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Accessing the System

To load a file, log in to your Online Services account and select “File Upload” from the menu on the left:

onlineServices

@Help 3 Secure Messages Settings ~

vl \Welcome to Online Services

‘ Air Canada Pilots - ‘

Here you can:
» send and receive secure electronic messages
+ send forms, documents and files
« send payrolldata files

a - recej eports from OPTrust

= ne Services is used by participating employers and external vendors to exchange
confidential employer/member data with OPTrust.

L

=] Read the Online Services User Guide

p-13
Employer Manual Employer Update O

o Quick access to practical OPTrust produces an electronic

o information on administering the news bulletin for employers to let
OPSEU Pension Plan. you know about changes in our

administrative policies or procedures.
3 p

View the Employer Manual >
Read the latest employer updates >

9 Questions?

Pension Information Legal Information

From here the File Upload screen will open in a new window:

7 onneservi
onlineServices

Please ensure you log out from all active PENWEB (DCT/Employer Portal etc.) sessions to completely exit the application.

View: [ - Or Search From: ERC) T
[P ExporttoPDF | [ Export to EXCEL
File ID File Name. File Type

No items to display

B 0 - emsperpece

Information File Upload

Employer Manual Select an organization to upload files.

File Upload User Guide

Employer Forms

Quick access to all the forms you
will need.

Download employer forms >

° If you have any questions, please contact the Data Management Group at (416) 681-6155.

Contact Us

Michelle Employer | -

Created Date + User
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Important: Please use your secure account to send confidential information to OPTrust. Information you send by regular email is not secure.

Dashboard | Sttt

Clear

No items
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To begin select the employer you are working on by choosing them from the drop down menu found

here:
Michelle E board

All Organizations

7 o
onlineServices
Air Canada Pilots (9150)
Cabinet Office (54) (54)

Carillion Canada (1047)

Please ensure you log out from all active PENWEB (DCT/Employer Portal etc.) sessions to completely exit the application.
View: v Or search From: Bo To:
File ID File Name File Type Created Date + User Notes
~
No items to display
v
P n »ow 0 v o
File Upload

Select an organization to upload files.

Information

Employer Manual
File Upload User Guide

You will now see the name of the employer you are working on in this space:
Michelle Employeshboard

r \
onlineServices
Please ensure you log out from all active PENWEB (DCT/Employer Portal etc.) sessions to completely exit the application.
View: v Or Search From: B o To: =) Clear
[ Export to PDF [ Export to EXCEL
File ID File Name File Type CreatedDate ¢ User Notes
~

4| Page
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Filtering Files

You can filter the files that you see according to when they were sent (in the “View” drop down):

‘-\\
(onllneServices

Pleafygnsure you log o

B (DCT/Employer Portal etc.) sessions to completely exit the application.

or Search From: B o
Today

(B Export to PD| (CEL
This Week
This Month File Type

Last 3 Months
Last 6 Months
Last 12 Months

No items to display

~<n>~ 0 v

Information

Employer Manual
File Upload User Guide

File Upload
Select File Type

To:

Michelle Employer | Air Canada Pilots (9150) ~ | Dashboard

Created Date User Notes

Or you can enter a specific time period using the “Search From” and “To” section:

-\\
(onllneServices

Please ensure you log out from all active PENWEB (DCT/Employer Portal
View: v

[B Export to PDF [@ Export to EXCEL

File ID File Name

Or search From: | | E Ic)

File Type

Tuesday, April 16, 2019

No items to display

~<n>~ 0 v

Information

Employer Manual

File Upload
Select File Type

OPTrust Secure Portal File Upload Guide, June 2019

Created Date +

Michelle Employer | Air Canada Pilots (9150) - = Dashboard

search g
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Once you enter your parameters click “Search”:

/\\ . Michelle Employer | Air Canada Pilots (9150) - | Dashboard
onlineServices

Please ensure you log out from all active PENWEB (DCT/Employer Portal etc.) sessions to completely exit the application.

