HOW TO ACTIVATE THE EMAIL TRANSMISSION OF YOUR PAY STUB

Through your Omnivox account, you can activate the feature allowing for the transmission of
your pay stub to an email account of your choice on each pay date. To do so, please follow the
steps below:
1. Logon to your Omnivox account and from the menu on the left-hand side, select Online pay
stubs.
2. Once in the screen, scroll down to the bottom of the page and click on, « Email transmission
of my pay stubs ».
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3. You will see the following screen indicating the current configuration.

Current configuration

Select here and enter email
address and choice of language

To activate the email transmission, select « I wish to receive a copy of my pay stubs… », then
enter the email address where you wish to have them sent to and the choice of language.
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4. The following screen will appear informing you that the status is awaiting an activation
number.

Message indicating the
wait for an activation
code

Click here to
modify the email

FAQ

This activation number will be sent in an email addressed to the email address you entered in
the previous screen.
From this screen, you can modify the email address, should you notice a typing mistake in the
address.
Please note that you may also consult the Frequently Asked Questions (FAQ) section, also
found on this page, concerning the email transmission of pay stubs.
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5. The following is an example of the email you will receive, which contains your activation code
and the step-by-step procedure to follow to complete the activation of the email
transmission of your pay stubs.

Activation code

Step-by-step procedure

Please note, the link to Omnivox (step 1), will be the URL for your Campus.
6. Should you no longer wish to receive a paper copy of your pay stub, please complete the
form, « Deactivation of Paper Pay Stub », which can be found on My Tools/Employee
Survival Kit in Web Services.
7. The first email will be generated on the pay date following your activation procedure.
Please be advised, the first email will contain all your pay stubs since the first one issued in
January 2012. The following emails will only contain the current pay stub for the pay date in
question.
Thank you for showing your support to the College’s Policy on Sustainable Development!
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