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How to Use this Guide

This guide has been broken down into meaningful sections, ideal for quick reference.

ICONS TO LOOK FOR

Time-saving Tip w Warning!

Note H Important
@

Support

Should you require support for any of the instructions provided in this document, use one of the following
options below.

CALL CENTRE

Telephone Help Site My Portal

Accessible through - Call Centre web site
Click on the Help menu in My Portal

1-888-767-4778 (help.ycdsb.ca) > and choose Open Online help.



http://www.ycdsb.ca/help
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Overview

Introduction

ESS (Employee Self Service) is a module which is part of the SAP My Portal. This is a web based program

which allows users to perform the following activities relating to their personal information with the York

Catholic District School Board:
e Display the Benefit Plans you are enrolled in.
e Manage your personal information.
e View your salary statement.

e View your Available Personal Balances (TSSI absences).

The purpose of this document is to describe how to:
e login and out of My Portal,

e use the My Portal home page,

e view and manage your compensation using the Employee Self-Service functions, and

e view your “Available Personal Balances”.

Contents
This document contains the following topics:

Topic See Page
How to Access the My Portal Website 2
Logon to My Portal 3
Logout of My Portal 5
My Portal Main Page 6
My Portal Home Page 7
ESS Functions 8
Other Apps Functions (Available Personal Balances) 19
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How to Access the My Portal Website

Introduction

The My Portal program is a web based application which can be accessed from any computer that has internet
access.

Website Address

The My Portal website address is: https://myportal.ycdsb.ca/

Important:
H o The My Portal website runs best on Internet Explorer version 6 or higher. If you experience
unexpected results in other browsers, please log out of My Portal and log in using Internet
Explorer.

Favourites

Upon accessing the My Portal website, you may add this site to your list of favourites:
e by choosing Favourites, and
e add to Favourites, or

e add the Explorer icon to your desktop.

“‘.ﬂ\/
&#ﬁ) Note: Add the favourite before you logon to ESS, i.e.; at the logon screen.

Staff Tab
My Portal may also be access from the YCDSB website as follows:
e Go to the Board website at www.ycdsb.ca
e Click the “Staff” tab at the far right side of the YCDSB web page.
e The My Portal login is located at the right side of the staff web page.
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Introduction

Logon to My Portal

To logon to My Portal, users will:
e access the My Portal website, and
e type their computer User ID and password that is used to access any Board computer.

‘:;.\/ Note: The password will always be up to date, i.e.; it will reflect your current Board logon
&"") password.

Procedure to Logon to My Portal
Follow the steps below to logon to My Portal.

Step

Action

1.

Display the My Portal Logon page by:

e opening the Internet Explorer icon from your computer’s desktop
and typing the My Portal address in the address bar (
https://myportal.ycdsb.ca ), or select the My Portal Logon page from your
Favourites, or

¢ selecting the Staff tab from the Board website ( www.ycdsb.ca ), or

e selecting the FirstClass Employee Area conference, then the My Portal
conference and the My Portal weblink.

Result: The My Portal Logon page will be displayed.

Log On

November 2017
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Step | Action

2. e Type your computer User ID in the “User ID:” text box.
e Type your computer password in the “Password:” text box.
e Press Enter on your keyboard or Click the Log on button.

Warning: The first time you logon to the internet using a different computer, you
may be asked if you wish to save your password. For security reasons
you are required to choose NO.

If... Then...

this is the first time you the Security Questions window will be displayed.

are logging onto My You will be required to answer two questions (the last three
Portal digits of your Social Insurance Number, and your Birth Date).
e You are only required to answer these questions once.

e Detailed instructions are provided in Appendix A at the end of

this manual.
you logged on e the My Portal Home Page will be displayed (Figure 1 below).
successfully
you receive the e attempt to enter your computer User ID and Password again,
message “User and
Authentication failed” |e if you are not successful, please follow the instructions in
(Figure 2 below) Appendix B at the end of this manual to reset your computer

logon password.

you are an employee ¢ a window will be displayed containing a list of employee ID’s
with multiple Employee|  associated with your login (Figure 3 below)

IDs ¢ the information displayed upon logging in will contain the
details associated with the chosen employee ID, i.e.; benefits,
salary statement, etc.

e to choose a different employee number, you must log out of
My Portal and log back in to choose the required employee
number.

