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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

here. First initial,

Secure Access Login

User Name: I|

Password: | 4§

' Login | | Cancel |

Hawing problems logging in? Click
here.

last name
/ﬁio me to /myTRU!

Blackboar

narticipat| PASSWOrd contact IT Service

How do I get a user hame
and password?

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

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




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.

Welcome allen Rivers v
E‘:?gzz rou are currently logged in. B % @ @
E-mail calendar Groups Logout Help
INShTH TNy Employee Resources February 26, 2009
//
N
Employee BEE Personal BEE0E | | Important Links BEE
Announcements Announcements
. Finance Forms
) ) Upcoming courses
T4's will be mailed out on February 28,
2009 Pensions & Benefits
. Purchasing Forms
—— Important Links IT Service Desk
Emp
Benefits 0o - Instructional
Direct Deposit Design, 425100 .
Pay Stub Bi-Weekly - &, Due Date : Mar Time Approval HOE
[E] Job Details s, =009
Leave Details Leave Request _
Employes Directory Human Resources Update spproval Proxies
Assistant, 999951-
00 - Instructional
; — Design, 425100 Employee Review DEE
3 ) —
Personal Information  [@E Bi-Weekly - 6, Due Date : Mar _
Update Addresses and Phanes 14, 2009 You have no employees to review
Update E-mail Addresses 3'2""\"2905'0‘2‘? - 7, Due Date : Apr
Update Emergency Contacts !
Mare

[ TR Y T



g myTRU
= & | 4 ¢

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




Self-Service Documentation

Changing Password



IUU drE CUrTEILY agyey 1, b 7 mesa A 4 >
Contsnt Layout E-mail Calendar Groups Logout Help
myTRU Home | S0 PR EE T February 26, 2009
Employee BEE | | Personal BEE6 |  Important Links BEE

Annourcements

T4's will be mailed out on February 28,

Announcements

Upcoming courses

Finance Forms

Pensions & Benefits

Purchasing Forms
IT Service Desk

2009
Time Reporting FQE =
Time Sheet

Employment Details =1k B Hurman Resources

f Assistant, 999951-

Bene Its 00 - Instructional

Direct Deposit Design, 425100

Pay Stub Bi-Weekly - &, Due Date : Mar

[E] Job Details b5, =009

Leave Details
Employee Directory

Leave Request

Human Resources
Assistant, 999951-

Time Approval HEEE

Update Approval Proxies

I
Personal Information d

Update Addresses and Phoned
Update E-mail Addresses
Update Emergency Contacts

Change PIN T

N

Copyright @ SunGard Higher Educati

Do not try to change

password using the

“Change PIN” link — it
disabled.

ee Review @EE

no employees to review

IS

SUNGARD'

HIGHER EDUCATION



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

My Accoum T are currently logged in.

Content Layout %

(AL HENE T =N Employee Resources

Personal Information DBE [ Do not try to Change

Update Addresses and Phones

Update E-mail Addresses password US!ng the _
[El Update Emergency Contacts “Change PIN” link — it is
Change PIN disabled.

Capyright @ SunGard Higher Education 1998 - 2



Back to

W
Employee Resources Tab %

My Account Preferences

Toc

Change Password
Please enter your current password and new password
Current password;

Mew password:

Confirm password:

Preferred Locale
Preferred Locale Disabled
The system is currently undergoing backup and the operati
Current Locale: English-United States
Privacy Settings
Calendar Searches: O gprout @ optIn

E-mail Searches: O oprouwt @ optin

hange 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.

*MNOTE: Selecting the Opt In option allows othd
through the search features in the res
example: in the Address Message feat ail, users will
be able to search the campus director i
address. In Calendar, users will be ab
invite you to an event or meeting.

arch for, and

Save Changes | Cancel |




- Back to

Employee Resources Tab

_hcl Here to contitiue

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

Reporting” or “Personal
Information”.

E-mail Cal

Password sync successful Your password i Banner has been changed to match your password m Lurmins.

February 26, 2009

hirtant Links SEE

e Farms

ns & Benefits

bsing Forms
vice Desk

occurs when you click on a Banner
Channel for Luminis such as “Time

00 - Instructional

Design, 425100

Bi-Wweekly - &, Due Date : Mar
0g, 2009

Leave Request

Human Resources

Assistant, 999951-

00 - Instructional

Design, 425100

eekly - 6, Due Date : Mar
. 2009

Bi-Wweekly - 7, Due Date © Apr
0z, 2009

Time Approval FOE =

Update &pproval Proxies

Employee Review OEe:

You have no employees to review



Employment Detalls
Documentation

Pay Stubs
Direct Deposit
Employment Info.



My Account
Content Layout

mvTRQHnme Employee Resources

Welcome Allen Rivers

You are currently logged in.

