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• Understand the payroll 
periods1

• Understand how to 
submit mileage claims2

• Understand how to 
submit an expense claim3



Pay Periods
• 26 two-week pay periods & 26 

paydays annually

• When timesheet is not required, 
you will receive pay on the 2nd

Friday of each regular pay period

• When timesheet is required: 
1. Pay period starts a week in 

advance of a regular pay period;

2. Submit approved timesheet to 
Payroll a week prior to the 
regular payday; &

3. Receive pay on the regular 
payday

Jul-14

SUN MON TUE WED THU FRI SAT

1 2 3 4 5

6 7 8 9 10

414

      11 12

13 14 15 16 17 18 19

20 21 22 23 24

415

      25 26

27 28 29 30 31

Payday Stat
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Direct Deposit
• Confirmation is emailed on 

Wednesday before payday

• Employee deductions:
– Payroll taxes, CPP & EI
– Pension
–



Employee Online Services

Online access to your payroll documents
• Tax Forms

– T4 Slips for current and prior 
calendar years

• Job Summary
– If you have more than one 

contract you will see your 
earnings per position.

• Pay Information
– Direct Deposit Allocation

– Earnings History

– Pay Stubs

– Deductions History

– Earnings by Position

5





Mileage Expense Claim
• $0.50per each reimbursable km

• Fill out Kilometer Log in full

• Sign and get budget manager’s 
approval

• Forward to Finance for 
processing

• Please use standard km for 
calculations

• Tips for completing
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The above table is available in the Mileage Log form 



Expense Claim
Where is the Expense 
Claim form?

Go to:
1. My Okanagan
2. Employee tab
3. OC Express –

Forms
• Finance
• Expense Claim 

Excel/PDF
• Tips for 

completing
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Expense Claim

• Follow completion 
instructions

•



QUESTIONS?
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accountspayable@Okanagan.bc.ca
timesheets@Okanagan.bc.ca

mailto:accountspayable@Okanagan.bc.ca
mailto:timesheets@Okanagan.bc.ca


FOAPAL Information for Expense 
Claims

Where to find the right 
FOAPAL?

Go to:
- My Okanagan

- Employee tab

- OC Express –
Administrative 
Functions

- Administration

- FAST System 
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QUESTIONS?

12FINANCIAL SERVICES


