://app.goeasycare.com/
https://app.goeasycare.com/
https://app.goeasycare.com/
https://app.goeasycare.com/
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2. The next page will prompt you to enter your email address. 
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3. A recovery code is then sent to the email entered, which you will input, when prompted. 

 
 

 

 

 
4. As you did when you first registered your account, you will be prompted to change your password. You must 
select an eight-digit password, and you are permitted to use all characters. 

 
 

Please Note: This will expire within 15 minutes. 
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5. Once you have completed this step, you will be notified that your changes have been saved, and you may 
login. 

 

 

Remember to use the same email address that you registered with. 
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2 Telephony Registration v3 
Telephony is the unique, GoEasyCare automated call-in system, used to report absences from scheduled shifts. It 
will also provide you with additional shift opportunities, by contacting employees, to fill shifts as they become 
available. 

 

2.1  Instructions 
To enroll in Telephony, follow these steps: 

 
1. Call the toll-free telephone number provided by your management team, and follow the prompts. 
2. “Thank you for calling [COMPANY NAME] automated dispatch system. To register on the system, press 1. 

Using the keypad on your phone, select 1. 
3. “Thank you. We will now register you on the automated system, so that you can be called when job 

opportunities become available. Please respond to the following questions so we can get you registered on 
the system. Please enter your employee ID, followed by the pound (#) key.” Using the keypad on your phone, 
enter your employee ID number, followed by the pound (#) key. 

4. “You entered [****]. If that is correct, press 1. To enter your ID again, press 2.” Using the keypad on your 
phone, select the appropriate response. 

5. “Please enter your 4-digit PIN, followed by the pound (#) key.” Using the keypad on your phone, enter the 
four-digit PIN you have selected, followed by the pound (#) key. 

6. “You entered [****]. To accept and use this PIN, press 1. To enter a different PIN, press 2.” Using the keypad 
on your phone, select the appropriate response. 

7. “Please record your first and last name, followed by the pound (#) key. ” State your first and last name 
clearly, and using the keypad on your phone, select the pound (#) key. 

8. “Your recording is [YOUR NAME]. To accept your recording, press 1. To record your name again, press 2.” 
Using the keypad on your phone, select the appropriate response. 

9. Once you have confirmed your recording, the system will issue a farewell message. “Thank you for using the 
automated telephone registration service. Have a nice day. Goodbye." 

 
 

 
2.1.1 Accepting and Declining Shift Offerings through Telephony v3 
When Telephony has an available shift for you to work, you will receive a call to your registered telephone number 
with the following message: “This is the [COMPANY NAME] automated dispatch system calling with a job offer for 
[YOUR NAME]. Please enter your four-digit PIN, followed by the pound (#) key.” 

When setting your PIN, ensure that you choose four digits that you can easily remember. You will need to 
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2.1.1.1  Instructions 

 
1. Using the keypad on your phone, enter your PIN, followed by the pound (#) key. 
2. “Thank you. We have a shift available for you today. The shift is available from [SHIFT TIME] at [LOCATION 

NAME]. To accept the shift, press 1. To decline the shift, press 2. To pause and check your working schedule, 
press 3.” Using the keypad on your phone, select the 1 key to accept the shift, the 2 key to decline the shift, 
or the 3 key to pause. The system will pause for 10 seconds and repeat the above options. 

3. IF ACCEPTED: “Thank you. See you at [SHIFT START TIME]. Your confirmation number for this shift is [FOUR 
DIGIT CODE]. To repeat the time of your shift, press 1. To repeat your confirmation number, press 2. To hang 
up, press 3.” IF DECLINED: “Shift has been declined.” 

4. Once you have confirmed your shift acceptance or decline, the system will issue a farewell message. “Thank 
you for using [COMPANY NAME] automated dispatch system. Have a nice day. Goodbye." 

 
 

 
2.1.2 Accepting and Declining Blast mode Shift Offerings v3 
Blast Mode (Blast Manual) is a combination of telephony, SMS, and e-mail. While Telephony will call employees one 
by one according to the configured rules, Blast Mode sends out the telephony calls, SMS messages and e-mails at 
the same time for each rule. 

