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How to Use GrandMaster Suite - Record of Employment (ROE)

Overview

The Record of Employment (ROE) is the single most important document in Employment
Insurance (EI). Service Canada uses the information on the ROE to determine if a person qualifies
for EI benefits, how much he or she will receive and the length of time the benefits will be
received.

The ROE also plays an important role in controlling the misuse of EI funds and it must be issued
even if the employee has no intention of filing a claim for EI benefits. This will help make sure
that employees who are not eligible do not collect EI Benefits. A penalty under the Employment
Insurance Act for non-compliance may apply to employers who fail to issue a ROE as required.

GrandMaster Suite allows you to create a ROE form for any and all payroll employees.
Employers must issue a ROE within five calendar days after an employee's interruption of
earnings, or the day the employer becomes aware of the interruption.

a" Ve eka” Ve C/fgj' RECORD OF EMPLOYMENT
LN |
%? = ROEs must be generated for all payroll
I employees whenever they experience an
_> interruption in earnings.
- GrandMaster Suite makes this

task easy by using detailed ==

Employee(s) experience Use GrandMaster employee data to filkin and
interruption in earnings Suite to generate ;
e . automatically complete the
(e.g. Quits job, terminated, each employee’s ROE f it )clj ROIEf
maternity leave, mass layoff) @3 ormatte orm. = j

When Should | Create an ROE?
e A ROE must be issued within five calendar days of the employee's interruption of
earnings or the date that you (the employer) become aware of the interruption.

e In all cases when specifically requested by Service Canada.

How Does it Work In GrandMaster Suite?

GrandMaster Suite stores all payroll and employee data in a program database. This data is used
to automate the selection and issuing of employee Record of Employment information.

The program offers the |ssued ROES window (discussed later in this guide), that allows you to
insert a new ROE item for the employee of your choosing.

Forwarding Completed ROEs to Service Canada

Whether you are working with one employee or multiple employees, the completed ROE forms
can be exported for issuance to Service Canada.
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Editing ROEs

GrandMaster Suite is flexible and allows you to edit the information on an ROE before it is issued.
This process is made easy since the program presents the data for each employee as it appears in
the payroll. You only then need to change certain fields as required.

3—>
- - / :

TP
’ﬁj Modify the ROE Print the
‘[/2 ( /l data if required employee’s ROE

Generate the

Employee experiences ROE and = . y
interruption in earnings verify the data \| ; gE i
Print the Forward one copy to
employee’s ROE Bathhurst and one

copy to employee
(employer keeps third copy)

Amending ROEs

The program also allows you to issue amended ROEs. An amended ROE can be issued if it ever
becomes necessary to change or correct the information on a previously issued ROE.

When is the Best Time to Set up This Feature?

As mentioned earlier, the optimal time to issue an ROE is within five calendar days after the
employee experiences the interruption of earnings.

Working at the Payroll Level

ROE setup does not relate specifically to either the Payroll level or the Employee level. That is,
you will need to move between both levels as you define certain settings. For example, when an
employee is leaving the job you can edit their Last Day Worked setting via the Employee Module.
If you want to create the employee's actual ROE, you can do so from the Reports menu in the
Payroll Module or from the Employee Module.

Employee Status and the ROE Process

GrandMaster Suite uses an employee's Satus setting to determine some of the details that will be
added to their ROE. Of the six available status settings (Active, On Leave, Terminated, Laid Off,
Final Pay or Never Worked), only three can be used to trigger the automated procedures. If you
apply the Terminated, Laid Off or Final Pay status to an employee, the program can be set up to
automatically create the ROE based on the employee's final pay.

Likewise, the ROE procedure can be used to automatically set an employee's status to Terminated
once the ROE is created.
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Creating ROEs

For further information regarding Final Pay status see the Pending Termination section of this
guide.

Note: The Never Worked employee status is used in the event that an employee was added to the
payroll but never actually worked. This setting will ensure that the program does not needlessly
issue an ROE.

GrandMaster Suite allows you to create ROEs for single or multiple employees, depending on the
needs of your organization. Creating ROEs in a batch form can save you a great deal of time if
you have a large number of ROEs to be issued.

The following lessons are provided in this guide:

e ROE STATUS SETTINGS - This lesson discusses several employee-level settings that are
applied each time you create an ROE. Though brief, this lesson is important as the settings
can have an affect on the employee's status in the payroll.

e CREATING AN ROE FOR ONE EMPLOYEE - This lesson will show you how to create
a single ROE for an employee who is leaving the job. You will use the commands under the
Payroll Module's Reports menu.

e PRINTING AN ROE - This lesson will show you how to define your printer settings and
generate the printed copies of the ROE.

e CREATING ROES FOR MULTIPLE EMPLOYEES - This lesson will show you how to
process ROEs for multiple employees. You will use the Pending Termination command to
automatically build a group of employees who have a Last Date Worked date within the pay
period you specify.

e CREATING AN AMENDED ROE - This lesson will show you how to process an amended
form for an employee who has already been issued an ROE.

ROE Status Settings

Before you create your first ROE, you need to be aware of settings that will be automatically
applied as you create each ROE. These settings can have a significant effect on the employee's
status in the payroll.

TO VIEW PRE-DEFINED ROE SETTINGS:

1. Open the Payroll Module and ensure your payroll is open and ready for use, and then choose
the Settings command from the File - Properties submenu.
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File Groups Employee Payroll Calculation Reports Year-End  Internet  Help
New... .
Open... F2
Close Esc
Delete
Properties > Password...

Printer Setup... Lozt
Search Technique...
bt Settings..
Utility Programs...
Fig. 1

The Settings Command

This opens the Settings window that contains multiple options that can be applied to all of

your company payrolls.

File

General

Help

&

™ ]
[ Show only payroll ACTIVE employess
-

[v¥ Process Preset Hours by Date

™ Turmn Off Calculation Warnings

™ Resolve Rate Table to Initial Hire D ate

ROE Processing
™ Always T eminate

Add Employes

Usze Add Employee ‘Wizard
i Dizable r

{* Enable o Al Payrolls

Apply

(v Azk to Teminate

[~ Require a Template to Add an Employee

" Single Payroll

v Usze Dated Pogitions for Pay Rate [ Select Overide
™ Allow Lower Position Pay Rates

[v &llow Lower Position Pay Rates to Eaming table maximum
[” Disallow Clawback for Autopay Accumulators

™ Turn Off Date Warnings in Calculation

~
v Only show Emploves's Positions for Howrs Entry

" Mever Teminate

LCancel

Fig. 2
The Settings Command

The ROE Processing section in the center of the window contains the methods that control an
employee's status each time you issue his/her ROE.

