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MyGCHR 

[bookmark: _Toc148702313]1.1 What is MyGCHR? 

MyGCHR is the Government of Canada’s common Human Resources (HR) system designed to support transactional HR activities across the federal public service. The changeover from multiple stand-alone systems and internal procedures to a single, shared, enterprise-wide system with standardized processes built-in allowing for greater self-service by managers and employees, is a whole new approach to people management across government - it is a fundamental change to how we manage HR.
MyGCHR standardizes and automates many routine HR management tasks in areas such as staffing, classification, labour relations and learning, enabling more consistent people management across the Public Service. Managers and employees will play a much larger role in managing HR as self-service functionality allows them to conduct many of basic HR transactions. Employees can do such things as update their own personal information at any time; automatically submit requests such as leave or learning directly to their manager; and view their leave balances. Managers can conduct transactions such as staffing, classifying positions, scheduling employees’ work and approving employee leave, all from the online Manager Dashboard. Because the system automates many HR transactions, HR advisors have timely access to more consistent, up-to-date information and the ability to track the progress of transactions, freeing them from the burden of everyday transactions, allowing them to focus on more strategic advice and guidance to clients.
The system is based on a commercial system called PeopleSoft version 9.1. Departments and agencies of the Government of Canada are moving to MyGCHR in a process called “onboarding”.

[bookmark: _Toc148702314]1.2 What does MyGCHR mean for me, as an employee?

The self-service functionalities offered in MyGCHR allow you to have a consolidated view of your personal, absence and learning information. As an employee, you can:
· Provide and maintain relevant information such as certificates or diplomas;
· View and update your personal information such as your name (legal and chosen), marital status, home, mailing and email addresses, phone numbers and emergency contact information;
· Submit your absence requests automatically to your manager for approval, as well as view your request history and leave balances; and
· View your work schedule.

Furthermore, you are now able to maintain a profile of your personal and professional data in one system, which stays with you throughout your career, even when you change organizations, if your new organization is also using MyGCHR.
Everyone will play an important role in the adoption of MyGCHR. As an employee, your organization will ensure that you are equipped/supported and ready to use the system and to embrace new ways of doing things when it comes to managing your HR information.


[bookmark: _Toc148702315]1.3 Multiple Company

MyGCHR is one instance of PeopleSoft that is used by many federal organizations. MyGCHR uses the Company field to identify each federal organization. User access is controlled so that organizations can see only the information that relates to their employees. 
For MyGCHR to have the flexibility that the Government of Canada requires, the designers of MyGCHR considered the government’s need to:
· Access data that belongs to another government organization in cases where one organization provides HR services on behalf of another for some or all of the HR modules.
· Segregate core data in cases where organizations that share a MyGCHR instance can use the appropriate schedule of the Financial Administration Act.
· Allow organizations to maintain and share one set of data values for use by all organizations.
· Allow employees to transfer to or be seconded to organizations whose data is stored within a shared instance.
· Ensure that flexible data security would meet the needs and population size of federal organizations that use a shared instance of MyGCHR.
UPK - Introduction to Multiple Companies

[bookmark: _Toc148702316]
About this guide

The purpose of this guide is to assist you in:
· Understanding the new system (MyGCHR)
· Using the Help tool, known as the User Productivity Kit (UPK)
· Understanding your role in MyGCHR 
· Using the Employee Self-Service functionality to:
· View your monthly schedule,
· Submit absence requests (Leave),
· View your absence request history and balances,
· Update your personal information,
· Etc. 
This guide is best used on screen, as it contains many links that will help you find the information you need.

[bookmark: _Toc148702317]
Navigation Overview
 
[bookmark: _Toc148702318]3.1 Accessing MyGCHR

MyGCHR is accessible through the GC Intranet using a myKEY for user authentication. 
myKEY is a secure Electronic Credential(file) that identifies the user as an authorized person and can be used to: 
· Ensure that electronic communications are not intercepted and read by unauthorized persons;
· Protect data from unauthorized disclosure up to and including the level of Protected B;
· Assure the integrity of electronic communications by ensuring that they are not altered during transmission;
· Verify the identity of the parties involved in an electronic transaction; and
· Ensure that no party involved in an electronic transaction can deny their involvement in the transaction.

[bookmark: _Toc148702319][bookmark: _Hlk126317661]
3.2 Instructions on How to Obtain a MyKEY for New Employees

	Employment Situation 
	Action Required 
	Instructions to follow 

	New employees to the Public Service (Indeterminate, Term, Casual and Student)
	Create a new myKEY

	In order to obtain their individual myKEY, new employees can follow the “Sign Me Up” instructions.

	Students and Casual employees with an existing myKEY 
	Recuperate the existing myKEY 

	In order to a recuperate a myKEY, obtained through ORCA, return to the “Lost myKEY’’ section.

	Secondment In

	Link the existing myKEY

	Seconded employees can create and manage their myKEY by following these instructions.

Note: These temporary accesses are only provided for managers required to approve leave or employees requiring access to the system for their work duties.

	Transfer between organizations 
(Deployment and Promotion)

	Recuperate the existing myKEY after the transfer has been completed in the system by both organizations.

	Option 1 – In order to recuperate a myKEY, obtained through ORCA, return to the “Lost myKEY’’ section.

Option 2 – Contact your service desk. 

Note: The data entry for the transfer must be completed in the system by both organizations in order to transfer the myKEY. To avoid error messages, it is essential to wait until the transfer is completed prior to recuperating the existing myKEY.



[bookmark: _Toc148702320]
3.3 Login and Logout of MyGCHR

Employees will be informed of where the link to MyGCHR is located for their organization. 
UPK - Login and Logout of MyGCHR

[bookmark: _Toc148702321]3.3.1 Login to MyGCHR
Once you click on the link to login to MyGCHR, you will be prompted to select an Entrust Certificate (MyKey).
Note: If you have more than one Entrust Certificate (MyKey), you must select your personal Certificate. Your browser will present your Entrust Certificates sorted by most recently created MyKey. You may be required to click on “More Choices” to find your personal Certificate.
[image: The image shows the certificate authentication ][image: The image shows how to select your Entrust Certificate (MyKey) ]
Select your Entrust Certificate (MyKey) and enter your password once prompted.
[image: The image shows how to enter your password for your MyKey ]
You will then be redirected to the MyGCHR application.
For security purposes, the application has an automatic time-out feature after 20 minutes of inactivity. Two minutes prior to the session timeout, the system provides a warning message that your browser session is about to expire. 
If no activity is detected in the application, such as clicking in a field, your session will expire within a few minutes of receiving the message and you will need to sign in again. Any data you have entered that was not saved before the session expired will be lost and will need to be re-entered. 
Timeout warning in MyGCHR:
[image: Timeout warning page in MyGCHR]

[bookmark: _Toc148702322]3.3.2 Logout of MyGCHR
Once you are ready to logout of MyGCHR, click on the Sign Out link on the top right corner of your screen. 
[image: The image shows how to logout of MyGCHR]
If you wish to completely logout of your secured session, follow the steps in the following screenshot:
[image: The image shows how to complete a secure logout of MyGCHR]
[bookmark: _Toc148702323]3.4 First login at MyGCHR

[bookmark: _Toc148702324]3.4.1 Self-Authentication
In order to protect your information, you will be required to complete 4 fields during your first login, in order to successfully identify yourself and link your MyKey to your MyGCHR account.
[image: The image shows the MyGCHR Self-Authentication page.]
Upon successfully providing the information, you will be successfully validated and allowed in MyGCHR.
[image: The image identifies that the data has been successfully validated. ]
[bookmark: _Toc148702325]3.4.2 Gaining access to the Self-Service Module
The self-service module is unavailable to all users by default until they submit their Employment Equity Questionnaire. Refer to Employment Equity Self-ID Form to complete and submit the form. 
Upon completion and submission of the Employment Equity Questionnaire, access to the Self-Service module is automatically granted and you will be able to revise your personal information. 

[bookmark: _Toc148702326]3.4.3 Reviewing Personal Information
Regardless of if you’re a new employee at a MyGCHR organization or if your organization has recently onboarded to MyGCHR, you should review your personal information upon your first login to MyGCHR.

[bookmark: _Toc148702327]3.4.3.1 Leave and Schedule Data
Leave and Schedule data can be revised via the following menu path:
[image: The image shows where the leave and schedule data can be revised. Monthly schedule, Absence request history and absence balances (GC) are the pages to consult for that purpose. ]
· Monthly Schedule: This page will show you your schedule.  This is a very easy and convenient way to find out if your schedule is up to date.  Refer to Monthly Schedule for more information. 
· Absence Request History: Depending on your onboarding configuration, you may have brought Absence Request History data along. If you have been transferred into an organization using MyGCHR you will not have any Absence Request History Data. Refer to Absence Request History for more information. 
· Absence Balances (GC): Verify your leave credits balance. Refer to Absence Balances for more information. 



[bookmark: _Toc148702328]3.4.3.2 Personal Information
Personal Information can be revised via the following menu path:
[image: The image shows where the personal information can be revised in MyGCHR. The page to consult is named the personal information summary.]
As shown in the screenshot above, you can visit pages to a specific section (e.g., Phone Numbers) or you may use the Personal Information Summary page to view and update any of your personal information. Refer to Personal Information for more information.

