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Welcome to myWCB Online Services 
myWCB offers you a convenient and secured way to access services from WCB-Alberta. With myWCB, 
you can: 

• Request clearance letters and manage clearance lists 
• Access invoices and request documents 
• Make payments 
• Report a worker’s injury 
• Manage your worker’s claims 
• File your Annual Return 
• Update and maintain your account 

System Availability 

myWCB is available 24/7, with occasional short outages for maintenance. Our maintenance schedule 
is available here. 

Security 

Each person requiring access to myWCB must have a unique username and password. For security 
reasons, usernames are non-transferrable and must not be shared. If someone is no longer with the 
organization or no longer requires access, their username must be promptly deleted (or deactivated 
if they are on leave). In such cases, you will notify your organization’s myWCB Online Administrator, or 
contact our eBusiness Support Team immediately. 

Additionally, your myWCB session will automatically time out after 60 minutes. Remember to save 
your work and log back in if needed. 

Supported Browsers 

Our listed of supported browsers is available here. 

Technical Support 

If you run into any issues or have questions about myWCB, our eBusiness Support Team is ready to 
assist you. 

  

https://www.wcb.ab.ca/assets/pdfs/providers/injury_report_sched.pdf
https://www.wcb.ab.ca/about-wcb/contact-us.html#online-services
https://www.wcb.ab.ca/utility-navigation/help/
https://www.wcb.ab.ca/about-wcb/contact-us.html#online-services
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Signing Up for myWCB 
If you already have a myWCB account, you may proceed to sign in. Otherwise, as a new user to 
myWCB, you will first need to sign up as follows: 

1. Go to myWCB and click Sign up for myWCB. 

 

2. Review the terms and conditions and click Accept and continue. (You must scroll to the 
bottom before you can proceed.) 

 

https://my.wcb.ab.ca/
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3. Enter a Username and Login email address. Click Continue. 

 
4. A verification link will be sent to your inbox. Click Verify my login email address within the 

email message. 

 

 

5. myWCB will open in a new tab or browser (depending on your settings). Click Continue. 
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6. Enter a Password and Re-enter the password. Your password must meet all the requirements 
shown in the tooltip. 

 

 

7. Enter your First name, Last name, Phone number and Company name (if applicable). Click 
Create account. 

 

8. Click Sign into myWCB and you will be redirected to the sign in screen. 
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First Sign-In 
1. Go to myWCB. 
2. Enter your Username and Password and click Sign in. 

 

3. If your login was set up by an Online Administrator, you will need to review the Terms and 
Conditions and click Accept and continue. (You must scroll to the bottom before you can 
proceed.) 

If you self-registered, you will not see this screen again. 

 

https://my.wcb.ab.ca/
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Setting Up Two-Step Verification 

When you sign in for the first time, you will be prompted to manage your two-step verification 
settings. Two-step verification is automatically enabled to provide your account an extra layer of 
security. While we recommend keeping it on, you may choose to turn it off. 

Once you are happy with the settings, click Continue and proceed with linking an account number. 
You can always change these settings later. 

 

Enabling Alternative Verification Methods 

When two-step verification is enabled, you can use your login email address as a verification method. 
If you prefer, you can also set up text messaging or an authenticator app as alternative options. 

Enabling Text Messaging 

1. Click Set up (optional) in the Text message section. 
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2. Enter your Mobile phone number and click Continue. 

 

3. Check your text messages for a verification code. Enter the Code and click Continue. 

 

 

4. Text messaging will be set up and you can now receive verification codes by text. 
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Enabling an Authenticator App 

1. Click Set up (optional) in the Authenticator app section. 

 

2. Launch the Microsoft Authenticator or Google Authenticator app on your mobile device and 
scan the QR code. 

 

3. Enter the Token/Code from the app and click Continue. 
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4. The authenticator app will be set up and you can now receive verification codes by using 
either Microsoft Authenticator or Google Authenticator app. 

 

Updating or Removing Alternative Verification Methods 

To update your text messaging or authenticator app verification methods, you will first need to 
remove it before you can set it up again. 

1. Click Deactivate in the corresponding section. 

 

2. The method will be removed, and you can set it up again. 
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Disabling Two-Step Verification 

To turn off two-step verification, click the Two-step verification status toggle and click Disable two-
step verification. Remember that you will now be able to sign into myWCB using only your username 
and password. 
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Linking an Account Number 

Now that you have finished creating your myWCB account, you will need to link an account number 
to it. 

