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7.1 Employer Management

This chapter covers the following aspects of managing Employer information in the EOIS Case
Management System:

e Registering a Corporate Entity and an Employer
e Creating Employment Ontario Case

e Modifying a Corporate Entity and an Employer
e Viewing Service Plans tied to Employer

The corporate entity and employer participant types are used to capture employer profile
information for various Employment Ontario programs. The corporate entity captures
corporate-level information tied to a CRA business number and the employer profile captures
local branch-level information. Multiple employers (branches) can be associated to one
corporate entity and every employer must be associated to a corporate entity, even if it is an
employer with a single location. Employers participating in placements or service plans must
be registered in the system and associated at the employer (branch) level.
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7.2 Roles and Responsibilities

The creation and management of employers is the responsibility of service providers. The
following table lists the actions that each system user role can perform.

Note: Corporate entities can only be closed through the EOIS Service Desk.

View Create/Modify  Create EO Close Close
Corporate Corporate Case Corporate Employer
Entity/ Entity/ Entity
Employer Employer
Profile
Service Yes Yes Yes No Yes
Provider
Manager
Service No No No No No
Provider
Manager Non-
Case
Service Yes Yes Yes No Yes
Provider
Caseworker
Service Yes Yes Yes No Yes
Provider
Administrator
Ministry Yes No No No No
Manager
Ministry Yes No No No No
Regional
Administrator
Ministry Yes No No No No
Caseworker
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7.3 View Corporate Entity

The EOIS Case Management System (the system) enables users to view the information of
corporate entities that have been registered.

System Steps

o Step 1: Workspace Page
Click SEARCH FOR A CORORATE ENTITY.

My Shortcuts

Register a Person

Register an Employer or a Corporate Entity
My Service Provider

Pending Reviews

Reassign Cases

Reassign Reviews

Search for a Case

Search for an Application

Search for a COJG Application

Search for a LWI Application
Search for a Corporate Entity
Search foram Employer

View My Bookmarks
View My Cases

o Step 2: Corporate Entity Search Page

Complete all necessary fields, and click SEARCH. Click the REFERENCE NUMBER next to
the employer to view its home page.

Search Results (Number of ltems: 1 out of 1)

Corporate Entity Trading / Business Registered / Legal
CRA Number
Reference Number Name Name

10240844805 123456789 ABC Inc. ABC Inc. BURLINGTOM 10/10/2018 10:57

Business City Last Updated Trading Status

< Step 3: Corporate Entity Home Page
Basic corporate entity information will appear on the home page.
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GContact Administration Alternative IDs History Trading Status Associated Branches

Corporate Entity Home: e C T
Name v
Registered / Legal Name ABC Inc Trading / Business Name ABC Inc
CRA Number 608870586 Total Number of Employees in Corporation 22
Year Business Registered 20$2 Preferred Language English
Preferred Communication Sensitivity 1
Registration Date 1910/2015 Status Active
Contact v
12 CONWAY AVE
YORK
Address Ontario Telephone Number (416)651-7529
MEETHZ
Canada

Current Activities

Open Tasks 0 Open Cases 0

Comments

To view employers associated to this corporate entity, select the Associated Branches tab.

Corporate Entity Home: eat |C T
Name v
Registered / Legal Name ABC Inc Trading / Business Name ABC Inc
CRA Number 608870586 Total Number of Employees in Corporation 22
Year Business Registered 20$2 Preferred Language English
Preferred Communication Sensitivity 1
Registration Date 19/10/2015 Status Active
Contact v
12 CONWAY AVE
YORK
Address Ontario Telephone Number (416)651-7529
MEETH2
Canada

Current Activities

Open Tasks 0 Open Cases 0

Comments

o Step 4: Associated Branches

A list of employers associated to the corporate entity is displayed. Select the EMPLOYER
REFERENCE NUMBER to view an associated employer profile.
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Home Gontact Administration Alternative IDs History Trading Status

List of Associated Branches

List of Associated Branches

c Ref Employer Reference Trading / Business Registered / Legal
snes Number Name Name
430587 10240000992 ABC Inc ABC Inc.
Version 3.7

Business City

YORK

© 2018 The Queen’s Printer

Last Updated

1510/2018 11:12

0
[ ]

Trading Status
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7.4 View Employer

The EOIS Case Management System (the system) enables users to view the information of
employers that have been registered.

System Steps

o Step 1: Workspace Page
Click SEARCH FOR AN EMPLOYER.