[bookmark: _Toc148702329]3.4.3.3 Person Profile
Person Profile information can be revised via the following menu path:
[image: The image shows where the person profile information can be revised. The page to consult in MyGCHR is called My Current Profile.]
Upon selecting My Current Profile, you will be presented with your Person Profile.  Within your Person Profile, you may access various information behind the following tabs: 
· Delegations (GC): Section 34 Financial Delegation Status
· Personal (GC): Security Clearance Status
· Official Languages: Second Language Evaluations (SLE) results
For more information on Person Profile, refer to Profile Management. 
[bookmark: _Toc148702330]3.4.3.4 Requesting Data to be Corrected
Any requests to correct your data outside of the data that can be edited via your self-service should be sent to your HR Systems Team to be actioned.

[bookmark: _Toc148702331]3.5 Recognizing Universal Navigation Elements

This section identifies some basic navigation elements common to the MyGCHR system. 
Some navigation elements may or may not be available based on your security settings and application implementation. 
Displayed at the top of every page, is the Universal Navigation Header which contains the following links: Home and Sign out. The help link is also available at the top of every page. The Personalize Content/Layout is available on the home page. 
[image: The image shows the Home, and sign out links in MyGCHR]
Universal Navigation Header - Links and descriptions
	Link
	Description

	Home 
	Clicking this link clears the page display and returns you to the home page.

	Sign out
	This functionality signs you out of the system. This is the preferred method of signing out of MyGCHR instead of clicking the X on the top right corner of the browser. Closing the browser without signing out leaves the session hanging on the server, for a period of time, which can eventually cause performance issues, especially if everyone does this.

	Personalize 
Content /Layout
	Use the Content and Layout links to personalize your home page. The Content option allows you to determine what content will display on your page. The Layout option allows you to determine how you would like the content displayed. 

	Help
	The User Productivity Kit (UPK) is accessed through the Help link and can be used as your on-line help and as a self-paced training tool, allowing you to learn MyGCHR and how to complete specific tasks within MyGCHR. This will open in the same language you chose to login to MyGCHR.

	
	

	
	




[bookmark: _Toc148702332]3.6 Personalizing your Home Page

You can define and store your own MyGCHR home page and specify preferences for its layout and content. The first time you log into MyGCHR, you will see the default home page until you define it. Use the Content and Layout links at the top right of the page to personalize your home page.
Default home page in MyGCHR:
[image: The image shows the default home page in MyGCHR.]
The Content link allows you to determine what content will display on your page.
The Personalize Content page in MyGCHR:
[image: The image shows how to personalize your My page content in MyGCHR]
The selection of pagelets is pre-set by the portal administrator. You can preview each pagelet by clicking on the pagelet name. A preview of the pagelet opens in a smaller window.
Preview of a pagelet in MyGCHR:
[image: The image shows a preview of a pagelet in MyGCHR.]
If a pagelet is not available to you, a message will appear to inform you.
The Layout link allows you to determine how content will be displayed. You can select a basic layout of two or three columns. Arrange the pagelets by highlighting a pagelet name and clicking on the arrow keys. You can move pagelets right or left, from one column to another, and up and down in a column.
The Personalize Layout page showing three columns:
[image: The image shows how to personalize your My page layout into 3 columns in MyGCHR.]



[bookmark: _Toc148702333]3.7 Personal Preferences 
 
The links at the bottom of the Main Menu allow you to add additional personalization.
My Personalizations in the Main Menu: 
[image: The image shows how to access the My personalizations in MyGCHR.]
In My Personalizations, there are two categories of changes that can be made:
· General Options
· Regional Settings

Personalizing user options: 
[image: The image shows the options of personalization's for users in MyGCHR.]
Personalize General Options can be used to provide better support for assistive technologies.


The General Options page:
[image: The image shows the My personalization page in MYGCHR, more specifically the general options. ]
From the Accessibility Layout drop-down menu, you can select one of the following two options and view the explanations:
· Screen reader mode off – this is the default value. 
· Screen reader mode on – this is for use with screen readers. Page elements (fields, links, buttons, etc.) are presented in linear fashion to help with assistive software.
Personalize Regional Settings can be used to change the time zone. 
The Regional Settings page:
[image: The image shows the regional settings in the My personalization page.]
From the Local Time Zone drop-down menu, select the appropriate time zone.
[bookmark: _Toc148702334]
Help Functionality – User Productivity Kit (UPK) 

[image: The image shows the User productivity kit (UPK).]

[bookmark: _4.1_How_to][bookmark: _Toc148702335]4.1 How to Access UPK
 
To launch the UPK Player, click the Help link (top right corner) in MyGCHR. 

[bookmark: _Toc148702336]4.2 What is UPK? 

The User Productivity Kit (UPK) is an e-learning and online support tool. UPK is used for training purposes and provides step-by-step instructions on various processes.
[image: The image shows the help button in MyGCHR.] 
Link to the User Productivity Kit (UPK)
Video: Introduction to help modules and training
You can find step-by-steps instructions for various employee self-service processes such as:
· View/Modify Personal Information
· Employment Equity Self-Id                          
· Submit Leave Request
· View Leave Request 
· Cancel Leave Request
· Understand Absence Request Retriggered
· Understand Voided Absence Requests
· View Leave Balances
· View Monthly Schedule
· Telework Submission
The UPK Player provides you with instructions for using MyGCHR. You can:
· View how-to demonstrations (See It! mode);
· Practice a task in a simulated environment (Try It! mode);
· Be guided through a task in a live environment (Do It! mode); and
· Print instructions (Print it! mode).

[bookmark: _Toc148702337]4.3 Reviewing the UPK Opening Screen 

When you access UPK, you will see the opening screen. 
[image: The image shows the UPK opening screen. The Outline, Playback Modes and Concept pane are identified. ]
It consists of three sections:
· Outline – displays a list of the modules, sections, and topics available for training and/or online support. 
· Playback Modes – displays the available playback modes for the selected topic. A topic may be available in one or more of the following modes: See It!, Try It!, Do It!, and Print It!. 
· Concept Pane – displays a business description and any references that apply to the selected section or topic. 



[bookmark: _Toc148702338]4.3.1 Outline 
The Outline pane is comprised of the following elements: 
· Modules represent the MyGCHR modules and group all sections related to each module. 
· Sections represent a group of topics that have similarities or that are related to specific MyGCHR processes. 
· Topics represent processes that are completed within MyGCHR. 
A topic provides step-by-step instructions on how to complete a specific task in MyGCHR. Topics may provide online training scenarios in a simulated environment and/or step-by-step procedures on how to enter data into the production database. 
[image: The image shows the Outline in UPK. The Module, Sections and Topics are identified. ]
Click on the plus sign [+] on the left of the module or section to expand it. Once you expand a module or section, the plus sign changes to a minus sign [-]. 
To collapse the module or section, click on the minus sign [-] to the left of the section or module. 
At the top of the outline pane, you will see the following two elements:
· My Roles – allows you to customize the list of UPK Sections and Topics so only topics related to your role(s) within your organisation display in the Outline. 
· Search – provides the ability to search on specific keywords. This accelerates the navigation to a specific process, if desired. 
[image: The image shows the Outline in UPK. The My roles and search options are highlighted. ]

My Roles: Clicking in the checkbox or clicking on the link allows you to filter the list of topics to show only those that are relevant to your role in MyGCHR.
[image: The image shows the Outline in UPK. The My Roles option is highlighted. ][image: The image shows the Employee and Employee Self-Service option checked in the My Roles filter.]

[bookmark: _Toc148702339]4.3.2 Playback Modes 
Once you have selected a topic, you can view it through one of four different playback modes. 
The Playback Mode pane displays the topic playback options and provides access to the Player Help system. 
See It! 
This mode enables you to learn by watching an animated demonstration of tasks being performed in a simulated environment. All the required activities, such as moving the mouse and entering data, are completed automatically. 
Try It! 
This mode enables you to learn interactively in a simulated environment. The Player provides you with instructions as to what needs to be done to complete a task, but you perform the actual steps.
Do It! 
This mode provides step-by-step instructions on how to complete a specific task within the production environment. 
Print It! 
This mode allows you to display a document in Microsoft Word, Adobe PDF, or in your browser as an HTML page.
[image: The playback mode buttons in UPK]
Note: If a Playback mode option is not displayed, the topic is not available in that mode.

[bookmark: _Toc148702340]4.3.3 Concept Pane 
A Concept displays a business process or rules that apply to the selected module, section, or topic. Supplemental information can be provided with some references to web-based policies.
[image: The image shows the Concept Pane in UPK. ]
Modules, sections, and topics can each have a concept. The concept that you see depends on what you have selected in the Outline. 
You can resize each pane by clicking and dragging the vertical separator bar. Put your mouse over this area until your cursor changes icons, then click and drag to resize the pane. Release the mouse button.

