AIMS Action Items for Leaders

Session 4:

Payroll

October 5, 2022

Please note: Some of the paths shown in MyConnection in this presentation
may not be available until after the implementation of AIMS.
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Learning Acknowledgement

Recently, the scheduling learning modules were released through MyConnection.

It was quickly realized that there were more employees who required this training than initially
projected.

MyConnection and the AIMS Learning Project Team have since provided to access to many of these
individuals.

We appreciate your patience as we work through the inquiries in MyConnection related to gaining
access to these modules. We have additional resources assigned to working through the requests.

As we continue to actively sign on new individuals, it is recommended to check your MyLearning
dashboard in the event that your modules have been added prior to receiving a formal response
through your MyConnection case.

Also, please note the new AIMS Scheduling Security Access Form (available in the AIMS Manager’s
Toolkit) to submit a request to have access provided to additional employees, as needed.

* MyLearning ->Questions about MyLearning
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Session Procedure

* Please submit all questions in the Q and A Chat, which can be found by clicking on the three dots
in the lower right hand corner of your screen.

* Questions put in the regular chat will not be tracked.
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verview of Today’s Session

Leader Responsibilities

Payroll

Review: Time Card Confirmation

Historical Edits

Pay Corrections Pre- and Post-Implementation

First AIMs Pay Confirmation Period

Expense Claim Restriction Period

Mileage Claims (Including Home Care/Public Health)

Scheduling
» Offering Shifts for SUN/Overtime
 Call-In Lists/Replacing a Shift

Pre-Implementation Duties
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e Card Confirmation
Managers/designates will have a limited period in which to confirm time worked for employees.
Employees will be paid according to their schedule, but if there is a change to the time worked then
that will require approval. Managers will receive a notification on their dashboard indicating that
they need to review this change.

Dashboards should be reviewed on a daily basis.

Not approving timecards prior to the approval cut-off period may lead to pay inaccuracies.

Time needs to be verified daily in most cases.

Changes to schedule must be approved before time cards are locked for the week. After that time,
an Historical Edit (time correction) is required if changes are needed.

Any time corrections still outstanding from a period before the implementation of AIMS will need to
be re-entered.

Please pay close attention during the first two pay periods in particular to ensure that time is
accurately reflected, although this will continue to be an ongoing process.
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First Day Payroll Confirmation

* The first pay period processed through AIMS will be November 10, 2022.

* Employees will need to follow the time verification process to ensure that the time reflected on
their time card is correct to avoid incorrect pay.

* Check your timecard to view your time.
* Check your pay statement to view your hours paid and deductions.

* To correct time entries, use the Historical Edit process.



What are Historical Edits?

* Historical edits are when corrections are made within the system to change a record of time worked
after time cards have been finalized for the week by Monday, 10:00 a.m. or for anytime prior to the
current week (Sunday to Saturday of the previous week.)

A change to time worked for Sunday to Saturday of the current week
can be made prior to Monday 10 a.m. of the following week.

Edits can be made

Time worked for Sunday to Saturday prior to Monday,
10 a.m.

Sunday Monday Tuesday | Wednesday | Thursday Friday Saturday Sunday Monday

Changes for any period earlier than the current week must be made through a Historic Edit.
MyConnection > MyWork > MyScheduling > Historic Edits (tile)

* This could include changing the hours worked or adding or removing time from the schedule in the
system.

* Employees and Manager/Designates will be responsible for making historical edits.



Making Historical Edits to Schedules

* Itis particularly important for employees to check their schedules for accuracy during the first pay
period after the implementation of AIMS, which is reflected on the November 10, 2022 pay statement.
If a correction is required, employees must enter an historical edit through MyConnection.

MyConnection > MyWork > MyScheduling > Historical Edits

* This will ensure proper pay by accurately reflecting the time worked.

e Although it is important to perform this check during the first pay period, it will also remain an ongoing
requirement.

* In the MyConnection, MyKnowledge Library, is a Knowledge Base Article Number KB #12735,
“Requesting an Historical Edit” that walks through the steps of performing an Historical Edit.

* Please ensure that all employees check their schedules during this important first pay period, and
maintain this practice thereafter for changes to time worked.

e Questions should be directed by opening an inquiry through MyConnection:

MyConnection > MyServices > Scheduling/Timekeeping > Scheduling Inquiry (tile)



Pre-Implementation — Historical Edits

e Corrections to time made prior to October 23, 2022 will be processed in the following manner:

* The employee submits a case through MyConnection to initiate the correction

MyConnection > MyServices > Payroll > Payroll Inquiry
* Payroll reviews the correction and sends the request to the Manager for approval.

* When approved, Human Resources will process the change accordingly.
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Expense Claim Restriction Period

* Reimbursement of expenses received by accounting prior to October 18, 2022 will follow the
existing reimbursement process.

* Reimbursement of expenses receiving by accounting after October 18, 2022 will be required to be
submitted electronically through MyConnection starting November 1, 2022.

* This two-week period allows Finance to complete the processing of pre-AIMS submissions before
focusing efforts on those submitted through MyConnection.

* There may be a slight delay in payment as we move to the new process, but re-submitting claims
will not be required.



Subm

* There will be a change in how all mileage and car allowance claims are submitted by employees and
approved by managers. This will include all employees and mangers in Home Care and Public Health.

