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Section 1 – About this Training Guide 
1.1 Purpose 

This training guide has been designed to familiarize you with the Tax 
Information Slips (TIS), Service Canada’s online method of viewing and 
printing tax information slips (T4’s). Clients are able to view their T4 slip 
for: 

• Canada Pension Plan – T4A (P); 

• Old Age Security – T4A (OAS); 

• Employment Insurance T4E; 

• NR4; 

• International CPP/OAS; and 

• Reimbursements of benefits paid during a previous year. 
 

They are also able to stop the mailing of their tax slips as well as restart it 
if they wish.  

 
This guide provides you with the necessary background and knowledge to: 

• Understand how this application is used by our clients; and 

• Respond to client inquiries about this application. 
 

1.2 Audience 
This training guide is primarily intended for employees expected to 
answer questions related to viewing and making changes to personal 
information. This includes employees working in: 

• Service Canada Call Centres; 

• Service Canada Mail Processing Centres; and 

• Service Canada Centres. 
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1.3 Prerequisites 
As this guide only deals with the functional requirements of this 
application, it is expected that you already have extensive background 
knowledge related to EI and/or CPP/OAS online services, and registration 
and authentication. 

 
Ensure that you have completed these modules before you begin the TIS 
training in accordance with the program you serve: 

• CPP/OAS employees: 

– Introduction to the NTP modules; 

– Orientation to Income Security Programs (ISP); 

– Worktools Overview;  

– CPP/OAS Common Maintenance; 

– Specific training related to Citizen Service Officers; and 

– Training for SDA Assist. 
 

• EI employees: 

– Service Canada Orientation presentation; and 

– Payment Service Agent Training for Front-End Delivery and 
Service Canada Call Center. 

 

1.4 Learning Objective 
Upon completion of this guide, you will have a basic understanding of the 
TIS Internet service. You will be able to respond effectively to inquiries 
about this service, specifically: 

• Viewing tax slips; 

• Printing an official tax slip; and 

• Stopping/starting the mailing of tax slips. 
 

http://intracom.hq-ac.prv/sc-college/eng/nodd/training/program/ntp-gtm/intro_ntp_other_mod1.shtml
http://intracom.hq-ac.prv/sc-college/eng/nodd/training/program/ntp-gtm/orient_isp_other_mod2.shtml
http://intracom.hq-ac.prv/sc-college/eng/nodd/training/program/ntp-gtm/wktools_overv_com1.shtml
http://intracom.hq-ac.prv/sc-college/eng/nodd/training/program/ntp-gtm/cppoas_com_maint_com6.shtml
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1.5 Working with this Guide 
This guide has been designed to demonstrate how the TIS application 
functions. Since you are already able to respond to client inquiries, we will 
only focus on how this application will affect your daily functions. 

 
Included are examples of screen shots with detailed explanations of the 
process and other related information. Although you will not actually use 
the Internet component of TIS, you will be better equipped to answer 
client questions relating to it. 

 

1.6 Completion Time 
This guide will take you approximately one hour to complete. 

 

1.7 Comments and suggestions 
If you have any comments or suggestions about this module, please send 
an email to the Operational Training Team at Service Canada College at 
the following email address:  
NC-OTG_INQUIRIES-GFO_DEMANDES-GD 

 
 

mailto:NC-OTG_INQUIRIES-GFO_DEMANDES-GD
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Section 2 – Introduction to Tax 
Information Slips 

2.1 Background 
“The Speech from the Throne for the [2000] session of Parliament 
announced a new government-wide initiative to provide improved online 
services to individual Canadians and businesses. Online delivery of 
services will be via telephone, fax, self-service kiosk, e-mail and Internet. 
The delivery of services will be provided through common Government of 
Canada (GoC) channels and therefore integrated from the client’s 
perspective. Human Resources and Skills Development Canada (HRSDC) 
administers Service Canada and will be a major GoC originator of these 
new services. HRSDC has responded to this new initiative through the 
formation of the Government On-Line (GOL) Project.”1 

 
The rationale for GOL addresses the need to modernize our programs and 
services, taking into account factors like our changing society, technology 
and the evolving demands and expectations of Canadians. These factors 
will continue to play a crucial role in how we develop and deliver our 
policies and programs, as well as client’s service improvement 
considerations.  