[bookmark: _Toc148702341]4.4 Navigating UPK Topics 

To view a topic in one of the Playback modes: 
1. Click on the topic title in the Outline. 
2. Click on the `Playback Mode button.
	For See It! and Try It! modes, the topic will launch a screen in a new window. 
	[image: The image shows the Try it! mode in a new window]

	For Do It! mode, the topic will launch in a window that can be resized and moved around the screen
	[image: The image shows the Do It! mode window.]

	For Print It! mode, a document will open in a new window.  The document will launch in Adobe PDF.
	[image: The image shows an example of a document that opens when you select the Print it! mode
 
]



[bookmark: _Toc148702342]4.4.1 See It! Mode
The topic begins playing automatically when you launch it. You can control the playback with the following buttons on the control bar: 
[image: Previous step button]  	Moves to the previous step. 
[image: Play button] 		Plays the simulation. Available while the playback is paused. 
[image: Pause button] 		Pauses the simulation. Available while the playback is running.
[image: Next step button] 	Moves to the next step. 
[image: Restart button] 		Restarts playback from the beginning. 
[image: The progress bar which you can use to quickly move forward or backward.] 	Allows you to move quickly forward or backward. 
[image: Control volume button] 	Controls the volume. Hovering the mouse pointer over this icon displays a volume control. Clicking it mutes the sound.  
[image: Mute button] 		Indicates that the volume is muted. Clicking it unmutes the sound. 
[image: Current time in the playback and total duration] 	Shows current time in the playback and the total duration. 
You can press ENTER to advance to the next step manually, if desired. You can close the window at any time to exit topic. 
To close the topic: Click on the in corner of the UPK bubble.
[image: The image shows the See it! bubble in UPK, highlighting the X to close the topic.]

[bookmark: _Toc148702343]
4.4.2 Try It! Mode
Try It! mode enables you to learn a task by practicing in a simulated environment with step-by-step instructions and guidance throughout the topic. If you make a mistake, you are prompted to try again. Whenever text input is required, the text must be entered exactly as suggested to advance to the next step. If the step does not automatically advance after you enter the requested input, you may need to modify your entry. 
Note: Because you are using a simulated environment, your actions will have no impact on actual system data or settings. 
Complete the following steps to play a topic in Try It! mode: 
1. Access the UPK Player. 
2. Select a topic from the outline. (Expand the outline items, if necessary.) 
3. Review the information about the topic in the Concept pane. 
4. Click Try It! (You can also start a topic from a specific point by clicking on the down arrow of the Try It! Playback button and clicking on the appropriate link.) 
5. Press the ENTER key or click the Start link to begin the topic playback. 
6. Follow the instructions in the bubbles. 
7. Click the Note icon in bubbles, if applicable, for more information regarding the displayed step. 
8. Press the ENTER key or click the Finish link to complete the task. 
Note: In Try It! or Do It! mode, a Decision frame is indicated by a list of links in the bubble, along with instructions for selecting an option. Clicking a link launches the appropriate path.
You can stop the playback at any time by clicking the Close button in the bubble or by pressing the ESC key to exit. 
You can control the topic playback using the Actions link that appears in the bubble. Following is a list of links available in Try It! mode: 
	Link Name
	Description 

	Previous Step
	Return to the previous step.

	Restart Playback
	Return to the first step in the topic and restart the playback.

	Display Concept
	Display the conceptual information for the topic.

	Print It!
	Takes you to the Print It! mode

	Preferences
	Settings for Try It! mode

	Share
	Share the topic with a colleague

	Help
	Display the Player help system.

	Close Topic
	Close the topic in current playback mode.





Actions in Try It! Mode
[image: The image shows the Try it! bubble in UPK with the available options found in Actions.]

[bookmark: _Toc148702344]4.4.3 Do It! Mode
Do It! mode is your online support tool to use in the live system. With Do It! mode, UPK guides you through a task while you perform it in the live system. This unique mode makes it possible for you to accomplish real work while you learn.
When a topic is played in Do It! mode, a new window opens. The top pane of Do It! mode displays step-by-step instructions for completing the selected task. The bottom pane of the window displays a graphic that illustrates how the screen should appear in the live system for a specific step. 
Complete the following steps to play a topic in Do It! mode: 
1. Sign in to MyGCHR. 
2. Access the UPK Player. For instructions on how to access the UPK Player, refer to How to Access UPK. 
3. Select a topic from the outline. (Expand the outline items, if necessary.) 
4. Review the information for the topic in the Concept pane. 
5. Click Do It! (You can also start a topic from a specific point by clicking on the down arrow of the Do It! Playback button and clicking on the appropriate link.) 
6. Click the Next Step button to begin the topic playback. 
7. Perform the steps in MyGCHR by following the instructions in the Do It! window. 
8. Click the Next Step button to view the next step. 
9. Repeat steps 7 and 8 until you reach the end of the topic. 
10. Click the Close button to return to the UPK Player.
Note: Do not save data in MyGCHR until UPK advises you to save. 
[bookmark: _Toc148702345]
4.4.4 Print It! Mode
Print It! mode is the fourth playback mode available through the player. This allows the user to open or save a printable step-by-step instruction document for reference. The document is launched in Adobe PDF.
1. Select a topic from the outline. (Expand the outline items, if necessary.)
2. Review the information for the topic in the Concept pane.
3. Click Print It! 
4. There will be two columns: first column is the steps, and the second column is the actions/instructions.
[bookmark: _Toc148702346]
Employee Self-Service 

[bookmark: _5.1_Employment_Equity][bookmark: _Toc148702347]5.1 Employment Equity Self-ID Form

Upon accessing MyGCHR for the first time, employees will be required to complete the Employment Equity Self-ID Form. 
Once the Employment Equity Self-ID Form has been completed, you will obtain access to Self-Service. 
Note: Employment Equity Self-ID Form is always available for applicable changes.
Navigation
[image: The image shows the navigation to the Employment Equity Self-ID Form in MyGCHR.]

[image: The image shows the preamble to the Employee Equity Self-ID Form.]
The MyGCHR Employment Equity Self-Identification Form contains the following categories:
· Gender 
· Visible Minority 
· Aboriginal Person 
· Person with Disability 
UPK - Complete Employment Equity Self-Identification Form
Path in MyGCHR: Main Menu > Self Service > Government of Canada > Employment Equity Self-Id Form

[bookmark: _Toc148702348]5.2 Communication preferences

In MyGCHR, employees will be able to select their official language of choice for communication purposes.
[image: The image shows the Official Language Communication Preferences page in MyGCHR.]
· Communication Type 
· Oral 
· Written 
· Official Language 
· Canadian French 
· English 

[bookmark: _Toc148702349]5.3 View Time 

Navigation
[image: The image shows the Navigation to View time in MyGCHR.]
[bookmark: _5.3.1_Monthly_Schedule]Under Employee Self-Service, employees will have the ability to view their monthly schedule, submit absence requests, view their absence request history, view their absence balances, and update their personal information. 

[bookmark: _Toc148702350]5.3.1 Monthly Schedule 
Employees will each be assigned a work schedule. Work schedules provide a way to communicate and manage workforce attendance expectations. They also enable the absence process to ensure absences fall on scheduled workdays.
Note: If you are having issues requesting an Absence, the first thing you need to verify is your Monthly Schedule to make sure your schedule is accurate. If changes need to be done to your Monthly Schedule, you need to communicate with your manager.
Example of a Monthly Schedule 
You can view your hours of work, days off, holidays, planned absences and training.
UPK - View Your Monthly Schedule
Path in MyGCHR: Main Menu > Self Service > Time Reporting > View Time > Monthly Schedule
[image: Image of a monthly schedule ]
[image: Approved training icon] Training requested within self-service and approved by your manager (if the Enterprise Learning module is being used by your organization). 
[image: Planned absence icon]  Absence request submitted and approved by your manager.
[image: Statutory Holiday icon]  Statutory Holidays 
[image: OFF scheduled OFF Day icon] Days you are not scheduled to work (includes weekends, compressed days and off days).

	Status of the Employee 
	Type of Schedule
	# of Hours Displayed on the Schedule/Days
	Special Instructions

	Full Time Employees (Indeterminate, Term, Casual and Student)

	Monday to Friday - 37.5 hrs per week
	7.5hrs/day; Monday to Friday
	

	Full Time Employees on a Compressed Schedule  
(Indeterminate, Term)
	View list available in MyGCHR. For ex.:
COMPR2WKS/SEM_2 - 75 hrs (Friday off)
	For ex.: 8.33hrs/day for 8 days and one day at 8.36hrs, Friday OFF every 2 weeks  
	When there is a need to change the established day OFF, it is the responsibility of the Supervisor/Manager to modify the Schedule in MyGCHR accordingly.


	Part -Time Employees 
(Indeterminate, Term, Casual and Student)

	View list available in MyGCHR. For ex.:
PT/TP20HR_1 – 4 hrs/day (5 days/wk)
	For ex.: 4hrs/day; 
Monday to Friday
	Manager will need to contact HR.

	Employees As and When
	The following Predefined schedule is automatically assigned - AWR/SLB 1 H
	1 hour each day; Monday to Friday
	The 1 hour per day displayed has no impact, whether the employee works 7.5hrs in a day or is OFF on a day.




