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DISCLAIMER: Any information or interpretation provided in this 
guide that differs from the Employee’s terms of employment or 
the Human Resources Manual, defaults to the applicable 
Collective Agreement or Handbook. 

  



 

 

Introduction  
The purpose of the T4/T4A Slips Guide is to support Employees with understanding how to view and print 
T4/T4A slips electronically through the Human Resources Information System (HRIS). Electronic delivery is 
fast, secure and allows active and former Employees to print T4/T4A slips at their convenience. 

Consent for Electronic T4/T4A on HRIS 
Employees are able to consent to have their T4/T4A provided electronically in HRIS. Employees will have 
access to their T4/T4A as soon as they have been prepared rather than waiting for the printed T4 in the 
mail.  

To consent to receiving your T4/T4A electronically, log into HRIS, go to the NavBar located at the far top 
right corner of the computer screen. Once you click on the symbol you will be able to navigate to the 
T4/T4A Consent as follows: 

NavBar > Navigator > HRIS > Self Service > Payroll and Compensation > T4/T4A Consent 

Once you have T4/T4A consent page open, read the Consent Message, if you are consenting, check the 
box to consent to electronic T4/T4A, and hit the submit button. Upon completion you will receive an 
automated email from the HRIS system confirming your consent.  

You can see a video walk through of this process through the User Productivity Kit 
(UPK) Training here  UPK Employee Self Service Training . 

Automated emails from the HRIS system are sent to the preferred email you have provided in your 
system profile. To check what email is set up in your system profile in HRIS, go to the NavBar and select 
HRIS, then scroll to the bottom and you will find My System Profile.  

Once the T4/T4As are completed for distribution you will receive an automated email to your preferred 
email address. 

  

https://samhris.gov.nt.ca/psp/ihprod/?cmd=login&languageCd=ENG&
http://upk.fin.gov.nt.ca/sam/upk-public/HRIS92/PublishingContent/PlayerPackage/data/toc.html


 

 

Viewing your Electronic T4/T4A Slips 
Once you receive the automated email that your T4/T4A is ready, you can access HRIS to print. 

To view/print your T4/T4A: 
1. Login to the HRIS,  
2. Select the “View T4” tile from the Employee Self Service page 
3. Click “Year End Slips” 
4. Select the applicable tax year slip 

Additional Tools and Best Practices: 
1. You will need Adobe Acrobat Reader to view the PDF T4/T4A slips 
2. For protection of your private information, please be mindful of where you store and print 

T4/T4A slips 
3. You may need to adjust your pop-up blocker setting to view the T4/T4A slips. For example: 

• In Chrome, under Settings > Privacy and Security > Site Settings, select Pop-ups and 
redirects and select Allow and Add a site. Google Chrome Help 

• In Microsoft Edge, under Settings > Site Permissions, select Pop-ups and redirects, and 
select Allow and Add a site. Microsoft Edge Help  

• In Firefox, under Options > Privacy & Security > Permissions, select Block pop-up windows 
and add an Exception. Firefox Support 

• In Safari, under Preferences > Websites > Pop-up Windows, select Allow. Safari Support 

Withdraw Consent for Electronic T4/T4A  
Employees who do not wish to view or access their T4/T4A online and prefer to have their T4/T4A 
delivered through the mail can remove their consent for electronic T4/T4A.   

To withdraw consent to receiving your T4/T4A electronically, log into HRIS, go to the NavBar     located at 
the far top right corner of the computer screen. Once you click on the symbol you will be able to navigate 
to the T4/T4A consent as follows: 

NavBar > Navigator > HRIS > Self Service > Payroll and Compensation > T4/T4A Consent 

Once you have the T4/T4A Consent page open, read the notification text.  If you are withdrawing your 
consent, check the box to withdraw to have your T4/T4A mailed to your preferred address.  Once you 
withdraw you will no longer be able to access your T4/T4A slips online in HRIS.   Upon completion you will 
receive an automated email from the HRIS system confirming your withdrawal of consent. This must be 
completed before January 31st to ensure your T4/T4A is printed to be mailed.  

https://samhris.gov.nt.ca/psp/ihprod/?cmd=login&languageCd=ENG&
https://support.google.com/chrome/#topic=9796470#topic=7438008
https://support.microsoft.com/en-us/microsoft-edge
https://support.mozilla.org/en-US/
https://support.apple.com/en-ca/safari


 

 

Frequently Asked Questions 
What is the deadline to provide consent to receive T4/T4A slips 
electronically? 
You can consent at anytime to obtain access to your T4/T4A in HRIS. If you consent after January 31st, 
your T4/T4A may also be mailed to the address you have in HRIS.  