 
“The Internet could become the primary way of doing business for 
individuals, businesses and groups around the world. Therefore, GOL will 
enable the federal government to reach Canadians and portray Canada 
positively to the world. The benefits for clients/citizens service include 
convenience, more attention to citizen/business needs and concerns, 24 
hours/day-7days/week accessibility, responsiveness, privacy, security, and 
choice”.2 

 
On February 12, 2004, the first of Income Security Programs five major 
GOL initiatives for 2004, Tax Information Slips Online, was successfully 
launched.  

                                                 
1 HRDC Frequently Asked Questions – Government On-Line, dated October 10, 2000. http://intracom.hq-
ac.prv/dept/service/faq_e.shtml 
 
2 Service Delivery – Synthesis, dated March 27, 2001. http://intracom.hq-ac.prv/dept/vision/information/gol/sdsyn.shtml 

http://intracom.hq-ac.prv/dept/service/faq_e.shtml
http://intracom.hq-ac.prv/dept/service/faq_e.shtml
http://intracom.hq-ac.prv/dept/vision/information/gol/sdsyn.shtml
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In keeping with the concept of Service Canada to improve the Tax 
Information Slips (TIS), service has expanded to include Employment 
Insurance (EI) recipients as of February 1st, 2006. 

 
This service is another example of our ability to meet our commitment to 
make programs and services more accessible and convenient to our 
clients. 

 

2.2 Objectives 
The objective of this online service is to make it possible for certain 
authenticated EI and CPP/OAS clients to perform the following activities: 

• View their tax slips; 

• Print an official copy; 

• Stop/start the mailing of their tax slips; and  

• Obtain tax information for past years. 
 

2.3 Benefits 
The benefit of this online service is that it allows clients a secure and 
convenient method of accessing their CPP, OAS and EI tax slips, using the 
Internet, from wherever they are located, as long as they have the use of a 
computer and access to the Internet. It increases the level of client 
satisfaction by providing more choices to match their preferred mode of 
service. This service allows our clients to: 

• View tax slips as far back as 6 years plus the current year; 

• Print official EI, CPP and OAS tax slips as early as February 1st of 
each year; 

• Choose to stop receiving their tax slips by mail; therefore, reducing 
costs for Service Canada; 

• Choose to re-start mailing of tax slips; 

• Receive ‘Transaction Record’ (confirmation of action taken) for 
online changes; and 

• View online help and frequently asked questions. 
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2.4 Effects of Change 
As clients become aware of and use the TIS service, we are anticipating 
client inquiries about this online service regarding: 

• Requests for information about the TIS service – what it is and how it 
works; 

• Lost or forgotten access codes GCKey/Sign-In Partner and password; 
and/or 

• Requests to stop/start mailing of tax slips. 

• The security of TIS. 
 

2.5 Who can use this service? 
When a client attempts to access this service, all of the following 
conditions need to be met in order to gain access: 

• The client must have received a payment under CPP, OAS or EI; 

• The client must have a valid prime SIN; 

• The client must not be deceased; 

• The client’s account must not be under the control of a Trustee; 

• The client must not be receiving a +18 Children’s Benefit through 
CPP;  

• The client must not have different dates of birth on CPP and OAS; 

• The client must not be an EI debtor who does not have CPP or OAS 
accounts; or 

• The client must not be an EI debtor. 
 

If any one of the condition is not met, the client will be denied access. 
 

