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Part | - Logging In
To log into the Avanti Self Service Portal (ASSP), type the following web address into
the address bar at the top of your browser window, and hit Enter.

https://myavanti.ca/lynxair

You should see the following page:

B | ¥ Lgin x 5= - X
< C ) https;//myavanti.ca/Lynxair/ A a % 1= 3 .
[) Enerjet Favorites [ Benefits ) Recruiting b ULCC-Home  wle ECATS Reporting @ AVANTILOGIN <> Precede OHS Login [f] LinkedIN () Aviation Safety & Q.. 4 Avanti Support: Cli.. W Microsoft Stream @ Spotfy ~Web Player ) Org_Chart - Smart,

Lyn XA R

©2001-2022 Avant Software Inc. A1 ights Reserved. Terms and Condifons.

Enter your username (Case sensitive) and your password, then click “Login”

Self Service Login

5 1 !_YERNAMH

Lynx & -

Forgot your Password?

Don't have a Self Service accouni? Register Mow
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https://myavanti.ca/lynxair

Part Il — Navigating the Home Screen

After Logging in, you will see 5 different applications that you can enter on the left-

hand side

>

Personal

(4]

g a8aae

[:]

Good afternoon Your Name!

< 20

Lyn R

=
Personal v
Documents w

Time Off Requests

Catrings
Setings

& 8 & 0 &

We will explore each of these functions throughout the Guide.

On the right-hand side, you will see the search function, notifications, and access to

further settings

a PO

We will explore each of these functions throughout the Guide
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Part lll - Personal

On the left-hand side of your screen, please click on the “Personal” Tab

Lynx* a PO

] =
Good afternoon Your Name!

Lyn ) G

€ Fersonal o |e—] Click Here
@ Documents o
@ Settings
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A menu will drop down

Lyn ) &

» =
e Personal ~

Perscnal Information

Vacation

Tax Slip Forms

Federal TDV Tax Forms

Prowincial Tax Forms

@ Documents w

& Senings

We will go into detail on each of the tabs.
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Personal Information
Click on “Personal Information”

Lyn )

%
9 Personal

=%

Personal Information

Click Here

Vacation

Tax 5lip Forms

Provincial Tax Forms

@ DoCUments

& Setings

Federal TD¥l Tax Forms
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You will now be able to see all your relevant personal information

To edit these, please click on the “edit” icon on the right-hand side

Gender:

Language:

Streen:

City:

Home:

Your Name

Address

Preferred Name:

Date Of Birth:

Personal Compensation

Basic Information

None Marital Status:
18-Jun-2003 Former Surname:
Femnale SIN:

English

3215 Lynx Alr Province:

calgary Country:

Postal Code:

Phone Number

While in the Personal Information Tab, you will be able to edit the following:

- Basic Information

Preferred Name

O

o Date of Birth

o Given Name

o Surname

= Former Surname

o Gender

o Language

o Marital Status
- Address

o House Address

o City

o Province

o Postal Code

- Phone Number
o You can add additional phone numbers
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o You can also edit existing phone numbers

- Email

o Add or change emails
o You can also change what notifications go to which email

- Emergency Contacts
o You will be able to add/edit/delete emergency contacts and their

relevant information

- Additional Information

o You can add/change your middle names

Click on “Tax Slip Forms”

Tax Slip Forms

A

Lynxmu
. =t
) Personz -~
Personal Infarmation
Wacation
Tax 5lip Forms
Federal TDN Tax Forms
Prowvincial Tax Forms
& Documents o
B3 Time Off Requests
& Settings

This is where you will be able to see your previous years T4s

Click
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Federal/Provincial Tax Forms

A

Click

Lyn ) &
b =t
B8 Personal A
Personal Information
Wacation
Tax 5lip Forms
Federal TOW Tax Forms
Provincial Tax Forms
& Documents w
B3 Time Off Requests
& Settings

A

Click

Once you click on each, you will be able to view the applicable taxes that are
deducted provincially and federally. You will also be able to download your forms for

your records.
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Part IV — Documents

Click on “Documents”

Lyn ) &

Employee Docurments

Company Documents

Document Review

A J =
9 Personal “
@ Documents w
B3 Time Off Requests

@ Settings

Lyn ) &

% =
e Personal w
@ Documents ~

&

Time Off Requests

@

Settings

A

Click
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Employee Documents

Lyn ) &

&
9 Personal
@ Documents

={

Employee Docurments

Comparny Documents
Document Review

B} Time Off Requests

& Semings

A

Click

Here you will be able to see all documents that are relevant to you personally

&\ Employee Documents
€ | 111111112 - Your Name v || % [ Show Inaclive

Document Type | All ~

¥ Fiter

Type

Veid Cheque

Description

Bank 1 Cheque

Void Chqg

Offer Letter
Salary Changes
And more....