=" AN o N Z3

Employee

DEH

Announcements

T4's will be mailed ocut on February 28,

2009

Personal
Announcements

Upcoming courses

Time Reporting
Time Sheet

Employment

Benefits

Direct Deposit

Pay Stub
[E] Job Details
Leave Details

@E

Details

Employee Directory

Personal Information

OEk

Update addresses and Phones
Update E-mail Addresses
Update Emergency Contacts

05, 2009

Leave Request

Human Resources
Assistant, 999951-
00 - Instructional
Design, 425100

Bi-Weekly - 6, Due Date :

19, 2009

Bi-Weekly - 7, Due Date :

02, 2009

Bi-Weekly - &, Due Date :

Employment Details Channel

Click the links under this

channel to access your
personal information

Mar Time Approval FADE
Update approval Proxies
Employee Review [w]]ES [ES
Mar
You have no employees to review
Apr



My Account
Content Layout

mvTRQHnme Employee Resources

Welcome Allen Rivers

You are currently logged in.

=" AN o N Z3

Employee

DEH

Announcements

T4's will be mailed ocut on February 28,

2009

Personal
Announcements

Upcoming courses

Time Reporting
Time Sheet

Employment

Benefits

Direct Deposit

Pay Stub
[E] Job Details
Leave Details

@E

Details

Employee Directory

Personal Information

OEk

Update addresses and Phones
Update E-mail Addresses
Update Emergency Contacts

05, 2009

Leave Request

Human Resources
Assistant, 999951-
00 - Instructional
Design, 425100

Bi-Weekly - 6, Due Date :

19, 2009

Bi-Weekly - 7, Due Date :

02, 2009

Bi-Weekly - &, Due Date :

Employment Details Channel

Click the Benefits links to

view current Benefits
Statement

Mar Time Approval FADE
Update approval Proxies
Employee Review [w]]ES [ES
Mar
You have no employees to review
Apr



oy myTRU

® Emalhee esowces b Through the Benefits link you can
look up your benefit statement for a
search listing of the benefits you are currently

Benefit Statement Date Criteria enro.II(.ed _In and review your
Beneficiaries and Dependents

&R Select a date from the pull-down list or

As of date:
Enter date: mm/DD/YY

[ Retiremment Plans | Health Benefits | Flexible Spending &ccounts | Miscellaneous | Open Enrollment |
Beneficiaries and Dependents ]

RELEASE: 8. 1 powered by
SUNGARD' HIGHER EDUCATION

https: jfmytrudev.tru.caftag.eSe8e3b4f0cef961 render .userLayoutRootNode. UP7uP_root=rootéuP_sparam=activeTa...  mytrudev.bruca |} 206.123.166.26  192.146.156.26



Benefit Summary

gtatement for Allen Rivers as of Feb 26, 2009
Current Date is Feb 26, 2009

Persaonal Data

Department: Instructional Design
Benefit Category: Support FT Benefit Eligible
Date of Birth: Dec 12, 1988

Original Hire Date: apr 01, 2008

Current Hire Date: apr 01, 2008

Adjusted Service Date: Apr 01, 2008

Basic AD&D | Basic Life Insurance | Dental | Disability Coverage | Medical | Optional | Pension Plans

Basic AD&D

Basic Accidental Death & Dismb

PLANCODE:

Support Basic AD&D

Calculated Premium:

£.58
Calculated Insurance Salary: £38,256,40
Calculated Coverage Amount: £77,000,00

Return to Top

Basic Life Insurance




My Account
Content Layout

mvTRQHnme Employee Resources

Welcome Allen Rivers

You are currently logged in.

=" AN o N Z3

Employee

DEH

Announcements

T4's will be mailed ocut on February 28,

2009

Personal
Announcements

Upcoming courses

Time Reporting
Time Sheet

Employment

Benefits

Direct Deposit

Pay Stub
[E] Job Details
Leave Details

@E

Details

Employee Directory

Personal Information

OEk

Update addresses and Phones
Update E-mail Addresses
Update Emergency Contacts

05, 2009

Leave Request

Human Resources
Assistant, 999951-
00 - Instructional
Design, 425100

Bi-Weekly - 6, Due Date :

19, 2009

Bi-Weekly - 7, Due Date :

02, 2009

Bi-Weekly - &, Due Date :

Employment Details Channel

Click the Direct Deposit link to
access direct deposit banking

information

Mar Time Approval FADE
Update approval Proxies
Employee Review [w]]ES [ES
Mar
You have no employees to review
Apr



3} SunGard Higher Education - Mozilla Firefox

3 Hlogin % Feys ¥ Idsctash 260 L Adhttps /bansshtest truc %

me Direct Deposit Allocation

|
search e Allows you to view current

Direct Deposit Allocation banking information.

Q The following accounts are listed in the order in which your pay will be distributed.