In addition: 

• The client is required to enter their GCKey\Sign-In Partner; or 

• A first time user will need either their Employment Insurance Access 
Code or a Personal Access Code (PAC) in order to validate their 
identity; and 

• Use a computer that meets our minimum computer requirement. 
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The EI Access Code is a four-digit code that can be found at the top of the 
Benefit Statement in the shaded area. 
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Section 3 – Internet Component Overview 
3.1 Getting Started 

The Tax Information Slip Internet component is used by clients to access 
Service Canada’s online application. 

 
The next pages demonstrate how this application is used by our clients. 

 
Online applications are accessed from the Service Canada Internet site at: 
www.servicecanada.gc.ca. 

 

 
 

The client selects their language of choice from the screen above. 
 

TIS can also be accessed through other sites such as: 

• Human Resources and Skills Development Canada under the Service 
Canada link. www.hrsdc.gc.ca; 

 

• CRA under Change your address: http://www.cra-arc.gc.ca/menu-
e.html. 

 
From the Service Canada site, the client will then need to enter the Access 
My Service Canada Account in order to access My Service Canada 
Account. 

 

http://www.servicecanada.gc.ca/
http://www.hrsdc.gc.ca/
http://www.cra-arc.gc.ca/menu-e.html
http://www.cra-arc.gc.ca/menu-e.html
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The client will need to login using their GCKey or Sign-In Partner and go 
through the Registration and Authentication process in order to gain 
access to My Service Canada Account.  

 
If you need to refresh the steps on how to register for GCKey, Sign-In, 
how to login to My Service Canada Account or how to navigate the 
Service Canada Website, you can access the My Service Canada Account 
computer based training (CBT) at:  
http://intracom.hq-ac.prv/sc-
college/eng/nodd/training/program/cbt/msca2/msca2-info.shtml 
(Select the Launch CBT link to start.) 

 
Registration and Authentication (R&A) and Personal Access Code (PAC) 
training for online services informs you on the R&A and Personal Access 
Code (PAC) process. 

 

3.2 Welcome Screen 
Once the client has successfully completed the Registration and 
Authentication, they will find themselves on the home page for My 
Service Canada Account, where they can access all services that are 
available to them. The client’s name and the date of their last login are 
displayed on the top of the page.  

http://intracom.hq-ac.prv/sc-college/eng/nodd/training/program/cbt/msca2/msca2-info.shtml
http://intracom.hq-ac.prv/sc-college/eng/nodd/training/program/cbt/msca2/msca2-info.shtml
http://intracom.hq-ac.prv/sc-college/eng/nodd/training/program/documents/it/ra_pac_train_e.pdf
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To access the View Tax Slips screen, the client must select the View my 
tax slip (T4E, T4A, NR4) link as seen above. 

 

3.3 Notice 
Depending on what time of year the client accesses TIS, they may be 
presented with a Notice screen. This screen appears from January through 
February of each year when the tax slips are being processed and loaded 
into the TIS database.  
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The Notice screen informs the client that any changes to the Stop/Start 
mailing will not take effect until the current year’s mailing process is 
complete and that the tax slips for the current tax year are not yet available 
online. 

 
Here is an example of the Notice screen: 

 

 
 

The client would then select Continue to proceed to the View Tax Slips 
screen. 

 

3.4 View Tax Slips Screen 
The View Tax Slips screen is a personalized page that greets the client by 
name and gives them all of the CPP, OAS and/or EI tax slip information 
that is available to them.  
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Take Note: TIS expires if it has been inactive for 15 minutes. After 
14 minutes and 30 seconds of inactivity (no mouse clicks), a pop-up, 
lasting 30 seconds, will appear with an option to extend the session for 
another 15 minutes. If the client does not acknowledge, they will be logged 
out and any changes made before a Transaction Record is received will be 
lost. 
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If a client has more than one tax slip to choose from, they must select the 
tax slip they wish to view. A client will have more than one tax slip if they 
have received more than one benefit, or if a benefit was combined during 
the previous year for the same program.  

