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You may use your own phone to log in/out but only if you allow 
location settings for Payworks, otherwise use WIN’s computers. If you 

have any ongoing problems when using your phone,  
then you must use a WIN computer. 

Staff must to be authorized for each work location on Payworks the 
same way as for ShareVision. The more notice you give to Wes or Glen 

the better. 
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I. Clocking In/Out of Payworks 
1. Login to Payworks site.  Payworks.ca or use the link on ShareVision 

Employee Services page,  

 
2. Customer ID = A01002 (always the same for all WIN employees) 
3. Username = first 3 letters of your last name and the first letter of your 

first name (unless yours is different because of duplication) 

4. Add your password,  

5. Easier next time if you click Remember Customer ID 
 
 
 
 
 

 
 
 
 
 
 
 
 

NOTE: if you can’t remember your password, you can select Forgot 
password and a temporary password will be emailed to you. 
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6. Automatically takes you to Web Time 

7. In Payworks you select one of the Positions which may include 

(Program/Residence specific to where you’re working); 
• Program/Residence Direct 
• Program/Residence Direct Weekend 
• Program/Residence Sleep 
• Program/Residence Sleep Weekend 
• Program/Residence Training 
• Program/Residence 12 Hrs Direct (if applicable) 
• Employment 

 

Note: Weekend hours are from 11:00pm on Friday to 11:pm on Sunday 
 

8. Select the drop-down menu (Change position to) and select your shift 
type for your work location that you’re starting, e.g. CPR Direct 

 
9. Select “Start Work” to start your shift - you are now clocked in, Select 

Logout to exit the system 
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10. At the end of your shift; login again to Payworks site,  

11. Select End work and then Logout and you’re done 

 
 
 

NOTE: Since this is also how you get into your own pay 
statements, the system is set to auto Logout in 20 seconds, to 
protect your privacy. You can click the button to CANCEL AUTO 
LOGOUT if you need more time, e.g. making Time sheet 
corrections – see below 
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II. Switching Positions (shifts or type of hours) in the 

same day if needed (required for Overnights); 
1. Login to Payworks site as before (steps 1 – 6) 
2. Select dropdown menu Change position to and choose your new shift 

type (or location if needed) e.g. CPR Sleep or Employment etc. 
3.  Do not select End Work, as the system already clocks you out of 

your previous shift automatically,  
4. Select Start Work to start the new position or type of shift. You have 

now clocked in for your new shift type then Logout. Follow steps 10-11 
to Clock out as usual at the end of your day.

 

 
5. The good news is that you can also do this to log into Direct from 

Sleep should you have to get up to assist a client during sleep hours. 
 
 
 

OVERNIGHT sleep hours; This system doesn’t automatically recognize 
sleep hours by time. Every time you work an Overnight shift, you must 
manually switch your position type from Direct to Sleep (if applicable) 
when your Sleep overnight hours begin, follow steps listed just previously 
(steps 1- 4).  
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III. Making Corrections 
A. Correcting Clock in/out time or adding a missing clock in/out 
1. Login to Payworks site.   
2. Select Time Management menu (top right)  
3. Select Timesheet from this dropdown menu

 
4. Choose the date when the correction is needed.  
5. Select the drop-down time on the date you need to make the 

correction.  
6. Choose or type in the correct time, either for start or end 
7. Add the required note to briefly explain your correction - On the far 

right of this line select the 3 dots, then Details to add this note 

8. Select “Submit All” and Logout  
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B. Adding an entire missed Clock in/out (should rarely happen 

e.g. an Overnight staff forgets to change position from Direct 
to Overnight) 

1. Follow steps 1-4 just above  
2.  Select date for missed clock in/out (find by choosing Day/Week or 

Pay Period)  
3. When it’s both a Clock in and Clock out to be added; Select + sign 

below the date that both need to be added 

 
4. Use the Position dropdown menus to select the shift type/location 
5. Use the time dropdown to select or to enter the correct start and 

end times 
6. Add the required note to briefly explain your correction - On the far 

right of this line select the 3 dots, then Details to add this note 
7. Select Submit All and Logout 

 
 



This is a draft – please let me know if something is unclear or needs to be corrected 
 

 

IV. Team Leader or Stand-in review and approving shifts 

and corrections. In this case you log onto the Admin 

account not your personal account. 
1. Login to Payworks site.  Payworks.ca or use the link on ShareVision 

Employee Services page,  

 
2. Customer ID = A01002 (always the same for all WIN employees) 

3. Admin Username = PROGRAM.TL or RESIDENCE.TL (username is the 
same as your win-ab.org email account, e.g. LVKM.TL@win-ab.org) 

4. Add your password,  

5. Easier next time if you click Remember Customer ID 
 
 
 
 
 
 

NOTE: if you can’t remember your password, you can select Forgot 
password and a temporary password will be emailed to the win-ab.org 
Program or Residence email account. If as the Team Leader you do 
this, make sure to inform the Stand-in of the new password or vice 
versa.  
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A. Reviewing regular time sheet entries – should be done weekly by 

comparing to printed ShareVision LogNote report from our office.  
1. Select Time Management 

 

 
2. Then select Timesheets,  
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1. You can hide the emain menu on the left by clicking the left pointing 

arrow 

2. Select the calendar icon for From: date (best to go back to start of 

current pay period just in case), leave To: date as today and select 

View. 

 
 

 

FYI, you can add to Bookmarks (which always appear on the bottom left) by clicking 
the small flag that appears on the left when you hover over a menu; e.g. Time Sheet 
menu as per below. This saves some steps. to make this quicker next time. 



This is a draft – please let me know if something is unclear or needs to be corrected 
 

 

• Employees are listed alphabetically by last name,  

• You can only see the employees who worked in your Program or 

Residence 

• All shifts must be reviewed weekly and you’re confirming all 

information across each line of shifts – dates, position type of shift, 

start, end etc. 

• Shifts still labelled as Pending in the Status column need your 

attention, and locations icon on far right must be solid orange. 

 
3. To approve shifts; click the small empty box towards the right of the 

Status column, 

4. When you’re sure that you’re done, click Save at the bottom and 

then log out
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B. How to deal with needed corrections; missing entries etc. 

1. Shifts left as Pending don’t get paid.  

2. If a staff has missed a clock in/out, entered something incorrectly or 

not at all; Do not try to correct or approve it, tell the staff to go in and 

add the missing information,  

3. This may be a time to review how things should be done 

4. After the staff has made this correction the affected shift will again 

show as pending – which is why it’s best to view the entire pay period 

so you can then approve these corrections or omissions as they are 

fixed and before payroll cut off. 

The list of potential things to watch for is pretty simple and here’s what I’m seeing so 
far with staff on Payworks: 
 
Is there even a Payworks clock in/out as there should be based on LogNotes Report?  
 

Position (Change Position to): 
- did they select a Position at all 

- did they select the position e.g. Direct or Sleep, Direct Weekend or Sleep 

Weekend correctly – most common mistakes 

 
Start and End 

- did they enter both a Stat and End time 

- did they enter the correct and/or Start and End time 

Remember you have to get staff to make their own corrections as you aren’t allowed to 
make corrections for them. Help them, walk them through the steps of course. If 
anyone wants a paper copy of the help document on ShareVision, just let me know. 
 

 

Remember for purposes of clocking in/out Weekends hours are 11:00 pm Friday 
to 11:00pm Sunday 
 

Staff must to be authorized for each work location on Payworks the same way as 
for ShareVision. The more notice you give to Wes or Glen the better. 
 