1. Click Link an employer account number. 

 

2. Enter your Employer account number and click Next. 

 

3. Answer Yes or No to whether you are requesting access to the account as a third party 
representative. Click Next. 

 

* You are considered a third party if you support the organization (as an external accountant, service provider, 
etc.) but do not work directly for them as an employee. 
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4. Select the Role(s) you need. This will determine the information and features you can access. 
Click Next. 

 

5. You may be presented with one or more questions to verify your identity. Select one 
question, type in your answer and click Next. 

 

 

6. If you need to skip the question(s), click Skip and click Skip identity verification. 

 

TIP: You are allowed three attempts to answer. Answering correctly will approve your request immediately. 

If you are unable to answer, or if no questions appear, your request will be pending until your myWCB Online 
Administrator approves it. If no Online Administrator exists, the eBusiness Support Team will review your request. 

https://www.wcb.ab.ca/about-wcb/contact-us.html#online-services
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7. Click Confirm and continue to myWCB. 

 

8. You will receive an email notification regarding your access status and who your Online 
Administrator is. 
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Signing In with Two-Step Verification 

If you have two-step verification enabled, when you next sign into myWCB, you will be prompted to 
select a verification method: 

 

* You will only see the options that you have set up. Email will always be available. 

When Using Email 

1. After selecting the email option, click Send me an email. 
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2. Enter the code sent to your inbox, click Verify and you will be signed into myWCB. 

 

 
When Using Text Messaging 

1. After selecting the email option, click Receive a code via SMS. 
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2. Enter the code sent to your text messages, click Verify and you will be signed into myWCB. 

 

 
When Using an Authenticator App 

After selecting the authenticator app option, launch the Microsoft Authenticator or Google 
Authenticator app on your mobile device and enter the code. Click Verify. 

 

 
 

 

Note: Two-step verification codes are only valid for a limited time. If your code expires, you will need to 
request a new one. 

• Email – 10 minutes 
• Text messaging – Five minutes 
• Authenticator apps – 30 seconds (the app will automatically issue you a new code) 
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The “Keep me signed in” Option 

If you have two-step verification enabled, by default, you will be asked to verify your identity each 
time you sign into myWCB. You can reduce the frequency by selecting the Keep me signed in 
checkbox on the sign-in screen. Doing so enables a 24-hour verification session, meaning you will not 
need to re-authenticate again during that 24-hour period. 

* If you use incognito or private browsing mode, you will be prompted to verify again. 
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Please Note: Before You Continue 
We are continuing to improve myWCB to make it easier and more efficient for you to manage your 
account. When you sign in, you will land on the current dashboard. To access the updated 
experience, click the Go to new employer portal button 

 

 

  

This guide is written for our new portal, so be sure to 
click that button before following the rest of the 
sections. 
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Your Homepage / Overview 

 

The homepage gives you an overview of your account. You can easily see information on your 
worker’s claims, your account status and balance, along with various useful tools and resources. 

You will first see information on new and current claims: 

 

As you scroll down, you will see details about your account status, current balance, any new 
documents for your review, and Annual Return status (if you are required to file one): 

 

All available features are located at the very top-right corner of the portal: 

 

 

myWCB role(s) required: Account Administrator, Claim Creator, Claim Submitter, or Claim Administrator 

Remember: Your myWCB role(s) or permissions will determine what features and information you can access. 
This guide will tell you which role(s) you need to perform certain actions at the beginning of each section. 

If you find that you are missing a role, you can request it. 
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Requesting Clearance Letters 
You can request a clearance letter either from your own account (if you are performing the work) or 
on another account (if you are hiring them). 

Clearances from Your Own Account 

1. Go to Manage Account > Request a clearance. 

 

2. Click Start on the left to indicate that you are performing the work. 

 

3. If you have access to multiple accounts, first select the Account Number (or company) and 
click Next. Otherwise, proceed to the next step. 

4. Search for the company or individual you want to address the clearance to. Enter their 
Account Number or Company Name and click Search. 
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5. Review the search results. If the correct company or individual appears, select it and click 
Next. 

