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How to Add Income and Upload Documents 
to a Monthly Report 
Saskatchewan Employment Incentive (SEI) 

You can apply and/or access the self-service portal using any computer or other electronic device 
with an internet connection. 

How To Apply: 

You can use these step-by-step instructions to apply online. 

You will need: 

https://publications.saskatchewan.ca/api/v1/products/122692/formats/142573/download
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How to add Income to an SEI Monthly Report on the Self-Service Portal: 
1. Log in to your SEI account using your Saskatchewan.ca log in details and click “Self Service”.

* Please note: If you are using a mobile device, you may need to scroll over to access the entire screen. 

Saskatchewan Employment Incentive 
Working families who have low income and dependent children can apply for monthly financial support through this program. Approved clients may also be eligible for 
additional supports. 

View Service Overview 

Linked on: February 6, 2024 

STATUS Under Review 

Tasks 
Tasks 

Notifications 

Terms of Use 

Contact Us 

View all contacts in the directory 
View Service Overview 
View the service overview. 

Unlink Service 
Unlink this service from your account. 

Self Service 

Change your address, contact information, submit documents and more. 
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2. To complete a monthly report, click “Start” next to “View and submit monthly reports”.
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3. Start a monthly report by clicking “Start” next to the month you would like to report for.

* Please note: If you are using a mobile device, you may need to scroll over to access the “Start” button. 
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4. For each monthly report, you will be asked to confirm your relationship details, information
about your spouse (if applicable), information about your children, and your employment details. 
Once you have completed all of these steps, click “Start” next to “Information about your employment
and income”.

5. Confirm the employment type for the income you are reporting (either employment or 
self-employment).
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6. To add employment or self-employment income, click ”Add Income” button beside the current
employer.

*If you have started new employment in the past calendar month, click “Add Employment” and enter 
the details required. 

*Please note: If you are using a mobile device, you may need to scroll over to access the Add Income 
button or the add employment button.
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7. Confirm all details of your employment are correct, and then click “Add Income” to report your gross
income (amount before any taxes or deductions) for the previous calendar month. Once you have
added all income for the previous month from that employer, click “Submit”.

*Please note: If you are using a mobile device, you may need to scroll over to access the add 
income button. 
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8. To report any other income from other sources that are not employment or self-employment select
“Add Income”. If you do not have anything further to add click “No Additional Income”.

9. Fill in the details of the other Income.
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How to add Supplementary Documents to an SEI Monthly Report: 
1. Log in to your SEI account using your Saskatchewan.ca log in details and click “Self Service”.

* Please note: If you are using a mobile device, you may need to scroll over to access the entire screen. 

Saskatchewan Employment Incentive 
Working families who have low income and dependent children can apply for monthly financial support through this program. Approved clients may also be eligible for 
additional supports. 

View Service Overview 

Linked on: February 6, 2024 

STATUS Under Review 

Tasks 
Tasks 

Notifications 

Terms of Use 

Contact Us 

View all contacts in the directory 
View Service Overview 
View the service overview. 

Unlink Service 
Unlink this service from your account. 

Self Service 

Change your address, contact information, submit documents and more. 
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2. To complete a monthly report, click “Start” next to “View and Submit Monthly Reports”.

* Please note: If you are using a mobile device, you may need to scroll over to access the entire screen. 
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3. Complete the steps to add income to your monthly report (see how to add income guide). Once you
have completed all prior steps, click “Start” next to “Add documents to support your monthly report”
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4. For each income entry created during the application you will be required to submit a corresponding 
supporting document.  Click “Add/Edit” button next to each income entry to add/edit a supporting 
document.

* Please note: if you ae using a mobile device, you may need to scroll over to access the entire screen. 
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5. After clicking “Add/edit document”, a separate page will appear. Click “Add files” to add, select a
document, and upload. The document you selected will show in the table. Click “Submit”.

 * Please note: If you are using a mobile device, you may need to scroll over to access the add 
files button. 
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6. Once you have added a document to each income record in the required documents table, click “Next”
to continue with the Monthly report.

Note:  
If you are on a computer that others might access, make sure your personal information isn’t 
stored in the computer’s memory by clearing your browser history, cache, and cookies. 
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