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Using Self Service

Powerpay Self Service is a tool that allows you to view your Payroll and Human Resource
information at any time, including address, contact and banking information, emergency contacts, pay
statements and tax forms. Depending on your company's settings, you may also be able to edit your
address, contact,

emergency contacts, and personal information. The Edit icon (#') will display next to the section(s)
where your Payroll Administrator has enabled the Edit feature.

Navigating in Self Service

The navigation panel displays all the features that you can access. It is displayed to the far left of the
screen, and is always available (even if it's hidden, or "unpinned") regardless of which feature you are
currently using.

The feature you are currently using is highlighted in blue. You can navigate to another feature by clicking
it in the navigation panel.

# Home () Powerpayself Service

v @ Eamings Kevin GOPBU'
o Sentemente 000000016
arnings Statemen Assembleur

Profile & Settings
Year End Forms

Praofile & Settings

Profile

Payroll Details

Security Welcome to Powerpay Self Service

Security Questions
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By default, the navigation panel is hidden (“unpinned”) when you first log into Self Service. You can
display it by clicking the menu button at the top left of the toolbar.
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Accessing Help in Self Service

You can access the extensive Help library from any page in Self Service. Click the Help icon (E?] ) on the
Toolbar, in the upper right corner of the page. Help will open in a new tab in your browser.

Welcome | I h h |
B Hello, how can we help?
Interface
Earnings Use the search bar and side navigation fo find online help including siep by step explanations on how to perform tasks
Time Quick Links
Profile & Settings %
Getting Started Guide Self Service D Time Off Request Guide

Guide

CERIDIAN

Powered by I.LadCapE Software

There are several methods to search for information:

e Quick Links at the top of the Help Home page.
e The Menu on the left of the page.
e Enter text in the Search field.

Viewing Address, Contact, and Emergency Contact Information

You can review your address record, contact information, and emergency contact information in the
Contact Information section of the Profile page. If the information for a particular field is unavailable, no
information displays in the field.

= | R 3 Profile & Settings o @~

Profile Payroll Details Security Security Questions

Kevin Gopaul

000000016
Assembler
Contact Information
Address Information Contact Information Emergency Contact
Street Phone (with Area Code) Name
125 Garfield Street 604-679-5825
City E-ma Nathan Gopaul v
Eu‘rnaby kevin gopaul@entourage ca
Province/State

British Columbia
Country
Canada
Postal/Zip Code
V5D 758
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1. Navigate to the Profile page (Profile & Settings — Profile).

2. Your address, phone number, and email address display the information on file with your
employer.

Address Information

Street

369 Lonsdale Ave

Contact Information
City
Burnaby Phone (with Area Code)
Province/State 604-679-5825
British Columbia v E-mail *
Zip Code kevin.gopaul@entourage.ca
V5D 758
Country Cancel
Canada W

Save Cancel

Depending on the settings for your company, employees may be able to edit or update address,
contact, and emergency contact information. Edit or Add buttons will display next to the
section(s) that have been enabled by the Payroll Administrator. The Emergency Contact section
only displays when the HR features are enabled for the company.

3. Emergency Contact information can be added, edited and deleted from the Profile page.
4. Toview additional information about the selected emergency contact, click the More... link.
5. If you make changes to any of the fields, be sure to click Save.

Emergency Contact Detail

Priority Last Name * First Name * Middle Initia
W
Home Phone Work Phone Ext Mobile Phone
Relation Language Spoken
Select v Select w

~

[

=}
T

Select W Select b

Save Cancel
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How to View and Update Personal Information

The Personal Information section of the Profile page displays the Social Insurance Number (masked),
Social Insurance Number Expiry Date (for temporary SINs beginning with a 9), Earnings Statements &
Year End Tax Form Language, and Birth Date (masked).

Personal Information & Edit
social Insurance Number Earnings Statement & Year End Form Birth Date
0K 649 View Language 16ul- X0 View

English

Personal Information

nings Statement & Year End Form La NgUage
Select ~
Birth Date
DD/MMAYYYY =]

Save Cancel

1. Navigate to the Profile page (Profile Settings — Profile).
2. To update the Social Insurance Number, Earnings Statement & Year End Form Language, or Birth
Date in the Personal Information section, click the Edit (tl"' ) icon, if enabled for your company.

