| L e

Report on Hirings (ROH) -
Data Gateway User Guide -
Form (Data Entry)

I* Government  Gouvernement
of Canada du Canada

Data Gateway Passerelle de
données

Terms & conditions + Avis Cana dlal

Version 11.0

i+l

Canada



B

ROH — Data Gateway User Guide — Form (Data Entry)

Table of Contents

CRAPLEr 1 = SECUIEY INOLES ..ottt ettt sttt ettt se s bere e 3
Chapter 2 - Connecting and Logging into the ROH Data Gateway application...................cccc........ 4
1. WEICOME DEFAUIE PAGE ...ttt bbbttt bbbttt 4
2. Verify the WD SEIrVEIr CEITIfICATtE ...........ccooiviiiieeiec ettt sttt 5
T Moo [0 I Yol =1 =] o SRS 6
I I R oo [ ] T I | o TSP 6
3.2. Forgot your User Id and/Or PASSWOI: .........ccccccouviviiviiiiiiieiieceesese et st 7
O =T s g Lol B U oY= Yol o == USSR 11
5. CRANGE PASSWOIM ...ttt stttk b bttt b bttt sb b 12
Chapter 3 - Report on Hirings (ROH) Program Data Gateway Application Home page ............. 13
Chapter 4 - Add / Update / View / Discontinue Organization ..............cccccvvvneisieseinsieseissiesanann, 14
Add / Update / View Organization INformation PAge...........c.cccuuuomieieiinrsssseeeeieiesesesesesesisese s 14
1. Adding a new organization that you wish t0 report fOr: ... 14
2. Viewing and updating information on an organization: ................iiieieeeise s 25
3. Discontinuing the participation of OrganiZationsS: ...........ccccviviiviiieieieiie et 26
Chapter 5 — ROH Program Compliance & Reporting Employee Hiring and Recall Information29
1. ROH Program Reporting REGQUIFEMENTS: ........cccccvuiiueieieie sttt sttt ta e 29
2.1. Report no new hirings and recalls or report new hirings and recalls: ...........cccccccoeuvvnnn.. 31
2.2. View, update and/or Delete hirings and reCallS: ... 45
Chapter 6 — Miscellaneous ROH Data Gateway Application Features and Information .............. 50
1. CRANGE USEE ID PAGE......o ettt ettt ettt sttt et s e s ettt e e e e e s e e tebe st sene e e 50
2. Government On-Line initiative Standard TOOIDAr .............cccccocviiiieiiiiieieise s 51
IO P O g 1= Lo U LRSS 55
R o 1= o ST 57
5. WRAE'S INEW ..ottt sttt bttt b et b Rt e e Rt R et R ettt et bbbttt 59
6. Frequently ASKEA QUESEIONS............c..cccoeiiiiieieieeeeeee ettt sttt sttt st ettt ettt re bt ene b, 60
Y 11 = L = o RSO TRPRO 62
8. Exiting from the ROH Data Gateway APPlICAtioN ...........cccooueieieieiiiiiiiiieieseeis s 62
9. SECUIe SESSION EXIT INOLICE ..ottt ettt ettt be s 62
10. ACCOUNE DiISADIEM...........coooooeeeieie ettt ettt re bttt ne st st ne e 63

i+l

Canada :



| £4 A
ROH — Data Gateway User Guide — Form (Data Entry)

Chapter 1 - Security Notes

All communications between your PC and the ROH Data Gateway application will be encrypted.
This behavior is built into your browser e.g. Internet Explorer, Firefox, and will be automatically invoked when you
connect to the ROH Data Gateway application.

Ensure that you are connected to the ROH Data Gateway application by being familiar with the information contained in
this document; in particular, verify that the site you are connected to:

Uses the “https” protocol; i.e. the Uniform Resource Locator (URL) or internet address starts with “https://”
Presents the screens as displayed in this document

Presents the Department’s Server Certificate as described

Functions in a fashion consistent with that described in this document

Your User ID and Password are an important part of ROH Data Gateway application security.

e It is essential that the User ID and Password knowledge be restricted, both within your organization and at the
Department. If compromise is known or suspected, the User ID and Password must be changed immediately. Use
the Change Password function of the ROH Data Gateway application to accomplish this.

e User ID’s and Password are verified and a record is kept of who connects, when and for how long.

e User ID and Password is your ‘account’ as referred to in the “Authorized Users Only” statement on the Login Page
(See Figure 3).

Detailed information on Web security is available at:
http://www.entrust.com/resourcecenter/whitepapers.htm

http://www.microsoft.com/security/default.asp
http://www.verisign.com/
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Chapter 2 - Connecting and Logging into the ROH Data Gateway

application
Connect to the Internet in the usual fashion.

Enter the URL as provided to you by the Department.
1. Welcome Default Page

Note the following:

¢ For security reasons your current session will be terminated and you will be returned to this Welcome
default page if you have not been active for more than 20 minutes.

e If there is a problem with the ROH Data Gateway application, a notification page will be displayed
instead of the following Welcome Default Page.

A successful connection to the ROH Data Gateway application will result in the screen shown below being presented by
your browser. To proceed into the ROH Data Gateway application, select the language of your choice.

Terms and conditions are viewable from the welcome page by clicking on the link.

l * Government  Gouvernement
of Canada du Canada

Data Gateway Passerelle de
données

Terms & conditions * Avis Cana dlél

This image shows the Data Gateway application - Welcome page

To continue, click on the language of your choice.
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2. Verify the web server certificate

To verify the web server certificate, right click anywhere on the default.aspx page, select Properties then Certificates.
The following screen (or similar) will come up:

General | Details | Certfication Path |

L TR 1

=1 Certificate Information

This certificate is intended For the following purpose(s):
* Ensures the identity of a remote computer

* Refer to the certification authority's skatement for details,

Issued to:  *.sade-edap.prv

Issued by: Entrust Certification Authority - L1C

¥Yalid from 2013-05-12 to 2015-10-30

Install Certificate, ., | Issuer Statement |

This image shows the certificate information.

It is very important to take the time to verify the correctness of the information displayed on that screen.
If you have any questions, please contact your system administrator or the Department’s contact.

To continue, close this window by clicking on OK.
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3. Login Screen

3.1. Logging in:

Enter your ‘User ID’ and ‘Password’ as assigned to you by Service Canada. The ‘User ID’ is not case sensitive. The
‘Password’ is case sensitive.

To continue, click on the SUBMIT AUTHORIZATION button.

Francais

. “' . Government Gouvernement e
of Canada du Canada Search Canada.ca a

Immigration « Travel v Business v Benefits v Health ~ More services «

Welcome = Login

Information

Data Gateway - Login

Help

Site Map User ID (Required):

Password (Required):

SUBMIT AUTHORIZATION

Forgot your User ID and or Password 2

Authorized Users Only
The information on this computer and network is protected. You must be assigned an account on this computer
to access information and are only allowed to access information as defined by the system administrators. Your
activities may be monitored.

Date modified: 2015/12/01

Contact information Government Transparency Feedback
Contact Us How government works Govemnment-wide reporting -’.
News Departments and agencies Open government

Newsroom Prime Minister Proactive disclosure Social media

This image shows the Login page of the Data Gateway application.

Note the following:

¢ The password given to you the first time is a temporary one; you will need to change it after your first

successful login. It is important to keep your password confidential. Change your password regularly.
For instructions on what to do if you forget your User Id and/or Password, proceed to step 3.2 below.

An “Announcement” section will only be displayed, as follows, and above the User ID (Required)
section, if there are announcements :

Announcement

Please note that effective December 20th 2013, all Data Gateway web pages will be displayed in the
latest mandated Government of Canada Web Standards.

For security reasons your current session will be terminated and you will be returned to the Welcome
default page if you have not been active for more than 20 minutes.
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3.2. Forgot your User Id and/or Password:

3.2.1. Click the Forgot User Id or Password? link.

The following page will be displayed:

Francais
I * Government  Gouvernement = .
of Canada du Canada earch Canada ca ﬂ

Immigration Business v Benefits v Health + More services v

Weilcome = Login = Forgot User ID or Password

Me
- Data Gateway - Forgot User ID or Password
H
o - Participant of the Report on Hirings (ROH) program
Information » Participant of other programs
L= Date modified: 2015/12/01
Site Map

This image shows the Forgot User ID or Password page within the Data Gateway application.

3.2.2. Click the Participant of the Report on Hirings (ROH) program link.

The following page will be displayed:

Francais

I * Government  Gouvernement e
of Canada du Canada SN Canalece n

Immigration v Business v Benefits v Health v Taxes v More services v

Menu
Data Gateway - Forgot User ID or Password
Home
If you are a Report on Hirings (ROH) program participant, please enter and submit your Business Number &
Information E-mail address.
Help Business Number (Required): (ie. 123456789RP0001)
Site Map

E-mail (Required):

Date modified: 2015-12-01

This image shows the Forgot User ID or Password page within the Data Gateway application and asks that
you enter and submit your business humber and e-mail address.
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3.2.3. Enter your Business Number and E-mail address and click the Submit button.

Note:
The Business Number and E-mail address fields are not case sensitive.

However, an error message will be displayed if anyone of the following Business Number and E-mail address rules are
violated:

Business Number:

e The first nine digits (position 1 to 9 from left to right) of the Business Number must be numeric.

e The first nine digits (position 1 to 9 from left to right) of the Business Number must fulfill conditions of the
MOD10 check.

e Character position 10 to 11 (from left to right) of the Business Number must contain the value “rp” or "RP".

e The last 4 digits (position 12 to 15 from left to right) of the Business Number must be numeric and greater
than zero.

E-mail address:

e  The E-mail format must be “your name@your domain.com” (the .com can be any extension - i.e. org or .ca).
e The maximum length for the E-mail cannot exceed 105 characters.
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3.2.4. If the Business Number and E-mail address passes all the above rules, the following authentication
(security) rules will be applied:

Business Number:

e  The Business Number must be registered in the ROH program.
e  The Business Number must be for an ROH Information provider.
e The ROH Information provider must be currently participating (must have a current participation status of
"Participant”, "Late or not reporting" or "Notified as a result of Late or not reporting").
E-mail address:
e The E-mail address must be the same as the E-mail address that is currently registered for the ROH
Information provider.
3.2.5. If the Business Number and E-mail address passes all the authentication (security) rules then:
e An E-mail containing your new (reset) User Id and Password will be sent to your E-mail address. Refer to the
sample E-mail below:
Cc

Subject: ROH Program

Please do not respond to this automated E-mail.

) &7

As per your request, your new User ID and Password are as follows:

User ID: KBAU00021192
Password: KBAU000211S2

Please immediately change your User ID and Password once you have logged into the
application.

This image shows a sample e-mail providing a new user ID and password.

e As well, the following notice will be displayed:

Francais
I * Government  Gouvernement AR u
of Canada du Canada ooarhLanacaca
Immigration v Business v Benefits v Health v More services v
Welcome = Login = Forgot User ID or Password
Menu
Data Gateway - Forgot User ID or Password
Home
An E-mail containing your new User |D and Password has been sent to your E-mail address. Please contact us if
Information you do not receive this E-mail
Hel Login page
ol Click the "Contact Us" link at the top of the page for contact details.
Site Map

Date modified: 2015-12-01

This image shows the Forgot User ID or Password page within the Data Gateway application telling you
that your new user ID and password has been sent to your e-mail address.
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3.2.6. Otherwise, if the Business Number and/or E-mail address violates anyone of the authentication
(security) rules then the following notice will be displayed:

Francais
I* Government  Gouvernement g
of Canada du Canada SAC AR u
Immigration v Business v Benefits v Health v More services v
Welcome = Login = Forgot User ID or Password
Menu
Data Gateway - Forgot Password
Home
We are unable to action your request. Please contact us for assistance
Informati
ornaon Click the "Contact Us" link at the top of the page for contact details.
Ly Date modified: 2015/12/01
Site Map

This image shows the page within the Data Gateway application telling you that we were unable to action
your request and to contact us for assistance.
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4. Terms of Use Screen

Agreeing to comply with the "Terms of Use” is a condition of using the ROH Data Gateway application. Please read it
carefully.