 

6. If not, check the checkbox labelled “I cannot find the company” and manually enter the 
required information. Click Next. 

 

7. Enter the required delivery information for how and where you want the clearance sent. 
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8. Click View Letter (PDF) to preview or save the clearance before sending or click Send Letter to 
proceed with sending. Email and fax will take 5 – 10 minutes. 

 

* If sending by fax, enter only the 10-digit dialing number. Do not include the leading “1” for long-distance or 
any special characters such as brackets, spaces or dashes. Faxing is restricted to numbers within Alberta. 

Clearances on Another Account 

1. Go to Manage Account > Request a clearance. 

 

2. Click Start on the right side to indicate that you are hiring them. 
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3. If you have a clearance list saved, choose how you want to request the clearance. Otherwise, 
proceed to the next step. 

 

• If you want to use a list, Select a List and click Next. 
• If not, select Create a list of accounts and search for the company or individual you want 

to pull the clearance on. Enter their Account Number or Company Name and click Search. 
4. If you do not have any clearance lists saved, search for the company or individual you want to 

request the clearance on. Enter their Account Number or Company Name and click Search. 

 

5. Review the search results and click Add to list select an account. You can add multiple 
accounts if needed. Click Next. 

 

6. Enter the required delivery information for how and where you want the clearance sent. 

 

TIP: You can create a clearance list to save companies or individuals you have hired. The list allows you 
to request clearances for all of them at once, rather than one by one. 
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7. Click View Letter (PDF) to preview or save the clearance before sending or click Send Letter to 
proceed with sending. Email and fax will take 5 – 10 minutes. 

 

* If sending by fax, enter only the 10-digit dialing number. Do not include the leading “1” for long-distance or 
any special characters such as brackets, spaces or dashes. Faxing is restricted to numbers within Alberta. 

Managing Clearance Lists and Automatic Clearance 
Notifications 
You can create a clearance list to save companies or individuals you have hired. The list allows you to 
request clearances for all of them at once, rather than one by one. Additionally, you can set up 
Automatic Clearance Notifications for your lists. These notifications will send you a daily email report 
highlighting any changes to your contractors’ clearance statuses. 

 

Creating a List 

1. Go to Manage Account > Manage lists and automatic clearance notifications. 

 

TIP: Lists can only be accessed or modified by the user who created them. If a list needs to be transferred 
to another user, just contact the eBusiness Support Team. 

https://www.wcb.ab.ca/about-wcb/contact-us.html#online-services
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2. Click Create new list. 

 

3. Enter a List Name. The name must be unique. 
4. Search for the company or individual you want to add. Enter their Account Number or 

Company Name and click Search. Review the search results and click Add to list select an 
account. You add up to 1,000 accounts. 

 

5. Click Save. 

 

6. Your list will be saved. You can request a clearance on all the accounts in your list at once by 
clicking Request Clearance. 
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Updating or Deleting a List 

1. Go to Manage Account > Manage lists and automatic clearance notifications. 

 

2. Select a List. 

 

3. Click Modify list and make the required changes. 

 

4. Click Save. 
5. To delete the list, click Delete list instead. 

 

6. Click OK to finish deleting the list. 
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Activating Automatic Clearance Notifications 

1. Go to Manage Account > Manage lists and automatic clearance notifications. 

 

2. Click My Notifications, select a List and click Sign Up. 

 

3. Enter an Email Address. You can add up to five email addresses by clicking Add another email 
address.  

4. Click Save. 

 

5. Your list is now activated – you will receive an initial clearance letter and start receiving daily 
email reports. 
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Changing Who Receives Automatic Clearance Notifications 

1. Go to Manage Account > Manage lists and automatic clearance notifications. 

 

2. Click My Notifications, select a List and click Edit. 

 

3. Update the Email address(es) and click Save. 

 

4. You will see a confirmation message confirming the change. The next daily report will be sent 
to the new email addresses(s). 
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Deactivating Automatic Clearance Notifications 

1. Go to Manage Account > Manage lists and automatic clearance notifications. 

 

2. Click My Notifications, select a List and click Edit. 

 

3. Deselect the checkbox labeled “Signed up” and click Save. 

 

4. Your list is now deactivated – you will receive a final clearance letter and stop receiving daily 
email reports. 
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Accessing Premium Invoices 
Invoices are automatically delivered based on the account’s premium installment plan. They will 
appear in myWCB approximately four business days after the invoice issue date. 

