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Log In

For LIVE self-service, you will use the following URL:

http://mytru.tru.ca



http://mytru.tru.ca/

Enter your User ID

User Name: ||

Password: | ~|§

__Login | | cancel |

Hawing problems logging in? Click
here.

How do I get a user hame
and password?

Meed Help
Contact the IT Service desk
at 250-328-5320 ar
itservicedesk@tru.ca,

here. First initial,
last name

Secure Access Login
2 /ﬁio me to /1y TRU!

he TRU
Enter your on-line

rades, access

password here  poodie or
£, OF
participate in group discussions, all through TELU,

You will also be able to customize your
space, moving, adding and deleting
items on your personal page to suit
yvour individual needs and tastes.

What's Inside?



Click the tab “Employee Resources” to

M . Welcome Allen Rivers
¥ oun .
cont E%D " You are currently logged in. o
ontert Fayon access Employee Self-Service
Employee Resources February 26, 2009
Campus Services @EE | | Campus BEE How to Customize aEE
Announcements myTRU
* Bookstors Teaching Excellence &ward:
* Careers Momination Deadline, Friday, Add your own tab
* Computer Labs February 27, 2009 at 4:00pm
e Daycare Add or delete channels
e Disability Services
e Food Services Content Layout, located in the top
e Gymnasium . This Month at TRU oOEX right corner, allows you to change
# Harassment Prevention 2 the Iayuut or REWERT TC DEFALLT
Health & Safet
il February 25, 2009
o Library Wisiting Artist Lecture, 12:00 P
® Print Services fo 130 PM, TRU Art Ga”er‘y’
« Telehook: TRU Phone TRU visual and Perfarming Arts myTRU Blogs Q=

Directary
wellness
e WWriting Centre

presents Yisiting Artist, Sean
Caulfield.

February 26, 2009

Science Seminar, 12:30 -
1:30m 5373

James Harynuk, 1 of Alberta,
"Wulti dimensional separations:
Howy can we turn data inta
information?"

Create a myTRU blog
Login
Yiew updated blogs

e Inside TRU
e TRU Motes with Josh Keller
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GOUSIE | Gl+mytrudev truca

j Go |Lir1ks

=G0 & E% + | ¥ Bookmarks~ h11blocked | %P Check ~ & Autolink + T AutcFil | Sendtor 2

@_ mytrudew g tru E ca

O Settings~

myTRU

Welcome ¥vette Marie Laflamme
You are currently logged in.

v Account
Content Layout

myTRU Home | J =070 IGTET T2 T

= & &k

E-mail Calendar Groups

= |

® @

Logout  Help

March 1, 2009
Employee Announcements @EE Personal Announcements [1=] [k [F5) Important Links @EE
T4's will be mailed out on Februar .

Finance Forms
Time Approval Channel | Fere ot

Employment Details [ [ ?—F'r;cgri,sclz%zosﬂ“s
B Benefits
B Direct Deposit
B Pay Stub S I D d P ime Approval FO@EEE
Bl70b Details elect Department an ay

Bl Leave Details

1, 425100 , Instructional Design
Employee Directory

Bi-weeskly - 5, Period Ending :
1, 205000 , Registrar

Period you want to approve.

Bi-Weekly - &, Period Ending :

- Request
Personal Information q

T Bi-weekly -

Bi-Weeskly -

, Due Date
, Due Date

Mar 19, 2009

Bl Update Addresses and Phones P Apr 02, 2009

Bl Update E-mail Addresses
@ Update Emergency Contacts
Bl change PIN

~]

1, 425100 , Instructional Design

Bi-Weekly - 6, Period Ending :
Request

Mare

Mare

Mar 04, 2009, Time Sheet

Mar 18, 2009, Leave

Mar 18, 2009, Leave

Update Approval Proxies

Act as Superuser

Employee Review

You have no employees to review
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Address I@_Al hittps://mytrudev tru.ca/render. UserLayout RootMode uP 7uP _tparam=utf futf =% 2op ¥ ip % Hlogin % Hsys % Adsctssb %.26urd % dhttps ./ /banssbtest tru_ca/bantest bwpktais P _WrapSelect Approverfction Jp_sortby=M%2526p_payperod= J Go | Lirks
Google |Gl mytrudev i ca ~|Go =) B v | f¥ Bookmarksw & 11blocked | %7 Check »  Aunlink v ‘| AutcFil | Sendtow £ [E] mytudev [E] tu [2] ca () Settings v
i
) Back to | = %
Employee Resources Tab E-mail Calendar Groups
i
Search I GOI SITE MAP HELP

& ¢

Logout  Help

Department Summary

&R sclect the employee's name to access additional details.