Figure 1: My Portal Home Page

WyPortal = Cas Contre

USSR HELP
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Step

Action

Figure 2: My Portal Authentication failed page

York Catholic District School Board

O User sumertication talied

UseriD* | Tramer1

Passward =

Figure 3: Multiple employee number window

Please select the appropriate Employee Number

Employee Number Job Title Position
99999 Clerk Clerk
8888 Supply Secretary Supply Secretary

Due to multiple employment at YCDSB, we need to prompt to ask which

employee data you wish to view

Introduction

Logout of My Portal

There are different methods or Logging out of My Portal as it is a web based application.

Procedure to Logout of My Portal
Follow the steps below to logout of My Portal:

If...

Then...

you wish to logout of My
Portal and remain in the
Internet

click the Log off button which is located at the top of every My Portal page.

Log off

you wish to logout of My
Portal and close the
Internet

click the XI (close button) in the upper right hand corner of the Internet Explorer

page.

[ —
7

TSI PN

.
:é Overview - York Catholic District School Board Portal - Windows Internet Expl

:% ‘37 https://portaldev.ycdsb.ca/irj/portal

> &[4 x ][ 2 Googi

-
=]

5.y Favorites = Overview - York Catholi... iy

»

-8 -

| deh v Pagev Safetyv Toolsv »:

Search In:

Go Advanced Log off I:
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My Portal Main Page

Introduction

This section describes the basic functionality of the My Portal main page, including the:
e Internet, and
¢ My Portal Home Page.

Internet Functionality

The following tips are for Internet Explorer 6 and up:

Back Icon

e DO NOT press the Back icon @ from the Explorer toolbar.

TIP:  Within My Portal, you may use either the [Exit] o [BacktoResultList| p) ttons to return to
the previous windows.

F11 Full Screen

e Press F11 on your keyboard when you are working in Internet Explorer and many other programs, and
the window will open to full screen mode

e The Internet toolbars will disappear to display more information on the screen.

e Press F11 on your keyboard when you are in full screen mode will toggle you back to your normal view.
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My Portal Home Page

Following is a description of the My Portal home page.

Jobs Employee Self-Service Other Apps @

Home

Home = Home

MyPortal

Manage your personal information

Owerview of your absence quotas

T4's available on line
Access your benefits summary

¥ ou can update your address and banking information

O,

Past and current Salary Statements are available for you

Retrieve basic information from the Boards employee Directory

Less paper, less wait time, more access to your compensation and benefits__by you

Log off 2

Welcome:

@ 5
:
ElE

Your Name

B Call Centre
USER HELP

If you encounter any issues or need assistance,
please contact Call Centre.

Web Site: help.ycdsb.ca
Toll Free: 1-888-767-4778
Speed Dial: 105399

Hours of Operation:
Monday - Friday 8:30 AM to 445 PM
Closed Weekends & Major Holidays

@

Portal User Guide

The following table describes each part of the My Portal home page:

# Part

Function

1 |Menu

Allows users to select My Portal specific commands.

2 |Log off Button

Allows users to logout of My Portal and remain in the web browser.

3 |Tabs

Allows users to select the required My Portal function.

4 |Full Screen Button

Expands the tab contents to maximize the contents window. This button is visible

in every MyPortal tab.

5 |Options Icon

Displays the following window menu
which is visible in every MyPortal tab:

Open in New Window
Refresh

Perzonalize

Details

Add to Browser Favorites

6 |Tab Contents

Displays the contents of the current tab. Current tab is the Home tab contents.

7 |Call Centre Contents

Describes how to obtain help.
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Introduction

ESS Functions

The purpose of this section is to:
¢ search for the employee directly by name and position within the Board,
e view and manage your personal information using the ESS functions.

Contents

This section describes how to use the following ESS functions which are available in the Employee Self-

Service (ESS) tab:

Topic The purpose of this topic is to... See Page

ESS Overview access any of the ESS functions from the ESS Overview tab 9
contents.

Employee Search search for employees by name and find basic information 10
about colleagues and their position in the company, and to
maintain personal information and make it available
companywide.

Benefits and display the plans in which you are currently enrolled, and to 13

Payment display your salary information.

Personal Information | manage your address, bank information, and display 16
information about family members and dependents.

Work Environment display any equipment which is assigned to you, i.e.; laptop. 18

November 2017
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ESS Overview

Following is a description of the ESS Overview contents:

1 I.l Yark Cathiolic Distriet School Board Search In GU Ad:{ﬂnced LUg uff
4 Back Forward History Favorites Personalize Help Welcome: Your name
Homa Diata Warehouse EFAR GAFE Pad Managemeant System Employee Self-Service Other Apps Jobs [
Overview Employee Search Benefitz and Payment Perzenal Information
Employee Self-Service = Owverview = Overview Full Screen || Optiens ~

Overview

Welcome to Y CDSB Employee Self-Service

Emplovee Search
Access company directory.