Viewing Invoices 

 

1. Go to Manage account > View my invoice. 

 

2. View an invoice by clicking its name under the column labelled Report Name. 

 

3. The invoice will open in a separate tab or window. 

 

myWCB role(s) required: Account Administrator 
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Requesting Older Invoices 

 

If you are looking for an older invoice, you can request a copy as follows: 

1. Go to Manage account > View my invoice. 

 

2. Go to Reports and Invoices > Request a Report. 

 

3. Click Historical Invoice Reprint. 

 

myWCB role(s) required: Account Administrator 
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4. Click Add to select the account. 

 

5. Select the Premium Invoice Date and click Submit. 

 

6. You will see a confirmation message acknowledging your request. 

 

  

Note: When you request an invoice, it will be available the next morning – provided your request is 
submitted before 7:30 PM on a weekday. If your request is submitted after 7:30 PM, the invoice 
will be ready two days later. 

For requests made on weekends or statutory holidays, the invoice will be ready on the second 
business day. 
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Paying Premiums 
You can make a debit or credit card payment and register for pre-authorized debit. 

 

Making a Debit or Credit Card Payment 

1. Go to Manage account > Update account information, coverage and payroll. 

 

2. If you have access to multiple accounts, select which account to pay. 
3. Click Payment Options. 

 

4. Check the checkbox labelled “One Time Credit Card, Visa Debit or Debit MasterCard 
Payment” and click the link labelled “here.”  

 

myWCB role(s) required: Account Administrator or Account Administrator (cannot view injury data) 
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5. Enter the Payment Amount and Contact Name of the person making the payment. Click 
Submit. 

 

6. Select the Card Type and enter the card information, including the Name on card, Card 
number, expiry month and year and Card cvd. 

 

7. Enter the address information, including the company/individual’s Name, Email, Phone 
number, Address, City and Postal/zip code. Click Submit payment. 

 

8. You will receive a payment confirmation by email. 
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Registering for Pre-Authorized Debit (PAD) 

1. Go to Manage account > Update account information, coverage and payroll. 

 

2. If you have access to multiple accounts, select which account to set up PAD for. 
3. Click Payment Options. 

 

4. Check the checkbox labelled “Sign up for pre-authorized debit, or make changes to your pre-
authorized debit” and select the option labelled “Pre-authorized debit or change banking 
details (if you have already enrolled in pre-authorized debit).” 
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5. Enter the banking information, including the Branch number, Bank ID, Bank Account number 
and name of the Financial Institution. 

 

6. Select Yes or No to indicate whether you would like monthly installments and check the 
checkbox labelled “Yes, I have read and accepted the above terms and conditions.” Click 
Submit. 

 

7. Click Yes. (You may have to scroll to the bottom to see this.) 

 

8. You will receive a confirmation email acknowledging your request. 

 

Remember: If you are setting up PAD for the first time (or if your PAD was previously cancelled), it will 
only take affect starting with your next invoice. This means that if a current invoice has already been 
issued, you will need to pay it manually. 
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Accessing the Statement of Account and Payment History 

 

You can view all account transactions, including payments made, for the past 12 months. 
1. Go to Manage account > Update account information, coverage and payroll. 

 

2. If you have access to multiple accounts, select which account to view. 
3. Click Statement of Account. 

 

4. The statement will display. 

 

myWCB role(s) required: Account Administrator 



 

myWCB Online User Guide for Employers • December 2025 • Page 42 

Accessing Premium Rate Statements and Other Reports 
You can access different types of reports depending on your role(s). 

Viewing Rate Statements and Other Reports 

 

1. Go to Reports & Tools > View claim and premium reports. 

 

2. Open a report by clicking its name under the column labelled Report Name. 

 

3. The report will open in a separate tab or window. 

 

 

  

myWCB role(s) required: Account Administrator, Claim Creator, Claim Submitter, or Claim Administrator 

TIP: If you have many reports, using the Report Filter can help you narrow your search and find 
what you are looking for more easily. Just expand the tool by clicking the + symbol, then select the 
Report Name you need, or use the other search criteria to help you. 
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Requesting Rate Statements and Other Reports 

 

1. Go to Reports & Tools > Request claim and premium reports. 

 

2. Select the report you want. For a Rate Statement, choose Premium Rate Statement 
(Experience Rating). 

 

3. Click Add to select the account. 

 

  

myWCB role(s) required: Account Administrator, Claim Creator, Claim Submitter, or Claim Administrator 
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4. If prompted, enter/select the report options. For a Rate Statement, you will need to choose 
the Year. Click Submit. 

