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New Prescription Safety Glasses Request Procedure - Quick Guide

STEP 1 - Open the UWinsite People
webpage.

Human
Resources

Open your web browser and go to the UWinsite
People webpage. Select 'UWinsite People
System Access' and sign in using your UWin ID
and password.

UW People
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UWinsite People

Select from the boxes below to find information, guidance, and support related to UWinsite People:

STEP 2 - Go to Home.

(o)

Once logged in, locate the Home button in the SaEA

right-hand corner of your screen. This will take
You have a new
you to your Main Dashboard. home page!

STEP 3 - Select Show More.

Click the Show More Button on the bottom left Good afternoon,
hand side of your screen.

ent Groups
QUICK ACTIONS
Personal Details
Identification Info
Contact Info
Family and Emergency «
My Organization Chart

My Public Info

2, Change Photo

% Share Data Access

Show More
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Projects Tools

STEP 4 - Select Document Records.

Locate the Document Records, select to
proceed.

Document Records
@ Doc

Employment

STEP 5 - Add a new document record.

Click + Add.

Download

STEP 6 - Select the Document Type.

Document Type -

Name ¢ Country £ Category ¢ Subcategory ¢
Open the Document Type menu and select Safety Glasses RN DI
Voucher Request. Wait for the form to load st Personalinformation

Return to Work Absence General

ROE Worksheet Canada Payroll

Safety Glasses Voucher Request Expenses

STEP 7 - Complete & Submit the Form.

Answer each question, enter the date of request, and
indicate whether you are requesting tinted lenses, transition

lenses, or conductive frames. Leave Attachments and URL Cancal
blank. Click Submit.

WHAT HAPPENS NEXT?

Request Supervisor Employee

ESW Reviews Voucher
Eligibility Issued

Contacted for
Pick-up

Submitted by Reviews &
Employee Approves

Need help? Contact Employee Safety & Wellhess (esw@uwindsor.ca)
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