Employees will choose their preferred Method of Contact – either by telephony, SMS, or email. This option is found 
on the employee’s Profile and can only be modified by Admin/Managers with appropriate security access. 

 

Once all Employees who meet the criteria for a rule have been contacted, the system will wait a predetermined 
amount of time (specified in your company’s setup) for Employees to respond before moving on to the next 
rule. 

For example: If Blast Timeout is set to 10 minutes, the Employees will have 10 minutes to respond to the shift 
before the system moves on to the next rule. The more chained rules you have, the more time it will potentially take 
for the system to complete. 

Blast Mode will continue through all chained rules until either: 

1. An Employee accepts the shift, in which case it will be automatically moved to that Employee’s schedule, or 
2. All rules are completed, and no Employees have accepted the shift, in which case the shift will remain in 

Unassigned and send an email to the Location email. 
 

Ensure that you confirm your shift acceptance or decline. Telephony uses a system of pre-configured rules
 

Note: Employees may only have one method of contact assigned on their profile, so if they choose email, 
 

Note: Your company will choose either Blast Mode or Telephony, not both. 
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2.1.2.1  Instructions 
 

Phone option: 

1. You will need to answer the call at the time it comes in; otherwise, the call will go to your voicemail (if you 
have it). You will not be able to “call back"; if you miss the call, you should reach out to your supervisor to 
express interest in taking the shift if it goes unfilled. 

2. Enter your Employee ID and PIN at the prompts. 
3. After hearing the shift details, decide whether you’d like to bid to accept the shift (1) or decline (2). 
4. Blast Mode will wait the set period of time to receive all responses, and then send the shift decision 

notification via email, so please check your email after bidding on shifts to know the outcome! If you 
declined or did not answer, you will not receive a follow-up notification. 

5. In Development - The Employee who receives the shift will receive a shift decision notification via a follow up 
phone call, provided they have this as their method of contact. 

 
SMS option: 

1. You will receive a shift offer text message detailing the available shift's name, Name, Location, start and end 
time. 

2. Follow the link to respond to the offer. Enter your PIN at the prompt to log in, and click Accept or Decline. 
3. Not responding to the offer within the allotted time will be treated as declining the shift. 
4. Blast Mode will wait the set period of time to accept all responses, and then send a follow-up shift decision 

notification text message to any Employees who bid to Accept the shift. If you declined or did not respond, 
you will not receive a follow-up text. 

Here are a couple sample text messages from a Blast Mode callout: 
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When you click the link, it will bring you to where you can Accept or Decline the shift offer. 

 

Email option: 

1. You will receive a shift offer email detailing the available shift’s Location, start time, and end time. 
2. Follow the link to respond to the offer. Enter your PIN at the prompt to log in, and click Accept or Decline. 
3. Not responding to the offer within the allotted time will be treated as declining the shift. 
4. Blast Mode will wait the set period of time to accept all responses, and then send a follow-up shift decision 

notification email to any Employees who bid to Accept the shift. If you declined or did not respond, you will 
not receive a follow-up email. 

Here are a couple of sample email messages from a Blast Mode Call Out: 

Available Shift Notification 
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Shift Decision Notification: Decline 

 

 
Shift Decision Notification: Accepted 
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3 Dashboard Overview v3 
Welcome to your dashboard! This is where you'll start your GoEasyCare journey. Your specific dashboard may vary 
based on your company’s personal settings. Below is an example of what it may look like. Let's explore each 
category in more detail. 

 

Personal Profile 

On the left side of the page, you will see your personal profile. This includes a personal photo (optional), your name, 
and your user level access (i.e. employee, admin, manager, scheduler). 

Banner 

At the very top of your dashboard, you may see a banner that scrolls across your screen. This is a customizable area 
that is used to efficiently display a quick message to employees, such as an important phone number. You may see 
more than one message, depending on your company’s settings. 

Announcements 

Beside your company logo, you will have a space dedicated to company announcements. This area is used by your 
management team to communicate important information to employees. This space allows for longer messages 
and may be updated more frequently than the banner. 