Always Terminate - If you have this setting defined, the program will automatically

change the employee's status to Terminated upon successful creation of the ROE form.
This is the default that is set when you install the program for the first time.

Depending on your business and employee type, this setting may not be the most suitable.
For example, if you employ personnel who regularly leave the job for extended periods,
but are not officially being terminated (e.g. construction or manufacturing workers), this
setting would not apply. Any of the other two settings would be more applicable.
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e  Ask to Terminate - This setting instructs the program to prompt you before changing the
employee's status to Terminated upon successful creation of the ROE form. This can be
useful if you employ different types of personnel, only some of whom will be set to
Terminated when their ROE is created.

e Never Terminate - This setting instructs the program to perform no change to the
employee's status when their ROE is created. This setting is most useful when the
majority of your employees are not being terminated.

Never Terminate - If you choose Never Terminate, keep in mind that you will need to manually
change the setting for each employee after you create their ROE. This change will be based on the
reason for which the employee's ROE is being created (e.g. going On Leave, temporarily Laid Off).

2. For the purposes of the following two lessons, we will leave the default setting as shown -
Always Terminate. If your setting is different, choose the Always Terminate radio button
before proceeding with the following lessons.

3. Click OK to close the window to return to the Payroll Module window.

Creating an ROE for One Employee

Once you have determined that an ROE for a single employee is required, it can be created via
commands under the Payroll Modul€e's Reports menu.

TO CREATE AN ROE FOR A SINGLE EMPLOYEE:

1. Open the Payroll Module and ensure your payroll is open and ready for use, then choose the
Record of Employment command from the Reports - Employee submenu.

4. Payroll Module (TEST)

File Groups Employee Payroll Calculation  Reports  Year-End  Internet  Help
1) 5 ’
Employee > MName and Address...
test payrall o
Audit Trail.. Mailing Labels...
Pay Year: 2016 Workers' Compensation.. Payroll Profile...
Period: 5 Payroll Entry... Full Time Equivalency...
Sequence: 263
. Input Worksheet... Record of Employment...
FPay Type: Marmal
Statutory Hours Report...
Statistics Canada...
Employee Rates »
Payroll Rates ¥
Distribution...
Distribution Transaction...
Custom Reports >
Additional Report Modules >
Fig. 3

The Record of Employment Command

This opens the Issued ROEs window that displays ROE forms that have been issued to your
employees. You can also use it to prepare and issue new ROE forms.
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The title-suffix will be shown as All Employees because this method displays ROE records for
every employee in the current payroll.

% Issued ROE's - All Employees
File Help
Date Range

Start Date: 2016411430 End Date:  2017/02/28 Set Date Bange... List by Date...

Record of Employment Data
Year Period Date Frirt Status Employee Serial Murnber

Ho ROE's Selected ~

Inzert... | |

ROE Output Settings... | Frint ROE | Ezit |

Fig. 4
The Issued ROEs Window

If you have never created an ROE with the program, this list will appear empty (as shown in
the above example). As you create ROEs on an ongoing basis, this list will display each
record along with its pertinent information.

As this list of ROEs continues to grow, you can use the options in the top section of the
window to display historical records based on their date. This can be very useful in cases
where you need to view only a select group of ROEs for a certain period of time.

Choose the Insert button. This opens the Name in Payroll window so you can choose the
employee for whom the ROE will be created.

MNumber in Payroll: TEST - test payroll

Employee
Name: | List.. | SetSearch Technique...
0000,/00/00
™ Show only payroll ACTIVE employees [ Active in cument pear
| << Previous Mext > | |
Help ak | Cancel |
Fig. S

The Name in Payroll Window

Choose the name of the employee for whom you will be creating the ROE. You can do this
using the List button (to select from a list of employees in the current payroll) or by using the
Next>> or <<Previous buttons to move through the list one employee at a time.

In our example, we have chosen Roxanne Genoa, an employee who will be temporarily
leaving the company due to a work slowdown.
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Mumber in Payroll: TEST - test payroll

[~ Show only paproll ACTIVE employess

— Employes
Mamne: |[E1SEIRENE List... Set Search Techrnigue...
winnipeg, ME
R2K 143
453 123456732 1391408403

[~ Active in curent pear

Add to Payroll... | << Previous Mewst »» | Add to Registry... |
Help | ak I Cancel |
Fig. 6
The Selected Employee

4. Click OK to close the Namein Payroll window. This immediately opens the ROE Details
window where you can edit the detailed information that will appear on the employee's

printed ROE form.
24 ROE Details- (  453)
File Help
2-7 |3-9 | 10-14] 15 | Hows | Hours (Continued) | Eamings | Eamings (Continued | 16 |17 | 18- 22]
— Employer |nformation
1] Sernial Murmber |
2] amended Serial Humber |
4] Company Test Payroll
123 Any Street
Winnipeg, MB
RzH 3c7
5) CR& Account Number |123456782RP0001 FULL RATE
E) Pay Period |BI-WEEKLY2B j
LCancel
Fig. 7

The ROE Details Window with the First Tab Displayed

The tabs in the window are setup similarly to an actual ROE form, making it easy to edit or
change the fields.

Field Descriptions - Refer to Service Canada guide "How to Complete a Record of Employment”
for a complete explanation of all the fields.

The fields are also numbered on the screens using the same numbers that appear on an actual
ROE form. For example, the first field is entitled "Serial Number" and is prefixed by a
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number (1). The following image shows how the Serial Number field corresponds to the older
style printed ROE form. Note: as of October 26, 2013, Service Canada announced that they
would no longer accept the older printed forms.