Some masked personal information may be viewed, depending on the settings that have been enabled by
the Payroll Administrator. Click the View link to unmask the Social Insurance Number or Birth Date. To
hide the unmasked data, click the Hide link.

How to View Work Information

The Work Information section displays Direct Deposit information, Earnings Statement & Year End Form
Delivery settings.

Work Information

Direct Deposit Earnings Statement & Year End Form Delivery & o
Name of Financial Institution Electronic year end forms must be selected a minimum of 10
business days prior to the last pay date of the current year. If
001 - Bank of Montreal v

you have any questions please contact your payroll
administrator.

12478
ement Electronic Oniy b
KXKX125 }l b

Yes Year End Form Delivery Electronic Only =t

1. Navigate to the Profile page (Profile & Settings — Profile).

2. The Direct Deposit section contains bank information, including priority number, and the amount
or percent to be deposited in each account when multiple direct deposit accounts are set up and
enabled.

3. The Earnings Statement & Year End Forms Delivery section displays your currently
selected options for receiving forms on paper or electronically and email notifications.
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How to Select Earnings Statement and Year End Tax Forms as Electronic
Statements

The Earning Statement & Year End Form Delivery section contains information on how an employee
will receive their earning statement and/or year-end tax forms: printed (paper copy) or electronic
statement.

Work Information

Direct Deposit Earnings Statement & Year End Form Delivery & cqic

Name of Financial Institution Electronic year end forms must be selected a minimum of 10
business days prior to the last pay date of the current year. If

002:=HankokMontreal ™ you have any questions please contact your payroll
administrator.
Transit No. 12478
Earnings Statement Electronic Only
Account No. X125 Delivery =4
elivery
Enable Deposit Yes Year End Form Delivery  Electronic Only =

1. In the Work Information section, click the Edit button.
The Earning Statement &Year End Form Delivery page displays.
2. Select Electronic Only.

Earnings Statement & Year End Form Delivery

Earnings Statement Delivery

f;’ Printed (Paper Copy)

® Electronic Only

Send e-mail notifications whan new electronic earnings statements are available.
Year End Form Delivery

O Printed (Paper Copy)
® Electronic Only

An e-mail notification will be sent when new electronic year end forms are available.

3. Select Send e-mail notifications when new electronic earnings statements are available.
4. Click Save.
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How to View Employer, Employee and Taxation information on the Payroll Details
page

Verify the work, pay, and taxation information your employer has on file on the Payroll Details page. If
the information for a particular field is unavailable, no information displays in the field.

All items on this page are view only.

=%

Employer Information

Profile & Settings

Profile Payroll Details Security Security Questions

Kevin Gopaul
000000016
Assembler

o @~

Employer Number
H777-
Emplo

ENGLISH

Employee Information

Next Scheduled Payment Date

Thursday, March 30, 2017

Taxation

rst Day Worked ay Type
Saturday, July 30, 2005 Hourly
Pay Rate
55333 View

Subject 1o Fed. & Prov. Tax

~PR/OEP S

& P Status
Subject to CPP/QPP

El. Category

Deducts El
Provincial Tax Exemption Amount Provincial Payroll/Health Tax Indicator
$10,027 Subject to Provincial Health & Education Tax
Tax Status QPIP (Quebec Parental Insurance Plan)

Not Applicable

Taxation Options

Federal Tax - Additional dollar amount to be taken

$20.00

1. Navigate to the Payroll Details page (Profile & Settings — Payroll Details).

2. The Employer section displays the Employer Number and Name as they display in Powerpay. In
addition, you'll see the next scheduled Payment Date.

3. The Employee Section displays the first day worked, Pay Type (Hourly or Salary), and Pay Rate.

The Pay Rate may be masked, depending on the settings that have been enabled by the
Payroll Administrator. Click the View link to unmask the rate. To hide the unmasked data,

click the Hide link.

4. The Taxation section displays the jurisdictional taxes based on the Province of Employment.

5. The Taxation Options section will display if you have any additional permanent
Statutory Deduction amounts scheduled to be withheld.
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How to Change your Password

The first time an employee logs into Powerpay Self Service they are required to change their password.