Notifications 

On the top right hand corner of your dashboard, you will see your notifications, as well as your “log out” button. 
This area is used to manage communication between employees and management. You will have access to three 
separate forms of communication. 

Sidebar 

On the far left side, you will see your sidebar. This is your one-stop shop for schedules, time banks, time cards, and 
requesting time off, among many other things. We will dive into the details of each of these functions later. If you 
wish to collapse your sidebar out of view, simply click the button with three horizontal lines in the top left corner. 

Widgets 
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At the bottom of the page, there are a variety of widgets available, which are interactive features that give you quick 
access to information without needing to open a separate window. The widgets available to you may vary based on 
company settings. Some example include job postings, pay period dates, and sick time taken. 

 

3.1 Personal Profile v3 
Your personal profile will give you access to your basic personal information. You will be able to see your user-level 
access, as well as make updates to a variety of information associated with your account. 

 

 
Upon logging in to GoEasyCare, you will automatically see your dashboard. On the top left side is your personal 
profile. It will show your personal image, name, and user access level. 

User Access Level 

Your user access level determines what information you may view. For example, a front-end employee will have less 
access than a manager or scheduler. If you have a variety of access levels assigned, you may change the view of 
your account by selecting the downward arrow and selecting the one you wish to use. 

 

 

 
Editing Profile 
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All employees have the ability to edit certain information associated with their accounts. To do so, select the 
downward arrow and choose the “profile” button. 

 

 
You will be redirected to your user profile, which houses all of your personal information, such as name, phone 
number, and address. The fields that are gray may not be changed. If you do need to make updates to these fields, 
please speak directly to your manager. 
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Currently, all users may update their Telephony PIN (used for reporting absences or accepting/declining shift 
offerings), e-mail address, and password. 

To update your PIN, simply replace the numbers. 

To update your email address, select the purple icon with the plus sign, and fill in the new email address. Please 
note that you may have multiple email addresses assigned to your profile. If you would like to delete the pre- 
existing email address, click the red “X” button. 

To reset your password, select “manage authentication” and follow the prompts on the following page. It will go 
through the same steps as when you originally registered your account (see documentation on account registration 
and login). 

 
 

 

3.2 Notifications v3 
 

3.2.1  Messages 
The first is the “messages” tab, which is demonstrated by an envelope icon. This is where you can send and receive 
mail internally, much like an e-mail account. These messages do not go to your external email address. The orange 
notification bubble shows you how many unread messages you currently have. 

 

Remember to select “save profile” when you have completed your changes. 
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Once you select the icon, you will be able to see any unread messages. You can click on the message to fully open it 
and see the entire text. You may also select “read all messages” to go directly to your inbox without opening any 
new mail. Your unread mail will appear in bolded text. 

 

 
You are able to perform a variety of actions once you have opened your message. You may reply, forward, print, or 
remove the message using the buttons provided. 

 

 
If you have no new messages, you will simply see a button that says “read all messages,” which allows you to go 
directly to your inbox. Here, you will be able to see any read mail, as well as send your own mail. 

 

 
Once you are in your personal inbox, you are able to select the “compose mail” button, which allows you to send 
direct mail to other staff. Simply select who you want to send the message to, and fill out the subject and body of 
the message. Please note that you are also able to attach images and videos to these messages if required. 
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3.2.2  Notifications 
The second is the “notifications” tab, which is demonstrated by a bell icon. This is where you can keep track of 
necessary expiry dates for evaluations, skills, training, orientation, and probation. 

 

 
You may click on any of the options that pop up to see the details of the expirations. 

 
3.2.3  Requests 
The last is the “requests” tab, which is demonstrated by a person icon. This is where you can check on the status of 
time off requests, shift exchanges, or self-scheduling requests. 

You may also mark specific messages as “important” and delete messages that are no longer needed. You 
will always have access to these folders on the left side of your inbox. 
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Once you enter this inbox, you will see a list of your requests. 

 

 
You may then click on any of the individual requests to see all of the details. Depending on the type of request (i.e., 
time off, shift exchange, self-scheduling), you will see the related information, such as the date the request was 
made, who made the request, and the current status. 

