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 — Employers

Employer Employer
Employer  Employer Employer webinar - Em;loyer wheblnar;
Emolover webinar - sends CAAT list EMPIOVEr  \iehinar—  Retirement ~ WePInar— - ¢ alnge °
Py enrolments of portal users POrtal GO Member portal and Employer — employment
update LIVE overview Termination Q&A information
November December December January4 January12 January 14 January 28 February 4

24 10 11 T




Portal roadmap — Members
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Change of employment process




Change of employment

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

Determined Rainbow %

Quick Search

- Start a change of employment

Report a change or correction to a member's employment

Find a member

Message centre

Document centre
Find a member

Member enrolment

Change of employment Social Insurance Mumber: Member |D:

[zl
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Change of employment

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

Find a member

Social Insurance Mumber: Member 1D
001196799 B
First name: Last name:




Change of employment

= 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 Mumber: Member 1D:
001196799 @
First name: Last name:

Search results

First name Middle initial Last name Social Insuran... Date of birth Member ID Employment st...

FHAME LHAME 001196799 07-Feb-1984 131925 Active

_




Change of employment

= After selecting the memober,
you will be directed to the
“Change of employment” page

Change of Employment

Change or correct employment information.

= Here, you can start the change
process

Member ID: ™8 5= Current Plan design: DBprime Jurisdiction of employment: ON

Member personal information

First name Middle initial
FMAME

Last name Social Insurance Mumber
LMNAME 001196799

Date of birth
07-Feb-1984

_



Change of employment — Member personal information

= Confirm that the intended member has been selected

Member personal information

First name Middle initial
FNAME

Last name Social Insurance Mumber
LNAME 001196799

Date of birth
07-Feb-1984

_



Change of employment — Information changes
Change to the member’s employment

= When changing the Plan design, Information changes
“‘New employment type” will
automatically default Change to the member's employment
= Dates entered cannot be in the = —
future DBplus vs
End date of previous Plan design Start date of new Plan design
= Can change employee group to: SO 7] [oranzce >

Administration, Faculty or

Mew employment type
Su ppo rt OTRFT/Contract e
End date of previous employment type Start date of new employment type
31-Dec-2020 01-Jan-2021
Change of employes group Date of change
‘ Administration Ve ‘ ‘ 01-Jan-2021 v ‘

-—



Change of employment — Information changes
Change to member’s jurisdiction of employment

= The member’s jurisdiction may be updated if required

Change to the member's jurisdiction of employment

Jurisdiction of employment Mew jurisdiction effective date

Ontario : 03-Sep-2007

_



Change of employment — Information changes
Corrections to the member’s date of hire or enrolment date

= Update the member’s date of hire and/or enrolment date if required.

Corrections to the member's date of hire or enrolment date

Hire date on file Revised hire date
02-Jan-2006 DO-MMM-YYYY
Enrolment date an file Revised enrolment date
03-Sep-2007 DD-MMM-Y Y'Y

Date of change

20-Jan-2021

_




Change of employment —

Earnings, contributions and service for DBprime

Complete this section if there were any
changes to the member’s employment
information.

Provide the information up to the date
before the effective date of the
employment change.

If a change in the member’s pensionable
earnings is required, update the earnings
without any lump sum payments.

If the DCT has been submitted for the
previous year, select “Yes’ otherwise
select ‘No’.

Earnings, contributions and service for DBprime

Complete this section if there has been any change to the member's employment information.
Provide the basic contributions and eamings information for the period from this January 1 to the workday before the employment change.

If you are reporting a change in pensionable earnings for a DBprime member, report basic pensionable eamings excluding any lump sum
payments.

Refer to the Employer Manual for additional information regarding pensionable earnings.