This window appears the first time a connection is attempted for a User ID and Password that has not previously
agreed to this version of the Terms of Use. Should the Terms of Use be amended you will be required to agree to the
amended version prior to using the ROH Data Gateway application.

Francais

I* Government Gouvernement e n
of Canada du Canada Lo LS

Immigration v Travel v Business v Benefits v Health v Taxes v More services v

Welcome = Login =+ Terms of agreement

Menu

Data Gateway - Terms Of Use

Home
* | have read and will follow the instructions contained in the user documentation provided by the Department
My Account when using the Data Gateway. If | am uncertain as to the appropriate procedure for use, | will contact the
Department prior to proceeding

Logout
o « | have checked that my browser is configured to properly verify and validate the server certificate each time |
access the Data Gateway b
Information z AEWIY Y,
= confirming that the certificate has not expired or been revoked, and

Frequently Asked Questions + verifying that the certificate was issued by a known and trusted authority.

Help « | will not rely on a revoked or expired certificate

Site Map « | will exercise my own judgment in determining whether it is reasonable under the circumstances to rely on the
server certificate presented

What's New? .

I will only use the Data Gateway for the transmission of information to the Department as previously authorized
by the Department and for no other purpose

Agreement to terms of use

[s1 Agree Ol Disagree
By clicking "I Agree" you are agreeing to the above “Terms Of Use" and indicating your compliance with them

If you disagree with, cannot comply with, or are uncertain of any of the above "Terms Of Use", please click "l
disagree” and contact Social Development Canada

CONTINUE

Date modified: 2015/12/01

This image shows the Terms of Use page within the Data Gateway application.

To continue, select either "I Agree” or "I Disagree” and click on the CONTINUE button.
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5. Change Password

If you are logging into the ROH Data Gateway application for the first time, you will be automatically taken to the
Change Password page. On this page you will be asked to enter your current temporary password which will be given
to you by Service Canada. Next, enter your new password and confirm it.

The password must follow these rules:

The password should have a minimum length of 8 characters

The password must have at least 1 uppercase character

The password must have at least 1 lowercase character

The password must have at least 1 numeric character

The password must have at least 1 special characters or punctuation character (e.g. 1$%&/()?+*#-@:)
The password must be different than your username

The password must not contain any whitespace

The password cannot be the same as the current or previous user's passwords

Note the following:

Your user account will be disabled after three (3) unsuccessful login attempts with the same user ID. If 15
unsuccessful login attempts are made with an invalid user ID (inexistent in the Data Gateway), you will be
redirected to the account disabled page automatically. Your account will be automatically enabled after 30
minutes.

It is important to keep you password confidential.

Use the Forgot your User Id and/or Password feature described in section 3.2 of the user guide or Contact
Service Canada if you forget your User Id or Password.

Francais

l o Government Gouvernement . —
' of Canada du Canada SearchiCanada.ca a

Immigration Benefits v More services v

Welcome = Login = Home = Change password

Menu

Data Gateway - Change Password

Home
o
Logout
User: MMLUOOO00001 Session Number: 37820
Information
Frequently Asked Questions Enter Current Password
Sl User ID:
Site Map MMLUO0000001
What's New? Current Password (Required):

Enter New password

New Password (Required):

Confirm New Password (Required):

» To show or hide the password rules, click here

Change Password

Date modified: 2015-12-01

This image shows the Change Password page within the Data Gateway application.

To continue, click on the Change Password button.
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Chapter 3 - Report on Hirings (ROH) Program Data Gateway Application
Home page

Note: For security reasons your current session will be terminated and you will be returned to the Welcome
default page if you have not been active for more than 20 minutes.

The following ROH Data Gateway Application home page will be displayed once you have logged into the ROH Data
Gateway application. Your User Id and Session Number will be displayed at the top of the page.

Francais

I * Government  Gouvernement n

of Canada du Canada Search Canada.ca

Immigration v Business v Benefits v Taxes v More services v

Welcome = Login = Home

M =
o Data Gateway - Report on Hirings Program
Logout
i ]
Information
User: MMLUOO000001 Session Number: 37818

Frequently Asked Questions Selected Organization: ABC Ltd.

Hep Select an organization and click on the desired action:

Site Map ABC Ltd. v

What's New? Upload File | View History

Change Password
Change your password frequently to ensure the highest level of security

Date modified: 2015-12-01

This image shows the ROH Program Data Gateway Application Home page.

This page contains a number of buttons and links to help you navigate through the website. You can select a registered
organization and enter new hirings / recalls, update / view existing hirings / recalls. You can also register a new
(additional) organization that you wish to report for or modify an existing one by clicking the Add / Update / View
Organization Information button. Refer to the following chapters on how to perform these functions.

The ROH Data Gateway Application Home page can be reached from any page by clicking the Home link under the left
side Menu section of the page or on the top toolbar.

i+l
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Chapter 4 - Add / Update / View / Discontinue Organization

Note: For security reasons your current session will be terminated and you will be returned to the Welcome
default page if you have not been active for more than 20 minutes.

Add / Update / View Organization Information page
These screens provide you with the ability to add a new organization that you wish to report for, to discontinue the

participation of an organization and/or update and view existing organization information. Your User Id and Session
Number along with general information on the selected organization will be displayed at the top of the page.

1. Adding a new organization that you wish to report for:

As an ROH Information Provider you must report on behalf of your organization. You may also wish to report on behalf
of other organizations (other Business Numbers).

In order to report on behalf of another organization you must first;

e Register the new organization, in the case where the organization did not previously participate in the ROH
program, or

. Re-register the organization, in the case where the organization is to *resume participating in the ROH
program.

*Did previously participate in the ROH program until their participation was discontinued. Refer to section 3
Discontinuing the participation of an organization in this chapter for more information.

Follow the steps below to register the organization.

1.1. Either;

e Select the New Organization option from the Select an organization drop down list on the ROH Data Gateway
Application Home page (refer to Chapter 3, section ROH Data Gateway Application Home page for a sample of the

Home page) and then click the Add / Update / View Organization Information button.

Note: You will be brought to the Home page if you select the New Organization option from the Select an
organization drop down list on the “Enter Hirings/ Recalls” or “Update / View Hirings / Recalls” pages.

or

e Select the New Organization option from the Select an organization drop down list on the Add / Update / View
Organization Information page.

or

e Click the New Organization button at the bottom of the Add / Update / View Organization Information page.

i+l
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The following Add / Update / View Organization Information page will be displayed.

Francats
l e l Government  Gouvernement e e
' of Canada du Canada SR e E
JObE w Immigration Traved « Business BeneMs + Health Taxes v Mare senices w

Weicoms == Login = Homa - Aod / Update / View Organization information

i Data Gateway - Add / Update / View Organization
= Information
Logout
o
foresaiion User: KASKO0003073 Session Number: 37524
Fraquently Askad Questons
=2ip It you select a aifferent organization you must click the OK button.
Site Map e ~ ﬂ
Whats New? o
Flelds marked with a * are mandatory
Error ges will be displayed upon of the form

The ROH information Provider reports for tnis Organization:

Business Number = 1 Valiaate Business Number

Payroll Locator Code Payre

Organization Name = Organization Name

Contact Name * Contact Name
Contact Language Preference Engasn[]

Contact Method Preference Ema :j

Street Address * Street ADarecs

Municipality Name * Municipality Name
Postal or ZIP Code *

Postal or ZIF

Province / $tate / Country SProvince

Area Code * Area
Telephone No. * Telepnon:
Extension Extenss
E-mall * E-mail
Payroll Requeest Reciplent “Yes “No

I - |

Protected A

This image shows the Add / Update / View Organization Information page within the Data Gateway
application.

Note: The title "The ROH Information Provider reports for this Organization:” will appear above the Business
Number.
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1.2. Business Number

Enter the Business Number.

Note: You will not able to enter values in the remaining fields or click the Submit button until the Business Number has
been validated.

Business Number Description:

The Canada Revenue Agency (CRA) Business Number that is used to report the employee's payroll information to CRA.

The Business Number is used by the ROH Data Gateway application to uniquely identify each organization.
In other words no two organizations can use the same Business Number value.

Business Number Business Rules:

An error message will be displayed if the Business Number violates any one of the following business rules:
e The first nine digits (position 1 to 9 from left to right) of the Business Number must be numeric.

e The first nine digits (position 1 to 9 from left to right) of the Business Number must fulfill conditions of the
MOD10 check.

e  Character position 10 to 11 (from left to right) of the Business Number must contain the value "RP". Note:
You can enter the value in lower case, for example “rp”. The ROH Data Gateway application will automatically
upper case the value to “RP”.

e The last 4 digits (position 12 to 15 from left to right) of the Business Number must be numeric and greater
than zero.

e The Business Number can be registered in Automated Earnings Reporting System (AERS) program as long as
its current AERS Employer Status is not “Suppressed”.

Note: “Suppressed” means that they are currently participating in the AERS program.

e  The Business Number must be registered with Canada Revenue Agency (CRA), and the Business Number
Account with CRA must be “Opened”.

Note: If your Business Number is not registered with CRA or your Business Number Account with
CRA is “"Closed”, then please contact CRA in order to rectify the issue.

e If the Business Number already exists in the ROH - Data Gateway application then the organization must not
be *currently participating. *The Organization’s Current Participation Status must not be “Participant”, “Late or
Not Reporting” and “Notified as a Result of Late or Not Reporting.

Note: If the Business Number is rejected because it has already been registered as participating in
the ROH Program, then please contact Service Canada for assistance. To obtain the Service Canada
contact information, click the Contact Us button at the top of the ROH Data Gateway application
page or refer to the “Contact Us” section in chapter 6 of this guide.

1.3. Click the Validate Business Number button.

i+l
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1.4. If there are no errors with the Business Number then the Add / Update / View
Organization Information page will be refreshed to allow the entry or update of the remaining
fields.

i+l
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Francais
l* Government  Gouvernement e
! of Canada du Canada SRR Lenass s m
JObS w Immigration Traved v Business v Benefits w Health « Taxes v Mare senvices v

VRICOME = LOQIN = HOME = ASH / Update / View Ongantzation Information

Man: - - -
. Data Gateway - Add / Update / View Organization
Some Information
Logout
o
inrormation User: KASKO0003073 Session Number: 37524
Fraguently Askad Questions
Help If you select a different organization you must click the OK button.
P Wew Organization ] m
Whare New™ o

Flelde marked with a * are mandatory

Error m will D8 alsplayed upon of tne form

L)
The ROH Information Provider reports for this Organization:

Buinsus Pt 123456789RP000L
Payroll Locator Code
Organization Name * INIZAtHO
Contact Name *

Contact Language Prefersncs Sngish j

Contact Metnog Prefersnce Ema j

Street Acdress *

Municipality Name *

Poatal or ZIP Code *

Province / $tate / Country

Area Code *

Telephone No. *

Extension

E-mall *

Payroll Request Reciplent

Street Address
Municipailty Name

Postal or Z!

Province / State / Country

Cdvwmane v a Taww Ty Ceve

Extensh

m

-mall

@yes ONO

Protecied A

This image shows the Add / Update / View Organization Information page within the Data Gateway

application which was refreshed to allow the entry or update of the remaining fields.
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Note the following:

You will not be able to update the Business Number at this time. You will be able to update the Business Number once
all the mandatory fields have been submitted and validated.

The Validate Business Number button will no longer appear, and the Submit button will be enabled.

If the Business Number already exists in the ROH application then the Add / Update / View Organization Information
page will contain the organization’s current information.