Quick Links
Whe's Who >

@ Benefits and Pavment
100 \5: ol) Di=play the plans in which you are currenthy enrolled.
= Display your salary statement.

Personal Information

Manage your address, bank infermatien, and
information about family members and dependents.

J
Warning: If you receive the following error upon selecting the Employee Self-Service tab “Sorry,

your browser/program is not supported by Web Dynpro!”, follow the instructions in
Appendix C at the end of this manual to correct this issue.

The following table describes each part of the ESS Overview tab:

# Part Function

1 |Employee Self-Service Tab |Allows users to access any of the required ESS function.

Open in New Window
Refresh

. Displays the following menu: Rersonalize
2 |Options Icon Remave from Page

Details
Print

3 |Collapse Tray Icon Collapses the contents of the current tab.

Displays the following contents of the Employee Self-Service Overview tab:
e Employee Search
e Benefits and Payment
e Personal Information

4 |Overview Tab Contents
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Employee Search

The ESS Employee Search tab allows employees to:

o search for employees by name and find basic information about colleagues and their position in the
company, as well as

e maintain personal information and make it available company wide.

51
1 ¢ | Yark Catnolic Disteit School Board Log off

4 Back F History Favoritez Personalize Welcume@
|
Home Data Warehouse EFAP GAFE Pad Management System Employes Self-Service Other Apps Jobs [
1
Overview Benefitz and Payment Personal Information
D Employee Self-Service > Employee Search > Employee Search Full Screen | | Options +
Employee Search ElE]

Employee Search
Who's Who
Access company directory.

Procedure to Search for Employees
Follow the steps below search for employees by name and find basic information about colleagues.

Step | Action

1. Upon logging onto My Portal:
e Click the Employee Self-Service tab, and
e Click the Employee Search sub tab.

Result: The Employee Search functions will be displayed in the tab contents.

2. Click on the Who's Who link.

Result: The Who's Who search window will be displayed:

Who's Who

Please enter the search criteria

Advanced search

Last Name: | |

First Mame: | |
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Step

Action

e Type the last name in the “Last Name” text box, and/or
e Type the first name in the “First Name” text box, and
e Press Enter on your keyboard or click the Search button.

TIP:  You may type the asterisk “*” before and/or after your text to enter a

spelling.
e.g.

Paul* = Paul, Paula, Paulette, etc.
*am* = Tam, Tamad, etc.

Result: The search results will be displayed:

Please enter the search criteria

Advanced search

Last name:
First name;

| S mith |

|; Search...| | Mew Search | | Exit |

Result List
Last name First name E-mail Cost center
smith lane jgnesmith@ ycdsb.ca  CostCertre Name

Extension

pattern or part of the first and/or last name if you are not sure on the

Click the blue last name link upon locating the desired employee.

Result: The employee profile will be displayed:

Communication

Extension:
E-mail:

Department

Organizational Unit:
Room Number:

Miscellaneous

Last Name: Smith

Firzt Name: Jane

Pozition: Educational Assistant
Job: Educational Azsistant
Back to Result List

November 2017

My Portal User Guide

Page 11




Step | Action

5. Upon reviewing the employee profile click the “Back to Result List” button at the
bottom of the screen.

If you wish to... Then...

refine your existing search type the required text in the Last
Name or First Name text box, and
click the Search button.

clear your existing criteria to create | click the New Search button.
a new search

Exit the Who’s Who window and Click the Exit button.
return to the Employee Search
window
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Benefits and Payments

The ESS Benefits and Payments tab allows employees to:
o display the plans in which they are currently enrolled,
e and to display their payment information.

Benefits and Payment

02

100 \:5“')

Benefits
Benefits Participation
Participation Overview
To view plans you are enrolled in, click the radio button on each plan and show the participation details.
Please see definitions when viewing the details of an individual benefit plan:
- Participation period reflects last date the record was changed.
- Employee Cost (post-tax) means plan cost are based on employee post-tax salary.

- Rates shown excludes RST.
For any changes to your Plans please contact the Benefits Department.

Payment

How to read my salary statement (sample).

View recommendations on how to read your salary statement.

Note: pleage refresh page =sewveral times (hit FS multiple times) to view PDF document. It iz known issue with
Internet Explorer. We are working on the fox at the moment.

Salary Statement

View your latest salary statement.

Please see the link below for Salary Statement Details (attendances and other info).
Salary Statement Details

View your attendances and other info if applicable.