 

5. You will see a confirmation message acknowledging your request. An email notification will be 
sent once the report is ready. 

 

  

Note: Most reports will be ready within 10 minutes. Rate Statements and invoices will be available the 
next morning. 

Important: Rate Statements will only be available for accounts with enough experience. Generally, an 
account must be opened for at least three to five consecutive years, depending on the size of the 
business; otherwise, no Rate Statement will be produced. 
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Reporting Injuries 
Once you have been informed of a worker’s injury or illness, you must report it to WCB-Alberta within 
72 hours. 

 

1. Go to Injury reporting > Report an injury. 

 

2. The Employer Report of Injury (C040) form will open. 

 

myWCB role(s) required: Claim Submitter or Claim Administrator 

TIP: The report times out after 60 minutes, so we recommend saving the report immediately after opening it. To 
save the report, you must fill in the following items first: 

1. In the Worker Details section, fill in the worker’s Last name. 

 

2. In the Return to Work Details section, answer Yes or No to the question, “Has the worker missed work 
(hours and days beyond the date of accident?” 

 

Then, you can save the report by clicking Save Report on the left. 
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3. Fill in the rest of the report. As you fill in the report, additional questions may appear. 
4. Save the report often by clicking Save Report. 

 

5. Once complete, click Submit Report. 
6. You will see a message confirming that we have received your report. If you need to 

download a copy of the report, click View PDF. 

 

Resuming Saved Draft Reports 

 

1. Go to Injury reporting > Resume a draft report. 

 

2. Review the Search Results. By default, all saved reports that were created in the past six 
months will appear. You can enter some search criteria or adjust the date range to 
narrow/widen your search. Hover over Menu and click Open. 

  
3. The Employer Report of Injury (C040) form will open with the information saved from your 

last session. 

Note: Every time you save the report, the system will check for errors or missing information. If 
there are any, we will tell you what needs to be corrected – just refer to the top of the report for 
the list of details. Any sections or fields that require your attention will also be marked in red. 

myWCB role(s) required: Claim Submitter (for reports created by you) or Claim Administrator (for reports created by others) 
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Updating Worker Earnings 

 

After you have reported a worker’s injury, you can still update their earnings information. 

1. Go to Injury reporting > Submit an earnings addendum. 

 

2. Review the Search Results. By default, all submitted Employer Reports of Injury (C040) that 
were created in the past six months will appear. You can enter some search criteria or adjust 
the date range to narrow/widen your search. Click Select. 

 

3. The Employer Earnings Addendum (C040E) form will open. As you fill in the report, additional 
questions may appear. 

4. Save the earnings addendum often by clicking Save Report. Once complete, click Submit 
Report. 

 

  

myWCB role(s) required: Claim Submitter (for reports created by you) or Claim Administrator (for reports created by others) 

 

Note: Every time you save the earnings addendum, the system will check for errors or missing 
information. If there are any, we will tell you what needs to be corrected – just refer to the top 
of the report for the list of details. Any sections or fields that require your attention will also be 
marked in red. 
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5. You will see a message confirming that we have received your earnings addendum. 

 

6. You may click View PDF to save a copy of the earnings addendum for your own records. 

Viewing Submitted Reports 

 

1. Go to Injury reporting > Search for injury reports. 

 

2. Without entering anything, click Search and review the Search Results. By default, all reports 
that were created in the past six months will appear. You can enter some search criteria or 
adjust the date range to narrow/widen your search. Hover over Menu and click View. 

  
3. The report will open in a separate tab or window. 

  

myWCB role(s) required: Claim Submitter (for reports created by you) or Claim Administrator (for reports created by others) 
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Managing Claims 
Using the Claims Dashboard 

 

You can easily view all your worker’s claims in one place. 

1. Click All Claims or click Go to All Claims Dashboard. 

 

2. The dashboard will appear. It is interactive, so you can click on different elements or use the 
various filters to explore different sets of information. 

