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goeasy

care.com

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.

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

Time Cards: Easily track and approve hours worked.

i 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.

42 -

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).

Welcome to GoEasyCare inbox = & @

4+ Summarize this email

o notifications@mail.goeasycare.com 334PM (26 minutes ago) Y :
. tome -
Hi

Welcome to GeEasyCare!
To get started, here are a few important details:

Application URL: https://app.goeasycare.com
Loegin Email Address: jamie@goeasycare.com

service/recovery low=fc6a%bdc-a501-4743-a895-2131f6c853d0&token=
usQPhwwiN2ELVaV5aTt\WjbM53rhyb8NjN

“Note: this password link will expire in 2 hours

GoEasyCare Account Registration & Login v3- 4
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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.

m] 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.”

Account Settings

You are currently logged in as

Here you can manage settings related to your account. Keep in mind that certain actions require you to re-authenticate.

You successfully recovered your account. Please change your password or set up an alternative login method (e.g. social sign in) within the next 15.00 minutes.

Change Password

Password *

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!”

Your changes have been saved!

4. Congrats! Your account has now been registered.

1.2 ® How to Login

GoEasyCare Account Registration & Login v3- 5

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




Employee Portal User Guide v3

1. It's time to log in! Use https://app.goeasycare.com? to access the application.

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

+2g0easy

Sign In

Email *
Password *

Forgot Password?

Don't have an account? Sign up

(:‘E‘] To ensure optimal performance, always use Google Chrome with the GoEasyCare application.

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.com? and select the “Forgot password?” button.

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

GoEasyCare Account Registration & Login v3- 6
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+29goeasy

Sign In
Email *
Password *

Forgot Password?

Don't have an account? Sign up

2. The next page will prompt you to enter your email address.

#®goeasy

care.com

Recover your account

Email *

Remember your credentials? Sign in

GoEasyCare Account Registration & Login v3- 7
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3. Arecovery code is then sent to the email entered, which you will input, when prompted.

#"®.goeasy

care.com
Recover your account

An email containing a recovery code has been
sent to the email address you provided. If you
have not received an email, check the spelling of
the address and make sure to use the address you
registered with.

Recovery code *

Resend code

Remember your credentials? Sign in

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.

iE“] Please Note: This will expire within 15 minutes.

GoEasyCare Account Registration & Login v3- 8
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Account Settings

You are currently logged in as
Here you can manage settings related te your account. Keep in mind that certain actions require you to re-authenticate.

You successfully recovered your account. Please change your password or set up an alternative login method (e.g. social sign in) within the next 15.00 minutes.

Change Password

Password *

5. Once you have completed this step, you will be notified that your changes have been saved, and you may
login.

Your changes have been saved!

««7 Remember to use the same email address that you registered with.

GoEasyCare Account Registration & Login v3- 9
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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."

When setting your PIN, ensure that you choose four digits that you can easily remember. You will need to
enter th s P N to report absences or access sh ft opportun t es.

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.”

Telephony Registration v3- 10
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2.1.11 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. IEACCEPTED: “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."

Ensure that you confirm your shift acceptance or decline. Telephony uses a system of pre-configured rules
to determine who is the most eligible for the shift when multiple employees have accepted an offer.

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.

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

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.

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

Telephony Registration v3- 11
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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.

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.

w

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.

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.

w

Here are a couple sample text messages from a Blast Mode callout:

Today 1:15 PM

Hi Suzanne! Shift available,
Collie. Start: Apr 16th 2021,
7:00AM End: Apr 16th 2021,
3:00PM. click to see more
https://Ink.gec.onl/lgrzn

Hi Suzanne,

You got the shift! To see the
details of the shift please click
on the link below.
https://Ink.gec.onl/gsHsG.
Orientation Required.

Telephony Registration v3- 12
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Friday, March 26, 2021

Hi Paul! Shift available,

Lefurgey. Start: Mar

26th 2021, 8:00AM End:

Mar 26th 2021, 4:00PM.

click to see more
https://Ink.gec.onl/nrXoi ., O

Hi Paul,

Shift bid update: We were

unable to provide you

with the shift you were

bidding on.

Please keep an eye

out for new shift

opportunities coming

soon! 223 pm

When you click the link, it will bring you to where you can Accept or Decline the shift offer.

Hi Rachel, the shift details are below:

Shift information:

Location: 10th Sideroad
Shift Name: DAY 2
Will start on: Friday, February 3rd 2023, 8:00:00 am

And end on: Friday, February 3rd 2023, 4:00:00 pm

Accept

Decline

Email option:

1. You will receive a shift offer email detailing the available shift’s Location, start time, and end time.

Follow the link to respond to the offer. Enter your PIN at the prompt to log in, and click Accept or Decline.
Not responding to the offer within the allotted time will be treated as declining the shift.

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.