My Shortcuts

Register a Person

Register an Employer or a Corporate Entity
My Service Provider

Pending Reviews

Reassign Cases

Reassign Reviews

Search for a Case

Search for an Application
Search for a COJG Application
Search for a LWI Application
Search for a Corporate Entity

< Search for an Employer 9

View My Bookmarks

View My Cases

o Step 2: Employer Search Page

Complete all necessary fields, and click SEARCH. Click the REFERENCE NUMBER next to
the employer to view its home page.

Search Criteria v

Employer Reference Mumber [ | Busi City

Trading / Business Name ABC Inc Registered / Legal Name

Include Employers with Liquidated Trading O Include Employers with ‘Opened in error’ 0

Status Trading Status

‘ Search ‘ ‘ Reset
Search Results (Number of ltems: 2 out of 2) v
Case Reference Employer Reference Trading / Business Registered / Legal Busi City Last Undated Trading Status
Number MName Name

4305871 10240000992 ABC Inc ABC Inc. YORK 1510/2018 1142
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< Step 3: Employer Home Page

Basic employer information will appear on the employer’'s home page. The associated
Corporate Entity is shown on this page. To view the associated corporate entity profile, click
the name of the CORPORATE ENTITY.

Home Cases. Service Plan Gases Gontact Administration Altemative IDs History Trading Status Employer Review

Employer Home:
Name

Trading / Business Name
Business Identification Number
Registration Date

Sensitivity

Further Details

Total Number of Employees in Branch

Version 3.7

ABC Inc
607350454
02/06/2011
1

Registered / Legal Name

Preferred Language

Preferred Communication

Corporate Entity

Corporate CRA Number

Total Mumber of Employees in Corporation
Status

Employer Business Size

© 2018 The Queen’s Printer

ABC Inc.
English
Phone

T e ]

@EIC Inc [Change Corporate Entity])

608870586
2
Active

11-50
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7.5 Registering a Non-COJG Employer

Registering an employer is a two-step process: both a corporate entity and an employer profile
must exist and be associated before the employer can be linked to a service plan. The
corporate entity captures all of the information relevant to the overall corporation, such as its
CRA number and corporate address. Information relating to branch location(s) is collected
under the employer profile. There can be many employers (branches) associated to one
corporate entity.

Historical employer information in EOIS-CaMS has been captured at the
employer (branch) level; therefore, many existing employers may not be
associated to corporate entities. As outlined in the steps that follow, there will be
four scenarios that can be encountered when registering an employer:

e Neither the corporate entity nor the employer (branch) exists and both
must be registered.

e The branch (employer) exists but its corporate entity must be created and
the branch must be associated to it.

e The corporate entity exists but a new employer (branch) needs to be
created and associated to it.

e Both the corporate entity and employer (branch) already exist.

Prerequisites:

All requirements outlined in relevant program or service guidelines must be met. Be sure that
all employer information is captured prior to registration.
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7.5.1 Create New Corporate Entity and New Employer
System Steps

o Step 1: Workspace Page
Click CREATE A NEW EMPLOYER or CORPORATE ENTITY from the My Shortcuts list.

My Shortcuts

Register a Person

@ter an Employer or a Corporate Entity)

My Service Provider

Pending Reviews

Reassign Cases

Reassign Reviews

Search for a Case

Search for an Application
Search for a COJG Application
Search for a LWI Application
Search for a Corporate Entity
Search for an Employer

View My Bookmarks

View My Cases

o Step 2: Confirm Employer Not Already Registered Page

This step is to confirm whether the employer already exists in the system. The CRA Number
also searches the Business Identification Number field within employer records as this field
has historically captured the CRA Number.

EE =t In order to retrieve the most accurate search results, it is recommended that
users first search using only the CRA Number since this field should produce
the most accurate results. If this search does not retrieve a relevant employer
(branch) or corporate entity, next use the Business Name only. Note the system
performs partial searches and more search results should appear if a shortened
version of the name is used. For example, when trying to find “Bob Jones
Automotive,” search using “Bob Jones” or “Jones Automotive.” These results can
be further refined using the Legal Name and Postal Code fields.
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Complete all necessary fields, and click SEARCH. Registered/Legal Name is the legal name
and the Trading/Business Name is the operating name.

In the Search Results table, the Corporate/Branch field indicates if the employer is
associated to a corporate entity (“Corporate”) or not (“Unassociated Branch”). Records
appearing with “Corporate” should be toggled to view the associated branches or to add a new
branch to the corporate entity.