View: v Or Search From: =Re) To: B o
File ID File Name File Type Created Date + User Notes

No items to display

On the bottom of the screen there are links to our Employer Manual:

Information / File Upload
Employer Manual Select File Type
File Upload User Guide .
Employer Contribution Data v

Pension Information Terms of Use

Information for M cy and Security
Information for Ret » Toronto calling area: (416) 681-6100

And this File Upload Guide:

Information File Upload
Employer Manual Select File Type
e Upload User Guide o
Employer Contribution Data v
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Uploading a File

Important: In order to load a file you must select an organization. If you have not done so you will see

this and you will not be able to select a type of file:

A\
(onllneServices

Please ensure you log out from all active PENWEB (DCT/Employer Portal etc.) sessions to completely exit the application.

View:

v Or Search From: BOo
Exportto PDF | [ Export to EXCEL
File ID File Name File Type

No items to display

Information

Employer Manual
File Upload User Guide

Created Date +

User

Michelle Employer

- | Dashboard

Use the pull down menu at the top of your screen to ensure you have selected the organization you are

working on:

-\\
,c'mllneServices

Please ensure you log out from all active PENWEB (DCT/Employer Portal etc.) sessions to completely exit the application.

View:

v Or search From: B o
Exportto PDF | [ Export to EXCEL
File ID File Name File Type

No items to display

Information
Employer Manual

File Upload

Select an organization to upload files.
File Upload User Guide

Created Date +

User

chelle Employer

All Organizations

Air Canada Pilots (9150)

Dashboard

Cabinet Office (54) (54)

Carillion Canada (1047)

OPTrust Secure Portal File Upload Guide, June 2019
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Clear
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To send a file you can use the drop down menu to browse and select the type of file you would like to
load:

(\ R Michelle Employer | Air Canada Pilots (9150) ~ | Dashboard
onlineServices
File ID File Name File Type Created Date + User Notes
-
No items to display
v

...n>u 0 v o

Information File Upload

Employer Manual Select File Tyna._
File Upload User Guide

Employer C Data
Employee Contribution Data \)

Employment Change Data

Retroactive Data

General / Other

Pension Information Terms of Use Contact Us

Once you have selected the file type* you can click into the entry field to bring up a file explorer box.
Select the file you would like to upload and click “Open”:

(@ Choose File to Upload X
« © 4 || OneDrive- OPTrust » AAA-dragand drop v |0 | SearchAAA-draganddrop P - W =D
T =- m @
¥ Downloads # A Name Date modificd size ~
ElPicures 4| g acp 201008 oks Michelle Employer | Air Canada Pilots (9150) ~ | Dashboard
Dashboards & ace 201907 ™
L inlpfes ke
Penmes Adobe Actobat . T
Sacenpresso Adobe Actobat . ke

Adobe Acrobat D,

¥ G OneDrive - OPTru

Adobe Acrobat D,
CitrixStuff

L L L L IR

5 oG Fie ke
ol it Adobe Acrobat D ke o isplay
&) AAA drag Adobe Acrobat D 155K
Frr— Adobe Acrobat D Teke
Adobe Acrobat D ke
&l Attachments hacben
Adobe Acrobat D ke
 AutoRecover Adobe Acrobat D, 11k8
o Adobe Acrobat D ke
| Contact LIS v Brohe Acrohat N 111 KR v
File name: | | [anFites ¢ &
v
TR To——vTTEms perpay (]
Information File Upload
Employer Manual Select File Type
File Upload User Guide o
Employee Contribution Data v

&) Pension Information Terms of Use Contact Us
(@& OPTrust

Information for Members Privacy and Security # OPTrust.c
Information for Retire Legal 2 Toronto calling area: (416) 681-6100
Information for Employers Toll-free within Canada: 1 (800) 637-0024

OPTrust invests and manages one of Canadar's largest pension funds and

*Note, please see Appendix A for a list of file types supported by the system.
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Once you have selected a file it will appear in the upload window:

‘s\
(onl.neServices

Michelle Employer | Air Canada Pilots (9150) - | Dashboard

No items to display

v
><<n>>< 0 v

<
Information File Upload
Employer Manual Select File Type
File Upload User Guide

Employee Contribution D: v

< ACP_2019_07.xlsx

Terms of Use

Cancel |

Pension Information

Contact Us
Information for Members Privacy and Security

# OPTrustcom

Note: You are only able to upload one file at a time.