Pwn

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

Available Shift Notification

Telephony Registration v3- 13
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From: notifications@mail.goeasycare.com <notifications@mail.goeasycare.com>
Sent: October 29, 2021 1:14 PM

To: Jessica McCloskey <jessica@goeasycare.com>

Subject: GoEasyCare Available Shift Notification

Hi Matthew, a shift is available at Collie. Starting: Oct 26th 2021, 12:00PM Ending: Oct 26th 2021, 5:00PM. For more details click here
https://sl.shared.gec.onl/JRyhe

Shift Decision Notification: Decline

From: notifications@mail.goeasycare.com <notifications@mail.goeasycare.com>
Sent: October 29, 2021 1:16 PM

To: Jessica McCloskey <jessica@goeasycare.com>
Subject: GoEasyCare Shift Decision Notification

Hi Matthew,
Shift bid update: We were unable to provide you with the shift you were bidding on.
Please keep an eye out for new shift opportunities coming soon!

Shift Decision Notification: Accepted

From: notifications@mail.goeasycare.com <notifications@mail.goeasycare.com>
Sent: October 29, 2021 1:11 PM

To: Jessica McCloskey <jessica@goeasycare.com>
Subject: GoEasyCare Shift Decision Notification

Hi Matthew,
You got the shift! To see the details of the shift please click on the link below.

https://sl.shared.gec.onl/abmfl.

Orientation Required.

Telephony Registration v3- 14
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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.

Portal Dashboard Home / portal bashboard
Announcements
n Personal Profile

Announcements

GEC Squad Man Account /‘
A ',/ g oeasy Time Off Requests
care.com'

10th Sideroad v Please ensure that you submit your time off requests at least two weeks in advance

@ Dashboard
Sidebar

O Availability
/| Time Banks

Job Postings  General ] Next Pay Period [ 5i-weeksy | Sick Time Taken Seniority [ generai |
2 Employee Requests

4 in 2 days 0 144
@ Location Schedule P s Current Pay Period: 11-17-2024 a2 Total Sick Time & X
@ Parking Lot
= Urgent Unfilled Current Supervisors Today Worked Hours Time Tracked Weekly
£ My Calendar Not Available 0

4 © Week sart: 11:2420 ®

@ Time Card V2
& Settings
$ Payroll History

Widgets

@ Help

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

Dashboard Overview v3- 15
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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.

GEC Squad Main Account
Employee -

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.

GEC Squad Main Account
Employee ~

Profile

Admin

Logout All Sessions

Editing Profile

Dashboard Overview v3- 16
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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.

GEC Squad Main Account
Employee ~

Profile

Admin

Logout All Sessions

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.

User Profile 1iome / userimofie
Usar Profi
First Name Last Name
GLC Squad Mar Account
Telephony contact number SMS contact number
PIN
Telephone PAchile
Address Address2
city Postal code

Dashboard Overview v3- 17
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Emails

First Name. Last Name Telephone Mobile Relationship

Rules Notification Method

Marage Authentication

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).

‘g] Remember to select “save profile” when you have completed your changes.

3.2 Notifications v3

[+ Logout

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
notification bubble shows you how many unread messages you currently have.

[+ Log out

GEC Squad Main 19-12-2024 14:31

' Account
Sent a message.

Read All Messages

Dashboard Overview v3- 18
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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.

View Message ® Reply & Pint @
Subject: Availability

From: GEC Squad Main Account 19-12-2024 1431
Hi Jamie,

Please send us your updated availability ASAP.

Thanks!

4 Reply - Forward & Print [@ Remove

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.

[+ Log out

& Read All Messages

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.

MailbeX 1ioms / wabex
Compose Mail Inbox Search email
FOLDERS Shefresh @ ' @
& insox 0
# Importart (0] O 5EC squad Main Accuunt Availab ity 19-12:2024 14.31
@ Trash [0 ]

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.

Dashboard Overview v3- 19
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FOLDERS Compose Mail
Q noex [ 1]
@ important
e n 12 GFC Squad Main Aeceaunt
B irash o]
Subject Suyject
Nenal ¢ A % B I US «» QEB A

D

%‘] 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.

3.2.2 i 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.

I~ You have Evaluations Expiring

# ‘You have Skills Expiring

% You have Training Expiring

2 You have an Orientation expiring

B You Have Probation Expiring

[+ Logout

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.

Dashboard Overview v3- 20
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[+ Logout

& 1 Request Notifications

Once you enter this inbox, you will see a list of your requests.

Request Notificaticns

O &aefresh @ 1 UNREAD/2 REQUEST NOTIFICATIONS

(W} Time Off Request Deecmber 19 - December 20 Slek Unpald APPROVED 12/19/2024 by Jamic Dracup

U shift Lxchange Junz 0y Jamie Jracup June Lo U /007500 PLNDING U6/072U24 by Suzanne | redericks

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.