Do I have to provide consent each year? 
Once you provide consent it will continue each year until you withdraw.  

When will the T4/T4A slips be ready? 
In accordance with tax regulations, T4/T4A slips will be available no later than the last day of February. 
T4/T4A slips will remain accessible on-line for an indefinite period. 

How can I request my T4/T4A slips in paper format? 
An active Employee may withdraw consent to receive electronic T4/T4A slips through HRIS . See the 
Withdraw Consent for Electronic T4/T4A process above. Former Employees continue to have access to 
HRIS and are able to access their electronic T4/T4A. If you want to request a copy to be mailed, contact 
the HR Help Desk at HRHelpDesk@gov.nt.ca .  

What do I do if I forgot my username or password to log into HRIS? 
Contact the HRhelpdesk@gov.nt.ca indicating you have forgotten your HRIS user name or password, and 
include your full legal name and Employee ID. 

Can former Employees access T4/T4A slips? 
Former employees have the ability to access T4/T4A slips as long as they log into HRIS at least once a 
year.  

Can I get a replacement T4/T4A slips? 
If you consented to electronic delivery you may view the T4/T4A slips electronically in HRIS and print 
duplicate copies. 

If you did not consent to electronic delivery and have not received the paper slips by March 15 contact 
the HRHelpDesk@gov.nt.ca . 

 

https://samhris.gov.nt.ca/psp/ihprod/?cmd=login&languageCd=ENG&
https://diims.gov.nt.ca/gnwtdav/nodes/194586344/C__Users_swhite_AppData_Roaming_OpenText_OTEdit_EC_content_server_c194586344_mailto_HRHelpDesk%40gov.nt.ca
mailto:HRhelpdesk@gov.nt.ca
https://samhris.gov.nt.ca/psp/ihprod/?cmd=login&languageCd=ENG&
mailto:HRHelpDesk@gov.nt.ca


 

 

Why didn’t I receive my T4/T4A slips in the mail? 
Employees that consent to electronic delivery will not receive a copy of their T4/T4A slip in the mail. 
Employees will be required to log into HRIS to obtain a copy of their T4/T4A. 

If you have moved and did not update your contact information in HRIS, navigate to “Personal Details” tile 
under Employee Self Service and update your address and emails. Once completed submit an email to the  
HRHelpDesk@gov.nt.ca . In addition, you can go into HRIS and Consent to an electronic T4/T4A and you 
will have access immediately. 

Former Employees who did not update their contact information in the HRIS may need to contact the 
HRHelpDesk@gov.nt.ca to request assistance. 

Who do I contact if I have a question about my T4/T4A slips? 
Send a detailed email, including your full legal name and Employee ID to HRHelpDesk@gov.nt.ca . 

Can I request my T4/T4A slips be sent by email? 
No, the options are to access T4/T4A slips electronically or receive by mail. 

Additional Support and Contact 
The Canada Revenue Agency at CRA WEBSITE is a resource to assist Employees with understanding the 
T4/T4A slips.  

Additional information for former Employees on accessing T4/T4A slips can be found in My HR – 
Employee Services - Leaving the GNWT | My HR (gov.nt.ca). 

HR Help Desk Contact 
If you have questions about T4/T4A slips, please contact the HR Help Desk: 

Tel: (867) 678-8070 ext. 15468  
Toll Free: 1(866)475-8162      
E-mail: HRHelpdesk@gov.nt.ca  

The HR Helpdesk is open Monday to Friday from 8:30 a.m. to 5:00 p.m. 

 
 

 

https://samhris.gov.nt.ca/psp/ihprod/?cmd=login&languageCd=ENG&
https://diims.gov.nt.ca/gnwtdav/nodes/194586344/C__Users_swhite_AppData_Roaming_OpenText_OTEdit_EC_content_server_c194586344_mailto_HRHelpDesk%40gov.nt.ca
https://diims.gov.nt.ca/gnwtdav/nodes/194586344/C__Users_swhite_AppData_Roaming_OpenText_OTEdit_EC_content_server_c194586344_mailto_HRHelpDesk%40gov.nt.ca
https://diims.gov.nt.ca/gnwtdav/nodes/194586344/mailto_HRHelpDesk%40gov.nt.ca
https://www.canada.ca/en/revenue-agency/services/tax/individuals/topics/about-your-tax-return/tax-return/completing-a-tax-return/tax-slips.html
https://my.hr.gov.nt.ca/employees/leaving-gnwt
https://diims.gov.nt.ca/gnwtdav/nodes/194586344/mailto_HRHelpDesk%40gov.nt.ca
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