Clicking the “Upload” button will send the file and you will be able to see it here:

A\
(onllneServices

Michelle Employer | Air Canada Pilots (9150) - | Dashboard | [EEE

Please ensure you log out from all active PENWEB (DCT/Employer Portal etc.) sessions to completely exit the application.

view: v Or search From: =) To: [=NC] Clear
File ID 3 File Type Created Date + User Notes
ACP_2019_07.xisx Employee Contribution Data P 09:48 @
PR - T <)
Information File Upload
Employer Manual Select File Type
File Upload User Guide

Employee Contribution Data
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You can also upload a file by “dragging and dropping” it. To do so again, select the file type you would

like to upload:

Rl | R

Information

Employer Manual
File Upload User Guide

File Upload

Select Fi
Employee Contribution Data

1-10f1items G

E—

Pension Information

Information for Members

Terms of Use
Privacy and Security

Contact Us
# OPTrust.com

.
@ OPTrust

Information for Retirees Legal

) Toronto calling area: (416) 681-6100

From your file explorer select the file you would like to upload and click on it once to hold it:

g
’ = - drag and dro —
| | AAA - drag and drop O x
n Home Share View 71
| J d Cut & Moveto v X Delete ~ AT |i_| - | 8 seeaal
:] w-| Copy path - i Select none
Fin to Quick Co Paste . - | =] MNew Properties
" access o \#| Paste shortcut Copyto i folder p- & 1o Invert selection
Clipboard Organize Mew Open Select
“ w A » OneDrive - OPTrust » AAA - drag and drop w O Search AAA - drag and drop o
o AAA-dragand ™ Name Date modified Type Size "
< Inlp_files @ ACP_2019.08 4/16/199:40AM  Microsoft Excel W... 9 KE
Penweb 8 ACP_2019 07 4/16/19 %:40 AM Microsoft Excel W... 9 KE
Screenpresso g Doe | - : 4/10/19 2:38 PM Microsoft Word D.., 12 KE
_ i & Microsoft Excel Worksheet §,5715 1513 pM  Adobe Acrobat D... 338 KE
g OneDrive - OPTru hors: Michelle Kegan
. = 842 KB /13719 2:41 PM Adobe Acrobat D... 77 KE
o CitraSeuff 5 e modified: 4/16/19 940 AM J5/06/189:30 AM  Adobe Acrobat D... 405 K
o jinit : 11/08/18 206 PM  Adobe Acrobat D... 49 KE
AAM - drag and - 10/29/18 2:47 PM JPG File 7T KE
o AAL-from Toac H 10/28/18 2:47 PM Adobe Acrobat D... 27 KE
o Attachments i 10/29/182:46PM  Adobe Acrobat D... 155 KE
| 10/29/18 2:46 PM Adobe Acrobat D... T KEW
@ Auto Recover
£ >
T7items  1itermn selected 8.42 KB =2 =l
B ' L ¥ T TENS PEr page
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Holding down the left hand mouse button, drag your file in to the file upload area and release the
mouse button:

= | AAA- drag and drop - o X
Fome | snare view ]
B[] ke Bt to- | X Dot - e [ W sea Michelle Employer | Air Canada Pilots (9150) - | Dashboard
W Copy path - — Select none
ick Copy Paste Copyto~ | mIRename = New Properties
@ pase shortst el s e | @it setetion Ly s s s o vt _
= fold L " L pril 4,2019 pay dat
ipboars Organize e open seeat ’
« “ 4 > OneDrive- OPTrust » AMA- dragand drop v O | SearchAAA-draganddiop @

o AAA-dragand A Name
L nlp_files @' AcP_2018 08
@ ACP_201907

L L L L]

o Attachments

o AutoRecover |

Tlitems  1item selected 842 KB
L}

TremS per ATy

Information

Employer Manual
File Upload User Guide

File Upload

Select File Type

loyee Contributicn P -

Pension Information Terms of Use Contact Us
Information for Members Privacy and Security & OPTrustcom

) OP Trust

Your file will now appear in the upload box, clicking “Upload” will transmit the file:

File Upload
Select File Type

Employee Contribution Data A
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Once a file is uploaded it can’t be removed. If you do upload a file in error you can enter a note asking

for it to be disregarded (instructions for adding notes follow):

r‘-\\l . . Michelle Employer | Air Canada Pilots (9150) ~ | Dashboard
onlineservices

Please ensure you log out from all active PENWES (DCT/Employer Portal etc.) sessions to completely exit the application.

