
STEP 1
Go to canadapost.ca, scroll down to the bottom of the 
page and click I’m an employee. Click Login to Intrapost
and log in with your User ID and password. 

NOTE: Your User ID is found on your pay statement, next 
to your Employee ID.

STEP 2
Click MySAP and click the Employee Self Service tile. 

STEP 3
Click Personal Information.

STEP 4
To update your email address, click Employee 
Communication Preference and follow the prompts.

UPDATE YOUR EMAIL AND MOBILE NUMBER IN SAP



STEP 5
To update your mobile number, click Address, then 
select Permanent Residence at the bottom. Click Edit 
and follow the prompts.

UPDATE YOUR EMAIL AND MOBILE NUMBER IN SAP
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