COA: 1, TRU

Departmenit: 205000, Registrar

Pay Period: Mar 05, 2009 to Mar 18, 2009
Act as Proxy: Not Applicable

Select New Department Select All, Approve or FYI I Reset | Sawve |
ID Name and Transaction Required Total Total Total Queue Approve or Return for Other
Position Status Action Days Hours Units Status FYI Correction Information
TO00103249 Andrew Faculty Mot Started
999971 - 00
TOO010350 Ben Faculty MNot Started
999971 - 00
TOO010351 Cari Faculty Mot Stas D -
ouble click on employee to
TOO010352 Dawn Facult . . . I Change Time
999971 - 00 view time sheet detail. R
TO0010353 Ed Faculty Mot Starte
999971 - 00
TO0010354 Frank Faculty Mot Started
999971 - 00
TO0010355 George Faculty Mot Started
999971 - 00
TO0010260 Greg Faculty Mot Started
999971 - 00
TO0010356 Helen Faculty MNot Started
999971 - 00
TO0010357 India Faculty Mot Started =l

(&1 Dene [T T[S [ ntemet
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oo o )
Search \.,'-\( Favorites é“j

® @

Logout Help

You can make corrections to
time sheet yourself.

1 205000 Registrar
Pending

Click Approve after you have
reviewed time sheet.

TOUUIUS5Z DawT Faculty
999971-00 Lecturer

Previous Menu rove Return for Correctigg | Change Rec Delete Add Comment

\arning Messages | Routing Queue | Account Distribution

Leave Reguest

Earnings Shift Special Total Total Thursday , Frid
Rate Hours Units M
2

0 You can return time sheet to

Total Units: 0

Error and Warning Messages employee If you reqUIre them tO
T make corrections.

nday , Monday , Tuesday , Wednesday, Thursday , Friday , Saturday , Sunday , Monday , Tuesday , Wedi
2, Mar 13, Mar 14, Mar 15, Mar 16, Mar 17, Mar :
2009 2009 2009 2009 2009 2009

Routing Queue

Name

Dawn Faculty Originated Feb 26, 2009 10:53 am
Dawn Faculty Submitted Feb 26, 2009 05:47 pm
Ywette Marie Laflamme Pending

Account Distribution Default Data

Pay Period Effective Date Percent Index Fund Organization Account Program Activity Location Project Type Cost Type
Mar 05, 2009 100.00 100100 211000 611000 999999
Previous Menu Approve Return for Correction Change Record Delete Add Comment

Leave Request | Error or Warning Messages | Routing Queue | Account Distribution

il

1l

. |
53 Dore TT T [ 3w
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oy myTRU

= E:;lot:ee Resources Tab - - @ @
Click Previous & Next to move =~ " .
search [ 1168l through time sheets withina [ =~

Employee Details department.

&R Select Next or Previous to access another employee.

Employee ID and Name: TO0010365 Ben Rivers Department and Description: 1 ictional Design
Title: 999951-00 Human Resources Assistant Transaction Status: Pe
Previous Menu [\L Approve Return for Correction Change Record Delete Add Comment Previous

Routing Queue | Account Distribution

Time Sheet

T i T Fensa, ‘Fens " Feb s, Fab3 rebas " Mar ol Mar0s Mor o5, s
Regul CIICk PrEVIOUS Menu tO return to 52009 ALl Zlis 52'3'39 52009 2009 2009 2009 20
listing of time sheets by 5

&e|  department to select another

Vaca

Total employee 5 5 5 5

Total o= |

Routing Queue

Name Action and Date

Ben Rivers Originated Feb 25, 2009 03:43 pm
Ben Rivers Submitted Mar 01, 2009 01:41 pm
Yvette Marie Laflamme Pending
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Employee Resources Tab

E-mail Calendar Groups Logout  Help

Employee —
Search I GOI SITE AP HELFP

Select All allows you to approve
ALL time submitted in one
department WITHOUT REVIEW.

Department Summary

&R sclect the employee's name to access additional details.