View: v Or Search From:

5o 8o
[BExporttoPDF | B Exportto EXCEL | [CJEditNotes \
File ID File Name File Type Created Date +

User

—
o 3 Please disregard th
95848 ACP_2019_07.XIsX Employee Contribution Data 16-Apr-201910:07  michelle@employer.ca s file
Hi, Here 15 the emp
o - loyee file for the A
95847 ACP_2019_07.xIsx Employee Ce Data Apr pril 4, 2019 pay dat
a
. . . “« ” .
Clicking on the file enables an “Add Notes” button:
(\\ i Michelle Employer | Air Canada Pilots (9150) - | Dashboard
onlineServices
Please ensure you log out from all active PENWEB (DCT/Employer Portal etc.) sessions to completely exit the application.
File ID File Name File Type Created Date + User Notes
95847 ACP_2019_07.xisx ployee ibution Data Apr i ca

Clicking on it will bring up this box:

Add Notes - 95847 x

File Name ACP_2019_07.xlsx

Cancel Save

OPTrust Secure Portal File Upload Guide, June 2019 12| Page



Enter your note, click save and your note will appear here:

(“\\ . Michelle Employer | Air Canada Pilots (9150) - | Dashboard
onlineServices

Please ensure you log out from all active PENWEB (DCT/Employer Portal etc.) sessions to completely exit the application.

View: v Or Search From: ENe) To: B 06 Clear
BExporttoPDF | B Exportto EXCEL | [JEdit Notes \

File ID File Name File Type Created Date + User Notes
Hi, Here iis the emp
loyee file for the A
95847 ACP_2019 07.xIsx Employee Contribution Data Ap: 2 i ca

pril 4, 2019 pay dat
e

You can edit your note as well if need be by clicking “Edit Notes”:

Edit Notes - 95847

File Name ACP_2019_07.xisx

Hi, Here is the employee file for the April 4, 2019 pay
date.

Cancel

OPTrust Secure Portal File Upload Guide, June 2019 13| Page



Exporting Logs

Clicking “Export to PDF” exports a log of your files to a pdf:

=\
(c:nl.neServices

Please ensure you log out from all active PENWES (DCT/Employer Portal etc.) sessions to completely exit the application.

Michelle Employer | Air Canada Pilots (9150) - | Dashboard

View: v Or Search From: [=C] To: B e Clear
' Export to PDF I [3) Export to EXCEL
FiEID File Name File Type CreatedDate +  User Notes
95850 ACP_2019_08.xisx Employer Contribution Data 16-Apr-201910:53  michelle@employer.ca
Please disregard th
95848 ACP_2019_07.xIsx Employee Contribution Data 16Apr201910:07  michelle@employer.ca oy o
Hi, Here is the emp
95847 ACP_2019_07.x Employee Contribution Data foyee file for the A
sk mployee @
- ployes v pril 4, 2019 pay dat
e
" Export (2).pdf - Adobe Acrobat Pro DC
File Edit View Window Help
Home Tools Document 9 EH Q /1
— =
File ID File Name File Type CreatedDate +  User Notes
95850 ACP_2019 08.xlsx Employer Contribution Data 16-Apr-201910:53  michelle@employer.ca
Pl di ird th
95848 ACP_2019 07.xIsx Employee Contribution Data 16-Apr-201910:07  michelle@employer.ca I;:’I:’ b
4 M, Here is the emp.
loyee file for the A
95847 ACP_2019 07.xlsx

Employee Contribution Data

Clicking “Export to EXCEL” downloads a log of your file to Excel:

-\\
(onhneServices

Please ensure you log out from all active PENWEB (DCT/Employer Portal etc.) sessions to completely exit the application.