[bookmark: _5.3.2_Absence_Request]

[bookmark: _Toc148702351]5.3.2 Absence Request History
Leave requests can be submitted for leave plan types available to employees based on their collective agreement or terms and conditions of employment. 
Absence Management is used to manage employee leave requests in MyGCHR. Absence Management is integrated with the Phoenix pay system. When a leave request is submitted in MyGCHR, the information flows directly to the pay system if there is any pay implication and may have direct impact on employee’s pay depending on the request type.
Absence Request History is used for viewing leave history or deleting a leave request.
This procedure is used to view your leave request history and details of specific transactions for leave plan types for which you are entitled or eligible, which may include, but is not limited to, the following:
· Sick 
· Vacation
· Personal
· One-Time Vacation Entitlement
· Other
· Leave Without Pay (LWOP)
· Lieu
· Furlough
· Compensatory – Time available as leave from banked overtime hours
· Foreign Service
· Family Related 

UPK - View Leave Request History and Details
Path in MyGCHR: Main Menu > Self Service > Time Reporting > View Time > Absence Request History
 [image: The image shows the absence request history page in MyGCHR]

Employees can submit a request for approval to delete or void a submitted leave request.
UPK - Delete a Leave Request
1. Click on Edit.
 [image: The image shows the Absence Request History page in MyGCHR with the Edit button highlighted for an approved leave .]


2. View details of your request
 [image: The image shows the Absence Request History - Request Absence page in MyGCHR, highlighting the status "Approved" and the Submit for Deletion button. ]
3. Perform action based on the table below (depends on the status of your request). 
Note: Please ensure to delete any requests denied by your Manager in MyGCHR
	Status Request 
	Action

	Approved

	Submit a deletion request for this absence transaction. 
Note: Your manager will receive a notification to review and either approve or deny your deletion request. 

	Submitted or Denied

	Delete the Request. MyGCHR displays a Delete Confirmation message to confirm you want to delete this request. 
Note: The manager will not receive an email notification. 





[bookmark: _5.3.3_Absence_Balances][bookmark: _Toc148702352]5.3.3 Absence Balances
Balances display in MyGCHR based on the following categories:
· Leave credits that are accumulated through entitlements - Some leave credits are accrued (e.g., vacation, sick, one-time vacation, etc.) because you are entitled to them. Therefore, you have an available balance. These plan types normally require a balance to submit a leave request. Sick balances can display as a negative balance based on your collective agreement (e.g., some collective agreements allow for the balance to be down to -187.50 hours of sick leave).
· Leave that is NOT accumulated but has a maximum amount that can be used - Some leave credits are not accrued (e.g., leave without pay, family related, etc.) but are available to you, if needed, because you are entitled to them. These plan types do not have a balance and the leave cannot be accumulated or carried over. Balances display in the Used and Balance columns for these plan types when this leave is taken. The balance always starts at zero for these plan types.  As soon as you submit a request for leave, the balance becomes a negative amount. The balance cannot equal more than the allowable amount for the specific leave requested.
· Leave that is earned through authorized hours of work exceeding your scheduled hours of work - hours exceeding your standard work week hours (e.g., lieu-time or compensatory, etc.). These leave plans must have an available balance before a leave request can be submitted for time off.
Note: For plan types where leave is not earned or advanced the balance displays as zero.
UPK - View Your Leave Balances
Path in MyGCHR: Main Menu > Self Service > Time Reporting > View Time > Absence Balances (GC)
[image: The image shows the Absence Balance (GC) page in MyGCHR. The Carried Over, Adjusted/Banked, Advances/Earned, Used, Paid, and Balance sections are highlighted. ]
	
	Status of Hours 
	Description 

	1
	Carried Over

	Displays any Absence balances carried over from the previous fiscal year (if you were an active employee in the previous fiscal year in your organization, in MyGCHR).

	2
	Adjusted/Banked

	Displays any corrections/adjustments made by a Compensation Advisor or a Leave Administrator to the plan type and/or any hours entered to be banked under Compensatory to be used later as paid leave. 

	3
	Advanced/Earned

	Displays any Absence such as vacation advanced to active employees at the beginning of the fiscal year, AND any credits earned throughout the fiscal year such as sick credits. 

	4
	Used
	Displays the total amount of hours used for the plan type.

	5
	Paid
	Displays the total amount of hours paid out for the plan type.

	6
	Balance

	Displays the current number of hours available to use for the plan type.
Note 1: The Balance is updated as soon as hours are submitted.
Note 2: For plan types where hours are not earned or advanced, the balance displays zero. Once an employee uses hours for those plan types, a negative balance displays for the time used. For example, a negative family related balance will be showing when using family related absences.


[bookmark: _Toc148702353]
5.4 Report Time 

Navigation
[image: The image shows the navigation to Report Time in MyGCHR. ]

[bookmark: _5.4.1_Absence_Request][bookmark: _Toc148702354]5.4.1 Absence Request 
An Absence Request is used to submit hours for which you are entitled or eligible, which may include, but is not limited to, the following:
	Absence Type 
	Absence Name 

	Sick 
	Certified 
Uncertified

	Vacation 
	Vacation 

	Personal 
	Pers-Bereavement 
Pers- Personal 

	Compensatory Banked
(Displayed in Adjusted Column) 
	To request approval of compensatory time for overtime worked

	Compensatory 
	To request time off using overtime hours that were previously banked. 

	Payout (Displayed in Paid Column)
	To request cashout of hours. Compensatory, Vacation, etc.

	Family Related 
	Family - Illness in Family 
Family - Appt Professional
Family - Other, etc. 

	Leave without Pay (LWOP)
(5 consecutive days of less) 
	Enter LWOP 5 days or less to calculate the monthly leave credit entitlements.
*Remember to also enter that time in Phoenix for Pay deductions.



When you submit an absence request, a system generated email is sent to your manager for review. When your manager approves or denies the absence request, a system generated email is sent to you indicating your manager’s decision.
UPK - Submit a Leave Request
Video: Absence management
Path in MyGCHR: Main Menu > Self Service > Time Reporting > Report Time > Absence Request
Note: When submitting an absence request you need to make sure you are submitting your request in your active job record.
[image: The image shows the Select Job page in MyGCHR, highlighting the radio button to select your active job record, the dates to verify the start and end date, and the continue button.]
If the Select Job page displays: 
· Select the radio button next to the job you were working in at the time of this Absence Request and click the Continue button.  
Note: Verify the start and end date of the job selected, to ensure the time you wish to use falls in this period.

[bookmark: _5.4.1.1_Submitting_an][bookmark: _Toc148702355]5.4.1.1 Submitting an Absence Request
[image: The image shows the Request absence page in MyGCHR with the steps on how to submit an Absence Request. ]

To submit an Absence Request:
1. Enter the first day of absence in the Start Date field or click on the Calendar button to select the date.
2. Select the type of request you are submitting from the Filter by Type field. The drop-down menu displays the different types of absences for which you are entitled.
3. Select the Absence Name option that identifies your request.
4. Accept the default value of None in the Partial Days field (when your request does not include partial days). 
Note: If submitting leave for partial days, please refer to Submitting an Absence Request with Partial Days.
5. Enter the last day of absence in the End Date field.
6. Click the Calculate End Date or Duration button (this will calculate your duration, based on the end date you entered).
Note: If you leave the End Date field blank and enter the Duration of the leave, clicking the Calculate End Date or Duration button will auto populate the end date. This is also true when using the partial days field. 
7. Click the Forecast Balance button to validate your request against your work schedule and your absence balances, and to confirm that this transaction is eligible.
8. Verify, and if required amend the Supervisor ID. The supervisor that appears by default in the Supervisor ID field is based on the organizational charts entered in the system and what is listed in your job information page. Should you need to change the Supervisor ID and name, enter the employee ID of your supervisor in the Supervisor ID field or click on the look up icon to do a search. 
9. Enter relevant information or details in the Requestor Comments field, if applicable.
10. [bookmark: _5.2.1.2_Submitting_an]Click the Submit button to submit the absence request to your supervisor. 
[bookmark: _Toc148702356]5.4.1.2 Submitting an Absence Request with Partial Days
[image: The image shows the Request absence page in MyGCHR with the steps on how to submit an Absence Request with Partial Days. ]
To submit an Absence Request with Partial Days:
1. Enter the first day of absence in the Start Date field or click on the Calendar button to select the date.
2. Select the type of request you are submitting from the Filter by Type field. The drop-down menu displays the different types of absences for which you are entitled.
3. Select the Absence Name option that identifies your request.
4. Select the appropriate Partial Days option for your request. The partial days drop-down menu allows you to select a portion of the day or days you are absent. Partial means that the deduction is less then the full number of hours that you are scheduled to work. (Please refer to the reference table below, identifying the Partial Days Options and Descriptions).
5. Enter a valid value into the End Day Hours field.
6. Enter the last day of absence in the End Date field.
7. Click the Calculate End Date or Duration button (this will calculate your duration, based on the end date you entered).
Note: If you leave the End Date field blank and enter the Duration of the leave, clicking the Calculate End Date or Duration button will auto populate the end date. 