Current year

From To

‘01—Jan—2020 v ‘ ‘ 31-Dec-2020 v ‘
Pensiona ble semvice Pensionable earnings ()

‘ 1.00000 v ‘ ‘ 62,000.00 ‘
Lump sum (§) Annual salary rate ()

‘ 85000 v ‘ ‘ 62,850.00 v ‘
Basic contributions (§) CAAT RCA contributions (5)

‘ 7.02880 v ‘ #
Pension adjustment (§)

‘ 6,882 v ‘

Has the DCT for the previous year been submitted?

o Yes ':::' No

_




Change of employment —
Earnings, contributions and pensionable service for DBprime

- If you SeleCted "NO" Complete the Haj‘the DCTfor;he previous year been submitted?
. . () Yes No
required fields
Previous year

From Ta
DD-MMM-YYYY DO-MMM-YYYY
Pensionable semice Pensionable earnings (3)
Lump sum ($) Annual salary rate ()
B8 # 8
Basic contributions ($) CAAT RCA contributions ()
B8 # 8

Pension adjustment (3)

_



Change of employment —
Earnings and contributions for DBplus

= Only complete if there was a
change to the member’s
employment information.

Earnings and contributions for DBplus

Current year
= Enter the information in the

From To

reCIUired fields 01-Jan-2020 v |31—Dec—2020 v ‘
- If the DCT haS been Subm |tted Eligible earnings (F) o |Member contributions (5) o ‘
for the previous year, select ‘Yes’ - e
. ‘ y mployer contributions

otherwise select ‘No’. 1000 v

Has the DCT for the previous year been submitted?

O Yes ) MNo

-—



Change of employment — 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 Patterson 29-Jlan-2021

Assign to

-—




Change 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 Ve




Change of employment process — Message Centre

Determined Rainbow #

= The message can be seen in the
Search Results —

Message Centre

A secure way to communicate with the CAAT Plan

= Notification preferences should be PR
updated to ensure that you can oeeumart e
receive any notices pemteravimar

Change of employment

Find a message

Termination of Reference ID: Subject:

employment

Date:
Pensicn application

DO-MRMK-™ ™Y

Pensicn estimate

Emeﬂ
Help

Change of Employment task has been "
sszigned to Marsha marshausttest - Z5-Jan-2021
i a’.ﬁ - KAISUL SIMFROPVECZTDF

S

Change of Employment tzsk has besn
assigned to Marsha mpsttest] - 1817 - 25-Jan-2021
FNAME LNAME

-—




Change of employment — 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
1620 SIMFROPVECZTDF KAISUL Change of Employment
1817 LMAME FNAME Change of Employment
17 sdkhgfsdkagfdk sgfsjkfghf Enrolment

View all in process




Change of employment - Save

= When complete, save the process
= A pop-up box will be displayed if it was successfully saved

= |f it is not successful, the pop-up box will state: “Failed to save the new change of employment
process!”

Successfully Saved

Change of employment saved




Change of employment - Save

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

= You can view the process in both the
“Recent activity” and “Transactions in
process” logs

= You can also retrieve the change of
employment transaction form from the
“Transactions in process” log

Recent activity

29-Jan-2021 11:59 AM

131925 - FBRJUJQQB AEK- Change of Employment Assigned to Marsha Patterson

29-Jan-2021 11:00 AM

22-Jan-2021 04:43 PM

22-Jan-2021 04:01 PM

21-Jan-2021 12:37 PM

131928 - SIMFROPVECZTDF KAISUL- Change of Employment Assigned to Marsha
marshauattest

#0Bplus member: 1929554 - LNAME FNAME - DBplus Enrolment Form Assigned to CAAT

#DBprime member: 1929553 - LNAME FNAME - DBprime Enrolment Form Assigned to
CAAT

143738 - NAPHORG TLLTW- Pension Application Form Assigned to CAAT

View all activities

Transactions in process

In progress

Member name

Type of transaction

1823 FBRJUJQQEB AEK

Change of Employment

1820 SIMFROPVECZTDF KAISUL

1817 LNAME FNAME

Change of Employment

Change of Employment

View all in process




Change of employment - Validate

= Validate the process to confirm all applicable fields are complete

= 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.




Change of employment — 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.




Change of employment — 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.