1.5. Enter or update the mandatory organization information.

When entering or updating the organization information adhere to the following field entry/update procedures and
business rules:

Note: All Mandatory fields will have an asterisk to the right of their field name (label).

Field Insert/Update Procedures and Business Rules:

1.5.1. Payroll Locator Code
Description:

Used by the organization to identify its separate business units. For example; offices, pay centers, plants, branches,
stores, or subsidiaries.

Business Rules:

The Payroll Locator Code is optional however if a value is entered or updated then the maximum length cannot exceed
4 characters.

1.5.2. Organization Name
Description:
The name by which an organization is commonly known and/or conducts its activities.

Business Rules:

The Organization Name must adhere to the following Business Rules when being entered or updated, otherwise it will
be rejected:

e The Name is mandatory.
e  The maximum length for the name cannot exceed 30 characters.

1.5.3. Contact Name
Description:

The organization's contact; unit or person.

Business Rules:

The Contact Name must adhere to the following Business Rules when being entered or updated, otherwise it will be
rejected:

e The Contact Name is mandatory.

e The maximum length for the Contact Name cannot exceed 25 characters.

i+l
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1.5.4. Contact Language Preference

Description:

An official language of Canada in which a contact prefers to interact with a federal government program.

Business Rules:

If no Contact Language Preference is selected, then the Contact Language Preference that is displayed in the drop down
list will be used as the default for the Contact Language Preference.

1.5.5. Contact Method Preference

Description:

The method by which an organization prefers to be contacted.

Business Rules:

If no Contact Method Preference is selected, then the Contact Method Preference that is displayed in the drop down list
will be used as the default for the Contact Method Preference.

1.5.6. Street Address
Description:

A set of data elements that specifies a unique location on a street, roadway, or artery within a municipality, based on
identification information provided by municipal and/or other officially recognized authorities.

Business Rules:

The Street Address must adhere to the following Business Rules when being entered or updated, otherwise it will be
rejected:

e The Street Address is mandatory.
e The maximum length for the Street Address cannot exceed 30 characters.
1.5.7. Municipality Name

Description:

A name used to represent either an official municipality name, or a local area name that is perceived to have the status
of an official municipality name. Includes city, town, municipality, village, and community names.

Business Rules:

The Municipality Name must adhere to the following Business Rules when being entered or updated, otherwise it will be
rejected:

e  The Municipality Name is mandatory.

e The maximum length for the Municipality Name cannot exceed 20 characters.
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1.5.8. Postal or Zip Code

Description:

A six character alpha-numeric postal code used by Canada Post Corporation to identify a geographic physical location,
or a government department, or a large university institution. or

A five to nine numeric ZIP code used by US postal authorities to identify a physical location occupied by American
citizens (e.g., cities, ships, embassies, etc.).

Business Rules:

The Postal or ZIP Code must adhere to the following Business Rules when being entered or updated, otherwise it will be
rejected:

e The Postal Code or ZIP Code is mandatory.
e The maximum length for the Postal Code or ZIP Code cannot exceed 10 characters.
e Only a Postal Code or Zip Code value can be entered.
e If a Zip Code value is entered then:
1. The Zip Code must be either a 5 digit numeric value or a 10 character value.

2. If entering a 10 character value then the first 5 digits (from the left) of the Zip Code must be numeric, the
6th character (from the left) can contain a "-" and the last 4 digits (from the left) must be a numeric value.

o If a Postal Code value is entered then the Postal Code value must:
Note: Any existing space (blank) between the 3rd and 4th character of the Postal Code value will be removed.
1. Contain only a 6 character postal code value.
Note: It is not necessary to enter a space (blank) or “-* between the 3rd and 4th character of the Postal Code
value. If a space (blank) or "-" is entered between the 3rd and 4th character of the Postal Code value it will
not cause the postal code to be rejected. When the page is submitted and subsequently refreshed, the space
or “-" will be removed. However, if more than one space (blank) or “-" is entered between the 3rd and 4th
character of the Postal Code value it will cause the postal code to be rejected.
and

2. Contain an alphabetic value in the 1st, 3rd and 5th character position (from the left).

Note: If the 1st, 3rd and/or 5th alphabetic values are entered in lower case, the application will automatically
display them in uppercase when the page is submitted and subsequently refreshed.

and
3. Contain a numeric value in the 2nd, 4th and 6th character position (from the left).
and

4. Contain, in the 1st character position (from the left), one of the following allowable values: A, B, C, E, G, H,
3, K,L,M,N,P,R,ST,V,XorY.

and

5. If the 1st character position (from the left) is X then the next 2 character position (from the left) must be
one of the following allowable values: 0A, 0B, 0C, OE, 0G, OH, OK or 1A.
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1.5.9. Province or State and related Country.

Business Rules:
You cannot enter a value in this field. The field is read only.

Once the Organization Information has been submitted with valid information, the Postal Code or Zip Code will be used
to automatically derive its corresponding Province, Territory or State and related Country.

The Add / Update / View Organization Information page will then be refreshed, displaying the Organization’s Province,

Territory or State and related Country in the Province / State / Country field. If a corresponding Province, Territory or
State cannot be automatically derived, then an error message will be displayed.

1.5.10. Telephone Details
Description:

Area Code - A code selected from a limited set of carrier-defined codes used in Canada, the U.S.A., and the Caribbean
to designate a (mostly geographic) "calling" area (region).

Local Number - A number assigned by a "local" telephone carrier to identify a specific "local" phone location (address)
in Canada, the U.S.A. and the Caribbean.

Extension Number - A combination of one or more numbers to designate a unique telephone location, amongst
several locations associated with a single telephone local number.

Business Rules:

The “Telephone Details” must adhere to the following Business Rules when being entered or updated, otherwise it will
be rejected:

When entering or updating the Area Code:

e The Area Code is mandatory.

e A three digit numeric value must be entered.

e The first digit value (from the left) must be greater than “0".
When entering or updating the Telephone Local Number:

e The Telephone Local Number is mandatory.

e The first 3 digits (from the left) of the Telephone Local Number must contain a numeric value and the first digit
(from the left) must be greater than zero.

Note: Although it is not necessary, you can enter a space (blank) or “-" between the 3rd and 4th digit of the
Telephone Local Number value. When the page is submitted and subsequently refreshed, a “-" will
automatically be inserted between the 3rd and 4th digit of the Telephone Local Number value.

e The last 4 digits (from the left) must contain a numeric value.

Telephone Extension Number:
The Telephone Extension Number is optional.
However, if a Telephone Extension Number is entered or updated then;
e The maximum length for the Telephone Extension Number cannot exceed 4 digits.

e  The value must be numeric.
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1.5.11. E-mail

Description:

A location to which, and from which, electronic mail may be sent.

Business Rules:
The “E-mail” must adhere to the following Business Rules when being entered, otherwise it will be rejected:
e  The E-mail is mandatory.

e The E-mail format must be “yourname@yourdomain.com” (the .com can be any extension - i.e.
e orgor.ca).

e The maximum length for the E-mail cannot exceed 105 characters.

1.5.12. Payroll Request Recipient
Description:

Indicates whether or not this organization should receive the Request for Payroll Information.

Business Rules:

If the Request for Payroll Information is to be sent to this organization then click the Payroll Request Recipient “Yes”
option.

Otherwise if the Request for Payroll Information is to be sent to this organization’s ROH Information Provider then click
the Payroll Request Recipient “"No” option.

1.6. Click the Submit button.
1.7. You will be notified if the addition of the organization was successful or not.

If the addition of the organization was not successful then if possible make the necessary corrections to the
organization information and re-submit.

If the addition of the organization was successful then the Add / Update / View Organization Information page will be
refreshed (see figure below) with all the entered or updated field values as well as the following information:

e  Your User Id and Session Number along with general information on the organization will be displayed at the
top of the page.

e All Mandatory fields will have an asterisk to the right of their field name (label).
e  The Business Number will now be updatable.
e Additional buttons will be displayed at the bottom of the page. For example New Organization...

e The Organization’s current and if applicable past Participation Statuses will be listed in the Participation
Status/History box.

The Organization’s current Participation Status will be set to Participant and will be displayed at the top of the
list.

The list will include, in descending Effective date order, the Participation Status and Effective Date (within
parentheses) for each of the Organization’s existing Participation Statuses.

i+l

Canada .



B

ROH — Data Gateway User Guide — Form (Data Entry)

Government
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Protectec A

This image shows the Add / Update / View Organization Information page within the Data Gateway
application which was refreshed with all the entered or updated fields.
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2. Viewing and updating information on an organization:
Follow the steps below to view and/or update information on an organization.

2.1. Either;
e Select the organization from the *Select an organization drop down list on the ROH Data Gateway
Application Home page (refer to Chapter 3, section ROH Data Gateway Application Home page for a sample of
the Home page) and then Click the Add / Update / View Organization Information button.

or

e Select the organization from the *Select an organization drop down list on the Add / Update / View
Organization Information page.

e From any page other than the Home and Add / Update / View Organization Information pages, optionally
select the organization from the Select an organization drop down list and click the Add / Update / View
Organization Information link under the left side Menu section.

*Note the following about the Select an organization drop down list:
The Business Number of the ROH Information Provider will be displayed at the top of the list (first).

If the ROH Information Provider also reports for other organizations then the Business Numbers of these organizations
will be listed in ascending order below the Business Number of the ROH Information Provider.

Along with the organization’s Business Number the following may be displayed in the list;
- If the organization is not in compliance with the ROH program reporting requirements then an “*” will appear to the
left of the Business Number. This will indicate that the organization’s current participation status is "Late or Not
Reporting" or "Notified as a Result of Late or Not Reporting". Refer to chapter 5 for more information on the ROH
program reporting compliance requirements.

- The organization’s name.

- The organization’s last recorded reporting period within parentheses () to the right of the organization’s name. If the
organization has no reporting periods then no reporting period (blanks) will be displayed.

2.2, The Add / Update / View Organization Information page will then be displayed with the
organization current information. Note the following:

Your User Id and Session Number along with general information on the selected organization will be displayed at the
top of the page.

All Mandatory fields will have an asterisk to the right of their field name (label).

2.3. If updates to the organization’s information are required then;

e Make all required field updates in accordance with their corresponding business rules described in section *1 or **2
of this chapter.
* If updating the information of the ROH Information Provider.
** If updating the information of an organization that the ROH Information Provider reports for.

e Click the Submit button.

You will be notified if the updates to the organization’s information were successful or not.

If the updates were not successful then if possible make the necessary corrections to the organization information
and re-submit.

Note: If the updates were successful then the Add / Update / View Organization Information page will be
refreshed with all the updated field values.
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3. Discontinuing the participation of organizations:

Follow the steps below to discontinue the participation of organizations.

3.1. Either;

e Select the organization from the *Select an organization drop down list on the ROH Data Gateway Application
Home page (refer to Chapter 3, section ROH Data Gateway Application Home page for a sample of the Home page)
and then Click the Add / Update / View Organization Information button.

or

e Select the organization from the *Select an organization drop down list on the Add / Update / View Organization
Information page.

e From any page other than the Home and Add / Update / View Organization Information pages, optionally select the
organization from the Select an organization drop down list and click the Add / Update / View Organization
Information link under the left side Menu section.

*Note the following about the Select an organization drop down list:
The Business Number of the ROH Information Provider will be displayed at the top of the list (first).

If the ROH Information Provider also reports for other organizations then the Business Numbers of these
organizations will be listed in ascending order below the Business Number of the ROH Information Provider.

Along with the organization’s Business Number the following may be displayed in the list;

- If the organization is not in compliance with the ROH program reporting requirements then an “*” will appear
to the left of the Business Number. This will indicate that the organization’s current participation status is "Late
or Not Reporting" or "Notified as a Result of Late or Not Reporting". Refer to chapter 5 for more information on
the ROH program reporting compliance requirements.

- The organization’s name.