Total Compensation Statement

View your latest total compensation statement.

Personal Tax Credit

Dizplay or print the Perzonal Tax Credit Info.

TD1 Personal Tax Credits Return
Link to TD1 and TD1OM personal tax credit forms.
Please forward completed forms to the Human Resources department.

View T4 help document

View T4 help document.

Note: please refresh page sewveral times (hit FS multiple times) to view PDF document. It is known issue with
Internet Explorer. We are working on the fix at the moment.

T4 Statement of remuneration paid
Display or print the T4 Statement of remuneration paid.

Note:
The tax forms T4 and T4A for current year will be available at the end of February in the following vear.
Empl = with multiple empl = numbers can display / print all T4s in one file (scroll it down to view).

Gratuity Confirmation

£ copy of your retirement gratuity confirmation can be accessed here for
eligible employees only.

Refer to your Collectve agreement or terms of employment for details.

Donations
Dlirsctor's messsge
The link 1z the Dirsctor's message.
Sharelife donation
The link to the Sharelife donation website.

United Way denation
The link to the United Way donation website.

Procedure to display the plans you are currently enrolled:
Follow the steps below search for employees by name and position

November 2017

Step

Action

1.

Upon logging onto My Portal:

Click the Employee Self-Service tab, and
Click the Benefits and Payment sub tab.

Result: The Benefits and Payment functions will be displayed in the tab contents.
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Step | Action
2. Click on the Participation Overview link to view a list of plans in which you are
currently enrolled.
Result: The Benefits Participation will be displayed, listing any plans you have.
Benefits Participation
p_Show Bensfits General Links
Show Farticipation Cverview as of: [11/242017 1]
Participation overview as of 11/24/2017
Flan
Dental Care
w Dental Carz
Major Medical
™ Major Madical
ADED Insurance
" ADED Insurance
LTD Best Doctor
™ LTD» Best Doctor Mon-Teaching
Life Insurance
™ Life Insurance
LTD
" LTD - Mon-Teaching
Pension Plan
" OMERS
[f Show Farticipation Details |
.,’5,;,)/ Note: Click on the Show Benefits General Links to display links to
sites and documents, also available beside some of the plans.
3. Click the radio button beside the benefits you wish to display and choose the Show
Participation Details button.
Result: The details for the benefit chosen will be displayed.
Benefits Participati
b Show Benefits General Links
Details of Plan Dental Care
Participation Period Startz on 02/21/2004
Plan Option Dental -Std.Plan - Supp.Staff
Dependent Coverage Famiby
Employee Cost (Post-Tax) 34 27 CAD Monthly
Emplover Credit 137,08 CAD Monthhy
Deduction Model 1gt and 2nd Period - Monthly Value
Dependents John Smith
4, Choose the Back button to return to the list of plans in which you are currently
enrolled.
5. Click the Exit button to return to the Benefits and Payments window.

My Portal User Guide
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Procedure to display your payment information:
Follow the steps below search for employees by name and find basic information about colleagues.

November 2017

Step |Action
L Upon logging onto My Portal:
e Click the Employee Self-Service tab, and
e Click the Benefits and Payment sub tab.
Result: The Benefits and Payment functions will be displayed in the tab contents.
2. Choose from the following links under the Payment section:

Link Description
How to read my salary View recommendations on how to read your salary statement.
statement (sample) *
Salary Statement View your latest salary statement.
Note:
e See Appendix E for instructions on how to view past salary
statements.

Salary Statement Details |View your attendances and other info if applicable.

Total Compensation View your latest total compensation letter and statement.
Statement Note: Specify Date Range and choose Start.
Personal Tax Credit Display or print the Personal Tax Credit Info.
TD1 Personal Tax Credits |View forms and recommendations on how to submit Personal
Return Tax Credit Return
View T4 Help View a T4 help document containing:
Document * e Instructions for printing your T4('s).

e Contact information should you require assistance.
T4 Statement of Display or print the T4 Statement of remuneration paid.
Remuneration Paid Note:

e The Tax Forms T4 and T4A for current year will be
available at the end of February of the following year as per
CRA requirements.

Note:

e The printed copy of your T4 contains the word
“DUPLICATE”, however you may use it for your income tax
filing. This is required as the Board cannot monitor the
number of copies printed.

* Press F5 (refresh) on your keyboard several times to display the PDF document.

To exit any of the Payment links above, click the Exit button to return to the Benefits and
Payments window.

“w:::"'\/ Note: See Appendix D for instructions on printing your Salary Statement and
M Tax Forms.
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Personal Information

The ESS Personal Information tab allows employees to:
e display personal information and
e change personal information.