Shift Exchange

Status: PENDING

Shift Date: June 05 07:00-15:00

Requester: Suzanne Fredericks

Shift Date for exchange: June 06 07:00-15:00
Requested On: 06/03/2024 at 13:02

Pending On: 06/03/2024 at 13:02

‘:%] 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.

Dashboard Overview v3- 21
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4 Widgets v3
4.1 Job

4.2 Next Pay Period

Portal Dashboard  Heme / portal Dasnboard

Employee Portal User Guide v3

+#2goeasy

care.com

Please el

Pizza Party

Job Postings

Announcements

Time Off Requests

sure that you s

)ff requests at leas

Stay tuned for cetails regerding our upcoming pizza party

wo weeks in advance

=B Next Pay Period Bi-eskly Sick Time Taken = Seniority
] 1 ' Ia L2 Y ~ -
2 in 13 days 0 172 144
e doh Pastings a v vert Py Peviodt 06139095 Y Toral Bk T & Actie Posted
Current Supervisors Worked Hours Time Tracked [ Woek |
0 0
™ Total Hoor s i Cursend Wk ) Week Star 1. 06:22-2025

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.

Widgets v3- 22
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Portal Dashboard  kome

/ Portal Dashboard

#2goeasy

care.com

Announcements

Time Off Requests

Please ensure that you submit your time off requests at least two weeks in advance

Pizza Party

Stay tuned for cetails regerding our upcoming pizza party

Job Postings Next Pay Period Sick Time Taken = Seniority =
~ 12 Aave - 12
2 in 13 days 172 144
pen Joh Pasting ™ v vent Py Poviodt 06139095 Py & Actie Pried b
Current Supervisors Worked Hours Time Tracked [ Woek |
1 0

© Total ) ®

‘jz‘] This widget is directly linked to absences reported using Telephony. If you did not use Telephony to call in
an absence, tw not be ca cu ated nth s tota .

4.4 EE Seniority

The Seniority Widget will show you how many Active or Posted hours of seniority you have.

Portal Dashbozard weme

/ Portal Dashboard

Anncuncerments

7 )
A/ g oeasy Time Off Requests
care.com “

Please ensure that you submit your time off requests at least two weeks in advance

Pizza Party

Stay uned for cetaila regerding our upcoming pizzz party
Job Postings Next Pay Period Sick Time Taken =2 Seniority
L] H ' s L= ~ 7 1A
2 in 13 days 172 144
Den a8 Cxment Pay Feriod 0(-172075 r'y [ Adtive Prsted b4
Current Supervisors Worked Hours Time Tracked =1
1 0

e Tl ® - ®

4.5 Current Supervisors

This area will show you who is currently assigned to you as a supervisor.
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Portal Dashboard Home / portal pashboard

Announcements

#egoeasy .

Please ensure that you submit your time off requests at least two weeks in advance

Pizza Party

Stay tuned for details regarding our upcoming pizza party!

Job Postings [ General | Next Pay Period Sick Time Taken =D Seniority =
2 in 13 days 0 172 144
= Curent Pay Period: 06152025 a TotalSick Time » Active Posted 4

Open Job Postings

Current Supervisors Worked Hours Time Tracked =
& Total Hours in Curent Week ® — ®

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.

Assigned Supervisors

show ) enlrive

Supervisor Supervisor Name Assigned At
Suspor: Werker Supervisar Adelz Ferguson Tuesday December 17 2024 10:28

showing 1101 0f 1 errries

% You will be able to see the title of the supervisor, their personal name, and when they were assigned to

you.

4.6 Worked Hours

This widget tells you how many hours you worked in the current week.
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Portal Dashboard  kume / portai Dasiboara

-2goeasy

care.com

Announcements

Time Off Requests

Please ensure that you submit your time off requests at least two weeks in advance

Pizza Party

Stay tuned for cetails regerding our upcoming pizza party

Job Postings Next Pay Period Sick Time Taken Seniority
2 in 13 days 0 172 144
Dnen ko Pasting a8 Cument Pay Feriod: 06-152075 'Y Toral Sick Time At Pasted X
Current Supervisors Tociay Worked Hours Time Tracked
1 0 0
e Toad Homuim Cumend ) Wik Start -
4.7 Time Tracked
The Time Tracked widget displays the time spent on specific tasks during shifts.
Portal Dashboard  kme / portai Dasiboard
Anncuncements <
+2goeasy ...
Please ensure that you submit your time off requests at least two weeks in advance
Pizza Party
Stay tuned for cetails regerding our upcoming pizzz party
Job Postings Next Pay Period Bi-enkly Sick Time Taken Seniority =
2 in 13 days 0 172 144
(e doh Pasting = (havert Py Foind: 06159095 s Total ik Tirw Ackiw Prded b
Current Supervisors = Worked Hours Time Tracked

]

0

% Some companies wish to have their employees track the activities they are doing during their shift.
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5 Sidebarv3
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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.

