Payroll Overview & Information

All CDHA employees are paid on a deferred bi-weekly basis. The pay periods run from Sunday to the Saturday two
weeks later. Payday for each pay period occurs every second Thursday, 12 days after the pay period ends.

Example: John is hired Monday, Nov 3, 2014. His first pay period ends on Saturday, Nov 15, 2014 He is paid 12 days
later on Thursday, Nov 27, 2014.

All employees have their time entered into CDHA'’s time systems by either departmental staff (timekeepers) or the
Staffing Resource Centre (SRC). This time is then approved by Management. The time is then sent to Payroll to be
processed.

Any questions arising from possible missing hours or incorrect pay should be directed to your Manager first. They will in
turn contact Payroll regarding any adjustments that may need to be processed.

You can usually view your pay advice two days before payday. You can access your pay advice via SAP Employee Self
Serve (ESS) as well as view the current Pay Period Schedule located on the Employee Logins page of the Capital
Health web-site.

Your manager will be requesting your access to various information systems at CDHA through the IT Helpdesk. Once
this has been received the IT Helpdesk will provide you with an SAP ESS user name and password.

After you click the link for SAP ESS you will see the log in screen. This is where you type in your username and
password that you received from the IT Helpdesk and/or your manager.

Welcome

UseriD =

Passwaord *

Log on

Belter processes.
Better information.
Better care.
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https://hasp.nshealth.ca/irj/portal
https://hasp.nshealth.ca/irj/portal
http://www.cdha.nshealth.ca/system/files/sites/834/documents/pay-period-schedule.pdf
http://www.cdha.nshealth.ca/employees/employee-logins
http://www.cdha.nshealth.ca/
http://www.cdha.nshealth.ca/

After you log in to SAP, the first screen that is displayed is the ESS overview page as seen below.

SAP Access

Overview  Personal Information  Benefits and Payment

Download Forms

ST ST Manager Self-Service Reporting

| History, Back Forward

Employee Self-Service (ESS) provides you with
easy access to information and services. This page
gives you an overview of everything you can access through ESS.

}j{ Personal Information (3 '-1'?7. Benefits and Payment
| Manage your personal information and 100 90} View your benefit plan enrollment and
banking information. - display your pay advice.

When you click on the Personal Information link you are able to view and/or update certain information directly via ESS. You
are only permitted to update addresses and phone numbers, personal email addresses and emergency contacts. You can
only view your banking information, personal data and family members. If you require changes to any of the view only

sections, you must submit either a Personal Data Change form or a new Direct Deposit Enrollment Form.

Employee Self-Service Manager Self-Service SAP Access Reporting Download Forms

overview Personal Information Benefits and Payment

: Personal Information
Addresses and Phone Numbers
Update contact information.

Bank Information

View banking information.
Personal Data

Update your personal data.

E-mail Address

View your e-mail address.
Absence Quotas

Display your absence quotas here.
Emergency Contact

Update emergency contact information.

Family Members
Wiew family members and dependents.

4|

| History, Back Fon

I »

Absence Quotas will display all of the banks you are entitled to and what is remaining in each bank so you know how much

time you have available to use. This is where you will find your balances for vacation and sick time.

To return to the previous screen you must click on the “Back” button found at the top right corner of the browser.
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http://www.cdha.nshealth.ca/system/files/sites/834/documents/personal-data-change-form.pdf
http://www.cdha.nshealth.ca/system/files/sites/834/documents/direct-deposit-enrollment-form.pdf

If you wish to view your pay slips or your benefits information, you must click on the “Benefits and Payment” link on the ESS

overview screen.

Download Forms

Reporting

Manager Seli-Service  SAP Access
Benefits and Payment

Employee Self-Service
Personal Information

Overview

| History, Back Forward

Employee Self-Service (ESS) provides you with
easy access to information and services. This page
gives you an overview of everything you can access through ESS.

Personal Information (s @_ Benefits and Payment

'f' Manage your personal information and View your benefit plan enroliment and
— banking information. display your pay advice.

To view your pay slips click the link “Pay Advice”. This will display your pay slip for the most current pay that has been

processed.

Employee Self-Service Manager Self-Service SAP Access Reporting Download Forms
Owerview Personal Information Benefits and Payment
History, Back Forward |5

@ Benefits
100 ‘2% S
== Participation Ow
View a list of plans in which you are currently enrolied.
Mote: Any discrepancy in claims adminigtration iz subject to further
inwestigation by yvour employer and benefit provider.

Payment

Paw Adwvice
iew your current and historical pay advices.
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The pay advice may be more than one page. To view the entire pay slip you will have to scroll down using the scroll bar on
the right side of the screen. You may also print the advice by clicking on the printer icon on the page.