 

 

Note that you may only view the status of requests in this tab. To submit requests, please see the 
“employee requests” section under the dashboard documentation. 
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4 Widgets v3 

4.1 Job  

4.2 Next Pay Period 
 

This widget gives you quick access to see when your Next Pay Period is. The top right purple bubble shows you the 
frequency in which you are paid. The “current pay period” date displays when the first day of your current pay 
period began. The main area of the widget shows you how many days until this pay period ends. 

 

4.3 Sick Time Taken 
The Sick Time widget displays the amount of absences you have reported in hours. 
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4.4 EE Seniority 
The Seniority Widget will show you how many Active or Posted hours of seniority you have. 

 

 

4.5 Current Supervisors 
This area will show you who is currently assigned to you as a supervisor. 
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If you select the main area of the page underneath “current supervisor” you will then be redirected to a page that 
lists all of the supervisors assigned to you. 

 

 

 

4.6 Worked Hours 
This widget tells you how many hours you worked in the current week. 

You will be able to see the title of the supervisor, their personal name, and when they were assigned to 
you. 
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4.7 Time Tracked 
The Time Tracked widget displays the time spent on specific tasks during shifts. 

 

 

Some companies wish to have their employees track the activities they are doing during their shift. 
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5 Sidebar v3 
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5.1 Employee TimeBanks v3 

 
5.1.1 Employee Time Banks 
To view all your time bank information, select Time Banks from the Sidebar menu. 

 

 
The Employee can choose to check the account balances as of a specific date. 
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Each Time bank will be listed within this area; it will show the Time Bank Name, Balance of Bank, Entry Date, 
Earned Time, Taken Time, Balance, Scheduled Date, Action, Who by, Employee Type, Bank Type and Note 
area. 
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5.1.2  View Time Banks 
Choose a date to check Bank Balances as of a specific date. 

 

 
Example: A future vacation day shows in the bank balance when you are checking the bank balances as of a future 
date. 

 

 

 

5.1.3  Details of Time Banks 
To view or expand the Time Bank Details, click on the ^ Arrow on the right-hand side of the bank. 

 
 
 
 
 
 
 
 
 
 
 

Please Note: You can only view the balances in Days if your organization has set this up in the Time Bank 
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5.1.4  View Notes on Time Banks 
If Notes are added to a Time Bank entry, they can be viewed by clicking the Note icon under the Notes section of the 
Time Bank. 

 

 

 

5.2 Employee Requests v3 
This guide explains how to use the Employee Requests area to manage your time off, shift exchanges, and self- 
scheduling. 



Employee Portal User Guide v3 

Sidebar v3- 31 

Our Mission at GoEasyCare is to Help Build Community Support through easy to use innovative solutions. 
Confidential Information – GoEasyCare 2025 

 

 

 

 
 

Accessing Employee Requests: 

• Navigate to the "Employee Requests" page. 
• Here, you'll find a list of all your current requests and the option to create new ones. 

 
5.2.1  Creating Time Off Requests 

• Select Request Type: Choose "Time Off Request" from the available options. 
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2. Enter Dates: 

• Specify the "Start Date" and "End Date" for your time off. 
3. Choose Attendance Code: 

• Select the appropriate "Attendance Code" for your request. 
• If the code is linked to a Time Bank, your account balance will be displayed. 
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4. Replace Existing Shifts (Optional): 

• "Only Replace Existing Shifts" Toggle: 
• On: The request will apply to all your existing shifts across all locations. 
• Off: You must select a specific "Location" for the request. 

 

 
5. Add Comments (Optional): 

• Use the "Comment" field to provide any additional information for your manager. 
6. Submit Request: 

• Review your request and click "Submit" to send it to your manager/supervisor for approval. 
7. Single Day Requests: Time off requests can also be created from the Location Schedule. (Refer to the 

"Location Schedule" guide for more information.) 
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5.2.2  Creating Partial Time Off Requests 

1. Follow Steps 1-4 from "Creating Time Off Requests" above. 
2. Partial Time Details: 

• Ensure the "Only Replace Existing Shifts" toggle is turned off. 
• Enter the specific "Start Date and Time" and "End Date and Time" for your partial time off. 
• Select the appropriate location. 