In this scenario, the employer was not found. Click REGISTER CORPORATE ENTITY.

| Conirm Empioper Mot Aknady Regitersd 3

Confirm Employer Mot Already Registered

o Step 3: Register Corporate Entity Page

The system will display the Register Corporate Entity page pre-populating data fields that were
entered by the user as search criteria. The user has the ability to modify these pre-populated
fields. Enter as much information as possible into the available fields. Fields marked with an
asterisk are mandatory.

Complete all necessary fields.

[a ]

Hegister Corporate Enlity [ regnter [ cancat
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An Address Details page will load for the postal code where users will enter the street number,
unit or suite number and any other relevant information.

Address Details @

Canada Post provides the populated address information. Please complete additional address fields where necessary. * required field

Mailing Address

Street Number Suffix V| Unit/Suite/Apt 901
Street Name BLOOR Street Type Street Street Direction E
Delivery Mode PO Box or Route

Number
Delivery Installation Delivery Installation
Type Qualifier
City/Town TORONTO Province ON Postal Code M4W3R8
Country CANADA

Previous Continue Cancel

Click the CONTINUE button to return to the Register Corporate Entity page. The address fields
on the page will populate with the information.

If the address cannot be found in the Address Details page, verify the address on
Canada Post's website.

Ensure the Same as Registered/Corporate Address checkbox is selected if this is the case.
The Contact Type for the initial registration must have a value of “Primary.”

Click REGISTER to complete.
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Bame as Registered / Corparats Addrens ® Gountry Canada ~|  Postal Code to Lookup

Mailing Address o

AptiSunte Sereat 1
Stroel 2 City
Proving w/Stale |  PostalTip Code

Phone Details -

Primnry Phens Nomboer Primary TTY a
Alternate Phons Numbos Anemate TTY

Fox Mumbes Fax TTY a

Email Address =
Emnd Addross

Company Contact -

Contact Name * ki

o Step 4: Corporate Entity Registration Completed Page

Now that the corporate entity has been created, the next step in this scenario is to create the
employer (branch) under this corporate entity. Click CREATE NEW EMPLOYER FOR THIS
CORPORATE ENTITY.

Confirm Employer Not Already Registered X

Confirm Employer Not Already Registered

Corporate Entity Registration Completed

The Corporate Entity registration process has been successfully completed.

The Corporate Entity's reference number is 10240844807

@ Employer for this Corporate Entity

Click here to open the Corporate Entity home page.

Click here to register another Corporate Entity.

o Step 5: Confirm Employer Not Already Registered Page
Upon confirming employer is not already registered, click CONTINUE.
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Search Criteria

Employer sference Number Business City

Trading / Businuss Name Pan Papercin Co Rogistersd { Logal Mame

Search Results (Number of ems: 0)

Empioyer Relerence
Cse Fnteonnce AL Trading / Buainess Namas Fisgisterad [ Lagnl Name Brminnss cay Last Upsiated Trading Status
i

o Step 6: Register Employer Page

The system will display the Register Employer page pre-populating data fields that were
entered by the user as search criteria. The user has the ability to modify these pre-populated
fields. Enter as much information as possible into the available fields. Fields marked with an
asterisk are mandatory.

Complete all required fields.

Register Employer T -
Registared Offica
Trading / Dusiness Name * o Paporcip Go Registered / Lagal Nams *
Business Idwitilication Nuriker Prafirod Language * b
Registration Dato * W08 B3 Preforred Com d v
Furthar Delailz
Total Nusnber of Emiskoyiss in Branch ® o Buairvuss Dascrigplion
Businass Addrass 5l
Canad, | Postal Coe to Lookup

Bearch

An Address Details page will load for the postal code where users will enter the street number,
unit or suite number and any other relevant information.

Click the CONTINUE button to return to the Register Employer page. The address fields on the
page will populate with the information.
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Address Details @

Canada Post provides the populated address information. Please complete additional address fields where necessary. * required field

Mailing Address

Street Number Suffix v|  Unit/Suite/Apt 200
Street Name BAY Street Type Street Street Direction
Delivery Mode PO Box or Route
Number
Delivery Installation Delivery Installation
Type Qualifier
City/Town TORONTO Province ON Postal Code M7A1L2
Country CANADA

Continue Cancel

If the address cannot be found in the Address Details page, verify the address on
Canada Post's website.

Ensure the Same as Business Address checkbox is selected if this is the case.

Same as Business Address

The six-digit NAICS Code is the North American Industry Classification System code. The
system will not search for the NAICS Code; it must be retrieved manually from the Internet.
The system validates the code and will produce an error if it is not a valid code. The Contact
Type for the initial registration must have a value of “Primary.”

Company Contact Z
Cen t Marm: od
zontact Phore Number
Phone Numbar Y O
Asamate Phione Number ™ O
Contnct Email Addreas.
Trading Datalls
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Click REGISTER to complete.