Rl Goiniomms | Diveioporort ot ressoucos omoven s IF COMPLET 40 THIS FORM OY HAND, USE A FEN AN PRESS FIRMLY
RECORD OF EMPLOYMENT (ROE) R MBLE YR j % A 5 Protected when completed -
SERIAL MO SERIAL N0, OF RECORD AMENGED OR A PLACED Rl ENPLOYER'S PAVACLL AEFERENCE D)
A00000399 N |
EMPLOVER'S NAME AND ADDRESS. TN FEVENUE CATADA BUGNESE WO, (B8R .
|
|« R
2.7 |5-8N0-14] 15 | Hows | Hows (Corsd) | Eamings| 16 |17 | 18-22]
[N EMPLOVEE S RAME AND ADDRESS.
~ Employst Infomaat
11 Sanial Humibst |400000559
L 21 Amended Sanal Humber |
QECUPATION
&1 Comparge AEBL Compang
123 Fauth St
TOTAL INSURABLE HOURS ACCORDING TO CHART ON REVER]
Winnipeg, ME
Al 2£3
TOTAL INSURABLE EARNINGS ACGORDING TO CHART ON REV
51 CCRA Acoount Number 123456785RPT00 FULL RATE
[s]
Fay Penad BI'WEEKLY -
I Gy COMPLETE 17 THERE HAS BEEN & PAY PERIGD WITH 10 Sl I J
EARNINGS. COMPLETE ACCORDING TO CHART ON REVERSE
PP, | BSURADLE EARNBGS | PUP, | INSURADLE EARKRNGS | PP, | oK I c |
1 H 3
] T T T —
4 5 3 | !S !
7 8 E | |8 )
10 n 12 - OTHEN MONIES (BRECIFY)
5] i 1% 3
SRS | F— { .
18 7 18 |%
19 20 21 I
2 =l #l o Kcomens
25 26 27
ONLY COMPLETE IF PAID SICKMATERNITY/PARENTAL LEAVE OR
GROLP WAGE LOSS INDEMNITY PAYMENT [AFTER THE LAST DAY WORKED).
PAYMENT START DATE AMOUNT
0w . R < semony ||
[ penmezk[ |
| COMIURICATION PREFERRED IN TELEFAONE MO,
o LIS FRENCH ‘ )
g (
a3 1AM ASYARE THAT IT 15 AN OFFENCE TO MAKE FALSE ENTRIES AND HERERY
g| CERTIFY THAT ALL STATEMENTS Ok THIE FORM ARE TRUE
i v - ¥
2
B SIGNATURE OF 155UER B AN OF FSSUER (pass frl DATE
NoT LG o i 5ol MPLOYEE'S 00
a THE Ce st ahAT

Fig. 8
The ROE Details Window and an Actual ROE Form from Service Canada

Notice that each of the applicable data fields has been filled in automatically based on the
information that exists in the payroll. For example, the full company mailing address appears
beside field number 4. Further down, the company's CRA Account Number and Pay Period
frequency are shown.

GrandMaster Suite provides you the flexibility of changing or adding information as required
on each of the available tabs. For the purposes of this lesson, we will make two
modifications:

e Add the employee's occupation for record keeping purposes

e Change the employee's Recall Date, since she is leaving the job due to a temporary work
shortage.

e Add a comment that will appear on the printed ROE.
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e Add your company's contact and phone number so Service Canada will know whom to
contact if additional information is required.

TO EDIT THE EMPLOYEE'S ROE:

1. Click on the 10 - 14 tab at the top of the window. This changes the display to reveal the ROE
options for items 10 through 14 on your ROE form.

1. ROE Details-{  453)
File Help
2-7 l -9 10-14 l15 l Hours l Hours [Continued]l Earningsl Earmingz [Continued]l 16 l 17 l 18 -22]
Employee Dates
10) First Day Waorked 2013/09/30
11] Last Day Which Paid 201511010
12] Final Pay Period Ending Daate 2016/02M7 Final Pay Period... 252
13] Occupation |Admin
14] Recall Date 000000400 " Known O Unknown ¢ Mot Returning
LCancel
Fig. 9
The10- 14 Tab

2. Move to the Occupation field and enter Clerical. This represents the type of work that this
employee performs.

3. Move to the bottom section of the tab and select the Unknown option. This indicates that
Roxanne may be returning to work in the future, but you are not sure of the actual date.
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24 ROE Details- (  453)

File Help

2-7 8-9 10-14 l 15 l Hours l Hours [Continued]] Earningsl Earnings [Eontinued]] 16 l 17 l 18- 22]
Employee Dates
10] First Day "worked 201340930
11] Last Day Which Paid 201540410
12] Final Pay Period Ending D ate 201640247 Final Pay Period... 252
13] Occupation |Elerical
14) Recall Date 000000400 " Enown ™ Unknown ¢ Mot Retuning

LCancel
Fig. 10

The Completed 10 - 14 Tab

Move progressively through each tab and verify that the information is complete and correct
for your employee. If you need to make a change, do so as required.

The final changes for this lesson occur on the last two tabs of the window.

Select the 16 tab and then add the required contact information under the Contact Name and

13

Phone section. The first ROE issued by the program will require that this field be completed.

Subsequent ROE's will default to this name and phone number unless modified.

Click on the 18 - 22 tab to view those related ROE options.
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/A ROE Details- (  453)

File Help
2-7 | 8-9 | 10- 14| 15 | Hours | Hours [Continued]l Earningsl Earnings [Eontinued]l 16 | 17 18-22

 Cormment

FP1includes 1221000 dollars and - 720,00 hours paid after the last work, day

I Include Comment in all ROE's

— Paid Leave Information
Tupe:  Sick  © Matemal & Other

Date: |Dnuwnnxnu Amount: | " PerDay  Per'week

 lssuer Information

@ English " French Phone: [204  [ag7 - [8520
M ame: |F|oHanneGenoa lzsue D ate: |2D1?3’023’28

LCancel

Fig. 11
The 18 - 22 Tab

7. Add an appropriate comment in the Comments field. For example: Employee will be recalled
when more work becomes available in the spring. This text will appear in the Section 18
of the ROE form when it is printed.

8. Move to the Issuer Information section and enter the Name and Phone number of the person
at your company who will be responsible for answering inquiries about this ROE.
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File Help
2-7 | 8-9 | 10- 14| 15 | Hours | Hours [Continued]l Earningsl Earnings [Eontinued]l 16 | 17 18-22

 Cormment

FP1includes 1221000 dollars and - 720,00 hours paid after the last work, day
Employee will be recalled when mare work becomes available in the spring.

I Include Comment in all ROE's

— Paid Leave Information
Tupe:  Sick  © Matemal & Other

Date: |Dnuwnnxnu Amount: | " PerDay  Per'week

 lssuer Information

@ English " French Phone: [204  [ag7 - [8520
M ame: |PatJones lzsue D ate: |2D1?3’023’28

LCancel

Fig. 12
The Completed 18 - 22 Tab

Click OK to complete the ROE. This closes the window and returns you to the |ssued ROEs
window where the new record is displayed.

