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The Annual Statement Portal allows employers to submit their annual statement to the Office of the Pay Equity Commissioner, as required by the Pay Equity Act.
In this document, you will find technical information about how to:
· Access the Portal
· Use the Annual Statement Portal
· Create an employer profile
· Group of employers
· Roles and responsibilities of authorized individuals
· Your Annual Statement Dashboard
· Missed annual statements
· Create an Annual Statement
· Your first annual statement
· Submitting your statement annually
· Submit a missed annual statement
· Annual statement data
· Multiple plans
· Job class data
· Submit your Annual Statement 
· Correct an error

[bookmark: _Access_the_Portal]Access the Portal
To use the Annual Statement Portal, you need to:
· be an Authorized Representative for an employer
· have/create an account
· accept the Terms and Conditions in the Annual Statement Portal
To create an account: 
· If you already have an account in the Pay Equity Portal (to file a request for information or an authorization request), enter the same email address and password 
· If you don’t have an existing account, select “Sign up now” and follow the instructions
You will receive a verification code by email. If you have not received the verification code within ten minutes, please check your junk folder or speak to your IT security team to permit receipt of emails from no-reply@chrc-ccdp.gc.ca and msonlineservicesteam@microsoftonline.com. 

[bookmark: _How_to_use]


How to Use the Annual Statement Portal
[bookmark: _New_employer?_Create]New employer? Create an employer profile
All private employers need to enter their Canada Revenue Agency Business number to create their profile. A business number is a 9-digit number issued by the Canada Revenue Agency to businesses. The business number is a unique identifier for your employer. If you are a private employer and do not have a business number, please contact the Office of the Pay Equity Commissioner at Info.com@chrc-ccdp.gc.ca. 
Employers in the Government of Canada, separate agencies, Parliamentary precinct, and Crown corporations must select their name from the list of employers provided.

[bookmark: _Group_of_employers]Group of employers
The Office of the Pay Equity Commissioner will create groups of employers. If the Pay Equity Commissioner has approved your group of employers and you have not been contacted, please contact the Office of the Pay Equity Commissioner at Info.com@chrc-ccdp.gc.ca. 
[bookmark: _Roles_and_responsibilities]Roles and responsibilities of authorized individuals
An employer can have up to three people in the Portal as an authorized individual. They must include a Senior Pay Equity Representative and the Head of Organization. It is up to the employer to select who will be responsible for its annual statement information.

· The Senior Pay Equity Representative is the senior official responsible for answering pay equity questions as required under the Pay Equity Act. In the Portal, they are responsible for creating the employer profile, for granting access to authorized representatives, and for submitting the annual statement. 
· The Head of Organization is the leader of your organization, for example, your Chief Executive Officer, Owner, Minister, etc.
· An additional Pay Equity Representative may support the Senior Pay Equity Representative in completing the annual statement.
All persons who access the Annual Statement Portal must attest that they are authorized to act on behalf of the selected employer.
[bookmark: _Your_Annual_Statement]


Your Annual Statement Dashboard
Each employer has a dashboard that tracks their annual statement compliance. It shows your submitted annual statements, submission details, and when your reporting period opens. 
[bookmark: _Missed_annual_statements_1]Missed annual statements
The Annual statement dashboard also shows when the Portal detects that an annual statement may not have been submitted.  In these cases, the Portal will flag it as a “Missed annual statement.” This is based on the information entered by the authorized representative(s) and does not necessarily mean there has been a violation of the Act. Only the Pay Equity Commissioner or their delegate(s) can determine whether an employer is non-compliant.
· If you are past the June 30 deadline, you can still submit your annual statement if you:
·  meet certain criteria. It will be marked as “submitted late”.
· If you think the information is wrong, 
· Check the information in your Employer Profile, under “Pay Equity Implementation”.
· Make sure your answers to the following are correct:
· the date the Act applied to you
· if you posted your final pay equity plan after the required deadline, and
· if you did post your plan after the deadline, the posting date. 
·  If this doesn’t fix the problem, “Contact us for Support” using the feature in the top right corner of the Portal. We’ll review the issue with you.

[bookmark: _Create_an_Annual]Create an Annual Statement
An employer is only able to submit one annual statement per year. How you submit your statement will change if you have already submitted your first annual statement.  
[bookmark: _Your_first_annual]Your first annual statement
Once you have created your employer profile, enter the number of pay equity plans if more than one (see Multiple plans below).
Your annual statement information has been separated into four categories: 
1. Employer details
2. Employee count
3. Pay Equity Plan details, and 
4. Job Class details. 
You must complete the information in steps 1 to 3. 