8. Click the Forecast Balance button to validate your request against your work schedule and your absence balances, and to confirm that this transaction is eligible.
9. Verify, and if required, amend the Supervisor ID. The supervisor that appears by default in the Supervisor ID field is based on the organizational charts entered in the system and what is listed in your job information page. Should you need to change the Supervisor ID and name, enter the employee ID of your supervisor in the Supervisor ID field or click on the look up icon to do a search. 
10. Enter relevant information or details in the Requestor Comments field, if applicable.
11. Click the Submit button to submit the absence request to your supervisor.
	Partial Days Options
	Descriptions 

	None
	Used to identify that the absence request is for full day(s) only.

	All days
	Used to identify that every day of the absence request is partial.

	Start Day Only
	Used to identify that only the first day of the absence request is a partial day. If only one day of absence is taken and that day is partial, select Start Day Only.

	End Day Only
	Used to identify that only the last day of the absence request is a partial day.

	Start and End days
	Used to identify that the first day and last day of the absence are partial days.


Note: The selection of the appropriate partial days option is required when the number of hours requested for an absence is less than the number of hours scheduled for that day. 

[bookmark: _Toc148702357]5.4.1.3 Submit Rehabilitation Hours NOT Worked
Rehabilitation hours NOT worked while an employee is on an approved rehabilitation program in MyGCHR are entered by the employee after their compensation advisor enters the start of the rehabilitation program in the HR system.
Note: In this situation, you would have an approved return-to-work plan, through the Disability Management Program.
· Your standard work hours (usually weekly) are recorded in MyGCHR. 
· Your schedule in MyGCHR contains your daily hours of work based on your schedule. 
· The hours in your schedule match the Standard Hours recorded in MyGCHR, based on your position or job within your organization and your collective agreement or terms and conditions of your employment. This schedule is also in the Phoenix pay system.
While you are on the rehabilitation program you must enter the hours you work, in Phoenix, to be paid for those hours. Refer to the Phoenix UPK topic titled Employee Self-Service: Timesheet 
The hours NOT worked are recorded in MyGCHR using this procedure. These are recorded as rehab hours and are sent to the company handling your disability insurance.
You must submit a separate request for each day of rehabilitation hours NOT worked.
Note: Some requests require Section 34 (financial) approval. If your supervisor does not have the authority to approve a section 34 request, they will forward the request to the appropriate individual for approval.
[image: The image shows the Request Absence page in MyGCHR. The Start date, End date, Filter by Type, Absence Name options are highlighted. ]
Prerequisite: Before you complete this procedure, refer to the UPK topic titled View Your Monthly Schedule to determine the hours NOT worked that need to be entered in MyGCHR and the hours worked that need to be entered in Phoenix.
Important:
· The hours worked entered in Phoenix and the hours NOT worked entered in MyGCHR, must equal the Standard Hours for your position or it could result in an error to your pay.
· You must submit a separate request for each day of rehabilitation hours NOT worked.
UPK - Submit Rehabilitation Hours NOT Worked

[bookmark: _Toc148702358]5.4.1.4 Submit a Request Requiring Section 34 Delegation
The following requests submitted in MyGCHR require Section 34 Delegation:
	Type of Request
	Description

	Compensatory Banked 
	Time that is banked to use as leave at a future date. Time such as travel, standby and/or call back can be banked, as well as additional hours worked in a work week that employee wishes to take in time rather than cash(overtime).

	Leave Without Pay (LWOP)
	LWOP transactions less than or equal to 5 days must be entered twice - first in MyGCHR, then in Phoenix. 

	Additional Hours 
	Additional hours worked by part-time employees.



Use this procedure to submit a request requiring Section 34 Delegation in MyGCHR.
Note: If your organization does not track Section 34 delegation for employees in MyGCHR, you will not be able to enter these requests through Self Service. Your Leave Administrator will need to enter your request in MyGCHR.

Compensatory Banked
[image: The image shows the Request Absence page in MyGCHR. The option Filter by Type with Compensatory banked is selected.]
Important – Request for Time in Payment: Do NOT enter time in MyGCHR if you want to receive payment in lieu of taking leave. If that is the case, a request must be submitted directly in the Phoenix pay system. Refer to the Client Contact Centre web site for more information and a link to the pay system.
Note: if you want to cash out Compensatory time already entered, refer to the procedure titled Request a Leave Payout.

Leave Without Pay (LWOP)
[image: The image shows the Request Absence page in MyGCHR. The option Filter by Type with LWOP is selected.]
LWOP transactions less than or equal to five days must be entered twice - first in MyGCHR, then in Phoenix. Phoenix will not process any LWOP transactions of less than or equal to 5 days entered in MyGCHR. Click the following link to view a list of LWOP transactions that must be entered in both systems.
It is important that LWOP transactions of less than or equal to 5 days continue to be entered in MyGCHR to ensure that leave entitlements and balances can be calculated accurately. It is important that they are also entered in Phoenix to ensure that pay can be accurately calculated. To enter the transaction in Phoenix, refer to the Phoenix procedure titled Employee Self-Service: Timesheet. 
Note: You must ensure that you have identified your Section 34 manager in Phoenix before you can enter a timesheet. If you have not already selected your Section 34 manager, refer to the Phoenix procedure titled Employee Self-Service: Select section 34 manager. 



Additional Hours (for part-time employees only)
[image: The image shows the Request Absence page in MyGCHR. The option Filter by Type with Additional Hours is selected, and the option Absence Name with Additional Hours P/T Empl is selected. ]
Part-time employees must have any additional hours approved prior to working them.  These are hours that are not included in their monthly schedule and must be entered in MyGCHR for Section 34 Delegation ahead of time. 
To get paid for the additional hours, part-time employees must enter the additional hours in Phoenix once they’ve been worked. To enter the transaction in Phoenix, refer to the Phoenix procedure titled Employee Self-Service: Timesheet. Refer to Choosing the right codes for your timesheet to choose the appropriate code. 
UPK - Submit Request Requiring Section 34 Delegation 

[bookmark: _Toc148702359]5.4.2 Mandatory Cashout
There is a limit on the amount of earned leave that can be carried over each year. For most collective agreements and terms and conditions of employment, the allowable carry-over of excess vacation leave is 35 days or 262.50 hours. Excess vacation leave is typically paid out each March and compensatory leave in September.
This annual mandatory cashout of excess leave credits has been suspended since 2016 to allow the compensation community to focus on efforts to stabilize the Phoenix pay system and address outstanding pay issues. In November 2020, with significant progress made to stabilize the pay system, public servants were informed that the cashout of excess earned leave would restart in March 2022.
As stated in the Treasury Board of Canada Secretariat's Vacation and Compensatory Leave Cash-Out for 2022–26 - Canada.ca, effective April 2022, a process is being put in place to gradually reduce any excess vacation and compensatory leave public servants may have accumulated since 2016.

[bookmark: _Toc148702360]5.4.2.1 Confirm and Submit Your Mandatory Cashout Hours for Approval
Employees have a responsibility to confirm their Mandatory Cashout, if applicable. 
Path in MyGCHR: Main Menu > Self Service > Time Reporting > Report Time > Mandatory Cashout (GC)
UPK - Confirm and Submit Your Mandatory Cashout Hours to Manager
1. Click Select to View Instructions for information on the Mandatory Cashout process.
Note: The Fiscal Year defaults to the current fiscal year, and Cash Out Date defaults to the most recent cut-off date being processed by the system.
[image: The image shows the Mandatory Cashout (GC) page with the following items highlighted: a "Select to View Instructions" Link, as well as the Fiscal Year and Cash Out Date fields. ]
[image: The image shows the instructions for the mandatory cashout (GC) page. ]
2. Click the Confirm/View link.  

3. Click the Employee Hours Confirmed drop-down menu and select Yes.
[image: The image shows the Mandatory Cashout Detail (GC) page with the following items highlighted: Employee hours confirmed drop-down menu, the supervisor ID and comment fields and the Submit button.]
The Supervisor ID field is populated based on the reporting relationship entered in MyGCHR.
4. Verify that the Supervisor ID reflects the individual who needs to approve your confirmation. - OR - Amend the Supervisor ID to the Employee ID of the individual who needs to approve your confirmation.
Note: Your Section 34 delegated Manager is required to approve your Cashout request.
Exceptions:
Employees can be excluded from the Mandatory Cashout process for the following reasons:
· Leave Balance Inaccurate: The Section 34 manager may pause the mandatory leave cashout each year in certain situations where there is an issue with the completeness or accuracy of an employee’s leave data.
· Employee LWOP & benefits: Employees on leave without pay in receipt of Employment Insurance benefits (EI), Disability benefits (DI) or Long-Term Disability benefits (LTD) are excluded from the mandatory leave cashout process while they are in receipt of these benefits.
· Transfer not completed: Employees in a pending transfer will be excluded from the mandatory leave cashout process until the employee’s pay is transferred to the new organization. Employees in a pending transfer are described as being paid by their former organization while working at a new organization; however, this does not include employees who are on secondment.
Note: When submitting a Mandatory Cashout confirmation request an email notification will be sent to your section 34 delegation manager. 
If you do not agree with the Mandatory Cashout amount calculated, you may select ‘No’ in the ‘Employee Hours Confirmed’ drop-down menu and add a comment for your manager to indicate why you do not believe this amount to be accurate.