 

* The dashboard is updated every night. It only shows claims that are currently “open,” or any that have been 
“closed” in the past five years. 

myWCB role(s) required: Claim Administrator 
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Accessing Health Care Reports 

 

When a health care provider has submitted a report for your worker, you will be able to access it. 

1. Go to Injury reporting > Search for injury reports. 

 

2. Without entering anything, click Search and review the Search Results. Locate the Employer 
Report of Injury (C040) for the worker. By default, all reports that were created in the past six 
months will appear. You can enter some search criteria or adjust the date range to 
narrow/widen your search. 

 

3. Hover over Menu and click Health Care Reports. 

  
4. Click on the name of the report. 

 

5. The report will open in a separate tab or window. 

myWCB role(s) required: Claim Submitter (for reports created by you) or Claim Administrator (for reports created by others) 

 

TIP: If you were the one who submitted the Employer Report of Injury (C040), you will be notified 
whenever a new health care report is available for the worker. The notification will contain key 
details such as the report Transaction ID, which you can use to help find the report. 
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Using the Fit for Work Dashboard 

 

You can check the fit-for-work status (physical fitness only) of your injured workers with active claims. 

1. Click Fit for work or Go to Fit for Work dashboard. 

 

2. The dashboard will appear. It is interactive, so you can click on different elements or use the 
various filters to explore different sets of information. 

 

* The dashboard is updated every night. It shows the fit-for-work status (physical fitness only) of workers with 
“open” claims who are receiving full wage loss (TD01) benefits. 

  

myWCB role(s) required: Claim Administrator 
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Creating Return-to-Work Offer Letters 

 

Once you have worked with your employee to identify suitable return-to-work opportunities – such 
as adjustments to tasks, workload, or schedule – you can create a formal offer letter outlining the 
arrangement. The letter will automatically be added to your employee’s claim file, ensuring clarity 
and alignment as your employer transitions back to work. 

1. Go to Reports & Tools > Create a return-to-work offer. 

 

2. Click Create an offer letter. 

 

3. Enter the Claim number and click Search. If you do not have the claim number, you may 
search the worker’s First and last name. 

 

4. If the claim is valid, it will appear in the results. Click Next. 

  

myWCB role(s) required: Account Administrator, Claim Creator, Claim Submitter, or Claim Administrator 
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5. Select from the list of pre-defined duties or enter your own. Click Next. 

 

6. Enter the modified schedule information then the pay details on the next screen. 

 

 

7. Preview the offer letter. 
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8. Click Download PDF to save a copy that you can send to your worker. A copy of the letter will 
be automatically added to your worker’s claim file. 

Searching Industry-Specific Job Tasks 

 

You can look up job tasks to help identify suitable return-to-work opportunities for your workers. 

1. Go to Reports & Tools > Find industry-specific job tasks. 

 

2. Select your Industry to view the suggested tasks. 

 

Find an Occupational Injury Service (OIS) Clinic 

 

You can find an OIS clinic if you are already registered for OIS. 

1. Go to Reports & Tools > Find an OIS Clinic. 

 

myWCB role(s) required: Claim Submitter (for reports created by you) or Claim Administrator (for reports created by others) 

 

myWCB role(s) required: Account Administrator, Claim Creator, Claim Submitter, or Claim Administrator 
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2. Select the city, date, and service(s) required. Click Find Clinics. 

 

3. Review the results. 

Comparing Your Performance to Industry (Large Businesses Only) 

 

If you are under the large business rating plan you can compare your performance to industry 
averages using four different key performance indicators (KPIs): 

• Performance impact on premiums – Find out the best possible discount you can earn or 
surcharge you may face. Identify opportunities to improve safety, return-to-work strategies 
and highlight successful safety and prevention efforts. 

• Industry discount and surcharge distribution – Compare your rate adjustment to other 
employers in the industry. 

• Modified work performance – Compare your modified work claims to disabling injury claims 
over a five-year span and highlight improvements you can make towards modified work. 

• Duration of lost-time claims – Find out how many claims led to workers missing time from 
work over the past three years. Identify opportunities for modified work. 

 

1.  Go to Reports & Tools > Compare your performance to industry. 

 

2. By default, the Performance impact on premiums KPI will be selected. You can change this. 

myWCB role(s) required:  Account Administrator, Claim Creator, Claim Submitter, or Claim Administrator (for duration of 
lost-time claims) 
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3. Select an operation and the information will load. 