D

4 Back Forward

kool Rosed
History Wiew Hslp

Home Data Warehouse EFAP GAFE iPad Managemsnt System Employee Self-Service
Crverview Emgloyes Search Eenefits and Paymen Persenal Information

Personal Information

Personal Informaticn

Addresses
Enter or change your addrasses.
How ta fill-in the bank accounts info

‘\fiew recommendations on how to change your bank information.
Mote: pleass refresh page several times (hit FS multiple times) 1o view
POF document. It is known issue with Intzrnet Explorer. We are working
on the for at the moment.

Bank Information

Display ar change your bank information.

Flzase find the How to fill-in the bank sccount info link above.

Family MemberDesendenis

Display informaticn about your family members or dependents.

For changes te dependent information please contact the Bensfits
Department.

E=rzonal Dats

Enter, change, or delete your personal data.

Other Apps

er

Log off

WelconYour name

Full Screen | Options «

EIC

Procedure to display your payment information:
Follow the steps below search for employees by name and find basic information about colleagues.

November 2017

Step | Action

1. Upon logging onto My Portal:

e Click the Employee Self-Service tab, and
e Click the Personal Information sub tab.

Result: The Personal Information functions will be displayed in the tab contents.
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Step

Action

Choose from the following links in the Personal Information window:

Click...

To...

Addresses

Display and update your current address.

How to fill-in the bank
accounts info.

View recommendations on how to change your
bank information.

Bank Information

Display and update your bank information.

Please find the How to fill-in the bank account info
link below.

Family
Member/Dependents

Display current information about your family
members or dependents, eg. Spouse, Child,
Emergency Contact.

Personal Data

Enter, change, or delete your personal data

"‘,,“#,‘E',\/ Note: You will need to follow up with the Benefits Department with any
&) changes that were made to your personal information.

To exit any of the Personal Information links above, click the Exit button to return to
the Personal Information window.
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Introduction

Other Apps Functions

The Other Apps tab in My Portal contains a number of additional applications and will continue to grow as

applications are added.

Home

« Rack  Forward

Home Dita Warehouse EFAP GAFE Pad Management System Employee Self-3ervice doos [

Home = Home

History  Favnrfes  Persnnalize

MyPortal

fO @ wtal

Manage your personal information
¥ou can update your address and banking information

Past and current Salary Statements are available for you

Overview of your absence quotas

Retrieve basic information from the Baards employee Directory

T4's available on line

Access your benefits summary

Less paper, less waittime, more access to your compensation and benefits. by you

Log off

Welcome  Your Name

Full Screen | [Options =

EIE]  callCentre ElE
USER HELP

If you encounter any issues or need assistance,
please contact Gall Genire

‘Web Site: help.ycdsb.ca
Toll Free: 1-888-767-4778
Speed Dial: 10539

Hours of Operation:
Monday - Friday 8:30 Al to 4:45 PH
Closed Weekends & Major Holidays

Portal User Guide

The following tabs are currently available in the Other Apps tab:

York Cathalic Dateict School Rosed

4 Back Forward »

Ciat3 Warehouse

History View Help

EFAP GAFE iPad Managemsent System

Employes Self-Sernvice Cther Apps

Available Personal Balances

Emergency Security Questions

TRIP

Jobs

Contents

This section contains the following Other Apps functions:

Topic

The purpose of this topic is to...

See Page

Available Personal
Balances

Balances” within My Portal.

describe the procedures to display your “Available Personal

20

Security Questions

Portal.

explain how to add optional Security Questions within My

21

November 2017
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Available Personal Balances

The purpose of this section is to:

o Describe the procedures to display your “Available Personal Balances” within My Portal.

Procedure to display your Available Personal Balances:
Follow the steps below to display your “Available Personal Balances” within My Portal.

Step | Action

1. Upon logging onto My Portal:
e Click the Other Apps tab.

Result: Your Available Personal Balances will be displayed. Following is a
sample:

& Click a row to display the Quota Description.

Benefit Allocation/Earned Amount Used Balance Units

Personal Leave 9.06(a) 2 o s Days
Personal Leave 9.06 - - 1 Days
Sick Leave Days 10 o 10 Days
Short Term Leave and Disability Plan 120 o 120 Days

Export To Excel Display Quota Descriptions

@/ Note:

o Each employee’s benefits will be reflective of their Employee group.