3. Add Comments (Optional): 
• Use the "Comment" field to provide any additional information for your manager. 

 

 
4. Submit Request: 

• Click "Submit" to send the request for approval. 
5. Approval: 

• Upon manager approval, the partial time off will be reflected in the Active Schedule. 

 
5.2.3 Viewing Your Time Off Requests: 

• Notifications: You will receive notifications about your requests through the Employee Portal. 

 

 
• Request Status: Click on the "Requests Notification" to view the status of all your requests (Pending, 

Approved, Declined). 
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• Request Details: Click on a specific request to open a pop-up window with detailed information. 

 

 

 
5.2.3.1 Shift Exchange Requests: 

1. Create New Request: 
• Go to "Employee Requests" and click "New Employee Request." 
• Select "Shift Exchange." 

2. Cross-Location Exchanges (If Enabled): 
• If the "Allow Cross Location" setting is enabled, you can exchange shifts with employees from other 

locations you are assigned to. The employee list and shift list will reflect all employees and shifts 
within those locations. 

3. Requestor Information: 
• Enter the "Shift Date" for the shift you want to exchange. 
• Available shifts will appear in the "Shift" dropdown. Select the desired shift. 
• The "Hours Requested" will automatically populate. 

4. Requestee Information: 
• Select "Employee for Exchange" from the dropdown. 
• Choose the "Shift Date for Exchange." 
• The available shifts for that employee will appear in the "Shift for Exchange" dropdown. 

5. Add Comments (Optional): 
• Use the "Comment" field for any additional information. 

6. Submit Request: 
• Click "Submit." 
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5.2.4  Shift Exchange Request 

• Create New Request: 
• Go to "Employee Requests" and click "New Employee Request." 
• Select "Shift Exchange." 

 

 

 
• Cross-Location Exchanges (If Enabled): 

• If the "Allow Cross Location" setting is enabled, you can exchange shifts with employees from other 
locations you are assigned to. The employee list and shift list will reflect all employees and shifts 
within those locations. 

• Requestor Information: 
• Enter the "Shift Date" for the shift you want to exchange. 
• Available shifts will appear in the "Shift" dropdown. Select the desired shift. 
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• The "Hours Requested" will automatically populate. 

• Requestee Information: 
• Select "Employee for Exchange" from the dropdown. 
• Choose the "Shift Date for Exchange." 
• The available shifts for that employee will appear in the "Shift for Exchange" dropdown. 

• Add Comments (Optional): 
• Use the "Comment" field for any additional information. 

• Submit Request: 
• Click "Submit." 

• Approval Process: 
• The request will be sent to the "Requestee" for approval. 
• Upon their approval, it will be sent to the supervisor for final approval. 

• Important Notes: 
• Shift exchanges can now be requested across pay periods. 
• Only active employees will appear in the "Select Employee for Exchange" dropdown. 
• Pay types that ignore worked hours will not contribute to the value of hours in the shift exchange 

hours buckets. 

 
5.3 Employee Location Schedule v3 

 
5.3.1 Employee Location Schedule 
To access your Location Schedule from the Employee Portal: 

1. Navigate to the Sidebar Menu. 
2. Click the location dropdown to see your assigned locations. 
3. Select the specific location you wish to view. 
4. Choose Location Schedule from the sidebar menu. 
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The schedule for the chosen location will open with All employees assigned to this location. 
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5.3.1.1 Location Schedule 
• A - Navigation: Use the left and right arrows to view schedules for different pay periods. Click the Today 

button to return to the current pay period. 
• B - Date Range: This indicates the start and end dates of the displayed pay period. 
• C - Your Shifts (Selected Location): Your scheduled shifts at the chosen location will be shown on your 

individual line in dark grey. 
• D - Your Shifts (Other Locations): If company settings allow, shifts at other locations will appear on your 

line in light grey/white. 

 
5.3.1.2 Employee Actions 
There are some actions that an employee can take from their location schedule. By right clicking on a location 
schedule, an employee can perform a Time off Request, Self-Schedule and add a Note to the schedule. 

 

 

 
1. Time Off Request 

• This option allows you to submit requests for Time Off or STAT Holidays (note: STAT Holiday request 
functionality may still be under development). 

