
HORIZON 
CONNECT

Training Session



AGENDA
• Go-live timelines

• Login in for the first time

• Navigating HORIZON CONNECT

• Submit hours with new mandatory data points

• Validate your submission (warnings and errors)

• Adjustment batches

• Task Management

• Access to your account and profile changes

• Payment options

• Contact TEIBAS support for transactions

• Questions and Comments



GO-LIVE TIMELINES

MERIT will not be accessible for inputting any information 
after 4:30 p.m. on Friday, February 20, 2026. 

Horizon Connect Goes Live Monday, March 9, 2026, for 
entering February 2026 work hours.



GO-LIVE TIMELINES

RECOMMENDED CHECKLIST FOR ENDING MERIT USE:

 Complete your Jan 2026 work month in MERIT

 Print your fiscal 2025 reports from MERIT

 Print reports for as many years as you think you will need

 Enter your Feb 2026 work month reports to the new system – Horizon Connect 

after March 9, 2026



WHAT TO EXPECT WHEN YOU LOG IN

 Everyone who currently has access will be granted access to 

Horizon Connect

When you enter for the first time, you will be required to 
establish multi-factor authentication (MFA) protocol.

 You will be forced to change your existing password to a strong 
password.

 MFA protocol will be required with every login



NAVIGATING THE APPLICATION

• Go to Login Page

• Login as Employer

• Enter User ID

• Enter Password

• Click ‘Log In’



NAVIGATING THE APPLICATION 1. WORKBOARDS

2. TABS

3. EVENTS



ENTERING A 
CONTRIBUTION REPORT

• Go to Employer Information -> Monthly Contribution Reporting -> At a Glance

• Select the month and click on the “3-dots” in the “Action” column

• Select “Import file” or the option you prefer

• Make note of the batch ID



NEW DATA POINTS
You will be required to submit details of overtime hours

• You will enter 

• Hours Worked

• Time and a half overtime hours worked - x1.5

• Double time overtime hours worked  - x2

• The system will calculate Total Hours Earned



NEW DATA POINTS

• For example, if a member worked 10 hours in a week (regular hours, and overtime 
hours) you will be asked to provide following information:

• Regular hours worked = 5 hrs.

• Overtime hours worked at time and a half = 2 hrs.

• Overtime hours worked at double time = 3 hrs.

• The system will calculate the hours earned as follows:

• 5 hrs. + (2 hrs. x 1.5) + (3 hrs. x 2) = 14 hrs. earned

• SHIFT HOURS: Continue to report shift hours using the Shift Agreement codes



VALIDATING YOUR SUBMISSION
Validations give you notice that something needs to be corrected in your batch.

There are 2 types of validations:

Warnings
You can complete the batch without addressing Warnings – not recommended

Examples:

• Hours earned is between 300 and 500

• Member with same name exists with different SIN

• Contributions received for unknown member. Person will be created



VALIDATING YOUR SUBMISSION

Errors
Will not allow you to complete the batch

Examples:

• Invalid SIN

• If you are an Owner Operator and the hours reported is < 150 hrs. earned

• Job class does not match with the agreement for this employer



ADJUSTMENT BATCHES

• If the adjustment batch is positive (missing hours)

• Go to the month that is missing hours – At a Glance

• Create a second batch and enter the missing hours. 

• Assign the batch as an Adjustment and give a reason.

• Complete all Events

• Submit



ADJUSTMENT BATCHES
NEGATIVE ADJUSTMENT BATCHES NEED TEIBAS APPROVAL!

You will be able to confirm the batch, but hrs. will not post to employee’s record.

System will create a Task to the Employer Service team

• Job class changes
• Create a new adjustment batch with negative hours for the wrong job class and positive hours 

for the correct job class.

• Upload any support through task management if needed

• Description  = ECR batch ID

• Too many hours reported/sent for wrong person)
• Go to the month and enter a negative adjustment batch

• Assign as an adjustment batch



TASK MANAGMENT



PAYMENT OPTIONS

Your payment options remain the same:

• PAD – Funds are deducted from your account on the 20th of the month

• EFT – Send your remittance using your online banking

• Direct Deposit – Funds are deposited directly to the Trust account

• Cheque – Cheque must be delivered to TEIBAS offices by the 20th of the 
month



ACCESS TO YOUR ACCOUNT AND PROFILE CHANGES
• The address on file is at the header of all screens

• If your contact information changes, contact TEIBAS - create a Task

• If your employees leaves your company, you must remove their access to the application –

create a Task

• Please ensure that TEIBAS has updated phone numbers and email addresses for you.

• ADDING NEW PERSONS TO ACCESS YOUR ACCOUNT – future communication



FREQUENTLY ASKED QUESTIONS
• Will I have access to MERIT after go-live?

• Will TEIBAS support me during the transition?

• Will a User Guide be available?

Remember – WE ARE HERE TO HELP!

Employer Services Team: 

Create a task!

Email : Employers@teibas.com xxx

Vanitha : Vanitha@teibas.com ext. 703

Ashley: Ashley@teibas.com ext. 780

Phone # 416-637-6789



QUESTION AND COMMENTS...

THANK  YOU FOR  YOUR FEEDBACK!