2. You may Click on a row to display that benefits description which will be displayed
below the chart.

H Important: If any of your quotas are incorrect, please contact the
@ Human Resources department.
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Security Questions

The feature of security questions has been added to the My Portal to add another level of security in addition to
the “YCDSB Computer Logon Password Self-Service” program.

K\,,“%/ Note: The “Security Questions” within My Portal is an optional feature, should the user choose to
add it.

The Security Questions tab allows employees to add three (3) security questions whether they are accessing
My Portal from:

e a Board computer, and or
e acomputer outside of the Board.

The purpose of this section is to explain how to:
e add Security Questions within My Portal, and
¢ how to use the security questions.

Procedure to add security questions within My Portal:

Step | Action

1. Upon logging onto My Portal:
e Click the Other Apps tab, and
e Click the Security Question tab.

Result: The “Security Questions” window will be displayed:

L
T Yark Catholic Disthict Schaol Board

4 Back History Favorites Personalize
| " — —— r ™ r
Home Data Warehouse BETA Jobs Employee Self-Service Other Apps
Available Personal Balances Security Questions Support Protocols

Other Apps > Security Questions

‘Would you like the gquestions active when at work? | No El
‘Would you like the questions active when at hame? Mo El

Save
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Step | Action

2. Select Yes for either of the following dropdowns:
e Would you like the questions active when at work?
¢ Would you like the questions active when at home?

Result: The three (3) questions will be displayed:

Weuld you like the questions aclive when at work? |Yes El

Weuld you like the questions active when at heme?| No El

Cuestion 1:) In which city or town was your mother bom? El

Answer:

Cuestion 2:| In which city or town was your mother bom? El

Answer:

Question 3:| In which city or town was your mother bom? El

Answer:

+ You cannot have a duplicated question

+ All questions must have an answer

0
@/ Note: The same questions apply for at work or at home.

Click the dropdown from each question and choose a unique question.
Type the correct answer in the “’Answer:” text box.

Repeat this for each of the three (3) questions.

Click elsewhere on the screen to display the Save button.

Click the Save button to save your questions.

Result: A message will be displayed that “The data has been saved.”

Procedure to use the security questions within My Portal:

Step | Action

1. Upon logging onto My Portal in the location you chose to display the security
guestions, i.e.; at work and/or at home, you will be asked the 3 questions you
chose.

e Answers the questions correctly.

Warning
——— ¢ |f you answer either of the questions wrong three (3) times, you will be
locked out of logging onto My Portal and your computer.
e You must then choose the Forgot your password? link from the My
Portal logon page to reset your Computer logon password as outlined
in Appendix B below.

Result: You will be logged onto My Portal.
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APPENDIX A

(from “First Time Logging Onto My Portal”’, Page 4)

Security Questions First Time Logging Onto My Portal:

Appendix A contains detailed instructions on how to complete the security questions the first time you are
logging onto My Portal as mentioned on Page 4, Step 2 above.

Follow the steps below to complete the security questions:

1. Display the My Portal Logon page by:

e opening the Internet Explorer icon from your computer’s desktop and typing the My
Portal address in the address bar ( https://myportal.ycdsb.ca ), or select the My Portal Logon
page from your Favourites, or

e selecting the Staff tab from the Board website ( www.ycdsb.ca ), or

¢ selecting the FirstClass Employee Area conference, then the My Portal conference and the
My Portal weblink.

Result: The first time you log into My Portal, the Security Questions window will be displayed.

Due to the sensitivity of the data within MyPortal, we need to validate your
acoount.

Please enter the last 2 digits of your SIN:

Please select your birth date:

Submit

2. To complete the security questions:

type the last 3 digits of your SIN number in the appropriate text box,
press tab or click in the birthdate text box,

select the correct month, year and day from the pop up calendar, and
click the Submit button.

Result: You will successfully be logged into My Portal.

=
Kéﬁ/ Note: You are only required to answer these questions once..
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APPENDIX B

(from “Forgot Your Password”, Page 4)

How to reset your Computer Logon password:

Appendix B contains instructions on how to change your password from the My Portal logon window in the
event you forgot your computer logon password as mentioned on Page 4, Step 2 above. Follow the steps

below to reset your computer logon password:

Step |Action
1. |Display the My Portal Logon page (myportal.ycdsb.ca)
2. |Choose the Forgot Your Password? Link.
Result: The “Password Reset:” window will be displayed requesting that you enter your user name in
the text box provide and choose the Next button.
Ty
17/ YORK CATHOLIC DISTRICT SCHOOL BOARD
Password Reset:
Please enter your user name below
Examples:
Your USERNAME is your Network Logon ID.
If you have not yet registered for Password Self Services please do so by going to

https:/fpasswordregistration.ycdsb.ca Once you complete this registration, you will be able to reset your
network logon password without calling the Help Desk. Note: If you forget your password and have not
registered, you will not be able to use Password Self-Service as there will be no way of confirming your identity.
In this event, please contact the Help Desk for assistance,

& 2012 Microsoft Corporation. All Rights Resarved. | About

If...