* All Employees will file online through MyConnection following this path:
MyConnection > MyServices > Reimbursements > Mileage & Cell Phone Claim

* All Mangers will approve claims through MyConnection following this path
MyConnection > To-dos > Approve Request

e The system determines reimbursement rates based on the employee’s union or out-of-scope affiliation
and will determine if the mileage claims are Taxable or Non-Taxable:
* Flat daily/monthly car allowance and per kilometer claims would both be taxable reimbursements.
* Callback per kilometer claims would be taxable.
* Non-Callback per kilometer claims with no car allowance would be non-taxable
* Managers/Out-of-Scope (O0S) designates will be required to approve employee expense claims

individually within MyConnection by Thursday, 5 p.m. each pay period for reimbursement the
following pay day.

 Employees will be reimbursed by direct deposit and it will appear on the employee’s pay slip for the
applicable pay period.
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Mileage or Allowance Claims Pre-Implementation

* The SHA Employee Expense Claim Form (Appendix C to Expense Reimbursement policy) must be
completed, approved and submitted through the MyConnection Payroll Inquiry tile when applying
for trip or daily claims prior to Oct 23, 2022 or a monthly claim prior to November 1, 2022.

MyConnection > MyServices > Payroll > Payroll Inquiry (SHA)



Call-In List — High level flow

Shift to be -
Replaced

(e Status (FT/PT/CASUAL. )
Relief, etc.)

¢ Evaluate the positions the
employee holds

¢ Evaluate Union/Out-of-
Scope

¢ Averaging Period for that
position

e Weekend Definition

¢ SDO definition

e Calculate employee hours

e \Vork Rules

(o Days available to work )
e Length of shifts
e Waiver of 34/4th weekend

and how many days off
; ~ SRR (3 bility
|
Automated

Regular Call-In
List

Over Time

Call-In List

Mandate
Call-In List

The system generates the call-in list, and Collective Bargaining Agreement rules are accommodated.

PLEASE NOTE: Only employees on the call-in list generated by the system can be offered/awarded a shift.



OffermgShlf'ts SUN/Overtime — Change in Practice

Please Note: The following is a change in practice for offering out Saskatchewan Union of Nurses
(SUN) Overtime (OT) shifts:

* OT Shifts will be offered/awarded to employees who have worked the least number of shifts
in the previous four weeks from the day of offer.

* |f two or more employees have the same number of shifts in the previous four weeks from
the day of offer, the OT shifts will be offered/awarded by seniority date.

This change will be in effect upon the implementation of AIMS, and has been shared with SUN
provincially.



Pre-Implementation Duties

Understand/Convey
* How to submit manual scheduling entries
* QuickDial options for SHA HR Staff Scheduling employees (fSaskatoon, fCypress)
* Automated Shift Offerings for SHA HR Staff Scheduling employees
* Time frame for Shifts Awarded and Closed pre-implementation for SHA HR Staff Scheduling
employees
* Inform employees of the Expense Claim Restriction Period
* Remind employees of the Broadcast Notifications

* A password reset will be required the first day employees enter MyConnection after
implementation:

* Encourage employees to go to Gateway Online to confirm that their contact information is
correct including an email prior to implementation.

* Know where to go to for answers: MyConnection and the AIMS Manager’s Toolkit
https://www.aimsproject.ca/aims/manager-toolkit.

e Questions can also be submitted through MyConnection.
e Attend future Action Items for Leaders sessions.



https://myconnection.skhealth.ca/esc/?id=esc_csm_login
https://aimsproject.ca/aims/manager-toolkit
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AIMS Manager’s Checklist

* The AIMS Manager Checklist is o
a tool for Managers to track -Actlon Items AIMS

the many tasks fo be . forLeaders Manager Checklist
performed before, during and e

A . 1 INSTRUCTIONS:
a fte r t h e I m p I e m e ntatl O n Of : Use this checklist to identify and highlight tasks that are required to be completed pre- and post-implementation for AIMS. Please consult MyConnection or
. . ... : SHA Leaders Resources for additional information regarding these tasks.
A I M S . Th e C h e C kl I St CO nta I n S g : *Resource column provides hyperlinks to demos, work standards and other educational materials to aid the successful completion of the tasks.
convenient links to supporting &

@ > DONE TASK DEADLINE RESOURCES*
Remind employees only two bank accounts will be Oct. 7, 2022
o}
— transferred to AIMS (remove any additional bank accounts
: hl =
° Please access th|s Valuable tool % _ g S beyond two from Gateway Online) —
N th e AI M S M an age rs TOO I klt . E E ] | Last day to submit job postings in current posting system(s) Job Posting Restriction
— g E ] | Employee Movement Restriction Begins Oct. 18, 2022 I_mw
. . — 5 I:I Camplete both Manager and Employee Training in By Oct 19, 2022 Myl earning
https://WWW_a|msprOJeCt.ca/202 o MyConnection Instructional Videos
e g D Apprave/Deny vacation requests and enter them into legacy Oct 22,2022
20928'A| MS'M a nage I"S- pv E scheduling system (only applicable to ESP and VIP areas)
Checklist.pdf -
. 113
Connection B ey, @Health  eHeatth — 5o ()
myconnection.skhealth.ca oo e el o -



https://www.aimsproject.ca/20220928-AIMS-Managers-Checklist.pdf

Questions
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