A lssued ROE's - All Employees

File Help

— Date Range
Start Date:  2016/11430 EndDate:  2017/02/28 Set Date Bange... List by Date....

— Record of Emplopment D ata

Year Period Date Frirt Status Employee Serial Mumber

2016 0085 2017/702/28 GENDA , ROXANNE

Inzert... | Edi... | Delete

ROE Output Settings... | Frint ROE | Ezit I

Fig. 13
The New ROE Record Appearsin the List

You can now proceed to the next lesson that discusses the settings that control your printed or
exported ROEs.
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Printing an ROE

TO PRINT AN ROE:

Once you have created your ROE you can output it to any printer device or create an exported file
that can be forwarded to Service Canada. This lesson will show you how to out put the ROE to a
printer device. It will also discuss how to view and modify your printer settings for future ROEs.

1. Open the Issued ROESs window (if you are not already continuing from the previous lesson),
and then select the ROE that you wish to print. In our example, we will be printing an ROE
for Roxanne Genoa.

A lssued ROE's - All Employees

File Help

— Date Range

Start Date:  2016/11/30 End Date:  2017/02/28 Set Date Range... List by Date....

— Record of Emplopment D ata

Year Period Date Frirt Status Employee Serial Mumber

2016 0085 2017/702/28 GENDA , ROXANNE

£ >
Inzert... | Edi... | Delete
ROE Output Settings... | Frint ROE | Ezit I
Fig. 14
The Selected ROE

2. Choose the Print ROE button at the bottom of the window. This opens the ROE Output
Settings window.
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2. ROE Qutput Settings

File Help
— Output Selection — ROE Faorm Selection
= Print ROE [with PDF Background) = Form 53 Week
* Ewxport ROE WEE file " Farm 93E
— Cortact [nformation  lzsuer Information
Phore: I Phore: I
Name: | Mame: |
— Expart File =
5 - Browse File Type
File Mame: Iuntltled.blk Browse... I
= = 0 *oay
Must include full path name - e.g. c\gmsuitesample. cay bt
Mote: any file extenzion selected will automatically be changed to " blk" - i
to enzure that the comect file type is sent. - (all files]
I~ Append to Esisting file

LCancel

Save Settings | Apply |

Fig. 15
The ROE Output Settings Window

3. Adjust the printer-related settings to match your output device using the following definitions
for assistance:

Output Selection

Print ROE This option instructs the program to send the ROE to the selected
printer device.

Export ROE This option instructs the program to write the ROE information to a
Web File disk file. The file will be created using Service Canada logical record
format and the settings defined in the Export File Settings section of
this window.

ROE Form Selection

Form 53 Week | This option instructs the program to print the ROE based on the
specifications in Service Canada 53 Week Record of Employment
form.

Form 99E This option instructs the program to print the ROE based on the
specifications in Service Canada 99E Record of Employment form.

Contact Information

Phone/Name Enter the name and phone number of a contact person who can
answer question about the ROE.

Issuer Information

Phone/Name Enter the name and phone number of the person who is issuing the

Export File

|w
o
e

Note: The options in this section will be enabled if you choose the Export
ROE Web option in the Output Selection section of this window.

File Name Enter the path and filename of the exported ROE file. Use the Browse
button beside this field to locate an existing filename that can be




18 How To Use GrandMaster Suite

overwritten with the new data.

Append to Check this box if the ROE export data should be added onto the end
Existing file of an existing ROE file. Remove the check from this box if you wish
to create a new ROE file with each export process.

4. Once your printer settings are defined, click OK to proceed. This closes the window and
sends the ROE to the specified printer device.

If you are using the GrandMaster Suite Report Viewer (see the following note), the ROE
output will be displayed in the Report Viewer window before it is printed. This gives you the
opportunity to preview the data before creating the printed copy.

The Report Viewer - The GrandMaster suite Report Viewer can be used to preview all reports
before they are printed. This helps conserve printer paper and toner as well as provides an
effective way to perform text searches in any report.

To activate the Report Viewer, select the File - Printer Setup command from the Payroll Module
window, then click the Use Report Viewer checkbox.
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Fig. 16

The Report Viewer Window with the Previewed ROE

5. Use the scroll arrows to view the entire report and verify the data if desired.
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6. When you are ready to print the report, choose the Print option from the PDF report viewer
window. This sends the ROE output to the printer device.

] tmpcob.pdf - Adobe Acrobat Reader DC
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Fig. 17
The PDF Viewer's Print Command

7. Close the Report Viewer window to complete the procedure.

Service Canada ROE Web Service

GrandMaster Suite provides full support for Service Canada's ROE Web. This support is offered
through an export option in the ROE Output Options window.

Note: The following lesson shows you how to export a sample ROE and import it into the ROE
Web program. The lesson assumes you have access to Service Canada ROE Web service. If you
are an employer that wishes to use the ROE Web application for the first time, your Business will
need to register with Service Canada. Please visit Service Canada website for more information on

registration.
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TO EXPORT THE ROE WEB FILE:

1. Open the Issued ROES window (if you are not already continuing from the previous lesson),
and then select the ROE that you wish to export. In our example, we will be exporting an
ROE for Laurie Linney.

s':ﬁ, Issued ROE's - All Employees

File Help
— Date Range
Start Date: 200402412 End Date:  2004/05/12 Set Date Bange... | List by Date... |
— Employes ROE's

Year Period  Date Fririt Status Emplayes Serial Humber

v
4| 3

Inzert... | Edit... | Delete
ROE Output Settings. .. | E=port ROE | E zit I
Fig. 27

The Selected ROE

2. Choose the Export ROE button (or the Print ROE button -- see note below) at the bottom of
the window. This opens the ROE Output Settings window.

Note: If the Export ROE button does not appear, it means that the Print ROE function was
performed the last time this window was used. In this case, the button at the bottom of the window
will instead read Print ROE. In either case, the button will open the same editing window where
you can choose to perform either a Print or Export function.

3. Choose the Export ROE WEB File option from the Output Selection section of the window.
This instructs the program to export the ROE data to an ROE web-compatible file rather than
sending the data to a printer device.

4. Move to the File Name field and enter the path and name of the exported file. In our example,
we will be storing the ROE Web data file in the \gmsuite folder and naming it accordingly
(our example: abe_roe.blk).