 

4. All tools are interactive, so you can click on different elements or use the various filters to 
explore different sets of information. 

Simulating Premiums and Rates 

 

See how your rate and premium can change based on adjustments to your claim costs and/or 
assessable earnings. The better you manage workplace safety and injury claims, the lower your 
rate/premium can be. 

1. Go to Reports & Tools > Simulate premiums and rates. 

 

myWCB role(s) required: Account Administrator or Claim Administrator 
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2. If you have more than one Operation, choose which one to display. 

 

3. Scroll down until you see the Simulate your premium section. Select a rate year. 

 

4. Adjust your costs and/or assessable earnings and click Generate results. 
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5. Review the simulation results. You may make more adjustments and Re-calculate. 
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Filing the Annual Return 

 

If you have hired workers, you are required to report the actual total worker earnings (payroll) by the 
end of February each year. 

1. Start from the home screen or click Dashboards to get there. 

 

2. Scroll down until you see the Account information section. Click Submit annual Return. 

 

3. Click the account number or company legal name. 

 

  

myWCB role(s) required: Account Administrator or Account Administrator (cannot view injury data) 
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4. The Annual Return form will open. 

 

5. Fill in the report and click Next to move onto the next section. As you fill in the report, 
additional sections may appear. 

 

6. On the final section, check Yes for the declaration of accuracy. 
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7. The Review button will become available. Click Review. 

 

8. Review the Annual Return draft summary and click Submit. 

 

9. You may download a copy of the Annual Return for your own records. You will also receive a 
confirmation by email. 
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Managing Account Information 

 

Company Name or Billing Address 

1. Click Account. 

 

2. Click View full business profile. 

 

3. Click Edit next to the legal name or billing address. 

 

myWCB role(s) required: Account Administrator or Account Administrator (cannot view injury data) 
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4. Enter the new Legal name or new Billing address. If changing the legal name, you will also 
need to Explain why your name changed. 

 

 

5. Click Save. 
6. You will see a confirmation message acknowledging your request. 

Authorized Contact List 

You can update the primary and secondary contact(s) on the account. 

1. Click Account. 
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2. Click View full business profile. 

 

3. Scroll down until you see the Contacts section. Click Edit to update an existing contact, or + 
Add additional contact to add a new person. 

 

4. Update or enter the First name, Last name, Position, Phone number and Phone type. 
5. Click Save. You will see a confirmation message acknowledging your request. 

 

Note: You cannot delete a primary contact. To update the primary contact, you will first need to: 

1. Add the new contact. 

 

2. Then, before saving, make them the primary contact. 
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Industry or Operations 

If your business operations have changed, let us know so we can review your industry code 
classification or operation title. 

1. Go to Manage account > Update account information, coverage and payroll. 

 

2. If you have access to multiple accounts, select which account to update. 
3. Click Operations. 

 

4. Answer Yes to the question, “In the past year, has your business changed in a way that would 
alter the general description of your operations?” and provide details. Click Submit. 
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5. Click Yes. (You may have to scroll to the bottom to see this.) 

 

6. You will receive an email confirmation acknowledging your request. 

Managing Worker Coverage 
Adding Worker Coverage 

 

If your account already has active worker coverage, simply update your total estimated worker 
earnings to include your new hire(s). 

Updating Worker Assessable Earnings (Payroll Estimate) 

 

You can keep updating your total estimated worker earnings until December 31st of the current year. 

1. Click Account. 

 

  

Note: If there is no active worker on the account, you will not be able to add or reactivate it online. 
Instead, please call our Employer Account Services Team to have it set up for you. 

myWCB role(s) required: Account Administrator or Account Administrator (cannot view injury data) 

https://www.wcb.ab.ca/about-wcb/contact-us.html#employer-inquiries
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2. Scroll down until you see the Worker coverage section. Click Update payroll. 

 

3. Enter the new amount and the reason for updating. Click Save. If your new estimate is 
significantly different, you will be asked to confirm. 

 

 

4. You will see a confirmation message acknowledging your request. Any adjustments to your 
premiums will show up on your next invoice. 