Direct Deposit Forms
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Company Documents

Lynxmu
b
9 Personzl
@ Documenis

Employee Documents

=1

Company Documents

A

Document Review
B Time Off Requests

& Senings

Here you will find important and relevant company documents

¢ Manuals
e Organizational Charts
e FAQs

o Resources

Click
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Document Review

Lyn ) G

. =t
B Fersons e
@ Documents ~

Employee Documents

Company Documents

Click

Document Review

A

B3 Time Off Requests

® sews

This is where you will find documents that are employee and company related that
are required for sign-off

# Pending Sign-Off |+ Completed Sign-Off

Company Documents
Type 2 | Description

No Documes

Employee Documents
Type £ | Description

No Documents Available

If you have any documents that are pending sign-off, they will show up in this tab.
They are divided between Company Documents and Employee Documents

# Pending Sign-Off | + Completed Sign-Off
Company Documents
Date Signed Off 4| Response 4 Comments Type 4| Description
View & 27-May-2022 1 Aceept Applicant Review Autherization
Dispiaying 1 Document
Employee Documents

Date Signed Off 4 Response o Comments Type £ | Description

Mo Documents Available

On the “Completed Sign-Off” tab, you will see all documents, company or employee
related, that you have signed off on. You will be able to view the document, and the
date that you signed off.
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Part VI - Settings

Changing your Password
After Logging in, click on “Settings” on the left-hand side of your screen

Lyn ) &

‘ =

@ Person:l v

& Documents W

% Time Off Requests

& Settings -«

OR

Click

Click on your profile on the right-hand side of the screen, and then click on

“Settings”

Privacy Policy = Terrs of Service

a P @ < Click
Your Name
MAMNAGE PROFILE
£ Sermings - Click
L Mew Layout @
LOG OUT
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This will bring you to where you are able to change your password.

@ Password | (D Preferences [ Avanti App

Change Password Password Information
Current Password Password Expires Never
Password Last Changed

New Password
Recovery Email

Confirm Password

Change Password

Enter in your current password

@ Password | O Preferences 0 Avanti App

Change Password

Current Password

Mew Password

Confirm Password

Change Password
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Enter in your New Password

& Password O Preferences

Change Password

Current Pagaword

0 Avanti App

MNew Password

Excellent i

+" Password is Valid

Confirm Password

Change Password

Confirm New Password

il Pazsword (O Preferences

Change Password

Current Password

New Password

0 Avanti App

Good

«" Password is Valid

Confirm Password

Change Pagzword

Avanti Employee Handbook
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Click “Change Password”

i Password | 0 Preferences [ Avanti App

Change Password

Current Pagsword

Mew Password

P — Good «

+" Password is Valid
Confirm Password

Change Password J 25 Click

Your Password has now been officially changed.

Your password was updated successfully.

@ Password | (O Preferences  [J AvantiApp

Change Password

Current Password
New Password

Confirm Password

Change Password

Avanti Employee Handbook Page 18




Click on “Settings” on the left-hand side of your screen

Lyn ) &
» =
@ Personz v
@ Documents )
% Time Off Requests
& Setings

Preferences

OR

Click

Click on your profile on the right-hand side of the screen, and then click on

“Settings”

caff@

Your Mame

MAMAGE PROFILE

Click

Click

¢ Settings
= deiinr b omiaciie
] New Layout @

LOG OUT

Privacy Policy = Terrrs of Sarvice
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Click on the tab labeled “Preferences”

@ Password (D Preferences W Product Feedback 0 Avanti App

Currant Settings Change Settings
Date Format Day/Manth/Year Date Format
DayMenthiear ~
Time Format AMPM

