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User id is PHCR followed by your full employee id number.  

For example: If your employee ID is 123, then your User ID will be 

PHCR123 (If your employee ID is less than 3 digits, please use zero's 

in front of your ID).  

Another example: If your employee ID is 1234, then your User ID will 

be PHCR1234 

 

Temporary Password is your SIN (without dashes). For example: 

123456789. Once you log in the first time you will be prompted to 

change your password. 

 

Forgot your password? 

Click on the “Forgot your password?” link and enter your User ID. Then 

click on “Reset password”.   
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Signing On 
Go to https://fp6.payrollguardian.com/cgi-bin/fp6/login.htm 

https://fp6.payrollguardian.com/cgi-bin/fp6/login.htm
https://fp6.payrollguardian.com/cgi-bin/fp6/login.htm
https://fp6.payrollguardian.com/cgi-bin/fp6/login.htm


What you can see in the Portal 
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 My Profile – view and edit your personal contact information. 

 My Time Cards – enter hours and/or expense reimbursements for payroll. 

.My Direct Deposit Info – shows you where your cheques are being deposited to. 

 My Emergency Contacts – view and edit your emergency contacts. 

 My T4’s – view your T4’s to save or print. 

 My Time Card History – shows historical time card history 

 Year to Date Totals – View Year to Date pay details. 

 My Pay Statements – view your pay statements to print. 

 My Saved Reports – access reports and pay statements. 

 



My Profile 
Here you can edit your contact information.  

Be sure to click save when you are done. 
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My Time Cards 
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To enter your hours for Payroll select Add a Time Card 



My Time Cards – con’t 

A line appears with the current date.   

Select the appropriate Item Code 

from the drop down menu.  

Edit the date if required.  

Select from the appropriate Drop Down Menus the 

appropriate Department and Position.   Enter the 

hours in Units field.   Enter a Memo if desired.  

Select the Green Check Mark.   
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My Time Cards – con’t 

You can edit the Time Entry by selecting the Day (in blue). 
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Remember to select the Green Check Mark after you 

have made your changes to save them.  



My Direct Deposit Info 
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My Emergency Contacts 
You can edit this information as required. 

Be sure to click save when you are done. 

8 



My T4s 
Click on the year you would like to view. The T4 will display on screen 

for you to print or save. 
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My Pay Statements 
Click on the year you would like to view and then click on the pay period. If you 

would like to print a copy, click Save as PDF and then go to My Saved Reports. 
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My Time Card History 

11 

Select the Year, then the Week (in blue) 

to view your Time Card History. 



Year to Date Totals 
 Click on the year you would like to view.  
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Year to Date Earnings, Deductions 

and Benefits will display. 

 

Click                         to 

view the pay period breakdown  



My Saved Reports 
 

 Click your name in the top right corner of the screen.  

Click on ‘My Saved Reports’ and then on the pdf you would like to view. 

The Statement will display on screen for you to print or save. 
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Note:  Pay Statements will be available in your “Saved 

Reports” box for 14 days.  Please re-run any pay 

statements if they are no longer displaying. 



Logging Out/Changing Password 
Click your name in the top right corner of the screen. 

You can Logout from here or change your password 
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Web App  
 Available for smart phones! 
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Follow the simple instructions provided in the link 

below 

 

https://spark.adobe.com/page/4mzlezNpsUg6h/ 

https://spark.adobe.com/page/4mzlezNpsUg6h/
https://spark.adobe.com/page/4mzlezNpsUg6h/

