MEMO
Dear BC Conference Employee:
In an effort to minimize mailing costs, the BC Conference strongly encourages all conference employees to
sign up to receive their wage statements through Canada Post’s epost service. The service is secure, the
sign-up process is fast and easy, and you will no longer have to wait to receive your statements and t-slips
through the mail. Below are detailed instructions on signing up for an epost account and adding Ceridian as a
mailer. If you already have an epost account, you can skip STEP 1 and continue to STEP 2. Your participation
is greatly appreciated.
STEP 1 - Signing up for epost
1. Go to www.epost.ca
2. Click on SIGN IN at the top right corner of the page, and then click on Sign up.
3. Follow the instructions to create your epost profile and account. Please note: the user name and password
created here will be your login information. ***We suggest that you record this information for future reference.
Please keep this private and confidential***
4. After successfully creating your epost account, Click on Use epost

STEP 2 - Adding Ceridian as a mailer
1. Click on Add new +, and select Document by clicking on it.
2. On this new window, you can type in Ceridian in the search field and click on the name to select it or find and
click on Ceridian from the list.
3

Transfer to the Ceridian website by clicking Continue. You will be redirected to the Ceridian New Subscription site.

4

Complete the required fields. Employer Number: N576-4 (N575-4 if full time and receiving extended benefits),
Employee Number: 5-6 digit number located on your pay stub. See the “How to read your Ceridian pay
Statement” on the back of this page to identify your Employee Number.

5

After filling out the 3 required fields, click ADD NEW

6

You will be asked to select the documents you would like to receive through epost. Please select Tax Form and
Pay Statement.

7

Click SUBMIT and then click ACCEPT on the Agreement window, then click CONTINUE. You will be able to see
your current subscription by scrolling down. You should see, Tax Form and Pay Statement. ***If you should
receive an error, please contact us so that we can assist you with this process. ***

8

You can now close this window and you will be redirected back to the epost website. You should now be able to
see Ceridian under the Mailers tab. Please note that sometimes it may take a day or two for this last step to
occur.
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If you have multiple employers (i.e. School, Church) please repeat STEP 2 for each employee number.

Thank you in advance for completing this process. This will greatly help the BC Conference reduce mailing costs.
If you have any questions, concerns, or need help with the sign-up process, please feel free to contact our payroll
department.
Sergio Alejandro, Salaried Payroll
Telephone: (604) 853-5451 Ext. 404
Email: salejandro@bcadventist.ca

Elizabeth Kuppers, Hourly Payroll
Telephone: (604) 853-5451 Ext. 414
Email: elkuppers@bcadventist.ca