Register Employer E] cacat (0}
* regaied
Registerad Office -
Trasding £ Baniness Noma * Pen Paperclip Co Rogistered £ Logal Nama * Pen Papercha Co
Business identilication Numbar Proformed Language * [Engish ]
TN 1 Proteered Communica tion L

Fogistration Date *

< Step 7: Employer Registration Completed Page

A page confirms successful registration. A system generated Reference Number will appear.
This page provides a link to the employer’'s home page as well as a link to register additional
employers. Select CLICK HERE TO OPEN THE EMPLOYER HOME PAGE.

Employer Registration Completed

The employer registration process has been successfully completed.

The employer's reference number iz 10240809988

(Click here to open the employer home pﬂge.)

Click here to register another employer.

o Step 8: Employer Home Page
Note that the employer is now linked to the Corporate Entity.

Home Cases. Service Plan Cases Gontact Administration Alternative IDs History Trading Status Employer Review
Employer Home: Edit Greate Employment Ontario Gase c ':-'

MName
Trading / Business Name Pen Paperclip Co Registered / Legal Name Pen Paperclip Co
Business |dentification Number Preferred Language English
Registration Date 16/10/2018 Preferred Communication
Sensitivity 1 Corporate Enti Papercllp Company [Change Corporate
! Entity]
Corporate CRA Number 113456789
Total Number of Employees in Corporation 88
Status Active
Further Details -
Total Number of Employees in Branch 23 Employer Business Size 11-50
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7.5.2 Create New Corporate Entity and Select Existing Employer
System Steps

o Step 1: Workspace Page
Click CREATE A NEW EMPLOYER or CORPORATE ENTITY from the My Shortcuts list.

Register a Person

@egister an Employer or a Corporate EntitD
My Service Prowider

Pending Reviews

Reassign Cases

Reassign Reviews

Search for a Case

Search for an Application
Search for a COJG Application
Search for a LW] Application
Search for a Corporate Entity
Search for an Employer

View My Bookmarks

View My Caszes

o Step 2: Confirm Employer Not Already Registered Page

This step is to confirm whether the employer already exists in the system. The CRA Number
also searches the Business Identification Number field within employer records as this field
has historically captured the CRA Number. Complete all necessary fields, and click SEARCH.

In the Search Results table, the Corporate/Branch field indicates if the employer is
associated to a corporate entity (“Corporate”) or not (“Unassociated Branch”). Records
appearing with “Corporate” should be toggled to view the associated branches or to add a new
branch to the corporate entity.

In this scenario, the employer was found as an Unassociated Branch. Since the employer
exists but the corporate entity needs to be created, click REGISTER CORPORATE ENTITY.
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Confirm Employer Not Already Registered

s
* required field
Search Criteria
Trading / Business Name [D's Candy Co | Registered / Legal Name
CRA Number Paostal Code
‘ Search ‘ ‘ Reset ‘ [ Register Corporate Entity D
Search Results
Corporate /Branch  Reference Number  CRA Number U BT E‘::‘md ol Business City Registration Date Last Updated
Unasscciated Branch 10240809989 D's Candy Co D's Candy Co TORONTO 15M10/2018 15/10/2018 11:40

o Step 3: Register Corporate Entity Page

Complete all necessary fields. An Address Details page will load for the postal code where
users will enter the street number, unit or suite number and any other relevant information.

Remember that this information relates to the employer’s corporate head office. Click
REGISTER.

Register Corporate Entity Cancal C P

* required field
Registered Office -
Registered / Legal Name * D's Candy Co Trading / Business Name * D's Candy Co
CRA Number * 111345678 Total Number of Employees in Corporation * 88
Year Business Registered Preferred Language * EiED

Preferred Communication [ v

o Step 4: Corporate Entity Registration Completed Page

Now that the corporate entity has been created, the next step in this scenario is to associate
the employer (branch) under this corporate entity.

[ |

4
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Corporate Entity Registration Completed

The Corporate Entity registration process has been successfully completed.

The Corporate Entity's reference numberis 10240802950
Create New Employer for this Corporate Entity

Click here to open the Corporate Entity home page.

Click here to register another Corporate Entity.

< Step 5: Employer Home Page

Return to the home page of the employer you wish to associate to the corporate entity, and

click LINK TO CORPORATE ENTITY.