Current Pay Adyvice

Download Forms
Benefits and Payment

Employee Self-Service

wiorking Time

Information

| History, Back Forward E
¥ -]
Valid for Personnel Assignments: 00016549 0102 0907 CR 3 05
Showw Overview
RiE=ic SOUCe T Nesxt Pay Advice [ Exit
Previous Pay Advice = - .
__ a2 o f— * X <
I8l seve aCopy — & §0 & |I" Select oy (3:,‘,‘ M | | () !cuw - & ™ - A - < g

Use the scroll
bar to see the
entire pay advice ||

<

Capital Health

Company CH First Name : RENEE Person ID - Pay Period : 2008-08-21 - 2008-08-13
Org Unit - Last Name : COQUELICOT Main Pernr : 00018549 Pay Freq. : Biweekly
Cost Centre Address 1 : 801-5881 Spring Garden Rd EE Grp : Casua Pay Date : 2005-09-25
Address 1 : Capitsl Health Address 2 : Halifax NS EESGrp : Casual Relief Pay Type. : Regular Payrol
Address 2 - Address 3 : B2H 452 PersArea - QEll
PSA NSGEU Hithcare
Net = Gross - Taxes - Deductions|

If you want to view previous (historical) pay slips just click “Previous Pay Advice” link. This will allow you to view one pay at a
time going back from the current pay.

Historical Pay Advices
Employee Self-Service Dovenload Forms
Qwerviennw Personal Information Benefits and Payment | ing Tirme
| History, Back Forward [S)]
» -
Valid for Personnel Assignments: 00016549 0102 0907 CR 3 05
Showw Overview
=1 Next Pay Advice B Exit
& | T~ select mi \-‘ 3 | o ® [o1% |- @ |3 g - e
Click on Previous
Pay Advice to -
see past pay
advices, one by one
Company : CH First Name - RENEE Person D - Pay Period : 20058-058-21 - 2008-08-13
Org Unit - Last Name - COQUELICOT Main Pernr : 00018542 Pay Freq. - Bi-weekly
Cost Centre @ Address 1 : 301-5381 Spring Garden Re  EE Grp : Casua Pay Date : 2008-02-25
Address 1 : Capital Health Address 2 - Halifax NS EESGrp : Casual Relief Pay Type. : Regular Payrol
Addre=zs 2 Address 3 : B34 452 PersArea :QEIl
PSA : NSGEU Hithcars
Met = Gross - Taxes - Deductions
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Below is an example of what your pay slip may look like. Headers are included on the left of each section on the pay slip to
assist you in explaining the data displayed. In the example below, the employee holds two jobs here at CDHA.

Your SAP Pay Advice

Please Note: Your pay advice may not be exactly as shown, as there are differences in earnings, deductions, and
guotas (banks) depending on the provisions in your collective agreement or employment guide.

Personal
Information

Pay
Information

Earnings

Employees with
more than one
position will see all
earnings and
deductions for each
ID number.

Deductions

Employer
Contributions

Quotas

Bank Details

Updated January 2014

Company : CH First Name : Jamie Person ID : 10355 Pay Period : 2010-01-03 - 2010-01-16
Org Unit . L%ga?ihc.:mtﬁér?ti'smm Last Name : Amirault Main Pernr : 00010355 Pay Freq. : Bi-weekly
Address 1 : 62 Happy Road EE Grp : Regular Pay Date : 2010-01-28
Cost Centre : Address 2 : Sackville NS EESGIp : Hourly PT Pay Type. : Regular Payroll
Address 1 : Capital Health
Address 2 Address 3 : B3Y 6G7 PersArea : QEIl
PSA ¢ NSGEU Supp Serv
Net = Gross - Taxes - Deductions
Current : 1,166 26 = 1,706 59 - 406 69 - 133.64
YTD : 1,866.59 = 2,697.98 - 577.19 - 254.20
| ‘" .- ] .- 0 ]
EARNINGS Pers.Assign. Rate Hours Amount Rate Hours Amount Amount
1000 Regular Shift Pay 00010355 1984 2250 445 51 1,240 30
1048 Owvertime pay @ 1.5 2977 T.80 22325 223 25
1050 Overime pay @ 2.0 00010355 39.69 7.50 29767 29767
1154 Smoothing 00010355 -42.61
1808 Shift P mi{S1.50/hr) 00010355 1.50 37.50 56.25 116.25
16, eekend premium 00010355 1.50 7.50 11.25 11.25
2000 Vacation (Paid) 00010355 1984 7.50 148 84 148 84
eneral lliness (Paid) 00010355 1584 T.80 148 84 148 84
5218 El Rebale™ 00010355 2186 3.45
1000 Regular Shift Pay 00010356 20.98 15.00 31470 472.05
1608 Shift Premiumi{S1 507hr) 1.50 15.00 2250 3375
2300 Pay in lieu benefits 00010358 3462 51.93

STATUTORY DEDUCTIONS

Pers. Assign. Amount Amount Amount
302 Income tax/regular 00010355 23543 32545
f320 CFPP Employee Coniribution 00010355 60.86 9532
322 El Employee Premiums 00010355 23.09 37.02
i302 Income tax/regular 00010356 6393 84 85
/320 CPP Employee Confribution 00010356 16.95 24.90
{322 El Employee Premiums 00010356 5.43 9.65