Note: The file name must not contain any spaces and must have an extension of .blk.
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<3, ROE Output Settings

Eile Help

— Dutput Selection ROE Form Selection
= Print ROE * | Form S7E
= Export ROE ta HRSD file ) B 286
& Export ROE WER file

— Export File Setting

File Mame |d:‘\gm$uite‘\abc_rc-eﬁ.blk
™ | Enperdte Erstit e

— Printer and Fant Setup

‘f" [irert b It b et Erinter: & irect b Laser Brifiter £ el |

Famt: |EourierNew Point Size: |12

Pritiker: |LF'T‘I:

Save | Apply | LCancel |
Fig. 28

The Completed ROE Output Settings Window

Click OK to export the file. This action will close the window and return you to the Issued
ROEs window. You can now proceed to the next section that will discuss how to transfer and
view the exported file on Service Canada ROE Web Internet site.

TO IMPORT THE ROE INTO THE SERVICE CANADA ROE WEBSITE:

1.

Connect to Service Canada ROE Web Internet site using the information provided to you by
your local Service Canada office. The welcome web page presents you with multiple options
for working with Record of Employment forms.

Move the mouse over each of the available options to view the various functions you can
perform using this web site. We will be using Bulk option that allows you to transfer amounts
of your company's pay data to Service Canada server for processing.
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<} ROE Weh Menu - Microsoft Internet Explorer _ (O]

File Edit “iew Favorites Tools Help |

« .+ .09 O fNla @ @B &5 o .

Back Fonmard Stop  Refresh  Home Search Favortes  Higtory IGET Print Edit
Address I@ hitp: /#5rv263 hrde-drhe. ge.cadmenu_E.asp j P Go |
Human Resources Dévaloppamant des - . 1
I*I Development Canada  ressources humaines Canada Cdl]ddd

ContactUs__|Help _____|Search____|Canada Site
Home _____[0&A______[OtherSites _[FI________[About |
ROE Web

rrcoec o [ASIENEEIEIATN

Bulk : enables you to transfer & large volume of your
automated pay system data to our server.

& [ e y

Fig. 29
The ROE Web Home Page with the Bulk Transfer Option Highlighted

3. Click on the Bulk option to proceed with this function. The web page changes to display the
main page for the bulk transfer function.
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<} ROE Weh Menu - Microsoft Internet Explorer _ (O]

File Edit “iew Favorites Tools Help |

« .+ .09 O fNla @ @B &5 o .

Back Fonmard Stop  Refresh  Home Search Favortes  Higtory IGET Print Edit
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Human Resources Développement des . . 1
I*I Development Canada  ressources humaines Canada Cdl]ddd

ContactUs__|Help _____|Search____|Canada Site
Home _____[0&A_____[OtherSites _[FI________[About |

ROE Web

RECORD OF

ep

RELEVER-IR A" 1N=]] —

© Transfer
@ View

Please select an option.

IR

|®j I_l_l_lﬂ Internet

Fig. 30
The Bulk Transfer Main Page

Two options appear on the left side of the screen: Transfer and View. As this lesson
progresses we will learn how to use both options.

Click on the Transfer option to proceed with this function. The web page changes to display
the Transfer File page. This page allows you to specify the location of the file you will be
uploading.
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/] ROE Weh Menu - Microsoft Internet Explorer Hi=]

File  Edit “iew Fawortes Tools  Help |

« .+ .0 @ 0la o 3 B 5 o .

Back Forward Stop Refresh  Home Search Faworter  History b ail Print Edit
Address I@ http: #fere 263 hrde-drhe.ge.ca/Upload e asp j f‘)GD |
Human Resourcas Développement des " . ]
I*I Development Canada  resscurces humaines Canada Cdnddd

ContactUs__|Help _____|Search ___|Canada Site
Home _____[0&A __[OtherSites _EI_________lAbout |

ROE Web

Transfer File

This section will transfer a large amount of ROE to HRDC serer.
Your file will be processed within a period of 15 minutes.

If your transferred file does not appear within 30 minutes, please
© Transfer contact your ROE Web coordinator {contact names located under
0 View Contact Us). B

Upload file: I Browse... |

Begin Transfer |

R

|@j Darne l_ l_ I_ |0 Irternet
Fig. 31
The Transfer File Page

5. Choose the Browse button then navigate to the location where you saved the ROE Web data
file (if you are following the previous lesson, the file will have been saved in the \gmsuite
folder). The file name will have an extension of .blk.

Choose file

Laok jr: Ia Gmsuite j gl
%] _UNODEC.dI abc._rosk bk i
=| _unodbe.log @Bulk_roe.pdf

_unodbc.log @ Bulk_roel pdf

_unodbc.log calscha tat

_unodbec.log ﬁ calsch #ls

_unodbec.log calzched. bt

_unodbe.log calschpr.tat

Kl 1

File name: Iabc_rer.blk

Files of type: [ Files )

Fig. 32
The ROE Web Filein the gmsuite Folder

6. Click on the file to select it then choose the Open button. This closes the window and returns
you to the Transfer File page where the Upload File field is now filled in.
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/] ROE Weh Menu - Microsoft Internet Explorer Hi=]
File  Edit “iew Fawortes Tools  Help |
5 =
&L . @ B Qa4 Em I B S N
Back Forward Stop Refresh  Home Search Faworter  History b ail Print Edit
Address I@ http: #fere 263 hrde-drhe.ge.ca/Upload e asp j f‘)GD |
Human Resources Développement des " . 1
I*I Development Canada  resscurces humaines Canada Cdnddd
ContactUs _ [Help _____|Search ____|CanadaSite
[Home ___[0&4A  [OtherSites _[El________lAbout |
ROE Web
Transfer File
This section will transfer a large amount of ROE to HRDC serer.
Your file will be processed within a period of 15 minutes.
If your transferred file does not appear within 30 minutes, please
@ Transfer contact your ROE Web coordinator {contact names located under
0 View Contact Us). B
Uploadfile:  [D:\Gmsuite\abec_roeb.blk | Browse.
| Begin Transfer I
&
|@j Darne l_l_l_lﬂ Irternet Y
Fig. 33

The ROE Web File Ready for Transferring

Choose the Begin Transfer button to start the file upload procedure. As the file is transferred,
the bottom of your browser will display a status indicator.

