‘ COMMISSION SCOLAIRE CENTRAL QUEBEC

CENTRAL QUEBEC SCHOOL BOARD

ONLINE ACCESS TO YOUR PAY AND INCOME TAX SLIPS

Your pay and income tax slips are now available through the Internet on the website: "Employees
Services—Performa". You can access this secure website from any computer, e-tablet or
smartphone. This service is offered in both French and English.

In order to access it, you must first register in the board’s "Emplovees Services" system.

Once registered :

You can access your pay slip on the Monday preceding the date of the bank deposit.

You will also have access to your tax slips faster thanks to the avoided postal delay of 3 to 6 days.
Your previous pay slips (starting from October 2003) as well as your tax forms (from 2012 on-
wards) are all available online.

In the email that you will receive from the school board, you will find the hyperlink allowing
you to access directly the website for the “Services to the Employee” system.

REGISTRATION PROCEDURE AND ACCESS TO SERVICE

Open your browser and enter the following address:

https://webcqg.appgrics.ca/Performa/Pages/Front/Accueil.aspx
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Welcome to the Employees Services site

/ Services available for employees FIRST ACCESS TO THE
Salary statements SERVICE:
If you are already : : I::rlm ¢ “You’re not registered?
registered: Enter your U Tax<lioe Click here”.
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click “Login”.
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Registration

File number
Date of birth
Social Insurance Number
Text from the image below: | oocns ohed
(2] «]o]
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Confirmation of registration

Enter the required
information as shown.
Your Employee number is the
9-digit number that appears
on your pay slips, in the
"Identification" section.

REQUIRED

Your password
must have a
minimum of 8
characters and
you must use
letters and
numbers.
Warning: upper-
case and lower-
case letters are

\ important. /

E-mail address:

You can login

Fabl-liray

Password

Password confirmation:

Please use your personal email
address to create your
Performa account. This way
you can access your
documents, even in the event
of loss of link with the

employer.
seeseves You must choose
sensssis > a password and
enter it in both boxes in
order to validate it.
Send

Note: If you change your email address, you will need to modify this information in order to continue receiving our emails.



You must read and accept the registration terms to the online pay and tax slips system.
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To enable the display...

¢ [have read the conditions.

Click
“I accept”.
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To enable the display...

« | have read the conditions.

Click
“l'accept”.
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Under the “My salary statement” tab, you will find all available pay slips, starting with the
most recent.
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Hello

> Change my password

> My personal data

Es My salary statements My schedule @My tax slips
-

Recent statements Current year Previous year Other years v.
e

> Jan. 4, 2015 to Jan. 17, 15 (Payroll period no.15)

Click on the “Other years”
> Dec. 21, 2014 to Jan. 3, 2015 (Payroll period no.14)

tab to see a list of your

older pay slips.
> Dec. 7, 2014 to Dec. 20, 14 (Payroll period no.13)

> Nov. 23, 2014 to Dec. 6, 2014 (Payroll period no.12)

The “My schedule” is not yet active. You will find all available tax slips under the corre-
sponding year tab, under “My tax slips”.
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Hello

Click on this link IF you want to » Change my password

change your password. > My personal data M
My salary statements My schedule My tax slips Click on this link
v IF you wish to
2013 2012 change the email

—_

address where

notifications are
> Combiné (R1 & T4) - AE Réduit - Original

' \ sent. /




The following window should appear in a new tab. You can then check your slip, save a

copy in the location of your choice or print it.

The process is similar for the documents found under “My tax slips”.
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IF YOU HAVE ANY PROBLEMS WITH
YOUR ONLINE REGISTRATION

For administrative questions, please contact:
hr-payroll@cqsb.qc.ca or call at 418-688-8730, ext 3073.

For technical questions, please open a ticket on C2. The
IT team will be happy to respond to your request:
https:/ /cqsb.p03.c2atom.com/ portal#/portal-home




HAVE YOU FORGOTTEN YOUR ACCESS DATA?
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Welcome to the Employees Services site

Services available for employees

L Al v Salary statements
o v Schedule
Go to the “Services to TR U Tax slins
the Employee” website. _
Click on “Forgot your R .
access data?”.
.
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Forgotten login data

Fill in the .
required First name
. . E-mail address.
|nf0rmat|0n Text from the image below
and click AR
“ ” Y Thos
Send”. [2TTo]
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An email including new access data will be sent to you:
Your new access data is:
File Number: 123456789

Password: adgrsdju
You must use this new information to log onto the site. You then need to set a new password.



