While we walit — audio instructions

= Select the Audio section of the
GoToWebinar control panel.

= Select Computer audio.

= To submit a question or comment,
type it in the Questions panel.
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Portal roadmap — Members
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Termination of employment process

= Select “Termination of employment” to start the process.

Mother Ribbon

Quick Search -

Dashboard

Start a termination of employment

Report a member's termination of employment

Find a member
Message centre
Document centre
Find a member
Member enrolment

Change of employment Social Insurance Mumber: Member 10

Termination of employment

-—




Termination of employment process

= Search using their SIN, Member ID, First name or Last name
= Avoid use of hyphens

Find a member

Social Insurance Mumber: Member IO
001318187 2]
First name: Last name:




Termination of employment process

= Click “Submit” and the result will be displayed in the Search results box below

= Click on the member to commence the process

Find a member

Social Insurance Number: Member ID:
001318187
First name: Last name:

Search results

First name Widdle initial Last name Social Inguran... Date of birth

FNAME LMNAME 001318187 23-0ct-1984

Member ID Employment st

143689 Active




Termination of employment process

= After selecting the member, you

will be directed to the “Termination : :
of employment” page Termination of employment

If the member is eligible to retire, complete the Pension Application.

= Here, you can start the termination
process

Member ID: un Current Plan design: DBprime Jurisdiction of employment: ON

Member personal information

Firstname Middle initial
FNAME
Lastname Social Insurance Number
LMAME 001318187
Date of birth
23-0Oct-1984

_



Termination of employment — Member personal information

= Confirm that the correct member has been selected

Member personal information

First name Middle initial
FMAME

Last name Social Insurance Mumber
LMAME 001318187

Diate of birth
23-0Oct-1984

_



Termination of employment process — Member contact
information

* You can review the current information for the member

Member contact information

Email address Phone number
AAAAADD@AA AAAAAAALAAAALAAAL AN

Ext

Street address 1

00 AAAAA AN

Street address 2

City Province/State
AAAAAMNA Ontario
Country Postal/Zip code

Canada $ ADADAD




Termination of employment process — Member contact
information

= The information can be updated if changes are required

Member contact information

Email address Phone number
AAAAADD@AA AAAAAAAAANNANABAD AN

Ext

Street address 1

1 Anywhere St. v ‘

Street address 2

q
City Province/State
Anywhere v | Ontario
Country Postal/Zip code
Canada : ‘ MAM 1M1 v ‘

-—



Termination of employment process — Wrong format error

= |f the information is entered incorrectly, a red error notification will be automatically
displayed (i.e., incorrect postal code format)

Member contact information

Email address Phone number

AAAAADD@AA AAAAAAAASALAAAANA AN

Ext
Street address 1
| 1 Anywhere St v ‘
Street address 2
| )
City Province/State
| Anywhere v ‘ Ontario
Country Postal/Zip code
Canada $ ‘ M2 @ ‘

Postal code format is A14 141

-—




Termination of employment process —
Earnings and contributions for DBplus

= Enter the requested information
in the required fields

= |f the DCT has been submitted
for the previous year, select
“YES” otherwise select “NO”

Earnings and contributions for DBplus

Last day worked

Date of termination of employment

30-Nov-2020 v 30-MNov-2020 v
From To
01-Jan-2020 v 30-Mov-2020 v

Current year eligible earnings

Employer contributions

10.000.00 +

900.00 v

Employee contributions (Does not include purchased leaves)

Pension adjustment (PA) (Include current year purchased leave)

900.00

0

Has the DCT for the previous year been submitted?

© YEs (O NO

_




Termination of employment process —
Earnings and contributions for DBplus

= |f you selected "NO" complete the required fields in the drop-down menu

Has the DCT for the previous year been submitted?
O yes © no
From To
DD-MMM-YYYY DD-MMM-YYYY
Previous year eligible earnings Employer contributions
T #
Employee contributions (Does not include purchased leaves) Pension adjustment (FA) (Include current year purchased leave)
## #HH

_



Termination of employment process —
Earnings, contributions and pensionable service for DBprime

= Enter the requested information gaBrFI;IrliTﬁ:, contributions, and pensionable service for
in the required fields

Start date of pay period for the first pay of the year Last day worked

= |f the DCT has been submitted [orimates 7] [ ;

Date of termination of employment

for the previous year, select | 30ov2020 /]
“YES” otherwise select “NO” Current year

From To
‘ 01-Jan-2020 v | ‘ 30-Nov-2020 v ‘
Fensionable service Regular contributory earnings
‘ 0.91221 \/| ‘ 60,205.86 v ‘
Lump sum contributory earnings acation contributory earnings

#i## i
Retroactive pay Total earnings

### 60205.86
Basic contributions CAAT RCA contributions
‘ 6.967.95 | p
Annual rate of salary Pension adjustment (PA)
‘ 66,000.00 \/| ‘ 6,909 v ‘

Has the DCT for the previous year been submitted?