  



 

myWCB Online User Guide for Employers • December 2025 • Page 68 

Closing Worker Coverage 

 

1. Go to Manage account > Update account information, coverage and payroll. 

 

2. If you have access to multiple accounts, select which account to update. 
3. Click Cease Operations. 

 

4. Enter your last worker date and the reason you stopped employing workers. If you sold your 
business, fill in the Sale of Business section too. Click Submit. 

 

myWCB role(s) required: Account Administrator or Account Administrator (cannot view injury data) 
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5. Click Yes. (You may have to scroll to the bottom to see this.) 

 

6. You will receive a confirmation message acknowledging your request. Any adjustments to 
your premiums will show up on your next invoice. 

Managing Personal Coverage 
Adding Personal Coverage 

 

1. Click Account. 

 

2. Scroll down until you see the Personal coverage section. Click Add personal coverage. 

 

  

myWCB role(s) required: Account Administrator or Account Administrator (cannot view injury data) 
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3. Enter the First name, Last name, Date of birth, Earning coverage amount and Percentage. 
Click Save. 

 

4. You will see a confirmation message acknowledging your request. Any adjustments to your 
premiums will show up on your next invoice. 

Updating or Closing Personal Coverage 

 

1. Click Account. 

 

2. Scroll down until you see the Personal coverage section. Click Edit. 

 

myWCB role(s) required: Account Administrator or Account Administrator (cannot view injury data) 
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3. Enter the New earning coverage amount and click Save. 

 

4. To close your personal coverage instead, click Terminate coverage. Click Terminate coverage 
again to confirm. 

 

 

5. You will see a confirmation message acknowledging your request. Any adjustments to your 
premiums will show up on your next invoice. 
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Managing Your myWCB Online Profile 
Requesting Additional myWCB Role(s) 

You can request for additional roles (permissions) in myWCB to access certain features and/or 
information. 

1. Go to User profile > Manage my profile. 

 

2. Scroll all the way down to see the Current access section. Click Edit. 

 

3. You will be taken to the Link an employer account number screen with your current access 
pre-filled. Continue following the on-screen instructions to make the changes you need. 

Linking Another Account Number 

You can manage multiple account numbers using one myWCB profile. 

1. Go to User profile > Manage my profile. 
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2. Scroll all the way down to see the Access requested section. Click Request additional access 
then Link an employer account number. 

 

 

3. You will be taken to the Link an employer account number screen. Continue following the on-
screen instructions or refer to that section of this guide. 

Changing Your Email Address 

1. Go to User profile > Manage my profile. 

 

2. Click Edit next to the Email address section. 
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3. Enter your new email address and click Save. 

 

 

4. If changing your Login email address, a verification link will be sent to your new email inbox. 
Click Verify my login email address within the email message. 

 

 

5. myWCB will open in a new tab or browser (depending on your settings). Click Continue. 

 

6. Your email address will be updated, and you will receive a confirmation by email. 

Note: Your Login email address must be unique to you. It will be used for password resets and two-step verification. 

If your organization uses a shared inbox for convenience, you may optionally set a Notification email address to 
receive business-related messages there. 

If you do not specify a notification email address, business-related notifications will be sent to your Login email 
address by default. 
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Changing Your Username or Password 

1. Go to User profile > Manage my profile. 

 

2. Click Edit next to the Username and password section. 

 

3. Enter your new username or new password. If changing your password, make sure your 
password meets all the requirements shown in the tool tip. Click Save. 

 

 
* If you are only changing your username, leave all password-related fields blank. 

4. You will be signed out of myWCB. Sign in with your new username and/or password to 
continue. You will receive a confirmation by email. 
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Deleting Your myWCB Online Account 

If you no longer require access to myWCB online services, you may delete your online account. 

 

1. Go to User profile > Manage my profile. 

 

2. Scroll all the way to the end. Click Delete my account. 

 

3. Enter your Password and click Delete account. 

 

4. Your myWCB online account will be permanently deleted. If you need access in the future, 
you can sign up again. 

Important: Deleting your myWCB online account does not automatically terminate any coverage.  

If you need to close your coverage, refer to the sections for closing your worker’s coverage or closing your personal 
coverage. You may also contact our Employer Account Services Team to close coverage. 

https://www.wcb.ab.ca/about-wcb/contact-us.html#employer-inquiries
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