[bookmark: _Toc148702361]5.4.2.2 Delete a Mandatory Cashout Confirmation Request
If the Mandatory Cashout Confirmation request has not been approved, you can delete the pending approval request and a manager approval is NOT required.
· The pending approval request is removed from your manager’s approval queue.
· Your manager will receive an e-mail notification of your Mandatory Cashout Confirmation request deletion.
· MyGCHR recalculates your Mandatory Cashout hours.
1. Click the Confirm/View link.
[image: The image shows to click Confirm/View on the mandatory cashout (GC) page with a workflow status of submitted. ]
2. Status is Pending.  Click Delete. 
[image: The image shows the Mandatory Cashout Approval page with the Mandatory Cashout status as Pending, and the Delete Button highlighted.  ]
If the Mandatory Cashout Confirmation request has been approved, you can submit a deletion request.  
1. Click the Confirm/View link.
[image: The image shows to click Confirm/View on the mandatory cashout (GC) page with a workflow status of approved. Other fields that are highlighted are the Employee Hours Confirmed and Manager Approved which are both showing yes.  ]
2. Status is Approved. Click Submit for Deletion.
[image: The image shows the Mandatory Cashout Approval page with the Mandatory Cashout status as Approved.]
[image: "Submit for deletion" button]
Your manager (for requests without an exclusion reason), or Section 34 manager (for requests with an exclusion reason), will receive an e-mail notification to approve, deny or forward your deletion request.
When the manager approves, denies, or forwards your request, or when the Section 34 manager approves or denies your request for deletion of an approved request, you will receive an e-mail notification indicating that the Mandatory Cashout Deletion request is approved, denied, or forwarded.
UPK - Delete a Mandatory Cashout Confirmation Request

[bookmark: _Toc148702362]5.4.3 Understanding “Voided” Leave Transactions
Updates made to employee records in MyGCHR can, depending on the change, impact the status of leave transactions, changing the leave transaction/absence event status to Voided. The Voided status is automatically generated by MyGCHR and requires manual intervention by the employee, manager and/or leave administrator to complete the action for the leave transaction.
Examples of instances which may result in Voided leave transactions are as follows:
· Change in Employee Schedule: When a change is made to an employee’s schedule and there are existing leave transactions that fall on or after the effective date of the new employee schedule, regardless of the status of the leave (Approved, Denied, etc.), and the leave no longer falls on a scheduled workday.
· Change in Eligibility Group (based on employee’s Collective Agreement): When a change is made to an employee’s eligibility group and there are existing leave transactions that fall on or after the effective date of the new eligibility group assigned to the employee and the absence type is not recognized by the new eligibility group.
· Change in Employment Record Number: When a change in employment record number causes absence transactions to span over multiple employment record numbers.
 
· Change in Employee Status: When an employee’s status changes to terminated, retired, death, suspended or leave of absence for any reason other than acting or assignment, and there are existing leave transactions that fall on or after the effective date of the change in employee status for the matching employment record number and organizational instance, regardless of the status (Approved, Denied, etc.), and the leave no longer falls on a day when the employee was active.
Note: A voided reason will be added to the absence event comment field and a workflow email (as pictured below) will be sent outlining the change. The workflow email will be sent to the employee, manager and/or leave administrator. The workflow email will include an explanation for the change along with a hyperlink to the absence request where you can perform the appropriate steps.
[image: The image shows an example of an email received for Voided Leave transactions.]
IMPORTANT: If Voided transactions are still applicable, they must be deleted then new request(s) with the correct start and end date, and/or leave type must be created. A new leave request with dates overlapping the voided request cannot be entered until the voided request has been deleted. For information on submitting an absence request, refer to Submitting an Absence Request. 
UPK - Understand Leave Transactions "Voided" Status 

[bookmark: _Toc148702363]5.4.4 Understanding Resubmitted Leave Transactions
Updates made to employee records in MyGCHR can, depending on the change, impact the approval status of leave transactions, changing the leave transaction/absence event status to Submitted. The Submitted status for resubmitted leave transactions is automatically generated by MyGCHR and requires manual intervention by the employee, manager and/or leave administrator to complete the action for the leave transaction.
Note: The employee will see the status as “Submitted” and the manager will see the status as “Needs Approval”.
Examples of instances which may result in resubmitted leave transactions are as follows:

[bookmark: _Toc148702364]5.4.4.1 Change in Employee Schedule
When there is a change to an employee’s work schedule and/or holiday schedule, and there are existing leave transactions that fall on or after the effective date of the new employee schedule, the duration of the absence event will be recalculated based on the new schedule. If the absence duration changed, the leave transaction will be re-submitted by MyGCHR, and the status will be changed to Submitted. 
	Schedule
	Schedule effective date
	Absence takes
	Comments

	Schedule A 
7.5 hours Mon - Fri
	March 1, 2016
	January 4-10, 2018, Sick 
February 5, 2018, Vacation
February 12, 2018, Sick 
	Manager already approved employee’s leave. 

	Schedule B Compressed
Every second Monday off 
	January 1, 2018
	January 4-10, 2018, Sick 
February 5, 2018, Vacation
February 12, 2018, Sick
	The approval status will be set to “Needs Approval” once the new schedule is entered. 
A notification is sent to the employee and the manager.


Note: For approval of absences entered by a Leave Administrator, the approval status is set to « Needs Approval ».

[bookmark: _Toc148702365]5.4.4.2 Change in Eligibility Group
When a new eligibility group (based on the employee’s collective agreement) is assigned to an employee with a status of active or paid leave of absence, and there are existing leave transactions that fall on or after the effective date of the new eligibility group, the change will be validated by MyGCHR that the absence type is part of the new eligibility group, regardless of leave status (Approved, Denied, etc.).
In certain Collective Agreements, the same type of absence exists but with different rules that may affect the eligibility of previously eligible transactions.  In this case, the transactions will be re-submitted to the new manager or leave administrator with the updated applicable absence type as per the new eligibility group and will require reforecasting and approval to ensure the transaction is still eligible. The updated leave transaction will be re-submitted by MyGCHR, and the status will be changed to “Submitted” for the employee and “Needs Approval” for the manager.
	Record
	Collective agreement
	Classification Code
	Eligibility code
	Absence Take
	Manager
	Status

	Record 0
	Program & Admin Services group 
	AS 04
	13
	Sick day 
	Manager A 
	Approved 

	Record 0
	Financial Administration group 
	Job change 
FI 03
	34
	Sick day 
	Manager B
	Submitted/ Needs Approval



[bookmark: _Toc148702366]5.4.4.3 Change in Employment Record Number
When there is a new, or change to an existing Acting or Assignment, for employees with a status of active or paid leave of absence, all absence requests that fall on or after the effective date of the change of employment status will be validated by MyGCHR and the Employment Record Number will be changed to match the active Employment Record Number for the duration of the transaction.  These transactions will only be resubmitted for approval if they meet the edits for schedule change and/or Eligibility Group change listed above.
Example: 
When you send a request for an absence you will first need to select an active record (active job) that is available.  Sometimes your current active record is not yet entered in the HR system. Therefore, you will need to submit your leave request in an active job that would appear in the “Select Job.” 
When doing so, your leave request is sent to the manager on the active record. Once HR enters the Job (acting or assignment) in the system those approved leave requests will than be resubmitted to the manager of the new active job.
	Record
	Absence Take
	Resource
	
	
	Status

	Record 0 
	Sick day 
	Manager A 
	
	
	Approved 

	Record 5 
	Sick day 
	Manager B
	
	
	Submitted/ Needs Approval



[image: The image shows the Select Job page in MyGCHR with the following fields highlighted: Empl Record, Assignment or Appointment Type, Earliest Active Date in Current Fiscal Year and End Date.]
[image: The image shows the Absence Request History page in MyGCHR. The Empl Record is highlighted.]
Note: If the status of the leave is pending and the Employment Record Number is changed, absence requests are resubmitted to the new manager.
Note: An explanation for the update will be added to the absence event comment field and a workflow email (as pictured below) will be sent outlining the change. The workflow email will be sent to the employee, manager and/or leave administrator. The workflow email will include an explanation for the change along with a hyperlink to the page where you can perform the appropriate steps or view the affected absence requests.
When there are multiple absence events to be resubmitted, MyGCHR will generate only one generic workflow email notification for all affected absence events in Self Service. 
Sample Email
[image: The image shows a sample email for all affected absence events in MyGCHR. ]
UPK - Understand Resubmitted Leave Transactions

[bookmark: _Toc148702367]5.4.5 Transfer Not Yet Processed
Until the transfer is processed in both HR systems (transfer out from old organization and transfer in for new organization), employees will not be able to submit Leave via Absence Request in MyGCHR.
· Employees unable to request Absence in MyGCHR must complete and submit a Leave Application and Absence Report Form (GC178) for approval to their manager. 
· Once approved, the manager should send the approved leave form (GC178) to the trusted source for action. The manager must ensure to keep a copy of the signed form and return the original to the employee.
· Secondment In employees must send their Leave form (GC178) to their manager in their Home Department.
[bookmark: _5.5_Personal_Information][bookmark: _Toc148702368]5.5 Personal Information 

Navigation
 [image: The image shows the navigation to the personal information summary page in MyGCHR. ]

[bookmark: _Toc148702369]5.5.1 Personal Information Summary
The Personal Information Summary page displays the information relating to: 
· Name (Legal and Chosen)
· Home/Mailing Addresses 
· Phone Numbers 
· Emergency Contacts 
· Email Addresses 
· Marital Status
· Etc.