- The organization’s last recorded reporting period within parentheses () to the right of the organization’s
name. If the organization has no reporting periods then no reporting period (blanks) will be displayed.

3.2. Click the Discontinue Participation button at the bottom of the Add / Update / View
Organization Information page.

The following Discontinue Participation confirmation message will be displayed to confirm your choice.

Message from webpage

=% To complete the discontinue participation process, fill the discontinue
participation section that will appear at the bottom of the form and
click on Submit.

Are you sure you want discontinue the participation of this organization
?

This image shows the Discontinue Participation confirmation message.

Click OK to continue with the discontinuation participation process.
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3.3. If you have selected an organization that you report for, follow the steps below.
Otherwise, if you have decided to discontinue your participation (ROH Information Provider)
proceed to step 3.4.

3.3.1. The following Discontinue participation section will appear at the bottom of the Add / Update / View
Organization Information page.

Discontinue participation

If you discontinue the participation of this organization, you will not be able to view or update the
organization's information nor report hirings and recalls for the organization.

Do not forget to submit your modifications.

Discontinue participation ? CYes ®No
The Discontinuation Reason for this Organization
that you report for:

No Longer a Participant: Loss of Interest v

This image shows the Discontinue Participation confirmation page section within the Data Gateway
application.

3.3.2. Carefully read the message that is displayed in the Discontinue participation section.

3.3.3. If you still want to proceed with the discontinuation of the organization you report for then, click the
“Discontinue participation?” ‘Yes’ option and select the appropriate *option from the “The Discontinuation
Reason for this Organization that you report for:” drop down list.

*Note:

Select "No Longer a Participant: Loss of Interest” if the organization is no longer interested in participating in
the ROH program.

Select “"No Longer a Participant: Withdraw Requirement” if:
e The organization has decided to join the Automated Earnings Reporting System (AERS) program.

e The organization will either become its own ROH Information Provider or it will be assigned to
another ROH Information Provider.

e The organization’s hirings and recalls will be reported under another organization’s Business Number.
3.3.4. Click the Submit button.

Once you have clicked the Submit button you will brought back to your ROH Data Gateway Application Home page. The
organization that you have just discontinued will no longer be available in the Select an organization drop down list.

No further action is required.
Important Note:

To reinstate an organization that was accidentally or legitimately discontinued in the past, follow the
instructions in section 1 of this chapter.
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3.4. If you have decided to discontinue your organization’s participation (ROH Information
Provider), follow the steps below.

3.4.1. The following Discontinue participation section will appear at the bottom of the Add / Update / View
Organization Information page.

Discontinue participation

If you discontinue the participation of yourself (The ROH Information Provider Organization), you will be
logged out of the application and your account will be disabled. In other words you will not be able to view
or update any organization's information nor report hirings and recalls for any organization. In this event, to
reactivate your account, please contact Service Canada.

Do not forget to submit your modifications.

Discontinue participation ? CYes @No
ROH Information Provider's Discontinuation

No Longer a Participant. Loss of Interest v|
Reason:

The Discontinuation Reason for the Organizations

No Longer a Participant: Loss of Interest ﬂ
that you report for:

This image shows the Discontinue Participation confirmation page section within the Data Gateway
application.

3.4.2. Carefully read the message that is displayed in the Discontinue participation section.

3.4.3. If you still want to proceed with the discontinuation of your organization’s participation then;

Click the “Discontinue participation?” ‘Yes’ option.

Select the appropriate *option from the “ROH Information Provider's Discontinuation Reason:” drop down list.
*Note:

Select "No Longer a Participant: Loss of Interest” if the organization is no longer interested in participating in
the ROH program.
Select “"No Longer a Participant: Withdraw Requirement” if:
e The organization has decided to join the Automated Earnings Reporting System (AERS) program.
e The organization will either become its own ROH Information Provider or it will be assigned to
another ROH Information Provider.

e The organization’s hirings and recalls will be reported under another organization’s Business Number.

If you as the ROH Information Provider, have also been reporting on behalf of other organizations, then select the
appropriate option from the “The Discontinuation Reason for the Organizations that you report for:” drop down list.

Note:

1. The “The Discontinuation Reason for the Organizations that you report for:” drop down list will only be
displayed (appear) if you are also reporting on behalf of other organizations.

2. If not all of the organizations that you report for are to be assigned the same discontinuation reason, then
you must first discontinue the participation of those organizations that are to be assigned a different
discontinuation reason (Refer to step 3.3. on how to execute this task), before proceeding with the
discontinuation of your participation along with your remaining organizations.

3.4.4. Click the Submit button. Once you have clicked the Submit button you will brought back to your ROH
Data Gateway Application Welcome default page.
[ Rl
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Chapter 5 - ROH Program Compliance & Reporting Employee Hiring and
Recall Information

Note: For security reasons your current session will be terminated and you will be returned to the Welcome
default page if you have not been active for more than 20 minutes.

1. ROH Program Reporting Requirements:

As the ROH Information Provider you must report every month hirings and recalls for all organizations that are listed in
your Select an organization drop down list, including yourself (the ROH Information Provider).

You can report as often as you like throughout the month. For example, whenever a hiring or recall takes place. You do
not have to wait until the end of the month to report.

If you do not comply or forget to comply, you will be notified in the following ways until you are again in compliance
with the ROH program reporting requirements:

a) In your Select an organization drop down list, an “*” will appear to the left of the Business Numbers of all
organizations that are not in compliance.

b) The organization’s current Participation Status that is listed in the Participation Status/History box on their Add /
Update / View Organization Information page will either be “Late or Not Reporting” or “Notified as a Result of Late
or Not Reporting”.

Note: The organization’s current Participation Status is always displayed at the top of the list.

¢) You will be notified by e-mail.

d) After you have logged into the ROH Data Gateway application, the following Hiring and Recall Submission
Reminder page will be displayed:

Francais

I * Government  Gouvernement
of Canada du Canada Search Canada.ca u

Immigration v Travel v Business v Benefits v Heaith v Taxes v More services v

Welcome = Login = Home = Hiring and Recall Submission Reminder

Menu -l - -
Data Gateway - Hiring and Recall Submission
Home Reminder
Logout
This is to remind you that we have not received any hirings and/or recalls for the following organization(s) since their
g last reporting period
Information

When participating in the ROH program, you must report hirings and/or recalls for your organization and those for
whom you report on behalf of, every month. Failure to do so may result in your organization and/or those for whom
you report on behalf of, being removed from the program

Frequently Asked Questions

Help
Site Map Please resume reporting hirings and/or recalls
What's New? Business Number Organization Name Last Reporting Period

123456789RP0001 ABC Ltd. 2013-11

CONTINUE
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This image shows the Hiring and Recall Submission Reminder Web page within the Data Gateway
application.

Carefully read the Hiring and Recall Submission Reminder.

Click the CONTINUE button to acknowledge that you have read the Hiring and Recall Submission Reminder.

Once you have clicked the CONTINUE button the ROH Data Gateway Application home page will be displayed.
Note: All organization’s listed in the reminder that had a Participation Status “Late or Not Reporting” will be
updated to “Notified as a Result of Late or Not Reporting”. Refer to the Participation Status/History box on the

organizations Add / Update / View Organization Information page.

Refer to section 2. “"Reporting, Viewing, Updating and Deleting Hirings and Recalls” of this chapter, for
further instructions on how to report for all your organizations.
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2. Reporting, Viewing, Updating and Deleting Hirings and Recalls:

If you wish to report no new hirings and recalls or report new hirings and recalls refer to section 2.1. below.

If you wish to view, update and/or delete the hirings and recalls that you have previously reported refer to section
2.2. below

2.1. Report no new hirings and recalls or report new hirings and recalls:

Follow the steps below to report no new hirings and recalls or report new hirings and recalls for an organization.
2.1.1. Either;

e Select the organization from the Select an organization drop down list on the ROH Data Gateway Application
Home page (refer to Chapter 3, section ROH Data Gateway Application Home page for a sample of the Home page)
and then click the Enter Hirings /Recalls button.

or
e From any page other than the Home and Enter Hirings /Recalls pages, optionally select the organization from the

Select an organization drop down list and click the Enter Hirings /Recalls link under the left side Menu section of
the page.

or
e From the Enter Hirings /Recalls page, select the organization from the Select an organization drop down list.
The following Enter Hirings / Recall page will be displayed.

Note: Your User Id and Session Number along with general information on the organization will be displayed at the top
of the page.
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Government Gouvernement o
. o . of Canada du Canada e m

More services v

Weicome - Login - Home -» Enter Hirings / Recalls

Data Gateway - Enter Hirings / Recalls

o
User: KASKO0J03073 Session Number: 37832

Business Number: 123456789RP0001
Payroil Locator Code: 12

Organization Name: ABC Ltd.
Last Reporting Period- 2015-0%

If you select a different organization you must click the OK button.
hemaRon 123456789RPO001 ABC Ltd. = ﬂ

Fraguently Asked QuesTOns

Reporsng Options

Heip To report No hiings and recalls, click the No Hiring / Recall button balow
srevas
Whats New? The No Hiring / Racall button will only 3ppear If you have not yet reporiad this month

TO sUDMR 3 fie that CONtaINS your hirngs and racalls, Click the Submit File bution Dalow

Refer 10 the Data Gateway guice for the Hinng /Recall flie requirements and INSYUCTONS.

To manually enter your hirings and recalis, compiete the 3ppropriate Neids baiow and then Click the Submilt button at
the bottom of the page.

| © Fleids with a ~ are Y

First Day of Actuad
Soctal Insurance Number = Empioyment
e- 123456789 lez 2007-01-31 Error Message(s)

1 [ 1= 1
— 1= —— 1
— = —— 1
— I ——
—1 = ———
— I ———
— I —— 1
— = —— 1

=3

© The Social Insurance Number (SIN) is coliacted undar the authority of the Employment Insurance Act and In
accoraance with the Treasury Board Secretariat Directive on the SIN, which lists the Empioyment insurance
program as an authorized user of the SIN

Protectec A

This image shows the Enter Hirings/Recalls page within the Data Gateway application.
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2.1.2. If you have hirings and recalls to report for the current month and/or *outstanding hirings and
recalls to report from any previous months proceed to step 2.1.3.

*Note: Hirings and Recalls that you forgot to report or were previously unaware of until now.

Otherwise if you have no hirings and recalls to report for the current month and no *outstanding hirings and recalls to
report from any previous months then follow the steps below.

2.1.2.1. Simply click the No Hiring / Recall button.

2.1.2.2. Once you have clicked the No Hiring / Recall button the Enter Hirings/Recalls page will be
refreshed and the following will occur:

a) A confirmation message will appear on the Enter Hirings/Recalls page below the Select an organization drop down
list.

b) The organization’s Last Reporting Period will be updated to the current Year and Month value.

c) If the organization was not incompliance with the *ROH Program Reporting Requirements (organization’s
Participation Status was “Late or Not Reporting” or “Notified as a Result of Late or Not Reporting”) then the organization
will be deemed in compliance (the organization’s Participation Status will be updated to “Participant”).

*Note: Refer to section 1 of this chapter for information on the ROH Program Reporting Requirements.

d) The No Hiring / Recall button for this organization will not be displayed until next month.

Francais

l* Government  Gouvernement T
of Canada du Canada Search Canada ca n

Immigration v Business v Benefils v Health v More services v

Welcome = Login = Home = Enter Hirings / Recalls

Menu

Data Gateway - Enter Hirings / Recalls

Home

o
Enter Hirings / Recalls
User. KASK00003073 Session Number: 37832

Update / View Hirings /

Recalls Business Number. 1234567383RP0001

Payroll Locator Code: 12
Add / Update / View

: Organization Name ABC Ltd.
Organization Information

Last Reporting Period: 2015-10

Logout
If you select a different organization you must click the OK button.

