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Powerpay Employee Self Service 

Welcome to Powerpay Self Service 
Powerpay Self Service is a convenient way to view your Payroll and Human Resource information at any 
time, including address, contact and banking information, emergency contacts, pay statements and tax 
forms. 

Accessing Self Service 

To get started, you will receive a welcome email with a link (valid for 10 days)  to access Powerpay 
Self Service. The  email will be similar to the sample shown here. Click on the link provided within 
the email and follow the online prompt to access Self Service. 

Important: You will require your employee number to complete the initial login process and access 
Self Service. This number should be provided to you by your employer. If you have not received 
your employee number, contact your employer. 

Welcome Email: 
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You will need to create your permanent password and set up your Personal Verification questions. Self 
Service uses the answers to these questions to verify your identity when you use the Forgot Password? 
link to reset your password. 

We advise you to complete this set up on a tablet, iPad or computer. Once your set up is complete you 
will be able to access Powerpay Self Service on your mobile phone. 

Use this link Powerpay Self Service – Using Self Service.pdf for additional information on how 
to navigate within Self Service, how to change your password, and how to view or print your Earnings 
Statements and Year End forms. 

 

https://www.powerpay.ca/en/docs/SelfService/Using_Self_Service_EN.pdf
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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. 

 

 
 

 

 

 

 

 

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 (  ) on the 
Toolbar, in the upper right corner of the page. Help will open in a new tab in your browser. 

 

 

 
There are several methods to search for information: 

• Quick Links at the top of the Help Home page. 
• The Menu on the left of the page. 
• 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. 
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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. 
 

  
 

 

 

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. To view 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. 
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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). 

 

 

 
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 (  ) 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. 

 

 

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. 

 

 

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

2. Select Electronic Only. 
 

 
 

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. 
 

 
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.  

 
 

 
 

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. Ceridian 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. 

 

 
 

1. Navigate to the Security Questions page (Menu button  Profile & Settings  Security Questions). 
2. A minimum 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   to view / edit the answer. Click Save after 
viewing or editing the answer.  

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. 
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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. 

 

 

How to View and Print Year End Forms (T4, T4A, Releve1, and Releve2) 

 

 

 

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 

1. Navigate to the Year End Forms page (Earnings  Year End Forms). 
2. Click the arrow button ( ) to expand the year. 
3. Select the tax form you want to view. 
4. Click Open. A PDF version of your tax form displays. 
5. To view the back of the tax form, click the Click here for additional information link at the bottom 

of the page. 
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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. 

 

 


	Powerpay_Employee_Communication_Self_Service_EN
	Using_Self_Service_EN
	Using Self Service
	Navigating in Self Service
	Accessing Help in Self Service

	Viewing Address, Contact, and Emergency Contact Information
	How to View and Update Personal Information
	How to View Work Information
	How to Select Earnings Statement and Year End Tax Forms as Electronic Statements
	How to View Employer, Employee and Taxation information on the Payroll Details page
	How to Change your Password
	How to Update Security Questions
	How to View and Print Earnings Statements
	How to View and Print Year End Forms (T4, T4A, Releve1, and Releve2)
	Logging out of Self Service