OTHER DEDUCTIONS

Pers. Assign. Amount Amount
4252 Parking QEI 00010355 20.00 40.00
4518 NSGEU Sup Serv loc 19 00010355 2.30 18.60
5020 CDHA Medical EE 00010355 17.58 3516
5040 CDHA Dental EE 00010355 5.03 13.88
5080 CDHA Travel EE 00010355 0.15 0.30
5270 CDHA Cpticnal life EE 00010355 0.89 1.78
5510 NSAHO PENS EE 00010355 5261 10523
4518 NSGEU Sup Serv loc 19 00010356 292 5.90
5510 NSAHO PENS EE 00010356 2225 33.37

EMPLOYER CONTRIBUTIONS Pers. Assign. Amount Amount Amount
1420 CPP Employer Contribution 00010355 50.86 95.32
{422 El Employer Premiums 00010355 2713 43.50
WS NSMWorkers Comp. premiums 00010355 26.29 4216
5020 CDHA Medical ER 00010355 3264 55.28
5040 CDHA Dental ER 00010355 12.88 2576
6020 CDHA Travel ER 00010355 0.29 0.58
6510 NSAHO PEMNS ER 00010355 5T7.72 13545
/420 CPP Employer Contribution 00010356 16 95 24 90
1422 EI Employer Premiums 00010356 9.00 12.51
MAWS NSAWorkers Comp. premiums 00010356 T2 11.88
6510 NSAHO PENS ER 00010356 28 64 42 96

Pers. Assign. ABSENCE/ATTENDANCE QUOTAS Begin Date End Date Entitlement Unit Taken Remaining
00010355 Targeted Vacation 2009-11-01 2010-03-31 23.4405 Hours o 23 4405
00010355 “Wacation 2009-11-01 2010-03-31 9.378 Hours 75 1.878
00010355 Appointment 2009-11-01 2010-03-31 4.69 Hours o 4.69
00010355 Holiday Bank 2009-11-01 9999-12-31 16.88 Hours o 16.88
00010355 Smoothing Bank 2009-11-21 9999-12-31 10 Hours o 10

Payment Method
EFT - Pawroll

Bank
THE BANK OF NOWA SCOTIA

Account number

T rasE s T GG
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Personal Information - displays your Name, Address, ID number, Pay Period End Date, Pay Date and your Union /
Bargaining Unit.

Pay Information - displays your Net Pay, Gross Pay, Taxes (CPP, El and Income Tax) and Deductions for both the current
pay and the year to date.

Earnings - displays all the earnings you receive pay for, for both the current pay as well as year to date. If you have more
than one job the pay slip will display the earnings related to each ID number as shown in our example above. There is also
an area called “Retro-Active”. In this section you will see retro payments resulting from back dated changes that affect your
earnings such as pay increase through the implementation of a new collective agreement.

Deductions — this is broken into two categories: Statutory and Other deductions. Statutory deductions represent the CPP, El
and Income Tax you paid based on all the income you were paid. Other deductions represent required deductions like union
dues, pension, medical, dental etc. as well as voluntary deductions such as Canada Savings Bonds, parking etc.

Employer Contributions — displays the employer cost CDHA pays to the benefit carriers.

Quotas — displays a limited number of banks you may be entitled to and the hours remaining in those banks. To see all of
your quotas (banks) you can access them via ESS under the Personal Information — Absence Quotas as indicated earlier in
this document.

Bank Details — displays what your net pay is for this pay period as well as the bank where the money is being deposited. At
CDHA you are permitted to have more than one bank account. This means you may have some money deposited to another
account and have the rest of your pay deposited to your main bank account. To add another bank account you must submit
this request to Payroll Services.

After you are finished reviewing pay information, quotas or updating some personal data you must remember to always “Log
Off” from ESS. If you do not log off as displayed below you may lock your employee record in ESS and this can cause you
not to be paid in a timely manner.

Welcome TPORTAL22, . O3 HASP — Better processes. Bet @]

|| Employee Selt-Service Download Forms

Manager Seif-Service SAP Access

Overview Personal Information Benefits and Payment

Reporting

| History, Back

FeXE Personal Information
: Addresses and Phone Numbers
Update contact information i
Bank Information
View banking information P'ease ensure
Personal Data you log fo ESS

B when finished
ail address with your

1as

ADsenc

Display apsence quotas here session —
Emergency Contact H
Update emergency contact information espeually

Family Members

View family members and dependents

when using a
shared
computer.

As mentioned previously; when reviewing your pay information, if you feel there is an error in your pay, your first point of
contact is always your Manager or timekeeper. Payroll is only able to make changes based on the corrections we receive
from your department.

If you have any questions related to Payroll you can reach the Payroll Services team at 473-5757 option 2, via fax at 473-
6414 or via email at Payroll.Services@cdha.nshealth.ca.
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