®

B

()

=B

o

Admiral v

Suzanne Fredericks

Employee ~

Dashboard

Availability

Time Banks

Employee Requests

Location Schedule

Parking Lot

Urgent Unfilled

My Calendar

Time Card V2

Settings

The Employee can choose to check the account balances as of a specific date.

Employee Portal User Guide v3

Time Banks Portal Home / Time Banks Portal

Check Balances By Date:  dd/

A
mm/yyyy O
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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.

Check Balances By Date.  dd/mm/yyyy O m

VACATION

Balance: 79.91

@ View inHours (O View in Days
Entry Date Earned Taken Balance Scheduled Date Action Wha by Employee Type Bank Type Note
Fri 18102024 525 79.91 Tue 01102024 AC Addition GEC Squad Main Account PT PTVAC e
Wed 1001 2024 4.00 74.66 Wed 03012024 AC Deduction GEC Squad Main Account FT FTVAC
Wed 03 052023 4.0 78.66 Mon 0101 2024 AU Deduction GEC Squad Main Account kI FIVAC
Mon 16 10 2023 400 R? 66 Tue 24102023 AC Deduction GFC Squad Main Account FT FTVAC
Mon 16 102023 4.0 86.66 Mon 23 10 2023 AU Deduction GEC Squad Main Account kI FIVAC
Wed 08052023 400 an 66 Tue 2504 2023 AC Deduction GFC Squad Main Account FT FTVAC
Thu29 09 2022 o.0v 94.66 1hu 29 09 2022 AC Addition System Run kI FIVAC e
Wed 07 09 2022 8.00 94 66 Fri 02 09 2072 AC Deduction CEC Squad Main Account FT FTVAC
Vied 07 09 2022 80 Lee Thu 0109 2022 AU Deduction GEC Squad Main Account Kl FIVAC
Mcn 08 08 2022 5.00 110.66 Fri 0503 2022 AC Deletion Addition CEC Squad Main Account FT FTVAC e
Thu 11 08 2022 500 105 66 Fn 0S U8 2022 AC Deduction GFC Squad Main Account FT FTVAC
Mon D€ 08 2022 8.00 110.66 Thu 04 08 2022 AC Deletion Addition GEC Squad Main Account FTVAC e
Thu 11 08 2022 8.00 102.66 Thu 04 08 2022 AC Deduction GEC Squad Main Account FTVAC
Meon 08 08 2022 8.0 110.66 Wed 03 08 2022 AC Deletion Addition GEC Squad Main Account kI FIVAC e
Thu 11 08 2022 200 102 66 Wed 03 08 2007 AC Deduction GFC Squad Main Account FT FTVAC
Mon 08 08 2022 8.00 110.66 Tue 0208 2022 AC Deletion Addition GEC Squad Main Account FT FTVAC @
Thu 11 08 2022 ann 102 66 Tue 0208 2022 AC Deduction GFC Squad Main Account FT FTVAC
Meon 08 0B 2022 8.00 10.66 Mon 01 08 2022 AC Deletion Addition GEC Squad Main Account Fl FIVAC e
Thu 11 08 2022 200 102 66 Man 0108 2022 AC Deduction GFC Squad Main Account FT FTVAC
Mon 2504 2022 b.66 110.66 Fri 01 04 2022 AC Addition GEC Squad Main Account Kl FIVAC e
Mon 28 02 2022 ann 104 00 Fri 18 02 2072 AC Deduction GFC Squad Main Account FT FTVAC
Men 28 02 2022 LAY nzw Thu 1702 2022 AU Deduction GEC Squad Main Account kI FIVAC
Mon 28 02 2022 120.00 120.00 Sat 01012022 Manual Addition GEC Squad Main Account FT FTVAC e
SICK
Balance: 0.00
Entry Date Eamed Taken Balance Scheduled Date Action Whe by Employee Type Bank Type Note
PERSONAL
Balance: 0.00
Entry Date Earned Taken Balance Scheduled Date Action Who by Employee Type Bank Type Note
LIEU
Balance: 0.00
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— J— — R S — — J— R —
FLOAT
Balance: 1.00
Enry Date Eamed  Token  Balance Scheduled Date Action Who by Employee Type BankType  Note
Tue 21 02 2023 100 100 Sun 0101 2023 AC Adjustment Addition GEC Squad Main Account [} FTFLOAT @

5.1.2 BView Time Banks

Choose a date to check Bank Balances as of a specific date.

[ime Banks Portal tome ; Time Barks Poral

Check Balances By Date:  dd/mm/yyyy 4 Clear

March 2025 v ™oL
VACATION m 17w 1 ¢ = s
o1 2

Balance: 0.0( ** » = *

Entry Date 24 25 25 27 28 29 30 1 Balance

“‘T Please Note: You can only view the balances in Days if your organization has set this up in the Time Bank
Settings.