COA: 1, TRU

Departmenit: 205000, Registrar

Pay Period: Mar 05, 2009 to Mar 18, 2009
Act as Proxy: Not Applicable

Select New Department Select All, Approve or FYI set | Save
ID Name and Transaction Required Total Total Total Queue Approve or Return for Other
Position Status Action Days Hours Units Status FYI Correction Information
TO00103249 Andrew Faculty Mot Started
999971 - 00
TOO010350 Ben Faculty Not Started
999971 - 00
TOO010351 Cari Faculty Mot Started
999971 - 00
TO0010352 Dawn Faculty Pending Approve — — Lhange Time
999971 - 00 . ecord
T S I
TOO010353 Ed Faculty Not Started ransaCtlon tatus a OWS you to
999971 - 00 = =
T00010354 Frank Faculty Not Started view status Of a” employee time
999971 - 00 . .
TOO010355 George Facult Not Started
55571 00 " sheets in a given department.
TO0010260 Greg Faculty Mot Started
999971 - 00
TO0010356 Helen Faculty Not Started
999971 - 00
TO0010357 India Faculty Not Started =l
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Employee Resources Tab

E-mail Calendar Groups Logout  Help
Employee =
Search | Go| SITE MAP  HELP

Department Summary

&R sclect the employee's name to access additional details.

COA: 1, TRU

Departmenit: 205000, Registrar

Pay Period: Mar 05, 2009 to Mar 18, 2009
Act as Proxy: Not Applicable

Select New Department \ Select Se | ect N eW De partm e nt al IOWS
ID Name and Transa or  Return for Other

Position Status you to Change department you Correction Information

TO00103249 Andrew Faculty Mot Started

999971 - 00 = =
TOO010350 Ben Faculty Mot Started are apprOVIng, If yOU are
999971 - 00
reatessiean sy - nerswed | ragponsible for more than one.
TOO010352 Dawn Faculty Pending I Change Time
999971 - 00 Record
Errors
TO0010353 Ed Faculty Mot Started
999971 - 00
TO0010354 Frank Faculty Mot Started
999971 - 00
TO0010355 George Faculty Mot Started
999971 - 00
TO0010260 Greg Faculty Mot Started
999971 - 00
TO0010356 Helen Faculty Not Started
999971 - 00
TO0010357 India Faculty Not Started =l
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E-mail Calendar Groups Logout Help
Employee
Search I GOI SITE MAP  HELP

Approver Selection

&R Choose an Organization, Pay ID and Pay Period. Determine the Sort Order and then choose Select.

Time Sheet

Department and Description My Choice Pay Period

1, 205000, Registrar ® |BwW, Feb 19, 2009 to Mar 04, 2009 |
1, 425100, Instructional Design © |E|w; Feb 19, 2009 to Mar 04, 2009 j
1, 720100, Human Resources ¢ |BW, Feb 19, 2009 to Mar 04, 2009 7]

Leave Request

Department and Description My Choice Pay Period

1, 205000, Registrar o |BW, Mar 05, 2009 to Mar 18, 2009 7]
1, 425100, Instructional Design O |E|v\.g Mar 05, 2009 to Mar 18, 2009j
1, 720100, Human Resources |BW, Mar 05, 2009 to Mar 18, 2009 =]
Sort Order

Choose another department and
Sort employees’ records by Status then by Name: CIiCk Select_

Sort employees’ records by Name:

Sele{_r_—r'

s owared by
RELEASE: 8.1 SUNGARD' HIGHER EDUCATION
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GOUSIE | Gl mytrudew tru.ca ;I Go + @ ﬁ - | * Bookmarks - @ 11 blocked | :? Check » 9 Autolinlk - ‘l-_‘ AutoFil | e Sendtow é g mytrudew Q tru E ca O Settings+

myTRU

Welcome Yvette Marie Laflamme

H © & | § <
- E-mail Calendar Groups Logout  Help
myTRU Home Employee Resources

March 1, 2009

Employee Announcements =EEEE

Personal Announcements =
T4's will be mailed out on February 28, 2009

Important Links ===
Upcoming courses

Finance Forms

Pensions & Benefits
. : : Purchasing Forms
Employment Details @EEE Time Reporting BEEE IT Servies Dagk
B Benefits Time Sheet
Direct Deposit EEST P—-1anage%l?gggg-1- 00 - Biological Science
: _ airperson, N

Pay Stub
) ; Bi-Weekly - 5, Due Date : Mar 31, 2009 Time Approval BEOEE
Job Details . - 1, 425100 , Instructional Design
Lea'yie Details Bi-weekly - 5, Period Ending : Mar 04, 2002, Time Sheet