If you have any predominantly female job classes that are owed an increase, you must complete step 4. If you do not have any female predominant job classes owed an increase in compensation, simply select Save and Next.
A checkmark will appear by each section when the information is complete.
[bookmark: _Submitting_your_statement]Submitting your statement annually
Employers must complete pay equity maintenance activities each year. You also need to update your pay equity plan at least once every 5 years. If you have updated your plan, your annual statement portal experience will be different.
You will be asked what has happened since your last annual statement: “Since your last Annual Statement, what changes have you made to this pay equity plan posted in your workplace?” 
· If you have not posted a final, new pay equity plan since your last annual statement
· Answer “No changes have been made to the final pay equity plan posted in the workplace.”
· Your last year’s annual statement information will appear in your new annual statement.  Most details should stay the same, except for:
· Employee Count
· Employer profile updates.
· Review the information and save each page before submitting your annual statement.

· If you have posted a final, updated pay equity plan since your last annual statement
· Answer “We posted a new, updated pay equity plan under section 83 or 85 of the Pay Equity Act” 
· Enter the information from your updated pay equity plan(s). Review the information and save each page before submitting your annual statement.
· If you have amended your pay equity plan because of an order from the Pay Equity Commissioner
· Answer “We posted an amended pay equity plan because of an Order from the Pay Equity Commissioner.”
· Your last year’s annual statement information will appear in your new annual statement.
· Update your employee count, make the required changes, and save your information.

[bookmark: _Missed_annual_statements][bookmark: _Submit_a_missed]Submit a missed annual statement
Note: If you have started another Statement that is still in draft form, you will need to delete it to complete the missed statement first.
Select the Missed Annual Statement from your Employer Dashboard. You will be asked two (2) questions:

1. Was the plan posted in the workplace?
2. Do you have an accurate employee count for the reporting period?
If you are able to answer “Yes” to both questions, you can continue with submitting the missed statement. If you do not have an accurate employee count, or the plan was not posted, then it will be marked as “Employer does not have the required information.”
[bookmark: _Annual_statement_data]Annual statement data
[bookmark: _Multiple_plans]Multiple plans
A single plan is the default in the Annual Statement Portal. There are two instances where an employer must report on more than one pay equity plan:
· If the Pay Equity Commissioner authorized an employer to have more than one pay equity plan in the workplace
· If an employer has acquired another employer that has a pay equity plan and they have become a single entity, the employer becomes responsible for the existing pay equity plan.
You must enter this information when creating your annual statement. Enter all pay equity plans in the same annual statement.

To include multiple plans in your annual statement:
· Where the Pay Equity Commissioner has authorized multiple plans:
· navigate to the page “Annual statement” 
· enter the number of pay equity plans 
· enter the date that multiple plans were approved for your workplace
· enter the decision citation reference found at the top left of the decision (for example, “2022 PEC 22”) 
· If an employer has acquired another employer that has an existing pay equity plan, and has maintained your CRA Business number, please contact the Commission to review the process. 
If you enter the wrong number of plans, you must delete the annual statement and restart.
[bookmark: _Job_class_data]Job class data

If you have any female predominant job classes that are owed an increase in compensation, you must upload information about those job classes.  

Before entering your job class data, enter the following information in the Portal under section 3: Pay equity plan details: 

· If you received an extension to post your final plan 
· If you are phasing-in payments (applicable to first final pay equity plans only)

[bookmark: _Submit_your_Annual]If you wish to upload data for several job classes, you can use the bulk upload tool available in section 4: Job class details. You can upload more than one file to add all of your job classes.


Submit your Annual Statement
Only the Senior Pay Equity Representative can submit the annual statement.
Review your annual statement details carefully under “Summary.”  You can save or print a copy for review by using the print preview option at any time. If required information is missing, you will not be able to submit your annual statement.
Once submitted, an HTML version of your annual statement is available to save or print.
[bookmark: _Correct_an_error]Correct an error in your annual statement
If you find an error in a submitted annual statement, we strongly recommend that you correct it immediately.  
1. Contact the Office of the Pay Equity Commissioner using the Support feature in the Portal.
2. Identify which annual statement needs to be re-opened and why. 
Someone will review your request and inform you when it is re-opened. You will then be able to go in and make the necessary changes. Your original submission date will be captured, along with the date of the resubmission, and the reason for re-opening the statement.
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