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

[ime Banks Portal Home / Tme Banks Portal
Check Ealances Ey Date: 20/410/2024 O m
VACATION

7001

Balance

@ ViewinHours () View in Days )
v
,//
-
Entry Date -~ Eamed Taken Balance Scheduled Date Action Who by Employee Type Bank Type Note
Fi18102024 525 7291 Tue 0110 2024 AC Additicn GEC Squad Main Account PT PTVAC e
Wed 1001 2024 4.00 74.66 Wed 03 01 2024 AC Deduction GEC Squad Main Account FT FTVAC

5.1.3 B Details of Time Banks

To view or expand the Time Bank Details, click on the A Arrow on the right-hand side of the bank.
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Time Banks Portal Home / Time Banks Porta

Check Balances By Date:  20/10/2024 (M Clear

VACATION

Balance: 79.91 Click on the arrow to w\( time bank details
@ View in Hours View in Days ——
) T

VACATION

Balance: 79.91
@ VewinHours (O View in Days N
/
P

Entry Date Earned Taken Balance Scheduled Date Action Who by Employee Type Bank Ty Note

Fri 18102024 525 7991 Tue 01102024 AC Addition GEC Squad Main Account FT VAC e
Wed 1001 2024 400 74.66 Wed 03 01 2024 AC Decuction GEC Squad Main Account FT FTVAC
Wed 03 05 2023 4.00 78.65 Mon 01 01 2024 AC Decuction GEC Sguad Main Account FT FTVAC
Mon 1610 2073 400 8765 Tue 74 10 2073 AC Decuction GEC Squad Main Account FT FTVAC
Mon 16 10 2023 400 86 65 Mon 23 10 2023 AC Decuction GEC Squad Main Account FT FTVAC
Wed 0% 05 2023 400 20.66 Tue 2504 2023 AC Decuction GEC Sguad Main Account FT FTVAC

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.

Entry Date Earned Taken Balance Scheduled Date Action Who by Employee Type Bank Type Note
—_—
e ———)
Fri 18102024 525 7991 Tue 0110 2024 AC Addition GEC Squad Main Account PT PTVAC = @
Wed 10012024 400 74 66 Wed 03 01 2024 AC Deduction GEC Squad Main Account FT FTVAC
Not )
Notes Who by Created At Updated At
Calculations Accrual GEC Squad Main Account QOctober 18 2024 01:50 PM October 18 2024 01:50 PM

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.
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(9

GEC Squad Main Account
Employee ~

10th Sideroad ~

@ Dashboard

[ Availability

Ml Time Banks

& Employee Requests

@ Location Schedule

i Parking Lot

= Urgent Unfilled

B My Calendar

) Time Card V2

¢ Settings

$ Payroll History

@ Help

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.

Fmoloyae Requests Portal homs / empiojes Requests Ports

Time Of Reguesls

srow 1Q  enries Seach.
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New Employee Request

Choose request type

Time Off Request

Shift Exchange

New Employee Request

Time Off Request

Only Replace Existing Shifts

Start Date End Date
dd/mm/yyyy, —i— [m] dd/mm/yyyy, —i—

Select Attendance Code Select Location
(Select One) v (Select Ona)

Comment Time Banks

Balance

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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New Employee Request

Time Off Request

Only Replace Existing Shifts

©

Start Date
22/01/2025

Select Attendance Code
Vacation

Comment

End Date

22/01/2025

Select Lecation

(Select One)

Time Banks

VACATION

Balance

79.91 (-4.00)

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.

New Employee Request

Time Off Request

Only Replace Existing Shifts

Start Date

23/01/2025, 06:00

Select Attendance Code

Vacation

Comment

Vacation request

End Date
23/01/2025,10:00 0
Select Location
Bruce v
Time Banks Balance
VACATION 79.91 (-4.00)

5. Add Comments (Optional):

¢+ Use the "Comment" field to provide any additional information for your manager.

6. Submit Request:

Employee Portal User Guide v3

+ Review your request and click "Submit" to send it to your manager/supervisor for approval.

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:

New Employee Request

Time Off Request
Only Replace Existing Shifts

Start Date
23/01/2025, 09:00 (m]
Select Attendance Code

Vacation v

Comment

Requesting 1 hour off at the end of
my shift

End Date

23/01/2025,10:00 /n

Select Location

Bruce v

Time Banks Balance

VACATION 79.91 (-4.00)

¢+ Click "Submit" to send the request for approval.

5. Approval:

Employee Portal User Guide v3

¢+ 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.

+[]n

¢+ 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.

Time Off Request

Status: APPROVED

Date(s): October 24

Attendance Code: Vacation

Requested On: 10/16/2023 at 13:40
Approved By: GEC Squad Main Account

Approved On: 10/16/2023 at 13:40

Edited To: October 24
Edited By: undefined undefined

Edited On: 02/27/2025 at 14:33

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."