View: / v Or Search From: = o To:

[3 Export to PDF B Export to EXCEL .

File ID File Name

16-Apr-2019 09:48  michelle@employer.ca
pril 4, 2019 pay dat
e

Michelle Employer | Air Canada Pilots (9150) - | Dashboard

File Type Created Date + User Notes
95850 ACP_2019_08.xIsx Employer Contribution Data p 10:53 i a
Please disregard th
95848 ACP_2019_07.xisx Employee Contribution Data 16-Apr-201910:07  michelle@employer.ca o =
Hi, Here is the emp
loyee file for the A
95847 ACP_2019 07.xIsx

Employee Contribution Data

OPTrust Secure Portal File Upload Guide, June 2019
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HE

Insert

0= & -

File Data

Home Page L Formulas

¥ cut

Calibri 1 v A A

u- B &A-

Be Copy ~
aste
- W Format Painter

Clipboard ) Font [Fl

Al &

\ A '

1 File Name File Type
95850 ACP_2019 08.xlsx EMER_CONTRI
95848 ACP_2013 07.xIsx EMEE_CONTRI
95847 ACP_2019_07.xlsx EMEE_CONTRI

File ID

Created Date

16-Apr-2019 10:33
16-Apr-2019 10:07
16-Apr-2019 09:48

OPTrust Secure Portal File Upload Guide, June 2019

Help

Q Tell me what you want to do

General

$ -

Neutral

Conditional Format as
Formatting~ Table

michelle@employer.ca
michelle@employer.ca

Please disregard this file.

michelle@employer.ca Hi, Here is the employee file for the April 4, 2019 pay date.
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Uploaded Files

Once a file has been uploaded by OPTrust it will appear with the File ID struck out as follows:
2
(on\llneServices Michelle Employer | ~ | Dashboard
Please ensure you log out from all active PENWEB (DCT/Employer Portal etc.) sessions to completely exit the application.

View: v Or search From: Bo

To: B o Clear
Export to PDF [ Export to EXCEL [JAdd Notes

File ID File Name File Type Created Date User Notes
95850 ACP_2019_08.xIsx Employer Contribution Data 16-Apr-201910:53  michelle@employer.ca

Please disregard thi
95848 ACP_2019_07.xIsx Employee Contribution Data 16-Apr-201910:07  michelle@employer.ca P

sfile.

Hi, Here is the empl
95847 ACP_2019_07.xIsx Employee Contribution Data 16-Apr-201909:48 | michelle@employer.ca oyee file for the Apr

il4, 2019 pay date.
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Signing Out

To log out once you are done click “Sign out”:

-

f\ Michelle Employer | Air Canada Pilots (9150) -~ | Dashboar:
online

Please ensure you log out from all active PENWES (DCT/Employer Portal etc.) sessions to completely exit the application. /

View: [ERC] To: B O Clear

v Or Search From:

ExporttoPDF | R Export to EXCEL | [JAdd Notes

File ID File Name File Type: Created Date + User Notes
95850 ACP_2019_08.xisx Employer Contribution Data 16-Apr-201910:53  michelle@employer.ca
- _ Please disregard th
95848 ACP_2019_07.xisx Employee C Data p 10:07  mic @ il
is file.

Please remember, for security reasons it is extremely important to sign out once you are done.

Important note: Signing out of File Upload will NOT sign you out of the OPTrust Secure Portal, you
must do this separately.
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Appendix A

OPTrust Secure Portal File Upload Guide, June 2019

Program Extension
Word (legacy) .doc
Word .docx
Excel (legacy) .xls
Excel Xlsx
PowerPoint (legacy) .ppt
PowerPoint .pptx
Data Files & Text L5V
Data Files & Text gut
Data Files & Text rft
Picture Files .bmp
Picture Files .JPE
Picture Files .jpeg
Picture Files tif
Picture Files Bili
Picture Files .gif
Picture Files .png
Web hitml
Document .pdf
Log File log
XML File xml
Web hitm
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