. )
Information 123456789RPO001 ABC Ltd. v m

Frequently Asked Questions

No hiring have been submitted for this period. You will be automatically redirected to the home page in 10

Help seconds or click Home to go directly there.

This image shows the Enter Hirings/Recalls page within the Data Gateway application which was refreshed
with a confirmation message.
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2.1.2.3. No further action is required. However, if you subsequently discover that you do have hirings and
recalls to report for the current month, you can still report these hirings and recalls by simply following the
instructions described in section 2.1.3 below.

2.1.3. If you have hirings and recalls to report for the current month and/or *outstanding hirings and
recalls to report from any previous months then you have the following 2 ways to report:

*Note: Hirings and Recalls that you forgot to report or were previously unaware of until now.
If you wish to manually enter your hirings and recalls on the Enter Hirings/Recalls page then proceed to step 2.1.3.1.

If you wish to submit a file that contains all your hirings and recalls from the Enter Hirings/Recalls page then proceed to
step 2.1.3.2.

2.1.3.1. Manually enter your hirings and recalls on the Enter Hirings/Recalls page.

2.1.3.1.1. Enter the mandatory hirings and recalls fields for each person.

Note the following:
e All Mandatory fields will have an asterisk to the right of their field name (label).

e Ifinvalid field values are entered then error messages will be displayed once you click the Submit button or click
any where else on the page after entering the invalid field value.

e You can enter one or more hiring and recall transactions in *any order you want on the Enter Hirings / Recalls
page.

*For example; ascending or descending Social Insurance Number order, ascending or descending First Day of
Actual Employment order, ascending or descending Badge/Payroll Number order or in random order.

e If you have more hiring and recall transactions than the page allows you to enter then enter those additional hiring
and recall transactions after you have successfully submitted the previous batch of hiring and recall transactions.

When entering the values in the hirings and recalls fields adhere to the following field entry procedures
and business rules:

Field Insert Procedures and Business Rules:

Social Insurance Number

Description:

Social Insurance Number of a person being newly hired or recalled by an organization.

Business Rules:

An error message will be displayed if the Social Insurance Number violates any one of the following business rules:

The Social Insurance Number is mandatory.
You must enter a nine digit numeric value.

The first digit (position 1 from left to right) of the Social Insurance Number must not be 0.

The Social Insurance Number value must fulfill the conditions of the MOD10 check.
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First Day of Actual Employment

Description:
Represents either the first working day of the newly-hired employee or the latest return to work date for the recalled
employee.

Business Rules:
The first day of actual employment is mandatory.

You must enter a valid calendar date in the format YYYY-MM-DD or YYYYMMDD. You can either enter a date or click the
calendar icon to the right of the field to select a date.

Note: It is not necessary to enter the two “-" in the date. If the two “-" are not entered then when the page is
submitted and subsequently refreshed, the two “-" will be automatically inserted in the date value.

The date cannot be in the future or more than 6 months old.

Badge or Payroll Number
Description:

A badge or payroll number that is used by some organizations as an additional method of identifying their employees.
Its purpose is to help the organization trace an employee’s payroll file when he/she receives a Request for Payroll
Information from Service Canada.

Business Rules:

The Badge or Payroll Number is optional however if a value is entered then the maximum length cannot exceed 15
characters.

Other Hirings and Recalls Transaction Business Rules:

e It is possible for more that one organization to hire or recall the same person on the same day or on a different day
(same SIN and First Day of Actual Employment or same SIN but different First Day of Actual Employment). As a
result you can enter the same or similar hiring or recall transaction for more than one organization.

Note the following example:

A hiring or recall transaction is entered for BN 123456789RP0001 with a SIN value of 123456789 and First Day
of Actual Employment value of 2008-08-01.The hiring or recall transaction will be accepted because no
previous hiring and recall transaction exists with the same values for this organization.

Another hiring or recall transaction for a different organization (for example: BN 888888888RP0001) is entered
with the same SIN and First Day of Actual Employment values as BN 123456789RP0001. The hiring or recall
transaction for BN 888888888RP0001 will be accepted.

Another hiring or recall transaction for a different organization (for example: BN 888888888RP0001) is entered
with the same SIN but a different First Day of Actual Employment values as BN 123456789RP0001. The hiring
or recall transaction for BN 888888888RP0001 will be accepted.

e It is not possible for the same organization to hire or recall the same person on the same day more than once
(same SIN and First Day of Actual Employment). As a result, you cannot enter duplicate hirings or recalls for the
same organization.

Note the following example:

A hiring or recall transaction is entered for BN 123456789RP0001 with a SIN value of 123456789 and First Day
of Actual Employment value of 2008-08-01. The hiring or recall transaction will be accepted because no
previous hiring and recall transaction exists with the same SIN and First Day of Actual Employment values for
this organization.

However, if another hiring or recall transaction for the same employer is entered with the same SIN and First
Day of Actual Employment values, the hiring and recall transaction will be rejected.
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e You can enter a hiring or recall transaction that has the same Social Insurance Number but a different First Day of
Actual Employment as a previous hiring or recall transaction for the same organization, as long as the First Day of
Actual Employment is not within seven calendar days before or after the previously reported hiring or recall.

Note the following example:

A hiring or recall transaction is entered for BN 123456789RP0001 with a SIN value of 123456789 and First Day
of Actual Employment value of 2008-08-01. The hiring or recall transaction will be accepted because no
previous hiring and recall transaction exists with the same SIN and First Day of Actual Employment values for
this organization.

Another hiring or recall transaction for the same employer is entered with the same SIN value, but with a First
Day of Actual Employment value of 2008-08-04. The hiring or recall transaction will be rejected because the
First Day of Actual Employment is within seven calendar days of the previously reported hiring transaction.

Another hiring or recall transaction for the same employer is entered with the same SIN value, but with a First
Day of Actual Employment value of 2008-08-20. The hiring or recall transaction will be accepted because the
First Day of Actual Employment is not within seven calendar days of the previously reported hiring or recall
transaction.

2.1.3.1.2. Click the Submit button once you have entered and/or corrected all your hiring and recall
transactions.

Once you have clicked the Submit button the Enter Hirings/Recalls page will be refreshed and the following will occur:

a) Statistics and instructions pertaining to the processing of the entered hiring and recall transactions will be displayed
on the Enter Hirings / Recalls page below the Select an organization drop down list.

b) All the valid (accepted) hiring and recall transactions will no longer appear on the page.

Note: All the valid hiring and recall transactions that were just submitted along with previously submitted eligible
transactions can be viewed, updated and/or deleted using the Update / View Hirings / Recalls page.
Refer to section 2.2 below for information on the Update / View Hirings / Recalls page.

c) All the invalid (rejected) hiring and recall transactions will be displayed on the page along with their corresponding
error messages.

Note: If errors still exist with any of the hiring and recall transactions, make the necessary corrections and re-
submit.

d) If at least one hiring and recall transaction is accepted then the following will occur;

e If you did not previously report for this organization during the current month then the organization’s Last
Reporting Period will be updated to the current Year and Month value and the No Hiring / Recall button
reporting option for this organization will not be displayed until the next month.

. If the organization was not incompliance with the *ROH Program Reporting Requirements (organization’s
Participation Status was “Late or Not Reporting” or “Notified as a Result of Late or Not Reporting”) then the
organization will be deemed in compliance (the organization’s Participation Status will be updated to
“Participant”).

*Note: Refer to section 1 of this chapter for information on the ROH Program Reporting Requirements.

e) Once all the hiring and recall transaction have been accepted, all the fields on the Enter Hirings/Recalls page will
be reset to spaces (blanks) to allow the submission of more hirings and recalls transactions for the organization.

i+l

Canada y



B

ROH — Data Gateway User Guide — Form (Data Entry)

2.1.3.2. Submit a file that contains all your hirings and recalls from the Enter Hirings/Recalls page:

Note the following recommendations:

Please limit the amount of hiring

If the amount of the hiring and r
submit the file during off hours.

Please create the hiring and reca

and recall records on the file to 1500.

ecall records on the file is more than 200 then it is strongly recommended that you

Il records on the file according to the hiring and recall record requirements listed below

in order to avoid a high volume of rejected hiring and/or recall records being presented back to the screen.

2.1.3.2.1. Click the Submit Fil

e button. The following Enter Hirings / Recalls page will be displayed.

I * Government
of Canada
Immigration «

Welcome = Login = Home = Enter Hil

Menu

Home

Enter Hirings / Recalls

Update / View Hirings /
Recalls

Add / Update / View
Organization Information

Logout

Information

Frequently Asked Questions
Help
Site Map

What's New?

Francais

Gouvernement
du Canada Search Canada.ca a

Business v Benefits v Health v Taxes v More services v

rings [ Recalls

Data Gateway - Enter Hirings / Recalls

o
User: KASK00003073 Session Number: 37834

Business Number: 12345678%RP0001
Payroll Locator Code: 12

Organization Name: ABC Ltd.
Last Reporting Period: 2015-09

If you select a different organization you must click the OK button.

12345678SRP0O001 ABC Ltd. o |

Select the file to load
Browse...

Load Hiring / Recall File

© The Social Insurance Number (SIN) is collected under the authority of the Employment Insurance Act and in
accordance with the Treasury Board Secretariat Directive on the SIN, which lists the Employment Insurance
program as an authorized user of the SIN.

This image shows the Enter H
upload of a .txt file.
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2.1.3.2.1.1. Note the following File requirements:

. The file type must be text.

. The file name must contain only the selected organization's business number with a text extension. For example:
197531320RP0001.txt

In other words the file's business humber must be the same as the business number that is displayed on the Enter
Hirings /Recalls page.

e The file must contain at least one record (hiring or recall). Refer to the requirements described in 2.1.3.2.1.2.

e Every hiring and recall record on the file must contain a minimum of 17 characters (Social Insurance Number &
First Day of Actual Employment) and a maximum of 32 characters (Social Insurance Number, First Day of Actual
Employment & Badge or Payroll Number). Refer to the requirements described in 2.1.3.2.1.2.

2.1.3.2.1.2. Note the following hiring and recall Record requirements:

The hiring and recall record layout must be as follows:

Social Insurance Number (Data type: Numeric, Length: 9, Mandatory, Must adhere to business rules described
in 2.1.3.1.1.),

First Day of Actual Employment (Data type: Numeric, Length: 8, Format: YYYYMMDD, Mandatory, Must adhere
to business rules described in 2.1.3.1.1.),

Badge or Payroll Number (Data type: Character, Minimum Length: 0/null, Maximum Length: 15, Optional, Must
adhere to business rules described in 2.1.3.1.1.).

For example:

33333333320081114SSSSSSSSSSSSSSS

11111111120081224ABCDEFGHI123456

44444444420081024
The hiring and recall records can be entered in any order.
Blank hiring or recall records will be ignored and bypassed.
2.1.3.2.2. If you know the file path and name on your file directory then enter your file path and name in
the Select the file to load field. Otherwise click the Browse button then locate and select your file from your
file directory.

2.1.3.2.3. Click the Load Hiring / Recall File button.

Note: Depending on the amount of hiring/recall records on your file, it will take between a few seconds to a few
minutes (1-2) for the file processing results to be displayed on the screen.

2.1.3.2.3.1. If the file is invalid (has violated any one of the requirements described in 2.1.3.2.1.1) then a
corresponding error message will be displayed on the Enter Hirings / Recalls page and the entire file along
with all its hiring and recall records will be rejected.

Correct the problem with the file and then repeat steps 2.1.3.2.2 and 2.1.3.2.3.
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Refer to Enter Hirings/Recalls page below.

