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Work Standard Summary: This work standard provides information on what to do if you have missing
employees/departments or have extra employees/departments on your master employee list in the
Respirator Registry. It outlines the steps to confirm and correct discrepancies in reporting relationships.

PRIVACY ALERT:

Entrance and use (including viewing) of electronic records must follow the need-to-know principle for
your assigned job duties. Users are not to use these records to view records except as defined or their
use will be assessed as a Privacy Breach per SHA Policy 07-003.

1.

For Managers and Leaders in fRQHR:
Please note that this does not apply to fRQHR as they see reporting relationships in VIP instead of Gateway
Online. If you have at least one staff reporting to you and you receive a message that you are not

authorized to view the Respirator Registry or do not see the employees that report to you in your Reports,
please submit an inquiry in MyConnection (refer to Steps 6 to 9 below).

Employee status changes (LOA, termination, etc.) should be updated as soon as possible. Managers and
Leaders should regularly review and verify their staff listings using Gateway Online to ensure the Respirator
Registry accurately reflects employees and their respirator status by area and department.
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2. If you are from fRQHR - go to Step 6 (ignore steps 2 to 5).

Log in to your Gateway Online account and go to the Manager Self-Serve Tab. Under My Employees, click
on the Reporting Employees link.
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3. Confirm that the employee listing is correct. The information that is available here is being used to populate
your employee information in the Respirator Registry.

New Managers: If you have been newly appointed/awarded a manager position in the OOS organization
design, please allow 2 weeks after your effective date for the reporting relationships to be updated in
Gateway Online.

4. If there are discrepancies in any of your employees’ status (see examples below) follow your former regional
practices to make corrections. This will ensure the Respirator Registry accurately reflects employees and
their respirator status by area and department.

Examples:

o Employee has begun a leave of absence,

o Employee has returned from a leave of absence,

o Employee terminated their position in your department, OR
o Employee has recently been hired into your department.

5. If the examples in step 4 do not apply, proceed to steps 6-8 for instructions for how to go into My
Connection to report the discrepancies and identify the specific changes that are required.

Note: It may be beneficial to have a conversation with your director to confirm the reporting relationships
are as expected and have not been realigned with the new recruitment. If after confirming the employee is
missing or is an extra, please perform the following steps.
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Log in to your MyConnection account and go to the MyServices Tab.

Hi WENDY!

§ Welcome to MyConnection

Announcements

MyConnection is available online 24 hours a day, 7 days a week for you to search
knowledge articles and submit online inquiries. MyConnection representatives
are available from 0700 to 1700, Monday through Friday.

Former RQHR employees are now invited to address their Payroll and Benefits
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7. From the drop down menu, select Position Management and then go to Reporting Relationship Change
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Enter the required information and click Submit.
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Reporting Relationship Change

Notify of a change in reporting relationship for a position or a whole department

Subject person * Direct supervisor

Required information
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*Former health region

--None -

*Union/Non-union

--None -

*Location - please indicate Location code and Department codeif known @

Include the location - department (enter payroll department code if known)

*VP Portlolio

For more information on how to create a case, refer to the training course called “Position Management -
Requestor Training” or refer to the FAQ — KB0011076.

All inquiries can by logged in My Connection under Position Management ¢ Position Management Inquiry.

h ccarch M . To-dos MyCases Tours WM v

MyKnowledge  MyServices  MyTraining =  COMID-19 =

Home » _MyServices ¥ Position Management Q

Categories 'osition Management =
Benefits Position Management Inquiry Request for Existing 00S Position Create new position

Inquiry regarding position Position management form for non- Request creation of new position
COVID-19 fullry regarding p ositio gel y posi

management process or other position exempt positions

. management requests
MyTraining & i

Payroll . B ) .
View Details View Details View Details

Position Management

Support for MyCannection Amend a position Reporting Relationship Change Expire a position
If you need to increase or decrease a Notify of a change in reporting. A position is no longer required
FTE, change the duties of the job, relationship for a position or a whole equest for position expiration
changes to master rotation, etc. department
View Details View Details View Details

You can also access support for MyConnection by calling the Manager Hotline at 1-833-766-4390 or 306-
766-4390. The Manager Hotline is manned from 0700 to 1700, Monday through Friday.

10.

If you issue continues to remain unresolved, please contact
RespiratorRegistrySupport@saskhealthauthority.ca.
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