O Yes @ nHO

-—




Termination of employment process —
Earnings, contributions and pensionable service for DBprime

" " Has the DCT for the previous year been submitted?
= |f you selected "NO" complete the
Jves @ Ho
required fields in the drop-down _
Previous year
menu
From To
DO-KMM K- DO-MMM=Y Y
Pensionable service Regular contributory earnings
= ===== s
Lump sum contributory earnings ‘Vacation confributory earnings
#HH *HE
Retroactive pay Total earnings
R 0.00
Basic contributions CAAT RCA contributions
H s
Annual rate of salary FPension adjustment [FA)
#HH i

_



Termination of employment process — Purchases in process

= Make the appropriate “YES” or “NO” selection based on the question as it pertains to the
member

Purchases in process

Report any leaves of absence and/or purchases for the current year (and the previous year if the DCT has not been submitted).

Selectthe leave type. Ensure the applicable semvice purchase form and the payment is submitted for all leaves included below, including
leaves currently in process.

The member has a purchase currently in process

() YES O no

_




Termination of employment process — Termination details

= Make the appropriate selection of “YES” “NO” or “Unknown” based on the question as it
pertains to the member

Termination details

Is the member going to work at ancther participating employer?

l::::l YES ﬂ MO l::::l nknoawn

Iz the member cumrently employed at another paricipating employer?

l::::l YES ﬂ MO l::::l nknown

_



Termination of employment process — Employer authorization

= You have the option to assign the task to another user or you can leave it blank if
submitting to CAAT

Employer authorization

Employer HR representative Date
Marsha mpattest1 04-Jan-2021

Assign to




Termination of employment process — Employer authorization

= |f you need to assign the transaction to another user, select the individual

Employer authorization

Employer HR representative Date
Marsha mpattest 13-Jan-2021
Assign to
‘ Marsha marshauattest v ‘




Termination of employment process — Message Centre

= The message can be seen in the = B
“Search results” — Message Centre

A secure way to communicate with the CAAT Plan

= Notification preferences should be
updated to ensure that you can S
receive any notices Find a message

Member enrolment

Change of employment

Termination of Reference |D: Subject:

employment

Date:
Pension application

Pension estimate

Help

Termination task has assigned to you -
Process ID 7957 — FMNAME LMNAME




Termination of employment process — Dashboard

= The message can also be seen in the “Transaction in process” on the Dashboard

Transactions in process

In progress Member name Type of transaction
7997 sFnsK Sasn Termination

7725 Enrolment

7704 XBYLB TCZZF Change of Employment

View all in process




Termination of employment process - Save
= You can save the termination prior to submission
= You will see a pop-up box indicating that it was successfully saved

= If it is not successful, the pop-up box will indicate that it has failed

Successfully Saved

Transaction successfully saved




Termination of employment process - Save

= Once successfully saved, you will be
redirected to the dashboard

m Here, you Can VleW the prOCGSS |n both I 13-Jan-2021 01:07 AM 143889 - sFnsK Sasn- Termination Assigned to Marsha mpattest1|

the “Recent activity” and “Transactions in View all actities
process” sections

Recent activity

Transactions in process

= You can retrieve the termination
application form from the “Transactions
INn process” section

In progress Member name Type of transaction

sFnsk Sasn Termination

725 Enrolment

7704 XBYLB TCZZF Change of Employment

Wiew all in process




Termination of employment process - Validate

= Validate the process to confirm all applicable fields are correctly entered

= You will receive a pop-up box to confirm success

Validation Passed

There are no errors or warnings. The transaction can be submitted to
CAAT.




Termination of employment process — Validation error

= |f validation is unsuccessful, you will be directed to the section that has the error

Errors found

There are errors on the page. Please fix the information and review again
before submitting to CAAT.




Termination of employment process — Validation warning

= Avalidation warning may appear to advise review of information before submission to
CAAT.