Francais

I* Government  Gouvernement comren G
of Canada du Canada SETENEIITINGD m

Immigration + Business « Benefits Health More services v

Welcome = Login = Home = Enter Hirings / Recalls

Menu -
Data Gateway - Enter Hirings / Recalls
Home "
» e
User: KASK00003073 Session Number: 37834
Update / View Hirings /
Recalls Business Number: 123456789RP0001
Payroll Locator Code: 12
e Lrpd.ate (=D : Organization Name ABC Ltd.
BEriE e Last Reporting Period: 201509

Logout
If you select a different organization you must click the OK button.

Information
123456789RP0O00L ABC Ltd. vl

Frequently Asked Questions

The file name must be the sel

ted organization’s busi number with the text (.txt) extension.

Help Select the file to load

Browse..
Site Map

What's New? Load Hiring / Recall File

© The Social Insurance Number (SIN) is collected under the authority of the Employment Insurance Act and in
accordance with the Treasury Board Secretariat Directive on the SIN, which lists the Employment Insurance
program as an authorized user of the SIN

This image shows the Enter Hirings/Recalls page within the Data Gateway application which was refreshed
with an error message.

2.1.3.2.3.2. Otherwise if the file is valid (has met all the requirements outlined in section 2.1.3.2.1.1) then:

.3.2.1. If all hiring and recall records on the file are valid (have met the requirements described in
.1.2) then the Enter Hirings / Recalls page will be refreshed and the following will occur:

NN

a) Statistics and instructions pertaining to the processing of the file’s hiring and recall records will be displayed on the
Enter Hirings / Recalls page below the Select an organization drop down list.

b) If you did not previously report for this organization during the current month then the organization’s Last Reporting
Period will be updated to the current Year and Month value and the No Hiring / Recall button reporting option for this
organization will not be displayed until the next month.

c) If the organization was not incompliance with the *ROH Program Reporting Requirements (organization’s
Participation Status was “Late or Not Reporting” or “Notified as a Result of Late or Not Reporting”) then the organization
will be deemed in compliance (the organization’s Participation Status will be updated to “Participant”).

*Note: Refer to section 1 of this chapter for information on the ROH Program Reporting Requirements.
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d) All the valid (accepted) hiring and recall records that were just submitted along with previously submitted eligible
transactions can be viewed, updated and/or deleted using the Update / View Hirings / Recalls page. Refer to section 2.2
below for information on the Update / View Hirings / Recalls page.

Francais

I* Government  Gouvernement omreh Conada c. E
of Canada  du Canada carch Coneda ta

Jobs w Immigration Travel » Business Benefits » Health » axes Mare services »

Welcome = Login = Home = Enter Hirings / Recalls

Menu

Data Gateway - Enter Hirings / Recalls

Home

i ]

User: KASKO00003073 Session Number: 37837
Update / View Hirings /

Recalls Business Number: 123456783RP0001
Payroll Locator Code: 12
Add / Update / View

Organization Name: ABC Ltd.
Organization Information

Last Reporting Period: 2015-10

Logout
If you select a different organization you must click the OK button.
Information 123456789RP0001 ABC Ltd. v|
Frequently Asked Questions
4 iy 4 hiring(s)/recall(s) submitted in total, 4 hiring(s)/recall{s) accepted, 0 hiring(s)/recall(s) rejected. Hiring
Help (s)/Recall(s) submitted successfully! Submit more hiring(s)/recall(s) or select another option.

This image shows the Enter Hirings/Recalls page within the Data Gateway which was refreshed with
statistics and instructions pertaining to the processing of the file’s hiring and recall records.

2.1.3.2.3.2.2. Otherwise if all of the hiring and recall records on the file are invalid (have violated any one
of the requirements described in 2.1.3.2.1.2) then the Enter Hirings / Recalls page will be refreshed and
the following will occur:

Refer to the Enter Hirings / Recalls pages below.

a) Statistics and instructions pertaining to the processing of the file’s hiring and recall records will be displayed on the
Enter Hirings / Recalls page below the Select an organization drop down list.
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Francais

* Government  Gouvernement
of Canada du Canada Search Canada.ca a

Immigration v Travel v Business v Benefils v Health + More services v

Welcome = Login -+ Home = Enter Hirings / Recalls

Menu

Data Gateway - Enter Hirings / Recalls

Home

o
Enter Hinngs / Recalls
User: KASK00003073 Session Number 37834

Update / View Hirings /

Recalls Business Number 12345678SRP0001

Payroll Locator Code: 12
Add / Update / View

Organization Name: ABC Ltd.
Organization Information

Last Reporting Period: 2015-09
Logout
If you select a different organization you must click the OK button.

Information
123456789RP0O001 ABC Ltd. |

F tly Asked Quest
Ioquently Suections 4 hiring(s)/recall(s) submitted in total, 0 hiring(s)/recall(s) accepted, 4 hiring(s)/recall(s) rejected. Please

correct the rejected (with errors) hiring(s)/recali(s) listed below and then click the Submit button at the

Help
bottom of the page.

This image shows the Enter Hirings/Recalls page within the Data Gateway application which was refreshed
with statistics and instructions pertaining to the processing of the file’s hiring and recall records.

b) All the invalid (rejected) hiring and recall records will be displayed on the page along with their corresponding error
messages.

© Fields marked with a = are mandatory

Social Insurance First Day of Actual

Number * Employment *
1e: 123456789 ie: 2007-01-31 Badge or Payroll Number | Error Message(s)

| 123456789 ] [201 5-10-01 |§ | The SIN entered is invalid.
[23as67891 | [2015-10-03 | | The SIN entered is invalid.
sase7se1z | [2013-03-05  |Eg [3111 First day of actual employment
is older than 6 months.
|ase7se125 | [2013-05-21  |#E | 147258369 First day of actual employment

is older than 6 months.
=

© The Social Insurance Number (SIN) is collected under the authority of the Employment Insurance Act and in
accordance with the Treasury Board Secretariat Directive on the SIN, which lists the Employment Insurance
program as an authorized user of the SIN.

This image shows the Enter Hirings/Recalls page within the Data Gateway application which was refreshed
with the invalid (rejected) hiring and recall records along with their corresponding error messages.
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Note: To correct the invalid hiring and recall records, you have the following 2 options:

1. You can immediately manually make the necessary corrections on Enter Hirings / Recalls page and then click the
Submit button at the bottom of the page (refer to 2.1.3.1).

or
2. If you prefer, *take a print image of all the invalid hiring and recall records on the Enter Hirings / Recalls page.

You can then correct all the invalid hiring and recall records at a later date and re-submit them by the methods
described in 2.1.3.1 or 2.1.3.2.

*Note: You need to keep track of (record) all the invalid hiring and recall records because information on these invalid
records will be lost the moment you leave the Enter Hirings / Recalls page or logout of the ROH Data Gateway
application.
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2.1.3.2.3.2.3. Otherwise if there is a mix of valid and invalid hiring and recall records on the file then the
Enter Hirings / Recalls page will be refreshed and the following will occur:

a) Statistics and instructions pertaining to the processing of the file’s hiring and recall records will be displayed on the
Enter Hirings / Recalls page below the Select an organization drop down list.

I*l Government  Gouvernement S
' of Canada du Canada SENCIANICeTS a

Immigration v Business v Benefits v Health v More services v

Weicome = Login = Home = Enter Hirings / Recalis

Menu

Data Gateway - Enter Hirings / Recalls

Home

o
User: KASK00003073

Update / View Hirings /
Recalls Business Number 123456783RP0001

Payroll Locator Code: 12

Session Number: 37835

Add / Update / View

Organization Name
Organization Information b ABC Ltd.

Last Reporting Period: 2015-10

Logout
If you select a different organization you must click the OK button.

Information
123456789RP0001 ABC Ltd. v m

Frequently Asked Questions

4 hiring(s)/recall(s) submitted in total, 2 hiring(s)/recall(s) accepted, 2 hiring(s)/recall(s) rejected. Please
correct the rejected (with errors) hiring(s)/recall(s) listed below and then click the Submit button at the

Help
bottom of the page.

This image shows the Enter Hirings/Recalls page within the Data Gateway application which was refreshed
with statistics and instructions pertaining to the processing of the file’s hiring and recall records.

b) If you did not previously report for this organization during the current month then the organization’s Last Reporting
Period will be updated to the current Year and Month value and the No Hiring / Recall button reporting option for this
organization will not be displayed until the next month.

c) If the organization was not incompliance with the *ROH Program Reporting Requirements (organization’s
Participation Status was “Late or Not Reporting” or “Notified as a Result of Late or Not Reporting”) then the organization
will be deemed in compliance (the organization’s Participation Status will be updated to “Participant”).

*Note: Refer to section 1 of this chapter for information on the ROH Program Reporting Requirements.
d) All the valid (accepted) hiring and recall records that were just submitted along with previously submitted eligible

transactions can be viewed, updated and/or deleted using the Update / View Hirings / Recalls page. Refer to section 2.2
below for information on the Update / View Hirings / Recalls page.
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e) All the invalid (rejected) hiring and recall records will be displayed on the page along with their corresponding error
messages.

© Fields marked with a * are mandatory

Social Insurance First Day of Actual

Number * Employment *

1e: 123456789 ie: 2007-01-31 Badge or Payroll Number | Error Message(s)

1123456789 | 2015-10-03 IE [ ] The SIN entered is invalid.
234567801 | [2013-03-05  |&@ [3111 | First day of actual employment

is older than 6 months.

© The Social Insurance Number (SIN) is collected under the authority of the Employment Insurance Act and in
accordance with the Treasury Board Secretariat Directive on the SIN, which lists the Employment Insurance
program as an authorized user of the SIN.

This image shows the Enter Hirings/Recalls page within the Data Gateway application which was refreshed
with the invalid hiring and recall records along with their corresponding error messages.

Note: To correct the invalid hiring and recall records, you have the following 2 options:

1. You can immediately manually make the necessary corrections on Enter Hirings / Recalls page and then click the
Submit button at the bottom of the page (refer to 2.1.3.1).

or
2. If you prefer, *take a print image of all the invalid hiring and recall records on the Enter Hirings / Recalls page.

You can then correct all the invalid hiring and recall records at a later date and re-submit them by the methods
described in 2.1.3.1 or 2.1.3.2.

Note: You need to keep track of (record) all the invalid hiring and recall records because information on these invalid
records will be lost the moment you leave the Enter Hirings / Recalls page or logout of the ROH Data Gateway
application.
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2.2. View, update and/or Delete hirings and recalls:

If you have reported hirings and/or recalls and you wish to view, update and/or delete one or all of them then follow
the steps below.

Note:

You will only be able to view, update and/or delete previously reported hiring and/or recall transactions
that are not yet in the process of being matched against the EI Benefits Claim file. These hiring and/or
recall transactions are deemed eligible for viewing, updating and/or deletion.

Reported hiring and recall transactions are matched against the EI Benefits Claim file usually at the
beginning and middle of each month.

So, depending on when you report hirings and/or recalls you may have from 1 to 15 days to view, update
and/or delete previously reported hiring and/or recall transactions.

2.2.1. Either;

e Select the organization from the Select an organization drop down list on the ROH Data Gateway Application
Home page (refer to Chapter 3, section ROH Data Gateway Application Home page for a sample of the Home page)
and then click the Update / View Hirings / Recalls button.

or

e From any page other than the Home and Update / View Hirings / Recalls pages, optionally select the
organization from the Select an organization drop down list and click the Update / View Hirings / Recalls link
under the left side Menu section of the page.

or

e From the Update / View Hirings / Recalls page, select the organization from the Select an organization drop
down list.
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2.2.2. If you have not previously reported any hirings and/or recalls or you have previously reported
hirings and/or recalls but they are deemed ineligible to view, update and/or delete then the following
Update / View Hirings / Recalls page will be displayed.

Note: Your User Id and Session Number along with general information on the organization will be displayed at the top
of the page.