Change of employment — Submit to CAAT

= Once successfully validated, you can submit to CAAT

= You will receive a pop-up box 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




Change of employment — Send to CAAT

= Another pop-up box will appear upon successful creation of the Change of Employment

= Note the tracking ID number

Submit to CAAT Confirm

Transaction successfully submitted to CAAT. The tracking 1D is
1929588,

—




Change of employment

= View the Change of Employment form by
selecting the “Download/Print” button

Submit to CAAT Confirm

Transaction successfully submitted to CAAT. The tracking ID is
1929588,

Done

FR1B23IETR2E322T2P#1020588
Submitted wvia 2021-01-28 via employer portal

ﬁ caat

Change of Employment

Planaa complute ol mppkcakis sections =f this farm
Mambaria
[ s

currantly sarning

= pamion under:

Lest nema Pirsk nama Initim| Sccml lasrance Number Duim of birth
LNAME FNAME 0011856799 07-Feb-1084

smmbar's plan dusign hes chanped

Emlzyar neme |DEterrnined Rainbow

Note: Date format i od-mmm- vy Sor il Gate fieks

mw glan Saaign:

Dmrme Elnsgm 31-Dec-2020

€ Change of empicyment informatian

tnd dutn =f pravize plan dusigs Start dutn of nww pla= dusign

01-Jan-2021

Swmber's e=plzymant type hes changed Mambar juradiction of amploymant b chasges

B mmploymant type Erd dute of pravious type Startdete sfemwtyps | Juriadiction of amploymant ‘"'i"’_:_"“;'::':::""""
[ret-sima TRFT 31-Dec-2020 01-Jan-2021 oM 03-Sep-2007
Mambar's m=ployes grewe hes changes
Change of smployss group Dats of changs

| Foommsasan [Jrazomy  [suppen 01-Jan-2021

Corrmctons to Membars' dats of hirs or anrolmest dets

Hirs dutw on file Mavised hire dets Enrolmest deta on fie Ravasd enrolment dete Oute of charge

02-Jan-2008 03-Sep-2007 20-Jan-2021

b Esring:

Camlate if thars has besn wmp changs t= ampleymant infermatias.
Prenvich Lt biie £antsibs v it biliw fr this g iasd o lanuary 330 L this workdiy bilors (he eslymant dhane.

1 s an sepontivg & tharg s Tiow gmione minmiles, pispet B i ivkicn e aren s, enehuskieg any busses sum paysants.
stmfr tn the Fmplosper Manusl ’ ing

Currant yuar Prmviz yaar
11F DET bums mot bmwm aubmitiad)
From:li-fan-2020  To:-Dec-2020

Pamic=able sarsings

feriudieg 2 p sm paymes) 5 62,000.00 5 0.00
Lump sum 5850.00 5 0.00
Amnual aalery rate

iy s b changel £62.850.00 5 0.00
Basiz contributions ) £7.028.89 |’ 0.00
fdoes notincluds purchised leaves)
LRAT ACA comtribation £0.00 s 0.00
Pamicoakl i
|o:nalsem:e::'x‘|-.dngpmhmu service, used for PA coloulation| |5 decimals) 1.00000 0.0000%
Pamis sdjutmant 5 6.832.00 |g 0.00
CAKT Parizn Flan Tak ATEA A S00 Tol Press 1 BSA 1507126 Fam: 416605 90E ww.camtzanzion.on.ce

250 Yorge Strwet, Seite 2K, Tommin, 38 MSH 317

P — Emzioyar: Flesae aand a cogy of thia form ko the CAAT Flan vin <000




Change of employment process

= Now that the form has Recent activity
been submitted to CAAT,
you can view this R - FEPJUJQQB AEK- Change of Employment Assigned to CAAT
submission on the
dashboard under the
“Recent activity” and
“Transactions sent to
CAAT” sections

Transactions sent to CAAT

Submitted Case number Tracking ID Member name Type of transaction

1823 CA0002924 1929588 FBPJUJQQB AEK Change of Employment

View all sent

_




Live demo






