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Essentials for Managers:
Web Portal Features |




Agenda

Housekeeping items

User Group access and impact

Common questions about the web portal
Demo: Manager access to Employee Directory
Restricting Access: SIN and Role Assignments

Q&A Session



The Client Care Team
> Everyone who makes support possible

Dorothy

Amanda

Matt

z

Marianne

Lindsay

Nicole
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How to get the most out of this session

37

Session Duration

Today’s session is 45 mins.

The recording of today's session will be
posted to our Learning Hub after the
webinar at learn.avanti.ca.

Ask Questions

Please ask any questions in the
Q&A area and we will respond.

Missed the answer to

your question? Not to worry, we
will be posting a full Q&A
response sheetin our Help
Centre after the webinar.
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eCPP2/eQPP2 Code Setup

> Ensure your Calc. steps are correct

¢¢

|Calc.step EI

v Madify - Deduction/Benefit Codes

Code 501 | - 000 &
Full Name |Canada Pension Plan |

Deduction Data T-Slips Accumulators Formulas Pro-Rate Enttlements Max Leave Formula

Short Name [cpp

e 688

Charitable Reg
Pension Reg 0000000
Effective [ 0] Mths after seniority date

Gen. Frequency IE‘uy Pay Period

Active

Active for Off-Cycle

[ Track Life-To-Date

[[] Suppress printing benefit on statement
Suppress processing if results in negative pay

1

W Modify - Deduction/Benefit Codes
Code 505 - 000 B
Full Name |Cmadm Pension Plan Enhance

Deduction Data T-Slips Accumulators Fommulas Pro-Rate Enttlements Max Leave Fomula

Short Name |eCPP2

Type [eCPP2

Charitable Reg
Pension Reg

Effective | 0| Mths after seniority date

Gen. Frequency |Every Pay Period

[ Active
Active for Off-Cycle
[ Track Life-To-Date
[[] Supepress printing benefit on statement
Suppress processing if results in negative pay
[[] Leave Entitlement
FIFO

Skill-Up With Avanti: Tax Slip Processing Checklist

7



eCPP2/eQPP2 Code Setup

> Ensure your code's Type is correctly configured

o Modify - Deduction/Benefit Codes >
a Cote 5] - [0 B
Full Name |Enhanced Canada Pension Plan
a Deduction Data  T-Slips  Accumulators  Formulas  Pro-Rate  Entitlements  Max Leave Formula
Short Name Ir‘ [] Active
Type eCPPZ ~ | [] Active for OfF-Cycle
Charitable Reg | T [+] Track Life-To-Date
Pension Feg D W Modify - Deduction/Benefit Codes
Effective Mths after seniority date
o Fres Elpw - i S O : Code (506 - 000 [0
e st [ | Full Name |Enhanced Quebec Pension Plan
Alloc. sccum. [ Use All Eamings v] Deduction Data T-Slips Accumulators Formulas Pro-Rate Entitlements Max Leave Fomula
French Name |F‘ension Canadien | Short Name W [ Active
French Abbrev Type |sQPP2 v [ Active for Off-Cycle
Charitable Reg | I [4] Track Life-To-Date
Pengioni Reg [] Suppress printing benefit on statement
Effective Ijl ——— = f;p:;&;:ﬁ:f:::mg if results in negative pay
Gen. Frequency | Every Pay Period v| FIFO
Calc. step [EI
Alloc. accum. | Use All Eamings v

French Name |Quebec Pension Plan |

Fach e
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Avanti Cloud Client

> Important update regarding your Avanti access

If your login screen looks like this, you are already using the Cloud:

& Avanti Cloud Client Non-Pred X

V N 1. l Avanti Serial Number
‘ \ ‘ \ Connect

@ English (O French

© 2024 Avanti Software Inc. - v0.0.0.272

Skill-up with Avanti: Essentials for Managers Web Portal Features |



Skill-Up With Avanti: Essentials for Managers Web Portal Features |



User Access Breakdown

> Regular, Manager & Employee

Manager Self Service
For Manager / Supervisor users
Regular Users

. Access to the employees that
For Admin / HR / Payroll users report to them, most commonly