Francais

l * Government  Gouvernement z
of Canada du Canada SEGE s a

Immigration v Travel v Business v Benefits v More services v

Welcome = Login - Home = Update / View Hirings / Recalls

Menu

Data Gateway - Update / View Hirings / Recalls

Home

o
Enter Hirings / Recalls

User: KASK00003073 Session Number: 37838
Update / View Hirings / =
Recalls Business Number: 123456789RP0001

Payroll Locator Code: 12

Add / Update / View

Organization Name: ABC Ltd.
Organization Information

Last Reporting Period: 2015-10

Logout
If you select a different organization you must click the OK button.

Information
123456789RPO001 ABC Ltd. v

Frequently Asked Questions

Note: If you wish to keep a copy of your hirings and recalls, select the print option on your Internet browser or right
click on the mouse and select the print option

Help

Site Map © There are no eligible hiring/recall transactions that can be viewed, updated and/or deleted for this
organization

What's New?

This image shows the Update / View Hirings / Recalls page of the Data Gateway application which displays
a message that there are no eligible hiring and recall transactions that can be viewed, updated and/or
deleted for this organization.
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2.2.3. If you have previously reported hirings and/or recalls that are deemed eligible to view, update

ROH — Data Gateway User Guide — Form (Data Entry)

and/or delete then the following Update / View Hirings / Recalls page will be displayed.

Note:

Your User Id and Session Number along with general information on the organization will be displayed at the top of the

page.

The hiring and recall transactions will be listed in ascending Social Insurance Number and First Day of Actual

Employment order.

G t
| L [y

Immigration v

Menu

Home

Enter Hirings / Recalls

Update / View Hirings /
Recalls

Add / Update / View
Organization Information

Logout

Information

Frequently Asked Questions
Help
Site Map

What's New?

Francais
Gouvernement
du Canada Search Canada.ca u

Travel v Business v Benefits v More services v

Welcome = Login <= Home < Update / View Hirings / Recalls

Data Gateway - Update / View Hirings / Recalls

o
User: KASK00003073 Session Number. 37833

Business Number: 123456789RP0O001
Payroll Locator Code: 12

Organization Name: ABC Ltd.
Last Reporting Period: 2015-10

If you select a different organization you must click the OK button.
123456789RP0O001 ABC Ltd. :}

Note: If you wish to keep a copy of your hirings and recalls, select the print option on your Internet browser or right
click on the mouse and select the print option

Social Insurance First Day of Actual Badge or Payroll Error
Number * Employment * Message(s)

(=4
B
o

Update @' @] &
Cancel

Edit 234567891 2015-10-03

Delete

Edit 345678912 2015-10-05 3111
Delete

Ea 456789123 2015-10-02 190956278
Delete

Note: You will not be able to view, update and/or delete previously reported hiring/recall
transactions that are in the p of being gainst the El Benefits Claim file.

© The Social Insurance Number (SIN) is collected under the authority of the ploy it e Actand in
accordance with the Treasury Board Secretariat Directive on the SIN, which lists the Employment Insurance
program as an authorized user of the SIN

This image shows the Update / View Hirings / Recalls page within the Data Gateway application which

displays the valid hiring and recall records that are deemed eligible to view, update and/or delete.
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2.2.3.1. If you want to delete a previously reported hiring and/or recall transaction then simply click the
Delete button that is to the left of the corresponding Social Insurance Number.

You will then be instructed to confirm the deletion hiring and/or recall transaction by clicking the OK button.

Once you have confirmed the deletion, the Update / View Hirings / Recalls page will be refreshed and the deleted
hiring and/or recall transaction will no longer appear.

Note: If you delete all previously reported hiring and/or recall transactions then the Update / View Hirings / Recalls
page described in section 2.2.2. above will be displayed.

2.2.3.2. If you want to update a previously reported hiring and/or recall transaction then follow the steps
below:

2.2.3.2.1. Click the Edit button that is to the left of the corresponding Social Insurance Number.

The following Update / View Hirings / Recalls page will be displayed.
Note:

All Mandatory fields will have an asterisk to the right of their field name (label).

If invalid field values are entered then error messages will be displayed once you click the Update button or click
anywhere else on the page after entering the invalid field value.

Erancais

. o . Government Gouvernement = =
' of Canada du Canada Search Canadaca a

Immigration ~ Business ~ Benefits ~ More services ~

Weicome -» Login - Home - Update / View Hirings / Recalls

Menu

Data Gateway - Update / View Hirings / Recalls

Home
o

Enter Hirings / Recalls
User: KASKOO003073 Session Number: 37333

Update / View Hirings /
e i e il
Payroll Locator Code: 12

Add 7 Update / View

Soech . Organization Name: ABC Ltd
Organization Information

Last Reporting Period: 2015-10
Logout
If you select a different organization you must click the OK button.

Information
oA 123456789RPO0O1 ABC Ltd. ~

Freguently Asked Questions
ey > Note: If you wish to keep a copy of your hirings and recalls, select the print option on your Internet browser or right

Holp click on the mouse and select the print option

Site Map Update Social Insurance First Day of Actual Badge or Payroll Error
Number * Empiloyment * Number Message(s)
What's New?
Update [123356785 }- [zo015-1001 | &E-
Cancel
E R .
345678912 2015-10-05 3111
Delete
456789123 2015-10-02 190956278
Delete

Note: You will not be able to view, update and/or delete prevlously reported hiring/recall
transactions that are in the p! of being he EI Claim file.

accordance with the Treasury Soard Secretariat Directive on the SIN. which lists the Employment Insurance
program as an authorized user of the SIN

| © The Social s is under the authority of the Employment Insurance Act and in

This image shows the Update / View Hirings / Recalls page within the Data Gateway application which
displays a valid hiring and recall record being updated.

Canada "




B

ROH — Data Gateway User Guide — Form (Data Entry)

2.2.3.2.2. You can update the Social Insurance Number, First Day of Actual Employment and/or Badge or
Payroll Number field values.

Note: When updating these field values remember to adhere to the field entry procedures and business rules that are
described in section 2.1.3.1.

2.2.3.2.3. Click the Update button that is to the left of the corresponding Social Insurance Number once you
have made all the required field value updates.

e You will be notified if any of the field value updates were rejected.

If any of field value updates were rejected, make the necessary corrections and click the Update button.

e If all the field value updates were accepted then the Enter Hirings/Recalls page described in section 2.2.3 above
will be displayed with all the updated field values.
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Chapter 6 - Miscellaneous ROH Data Gateway Application Features and
Information

Note: For security reasons your current session will be terminated and you will be returned to the Welcome
default page if you have not been active for more than 20 minutes.

1. Change User ID page

You can change your User ID at any time by:
- First clicking the Change User ID link from the Home page in order to access the Change User ID page.

- Then from the Change User ID page, fill the required field and click on the Change User ID button to complete the
change. The User ID must be between six and twelve alphanumeric characters. The User ID is not case sensitive. You
can get to this page by clicking the Change User ID link from the Home page.

Note: It is important to keep your User Id confidential. Change your User Id regularly. Use the Forgot your
User Id and/or Password feature described in section 3.2 of the user guide or Contact Service Canada if
you forget your User Id or Password.

Search Canada.ca

I * Government  Gouvernement
of Canada du Canada

Immigration v Travel v Business v Benefits v Health v Taxes v More services v

Menu
Data Gateway - Change User ID
Home
o
Logout
User: KASK00003073 Session Number: 37884
Information
Frequently Asked Questions Enter Current Login Information
bl User ID:
Site Map KASK00003073
What's New? Password (Required):

Enter New User ID (6 to 12 alphanumeric characters)

Enter New User ID (Required):

Confirm New User ID (Required):

Change User ID

Date modified: 2015-12-01

This image shows the Change User ID page within the Data Gateway application.
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2. Government On-Line initiative Standard Toolbar

The ROH Data Gateway application uses the Government On-Line initiative standard toolbar at the top of every page.

Frangais

I * Government  Gouvernement N
of Canada du Canada S Ut a

Immigration Travel » Business v Benefits «» Health « More services

The following table defines each of the terms used in the Government On-Line standard toolbar
(located at the top of the screen).

Francais This link changes the language of the Data Gateway to French.
Jobs This link opens the Government of Canada - Jobs and the workplace website.

http://www.esdc.gc.ca/en/jobs/index.page

Immigration This link opens the Government of Canada - Immigration and citizenship website.
http://www.cic.gc.ca/english/index.asp

Travel This link opens the Government of Canada - Travel and tourism website.
http://travel.gc.ca/? ga=1.127676813.1415036760.1445351429

Business This link opens the Government of Canada - Business and industry website.
http://www.canada.ca/en/services/business/index.html

Benefits This link opens the Government of Canada - Benefits website.
http://www.canada.ca/en/services/benefits/index.html

Health This link opens the Government of Canada - Health website.
http://healthycanadians.gc.ca/index-eng.php? ga=1.94638108.1415036760.1445351429

Taxes This link opens the Government of Canada - Taxes website.
http://www.canada.ca/en/services/taxes/index.html

More Services This link opens the Government of Canada - All services and information website.
http://www.canada.ca/en/services/index.html
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Contact Us
News
Newsroom
News releases
Media advisories
Speeches

Statements

Contact information

Government Feedback

e

Social media
‘ ‘ #
@

Mobile centre

Transparency
How government works Government-wide reporting
Departments and agencies Open government
Prime Minister Proactive disclosure
Ministers Terms and conditions
Public service and military Privacy

Policies, regulations and laws

00D
Publications

Statistics and data

About Canada.ca

Canada

The following table defines each of the terms used in the Government On-Line standard toolbar
(located at the bottom of the screen).

Contact Information

Most asked-
about topics

This link opens the Government of Canada - Contact information website and directly to the
Most asked-about topics section.
http://www.canada.ca/en/contact/index.html

Specialized

This link opens the Government of Canada - Contact information website, and directly to the
Specialized Enquiries section.

enquiries http://www.canada.ca/en/contact/index.html#spe
This link opens the Government of Canada - Contact information website, and directly to the
General g .
Inquiries General Enquiries section.
http://www.canada.ca/en/contact/index.html#gen
News
Newsroom This link opens the Government of Canada - latest News and information website.
http://news.gc.ca/web/index-en.do? ga=1.65690030.1415036760.1445351429
This link opens the Government of Canada - News Releases website.
News http://news.gc.ca/web/nwsprdct-
Releases en.do?mthd=tp&crtr.tp1D=1& ga=1.101842305.1415036760.1445351429
. This link opens the Government of Canada - Media Advisories website.
M_edla_ http://news.gc.ca/web/nwsprdct-
Advisories en.do?mthd=tp&crtr.tp1D=3& ga=1.127489421.1415036760.1445351429
This link opens the Government of Canada - Speeches website.
Speeches http://news.gc.ca/web/nwsprdct-
en.do?mthd=tp&ecrtr.tp1D=970& ga=1.23207738.1415036760.1445351429
This link opens the Government of Canada - Statements website.
Statements http://news.gc.ca/web/nwsprdct-en.do?mthd=tp&crtr.tp1D=980
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Government

How This link opens the Government of Canada - How government works website.
government http://www.canada.ca/en/government/system/index.html
works
This link opens to the Government of Canada - Departments and agencies website.
Departments

and agencies

http://www.canada.ca/en/government/dept/index.html

This link opens to the Government of Canada- Prime Minister website.

Pl:in_1e http://pm.gc.ca/eng/news/2015/07/11/pm-announces-expansion-canadas-first-national-
Minister urban-park

This link opens to the Government of Canada - Ministers website.
Ministers http://www.canada.ca/en/government/ministers/index.htmil

Public service
and military

This link opens to the Government of Canada - Public service and military website.
http://www.canada.ca/en/government/publicservice/index.html

Policies, This link opens to the Government of Canada - Policies, regulations and laws website.
regulations http://www.canada.ca/en/government/policy/index.html
and laws
This link opens to the Government of Canada - Libraries website.
Libraries http://www.canada.ca/en/government/libraries/index.html

Publications

This link opens to the Government of Canada - Publications website.
http://www.canada.ca/en/government/publications/index.html

Statistics and
data

This link opens to the Government of Canada - Statistics and data website.
http://www.canada.ca/en/government/statistics/index.html

This link opens to the Government of Canada - About Canada.ca website.

