
1 
 

Employee Stock Purchase Plan (ESPP) Enrollment: Step by Step 
 

1. Go to https://Shareworks.solium.com/, then 
login to your Shareworks account. Note: If 
you are accessing your account for the first 
time, click on “Open Account” on the top 
right corner of the screen. You will be 
prompted to complete additional steps 
before accessing your account.  

 
 
 

2. To enroll in CAE’s ESPP, click “Enroll Now”.  
 

 
 

 
 
 
 
 
 
 
 
 
 

3. A prompt will appear allowing you to make your 
contribution elections. Tick on the boxes you 
would like to enroll in, then click on the “Next” 
button.  
 
Note: The first account named Employee Stock 
Purchase Plan (ESPP) is a regular non registered 
account. The Tax-Free Savings Account (TFSA) 
and the Registered Retirement Savings Plan 
(RRSP) are registered accounts that can only 
receive employee contributions. The Deferred 
Profit Sharing Plan (DPSP) is a registered account 
that can only receive employer contributions. We 
encourage you to consult your financial advisor to 
confirm what is the best option for you and 
consider the applicable tax limits. 
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4. Enter how much you would like to contribute based on 
the plans selected. A total maximum of 18% is allowed for 
all applicable plans. Confirm then click next. 

 
 
 
 
 
 
 
 
 

5. You will be able to view your Employer’s contribution 
allocation. If you have chosen more than one plan for 
your employer contributions, you must enter the 
desired contribution allocation per plan which should 
total to 100%. 

 

 

 

 

 

 
6. If applicable, enter and confirm your personal/contact 

details and, if you are outside of Quebec, your 
beneficiaries.  
Note: Birth date and SIN is a requirement for TFSA, 
RRSP and DPSP plans. 
 
 
 
 
 
For non-Quebec members only: If you select 
“Specific beneficiaries” in the following screenshot, 
you will be able to choose your beneficiaries and 
allocation if desired. 
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7. For TFSA, RRSP and DPSP only: a pre-filled 

application form will populate with your personal 
details. Please review and sign your name in the blank 
box once done. 

 
 
 
 
 
 
 
 
 
 
 
 

 
8. A breakdown of your enrollment will appear for 

final review. Click on “enroll” once all 
information is confirmed. You are now enrolled 
into the plan/s. You should expect one or two 
pay periods before seeing your first 
contributions deducted on your pay or to see 
the first shares in your Shareworks account 
online. 

 
 
 

After enrollment:  
You will be able to view the signed documents, 
if any, under the documents tab in your 
Shareworks account. 
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Employee Stock Purchase Plan (ESPP) Change: Step by Step 
 

1. Go to 
https://Shareworks.solium.com/, 
then login to your Shareworks 
account. Note: If you are accessing 
your account for the first time, click on 
“Open Account” on the top right 
corner of the screen. You will be 
prompted to complete additional 
steps before accessing your account.  

 
 
 

 
2. In your dashboard, click on “View 

details”. This will bring you to your 
portfolio. 
 
 
 
 
 
 
 
 

3.  Click into the Contributions Box in order to view or 
edit your previously enrolled plan/s.  
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4. A prompt will appear allowing you to make 
your contribution elections changes. Tick on 
the boxes you would like to edit, then click on 
the “Next” button.  
 
Note: The first account named Employee 
Stock Purchase Plan (ESPP) is a regular non 
registered account. The Tax-Free Savings 
Account (TFSA) and the Registered 
Retirement Savings Plan (RRSP) are registered 
accounts that can only receive employee 
contributions. The Deferred Profit Sharing 
Plan (DPSP) is a registered account that can 
only receive employer contributions. We 
encourage you to consult your financial 
advisor to confirm what is the best option for 
you and consider the applicable tax limits. 
 
 
 
 

 
5. Enter how much you would like to 

contribute based on the plans 
selected. A total maximum of 18% is 
allowed for all applicable plans. 
Confirm then click next. 
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6. You will be able to view and allocate your Employer’s 
contribution. Enter the desired contribution 
allocation per plan which should total to 100%. 

 

 

 

 

 

 

 
7. If applicable, enter and confirm your 

personal/contact details and, if you are 
outside of Quebec, your beneficiaries.  
Note: Birth date and SIN are a 
requirement for TFSA, RRSP and DPSP 
plans. 

 

 

 

 

 

For non-Quebec members only: If you select 
“Specific beneficiaries” in the above 
screenshot, you will be able to choose your 
beneficiaries and allocation if desired. To 
change your beneficiaries in the future, go to 
the tab Documents of Shareworks website, 
download the form “Beneficiary Form” and 
send the completed form to 
enrollment@shareworks.com 
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8. For TFSA, RRSP and DPSP only: a pre-filled 
application form will populate with your personal 
details. Please review and sign your name in the blank 
box once done. 

 
 
 
 
 
 
 
 
 
 

 
9. A breakdown of your changes will appear for 

final review. Click on “Apply changes” once all 
information is confirmed. Your changes are now 
applied to the plan/s. 
 
 
 

 
After changes:  
You will be able to view the signed documents, if 
any, under the documents tab in your account. 


