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Part I – Logging In  
To log into the Avanti Self Service Portal (ASSP), type the following web address into 
the address bar at the top of your browser window, and hit Enter. 

https://myavanti.ca/lynxair 

You should see the following page: 

 

Enter your username (Case sensitive) and your password, then click “Login” 

 

 

 

 

 

 

 

 

 

 

 

 

Click 
 

https://myavanti.ca/lynxair
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Part II – Navigating the Home Screen  
After Logging in, you will see 5 different applications that you can enter on the left-
hand side 

 

We will explore each of these functions throughout the Guide. 

 

On the right-hand side, you will see the search function, notifications, and access to 
further settings 

 

We will explore each of these functions throughout the Guide 

 

 

 

 

 



Avanti Employee Handbook     Page 5     

Part III – Personal   
On the left-hand side of your screen, please click on the “Personal” Tab  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click Here 
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A menu will drop down 

 

 

We will go into detail on each of the tabs. 
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Personal Information 
Click on “Personal Information” 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click Here 
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You will now be able to see all your relevant personal information  

To edit these, please click on the “edit” icon on the right-hand side 

 

While in the Personal Information Tab, you will be able to edit the following: 

- Basic Information  
o Preferred Name 
o Date of Birth  
o Given Name 
o Surname  

 Former Surname  
o Gender 
o Language  
o Marital Status  

- Address 
o House Address 
o City 
o Province  
o Postal Code  

- Phone Number  
o You can add additional phone numbers  



Avanti Employee Handbook     Page 9     

o You can also edit existing phone numbers 
- Email 

o Add or change emails  
o You can also change what notifications go to which email  

- Emergency Contacts 
o You will be able to add/edit/delete emergency contacts and their 

relevant information  
- Additional Information  

o You can add/change your middle names  

 

Tax Slip Forms 
Click on “Tax Slip Forms” 
 

 
This is where you will be able to see your previous years T4s 
 
 
 
 
 
 
 
 

Click 
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Federal/Provincial Tax Forms 

 
 
Once you click on each, you will be able to view the applicable taxes that are 
deducted provincially and federally. You will also be able to download your forms for 
your records. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click 
 

Click 
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Part IV – Documents 
Click on “Documents” 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

Click 
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Employee Documents 

 
 
Here you will be able to see all documents that are relevant to you personally 

 
• Void Chq  
• Direct Deposit Forms  
• Offer Letter 
• Salary Changes  
• And more…. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click 
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Company Documents 
 

 
 
Here you will find important and relevant company documents  

• Manuals  
• Organizational Charts 
• FAQs 
• Resources  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click 
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Document Review 
 

 
 
This is where you will find documents that are employee and company related that 
are required for sign-off 
 
 

 
If you have any documents that are pending sign-off, they will show up in this tab. 
They are divided between Company Documents and Employee Documents  
 

 
On the “Completed Sign-Off” tab, you will see all documents, company or employee 
related, that you have signed off on. You will be able to view the document, and the 
date that you signed off. 
 
 
 

Click 
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Part VI – Settings 
Changing your Password 

After Logging in, click on “Settings” on the left-hand side of your screen 

 
OR 

Click on your profile on the right-hand side of the screen, and then click on 
“Settings” 
 

 
 
 

Click 
 

Click 
 

Click 
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This will bring you to where you are able to change your password. 

 

 

Enter in your current password 
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Enter in your New Password 

 
Confirm New Password 
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Click “Change Password” 

 

 

Your Password has now been officially changed. 

 
 
 

Click 
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Preferences 
Click on “Settings” on the left-hand side of your screen  

 

OR 
Click on your profile on the right-hand side of the screen, and then click on 
“Settings” 
 

 
 
 
 
 

Click 
 

Click 
 

Click 
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Click on the tab labeled “Preferences”  
 

 
 
Here you will be able to see your current system settings and change them based on 
your preferences. 
Items that you can change: 

• Date Format  
o Day/Month/Year 
o Month/Day/Year 
o Year/Month/Day 

• Time Format 
o AM/PM 
o 24 Hour 

• Name Display Format  
o Given Name, First Letter of Surname  
o Given Name, Initial, Surname  
o Given Name, Surname  
o Preferred Name, First Letter of Surname  
o Preferred Name, Initial, Surname  
o Preferred Name, Surname  
o Surname, Given Name  
o Surname, Given Name, Initial  
o Surname, Preferred Name  
o Surname, Preferred Name, Initial  
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After choosing your preferred settings, do not forget to click “Change Settings” 

 
 
Your updated settings changes will be shown under “Current Settings” 
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Part VII – Notifications  
On the right-hand side of your screen, click on the small bell symbol  

 

This will open your notification center. 

Click 
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Here you will be able to see all notifications that have come through.  

You will also be able to filter then based on your notifications. 

• General  
• Pay Statements  
• Schedules 
• Approval 
• Non-Approval 
• New Schedule  
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Part VIII – Viewing your Pay stub  
After logging in, click into the “Personal” dropdown on the left 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click “Personal Information” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click 
 

Click 
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Click “Compensation” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click 
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Click “PDF” to view your statement or click “EMAIL” to have it sent to your 
lynxair.com email. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you choose the option to email your 
paystub, you will be required to enter a 
password. 

Your password to enter the document 
is your SIN number, no spaces. 
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Sample Pay stub 
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