Employer Home:
MName

Trading / Business Name D's Candy Co
Business Identification Number
Registration Date 15/10/2018

Sensitivity 1

o Step 6: Set Corporate Entity Page

Edit Create Employment Ortario Case (7 @

-

Registered / Legal Name D's Candy Co
Preferred Language English

Preferred Communication

-
Corporate CRA Number

Total Number of Employees in Corporation 0

Status Active

Select a New Corporate Entity and click SAVE.

Set Corporate Entity: D's Candy Co

Change Corporate Entity

Mew Corporate Entity * D's Candy Co

Version 3.7
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o Step 7: Employer Home Page
Note that the employer is now linked to the Corporate Entity.

Employer Home: Edit Greate Employment Ortario Gase (7 !
Name v
Trading / Business Name D’s Candy Co Registered / Legal Name D's Candy Co
Business ldentification Number Preferred Language English
Registration Date 1610/2018 Preferred Communication
Sensitivity i Corporate Entity ( [¥s Candy Co [Change Corporate Entil;r])
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7.5.3 Select Existing Corporate Entity and Create New Employer
System Steps

o Step 1: Workspace Page
Click CREATE A NEW EMPLOYER or CORPORATE ENTITY from the My Shortcuts list.

Register a Person

@egister an Employer or a Corporate EntitD
My Service Prowider

Pending Reviews

Reassign Cases

Reassign Reviews

Search for a Case

Search for an Application
Search for a COJG Application
Search for a LW] Application
Search for a Corporate Entity
Search for an Employer

View My Bookmarks

View My Caszes

o Step 2: Confirm Employer Not Already Registered Page

This step is to confirm whether the corporate entity/employer already exists in the system. The
CRA Number also searches the Business Identification Number field within employer
records as this field has historically captured the CRA Number. Complete all necessary fields,
and click SEARCH.

In the Search Results table, the Corporate/Branch field indicates if the employer is
associated to a corporate entity (“Corporate”) or not (“Unassociated Branch”). Records
appearing with “Corporate” should be toggled to view the associated branches or to add a new
branch to the corporate entity.
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Confirm Employer Not Already Registered

Search Criteria
Trading / Business Name Paperclip Co Registered / Legal Name
CRA Number Postal Code
‘ Search | | Reset | | Register Corporate Entity
Search Results
Corporate / Branch Reference Number CRA Number Trading / Business Name Registered / Legal Name Business City
@ Corporate 10240809987 113456789 Paperclip Company Paperclip Company TORONTO

* required field

Registration Date Last Updated

15/10/2018 15/10/2018 11:26

In this scenario, the correct corporate entity was found but not the correct employer (branch).

Click ADD NEW BRANCH next to the appropriate corporate entity.

Search Criteria
Trading / Business Name Papercip Co Registered / Legal Name
CRA Number Postal Code
| Search | ‘ Reset | | Register Corporate Entity
Search Results
Corporate / Branch Reference Number CRA Number Trading / Business Name Registered / Legal Name Business City
- Corparate 10240809987 113456789 Paperclip Company Paperclip Company TORONTO

o Step 3: Confirm Employer Not Already Registered

Registration Date Last Updated

1510/2018 1671072018 11:26

' Add New Branch ]

Complete all necessary fields, and click SEARCH. If employer is not found, click CONTINUE.

Confirm Employer Not Already Registered

Enter esarch criteria to help you determine if the employer has been registered before.

Search Criteria
Employer Reference Number [T | B City
Trading / Business Name Paperclips and Staples Registered / Legal Name
e
‘ Search ‘ ‘ Reset ‘ [ Continue )‘

—_—

Search Results (Number of ltems: 0)

Employer Reference
Number

Case Reference Trading / Business Name Registered / Legal Name Business City

Version 3.7

© 2018 The Queen’s Printer

Last Updated

Page 25 of 65



EOIS-CaMS: Service Provider User Guide

o Step 4: Register Employer Page

The system will display the Register Employer page pre-populating data fields that were
entered by the user as search criteria. The user has the ability to modify these pre-populated
fields. Enter as much information as possible into the available fields. Fields marked with an
asterisk are mandatory.

Complete all remaining required fields.

Register Employer Register cancat (* T}
= required field
Registered Office v
Trading / Business Name * Paperclips and Staples Registered / Legal Name * Paperclips and Staples
Business Identification Number Preferred Language * English v
Registration Date * [hs/10/2019 % | B Preferred Communication [ v

Further Details

v

An Address Details page will load for the postal code where users will enter the street number,
unit or suite number and any other relevant information.

