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

http://mytru.tru.ca

Log In

http://mytru.tru.ca/


Enter your User ID 
here.  First initial, 

last name

Enter your password here.  If 
you can’t remember your 
password contact IT Service 
Desk (852-6800).



Click the tab “Employee Resources” to 
access Employee Self-Service



Employee Announcements is 
where Payroll & Human 
Resource departments will 
post important and relevant 
notices for employees

Personal Announcements is a 
notice area targeted at 
individuals or smaller groups.  

Important Links 



Click the Employee Resources Tab 
link in upper left hand corner to 

navigate back to the main Employee 
Self-Service Area



Changing Password
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Do not try to change 
password using the 

“Change PIN” link – it is 
disabled.



Do not try to change 
password using the 

“Change PIN” link – it is 
disabled.

To change your 
password, Click “My 
Account” in upper 

left of screen



To change your password, follow 
the instructions on the screen.  

Click the Save Changes button.

The next time you log in, your 
new password will be used.



Password Synchronization:

If you use the Banner INB 
application to do your work as a 
TRU Employee, then your myTRU 
(Luminis) password will be 
synchronized to your Banner INB 
user account.  

Synchronization automatically 
occurs when you click on a Banner 
Channel for Luminis such as “Time 
Reporting” or “Personal 
Information”.



Pay Stubs
Direct Deposit
Employment Info.
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Employment Details Channel

Click the links under this 
channel to access your 

personal information



Employment Details Channel

Click the Benefits links to 
view current Benefits 

Statement



Through the Benefits link you can 
look up your benefit statement for a 

listing of the benefits you are currently 
enrolled in and review your 

Beneficiaries and Dependents 





Employment Details Channel

Click the Direct Deposit link to 
access direct deposit banking 

information



Direct Deposit Allocation

Allows you to view current 
banking information.



Can set up $ Amount or 
Percentage (%) to deposit to 

different bank accounts



Employment Details Channel

Click the Pay Stub link to 
access sample pay stubs



Click DISPLAY button to list 
available Pay Stubs



Choose date of Pay Stub you would 
like to view



Pay Stubs can be 
printed BUT will 

remain in history for 
you to access at any 

point in time.



Click on Pay Stubs link 
at the bottom to return to 
your summarized list of 

pay stubs



Employment Details Channel

Click the Leave Details link to 
view current leave balances



Access to your 
Vacation balances, 
Sick balances and 
various other leave 
balances.  These 
balances will be as at 
the most recent pay 
cut off



Use links at bottom of screen to flip 
back and forth between leave 

screens.



Employment Details Channel

Employee Directory link is not 
available.





Addresses & Phones
email Addresses
Emergency Contact
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Personal Information Channel

Click the links under this 
channel to access your 

personal information



Personal Information Channel

Click the Update Addresses 
and Phones link







View Addresses and 
Phones at bottom of 

screen takes you back to 
address selection screen 

After you have made 
your changes, click 
Submit to save your 

changes.



Personal Information Channel

Click Update E-mail 
addresses link to change e-

mail information.





Personal Information Channel

Click Update Emergency 
Contacts link to change 

contact information.



Click New Contact to open an 
edit screen to add Emergency 

Contact Information



After you have made your 
changes, click the Submit 
Changes button to save 

your changes.



Time Sheets
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Time Reporting Channel

Time Sheet Entry



Time Reporting Channel

Leave Request



Click on day/date and earn type 
to entry time



Enter time in hours box.  Click 
SAVE button or hit enter when 

done.  Hours will update in time 
sheet.



The copy by date feature allows employees to 
quickly enter same hours and earn type to 

multiple days.



Click on the Check boxes to indicate which days 
you would like to copy the hours to.  

After you have checked the desired box or 
boxes above, click “Copy”.  Your time sheet 

will be updated.



Verification that your hours 
were copied.

Click Time Sheet to return to your 
Time Sheet entry form



Shift Premium
Change shift to 2 or 3 for 

afternoon and evening shifts.
2=Afternoons (shift ends 

between 6pm and midnight)
3=Nights (shift ends between 

midnight and 8am)



Weekend Premium is 
calculated by the System.
ONLY PAID for employee’s 

with regular schedule that falls 
on Saturday and/or Sunday.  



Once time sheet is complete, 
click the Submit for Approval 
button.  Can ONLY SUBMIT 

ONCE.  Approver will need to 
return to you for correction if 

needed.



You can view the approval status of your time sheet at anytime.



To change the number of 
Bi-weekly pay periods 

that are displayed in the 
Time Reporting Channel, 

Click the Pencil Icon.

Enter the number of Bi-
weekly pay periods you 

would prefer and click Apply, 

Then click “Back” to return to 
view.





Leave Requests
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Time Reporting Channel

Leave Request



Position Selection allows you to choose 
different Pay Period to request leave in.



Drop down for list of available Pay 
Periods.  At TRU you will be able to 

request leaves in advance up to 1 year.





Comments allows you to include 
additional information about the leave 

you are requesting.





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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