Warnings found

There are warnings on the page. Please review the information and submit
to CAAT if you feel the information is correct.




Termination of employment process — Submit to CAAT

= Once successfully validated, you can submit to CAAT

= You will receive a notification to confirm the successful submission

Submit to CAAT Confirm

By continuing, you indcate your acceptance of the Terms of Use.

| accept the Terms of Use




Termination of employment process — Send to CAAT

= Another pop-up box will appear upon successful creation of the Termination Benefit
Application

= Each transaction is assigned a tracking ID

Submit to CAAT Confirm

Transaction successfully submitted to CAAT. The tracking 1D is
1855309.

Download/Print Done




Termination of employment

= View the Termination Benefit Application by
selecting the “Download/Print” button

Submit to CAAT Confirm

Transaction successfully submitted to CAAT. The tracking ID is
18553009.

ownload/Print

Process

#RTOOTHT#2005905PH1855309

Submitted wiz 2021-01-13 vis emphoyer portal
ﬁ caat Termination Benefit Application

PENSION PLAN
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Termination of employment process

= You will see the submission on
the dashboard under the
“Recent activity” and
“Transactions sent to CAAT”
sections

_

Recent activity

| 13-Jan-2021 01:58 AM 143689 - sFnsK Sasn- Termination Assigned to CAAT |
- 1 - L - - - -
View all activities

Transactions sent to CAAT

Submitted Case number Member name

Tracking ID

Type of transaction

7997 CADO12137 1855309 sFnsk Sasn Termination

View all sent




Pension application process




Pension application process — Future Phase

Future Phase

e Member
Initiates
retirement
request

e Employer
receives
application

e Employer
completes
information

e CAAT
processes the
transaction

_




Pension application process

= Select “Pension application” to start the process

Mother Ribbon

Start a pension application

Report a member's upcoming retirement, and start their pension

Dashboard

Find a member
Message centre
Document centre .
Member enrolment Flnd a me mber

Change of employment Social Insurance Number: Member 1D
Termination of employment

First name: Last name:
Fension application

_




Pension application process

= Search using their SIN, Member ID, First name or Last name
= Avoid use of hyphens

Find a member

Social Insurance Mumber: Member ID:
001489979 B
First name: Last name:




Pension application process

= Click search and the result will be displayed in the “Search results” box below
= Click on the member to commence the process

Find a member

Social Insurance Number: Member ID:
001499979
First name: Last name:

Search results

First name Middle initial Last name Social Inguran.... Date of birth Member IDv Employment st.__

FNAME FNAME 001455979 12-Feb-1860 115286 Active




Pension application process

= After selecting the member, you will Pension application
be directed ‘to the “Pension Use to confirm a member’s intention to retire.
application” page

Member ID: =& =0 Current Plan design: DBprime Jurisdiction of employment: ON

= Here, you can start the retirement

process
Member employment information
Last day worked Retirement date (must be the last day of the month)
DO-MMM-YYYY DO-MMM-YYYY

Member personal information

First name Middle initial
FNAME

Last name Social Insurance Mumber
FNAME 001499979

Date of birth
12-Feb-1960

_



Pension application process — Member employment
information

= Enter “Member employment information”

Member employment information

Last day worked Retirement date (must be the last day of the month)

‘SD—ND\J—E{JE{] v ‘ ‘ 30-Nov-2020 v

_



Pension application process — Member personal
information

= Confirm that the correct member has been selected

Member personal information

First name Middle initial
FHAME

Lastname Social Insurance Mumber
FHNAME 001499979

Date of birth
12-Feb-1960

_



Pension application process — Member contact information

= You can review the current information for the member

Member contact information

Email address Phone number

ALOooooo@O0 K00 XK

Ext

Street address 1

000 AAAAANA AAN

Street address 2

City Province/State
ABLAAMAN Ontario
Country PostalZip code
Canada = ADADAD

_



Pension application process — Member contact information

= The information can be updated if changes are required

Member contact information

Email address Phone number

AAOOOOCOO IO 0000

Ext

Street address 1

1 Anywhere St. v ‘

Street address 2

4
City Provincel/State
Anywhere v ‘ Ontario
Country Postal/Zip code
Canada . ‘ MM 1M1 v ‘

_



Pension application process — Wrong format error

= |f the information is entered incorrectly, a red error notification will be automatically
displayed (i.e., incorrect postal code format)

Member contact information

Email address Phone number

AAOCOOOOOUEI XX XK

Ext

Street address 1

| 1 Anywhere St. v |

Street address 2

| 4
City Provincel/State
| Anywhere v | Ontario
Country PostaliZip code
Canada : | 12| |

Expected postal code format is A1A 141!