 
If a tax slip is not showing, then that tax slip is not available through this 
service, or the client did not receive the money in the current fiscal year. 
Current year tax slips may be viewed as early as February 1st each year.  

 
Amended OAS tax slips are not available in TIS, but amended CPP tax 
slips are available 7 to 10 business days after the amendment has been 
processed. EI tax slips are available 4-6 weeks after the amendment has 
been processed. 

 
Also, a client is not able to view any manually produced tax slips or OAS 
tax slips with a negative monetary amount (i.e. overpayment). 

 
There are several links the client can choose from on the View Tax Slips 
screen such as: 

• Stop/Start mailing link; 

• View the current year’s tax slip for CPP, OAS and/or EI; 

• View tax slips for previous years for CPP, OAS and/or EI; 

• Contact us link; and 

• Return to My Service Canada Account Home page link. 
 

Each one of these links will be explained further in this guide. 
 

Let’s start by viewing the information the client will be presented with 
once they select to view a tax slip. 
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3.5 Tax Slip 
To view a tax slip, the client selects the desired tax slip from the View Tax 
Slips screen. 

 

 
 

The next screen will display the information pertaining to the specific 
CPP, OAS or EI tax slip selected.  

 
Here is an example of a T4A (P) – Statement of Canada Pension Plan 
Benefits. 
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On this page, the client will see their name, the tax year, tax slip 
information (if applicable), and a link to print an official tax slip as well as 
when and where the official tax slip was mailed. 

 
The Box Number, Box Name and Box Value correspond to the same 
information the client would find on the official tax slip. 

 
If the field in the Box Name is underlined, then the client can get further 
details by selecting the desired link. 
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By selecting that link, a new window will open showing the information 
relating to that field, as seen below. 

 

 
 

The information shown in this window is the same information that 
appears in the legend of the mailed tax slip.  

 
The client can print an official copy from this screen but we will see how 
this is done in Section 4 of this training guide.  

 

3.5.1 Links 
Some tax slips will also include a link to important information that may 
affect benefit amounts. This link will display only information pertaining 
to the client and will only appear if the information is available. Links can 
include: 

• Important information about Government of Canada programs, 
benefits and services; or 
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• Why a client would need to let Service Canada know about changes 
that can affect their CPP/OAS or EI benefits.  

• Itemized Statement of Benefits Paid which is a detailed account of all 
the Employment Insurance benefits that were paid to the client in a 
tax year. 

 
An example of such a link is the "Staying in Touch" newsletter. This link 
will only appear to clients receiving CPP disability benefits.  

 
Now you know what the client will see when they access their tax slip 
using TIS. So let’s return to the View Tax Slips screen to view another tax 
slip. To do that, the client must use the breadcrumbs or the Return to the 
View Tax Slip page link. 

 

 
 

The links within TIS should be used to navigate within the application. 
Using the browser’s Back button to return to a previously viewed screen 
may cause application errors. 

 

3.6 View Tax Slips for Previous Years 
A client can also view their tax slips for previous years by selecting the 
year they wish to view in the View tax slips for another year drop down 
menu.  
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If a client selects a year for which no tax slip was issued, a screen will 
appear informing them that there is no tax slip available for that year. 

 

 

 

Take Note: A client is able to access their historical tax data as far back 
as 6 years plus the current year. 
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Section 4 – Print Tax Slips 
Service Canada is required to provide tax information slips for payments 
(taxable and non-taxable) made to beneficiaries of the CPP, OAS and EI 
programs.  

 
Rather than having to wait for their tax slips to be delivered by mail, a 
client can elect to view and print their tax slips online.  

 
To print an official copy of the tax slip, the client needs to select the 
official copy link located on the tax slip. 

 

 
 

A new window will open displaying an official copy of the tax slip which 
looks exactly like the tax slip the client is used to receiving in the mail. 
The client can only view this information for the purpose of printing it; 
they will be unable to alter this document as it is in PDF format. 