) Time Format ®AMPM 024 Hour
Name Display Format Preferred Mame, Surname

Name Display Format

Preferred Mame, Sumame ~

Use new Self Service Beta Experience ®Yes ONo CNot Now

Change Setfings

Here you will be able to see your current system settings and change them based on
your preferences.
[tems that you can change:
e Date Format
o Day/Month/Year
o Month/Day/VYear
o Year/Month/Day
e Time Format
o AM/PM
o 24 Hour
¢ Name Display Format
o Given Name, First Letter of Surname
Given Name, Initial, Surname
Given Name, Surname
Preferred Name, First Letter of Surname
Preferred Name, Initial, Surname
Preferred Name, Surname
Surname, Given Name
Surname, Given Name, Initial
Surname, Preferred Name
Surname, Preferred Name, Initial

O 0O 0O O O O O O O
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After choosing your preferred settings, do not forget to click “Change Settings”

i Password (D Preferences

W Product Feedback

Currant Settings Change Settings
Date Format Day/Month/Year Date Format
DayMonthear w
Time Format ANMPM
) Time Format ®AMPM 024 Hour
Name Display Format Preferred Mame, Surmame
MName Display Format
Preferred Mame, Sumame ~
Use new Self Service Beta Experience ®Yes ONo CNot Now
Change Setfings
M M " M ”
Your updated settings changes will be shown under “Current Settings
i@ Password O Preferences W Product Feedback 0 Avanti App
Currant Settings Change Settings
Date Format DayMonih/Year Date Format
DayMenthiear ~
Time Format ANIPM
) Time Format ®AM/PM 024 Hour
Name Display Format Preferred Mame, Sumname
Name Display Format
Preferred Mame, Sumame ~

Use new Self Service Beta Experience ®Yes ONo CNot Now

Change Setiings
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Part VIl — Notifications

On the right-hand side of your screen, click on the small bell symbol

Q

Privacy Policy -

®

Your Mame

I: Settings
1 i i
L MNew Layout

MAMAGE PROFILE

LOG OUT

Terms of Service

Click

This will open your notification center.
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Motification Center = *

Filter By Motification Types

Select a notification to view its details

Here you will be able to see all notifications that have come through.
You will also be able to filter then based on your notifications.

e General

e Pay Statements
e Schedules

e Approval

e Non-Approval

e New Schedule
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Part VIl — Viewing your Pay stub

After logging in, click into the “Personal” dropdown on the left

L | =t
Good afternoon YourName!
QN > \ Welcome to Employee Self-Service
Click
(2]

Good afternoon YourName!

Welcome to Employee Self-Service

Click
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Click “Compensation”

> Personal Information

Your Name

yourname@|ymair.com

Personal I:l\>

Click

Basic Information

Preferred Name:
Date Of Birth:
Gender:

Marital Status:

Former Surname:

SIN:

Province:

Country:

Postal Code

InPrecate &

P

Avanti Employee Handbook

Page 25




Click “PDF" to view your statement or click “EMAIL" to have it sent to your
ly Pt N

InPrivate !

Personal Information

Your Name

yourname @ lynxair.com

Compensation

Compensation

Past Pay At~ Your Take Home Pay is $1,000.00

15-Apr-2022 e
$1 00000 SUMMARY  PAY  BEMEFITS
L]

1 v

If you choose the option to email your
paystub, you will be required to enter a
Hep @ password.

Your password to enter the document
is vour SIN number. no spaces.
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Sample Pay stub

Lynx:-

Statement of Earnings

Pay Period: 01-lan-2022 to 15-Jan-2022
Employee: 020210000
Location: Calgary Headguarters
Your Name
Address Line 1
Address Line 2 Deposit Date: 14-Apr-2022
Total Deposit:
Earnings Deductions
Desc. Units Unit Type Rate Amount YTD Desc. Amount ¥TD
001 REGULR 501 CPP
511 EI
521 TAX
541 TFSA
621 LTD
630 HLTHSI
Total Earnings Total Ded uctions
Employer Paid Benefits
Benefits Totals
esc. Tax, Amt Tax Amt ¥YTD Non-Tax Amt Mon-Tax AmtYTD
501 CPP
511 El
543 DPSP Total Taxable:
600 LIFE Total Taxable YTD:
601 DEPLFE
603 LIFEMN Total Non-Taxable:
610 AD&D Total Non-Taxable YTD:
630 HLTHSI
Total Benefits:
Total Benefits YTD:
Entitlements
Desc. Ca_rry Forward Amrue_d 1aien REEInIng
Vacation Pay Accrual
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