Upload file: |D:\Gmsuite\abc_r098.blk Browse... |

| ST

|@j Opening page Repost.asp st 5263 hrdo-drhc oc.ca . I l_ I_ l_

Fig. 34
The Upload Status Indicator

Once the file transfer is complete, the web page changes to the Bulk Transfer - Confirmation
page. The displayed text indicates the successful file transfer and states that you can view a
detailed status report if you prefer.
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8.

<} Bulk - Microsoft Internet Explorer Hi=]

File  Edit “iew Fawortes Tools  Help |
3 =
& 2 @ [ &A@ E @I RS .
Back Forward Stop Refresh  Home Search Faworter  History b ail Print Edit
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Bl
Human Resourcas Développement des " . ]
I*I Development Canada  resscurces humaines Canada Cdnddd
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ROE Web
Bulk Transfer - Confirmation
Your file has been transferred successfully.
You can access the detailed status report via the bulk icon in the main menu.
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© Transfer
@ View
Last Mordifiec: 2002-10-01 Important Hotices
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El
& | e y

Fig. 35
The Successful Transfer Operation

Choose the View option from the options on the left side of the web page. This opens the
Bulk View page and displays the files that have been transferred by your company. In our
example (shown below), we have performed four transfers in all.

/3 Bulk - Microsoft Internet Explorer [_ O] %]
File Edit ‘iew Fawvorites Tools  Help |
5 =g
L D o @ G @B [
Back Farward Stop  Refresh  Home Search Favoites  History I il Frint Edit
Address I@ hitp: #5263 hrde-drhe. ge. cawWEBROE. ASP AW CS=NO&TYPE=HTML j & Go |

Bl ooccomen Canea  ressourios nomsines Canada Canada

ContactUs __[Help______[Search ___|Canada Site
[Home _____[0&A______[OtherSites _[El________[About |

ROE Web
Bulk View
File Transfer Update
| File Name | Date of Transfer ‘ Status | Total of ROE
[DiGmeuitetabe_roek.blk [ 07/05/2004 Walid File [ 1
o Transfer [DGmsuitetahe_raes blk [ 07052004 Walid File [ 0 B
@ View [DiGmsuitetabe_roed.blk [ 07/05/2004 Walid File [ 5
[DiGmeuitetabe_roe3.blk [ 07/05/2004 Walid File [ 1
1to4 of4
El
‘@j ’_’_’_ 0 Internet Y
Fig. 36

The Bulk View Page with Four Transfer Records
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If you have never used the ROE Web feature before this, there will be only one record in the
list. The name should match the file you specified earlier in the lesson (e.g. abc_roe.blk).

Click on the desired record to view the transfer results. For our lesson, we will choose the
first record in the list -- abc_roe.blk. This changes the web page to display the results of the
file transfer procedure you just performed. If the transfer was successful, you should see the
number of ROEs that were included in the file and the number of ROEs that passed the
inspection (i.e. that were classified as valid).

If you were following this lesson, the results should appear similar to the sample below.

/3 Bulk - Microsoft Internet Explorer [_[O] =]
File Edit “iew Favorites Tools  Help |
5 =
.+ 0 0 ala @ 3B 5 .
Back Forward Stop  Refresh  Home Search  Favorites  History il Frirt Edit
AﬂdrESSl@ hitp: //srv263 hrde-drhe. oo caWEBROE ASFYTYPE=HTML j i Go ‘
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i+l - Canada humaines Canada Cdnddd

ContactUs __|Help_____|Search ___|Canada Site
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ROE Web
Bulk View
‘ File Transfer Update
: . Total of | ROE ROE ROE ROE
‘ File Name Date of Transfer | "poe™ | jsqued ‘ Passed ‘ Failed ‘ Rejected
© Transfer [oiGmeuiteiabe_res bk | o7mson4 [ 1 [ o [ 1 [ o [ o
© View 1to010f1 _
Last Modified: 2002-11-01 Important Hotices _I
|&] pone ’_’_’_ 4D Internet Y

Fig. 37
The Transfer Results for abc_roe.blk

Click on the number 1 under the ROE Passed column. This displays the ROE - Passed web
page that shows the individual employee information. It also allows you to print the report
using a variety of output options.

The table that appears shows the employee's Social Insurance Number, full name and the date
the ROE record was created.

Notice that the Serial Number column is shown as blank. The ROE Web program will
automatically fill in this number once you submit the final ROE.
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2 Bulk - Microsoft Internet Explorer |- [O] x|
File  Edit 'iew Favorites Tools  Help |
o=, = - & .
Back Faniard Stop  Refresh  Home Search Favarites  History I ail Print Edit
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ROE Web
ROE - Passed
File name: D:\Gmsuitetabe_rosb bk
Date of Transfer: 07 /05/2004
Print Language:  English © French Print Back Page: T es @ Ng
O Transfer : .
O View Select All Current | Clear Selection | Submit Selected | Create Report |
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| Select | Serial Number ‘ SIN | Employee Name | Date Saved
‘ [ ‘ ‘QQDDDDDDE ‘ LAURIE LINMEY ‘ 07/05/2004
1to10f1
El
/&) Done l_ l_ l_ # Internet 4
Fig. 38

The ROE - Passed Web Page

Now we can use this page to access the online version of the ROE form. This is the final step
required before we submit the ROE.

11. Click on the number shown under the SN column. This displays a full-color version of the
ROE form complete with all of the employee's information.
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; ROE - Microsoft Internet Explorer M=
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Fig. 39
The Completed ROE

12. Use the scroll arrows on your browser to view the entire page and to verify the data. If you

make any changes, ensure that you choose the Save as Draft button to store them.

Eile “iewy  Fawvortes  Toolz  Help

/73 ROE - Microsoft Internet Explorer =
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Fig. 40
The Bottom of the Completed ROE Form
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13. Once you are satisfied with the results, choose the Submit button. This submits the final ROE
to Service Canada and displays the ROE Submitted - Confirmation web page. The Status
column displays the word Submitted upon successful completion of the procedure.

Notice also that the Serial Number has been automatically filled in.

