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COURTESY  SUPPORT STAFF WELCOME LETTER 

Welcome to the Seventh-day Adventist Church (British Columbia Conference). 

Please take a moment to examine this information.  A little effort at this time will ensure correct processing of 
your payroll information and will minimize future problems on personnel matters. 

To ensure activation of your payroll, all forms should be entirely completed and returned promptly to 
the BC Conference Payroll Department.   

Please give attention to the following: 

The Payroll Agreement Form must be completed by the Board Chairman of the School or Church where 
you will be employed.  This form must be entirely completed (Including a copy of the board minutes where 
the hiring action was taken) and returned before any payroll will be processed. 

 

Disbursement Dates  The BC Conference disburses payroll on a semi-monthly basis.  This means you will 
receive payment on the 15th or previous business day and the last business day of the month.  

Forms TD1  Federal and TD1BC  Provincial  If you do not fill out and sign Form TD1 and/or Form 
TD1BC, tax deductions will default to the basic personal amount only.  If you want to change the default, 
please complete the two TD1 forms and return them to this office. 

 

ONLY IF ELIGIBLE  Please complete the Health Benefits Plan Enrollment Application, the Life and 
Personal Accident Protection Plan, and the Evidence of Insurability forms. BC Conference permanent 
employees that meet all the eligibility requirements are eligible to be on the SDACC Extended Health 
Benefits Plan. Original forms must be returned to the BC Conference (AFTER being checked over by 
Judilyn Lucena). 

Please submit a voided cheque or direct deposit information slip for direct payroll deposit of your payroll 
earnings.  All employees of the BC Conference receive their remuneration by direct deposit to their bank 
account twice a month (the 15th and 30/31st).  Your pay statements will be sent to you electronically using 
Dayforce  when you provide an email address you want to be contacted at. 
A Unique Username and Temporary Password will be sent to you from Dayforce to the email address you 
provide in order to login and access your pay statements and tax forms at your Powerpay Self Service 
User Account. (See Example of Welcome Emails from Ceridian and Using Powerpay Self Service Guide 
for more information). in to your 
Powerpay Self Service User Account.     
 

Please submit 1 photocopy of your Social Insurance Number Card or Social Insurance Number Letter.   
 

Please submit 1 photocopy of proof of Canadian Citizenship, Permanent Resident Status, or Work Permit.  
 

If you are a permanent employee working consistent hours and wish to participate in the Group iA RRSP 
plan and receive employer matching of your contributions up to 3% of your gross pay, you must enrol in the 
Group iA RRSP Plan using the Plan Identification Number in the Enrolment Kit. 

It is imperative that any changes regarding tax information, banking, address changes, etc., be made 
known immediately to the payroll department.  You must also notify the payroll department before you 
close your bank account. 

If you have any further questions or need additional information on any of the above, please contact the BC 
Conference Payroll Department.  

Treasury 
Seventh-day Adventist Church (British Columbia Conference)    
300-1626 McCallum Rd, Abbotsford, BC V2S 0P1 
Phone: (604) 853-5451          Fax: (604) 853-8681 
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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: 
 

 

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. 

Click here 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. 
