New Employee Request

[ otoose reaucst 2

Shift =nhangs
Stal He by Recc et

Orientat on Request

New Employee Request

Shift Exchange

Requestor
Employee

Suzanne Fredericks

Shift Date

Shift

Mormang v

Shift Task(s)

Hours Reguested

Comment

Requestee
Emplayee
Bruce Lee

Shift Date

Shift

Day 2 - Bruce

Shift Task(s)

Hours Requested for exchange

8

¢+ Cross-Location Exchanges (If Enabled):

Employee Portal User Guide v3

¢ 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:

Navigate to the Sidebar Menu.

Click the location dropdown to see your assigned locations.
Select the specific location you wish to view.

Choose Location Schedule from the sidebar menu.

Eal o o
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® Daszhboard

M Awailability

B Time Banks

2 Employes Requests
i

= Uegent Unfilled

Parking Lat

Calendar

B My

E Time Card V2
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The schedule for the chosen location will open with All employees assigned to this location.

10th Sideroad: 000-000-0000

loday < >

Employees

Rachel Cresswell
I 2092014300 | 8: 60:30 | W: €
Week 1 -S5:3430| W: 28:00

Jamie Dracup
NOT PFGISTFRFT | S: 61:00

Week | -$:29.00 | Vi: 26:00

Janar Rasa
NOT RECISTEFEL | §: 80:00
Week 1 -S:4000] W: 37:30

Mukusl Kumar Singh
NOT REGISTEFEL | S: 80.00
Week 1-5:4000 | Vi: 37:30

Paul Wright
5068747664 | §: 80:00 | W: 7
Week 1 -5:40.001 W: 39:00

Adele Feiguson
5069628369 | 5: 80:00 | W: 7
Week 1 -S:4000 | Vi: 37:30

Ryan Parker
5069626369 | $: 160:00 | W:
Week 1 -$:80.00 | Vi: §0:00

o = o= e

o

Nights with Dinn¢

19:00 08:00
s
a

Day 2
0E:00 16:30

g
®

/l‘

Apr6-19,2025

We 0 Th1o Fr1

Admiral

07:00 15:00

1 Sa12

Morning Day Early Aftemoon Lieu Eamed
06:00 10:00 07:00 15:00 20:00 16200 22:00
C
Day ht ht
Day 07:00 15:00 2 07:00 00 07:00 Day

Day Day Day Day D:
07:00 15:00 07:00 15:00 07:00 15:00 07:00 15:00 15:.00
L
Day Day Day
07:00 15:00 07:00 15:00 07:00 15:00 15:00
Dean Burton Dean Burton Dcan Burton Dean Burton Dean Burton
Day Day Day2 Day 2 Day 2
07:00 15:00 07:00 15:00 08:00 16:00 08:00 16:00 08:00 156:00
Carveth Carveth Carveth Carveth Carveth
Day Day Day Day Day
07:00 15:00 07:00 15:00 07:00 15:00 07:00 15:00 07:00 15:00
Lefurgey Lefurgey Lefurgey Lefurgey Lefurgey
Day 2 Day 2 Day 2 Day 2 Day 2
08:00 16:00 08:00 16:00 08:00 16:00 08:00 16:00 08:00 16:00

Sul13

No 11

Afternoon

15:00 23:00
L]

Admiral

07:00 15:00
Day Day
07:0015:00 07:00 15:00
Day Day
07:0015:00 07:00 15:00
Dean Burton Dean Burton
Day Day
07:0015:00 07:00 15:00
Carveth Carveth
Day Day
07:0015:00 07:00 15:00
Lefurgey Lefurgey
Day 2 Day 2
08:00 16:00 08:00 16:00

Ta15

Evening
18:00 22:00
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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.

1369 | S: 80:00 | W: 75:00 Day Day Day Day ]
Week 1 - 5: 40:00 | W: 37:30 Week 2 - §: 40:00 | W: 37:2 07:00 15:00 07:00 15:00 07:00 15:00 07:0)

Ryan Parker Lefurgey Lefurgey Lefurgey Leful
9 | 5: 160:00 | W: 160:00 Day 2 Day 2 Day 2 Day

50696283

Week 1- S: 80:00 | W: 80:00 Week 2 - S: 80:00 | W: 802 08:00 16:00 08:00 16:00 08:00 16:00 08:0|
Carveth Carveth Carveth Cary|
Afternoon Afternoon Afternoon Afte
15:00 23:00 15:00 23:00 15:00 23:00 15:0)
- Marshall Mathers Lefur‘r:" B Lefurgey Lefu
6 5069628369 | S: 80:00 | W: 80:00 Night [ Request > Night Nighl
Week 1- 5: 40:00 | W: 40:00 Week 2 - 5: 40:00 | W: 40:1 23100 = sohedule b 23:00 07:00 23:0|
® note »
Beans Wauchope
4444444444 | §: 0:00 | W: 0:00
Week 1- S: 0:00 | W: 0:00 Week 2 - S:0:00 | W: 0:00
Matthew Lebrasseur Admiral Admiral Admiral

1. Time Off Request

¢+ This option allows you to submit requests for Time Off or

¢+ To submit arequest:
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. Enterthe 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.