= |‘§L Profile & Settings e @~

Profile Payroll Details Security Security Questions

Security Settings

Update Password

Enter your current password and type your new password twice (once to confirm) Current Pa

Password Restrictions

The following password restrictlons are meant to protect your Information. The New Password
password will not be accepted unless It meets these requirements:
+ Must be at least 8 characters in length (maximum 100 characters)
* Must contain 3 of the following character sets:
= Upper case letters A-Z
= Lower case letters a-z
= MNumbers 0-9
= Symbols
= Non-Alphanumeric (eg: ! $ # & #)
= Unicode characters (eg: v Q= E)
+ Must be different from any of the previous 10 passwords
* Must not include your Username
+ Must not be changed before the password lifespan of 7 days
+ Passwords are case-sensitive (Thins2Mnk is not equal to thins2mnk).
+ The password must not contain the following reserved words "Powerpay, Micropay,
Power, Micro, PAY, PP, Ceridian, CCL, Insync, Paie, Password"

Confirm New Password

Save

1. Navigate to the Security page (Profile & Settings — Security).

2. Enter the current password in the Current Password field.

3. Enter the new password in the New Password field and the Confirm New Password field.
4. Click Save.

Your welcome email provides the initial link to set up your self service account including the
requirement to change your password. This link is available for 10 days. If your Employer issues a
“Reset Password” request, the link is only available for 24 hours. If you forget your password and
select “forgot password” this link is valid for 15 minutes.

How to Update Security Questions

Security Questions are used for password retrieval, reset and sign-in verification.

Safeguarding your employee username, password and online identity is crucial to protecting your
employee information. Caution must be exercised in setting up Security Questions and answers.

It is important to keep the answers confidential. Choose questions with answers that can easily be
remembered but are difficult to guess and known only by you, the employee. Never write down or share
this information with anyone. Dayforce does not recommend questions with answers that can be found
in a wallet, purse or at the desk by your computer.

Avoid questions asking for information that is available to the public, such as on a social media page, or
easily guessed.
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If you request to have your password reset, you will be prompted to answer one of the 4 to 6

security questions you originally set up on the Security page.

#A Home °

» £ Earnings

v (@ Profile &Settings

Profile

Payroll Details

Security

Security Questions
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Profile & Settings o @~
Profile Payroll Details Security Security Questions
Security Questions
Select a minimum of 4 unique security questions and their corresponding answers. These guestions will be used to help verify your identity.
Security Answer Hide
color of your first car? Black
Security Answer 2%
and mode! of your first car? XOOOOOOOCOOCXXOCCOOCOOGNX @
Se * Security Answer 3
as your first job? XXOOOCCOOOONOOONNCOORN00CX -
Security Al
urrent pet? RXXOOCCOOOOGOOOCOONNN0000 -
Security Answer 5 (optional)
@
onal) Security Answer & (optional)
@

1. Navigate to the Security Questions page (Menu button — Profile & Settings — Security Questions).

2. Aminimum of 4 unique security questions were required on initial setup. To change or
edit the questions, select from the drop-down list and enter the corresponding

answer.
3. Click Save.

Security Answers are masked. Click the

-

viewing or editing the answer.

to view / edit the answer. Click Save after

How to View and Print Earnings Statements

Employees can view and print earnings for the latest pay period as well as every pay period in the past.

Past pay periods are only available from the time the Company’s Self service account was activated.

# Home °
£ Earnings Earnings Statements Year End Forms
Earnings Statements From Ta
01/10/2021 =]
Year End Forms
DO Select A
@ Time O =  December 2021
O
@ Profile & Settings
OR
Ok

O »  November 2021
O »  October 2021

Download

- 31-Dec-2021

- 17-Dec-2021

- 03-Dec-2021

Y Filter

" Expand Al Collapse All

e @-

7 Staternent(s) Found
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The download feature allows employees to consolidate multiple Earning Statements into one zip
file, rather than downloading them manually one at a time.

