
How to Submit Your Employment Insurance (EI) 
Documentation 

 

Once you have logged into your My Service Canada account and are on the "My 
Dashboard" page, please follow these steps to provide proof of your claim status: 

1. Access Your EI Information 

• Locate the Employment Insurance tile and select Employment Insurance 
benefits. 

 

 

 

 

 

 



2. Locate Your Specific Document 

• If your claim is approved: Under the "Payments and claims" section, click View my 
latest claim. 

• If your claim is denied: Under the "Reports and documents" section, click View my 
letters. Locate and open your most recent Claim Not Established letter. 

 

 

 



Example of approved “My Latest Claim” details letter 

 

 

 

 

 

 

 

 

 



Example of “Claim Not Established” denial letter: 

 

 

 

 

 

 

 

 



3. Save and Submit 

• Save as PDF: Press Ctrl + P on your keyboard. In the print dialogue box, change the 
destination/printer to Save as PDF or Microsoft Print to PDF. 

• Submit: Save the file to your computer and email it as an attachment to 
oachelp@ford.com and your Union Representative. 
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