About http://www.canada.ca/en/newsite.html
Canada.ca
Transparency
Government- This link opens to the Government of Canada - Government-wide reporting website.
wide http://www.canada.ca/en/transparency/reporting.html
reporting
Open This link opens to the new Government of Canada portal - Open Government website.
p http://open.canada.ca/en? ga=1.65288622.1415036760.1445351429
government
] This link opens to the Government of Canada - Government-Wide Reporting - Proactive

P_roactlve Disclosure - Treasury Board of Canada Secretariat website.
disclosure http://www.tbs-sct.gc.ca/pd-dp/ar-ra/index-eng.asp

This link opens to the Government of Canada — Terms and conditions website.
Terms and http://www.canada.ca/en/transparency/terms.html
conditions

This link opens to the Government of Canada - Privacy website.
Privacy http://www.canada.ca/en/transparency/privacy.html
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Feedback This link opens to the Government of Canada - Feedback website.

-’. http://www.canada.ca/en/contact/feedback.html

Social media This link opens to the official listing of Government of Canada - Social media channels
website.

http://www.canada.ca/en/social/index.html

Mobile centre | This link opens to the Government of Canada - Mobile centre website.

QD :n http://www.canada.ca/en/mobile/index.html
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3. Contact Us

3.1. Click the Contact Us link in the standard toolbar at the bottom of the page.

The following Contact Us page will be displayed:

ROH — Data Gateway User Guide — Form (Data Entry)

I * Government
of Canada

Immigration v

Welcome = Login < Contact us

Menu

Home
My Account
Logout

Information

Frequently Asked Questions
Help
Site Map

What's New?

Contact information

Newsroom

News releases
Media advisories
Speeches

Statements

Gouvernement
du Canada

Travel v Business v

Benefits v Health v

Data Gateway - Contact us

To help us serve you better, piease choose from the following programs:

+ Automated Eamings Reporting System

« Aboriginal Skills and Employment Training Strategy

- Report on Hirings
« Work Sharing

- Employer's Annual Hazardous Occurrence Report

- Hazardous Occurrence Investigation Report — *NEW*

« Participant of other programs

Date modified: 2015/12/01

Government

How government works
Depariments and agencies
Prime Minister

Ministers

Public service and military
Policies, reguiations and laws
Libranes

Publications

Statistics and data

About Canada.ca

Transparency
Government-wide reporting
Open government
Proactive disclosure

Terms and conditions

Privacy

Search Canada.ca

More services v

Feedback

e

Social media

@<

Mobile centre

HUC D

This image shows the Contact Us page within the Data Gateway application.
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3.2. Click the page’s Report on Hirings program link option.

The following Contact Us page will be displayed. Follow the instructions on the page.

Francais

* Government  Gouvernement
of Canada du Canada Search Canada.ca n

Immigration Travel Business « Benefits + Health Taxes v More services v

Welcome = Login = Contact us

Menu
Data Gateway - Contact us
Home
Logout Report on Hirings
Information More information is available on our ROH site, in the Data Gateway User Guide, and in our Frequently Asked

Questions

Frequently Asked Questions Data Gateway User Guide - Form (Data Entry)

Help Data Gateway User Guide - File (BH1202}

Site Map Frequently Asked Questions - Form (Data Entr

What's New? Frequently Asked Questions - File (BH1202

If you are already participating in ROH and cannot find the answer to your question on any of the pages referred to
above, please contact us

The Employer Contact Centre is available Monday to Friday from 7 a.m. to 8 p.m., Eastern Time:
Telephone: 1-800-367-5693@

TTY: 1-855-881-9874:Q

This image shows the Contact Us page for the Report on Hirings program within the Data Gateway
application.

Note:

The Data Gateway User Guide will be displayed if you click the page’s Data Gateway User Guide for Report on Hirings
link.

The Frequently Asked Questions page will be displayed if you click the page’s Frequently Asked Questions link. Refer to
section 6 of this chapter for more information on the Frequently Asked Questions pages.
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4.1. Clicking on the Help link in the standard toolbar at the top of every page brings up the

following Help page.

The following Help page will be displayed:

G t
vl e

Gouvernement
du Canada

The Data Gateway application is used as a secure transfer mechanism by various Service Canada Programs to
exchange data with Service Canada. It provides the identification, authentication and ensures the privacy of data as

Health

Date modified: 2015/12/01

- Report on Hirings — File (BH1202)
- Work Sharing

- General

Jobs Immigration Travel » Business v Benefits v
Welcome = Login = Help
Menu
Data Gateway - Help
Home
My Account
it is transmitted from your browser to our site
Logout . .
For general help information, visit the Service Canada Help Page.
Information To help us serve you better, please choose from the following programs:
Frequently Asked Questions Automated Eamings Reporting System
_ - Aboriginal Skills and Employment Partnership Program
Help
= Aboriginal Skills and Employment Training Strateqy
Site Map
. n_Hirings — Form: ta Entry
What's New?

Erancais

Search Canada.ca n

Taxes v

More services v

This image shows the Help page within the Data Gateway application.
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4.2, Click on the Report on Hirings — Form (Data Entry) link to bring up the following Help page.

I* Government  Gouvernement et s
of Canada du Canada Skl Al n

Immigration v Business v Benefits v Health v More services v

Welcome = Login = Help

Menu

Data Gateway - Help

Home
The Data Gateway application is used as a secure transfer mechanism by various Service Canada Programs to

Logout exchange data with Service Canada. It provides the identification, authentication and ensures the privacy of data as
it is transmitted from your browser to our site

Information For general help information, visit the Service Canada Help Page
Frequently Asked Questions To access the Portable Document Format (PDF) version of the Data Gateway User Guide you must have a PDF

reader installed. If you do not already have such a reader, there are numerous PDF readers available for free

I oo oo pucnase o e ineme

Site Map « Adobe Reader download
« Foxit Reader for Windows

What's New? * Xpdf
- eXPert PDF Reader

Report on Hirings — File (BH1202)

This page provides help information on the following pages

BH1202 File Creation Instructions and Requirements
Change Password

Contact Us

Exiting from the ROH Data Gateway Application
« Forgot User ID or Password

Frequently Asked Questions

Govermnment On-Line initiative Standard Toolbar
Help

+ Home

Site Map

- Login

ROH Program Reporting Requirements

Secure Session Exit Notice

Terms Of Use

Uploading BH1202 Files

Viewing and or Deleting Uploaded BH1202 Files
What's new

This image shows the Help page for the Report on Hirings program within the Data Gateway application.

The Help page contains a general information section for every ROH Data Gateway application page (screen).

To view a page’s general information section;

e Click on the page’s corresponding name link located under the Report on Hirings — Form (Data Entry) section of the
Help page.

For example, if you are interested in viewing the general information section of the Account Disabled page, click
the Account Disabled link. You will then be brought to the Account Disabled general information section of the Help

page.
e  Or, scroll up or down on the Help page until you have reached the page’s general information section.

Note: Each general information section will also include the location within the Data Gateway User Guide as well as a
link to the Data Gateway User Guide where you can view detailed information and instructions on the page.
[ Rl
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5. What's New

This page provides the user with new information relating to the ROH Data Gateway application. Check this page
occasionally for news and updates.

To go back to where you were, click on Back. Or go to any other link from the toolbar.

Francais
I * Government  Gouvernement P
of Canada du Canada sl n
Immigration v Travel v Business v Benefits v Taxes v More services v
Menu ' 2
Data Gateway - What's New~
Home
My Account © Version 10.0
Logout This new version implements the new Content Delivery Network (CDN) which is part of the Sustain Compliance
on Web Accessibility Standard for Internet (SCWASI) project. Also, the Data Gateway website is now using the
Information Canada.ca theme.
Frequently Asked Questions
=g y Date modified: 2015/12/01
Help
Site Map

This image shows the What's New? page within the Data Gateway application.
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6. Frequently Asked Questions

6.1. Click the Frequently Asked Questions link on the page. The following Frequently Asked
Questions page will be displayed:

Erancais
I * Government  Gouvernement T
of Canada du Canada AN SR E

Immigration v Travel v Business v Benefits v Health v Taxes v More services v

Welcome = Login = Home = Frequently Asked Questions

Menu -
Data Gateway - Frequently Asked Questions
Home
To help us serve you better, please choose from the following programs
My Account
« Automated Eamings Reporting System
Logout « Report on Hirings — Form (Data Entry)
Information « Report on Hirings - File (BH1202)

Frequently Asked Questions Sl ISR EEE

« Data Gateway - General questions
Help

Date modified: 2015/12/01
Site Map

What's New?

This image shows the Frequently Asked Questions page within the Data Gateway application.
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6.2. Click the page’s Report on Hirings — Form (Data Entry) link option. The following
Frequently Asked Questions page will be displayed. Simply scroll down to your question to view
the answer.

Francais

I* Government  Gouvernement S
of Canada  du Canada Search Lanaca.ca a

Immigration v Business v Benefits v Health v Taxes v More services v

Welcome = Login = Home = Frequently Asked Questions

Menu -
Data Gateway - Frequently Asked Questions
Home i
Logout Report on Hirings — Form (Data Entry)
Information Where can | get general information about the ROH program?
Please visit the ROH site for general information about this program
Frequently Asked Questions
What if | experience technical problems with the Data Gateway application or have other program-related
Help questions?
Site Map Support is available Monday to Friday between 7:00 am. and 8:00 p.m. EST. For enquiries about Data Gateway or
ROH, call 1-800-367-5693@
What's New?

Which browser should | use to the Data G y lication?

The Data Gateway application was developed for the latest versions of the most popular browsers. It is still
functional with older versions, but some pages may not be displayed properly. You must use a browser supporting
encryption

What is the web site certificate?

The web site certificate is designed to protect and authenticate our site. The certificate encrypts the data you are
exchanging with our site to keep it safe from interception or tampering technology

When should | report hirings and recalls, or the absence of hirings and recalls?

You have to report hirings and recalls, or the absence of hirings and recalls, every month for your organization and
those organizations for which you report. Your last reporting period will be indicated at the top of your Organization
Information page

This image shows the Frequently Asked Questions page for the Report on Hirings program within the Data
Gateway application.
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7. Site Map

Click the Site Map link under the left side Info section of the page to view the current official version.

8. Exiting from the ROH Data Gateway Application

Click on the Logout link under the left side Menu section of the page to exit the ROH Data Gateway application.

9. Secure Session Exit Notice

The following warning page will be displayed when you attempt to leave a secure session in the Data Gateway
application.

Click Yes if you wish to terminate your session in Data Gateway and be redirected to the new chosen link.

Click Cancel if you wish to continue your session in Data Gateway and cancel the redirection to the new link.

You are about to leave a secure site, do you wish to continue ?

This image shows the Warning Secure Session Exit Notice page within the Data Gateway application.
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10. Account Disabled

The following Account Disabled page will be displayed if your Data Gateway account is disabled.

Frangars
I * Government  Gouvernement 2 A
of Canada du Canada SITUHEIEIET H

Immigration v Travel v Business v Benefits v Health v More services v

Welcome = Login = Account disabled

Menu

Data Gateway - Account Disabled

Home
Your Data Gateway account has been disabled.

For assistance, please contact us. (Click on the Contact Us link at the top of the page for contact details.)
togout CONTINUE

Information Date modified: 2015/12/01

Frequently Asked Questions
Help
Site Map

What's New?

This image shows the Account Disabled page within the Data Gateway application.

Note: Whether you click the Account Disabled page's CONTINUE[button or not, your current session will be terminated
and you will be returned to the ROH Data Gateway application Welcome default page.
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