Employee Self Service

For employees to access their
own information

Access to all menu items, in by way of the Web portal -

both Avanti desktop and Web Possess limited access for Access limited to Web portal
portal tasks, like time entry/approval,

Responsible for granting / training entry

restricting access to the system | Typically, these users cannot
make system changes
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User Groups

Avanti User Groups

 Defines user access to either
Desktop, Web Portal or both

 (Controls Access to Databases

* Responsibility Levels attached
for permission granting

#-~* Systern Menu
#-~* Report and Label Parameters

File  Edit

W Care_Webinar - User Groups — O e

View  Options Help

=-~* System Access Controls
----- =¥ User Groups
----- £ Avanti Users

ARE SR T e © | manager Q
User Group Last Modified Access Type | Description | Status

manager] 23

b anagera
MANAGERS
Executivestdanad

----- ~% Document Types
----- —%£ Avanti Client Security Settings

b ¥ HR_tanagers
#-~* Role Administration MAMAGER-ATES
----- £ Access Control Log Listing M anagers?

..... ~£ Delete Access Control Log

..... ~£ Change Log Listing

..... £ Systern Access Change Log Listing
..... £ Systern Access Report

----- ~£ Role Assignments Report

..... —£ User Sessicns
----- —%£ Logout All Users

-\'d'eh Services

. Canadian Payroll

-~ Financial System

"~ Cheque Reconciliation

’nmamm

W Modify - User Groups

User Group \manager
Last Modified |21-Feb-2023 11:12:21 AM
Access Type:
() Windows
(®) Web Only
(7 Windows and Web

User Group Details  ser List

Company Mame

Company Databaze

Mody | | Insett | | Delte |

Computer Mame  Responsibility A

oy
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How User Groups Impact the Web Portal

Avanti User Groups

* Allows only certain User
Groups to access specific
Menu Items in the system

EI--- Installation and Maintenance
-fl Avanti Self-Service Portal Security Sett
- Web Menu

G Care_Webinar - Web Menu
File Edit View Options Help
IO BBLX|ITe

. Maintain Web Repors
. Web Change Log Listing
. Delete Web Change Log
. Employee Document Review Setup
. Company Document Review Setup
. Time Entry Templates
. Time Entry Approval Templates
. Maintain Onboarding Steps
. Widget Sources
[ Widget Defaults
. Schedule Templates
. Schedules Maintenance
. Maobile Menu
. Mobile Notification Maintenance
. User Roles

System Administration

[#- Employee Directory
[+ Personal Info

- Employees Pay Statements

- Employees Tds

- Provincial Tax Factaors

- Federal TD1 Tax Factors
[+- Employee Training
[+ Schedules

- Time Ertry

- Time Off
Time Entry Approval
Attendance Calendar
Management

Job Postings

- Applicant Management
[+~ Dashboards
[+ Reports

- Document Repository

-- Messages
[+ Administration

_J=] i

W Modify - Web Menu

Description |Ernployee Directary

Description (French) |Héperlaire des employes

Responsibility  Insert Modify

View [ | Delete

Program |EmDIuyee5

URL Qverride |

Option 1 [0

Optin 2 [0

Rele Type |Time Entry

|

Help Index System -HH Report Mo.
Pt [ ] Lrsmorimte. [ ]

Confirm Password
Allowed Groups  Available

e —

Selected

ADMIN

S
<
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Common Troubleshooting Questions
> Common FAQ's about the web portal

How can | enable Managers to view an employee's
data or see when an employee's info is missing from
their view?

How can | give a Manager the ability to insert data e R o I e Pe rm i SS i 0 n S!

or approve an entry?

