HR Self Service Guide:
Employee



Employee HR Self Service Tip Guide:

To log onto

1

Home Page

HR Self Service please visit:

www4.cfmws.com/HRSelfservice

CFMWS % SBMFC

HR Self Service / Libre-service RH

‘ WSSO

‘ If you

Submit /

Pelsonal | Systern Admin
Welcome
Inbox

Company

'm not a robot

Entrer

are having problems logging in, please con

céder a l'application,

tact 1TSS

toll-free at 1-866-615-9284, or via the Solutions Centre
sp).

Inbox | |

welcome JONATHON WHEAT
We are pleased to inform you that T4, T4A and Releve 1

**Friendly reminder**, Employees who have changed s
receive 2 T4's/Releve 1.

Your Messages
Personal Alerts

Action Needed: you have 1 item(s) due.

| Type
| Change

‘ Date | Category

 o7-nz-zo1z

| Marne and Address

This is your employee home page tab.

You can see if there are any updates
or message for you under “your mes-
sages”.

You are also able to access the Tool-
kit, this is where all the most updated
information is kept about our pro-
grams and services.

You also have access to the HR Poli-
cies. Note that you will need a Em-
ployee Zone username and password
to access this.

Remember to always log off!



https://www4.cfmws.com/HRSelfservice/sharedLogon/logon.aspx?ReturnUrl=%2fhrselfservice
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Personal Information Legal Name and Address

Legal Hame and Address

Fhone, Fax and Email The name and address below is your legal name and permanent address as they appeat on gove
information, enter vour changes and click Submit. Please note: If vou are submitting a change to

Family Members wou requesting proof of that change,

Emergency Contacts , o . ,
Flzase enter all information in capital letters, (1.2, MARIE not Marie),

Benefits
The information on this form is subject to the Privacy Act, It is being collected For use in the conb

Mon-Public Funds, Canadian Forces and for prowiding skatistical information to government agenc

Title :

First Name : |M|CKEY |

Pay Information

Middle Manne or Initial : | |

Last Mame : |MOUSE P | t b . th . h b
ersonal tab is the main hu
Suffi
where you can access your
Street Address: 123 MY STREET personal information, benefit
| information, and payroll in-
formation.
City: [NEPEAN

Province :
Postal Code : kK2G2J6

Fonnbew - [Fanads ol

The Employee Personal Information section is a place where an employee can:

Update their address. If there is a name change please contact your HR Represen-
tative as they will require documentation.

You can verify your contact information, family member information. If something is
incorrect, contact your local HR Representative to make that change.

You can also update your emergency contact information at anytime.




Personal Information Current Enrollments

Benefits

IUze this page to review wour benefits cosks and enrolliments For this vear, Mote that ther
amounts and annual costs due ko rounding, Mote also that annual cosks are based on a f
be different if the enrollment became effective after the start of the plan vear, Benefits

Current Enrollments

Moke: The Cost listed below, shown as “Per Deduction™ is the monthly cosk of the benefit
petiod ending of the maonth,

Your Total Cost

Per Deduction L 1
Per Year L,_,_l
Basic Life
Effective January 1, 2013
Cption Elected Enrolled
Coverage Amounkt L_,_l
Cost Employer Paid
ADE:D

Effective

Jaruary 1, 2013

Option Elected

Enrolled

Cowverage Amounk

L |

Cost

Employer Paid

The Benefits section allows you to view your benefits enrollment and costs for this
current year.

Note that there might be slight differences between per deduction amounts and an-
nual costs because of rounding. The annual costs are also based on a full year of
contributions.




HR Self Service Training Tips:
Accessing Paystub

|l | Go under the “Personal” tab

Holne

em Admin

Personal Information Current Pay Statement

Benefits

Pay Information

Current Pay Statement
Fay Statement History

Pay Statement Information
Direct Deposit

Staff of the _ Personnel de:
MNon-Fublic Funds m ftnds non publics

MNational Payroll Office/Bureau Nation de 1 paie
4210, rue Labelle Street
Ottawa, ON K1AQK2

Staff of MPF /Personnel des FNP

Employee ID:

Basa Salary/Rate:

Payment Details

Payment Mumber: 00000123 Petiod Begin Date: 06-03-2013
Payment Date: 06-27-2013 Period End Date: 06-16-2013
Earnings
Description Hours Rate From Date To Date Current Year to Date
REGLILAR, Py 65,50 F
RETRO-ACTIVE PY
GRP LIFE (ER)
ADED (ER)
WAC PR (DAYS) 7.50 ¥
HOLIDAY PAY
(= Cal R = W] =)




a Pay Statement History

Ta view pay information, click the payment date or use the pay information search, A "oid" entry means that this particular payment has been

reversed,

For more information concerning Pay Statement, access the Pay Statement Information page.

If wou have questions concerning any Pay information statement, please contack your

Search
(Search will locate the first payment date equal to or after the specified date.)

Paymert date: |bAbA-D0-v""" | )

Search

History

Payment date
June 27, 2013
June 13, 2013
May 30, 2013
May 16, 2013
May 2, 2013
April 18, 2013

Qet Pay

AW

This is where you can view your pay history.

This chart lists the last 10 pay periods, how-
ever if you want to view further back, you
just have to click previous, and it will take
you to the next block of 10 entries.

You can also search by payment date. So if
you wanted to search previous years, this
would be a more effective way.

April 4, 2013

—

yd
tacher ooz >/

| I

March 7, 2013

—1

February 21, 2013

Previous

Direct Deposit

The direct deposit program makes it easy For wour Met Pay to be depod
information on this page. IF the information is not correct or if wou wan

ban

‘fou may divide wour Met Pay inko more than one direct deposit accoun
arder you have designated. Each calculation is always based on the res
deposits to additional Accounts are made is allocated ko your Primary 3

cha
slip
and

Shaow me how it works if T have more than one direct deposit

Primary Account

Bank Mame and Routing Mumber

Will list banking

Account Mumber

This is where you can go to verify your

mation is incorrect or you would like to

You also have the option to get a percent-

king information. If your banking infor-

nge it, please bring a direct deposit
or void cheque to your local HR office,
they will update your file.

Account Type information.  |age or dollar amount directed into different
bank accounts. This link will provide you
Additional Accounts wth more detalls
#ank Name and
Edit | Number | Active | Account Name | Routing Number Account Number | Account Type | Deposit Amount

MET PAY CTHR
B

Emnply

Empty Empty Ermnptly