Then...

You have completed the
Password Registration process

the “Authentication Required” window will be displayed prompting you
to answer three (3) of the questions you answered during the
Password Registration process.

You have not completed the
Password Registration process

you will receive the following message:

Access Denied

Q Ensure you enter your user name correctly. If you still cannot reset your password, please
contact your helpdesk for assistance. (Error 3001)

Go to Self-Service Password Reset home page

e Click the Self-Service Password Reset link to complete the
password registration process.

November 2017

Appendix B




Step |Action

4. |Answer the questions appropriately and click the Next button.

@/ Note: Answers are Case Sensitive.

15 minutes. You may attempt this 3 times, at which time you will be locked out of

"; Warning: If you answer either of the questions wrong three (3) times, you may try again in
logging on to your computer and must contact the Computer Call Centre.

Result: The “Enter Your New Password” window will be displayed.

Password Rules
Your new password:
e must be at least eight (8) characters,
e is case sensitive, and
e must contain characters from three (3) of the following four (4) categories:
o Uppercase characters (A through Z)
o Lowercase characters (a through z)
o Numeric characters (0 through 9)
o Non alphanumeric characters: ~!@#3$%"&* -+="|\O{}[]:;"'<>,.?/

Follow these steps to change your computer logon password:
e Type a new password in the “New password:” text box,

o re-type the new password in the “Confirm new password:” text box, and
e click the Reset button.

Result: You will be informed that you have successfully reset your computer logon password.

6. |Click the Finish button.

7. |You may now log onto My Portal using your new computer logon password.
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APPENDIX C

(from “ESS Overview”, Page 9)
My Portal Login Error Correction

Appendix C contains instructions on how to correct the issue that may occur when selecting the Employee
Self-Service tab in My Portal as mentioned on Page 9 above.

Compatibility issues exist in the SAP portal with the latest versions of Internet Explorer 9 and Firefox 8. This
appendix contains corrections for users at home who may have such browsers.

@ Note: The browsers Google Chrome and Safari were tested with no issues.

Upon selecting the Employee Self-Service tab, the following error may occur:

Jll :- “ark Catholic District School Board Log off
4 Back Forward History Faveorites Personalize Welcome:
|- E E [ T |
Home Data Warehouse BETA Jobs Employee Self-Service Other Apps
Overview Employee Search Benefits and Payment Personal Information Work Environment
Employee Self-Service = Overview > Overview Full Screen || Opfions «
Sorry, your browser/program is not supported by Web Dynpro!

Procedure to correct the compatibility issue in Firefox 8:
1. Type about:config into the location bar in Firefox and press enter.

Result: The warranting warning will be displayed:

Il%.l_' — || abeuticenfig | r | - lE”E”El
é || abouticonfig - “l" Google Pl B
M S —

I This might void your warranty!
£ Bk

Changing these advanced settings can be harmful to the stability, security, and perfermance of this
application. You should only continue if you are sure of what you are doing.

Show this warning next time

;I'il be careful, I promise!

2. Click the “I'll be careful, | promise!” button.

Result: A list of files will be displayed.
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3. Right+click somewhere on that page and choose New and String.

|_| about:canfig +
(- | || abouticonfig LRl
TS
Filter:
Preference Mame «  Status Type Value
accelerometer.enabled default boolean  true
accessibility accesskaycausesactivation default boolean  true
accessibility blockautorefresh default boolean  false
accessibility browsewithcaret default boolean  false

accessibility, default boolean

accessibility.tz default integer 7
accessibility.t4 default boolean  false
accessibility, Copy Name default boolean  false
accessibility. Copy Value default boclean  true
accessibility » @ default integer 0
accessibility, Reset Integer default boolean  true
accessibility, ETTEETTITTO T default boolean  true
o . Baoolean .
accessibility typeaheadfind.flashBar default integer 1
Arcpasibility tupaaheadfing linkeonls default boglesn  falz=

Result: The New string value window will be displayed.

4. Type the following in the “Enter the preference name” text box: general.useragent.override, and
choose OK.

r —
Mew string value £

0 Enter the preference name

general.useragent.override

[ O ]| Cancel |

Result: The Enter string value window will be displayed.