_




Pension application process —

Earnings, contributions and pensionable service for DBprime

= Enter the requested information
in the required fields

* “From” and “To” dates must be in
the same calendar year

= |f the DCT has been submitted
for the previous year, select
“YES” otherwise select “NO”

_

Earnings, contributions, and pensionable service for
DBprime

Start date of pay period for the first pay of the year
‘ 01-Jan-2020 v

Current year

From To
‘ 01-Jan-2020 v ‘ ‘ 30-Nov-2020 v ‘
Pensionable service Regular contributory earnings
‘ 091221 v ‘ ‘ 100.160.66 v ‘
Lump sum contributory earnings Vacation contributory earnings

#H#E #H#E
Retroactive pay Total earnings

# i 100160.66
Basic contributions CAAT RCA contributions
‘ 12,881.26 v ‘ #H#E
Annual rate of salary Pension adjustment (PA)
‘ 109,800.00 \/‘ ‘ 14,101

Has the DCT for the previous year been submitted?

O vis O no




Pension application process —

Earnings, contributions and pensionable service for DBprime

Has the OCT for the previous year been submitted?

= |f you selected "NO" complete the

. . . Jves @ HO
required fields in the drop-down
menu Previous year
From

DO-MNMK-Y

Fensicnable service

Lump sum contributory earnings

T
#

Retroactive pay

%
#

Basic contributicns

%
#

Annual rate of sslary

%
#

To

DO-MMM-=5" Y

Regular contributory eamings

‘acation contributory earmnings

Total eamings

CAAT RCA contributions

Pensicn adjustment [PA)

4
i

®

0.00

$
#

¥

_




Pension application process —
Earnings and contributions for DBplus

= Enter the requested information in
the required fields

_ Earnings and contributions for DBplus
= “From” and “To” dates must be in

the same calendar year From To

01-Jan-2020 v 30-Mov-2020 v

- If the DCT has been SmeItted for Current year eligible earnings Employer contributions
the previous year, select “YES” 10,000.00 v 90000
Othel’WISG SeleCt “NO” Employee contributions (Does notinclude purchased leaves) Pension adjustment (PA) (Include current year purchased leave)
900.00 1127

Has the DCT for the previous year been submitted?

O ves ) NOD

-—



Pension application process —
Earnings and contributions for DBplus

= |f you selected "NO” complete the required fields in the drop-down menu

Has the DCT for the previous year been submitted?

() YES O no

From To
DO-MMM-Y ™YY DO-MMM-Y ™YY
Previous year eligible earnings Employer contributions
5 f
Employee contributions (Dioes notinclude purchased leaves) Pension adjustment (PA) (Include current year purchased leave)
=== ==

_



Pension application process — Purchases in process

= Make the appropriate “YES” or “NO” selection based on the question as it pertains to the
member

Purchases in process

Report any leaves of absence andlor purchases for the current year (and the previous year ifthe DCT has not been submitted).

Selectthe leave type. Ensure the applicable semvice purchase form and the payment is submitted for all leaves included below, including
leaves currently in process.

The member has a purchase currently in process

YES @ NO

_




Pension application process — Termination details

= Make the appropriate “YES” “NO” or “Unknown” selection based on the question as it pertains
to the member

Termination details

Is the member going to work at ancther participating employer?

l::::l YES ﬂ MO l::::l nknoawn

Iz the member cumrently employed at another paricipating employer?

l::::l YES ﬂ MO l::::l nknown

_



Pension application process — Employer authorization

= You have the option to assign the task to another user or you can leave it blank if
submitting to CAAT

Employer authorization

| canfirm that this information is true and caorrect according to our records, and that any required suppporting documents will be provided.

Employer HR representative Date
Marsha Patterson 06-Jan-2021
Assign to




Pension application process - Save
= When complete, save the process
= A pop-up box will be displayed to show that it was successfully saved

= If it is not successful, the pop-up box will indicate that it has failed

Successfully Saved

Transaction successfully saved




Pension application process - Save

= Once successfully saved, you will be
redirected to the dashboard

= Here, you can view the process in both
the “Recent activity” and “Transactions in
process” sections

= You can also retrieve the form from the
“Transactions in process” section

Recent activity

13-Jan-2021 03:33 AM 115285 - cilZDhNx Pfgs3- Pension Application Form Asgsigned to Margsha mpattest1

Transactions in process

In progress Member name Type of transaction

ao0s cilZDhMx PfzsS Penzion Application

View all activities

View all in process




Pension application process - Validate

= Validate the process to confirm all applicable fields are correctly entered

= You will receive a notification to confirm success

Validation Passed

There are no errors or warnings. The transaction can be submitted to
CAAT.