Add Time Off Request

Start Date End Date

mm/dd/yyyy, - - (m} mm/dd/yyyy, —i—- (m}
Select Attendance Code Comment

ATEST CODE v
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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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Add Note

Mote

X

(] Visible For Employee?

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.

Sidebar v3- 42

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

Confidential Information — GoEasyCare 2025



GEC Squad Main Account
Employee -

B

10th Sideroad

@ Dashboard

Availability

Time Banks

Employee Requests

Location Schedule

Parking Lot

Urgent Unfilled

My Calendar

Time Card V2

Settings

S Payroll History

Help

Accepting a shift in Parking Lot from the Employee Portal

Employee Portal User Guide v3

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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Parking | ot

Shift Name
Afternoon

Morning 2

Afterncon

Shift Count Posted Time Stamp
1 09-27-2022 07:06:56
1 09-2/-202213:3/15

1 09-27-2022 1337.08

Shift Time/Date Task(s) Class(es)
Thursday October 6th 2022 15:00-23:00
Sunday October 2ng 2022 05:00-13:00

Thursday September 29th 2022 15.00-23.00

Location

Lefurgey

Lefurgey

Lefurgey

Q, search

Action

5.4.1 Cancelling Parking Lot Request from the Employee Portal

oo

Do you want to take this shift?

Request Posted!

Request Posted!

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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O

GEC Squad Main Account
Employee ~

10th Sideroad v

@ Dashboard

™ Availability

M Time Banks

Employee Requests

i Location Schedule

i Parking Lot

Urgent Unfilled

B My calendar

[£J Time Card V2

£ Settings

$ Payroll History

© Help

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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Schedule
<l || PP By v o
December 2024 ’
sun Mon Tue wed Thu Fi sa
1 z 3 n 5 5 7
0%00-10:00 Mo || omo015000ay 2amiel 07:0015.00 Day Acmrel 06:00-10.00 Mzming Ot Sizeroac 16:00-10:00 Morri=g 10th Sideroa:
3 s 10 1 12 3 1
0500 10:00 Morn 3 10th Siderocd or0tsootafeamect| [ onootsatoafoeneh ] [ 0600 1000 zming -0t Sizcronc 16:00 10:00 Vorrig 10th Sidcroa
15 16 17 18
[ 7001500 Dafer 06:00-10:00 Mzming 1o 26:00-10:00 Viarrirg 10ty Sidetosz

Month View

Schedule
< ] ~ P w:c< oy
December 2024 onth vy
Sun Mon Tue Wed Thu Fri Sat
1 7 3 4 5 6 7
3 g 10 11 12 13 M
05:00 10:00 Morn ng 10th Siderocd 07:00 15:0C Day Admircl 07:00 15:3C Day Corveth 06:00 10:00 Mzming “ 0t Zizcrooc 0600 10:00 Morrirg 10tn Sidcroaz
15 16 17 18 12 2C 21

Week View
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€ > Touw Dec 8 — 14, 2024 Mantl Day
sun12/8 Mon 12/9 Tue 12/10 wed 12711 Thu 1212 Fi1213 sat12/14
all-day
coco

cnco

R

[ DE:00-16:00 Morming 108 - 26:00-10:00 M-ming “ M Ficerasd 06:00-10.00 Merrig 17t 3

070 07001500 Dy Al i1

Day View

Schedule

€12 )| Todn Decemnber 23, 2024 Mouth | Wesk

Monday

04:.0C
050U
LOXURH  06:00 10:00 Morninz 101h Sideroad
07:0C
08:0C

09.00

10.00

=/ Your individual company’s settings will determine how far in advance you may view your schedule.