How can | give a Manager access to view schedules
and timecards?
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Restricting Manager Access to SIN

> Restrict access to view, insert, or update the employee’s SIN

W Care_ Webinar - Subfunction Access — | >
S S A T £+~F System Access Controls File Edit View Options Help
estrictin anager Access 1o ~~% User Groups - » M = . .
g g - Myanti Users &" = M X v - 6 *n C"
. . . - Companies Function Dezcription Rezponzibility
* You can restrict access to view, insert, =8 Subfunction Access FivEin Eripiopes SIFT BARE
0 - - % Document Types
or Update the employee S SlN n Avantl - Ayanti Client Security Settings ; Modify - Subfunction Access >
2 : +-~* Role Administration
using Subfunction Access  hevms Contio Lo Loding Function py'ai
% Delete Access Control Log Description |Err||::|cr:.ree SIM |
 Found in System Administration> € Change Log Listing - .
—£ System Access Change Log Listing Responsibility Insert Modify View Delete
system Access ContrOIS -~ Systemn Access Report User Groups
—* Role Assignments Report Available Selected
~* User Sessions 102728 ~ ADMIM
% |ggout All Users 95902 H
+-—* Usage Statistics Reports ADMIN-ATEST 'S
#-~* Database Functions Admin_Dar
ADMINZ 4
~=I. System Administration ADMINag I
ADMIMCENMTRAL o
[ web Services
4@ canadian Payroll Help Corcel |
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Defining a Manager’s Role Permissions

W Care_Wehinar - User Role Assignments - O X
9
U R I A H t File Options Help
Ser rRole Assignments
- & B L X - 7]
- Function Role Type: | Time Entry ~
* Role Assignments control how users |
|Active and Inactive users w | Assigned Roles as of |11-Mar-2024 Role |II'U'IVA |In5eft Modify View Approve
acCcess data |NI User Groups Vl E""DHH'HHOM' Start Date |01-Jan-2014
£1-[_]59 - Not Applicable
Limit ; v th | |e' | EHDiﬂI%DﬂL& 1cﬂEODirEd Expiry Date [31-Dec-5938
IMIT access to only the employees £+ CTAD0S0 - Genersl Maniager pcive [Aeme ]
-] ADDBD - Human Resource Manager 8
N e e d e d -[_]ADO70 - Finance Manager Delzrze
=-[]AD101 - Shop Manager - Plant A
[]AADDT - Administrative Assistants - North
* Found in System Administration > [ JLEAD_WELDERS - Lead hand for Welders-North Addtionsl Role Types
- JWADDT - Welders - Plart A i
F-{_JAD102 - Shop Manager - Plant B Training And Development
System Access Controls > Role - []AD103 - Shop Manager - Plart G Lzl_
-[_]AD104 - Shop Manager - Plant H [~ TimeEntw Sp
Ad min istration -[_]POS1 - Position - Student - Custodian - Rate Master [~ Mo'webAccess
-[151001 - Secretary [~ ‘web Report Access Role
-[]5SEC2 - Secretary [~ Enlitlements
-[C]BO001 - Shop Supervisor [~ PayStatements
~[]C0004 - Clerké [ workflows
~[JT0007 - Trainer [~ Pefarmance Increase Roles
-] T0002 - Teacher
-] 70003 - Teacher 3
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Quick Recap

> Key takeaways from today’s session

Managers use the Employee Directory to view employee information on the
web portal.

The Web Portal is highly configurable by admins, all while providing
managers access to the data that makes sense for your organization.

User Groups control which menu items a user has access to, while Role P
Assignments control whose employee information a user can view.

The Subfunction Access setting can restrict a Manager's ability to view,
insert or update an employee's SIN.

> @ & E”
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Thank you to those who submitted a question!
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You will receive a short survey after the webinar, and we
would really appreciate you providing your feedback.
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Submit Your Help Ticket

> How to request help from Client Care

If you need additional support, visit the
Client Care Support Portal at help.avanti.ca

Click the Submit a Ticket icon

Fill in the necessary information about the
iIssue you are currently experiencing

Browse the articles for step-by-step solutions

FAVANTI oo

Back to Help Center Home aentrorta | [Ceormerone | [Csionou

Welcome! How can we help you?

nﬁﬁﬂ

Browse by (
i ©
== =

\
bAVAX. ok v i Comorome ([ amrvom | (oo ) (vt ]
a

Submit a ticket
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Join us for our next webinars:

D
April 10th, at 11:00 AM MDT

D
May 8th, at 11:00 AM MDT
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