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Retrieving your El Reference Code

1. You will receive an email or text message to the account that you used when you completed your
application for WorkBC Apprentice Services Financial Supports online.
o The email “Subject” will read: Apprentice Training Supports - Pre-Approved
e The email text will say the following:

“Your application for additional Financial Supports for Apprentices has been received. Please
visit http://apply.workbc.ca to learn about any additional information and requirements
related to your application.”

2. Click on http://apply.workbc.ca to go to the login page. Select the Sign in option.
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Welcome to Online Employment Services

Online Employment Services provides online access to WorkBC

for residents of British Columbia. Yes, | have an OES account
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fyou are currently receiving services through Work8C, Online Sig
Employment Services will allow you to securely access your

i " . ; . No, I do not have an OES account
current information online. You will be able to communicate
electronically with your WorkBC Centre, apply for services, &4+ Create an account
upload documents and view your account information.

Sign in to find employment opportunities and discover specific
services and supports that may be available to you. If you don't
already have a WorkBC account, select ‘create an account’ to
begin.

Links to other resources:

WorkBC

WorkBC Apprentice Services

WorkBC Employment Services
WorkBC Self-Serve Services

WorkBC Assistive Technology Services
My Self Serve

Home Disclaimer Privacy TermsofUse Accessibility =~ Copyright This program is funded by the Government of Canada and the Province of British Columbia

One you have clicked on Sign in you will be directed to login with either your BC Services Card or your
Basic BCelD. Please ensure you are using the same login information you entered when you registered
for WorkBC Online Employment Services.

After entering your login information, you will be directed to your Logon History. Click Next.
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3. Your Messages inbox will be displayed with the Pre-Approved message bolded in the list of messages.
Select the Pre-Approved message in the Message list to view information on applying for Employment
Insurance. Additionally, if you navigate to the Applications menu item, your Pre-Approved Apprentice
Application will display your El reference code as shown below.
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= Service Requests Apprentice Training Supports - No Attendance
M CaseDetails Portal Administrator 2019MAR-12 . L.
Apprentice Training Supports - Pre-Approved. Apprentice Training Supports - Pre-Approved
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Portal Administrator 2019.FEB-25 From: Portal Administrator Type: General Message
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Your application for additional Program Financial Supports for received. We of your tyour
from the Training Provider. Once is confirmed, your application wil by aWorkBC Employment Services Centre located near your school, and at
In order to qualify for additie ogram Financial i ired to file an 1aim with Service Canada.
In the week of your last day of work. file i ication for El i i i OR. go to your local Service

Canada Centre (SCC) during business hours.
Tofile an El claim, you will need:

+ Your Social Insurance Number and your base salary/weekly wage before deductions
+ Your EI REFERENCE CODE. This is a 16 digit reference code that is provided to each ITA registered apprentice. This reference code is required in order for you to access a
lized. licati h for El Benefits.

Your EI REFERENCE CODE is: 59_

Note: Anyone applying for El Benefits with a code that s/he has not been authorized to use will be required to pay back all benefits received.

You will also be required to submit your Record(s) of Employment (ROE). Obtain an ROE from each employer you have worked for in the past 104 weeks, or since the start of your
last El claim (whichever is shorter).

Submit the ROE(s) in person or by mail to your local Service Canada Centre. Note: ROEs with a serial number (top, left hand comer of the ROE) starting with a W or S have been
electronically submitted by your employer and you do not have to submit them again to Service Canada. Keep those ROEs in a safe place for future reference.

Note: If you will be living away from home while attending your apprentice training, you will need to provide the mailing address where you would like any correspondence to be
sent when you apply for El.

Already have an Active EI Claim? If you currently have an active El claim and will be submitting claimant’s reports to Service Canada in the 2 weeks prior to attending school, you
have a continuing claim. Do not re-apply for El benefits. On your claimant report, you must indicate that you are attending Apprenticeship Training. To ensure there is no
interruption in your El Benefits, you must immediately contact Service Canada and provide Service Canada with the 16 digit Apprentice El Reference Code and apprentice
training dates.

Additional El Questions? Call, Click, or Visit a Service Canada Centre: Your questions may be answered via the telephone at 1-800-206-7218, on the internet at
www.servicecanada.gc.ca o in person at your local Service Canada Centre.
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If you have questions about this process you can click on the Support menu link to contact your
WorkBC Centre.
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