• To submit a request: 
a. Right-click on the Location Schedule. 
b. Select Request. 
c. Choose the appropriate Attendance Code for your request. 
d. Click Submit. Your request will be sent to your manager for approval. 

• Requesting Partial Time Off: You can now request a portion of a shift off: 
a. Select the specific shift you want to request time off from. 
b. Enter the desired Start Time and End Time for your time off. 
c. Choose the relevant Attendance Code. 
d. Click Submit. This request will be sent to your manager for approval or denial. 
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• Upon Manager Approval: If your partial time off request is approved: 

• The shift time on your schedule will be adjusted to reflect the remaining hours. 
• The requested time off portion will be moved to an unassigned line, potentially to be offered as a 

call-out or assigned to another employee. 
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2. Note 

• 
• 

 
This option allows you to add a Note to a specific point on the schedule. 
To add a note: 

• Right-click on the chosen schedule. 
• Select Note. 
• Enter your note in the pop-up window. 
• Click the Submit button to save your note. 
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Hit the Submit button to save. 

 

5.4 Employee Parking Lot v3 
Available shifts are posted in the Employee Parking Lot, allowing employees to submit bids. You can navigate to this 
section by clicking 'Parking Lot' in the left menu. 
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Accepting a shift in Parking Lot from the Employee Portal 

Once a shift list is posted, staff can apply for Parking Lot shifts at any of their assigned locations. To request a shift, 
employees click the checkmark icon, and a confirmation window will appear. This shift request will then be sent to 
their manager for approval. 

Clicking 'Parking Lot' in the menu will open a separate window displaying all available Parking Lot shifts." 
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5.4.1 Cancelling Parking Lot Request from the Employee Portal 
After requesting to take a shift from Parking Lot, the Employee can cancel the request by clicking the X. 
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The shift request will then be sent to the Manager for Approval. Once the Manager approves the request, the shift 
will automatically be added to the approved employee's schedule. 

 
5.5 My Calendar v3 
This is where you are able to view your personal schedule. 
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You will not be able to see the schedule for other employees within “My Calendar”. 

Using the arrows on the top left side of the page, you may scroll between different date ranges. You are able to view 
your schedule by the month, week, or day. Please note that each shift will indicate which location you are 
scheduled at. 
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Month View 

 

 

 
Week View 
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Day View 
 

 
 
 

 

5.6 Employee Time Card V3 
The Time Card section is where you review and verify the accuracy of your recorded work hours and the 
corresponding pay types (e.g., Overtime, Vacation pay). 

To review your personal Time Card: 

Select the Time Card button located on the left-side menu. 

Your individual company’s settings will determine how far in advance you may view your schedule. 
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The Time Card screen will display the data by pay period. You can select the purple arrow icons to move from pay 
period to pay period. 
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View Time Card 

To see the details of your daily events during the pay period, select the “down” arrow to the far right. 

 

 
Once this opens a new view, select the secondary arrow. 
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The View screen will display your daily events and totals 

 

 

 
The Employee should review all details prior to approving the Time Card. 
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Approve Time Card 

To Approve your Time Card, you can simply click the “person” icon on the main Time Card page, or you can approve 
from the details page, once approved a toast message will show advising that the Time Card has been approved. 

Approve Button 

 

 
Toast Message 

 

 

5.7 Payroll History v3 
The payroll history area is where you are able to access your pay stubs and T4 documents. 
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To view a pay stub, select the pay period from the drop-down menu on the left-hand side of the page. 
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You may “preview” the pay stub, or you can export it, which will download and save a copy to your device. The pay 
stubs will give you a variety of information, such as your hours, salary/hourly rate, and amount of overtime. 

 

 

 
To view your T4, select the year you wish to view from the drop-down menu on the right-hand side of the page. You 
will then be able to save and print the document if you wish. 

 

5.8 Help 
The help area is used to store links to online information that your employer wants you to access. 
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Once you enter this area, you will be able to see a list of important documents. 

 

Under the actions on the far right side of the page, you are able to select the eye icon, which will open a page with a 
direct link to the website. 
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