1. Navigate to the Earnings Statements page (Earnings — Earnings Statements).
2. Click the arrow button (») to expand a month and view the available earning statements.
3. You can filter the list by date using the From and To calendar fields and Filter button.
4. Select the earning statement you want to view.
5. Click Open. A PDF version of your pay statement displays; View/ Download / Print.
I  PpoF Q B 4 =
SQUIRES HUGH Emplaysa # 0005 Dapartment # Period Start  2021/12/13 Payday 20214231
0005 00 01 Employer # HT81-2 Period End 202112726 Sequence 00000000
G A i BT ST S ST T
e AR B | AR | 2G50 Tee | SEURANT | wustim | TvPE | BETRANT| AibOk
SALARY 4.140.00 94.778.75 | FED.TAX 63328 23623.32'RRSP ER 414,00} 9.865.00
COMMISSN | 450.00 | E1. B38.54/"GRP LIF 1,760.00
VAC.PAY | 3681.25|CP.P 3.166.45/
CARALLO | 6.600.00[LTD 200 48,00
| RRSP EE 414.00 9,666.00/
| HET PYMT 2,88571  66,116.59]

PRESIDENT AND CEO

| | e | e | AR et
ETEES DETALS DE LA DA

el 414000 4,140.00 00 00 DEPOSIT 010 05320 XXKXETE

Yeario-date

Gl wy 105710.00 105710.00 00

Empioyer & HT81:2 ENTOURAGE COMMUNIGATIONS 675 COGHRANE DRIVE MARKHAM, ON L3R 083

CERIDIAN

How to View and Print Year End Forms (T4, T4A, Relevel, and Releve2)

# Home Earnings

Year End Forms

o Earnings Statements

Earnings Statements O Select Al « Expand All ¥ Collapse All

O =
Year End Forms - 2021

O W T4-17-Dec-2021

» @ Profile & Settings

O » 2020
O » 2019
O » 2018

load

g

The download feature allows employees to consolidate multiple year end forms into one zip file,
rather than downloading the forms manually one at a time

. Navigate to the Year End Forms page (Earnings — Year End Forms).
. Click the arrow button (*) to expand the year.

. Select the tax form you want to view.

. Click Open. A PDF version of your tax form displays.

u A W N =

of the page.
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. To view the back of the tax form, click the Click here for additional information link at the bottom



I  PoF

———— ol Sy
AL Statement of R neration Paid
ENTOURAGE COMMUNICATIONS e | 2021 Erat d In rémunération payée
HT77-2 Empicyrent income - in 10100 come 1 deducted - e 43700
Futeriss TamEics - igne 10100 gt s b i rnldens - g 83700
(] 3914724 |1 a10121 |
54 | Emekners seount numbe /Numbns o4 Comei 30 Mempioyis mm‘wfmm::rm ;’:.‘:M o
10 16 24
P — Feae L2 BC | 9] 104385 | [ mordes |
=] Mumaeo st raroe ccisle 5""5” Bl PPP Errgscymen cooe Englops P cotons —ssa et PGP st turings
990 100 059 = = = e LR
wema e e 2| ] [ ] B[ sstaraa |
~ e 31200 Ui dhuis - i 21200
Empioyee's nama and addross - Hom of adresse de TempIoys Gotsanong oo HerEior  PAE - kgna 31200 Consasons Sycaied - Igna 21200
: 0 =
(IR, 61480
-»[GOPAUL KEVIN ] PP contutora- iow 20700 Cranttis s - e S0
Dorss O Dandasaroo = igne 34600

369 LONSDALE AVE.
BURNABY, BC

CAN

V5D 788

EEID: 016

Permsion aciustment = ine 20800 FRPP or DPSP radon
T e T T
=] [ | & |
e T

promiums ~ w0e over
Comsanon o Nempioy Bu RPAP = voir au vamo.

(=] || = |

Ta(zoy  Protected B when complated / Protégé B une fois rempli

I ‘Cilckk hore for

b

Bax -~ Casd Amount - Mantant Box - Case _hmunt - Montant Bow - Cane Amcunt - Mortant
Other inlormation
e (%] s | [ ]| [ [ ]
Ares B - Catar Amousnt - Moatart Gox - Cose - Montant Box - Casn Amcunt - Mortant
e I [ | I [ | I | ]
{voir a1 worso)
Weutiez ovquar i pour des I

T4-Back-2021

[k

s 1085 or saier

benefils repald ta 1

Gross income

Da not
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Logging out of Self Service
Employees should always log out of Self Service to protect their personal information when they are
finished with their session.
1. Select the System Details icon from any page.

2. Click Logout.

# Home Powerpay self Service
PRl Kevin Gopaul ey Sopanl
000000016 Assembleur

I & Settings : y
» @ Profile &Setting: Assembleur Profile & Settings

Profile & Settings
= ]

About

Frangais
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