Address Details ()

Canada Post provides the populated address information. Please complete additional address fields where necessary. * required field

Mailing Address

Street Number (] Suffix | ~|  Unit/Suite/Apt 422
Street Mame BAY Street Type Strest Street Direction

Delivery Mode :S:S:rc’r Route

Delivery Installation Delivery Installation

Type Qualifier

City/Town TORONTO Province ON Postal Code MSG2ES
Country CANADA,

=) o]

Click the CONTINUE button to return to the Register Employer page. The address fields on the
page will populate with the information.
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If the address cannot be found in the Address Details page, verify the address on
Canada Post's website.

Ensure the Same as Business Address checkbox is selected if this is the case.

Registered / Corporate Address

Same as Business Address

The six-digit NAICS Code is the North American Industry Classification System code. The
system will not search for the NAICS Code; it must be retrieved manually from the Internet.
The system validates the code and will produce an error if it is not a valid code. The Contact
Type for the initial registration must have a value of “Primary.”

Click REGISTER to complete.

Register Employer Cancat |C T
* required field
Registered Office -
Trading / Business Name * Paperclips and Staples Registered / Legal Name * Paperclips and Staples
Business |dentification Number Preferred Language * ‘ English v|
Registration Date * 1540/2018 t| Preferred Communication v

o Step 5: Employer Registration Completed Page

A page confirms successful registration. A system generated Reference Number will appear.
This page provides a link to the employer’'s home page as well as a link to register additional
employers. Select CLICK HERE TO OPEN THE EMPLOYER HOME PAGE.

Employer Registration Completed

The employer registration process has been successfully completed.

The employer's reference number is 10240809951

Glick here to open the employer home pﬂge)

Click here to register another employer.
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o Step 6: Employer Home Page

Note that the employer is now linked to the Corporate Entity.

Employer Home:
MName

Trading / Business Name
Business ldentification Number
Registration Date 1510/2018

Sensitivity 1

Paperclips and Staples

Edt [ Greate Employment Ontario Gase (10}

-

Registered / Legal Name Paperclips and Staples

Preferred Language English
Preferred Communication

Corporate Entity

G’apercllpCompany [Change Corporate EntityD

7.5.4 Select Existing Corporate Entity and Existing Employer

System Steps

o Step 1: Workspace Page

Click CREATE A NEW EMPLOYER or CORPORATE ENTITY from the My Shortcuts list.

My Shortcuts

Register a Person

Register an Employer or a Corporate Entit{.r)

My Service Provider

Pending Reviews

Reaszsign Cases

Reassign Reviews

Search for a Case

Search for an Application
Search for a COJG Application
Search for a LW Application
Search for a Corporate Entity
Search for an Employer
View My Bookmarks

View My Cases

o Step 2: Confirm Employer Not Already Registered Page

Complete all necessary fields and click SEARCH.
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Confirm Employer Not Already Registered

~
* required field

Search Criteria

Trading / Business Name [ Paperclip Cd | Registered / Legal Name

CRA Number Postal Code

)‘ Search ) ‘ ‘ Resat ‘ ‘ Register Corporate Entity
Search Results
Corporate / Branch Reference Number CRA Number L:’d'“g VIRl Eag'“e'e‘j‘r ==l Business City Registration Date Last Updated
me ame

< Step 3A: Confirm Employer Not Already Registered Page

If the employer (branch) exists under the correct corporate entity, select the Branch

Reference Number. (Steps 3B-6 do not apply under this scenario)

Search Criteria

Trading / Business Name

paparcip Registered / Legal Name
CRA Mumbor Postal Code
- Fleginter Corporate Entity
Saarch R
Corporata | Br Redoeeacs Murbe CRA Numbsr Trading f Busineas Name Reganered ¢ Legal Nome Buriness City Fegiatration Dnte
Corporate 1024080908 163466788 Popercip Company Paperchp Comaany TOROKTD 1510/2018
Eir
Branch Fleterence Number CRA Number Tradng / Business Name Alegatered ! Logal Name Business Cay Hegistration Dete
X spercin TORONTO
fas Pagerchps and Stagles PApATES and Sinpies TORONTO

< Step 3B: Confirm Employer Not Already Registered Page

Lass Updated

5/ KU/2088 15:00

Add New Branch

Last Updated

If both the corporate entity and employer (branch) exist, but are not associated, there

are two scenarios for creating this association:

1.

