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





Learning Acknowledgement

• Recently, the AIMS 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.



AIMS Security Access for Employees 
• Employees will be provided access to learning modules if requested.

• This does not provide them with security access to the AIMS functionality associated with that 
learning upon implementation.

• To be given security access to the functionality employees must request that their Manager 
submit this request by the following process:

• Scheduling – Complete an AIMS Scheduling Security Access Form and submit it through 
MyConnection:  MyConnection > Support for MyConnection (tile) > Questions about AIMS

• Human Resources (HCM) and Finance (FIN) – Submit a request for employees to have 
security access provided to them through MyConnection: MyConnection > Support for 
MyConnection (tile) > Questions about AIMS

https://aimsproject.ca/manager-toolkit/Intake-Security-Access-Request-Form.pdf


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. 

Available Sessions

• All Employee Learning
• All Leader Learning
• Leader Learning Specific HR/Finance/Scheduling/Contracting, Procurement and Supply Management
• Leader Drop-In Sessions
• Action Items for Leaders



Welcome

October 6, 2022 Scheduling (Session II – Cutover Activities)

October 12, 2022 MyConnection/Timetable for Implementation

October 13, 2022 Scheduling (Session III – Day in a Life of a Scheduler)

October 19, 2022 Finance

October 26, 2022 Topical Areas of Concern 

Session Topics



Important Tools found in the AIMS Manager’s Toolkit
Job Posting Exception Form (New) AIMS Scheduling Security Access Form (New)

AIMS Manager’s Checklist (New) AIMS Manager’s Toolkit

https://www.aimsproject.ca/aims/manager-toolkit


Overview of Today’s Session
“Basic” Scheduling functions applicable to ALL employees that are providing scheduling support –
HR Staff Scheduling and Unit Scheduling

Cutover Activities – applicable to areas outside of HR Staff Scheduling; currently referred to as Non-
central Scheduling (Unit Scheduling)

Interim Time Validation Process
• Timecards & Premiums

Call-In Process/Filling Shifts(s)
• Call List
• Call List by Emloyee

Field Hours

Call Back 

Cutover Activities
• Entry of exceptions (already approved leaves such as vacation and/or shifts picked up)
• Entry of “open” shifts (shifts needing to be filled)



Interim Time Validation Process (Time Cards & Premiums)

• All employees currently account for their time worked.

• AIMS will make this process electronic.

• Upon implementation, there will be a time validation process to follow 

• For majority of NON SHA orgs, this process will be a permanent process.
• There are a few areas that will be utilizing tap in/out which will be implemented 6 weeks after 

Go Live.



Interim Time Validation Process (Time Cards & Premiums)

• Employees that work Monday to Friday will need to confirm their time at the end of the work 
week. 

• Shift workers will need to confirm their time on a daily basis. These are employees that work in 
departments that operate six or seven days a week. 

• For each day you will confirm that you have worked the time shown by clicking on the dropdown 
and selecting “Worked.” 

• For days that an employee did not work due to an error in the conversion process, the employee 
would select “Remove.”

• For days that an employee did not work due to an absence; the employee is responsible for 
submitting a leave request to ensure appropriate pay.



Interim Time Validation Process (Time Cards & Premiums)

The current process to claim time 
worked beyond an existing 
schedule requires the information 
to be manually entered into the 
system, thereby increasing the risk 
for error.

To validate time upon 
implementation, you will enter this 
type of variable, follow this path:

MyConnection > MyScheduling > 
Time Cards & Premium



Preview Request: Time Cards & Premiums



Call-In Process/Filling Shift(s)



Call-In





Preview Filling Shifts: Manager’s Dashboard



Preview Filling Shifts: Manager’s Dashboard







Home Care Scheduling



Standby/On-Call & Call Backs 
There are various ways to have Standby/On-Call reflected in an employee’s schedule:

• Part of the employee master rotation

• Time of offer – Scheduler/Scheduling support will enter upon the acceptance of the on-
call/standby

• Request submitted by employee through Time Card & Premium tile – this would go to 
Manager/Delegate for approval; once approved the employee schedule is automatically 
updated

• When it comes to being called back while on Standby/On-Call, there are a couple ways of how 
this is reflected in an employees schedule:

• Request submitted by employee through Time Card & Premium tile – the employee would 
enter the start & end time of their call back, if a minimum amount is to be paid the system is 
programmed to pay the employee the minimum.  This would go to Manager/Delegate for 
approval; once approved the employee schedule is automatically updated

• Example:  Employee is called back for 10 minutes, but is to be paid a minimum of 2 hours

• Upon implementation of Tap in/out process; the employee would be tapping in/out to record 
their time of their call back



Field Hours – SUN Example
• Field hours is defined as a Unregulated day or series of days
• Daily overtime is not applicable

• Field hour employees have a field hour bank that will allow to them to carry over field hours for 18 
weeks

• Full-time employees: All additional time they work will go into the field hour bank
• If field hours are not taken as time off, after 18 weeks it will be paid out at OT rates

• OTFT Field hour employee has to qualify for averaging period overtime before field hour process 
applies
• Paid at 1X for additional hours until they qualify for averaging period overtime
• A manual adjustment is required to ensure OTFT employees do not exceed their letter of offer 

(Manager discretion)
Example:  Full-time employee is scheduled to work from 0800-1630; they work 
additional hours from 1630-1800 due to client care.  
1.5 hours will go into Field hour bank at 1X automatically 
After 18 weeks, if time is not “taken”, 1.5 hours need to be paid to employee at overtime



Cut-Over Activities



Exceptions/Open Shifts
• What is an exception?
• An exception is any change that has been made to an employees master rotation (Example: 

vacation leave, trade, etc.)

• Manual entry into AIMS will be required for the following items:

• Approved Leaves, trades, etc.
• Awarded shifts 
• All schedule changes
• Open shifts

• For areas that schedule using VIP & ESP:  AIMS Team will enter exceptions 

• For areas that schedule using IHRIS/WRA: Scheduler/Scheduling support for these areas are 
responsible for entry



Manual Entry into AIMS



Questions
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