Health
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How to Pull Reports from COGNOS
Payroll pledges are uploaded to COGNOS in real-time so reports can be pulled any
time to get reflection of your pledge totals at that moment; however, note that
occasional delays may occur. If a very recent pledge does not appear, please check
back later.

Step 1: Open Inside OPS from your secure device at Home - InsideOPS > Employee
Services > Pay.
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Step 2: On Pay screen, scroll down, and click the link to HR and Payroll Reporting
(COGNOS) under the heading Related Resources.
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employees’ November 20, 2025 pay. (Guide: Manager: Approve Multiple Absences and video Email: opssc@ontario.ca
tutorial)

Monday, November 10, 2025 (by 8:00 p.m.) - Deadline to approve employees’ time transactions
(timesheets) in WIN that impact employees’ November 20, 2025 pay. (Guide: Manager: Approve, Related Resources
Deny, or Push Back Employee Time and video tutorial)

* HR and Payroll Reporting
For more details, see the Payroll Processing Deadlines. (COGNOS) I

ﬁs Services

Pay and Benefits News
¢ Find Your HR Contacts

Base Compensation Adjustments Report - now available to former employees « Benefits Booklets/Guides

Former OPS employees can now request a copy of their Base Compensation Adjustments Report
(BCAR) using the BCAR Request Form now available on the Central Forms Repository (no login
required). * Total Compensation

* Collective Agreements

This request form can also be used by eligible current OPS employees with no access to WIN or

an OPS-issued email address. Current employees with an OPS email address can continue

accessing their BCAR via WIN self-service (or by emailing the OPS Service Centre if they do not 4 Top
have access to WIN).
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Step 3: Click on ACCESS YOUR REPORTS HERE.
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ATTENTION

Due to planned system maintenance, HR & Payroll Reporting
(Cognos) will be unavailable on Saturday, 16 November 2024
from 9 a.m. to 9 p.m.

@ ACCESS YOUR REPORTS HERE List of HR & Payroll Reports

« For questions or changes regarding any particular report, please contact the area identified
as the business owner in the "List of HR & Payroll Reports” link above.

« For new report requests, please contact Enterprise Workforce Planning or Pay & Benefits
Business Solutions.

+ Additional technical documents are available here.

Step 4: Select your team’s content by choosing the icon with the image of two
people, found on the left-hand side of the screen.
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Step 5: Select Other Reports.
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Step 6: Select United_Way_Federated_Health.
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Step 7: Select Ministry Chair Reports.

Ontario @ HR and Payroll Reporting

E & mm > -5 3 United_.._Health oY N
Ministry Chair Reports
(=) (E 2019-10-16 2:15 PM select

m My Charity Central Campaign Report
E 2020-10-26 4:19 PM

Welcome

° o My Charity PBSB Report

nd Payroll Reporting




Charities
Step 8: Select each desired report type, one at a time.

Note: Title will show Federated Health Campaign, not United Way Campaign as
seen in the screenshots.
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Select a Report Type

Ministry Chair Reports Donation by Department

Ministry Chair Reports Leadership Donations

Ministry Chair Reports Detailed Donations

Step 9: Select your preferred format by choosing either:
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Run Excel which provides a formatted but un-editable report.
OR
Run Excel data which provides an editable data dump.
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Step 10: Save file.




