@©DDSB

lani . Employment Letters - User Instructions
gnite Learning

All requests to Employment Letters will be submitted through the Forms Online system accessible
through Employee Self Service (ESS). Employees may login to ESS to create new Employment Letters
request.

To fill in an Employment L etter:

How to Login to the System

To access the system, go to www.ddsb.ca and click on Staff button near the top right of the page:

Careers Contact Uruslees Translate {0 i= |WANTTO

FAMILY AND COMMUNITY SUPPORT WHAT'S HAPPENING ABOUT DDSB

Click on Employee Self-Serve and log-in using your Network Login information:

Staff Email Staff Portal Reset Password Employee Self- Resource
Serve I Booking

Click on HRP Link and then login with your credentials again.

Forms Online has moved fo: (ODDSB hrp II" k

; Ignite { eaming
.
Password

Note: Do ol inciudy Eadsh.ca 0 your Liser Name.

Click on Forms Online on the left-hand side.

Forms Online |
(Employee Portal)

Page 1 of 2



@©DDSB

Iani . Employment Letters - User Instructions
gnite Learning

You will see all available forms based on your current job code.

Click on Employment Letters:
Employee Portal > Forms Onlinex R e

My Available Forms My Previously Submitted Forms | Forms To Review | Previously Reviewed Forms | Available Employee Forms | Submitted Employes Forms
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Complete the form and click on the Submit button:

My Available Forms | 1y previously Submitted Forms | Forms To Review | Previously Reviewed Forms | Available Employee Forms | Submitted Employee Forms

= Employment Letters
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Ph: 905-666-5500
1-800-265-3968
TTY: 905-666-6943

Ignite Learning Fax: 905-666-6474

www.ddsb.ca

Employment Letter Form

Please submit this form if you require a letter of employment from the DDSB.
Please note it can take up to 48 hours for the letters to be emailed to your DDSB email address.

After you have successfully submitted your request form, you will be able to see your submitted forms
and the status of each request by clicking My Previously Submitted Forms on the menu bar at the top of
the screen.

Please note it can take up to 48 hours for the letters to be emailed to your DDSB
email address or mailed to your home address as per your request.
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