/3 ROE - Microsoft Internet Explorer TETx]

Ele Edit iew Favorites Iools  Help |

@ L D W@ G d |5 9 .
Back Farward Stop  Refresh  Home Search Favarites  History A ail Print Edit
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ROE Web
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‘fou can click on the hyperlink
to download and print the ROE submitted

L
File to download: roed705043000GPMA7489 . pdf
O Add New ROE Submitted
girnhemn: Draft | Serial Number | SIN | Employee Name | Status
o Find [ T00003265 | 290000002 [[LAURIE LINNEY | Submitted
@ Print
© Default Profile
Last Madified: 2002-11-01 Important Hotices

[ Frangais | Contact Us | Help | Search | Canada Site ]
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5|
‘@j '_ '_ '_ % Internst Y
Fig. 41

The ROE is Submitted Successfully
Lastly, you can print a copy of the ROE for record keeping purposes.

14. Click on the File to Download link that appears just above the table. This link is created
automatically by the ROE Web program and will open a printable PDF file that you can send
to any printer device.
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The ROE Formin PDF Format

15. Close the browser window to log out of the ROE Web program once you have completed

using the PDF form.

Creating ROEs for Multiple Employees

If you require ROE:s for large groups of employees, GrandMaster Suite provides an automated
method of generating and issuing each form. This functionality is provided through the Pending

Termination command. Since this feature is tied directly

to each employee's status setting, the

first part of this lesson will first discuss how to change the status for two employees. The latter

part will discuss the actual creation of multiple ROEs.

TO CHANGE AN EMPLOYEE'S STATUS:
1.

Open the Payroll Module and ensure your payroll is open and ready for use, then choose the

Employee Module command from the Employee menu.

31
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s':_ﬁ: Payroll Module [ABC_CO]

Fil=  Groups EEUsEIECW Pawoll  Calculation Beportz Year-End  Help
|E”‘ D“‘ [ Hours Entry....
Employee Module. ..
Payrall fi ddd Employes... ces
Pending Termination. ..
Pay vear:
a'lrf sl Wizard Settings...
Period: T
Sequence: 104
Pay Type: Marmal
Fig. 27

The Employee Module Command

This opens the Employee Module that allows you to update employee-specific information.
The actions you carry out from this location are considered "employee-level" and apply to one
employee at a time.

s':_ﬁ: Employee Module - ABC_CO : No Employee Selected

Fil= Employee Profle Data Calculation Beportz  Help
S el
L (T E N ) 2

I E01 &= 2] 2

Fayrall for ABC Company employees

Fig. 28
The Employee Module

2. Select the first employee whose status you will be changing. You can do this using the List
button (to select from a list of employees in the current payroll) or by using the Next or
Previous buttons to move through the list one employee at a time.

0 B

Fig. 29
The Next Employee, Previous Employee and Employee List Buttons, Respectively

In our example, we have first chosen Kyle Kincaid, an employee who will be Terminated.
You can tell that an employee is loaded when their name appears in the title bar of the
Employee Module.



<. Employee Module - ABC_CO : KINCAID KYLE {A}(11)
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Fil= Employee  Profle Data Caloulation Beports Help

EHEFEEE =) 23

Payrall for ABC Company employvees

-

Fig. 30
The Employee Selected for Termination

Choose the Payroll Specific Information command from the Data menu. This opens the
Payroll Specific Information window that allows you view or modify existing data for an
employee already in the payroll. The window consists of 12 tabs, each containing related

information for the employee.

. ROE Details - [ 7)

Eil=  Help
2-7 |a-9 |10-14] 15

I Hours | Hours [Continued]l Earningsl 16

|17 | 1e-z22]

— Employer Information

1] Serial Humber |

21 Amended Senal Mumber |

4] Company ABC Company

123 Faurth 5t.

Winnipeg, MB

&1B 2C3
5] CCRA &ccount Mumber |‘I Z3456789R P00 FULL RATE
6] Pay Period IBI-WEEKLY j

0K I Cancel
Fig. 31

The Payroll Specific Information Window

Click on the Payroll Status list box and select the Terminated option. This will instruct the

program to no longer process pays for this employee and to remove them from the list of

available (Active) employees.

33
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‘k Payroll Specific Information

Eil=  Help
Pravincial [nfarmation I Categories I Wieek | Additional Fields | Bank 1 | Bank 2 I Bank 3 I
General | Dates I BazesDefault | Federal Tax I Statutory Deductions

Employee Mumber: I 11

TERMINATED

Paproll Status:
CCRA Account: IFULL RATE j

— Pay Statement Message

Text: |
[For this emplovee only]

—EFT Settings

EFT Eank Frofile: I

¥ Enable Direct Deposit

QK LCancel

Fig. 32

The Employee Marked as Terminated

Now you need to enter the employee's final working day so that GrandMaster Suite will know
how to process the employee's final pay.

5. Choose the Dates tab then enter the last day that the employee will be working for the
company. In our example, the Last Day Worked corresponds to the final day in which he
received a pay cheque.

,':ﬁ: Payroll Specific Information

Eil= Help
Praveiticial Infarmation I Categories I ek | Additional Fields | Bank 1 | Bank 2 I Bark 3 I
General Dates | Baze/Default | Federal Tax I Statutory Deductions
Initial Hire: D abe: |2DDDHD1 A0
Start Date™ IM * The first day warked or the rehired date
Last D ate Worked: 200440310
Recall Date:

Anniverzany Date:
Yacation Anniverzany
Holiday &nniversany:

Sick Anniverzary:

—
—
—
—
—

ak Lancel

Fig. 33
The Employee's Last Day Worked Setting

6. Click OK to close the window and you are returned to the Employee Module. Now you can
proceed to the second employee whose status will also be changing.
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7. Select the next employee whose status you will be changing. In our example, we have first
chosen Laurie Linney, an employee who is leaving the company for another job. Her status
setting will be different than the previous employee because Laurie is leaving on her own
choice.

8. Choose the Payroll Specific Information command from the Data menu then click on the
Payroll Status list box and select the Final Pay option. Now all that remains is to set the final
pay date for this employee.

Employes Mumber: I 12

FINAL PAY

Paprall Status:
CCRA Account: IFULL RATE j

Fig. 34
The Employee Marked as Final Pay

9. Choose the Dates tab then enter the last day that the person will be working for the company.

Initial Hire: D ate: I2DDD.:"D'I L

Start Date®: I2DDD.:"'I 00 | * The first day worked or the rehired date
Last Date Worked: 2004.403/10
Recall D ate: I

Fig. 35

The Second Employee's Last Day Wor ked

9. Click OK to close the window then close the Employee Module. You are now ready to use the
Pending Termination command to generate an ROE for each of these two employees.

