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My Employer Services 
Letters and documents portal

Step 1: Log in to your online services account
•	 First, go to worksafebc.com and click the blue button ‘Log in to online services’ in the top right corner. 

•	 If you do not have an online services account, follow these steps:  
worksafebc.com/en/resources/insurance/information-sheet/online-services-faq-for-employers. 

Step 2: ‘View letters & documents’
•	 Click ‘View letters & documents’.
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https://www.worksafebc.com/en/resources/insurance/information-sheet/online-services-faq-for-employers
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•	 For security purposes, viewing letters and documents is 
disabled by default and you will receive an “Enable this 
service” notification.

•	 Click ‘Continue’.

•	 If you are the account administrator, you can enable access 
by clicking ‘Continue’, and select your name from the user 
list and check the View letters & documents (Assessment 
Correspondence Portal) box to complete your set up.

•	 If you are not the administrator, ensure you have chosen the 
correct account, select the ‘Assessments Correspondence’ 
checkbox, and then click ‘Continue’. A request for access  
will be sent to the administrator of the account. Once the 
administrator grants access you will get an email informing 
you that you’ve been given access.
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Step 3: Request a change in my access to online tools

•	 Ensure you have chosen ‘employer’ for type of account, and 
the correct online account.

•	 Check the ‘View letters & documents (Assessment 
Correspondence Portal)’ box and click continue  
(at the bottom of the screen).

Step 4: View letters & documents

•	 Employers now have access to their online letters and 
documents, including:

•	 Rate Notifications

•	 Monthly Claim Cost Reports

•	 Statement of Account

•	 Collection Notice

•	 System generated letters including, welcome and 
cancellation letters

•	 Please note that not all letters are available for viewing at this time.

•	 Historical letters and documents are available from January 1, 2020. 