Employees can access their personal data, and if required, add, or update the information. To add or update information, click on the “Change” button of the corresponding section.
[image: The image shows the personal information summary page in MyGCHR. The buttons change legal name, change chosen name, change home/mailing address, change phone numbers and change emergency contacts are highlighted. ]
In addition to the information that you can view, add and/or update, the Personal Information Summary also contains information about: 
· Gender 
· Date of Birth 
· Birth Country 
· Province 
· Personal Record Identifier 
· First Official Language
· Original Start Date 
· Highest Education Level 

Employees cannot update this information, however, if there are errors in the data, you should notify your Human Resources. 
[image: The image shows the employee information page in MyGCHR. ]
Employees can make changes to their Personal Information through MyGCHR Self Service following one of these two options: 
· Option 1: Selecting the Personal Information Summary option to access all information.
· Option 2: Selecting the specific information requiring updates.
Note: It is the employee’s responsibility to advise the Pension Center of changes such as the last name and marital status. Consult the email notification sent after submitting the request for details. 
To ensure timely reception of communications, employees must ensure that both a home and a mailing address are indicated on file, even when they are the same. These components are important for communications within MyGCHR; they are also important for Phoenix since they are integrated. The Mailing address is used for Record of Employment, T4s and any correspondence that is sent to employees.
UPK - View Your Personal Information Summary
Path in MyGCHR: Main Menu > Self Service > Personal Information > Personal Information Summary
You can also access the following topics in UPK for updating your personal information:
· Update Your Marital Status
· Update Home and Mailing Addresses
· Submit a Legal Name Change Request
· Add, Modify or Inactivate Your Chosen Name
· Update a Personal Email Address
· Update Emergency Contacts
· Update Phone Numbers
· View, Update or Add Your Language Communication Preferences

[bookmark: _5.8_Profile_Management][bookmark: _Toc146283482][bookmark: _Toc148702370]5.5.2 Chosen Name
A Chosen name is a name commonly used that is different from an individual’s legal name and allows employees to determine how they wish to be addressed. It could be a nickname, middle name, professional name, anglicized name, or a name more closely associated with an employee’s gender identify.
You can add, change, or inactivate your chosen first name and last name in MyGCHR. Your Chosen Name will not be transferred to Phoenix, and manager approval is not required. It will appear only in Employee and Manager Self Service and the Manager Dashboard. All other sections of MyGCHR will use your legal name.
Note:	If you had a preferred name on record before the implementation of the chosen name feature, please note that this information was not automatically transferred. You will need to re-enter your chosen name.
UPK – Add, Modify or Inactivate Your Chosen Name

[bookmark: _Toc148702371]5.5.2.1 Add or Change a Chosen Name
Employees can include their chosen first and last names in MyGCHR.
Path in MyGCHR:	Main Menu > Self Service > Personal Information > Change Chosen Name
[image: Screenshot of the 'Change Chosen Name' page, focusing on the 'Current Name' and 'New Name' sections. In the 'New Name' section, emphasis is on the 'Change As Of' date field and the 'Edit Name' button. Additionally, the 'Save' button at the bottom of the page is highlighted.]
Your current name appears in the Current Name section of this page. To add a new Chosen Name, proceed to the New Name section. 
When updating your Chosen Name, the Change As Of date field specifies the effective date for the change to be reflected in MyGCHR. The date defaults to the current date, but you can adjust it if necessary.
Next, click the Edit Name button to access the Edit Name page.
Note:	Accept the default value in the Name Format field.
[image: Screenshot of the 'Edit Name' page, with emphasis on the 'First Name' and 'Last Name' fields, along with the 'OK' button located at the bottom.]
You can enter a chosen First Name, a chosen Last Name, or both. 
If you enter:
· only your chosen first name, MyGCHR will display your chosen first name along with your legal last name.
· only your chosen last name, MyGCHR will display your legal first name along with your chosen last name.
· both your chosen first name and chosen last name, MyGCHR will display both your chosen first name and last name.
Click the OK button to return to the Change Chosen Name page. Then, save your chosen name by clicking on the Save button.
[image: Screenshot of the 'Name Change - Save Confirmation' page, highlighting the 'OK' button.]
The Save Confirmation page displays a message stating, “The Save was successful”.
Approval is not required to enter a Chosen Name. Once the chosen name is added or updated in MyGCHR, it will be viewable in the Manager Dashboard as of the date of the change. Your manager will not receive a notification of the update.
Note:	To modify an existing chosen first name and/or chosen last name, please follow the same steps outlined above and resubmit. 

[bookmark: _Toc148702372]5.5.2.2 Inactivate a Chosen Name
Employees can inactivate their chosen first and last names recorded in MyGCHR. When you do so, MyGCHR will revert to displaying your legal name on your Self Services pages, your manager’s Manager Self Service pages and on the Manager’s Dashboard. 
Path in MyGCHR:	Main Menu > Self Service > Personal Information > Change Chosen Name
[image: Screenshot of the 'Change Chosen Name' page, focusing on the 'Inactivate' button located at the bottom.]
To inactivate, simply click on the Inactivate button on the Change Chosen Name page.
Once done, this MyGCHR will prompt you with the message “Are you sure you want to inactivate this name?” If you wish to proceed, click Yes. 
The Submit Confirmation page will appear to confirm the successful inactivation. Click OK to finalize the process. Your chosen name has now been successfully inactivated in MyGCHR.

[bookmark: _5.6_Profile_Management][bookmark: _Toc148702373]5.6 Profile Management 

In MyGCHR, the Person Profile component is used to maintain information on employee financial delegation, accommodations, driver's licenses, security clearances, education, qualifications, test results and skills. Employees have access to view their own profile to ensure that the information contained in their profile is up-to-date and complete.
Employees can add accommodations, driver's licenses, career preferences, telework agreements and competency information. They can view other profile contents such as security clearance, education and SLE results which are maintained by HR personnel. If the information is not accurate, employees should contact their HR unit. The employee’s current manager also has access to view the information.
[image: The image shows the My Current Person Profile page, with the Personal (GC) tab active. ]
UPK - View Your Security Clearance, Education and Second Language Evaluation (SLE) Results 
Path in MyGCHR: Main Menu > Self Service > Learning and Development > My Current Profile
Note: When the Security Clearance component is not used by the organization, the Security Clearance information does not display. SLE Results are available once they have been entered in MyGCHR by Human Resources.
Profile Management enables employees to maintain their own profiles, thereby decreasing administrative time, costs and increasing data integrity. Profile Management ensures that data changes comply with the organization's requirements.
Here are some components that you can view in your profile:
· Security Clearance, 
· Driver’s License 
· Education 
· Second Language Evaluation (SLE) Results 
· Financial Delegation
· Etc.
UPK - View My Current Person Profile 
UPK - View or Update your Driver's License Information
UPK - View Your Financial Delegation 


[bookmark: _Toc148702374]5.6.1 Submit a Telework Agreement 
Employees can add telework details in their Person Profile and submit the request for approval to their manager, in MyGCHR.  
[image: The image shows the My current person profile page in MyGCHR. The Telework (GC) tab is selected. ]
A telework arrangement is an arrangement that allows an employee to work from an offsite location.
UPK - Add Telework Details (Employee) 
[bookmark: _Toc148702375]
Employee Self-service - MyGCHR vs Phoenix 

Employees will enter the Self-Service module for each system separately to access a series of Self-Service tools.
	Phoenix
	MyGCHR

	Employees will access the Self-Service through Phoenix to perform the following actions:

Employee Self-Service (ESS):
· Submit leave without pay requests of 5 consecutive days or less
· Submit hours worked for payment (for Positive Time Reporters)
· Enter overtime for cash payment
· Enter voluntary deductions
· Create/modify direct deposit
· Manage Public Service Health Care Plan
· View paystub Manager
	Employees will access Self-Service through MyGCHR to perform the following actions:

Employee Self-Service (ESS):
· Submit leave without pay requests of 5 consecutive days or less
· Enter overtime to bank compensatory leave credits (Compensatory Banked)
· Record/Amend/Delete Absence Events
· Mandatory Cash-out review and confirmation



New Terminology - MyGCHR Self-Service
	Absence Entitlements
	Equivalent is Leave Entitlements such as vacation leave with
pay.

	Absence Event
	Equivalent is Leave Transactions

	Absence Take
	This field is used to identify the type of absence (i.e., vacation, sick, family, related, etc.) or event (i.e., Adjustment, comp earned, etc.) being entered.

	Absence Type
	This value defaults based on the absence type value selected on the Absence Event page.