TO CREATE AN ROE FOR MULTIPLE EMPLOYEES:
1. With a payroll open and ready for use, choose the Pending Termination command from the
Employee menu.

3. Payioll Module [ABC_CO)
Fil=: Group: E=ICEN Payroll Calculation Beports YearEnd  Help

E D“ [ Hours Entry...

Employee Module...

Payrall fi fdd mplo-'”e'“ i ges
Pending Termination...

Pay *rear

a}f =2 Wizard Settings... |

Periad: T

Sequence: 104

Pay Type: Mormal

Fig. 36

The Pending Termination Command

This opens the Pending Termination window that automates the selection and issuing of
employee Record of Employment information. It performs this task by searching the
employee database and building a group of employees who have a Last Date Worked date
within the user-defined period.
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s':_ﬁ: Pending Termination

Fil= Help

— Emplayes Search

[¥ Check Active Employees

Start Drate: I2EIEI4.:’EI‘I /29

End D ate:

|2IJI34HI32.:"I 1

W Check Final Pay Employess [~ Check Teminated Employees

Employees with Pending ROE 0

— Last Marmal Pay Run
Pay Period: 2004 ooz From: 2004,/01/29
Sequence: 103 Tao: 200402411
Gererate Employes List | Eracess FOE... |

Fig. 37

The Pending Termination Window

2. Click in the Check Terminated Employees box to activate this feature. This will instruct the
program to look for employees with the Terminated status when building the employee group.

3. Choose the Generate Employee List button at the bottom of the window. This briefly displays
a status message as the program performs its search for employees who match the criteria you
have defined in this window.

Once the search is complete, the number of employees who are pending termination will be
displayed beside the Employees with Pending ROE field. The Process ROE button will also
become active so you can continue with the procedure.

In our example, the employees with a pending ROE is shown as "2"and the Process ROE
button has become active.

<. Pending Termination
Fil= Help

— Employes Search

W Check Active Emplopess:

Start D1abe: |2EIEI4.-’EI2H2E

Emplayees with Pending ROE

|2U|34a"|33.u"| 0

W Check Final Pay Ermployess W Check T eminated Emplopess

End D ate:

— Last Mormal Pay Bun

Pay Period: 2004 00ns From: 2004402426
Sequence: 105 To 2004403410
Generate Employee List | |§_____________:F_'rocess ROE... i Cancel |

Fig. 38

The Updated Pending Termination Window

Note: If there are no employees that match the criteria you have defined you will receive a "No
Employees Found" message after choosing the Generate Employee List button. If this is the case,
close the message box and re-examine your criteria before generating the list again.

4. Choose the Process ROE button to continue with the procedure. This displays the Process
ROE list that shows the employees who are eligible for an ROE.



s':ﬁ: Process ROE
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Eil= Help
— Employes
2004/83/18 HIHCAID KYLE
2084/83/18 LIHHEY LAURIE
1 | i
lzzue ROE... Export ROE ROE Output Settings... |
Fig. 39

The Employees that will receive an ROE
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Before you proceed with the final form creation, choose the ROE Output Settings button and

verify that your ROE will be created in the proper format you require. In our example, we

will be exporting the ROEs to an Service Canada file. The file will be located in the \gmsuite
folder and entitled jan_roes.roe.

s':ﬁ: ROE Output Settings

Eil= Help

— Dutput Selection

" Piint ROE
@ Expaort ROE ta HRDC file

ROE Form Selaction

% Farm S7E
= Farm 93E

— Export File Settings

File Hame |d:\gmsuite\ian_roes.me

™ Append ta Existing file

— Printer and Font Setup

‘ = Direct to Dot Matrix Printer

% Direct ta Lazer Printer = Default ‘

Font: IEourier Mew

Paint Size:

Prititer: |LF'T'I :

—

Cancel |

Fig. 40
The Final ROE Settings

Click OK to close the ROE Output Settings window then choose the Issue ROE button from
the Process ROE list. This displays a final message showing the number of employees that

will be processed. In our example, it will be the two employees whose status we changed

earlier in the lesson.
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Message
selected 2 |
l]
Fig. 41
The Satus Message

7. Click OK to close the message and you are presented with the ROE Details window so that
you can verify the data that will appear on the first employee's ROE.

8. Choose the 8 - 9 tab to verify the employee's name. In our example, the first employee is
Kyle Kincaid.

4. ROE Details - [ 1]

Eil= Help
2-7 8-9 |10-14] 15 | Houws | Hous (Continued)| Eamings| 16 |17 | 18-22]

— Employes Infarmation

Employee Mumber 11

B15.LN. |1 23456782

9] Employee Mame |KIND‘-\ID KYLE

Address 111 2nd frve.
|
|Winni|:ueg, ME
Fostal Code W

Ok I Cancel

Fig. 42
The ROE Details for the First Employee, Kyle Kincaid

9. Once you have finished verifying the data for the first employee, choose the OK button. This
closes the window then loads the data for the next employee in your list. In our example,
Laurie Linney.

10. Choose the 8 - 9 tab once again to verify the second employee's name and information.
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. ROE Details - [ 12)

Eil=  Help
2.7 89 |10-14] 15 | Hous | Hous [Continued) | Eamings| 16 | 17 | 18-22]

— Emploves Information

Employee Mumber 12

8] 5.LM. |1 234B6782

9] Emplayee Mame |LINNEY LAURIE

Address |345 Bth Ave.
|
[winripeg, MB
Pastal Code W

QK I LCancel

Fig. 43
The ROE Details for the Second Employee, Laurie Linney

Once you have finished verifying the data for the second employee, choose the OK button.
This exports the data to the file name you specified earlier and closes the window.

12. Exit the Process ROE list to complete the procedure.

Creating an Amended ROE

An amended ROE is issued to add or correct information provided on a previous ROE. If an
amended ROE is required, you will need to fill out all the fields including the unchanged initial
information.

TO ISSUE AN AMENDED ROE:

1.

Open the Issued ROEs window and select the employee who has already been issued an ROE.
You may have to use the Date Range setting in the top section of the window to view the
ROE:s for past pay periods.

Choose the Insert button to open the ROE Details window.
Enter the serial number of the new ROE into the Amended Serial Number field in the 2-7 tab.

Proceed through the various tabs in the ROE window to verify and edit the employee's
information.

Once you have verified that the tabs contain the required information, click OK to complete
the process. The amended ROE now appears in the Employee ROEs list. You can now export
the file or print the ROE as required.