Pay Distribution as of Dec 18, 2008
Bank Name Routing Number Account Number Account Type Net Pay Distribution
Royal Bank of Canada 000302360 5199112 Checking 1,50
Royal Bank of Canada 000302320 51419186 Checking
Total Net Pay

gets]
2,985.38

Proposed Pay Distribution:

Bank Name Routing Number Account Number Account Type Priority Amount or Percent Net Pay Distribution
Rovyal Bank of Canada 000302380 5199112 Checking 1 £ 1,500.00 1,500.00
Rovyal Bank of Canada 000302320 5141916 Checking 2 Remaining 1,485.38

Total Net Pay 2,985.38

Update Direct Deposit Allocation

[ Earnings History | Pay Stub | Deductions History ]

. powerad by
RELEASE: 8.1 SUNGARD" HIGHER EDUCATION



) SunGard Higher Education - Mozilla Frefox & x|

.carender. UserLayout RootMode uP 7uP_tparam=utf S.tf: ‘op L Hip L2 % Feys V. 3dectesh 7. 260 % 3dhttpe://banssbtest tru.c %

IEnl Back to
Employee Resources Tab Calendar

search[ | 6o | RETURN TO MENU ~ SITE MAP  HELP
Update Direct Deposit Allocation

Logout  Help

&R Selact a bank name to change an existing record, or select different priorities and the reorder button to change the order of existing records. Enter the bank routing number and
account information to add a direct deposit, then choose Save.

Allocation:
Bank Name Routing Number Account Number Account Type Priority Amount or Percent Status
Raoyal Bank of Canada 000302360 5199112 Checking |1 2]

Royal Bank of Canada 000302320 5141916 Checking BE Can Set up $ Amou nt or
= Percentage (%) to deposit to
# - indicates a required field. di.ﬁ:erent bank aCCOuntS

Add Allocation:

Bank Routing Number: ¥ e
|

Account Number: % |

Account Type: |—

Remaining Amount: -

Amount or Percent: | |[Percent

Direct Deposit Allocation

. powsred by
RELEASE: 8.1 SUNGARD' HIGHER EDUCATION



Welcome Allen Rivers

My Account
Content Layout

mvTRQHnme Employee Resources

You are currently logged in.

=" AN o N Z3

Employment Details Channel

Employee OEE

Announcements

T4's will be mailed ocut on February 28,
2009

Employment Details =[S
Benefits

Direct Deposit

Pay Stub

Job Details

Leave Details
Employee Directory

Personal Information  [QE3

Update addresses and Phones
Update E-mail Addresses
Update Emergency Contacts

Personal CI'Ck the Pay StUb I|nk tO

Announcements

Upcarming courses access sample pay stubs

Time Reporting

Time Sheet

Bi-Weekly - &, Due Date : Mar Time Approval @OE:
05, 2009

Leave Request
Human Resources Update approval Proxies
Assistant, 999951-
00 - Instructional

Design, 425100 Employee Review [w]]ES [ES
Bi-Weekly - 6, Due Date : Mar )

19, 2009 You have no employees to review
Bi-Weekly - 7, Due Date : Apr

02, 2009

[ T



Click DISPLAY button to list
available Pay Stubs
Search

Pay Stub

&R Choose a year and then select?

Pay Stub Year: | zope

[ Direct Deposit allocation | Eamings History | Deductions History ]

RELEASE: 8.0 powered by
SUNGARD' HIGHER EDUCATION



Choose date of Pay Stub you would

like to view
J Employ e |

Search
Pay Stubs

&R Sclect the Pay Stub Date to access additional infor

Pay Stubs for 2008
Pay Stub Date Pay Period Begin Date Pay Period End Date Gross Pay Net Pay Message
Apr 24, 2008 Apr 03, 2008 Apr 16, 2008

1,471.401,050.49
Apr 1o, 2003 Mar 20, 2008 Apr 02, 2008

336,32 270,02

change Year
RELEASE: 8.0

powered by
SUNGARD' HIGHER EDUCATION




Pay Stub Detail

Pay Stub Summary
Pay Stub Date:

Pay Stubs can be
printed BUT will
remain in history for
you to access at any
point in time.