	Forecast
	After entering absence events, click this button to run the Forecasting process. This process will determine if you are eligible for the absence event being requested.

	Take Codes
	Equivalent is Leave Codes



 
[bookmark: _Toc148702376]Useful links 

UPK - MyGCHR (securise-secure.gc.ca)

VIDEO: Introduction to MyGCHR self-service

VIDEO: Managing personal information 

Document: First login at MyGCHR

Document: GCPass at MyGCHR
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On December 22, 2021, the Treasury Board of Canada Secretariat (T8S) released an important buletin announcing that the automatic cash-out process for excess.
leave will begin again effective March 31, 2022.

Under most collective agreements and terms and conditions of employment there are maximum allowable carry-over limits of vacation and/or compensatory leave into
the following year. Normally, excess leave is automatically paid out each year, in accordance with the specific provisions outined in collective agreements, and terms.
and conditions of employment.

In recognition of the fact that many employees may have accumulated excess vacation and/or compensatory leave since 2016/2017 fiscal year due to social and travel
restrictions associated with the COVID-19 pandemic, TBS is implementing a two-pronged approach to gradually reduce excess leave.

For those employees in an excess leave situation, the two-pronged approach is as follows:
1. Leave that you have eamed but not used in 2021-22, and remaining over the carry-over limit on March 31, 2022, will be paid out at 100%.
2. Leave balances from previous years remaining above the carry-over limit on March 31, 2022 will be paid out gradually over a period of five years, at a rate of
20%. This means that each year, until March 2026, 20% of all excess leave will be cashed out. On March 31, 2026, you wil be paid in full for any remaining leave
you have over and above the allowable fimit.

Calculation Formul

+2021/22: eamed but unused leave in the current fiscal year + 20% of excess.
+2022/23; eamed but unused leave in the current fiscal year + 20% of excess.
+2023/24: eamed but unused leave in the current fiscal year + 20% of excess.
+2024/25: earned but unused leave in the current fiscal year + 20% of excess.
+2025/26: eamed but unused leave in the current fiscal year + 100% of excess.
In exceptional circumstances, the cash out of your excess leave amounts may be paused if there is an issue with the completeness or accuracy of your leave data (€.g.,
if you have recently moved to a new organization and your pay and leave have not yet been transferred). These situations will be reviewed on a case-by-case basis and
more information will follow as to how we will identify these exceptions.

Note: Before confirming, ensure that the default information and the “Supervisor 1D field are valid. Please enter a comment f you disagree with the calculated
mandatory cash-out hours before submiting to your Supervisor.

Please note that the estimated amounts shown under your mandatory cash-out balance as of March 31, 2022, are subject to change as a result of any amendments
made 1o your account prior o leave year end processing.

For example, submission of a new leave request within the current fscal year or changes to your employment status, such as commencing leave without pay or
changing your hours of work may impact your leave.
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Void due tojob change or a schedule change / Annulé - changement demplof ou un changement d'horaire
7o Employee Name
A job change has made you no longer eligible for this type of leave and/or due to a schedule change, the begin date and/or the end date of this absence
request 0o longer falls on a scheduled workday, therefore, these absence requests have been voided. These requests have been sent by email to the
appropriate person for action if required.
If this is a valid absence request, the voided transaction must be deleted and a new transaction must be entered with the correct leave code and/or a
begin date and end date that fall on scheduled workdays.

URL https-/dev-mygchr-mesrhgc test securise-secure gc.ca/psp/GC1 TST/EMPLOYEE/HRMS/c/ROLE EMPLOYEE GP ABS EESS HISTGBL?
Page=GP ABS SS REQHIST&A:

Un changement d*emploi fait en sorte que vous n"étes plus admissible 4 ce type de congé et/ou en raison d"un changement d*horaire, la date de début
etiou de fin de cette demande d"absence ne tombe plus un jour de travail prévu & 'horaire et cette demande d"absence a donc ét¢ anmulée. Cette
demande a été envoyée par courriel 4 la personne appropriée afin de prendre des mesures il y a liew.

Si cette demande dabsence est valide, la transaction annulée doit étre supprimée et une nouvelle transaction ot étre entrée en indiquant le bon code
de congé etiou une date de début et de fin qui correspond 4 des jours de travail prévus 4 I'horaire.

URL https-//dev-mygchr-mesrhgc test securise-secure. gc.ca/psp/GC1 TST/EMPLOYEE/HRMS//ROLE EMPLOYEE GP ABS EESS HISTGBL?
Page=GP ABS SS REQHIST&Action=A&lang=fra&languageCd=CFR

Employee Name/Nom de I'employé: Annie M E Angalik

Employee ID/Employé: 002338
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Through dates blank and select the Refresh button. Select the absence name link to
view request details. Select edit button to modify or delete the request.

From:  |2017-04-01 Through : [2019-03-31 | Refresh

Absence Request History Personalize | Find | View 10 |
Absence Name Status Emply  StatDate EndDate  ActuallPartialHours Lo o2 Duration ForecastValue  Requested By Edit
Sick - Uncertified Approved 0 2017-12-13 2017-12-13 7.5 Hours ELIGIBLE Employee -
Sick - Uncertified Approved 0 2017-11-29 2017-11-29 7.5 Hours ELIGIBLE Employee
Sick - Uncertified Approved 0 2017-11-10 2017-11-10 7.5 Hours ELIGIBLE Employee
Sick - Uncertified Approved 02017-10-31 2017-10-31 7.5 Hours ELIGIBLE Employee ‘E\
Vacation Approved 0 2017-10-10 2017-10-10 7.5 Hours ELIGIBLE Employee ‘E\
Sick - Uncertified Approved 02017-09-27 2017-09-27 7.5 Hours ELIGIBLE Employee ‘E\
Sick - Uncertified Approved 0 2017-09-11  2017-09-12 15 Hours ELIGIBLE Employee ‘E\
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(s | -
Sick - Uncertified Approved 5p017-06-20 2017-06-20 7.5 Hours ELIGIBLE Employee ‘ﬂ\
Sick - Uncertified Approved 5p017-05-31 2017-05-31 3.75Hours  ELIGIBLE Employee ‘E\
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7o Employee Name
A job change and/or a schedule change may have affected the eligibility of existing absence requests. All affected requests have been sent by email to

the appropriate persons for action if required.
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Employee Name/Nom de Iemployé: Annie M E Angalik
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Personal Information Summary
Robert Woods Expand All  Collapse All
< Legal Name

Bryce Woods

< Chosen Name

Robert Woods
I Change Chosen Name
< Home/Mailing Addresses
Addresses
Address Type Status. Asof Country Address.
456 Another Street
Home Current 1998-06-14  CAN aon
Mailing Current 1998-06-14 CAN 456 Anather Street

Ottawa ON

< Phone Numbers

Phone Numbers

Phone Type Phone Number Preferred
Personal Phone 1 613/555-3434 /]
Change phone numbers

< Emergency Contacts

Emergency Contacts

Name Relationship to Employee

Change emergency contacts |
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< Employee Information

Gender
Date of Birth 1964-02-02
Birth Country Canada
Province Ontario
Personal Record Identifier 99999999
First Official Language English
Original Start Date 1998-06-14
Highest Education Level A-Not Indicated

Contact the Human Resources department if any of your Employee Information is incorrect.
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My Current Person Profile

Robert Woods

Your profile displays skills, competencies, and accomplishments. Review content detail by navigating through the
individual tabs and selecting the item description link. Content that can be updated includes an Add link below
each section and an Edit and Delete button next to each item. You must use the Save button to save any profile
changes. Additionally, the Submit button must be selected for any content changes requiring approval.
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Add new Accommodations in the grid below. Edit Accommodations by selecting the edit button.

v Accommodations (Requires Approval)

There are currently no Accommodations for this profile. Please add one if required.

Add New Accommodations

Add new Driver's License Data in the grid below. Edit Driver's License Data by selecting the edit button.

w Driver's License Data

There are currently no Driver's License Data for this profile. Please add one if required.

Add New Driver's License Data

Add new Security Clearance in the grid below. Edit Security Clearance by selecting the edit button.

w Security Clearance
Security Level

Issue Date Expiration Date
Confidential 2009-12-22
Secret 2015-12-15 2016-08-31
| Attachments '
| Save

Return to Previous Page
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Favorites - Main Menu > Self Service > Learning and Development > My Current Profile

My Current Person Profile

Robert Woods 5 0

Your profile displays skills, competencies, and accomplishments. Review content detail by navigating through the
individual tabs and selecting the item description link. Content that can be updated includes an Add link below
each section and an Edit and Delete button next to each item. You must use the Save button to save any profile
changes. Additionally, the Submit button must be selected for any content changes requiring approval.

« | Official Languages || Competencies | Career Preferences (GC) [EETLIS(EIOIN | Conflicts of Interest

Add new Telework Details (GC) in the grid below. Edit Telework Details (GC) by selecting the edit button.

v Telework Details (GC) (Requires Approval)

There are currently no Telework Details (GC) for this profile. Please add one if required.

Add New Telework Details (GC)

| Attachments |
| Save

Return to Previous Page
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