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Access and Print an Employment Verification Letter 

Access and Print an Employment Verification Letter 

Purpose: The purpose of this document is to provide the steps to access and print or save an 
employment verification letter, with or without compensation information.  

Audience: Current University of Calgary employees 

Information: Employees use the MyUofC Portal to access their employment verification letter. The 
employment verification letter is accurate to the date it is printed; it does not include future 
dated changes.  

Navigate to Employment Verification Page 

1. From the myUofC Portal, go to: All 

about me  My pay  

Employment Verification 
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Print or Save Employment Verification Letter 

1. On the Employment Verification page, click the Print button for either the Print with Compensation or Print 

without Compensation letter option.  

 

2. The letter opens as a .pdf 
document.  

Note: You may need to disable 
your pop-up blocker for the letter 
to open. 

 

3. Select to print or save the 
document. 
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