If they share a CRA Number, the employer will appear in the Branches list under the

corporate employer. In this case, click ASSOCIATE next to the relevant employer.
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Corporate 40557053 7623433 CIMA Canada inc. CIMA Canada Inc. - Mississauga.  LAVAL 20042018 V002018 1553
Branches
Beanch Feferance Number CFA Murnber Tracing | Business Narne  Flegisternd { Lgal Name  Busirwss City Fegistration Date Last Updated
Associated Branch 10240558303 CIMA Caradda inc. LavaL ZROLA0 10:48
Ciman LAVAL 2004200 1117
10240295699 CINA Caracs Inc. DTTAWA 29042016 10:11
Unassociated Branch 10290302852 Cima Canada Inc LavaL 1203 WI2013 10:56

2. If the corporate entity and the employer (branch) both appear in the search results but
are not grouped together, due to the fact that the employer does not have a CRA
Number or has a number that does not match that of the corporate entity, complete the
following steps:

System Steps

o Step 4: Confirm Employer Not Already Registered Page
Click the REFERENCE NUMBER next to the appropriate Unassigned Branch.

Eofim Ermoloyos Mot Alrsccty Nogisters

Confirm Employer Mot Already Registarad

[47]

Trackg / Business Narme erayon [ —r—
CRA Numbsse Postal Coda
2 Cerporate E

Corporate | Beanch Fietereece Humber CRA Number Fagistered / Legal Name B »gist-ation Date
Corpo HGTO
Cor LG T
Corp o e Busington
Com rea erayon BURLINGTON
b e gtenn 5
Employer Home Elem [ Creuts Eploymet Orlai 3
Narmg -
Trading f Business Narms biue crayon Pagistered Legal Name ik
Business identification Number Preferred Language
Fegstraton Cate Preterred Communication
Senaitivity 1 Corporate Entity
Corporate CRA Number
Total Numier of Employess in Corpoention [
Status Aethn
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o Step 6: Set Corporate Entity Page
Select a New Corporate Entity, and click SAVE.

Set Corporate Entity: blue crayon ()
* required field
Change Corporate Entity -
New Corporate Entity * Crayons Inc O, ]

a3 "
Save Cancel
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7.6 Registering a COJG Employer

Employers participating in COJG must be registered using a corporate-branch structure. The
corporate entity captures all of the information relevant to the overall corporation, such as its
CRA number and corporate address. Information relating to branch locations will be collected
under the employer profile, just as they are for programs such as the Employment Service.
There can be many employers (branches) associated to one corporate entity.

Historical employer information in EOIS-CaMS has been captured at the
employer (branch) level; therefore, many existing employers may not be
associated to corporate entities. As outlined in the steps that follow, there will be
four scenarios that can be encountered when registering a COJG employer:

Prerequisites:

Neither the corporate entity nor the employer (branch) exists and both
must be registered.

The branch (employer) exists but its corporate entity must be created and
the branch must be associated to it.

The corporate entity exists but a new employer (branch) needs to be
created and associated to it.

Both the corporate entity and employer (branch) already exist and the user
can proceed with creating a COJG service plan.

For employers being registered for Canada-Ontario Job Grant (COJG) service plans,
registration must begin from an approved COJG application.

Note: COJG applications are discussed in Chapter 12.
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7.6.1 Create New Corporate Entity and New Employer
System Steps

< Step 1: COJG Application Home Page
From the Action Button, click PROCESS CASE.

Home Elgibility Employer Training Details Training Provider Training Costs Employer Contribution Reasonability Gheckdist Info Assist Approval Recent Changes Original Application

Application Home

Application Number 138116674202 Submitted Date 18/05/2018
X Process Case
Service Delivery Site Name Status Approved - Tier 1

Ministry Region Central Regicn/Région Cenrtrale Stream Owver 25 training participants Print...

2 Step 2: Confirm Employer Not Already Registered Page

This step is to confirm whether the employer already exists in the system. The four search
criteria are prepopulated from the COJG application but can be further refined as required. The
CRA Number also searches the Business Identification Number field within employer records
as this field has historically captured the CRA Number.

£ = In order to retrieve the most accurate search results, it is recommended that
users first search using only the CRA Number since this field should produce
the most accurate results. If this search does not retrieve a relevant employer
(branch) or corporate entity, next use the Business Name only. Note the system
performs partial searches and more search results should appear if a shortened
version of the name is used. For example, when trying to find “Bob Jones
Automotive,” search using “Bob Jones” or “Jones Automotive.” These results can
be further refined using the Legal Name and Postal Code fields.

Complete all necessary fields, and click SEARCH. In the Search Results table, the
Corporate/Branch field indicates if the employer is associated to a corporate entity
(“Corporate”) or not (“Unassociated Branch”). Records appearing with “Corporate” should be
toggled to view the associated branches or to add a new branch to the corporate entity.

Version 3.7 © 2018 The Queen’s Printer Page 33 of 65



EOIS-CaMS: Service Provider User Guide

In this scenario, the employer was not found. Click REGISTER CORPORATE ENTITY.

