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• Understand the payroll 
periods1

• Understand how to 
submit mileage claims2

• Understand how to 
submit an expense claim3

Today’s Learning Objectives
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Pay Periods
• 26 two-week pay periods & 26 

paydays annually

• When timesheet is not required, 
you will receive pay on the 2nd

Friday of each regular pay period

• When timesheet is required: 
1. Pay period starts a week in 

advance of a regular pay period;

2. Submit approved timesheet to 
Payroll a week prior to the 
regular payday; &

3. Receive pay on the regular 
payday

Jul-14

SUN MON TUE WED THU FRI SAT

1 2 3 4 5

6 7 8 9 10

414

      11 12

13 14 15 16 17 18 19

20 21 22 23 24

415

      25 26

27 28 29 30 31

Payday Stat
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Direct Deposit
• Confirmation is emailed on 

Wednesday before payday

• Employee deductions:
– Payroll taxes, CPP & EI
– Pension
– Union dues

• Employer contributions:
– CPP, EI & Pension
– Health, LTD, AD&D, Life 

Insurance & MSP
– Parking & WCB

– Like depositing to more than 
1 bank account?  Talk to 
Payroll about it!
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1000 K.L.O. Road, Kelowna, B.C., Canada, V1Y 4X8

Deposit Date

1,185.63    

John Smith

1000 KLO Rd.

Kelowna, BC V1Y 4X8 Chequing: 685.63     Chequing: 500.00       

Amount

1,500.00    

EARNINGS Current Amounts

Type Hrs/Units Rate Amount Amount

Regular Pay 70.00      25.00 1,750.00  26,250.00 

EI Rebate 54.95          

Total Earnings 1,750.00  26,304.95 

Deductions Current Amounts

Type Employer Employee Employer Employee

Federal Income Tax 192.50      2,893.54    

Provincial Income Tax 70.00        1,052.20    

Canada Pension Plan 87.50       87.50        1,315.25 1,315.25    

Employment Ins - Wage Loss 46.55       33.25        699.71     499.79       

Municipal Pension (Primary) 178.50     148.75      2,683.10 2,235.92    

Support BCGEU Dues 32.38        486.64       

Dental Insurance - Support 52.50       789.15     

Extended Medical - Support 52.50       789.15     

Long Term Disability 24.50       368.27     

Taxable Benefit AD&D 0.68         10.26       

Taxable Benefit Life Ins 6.83         102.59     

Taxable Benefit MSP 52.50       789.15     

Taxable Benefit Parking 9.23         138.45     

Workers Compensation of BC 5.25         78.91       

516.54     564.38      7,763.99 8,483.35    

Net Pay 1,185.63  17,821.60 

Year-To-Date Amounts

25-Jul-14

300100000 John Smith 26-Jul-14 2014 - 415 8001000

Year-To-Date Amounts

NOT A VALID CHEQUE
CONFIRMATION OF DIRECT DEPOSIT ONLY

Deposit Amount

ID No. Employee Name Period Ending Pay Period Doc. No.



Employee Online Services

Online access to your payroll documents
• Tax Forms

– T4 Slips for current and prior 
calendar years

• Job Summary
– If you have more than one 

contract you will see your 
earnings per position.

• Pay Information
– Direct Deposit Allocation

– Earnings History

– Pay Stubs

– Deductions History

– Earnings by Position
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Mileage Expense Claim

Where is the Mileage 
Expense Claim form?

Go to:
1. My Okanagan

2. Employee tab

3. OC Express – Forms

• Finance

• OC Mileage Log

• Tips for completing
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Mileage Expense Claim
• $0.50per each reimbursable km

• Fill out Kilometer Log in full

• Sign and get budget manager’s 
approval

• Forward to Finance for 
processing

• Please use standard km for 
calculations

• Tips for completing
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The above table is available in the Mileage Log form 



Expense Claim
Where is the Expense 
Claim form?

Go to:
1. My Okanagan
2. Employee tab
3. OC Express –

Forms
• Finance
• Expense Claim 

Excel/PDF
• Tips for 

completing
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Expense Claim

• Follow completion 
instructions

• Attach ORIGINAL 
ITEMIZED 
receipts/invoices

• Submit travel expenses 
within 14 days

• Payment via Direct 
deposit

• Reimbursement is issued 
every Friday

• Deposit confirmation is 
emailed on Wednesday
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QUESTIONS?
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accountspayable@Okanagan.bc.ca
timesheets@Okanagan.bc.ca

mailto:accountspayable@Okanagan.bc.ca
mailto:timesheets@Okanagan.bc.ca


FOAPAL Information for Expense 
Claims

Where to find the right 
FOAPAL?

Go to:
- My Okanagan

- Employee tab

- OC Express –
Administrative 
Functions

- Administration

- FAST System 
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QUESTIONS?
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