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.
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GEC Squad Main Account
Employee ~

10th Sideroad v

@ Dashboard

B Availability

it Time Banks

Employee Requests

B Location Schedule

@ Parking Lot

= Urgent Unfilled

[ My Calendar

[E) Time Card v2

¥ Settings

$ Payroll Histery

@ Help

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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Time Card  reme / Tme card 22 o eeblEd)
Events[w v B April 06, 2025 - April 19, 2025 B3
Banked

SEC Squad Main Toul Paid Promium Hours Worked Reguiar or
993999299 24:00 * 00:00 oz:0000 00 ‘ 24:00 1200120 2¢.00 1200230 20:03 02:20/200 00:00 00:00/20 01 00:00
View Time Card
To see the details of your daily events during the pay period, select the “down” arrow to the far right.
025 v 20250479 (PP 9) v

Feme ¢ Tme Card

Time Card

Lvents( w «

GEC Squad Main
Account

1 993999399
T

Total Paid

24:00

Premium

+
00:00 o2:30/000C

April 06, 2025 - April 19, 2025

Hours Worked Regular ot PTBT PTSTOT
24:00 1200120 2400 12007230 7007 02:20/200: 00:00 20020200 NAON 0300TX00

Paid Absence

a0 00:02/03:00

Bankad
an:00

Unpaid

00N 00:00/2000

Once this opens a new view, select the secondary arrow.
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Paid Absence

00:00 00:00/00:00

lAbsence

Unpaid

00:00

00:00/00:00

Premium

Banked
00

Ohe

The View screen will display your daily events and totals

S == I o —
[ime Card | cme ¢ 1imecars 2005 70750419 (PP 2]
i Tals A
Fvents( o~ B April 06, 2025 - April 19,2025 B
GEC Squad Main P g
Account Total Paid N Prémin Hours Worked Regular or PTBT AT Prid Absence Ungwd Banked )
2) v
993390299 24:00 00:00 vovuviw 24:00 1zionzvy 2600 12WNZK QLU VLVURLODL VUL 0LUMD0)  UUUD OULIULY VU0O ULV OLU OLLOL00U u:uy e
s
Regular ar rioT PTET OT Paid Absence Premium
sw 2430
006~
Date Location Details Duration Rate Schedule Start Schedule End Clock In Clock Out Exception
Apri| 7 2025 06:00 AM 10th sideroad su 0400 00,00 04 07 2025 06:00 0407 2025 10:00
April 10 2025 06:00 AM 10th Sidcroad sn 04:00 0C.00 04 10 2025 06:00 C4 10 2C25 10:30
April 11 2075 07017 Ak 10th Sirerasd aw 0400 or.on 04112025 06:00 ra1120951000
April 14 2025 06:00 AW 10th Siderozd = 04.00 0c.00 04142025 06.00 0414-202510.30
April 17 2025 06:00 AM 10th Siderozd su 01,00 00,00 0417-2025 06.00 041720251000
Apnl 18 2025 0500 AW 10th Siderocd su 0400 oL 0418 2025 U6:00 0418 2025 10:00

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

Are you sure?

You want to Approve this Time Card!

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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GEC Squad Main Account
Employee ~

B8

L

10th Sideroad

@ Dashboard

Availability

Time Banks

Employee Requests

Location Schedule

Parking Lot

Urgent Unfilled

My Calendar

Time Card V2

Settings

% Payroll History

Help
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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.

Fayro!l History

Pay Period

fa Mxport Pay Stub

11 Histery

Ecleot Year

v Select Year
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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.

The GEC Squad
Employee Gross Earnings Qty Rate Current YTD Amt
Name: Alysha Lcbrasseur SALARY 80.00 $22.00 £1,760.00 $4,460.00
Number: 15 VAC 0.00 $22.00 50.00 50.00
Type: FT oT 20.00 §33.00 $65(.00 $1,590.00
Pay Period End: 2024-02-24 NLIEU BENEFIT £0.00 $750.00
Pay Date: 2024-02-29 Gross Pay $2,420.00 $6,200.00
Deductions Qty Rate Current YTD Amt
N $0.00 $40.00
Total $0.00 $40.00
Benefits Qty Rate Current YTD Amt
DENTAL $C.00 $700.00
Total $0.00 $100.00
Taxes Adjustment Current YTD Amt
CPP - Employee 40.00 521484
CPP2 - Employee $C.00 s0.00
CPP - Employer £0.00 $214.34
CPP? - Employer (.00 50.00
El-Employse $0.00 $64.41
El-E oyer 00 $90.18
ncoma Tax 50.00 5564 65
Lxtra Tax $0.00 $0.00
Total §0.00 $843.90
Vacation Accrual Earned Paid YTD Paid
Vacation $0.00 $0.00 40.00 $0.00
Net Pay $2,420.00 $5,316.10

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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GEC Squad Main Account
Employee ~

10th Sideroad v

@ Dashboard

B Availability

M Time Banks

& Employee Requests
i Location Schedule
B Parking Lot

= Urgent Unfilled

B My Calendar

59 Time Card V2

£ Settings

$ Payroll History

© Help

Once you enter this area, you will be able to see a list of important documents.

Help Kiosk
Show 10 entries scarch:
Name T Dpeseription urd Actions
GoEasyCa’e Websita Mzin GEC website with Infcrmation about the tenefits of tha platform hitpe://qoeasycare.com/ \
Showng 101 of 1 entrizs Praviaus Next

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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GoEasyCare Website

Main GEC website with information about the benefits of the platform

x

Close
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