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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



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



Time Approval Channel

Select Department and Pay 
Period you want to approve.



Double click on employee to 
view time sheet detail.



Click Approve after you have 
reviewed time sheet.

You can return time sheet to 
employee if you require them to 

make corrections.

You can make corrections to 
time sheet yourself.



Click Previous Menu to return to 
listing of time sheets by 

department to select another 
employee.

Click Previous & Next to move 
through time sheets within a 

department.



Select All allows you to approve 
ALL time submitted in one 

department WITHOUT REVIEW.

Transaction Status allows you to 
view status of all employee time 
sheets in a given department.



Select New Department allows 
you to change department you 

are approving, if you are 
responsible for more than one.



Choose another department and 
click select.



Update Approval Proxies when 
you are unable to review time 

sheets.



Use drop down to select 
your proxy.



Select your proxy from drop 
down list.



Click ADD to confirm your 
selection.



Click Save button to update 
your proxy.  



Click REMOVE to end  
your  proxy selection.



Click Save button to complete 
removal of your proxy.  



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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