 
Clients need Adobe Acrobat Reader 3.0 or higher to print their tax slips. A 
link to a free download of Acrobat Reader 3.0 is provided to the client.  
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If the client has a variety of different tax slips, they can print a copy of 
each one by viewing each tax slip and selecting official copy from each 
one.  

 
The client can now print an official tax slip by selecting the printer icon in 
their Adobe toolbar. 

 
To return to TIS, the client would either close or minimize the new 
window. 

 

 

To see official copies of a T4E, T4A (P) and T4A (OAS), go to 
Appendix A. 
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Section 5 – Stop/Start Mailing Tax Slips 
5.1 Stop Mailing Tax Slips 

A client can choose to receive their tax slip through the mail or they can 
choose to stop the mailing and opt for printing an official copy from this 
internet service, which they can include with their income tax return. 

 
When the client accesses their tax slip, one of the following messages will 
appear at the bottom of the screen informing them of the method of 
delivery that they have chosen for that tax slip. 

 
Tax slip mailed to client: 

 

 
 

Client stopped mailing of tax slip – must be printed by client: 
 

 
 

By default, a tax slip will be mailed to the client unless they opt to stop 
their tax slips from being mailed by accessing TIS and requesting that the 
mailing of the tax slip be stopped. 

 
To stop the mailing of the tax slips, the client may select the Stop/Start 
Mailing link located on the View Tax Slips screen or from the My 
Service Canada Account home page under the Change tab. 
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The client is then presented with the Stop/Start Mailing screen, as seen 
below. The system recognizes the client's current mailing status and it will 
be reflected on this screen. Therefore, if a client has opted to stop the 
mailing, the system will only give the client the option of starting the 
mailing again, and vice versa. 

 
If the client has multiple tax slips, they have the option of stopping the 
mailing of one or all of the tax slips at the same time. 

 
In order for a client to change the method of mailing of their T4 slips, they 
must select Stop Mailing or Start Mailing then select the Submit button 
at the bottom of the page. 
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5.2 Confirmation 
Once the client has selected SUBMIT, they must confirm their choice 
before it can take effect. The Confirmation screen below allows the client 
to verify their choice. The client then selects Confirm if they want the 
new settings or select Cancel if they do not want the new settings. 

 

 
 

 

5.3 Transaction Record 
The Transaction Record screen informs the client that the mailing status 
has now officially been changed. Clients are encouraged to print this page 
for their records. 
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The client can then select the View Tax Slips link from the Breadcrumbs 
to return to the View Tax Slips screen, or select the Return to My Service 
Canada Account Home page link or the Home link to return to the My 
Service Canada Account home page. 
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Section 6 – Online Help and Logout 
6.1 Online Help 

If the client needs additional information or explanation, they can select 
the Help link located at the top of each screen. 

 

 
 

Selecting Help provides the client with information related to the 
application they are currently in.  

 
A new window will open and the client simply needs to scroll down to the 
required topic and select the link to display the desired information. 

 
The client can also contact us by phone, by mail, by e-mail or in-person at 
one of our local offices if they can’t find the information they are 
searching. The contact information can be found under the Contact us 
link located at the bottom of each screen. 

 

 
 

6.2 Logout 
The client should always log out of the application by using the Logout 
link located on the top right of the screen. This option is available from 
each screen within the application.  
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Take Note: It is important for clients to fully logout of the application, 
clear their browser’s cache, and close down their browser to ensure that 
no one else can access any personal information they may have entered. 
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Appendix A 
Example of a T4E – Employment Insurance  
First page 
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Example of a T4E – Employment Insurance (Cont’d) 
Second page 
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Example of a T4A (P) – Canada Pension Plan 
Benefits 
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Example of a T4A (OAS) – Old Age Security Benefit 
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Example of an NR4 – Old Age Security Benefit 
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Example of an NR4 – Canada Pension Plan 
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