Employee Directory

1, 425100, Instructional Design

Personal Information U pd ate Approval PrOXIeS When E;q[ﬁfs': e R A e

Update Addresses and Phond 1, 720100 , Human Resources

Update E-mail Addresses you are u nable to reVieW ti me E;c;[ieslél - 6, Period Ending : Mar 18, 2009, Leave
Update Emergency Contacts
Change PIN Sheets . Update Approval Proxies

Act as Superuser

Employee Review =EEE

You have no employees to review

™" SUNGARD'
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] Back to @ @

Employea Resources Tab Calondar Loaut Helo
Employee
Search | Go| RETURN TO MENU ~ SITE MAP  HELP

Proxy Set Up

Name Add Remove

wf wfuserDl, WFUSERD1 @

Save

RELEASE: 8.1
Use drop down to select
your proxy.

|&] Done
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NmytRU________
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Employea Resources Tab Calondar Loaut Helo
Employee
Search | Go| RETURN TO MENU ~ SITE MAP  HELP

Proxy Set Up

Name Add Remove

wf wfuser03, WFUSERD3 -l O
Hannah Thompson, HTHOMPSON -

Kara Thompson, KTHOMPSCN
Laura Thompson, LTHOMPSON

Med Thompson, NTHCOMPSON
Oprah Thompson, OTHOMPSON ™ Select your proxy from drop

IFenny Thompson, PTHOMPSON I
Rachel Thompson, RTHOMPSON down list.

Terry Thompson, TTHOMPSON (o

Uma Thompson, UTHOMPSON

/)| Victor Thompson, VTHOMPSON [ [ T[S [e ntemet 4
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Co gle| 8 - | search { 5 - - | B - ¥¥ Bookmarks~ | [ Find ~ % Check + | AutoFil - €.+ Sgnin v
-
Back to

Employee Resources Tab

Calendar
Search | GoI

® @

Logout Help

RETURM TO MENU  SITE MAP  HELP

Proxy Set Up

Name Add Remove

i3

| wf wfusero2, WFUSEROZ

Save

RELEASE: 8.1

powsred
SUNGARD' HIGHER EDUCATION

Click ADD to confirm your
selection.

@ Done
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[ Back to = % @ @
E-mail Calendar Groups Logout Help

Employee Resources Tab

Employee
Search I GUI RETURM TO MENU  SITE MAP HELP

Proxy Set Up

Name Add Remove

m
— Click Save button to update

=
your proxy.

. b by
RELEASE: 8.1 JARD" HIGHER EDUCATION
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Go gle| 8 -

0

- f Bookmarks -

@Find'}} %*':'Sgnln*
M myRU__

Ezck to @ @

Employee Resources Tab Logout Help

Calendar
Search | ﬂl

Proxy Set Up

RETURM TO MEMU  SITE MAP  HELFP

Name Add Remove
wf wiuser0z, WFUSERDZ Fk
o
Save CI|Ck REMOVE tO end
your proxy selection.
RELEASE: 8.1 ]
@ Done
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w | Search 4

Links
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Address E:II'rl'tps:.-".-"n'r:,'tn_ldev.tru.u:a.-"render.LlserLa}'DutHDDtND::IE.uF":uF‘_tpalam=l.rtf3ul'f==.-;2f|:pf-;ﬁipf-;zflnginf-;ﬁsysf-;?:-dsctssl:ﬁ-;EEA_lrIf-;Sdl'rttpj 5o
Go gle| 8 -

0

- f Bookmarks -

@Find'}} %*':'Sgnln*

Ezck to

Employee Resources Tab

Calendar
Search | ﬂl

NmylRU______________________________

» ¢

Logout

Help

RETURM TO MEMNU  SITE MAP

Proxy Set Up

HELFP

Name Add Remove
wf wfuser02, WFUSEROZ2 W
| T
Save - Click Save button to complete
removal of your proxy.
RELEASE: 8.1 H_
@ Done
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E | Re Tab
mployee Resources @ E-mail Calendar Groups Logout Help

Click the Employee Resources Tab
link in upper left hand corner to
navigate back to the main Employee
Self-Service Area




IF YOU NEED HELP
<

Payroll

— Teri Froescul 250-371-5617
— Donna Bloxom 250-371-5650
— Julie Orobko 250-371-5618

Human Resources

— Breeanne Hollett 250-852-6381
— Ellen Wilson 250-377-6123

-~ Donna Dallas 250-371-5531

IT Service Desk 250-852-6800
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