5. Type the following in the “general.useragent.override” text box: Mozilla/5.0 (Windows; U; Windows NT
6.0; en-US; rv:1.9.2.8) Gecko/20100722 Firefox/3.6.8, and choose OK.

F = |
Enter string value £3

9_. general.useragent.override

Mozilla/5.0 (Windows: U Windows NT 6.0: en-US: rv

[ O l | Cancel |

6. Close Firefox and re-open it and enter the portal URL again: https://myportal.ycdsb.ca/ and log into My
Portal.

ﬂ\/ Note: You may experience a blank screen upon selecting the Employee Self-Service tab,
kﬁ) however press F5 on your keyboard to refresh the browser. The Employee Self-Service
tab should work properly now, although the refresh may be necessary each time.
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Procedure to correct the compatibility issue in Internet Explorer 9:

1. InInternet Explorer 9, click on Tools and Compatibility View Settings.

Result: the Compatibility View Settings window will be displayed.

Compatibility View Setti

l/_\h You can add and remove websites to be displayed in
& Compatibility View.

Add this wehsite:
yodsh. ca Add

Websites you've added to Compatibility View:

Remowve

|
Indude updated website lists from Microsoft
Display intranet sites in Compatibility View
[ | Display all websites in Compatibility View
A
2.
If... Then...
ycdsb.ca is listed under “Websites | click the Close button.
you’ve added to Compatibility
View:”
ycdsb.ca is not listed under Type ycdsb.ca in the “Add this
“‘Websites you've added to website:” text box, click the Add
Compatibility View:” button and click the Close button.

3. Close Internet Explorer and re-open it and enter the portal URL again: https://myportal.ycdsb.ca/ and
log into My Portal.
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(from

APPENDIX D

“Procedure to display your payment information:”, Page 15)

How to print your Salary Statement and Tax Forms
Appendix D contains instructions on how to print your Salary Statement and Tax Forms.

Follow the steps below to print your Salary Statement and Tax Forms:

1. Upon logging into My Portal:
e Click the Employee Self-Service tab, and
e Click the Benefits and Payment sub tab.

Result:  The Benefits and Payment functions will be displayed in the tab contents.

2. Display the form you wish to print as follows:

To display your...

Then...

Salary Statement

click the Salary Statement blue link.

Result: The “Paycheck Inquiry Service” window will be displayed.

Tax Form click the T4 Statement of remuneration paid blue link.
3. You may print the required form in one of two ways:
1. Scroll down to view the form, and v Select Tool
e right+click on the form, and choose Hand Tool
e Print from the pop up menu. Marquee Zoom
Rotate Clockwise Shift+Ctrl+Plus
Ctrl+P
Eind Ctrl+F
Document Properties...
Page Display Preferences...
Or,
Show Navigation Pane Buttens

2. Depending on your computer's Operating System:

If your Then...

computer is...

Windows XP e click the Print icon in the toolbar displayed above the form.
O E Iy Lo -
Result: The form will be printed.

Windows 7 e scroll down to the bottom of the form,

e move your cursor on the form to display the toolbar, and
e click the Print icon.

Result: The form will be printed.

copy of your T4 contains the word “DUPLICATE”, however you may use it for your income

tax filing. This is required as the Board cannot monitor the number of copies printed.

EM\/ Note: The printed
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APPENDIX E

(from “Procedure to display your payment information:”, Page 15)

How to view past Salary Statements
Follow the steps below to print your Salary Statement and Tax Forms:

1. Upon logging into My Portal:
¢ Click the Employee Self-Service tab,
¢ click the Benefits and Payment sub tab, and
e click the Salary Statement blue link.
Result: The Paycheck Inquiry Service window will be displayed in the tab contents.
Paycheck Inquiry Service
|4 Previous Salary Statement | | Next Salary Statement b/
2. Click the Show Overview blue link.
Result: The “Overview section” will be displayed within the “Paycheck Inquiry Service” window.
Paycheck Inquiry Service
Hide Overview
Overview
Payment Date Gross
3. Click on dropdown arrow beside “Display the Last:” and choose “All Available Sal. Statements”.
Result: A list of past “Payment Dates” will be displayed in the “Overview section”.
Overview
Payment Date
03/21/2013
03/07/2013
oziziz01s | Next Row Next Page Last Row
02/07/2013
01/24/2013
[ 1] Row[ t]orast [+ [ =]=]
4. e Choose the appropriate buttons to view the required “Payment Date”.

e Click on the required “Payment Date:” to display the salary statement.
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