Managing Worksites on WorkplaceNL connect

In an effort to improve our online services and user experience, employers can manage their own worksites
and provide enhanced information in WorkplaceNL connect. Employers now have timely access to update
worksites, rather than wait for the Annual Employer Statement reporting period.

Employers can create new worksites, update address and employee information, as well as inactivate
worksites as necessary. Employers can also more accurately indicate seasonal shutdown periods, which will
automatically reactivate at the end of the period. These enhanced services will provide employers with
another reason to be active users of connect.

Connect will help tie multiple worksites together in one central location. You will be able to view information
regarding each worksite, such as current OHS issues and current and archived OHS meeting minutes. This
means you can manage all your different worksites from one screen, saving time. Employers will no longer
have to be calling each worksite asking if they had their OHS meeting and requesting their minutes be sent
in. Connect allows you to instantly see which sites have submitted their OHS minutes and which sites are
overdue for a meeting. This reduces phone calls and saves on administrative work as everything is done
electronically.

During year-end and PRIME validation time, connect allows you to make sure all committees are active.

To access WorkplaceNL connect, visit connect.workplacenl.ca.

Sign in using your “Username” and “Password”, then click “Login”.
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https://connect.workplacenl.ca/Account/Login

Managing Worksites

From the left-hand menu select the drop-down arrow next to “Worksite Information”, then select “Manage
Worksites”. This will bring you to the Manage worksites page, to a list of worksites associated to your
organization.
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Online Payroll Estimate

WorkplaceNL has a comnect senvice for employers who need to revise this year's Payroll Estimate. Click on Employer Account Changes in the menu to the left and then select "Update Payrs

Edit your worksite

Update service

To make changes to your current worksite, select the “Edit” function next to the worksite you wish to make

changes too.
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Managing Worksites

Connect users can manage the worksites to update the worksite address, contact information, seasonal
status, the number of workers employed, etc.
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Change the Number of workers

Updating the number of workers at the worksite, takes place here. If you are changing the number of
workers and it effects your requirement to have an OHS committee, you must also change the “Type”
section under general information.

If your worksite has 20 or more workers, your type should be displayed as OHS. If 19 or less workers,
it must be WHS.
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Managing Worksites

Delete a worksite

To remove a worksite, select “Inactivate” next to the worksite you wish to delete. A prompt box will appear
asking “Are you sure you wish to make this worksite inactive?” Select “OK” and the worksite will disappear.
The user will continue to have the ability to view these worksites under “view inactive worksites”.
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Add a worksite

To add a new worksite, select “Add worksite”.
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You will be asked if you are provincially or federally regulated. Most employers are provincial, however if
you are unsure you can check with the company’s owner/operator.



Managing Worksites

Enter the number of workers at your worksite, and then click “Continue”.
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Managing Worksites

Seasonal worksites

If you are a seasonally operated employer, you may enter your seasonal status here. Select “Change
Committee Status”, then select the drop-down arrow under the “Worksite/Committee Status” and select
“‘Seasonal”’. Enter the seasonal shut-down date and the expected start-up date. The worksite will reactivate
on that date. If left blank, the reactivation date will be for six (6) months from the shut-down date.
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