Gross Amount:

Total Personal Deductions:
Net Amount:

Total Employer Contributions:

Check ar Direct Deposit

Number Document Type
1143 Check

Farnings

Type

Regular Earnings Hourly

Benefits or Deductions

Type

Basic Accidental Death & Dismb
Basic Life Insurance

Canadian Pension Flan

Dental Coverage

El Rebate

El Reduced

Bank Mame

Hours Rate
F0.00

Personal Deduction
.00
.00
57,91
.00
.00
25.46

Apr 24, 2008

Account Type

21.020000

1,471.40
420,91
1,050.49
Z02.88

Amount
1,0z0.49

Amount

1,471.40

Employer Contribution

58
g5.09
57,91
24.47
1.70
31.67



CarTr S

Type

Hours

Regular Earnings Hourly F0.00

Benefits or Deductions

Type

Personal Deduction

Basic Acciden
Basic Life Ins
Canadian Pen
Dental Cover
El Rebate

El Reduced
Employee As
Extended He
Extended He
Extended He
Federal Incorn
[nitiation Due

Click on Pay Stubs link

at the bottom to return to

your summarized list of
pay stubs

Medical Services Flan of BC
mMunicipal Pension Flan

Parking
Provincial Tax

Suppart Union Dues CUPE
wieekly Indemnity

Work Safe BC

Pay Stubs

Rate

00
.00
57,91
.00
.00
25,46
99
00
.00
.00
129.95
5.00
00
102.85
12.50
45,67
29.58
.00
.00

Amount
21.020000 1,471.40

Employer Contribution

=8
g.09
57,91
24,47
1.70
31.67

14.48
.38
2,36

27,00
117.8¢&

3.33
2.0&

RELEASE: 8.0

powsred by
SUNGARD HIGHER EDUCATION



My Account
Content Layout

mvTRQHnme Employee Resources

Welcome Allen Rivers

You are currently logged in.

=" AN o N Z3

Employee

DEH

Announcements

T4's will be mailed ocut on February 28,

2009

Personal
Announcements

Upcoming courses

Time Reporting
Time Sheet

Employment

Benefits

Direct Deposit

Pay Stub
[E] Job Details
Leave Details

@E

Details

Employee Directory

Personal Information

OEk

Update addresses and Phones
Update E-mail Addresses
Update Emergency Contacts

05, 2009

Leave Request

Human Resources
Assistant, 999951-
00 - Instructional
Design, 425100

Bi-Weekly - 6, Due Date :

19, 2009

Bi-Weekly - 7, Due Date :

02, 2009

Bi-Weekly - &, Due Date :

Employment Details Channel

Click the Leave Details link to
view current leave balances

Mar Time Approval FADE
Update approval Proxies
Employee Review [w]]ES [ES
Mar
You have no employees to review
Apr



Employee

Search

Leave Balances

&R sclect the link under the Type of Leave coly

List of L eave Types

Access to your
Vacation balances,
Sick balances and
various other leave
balances. These
balances will be as at

etailed information.

themostrecent pay
cut off

TYPE of Hour: anked Awvailable Earned as of Taken as of Awvailable Balance
Leave Beginning Feb 26, 2009 Feb 26, 2009 as of Feb 26, 2009
SuUpport 00 00 4,96 Rue! 4,96
Yacation

Al

CTO Bank Hours 00 .00 .00 00 00
Sick Hours 28.80 .00 .00 Ruls! .00
Banked Hours .00 .00 .00 00 .00
Owvertime

Yacation Hours 00 .00 .00 00 00
Balance

RELEASE: 8.1 powered by

SUNGARD HIGHER EDUCATION




Employee

search RETURM TO MEWU  SITE M&P  HELP

Leave By Job

Jab Histary Leave Balances far Suppart Vacation Accrual

Position Number, Title and Hours Begin Termination Banked Date Beginning Earned Taken Balance
{rganization Number and or Days Date Date Available Balance

Description

999951 00 Human Resources Hours Apr o1, 00 Apr 01, 00 4,96 00 4,96
Assistant 1 425100 2008 2008

Instructional Design

Leave Balances

S

; powered b
RELEASE: 8.1 SUNGARD' HIGHER EDUCATION

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




Welcome Allen Rivers P— A Fa il B

My Account
Content Layout

Employee BEFEEXE | Personal Emp|0yee DII‘eCtOI‘y I|nk |S not

Announcements Announcements

Upcoming courses avallable-

You are currently logged in.

Employment Details Channel

T4's will be mailed ocut on February 28,
2009

Time Reporting

Time Sheet

Employment Details DE=

Benefits

Direct Deposit

Pay Stub Bi-Weekly - &, Due Date : Mar Time Approval HEREE
[E] 1ob Details 05, 2009

Leave Details Leave Request .

Employee Directary Human Resources Update approval Proxies

Assistant, 999951-
00 - Instructional

: — Design, 425100 Employee Review @EE
Personal Information @EA Bi-weekly - 6, Dus Dats : Mar _
Update Addressss and Phones 19, 2009 You have no employees to review
Update E-mail Addresses Bi-weekly - 7, Due Date : apr
D2, 2009

Update Emergency Contacts

[ T



Search| |[ GO ] RETURM TO MEMU SITE MAP  HELP

Campus Directory

A Campus Directory is not available,

RELEASE: 8.1 powared by
SUNGARD' HIGHER EDUCATION



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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