Pension application process — Validation warning

= A validation warning may appear to advise review of information before submission to
CAAT

Warnings found

There are warnings on the page. Please review the information and submit
to CAAT if you feel the information is correct.




Pension application process — Validation error

= |f validation is unsuccessful, you will be directed to the section that has the error

Errors found

There are errors on the page. Please fix the information and review again
before submitting to CAAT.




Pension application process — Send to CAAT

= Once successfully validated, you can submit to CAAT

= A pop-up box will be displayed to confirm the successful submission

Submit to CAAT Confirm

By continuing, you indcate your acceptance of the Terms of Use.

| accept the Jerms of Use




Pension application process — Send to CAAT

= Another pop-up box will appear upon successful creation of the Pension Application

= Each transaction is assigned a tracking ID

Submit to CAAT Confirm

Transaction successfully submitted to CAAT. The tracking 1D is
1855310,

Download/Print




Pension application process B oo

FENSION FLAN

Pension Application

Complete s=ction 0, or € as applicstis, depending on your Plan design.
All other sections of this form must bz completed. Miobe: Deti Sarmat i did-mmnneyyyy for all dats felds

i [ Onphs duridition of ampleymant Last iy warked | 30-Now-2020

e
[] matn has been rmvised - use for 2oy data changes m_*BMM‘BU-Nuv-EﬂQD
ey

= View the Pension Application by selecting — PR B

the “Download/Print” button

FRAME ) FMAME 001490079
Date of birth Phone number Email

12-Feb-1980 ALAAARADDAA AAASSARALAANAEANN AN

Mziling sddress

1 Anywhere St. Anywhere, ON, M1M 1M1, CAN

B Eami nd pensionable

or DErim

Start dabe of pey period for the first pay of the year

01-Jan-2020
P— e -
CuwTent year Previous
; N From:01-Jan-2020 TB:!DNMEIIJJ”I - “‘nér'l:;:.{::“m""

Regular contnibutony samings
i v bk e P2 pachBtad eanass, ki 1, S B OF PGS A0 AT the b s Sewan sl ek 5 100.180.68 |SD'IJIJ
Lump sum condributony esmings 5 0.00 +0.00
Vincation contributory enmings £0.00 £0.00
A ——
Fetronctive pay £0.00 +0.00
Pecr i rporng ea. A Py bt o m CAAT Pt
Total camings
b, R +100,160.86 £0.00
e ——— £12,831.28 £0.00
[RCA coneritmsions £0.00 £0.00

Submi‘l to CAAT Conﬁrm Annual rete of ssary 4108,300.00 50.00
Pension adjustments (Fa] +14,101.00 +0.00
Inciude aamem per purchaed e

) ) ) ] Pz 081221 0.00000
Transaction successfully submitted to CAAT. The tracking 1D is Toalanei, ekt it e % e
1855310,
Current pear PEIOUS YEBT [1f DCT has iest Bies submitned)

igitie eamings |s 0.00 |5 0.00
Contributions
Contio |; 0.00 |so.u-n
Pension afstrens A |5 0.00 |s0.00
CANT Pamaicn Plus. 750 Yoage Streat, Sults 3600, Tossaa ON MER A7 Tat A1GETIH00 Tol Freac 1 661507738 Fax: 116671 908 www_Clatzention ar.ca

Parsizs Aaglcxdor Paga 112
TEOFEAOTI0NE,

iy Flamus w3 of S S the CRAT Plan v S00C




Pension application process

= Now that the form has been submitted Recent activity
to CAAT you can view this submission
on the dashboard under the “Recent 12-Jan-2021 0337 A 115266 - GUZONIx PissS- Pension Aplcation Fom Assigned o CAAT
activity” and “Transactions sent to
CAAT” sections

View all activities

Transactions sent to CAAT

Type of tranzaction

Case number Tracking I Member name

2008 CADDM2138 1855310 cilZDhNx PfssS Pension Application

View all sent

_




Live demo