Search Criteria

Trading / Business Name [ Cooper & Associates] | Registered / Legal Name
CRA Number Postal Code M3J 3E5
Business City
‘ Search ‘ ‘ Reset ‘ ‘ (Registel' Corporate Entity ) ‘
Search Results -
Corporate f Branch Reference Number CRA Number $dmg etz Eegsl (el Business City Registration Date Last Updated
me lame

o Step 3: Register Corporate Entity Page

The data from the COJG application continues to prepopulate on this page. For the address,
however, only the postal code will prepopulate; the address(es) must still be retrieved using
the postal code look-up functionality. Remember that this information relates to the employer’s
corporate head office. Complete the required fields and click REGISTER.

fa i

Register Corporate Entity g
= raquired fisld

Registered Office
Cooper & Associates

Registered / Legal Name * Cooper & Associates Trading / Business Name *
CRA Number * [1 | Total Number of Employees in Corporation * 7O
2009 Preferred Language * | English ™

Year Business Registered

|

Preferred Communication [

o Step 4: Corporate Entity Registration Completed Page

Now that the corporate entity has been created, the next step in this scenario is to create the
employer (branch) under this corporate entity. Click CREATE NEW EMPLOYER FOR THIS

CORPORATE ENTITY.
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Confirm Employer Mot Already Registered

Corporate Entity Registration Completed

The Corporate Entity registration process has been successfully completed.

The Corporate Entity's reference number is 10240808952

(Create MNew Employer for this Corporate Entity)

Click here to open the Corporate Entity home page.

Click here to register another Corporate Entity.

o Step 5: Confirm Employer Not Already Registered Page

The relevant fields will be prepopulated from the application. Upon confirming employer is not
already registered, click CONTINUE.

Confirm Employer Not Already Registered
Enter search criteria to help you determine if the employer has been registered before.

Search Criteria

Employer Reference Number
Trading / Business Name

Search Results

[ =S

Cooper & Associates

Business City
Registered / Legal Name

Search

Reset

(o)

o Step 6: Register Employer Page
Relevant fields will be prepopulated from the application. Complete all remaining required

fields.

Register Employer

Registered Office

Trading / Business Name *
Business ldentification Number

Registration Date *

Further Details

Version 3.7

Cooper & Associates Registered / Legal Name *
Preferred Language *
15/10/2018 £ Prefemed Communication
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* required field

[ Coopera Assocwatﬁ
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An Address Details page will load for the postal code where users will enter the street number,
unit or suite number and any other relevant information.

Click the CONTINUE button to return to the Register Employer page. The address fields on the
page will populate with the information.

Address Details (%)

Canada Post provides the populated address information. Please complete additional address fields where necessary. * required field

Mailing Address

Street Number 7 ] Suffix | v Unit/Suite/Apt 422
Street Mame BAY Street Type Street Street Direction

Delivery Mode :S:S:r"r Rowte

Delivery Installation Delivery Installation

Type Qualifier

City/Town TORONTO Province ON Postal Code M5G2ZES
Country CANADA

gr—
rne) o]
S

If the address cannot be found in the Address Details page, verify the address on
Canada Post's website.

Ensure the Same as Business Address checkbox is selected if this is the case.

Registered / Corporate Address

Same as Business Address

The six-digit NAICS Code is the North American Industry Classification System code. The
system will not search for the NAICS Code; it must be retrieved manually from the Internet.
The system validates the code and will produce an error if it is not a valid code. The Contact
Type for the initial registration must have a value of “Primary.”
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Company Contact -
Contact Name * MJ Lalonde | Primary ~
Contact Phone Number -
Primary Phone Number TTY [
Alternate Phone Number Y O
Contact Email Address mj@gtasfinest.ca
Trading Details -
Type of Sector * [Private ~] (NAICS Code
Communication Exception -
Method [ ¥] Reason v
From = To |
Click REGISTER to complete.
Register Employer Gancal |[(* T}
* required field
Registered Office -
Trading / Business Name * Cooper & Associates Registered / Legal Name * [ Cooper & Associates] ]
Business ldentification Number Preferred Language * | English v|
Registration Date * 1510/2018 ™ Prefemed Communication I ]

Further Details

o Step 7: Employer Registration Completed Page

A page confirms successful registration. A system generated Reference Number will appear.
This page provides a link to the employer’'s home page as well as a link to register additional
employers. Select CLICK HERE TO OPEN THE EMPLOYER HOME PAGE.

Employer Registration Completed

The employer registration process has been successfully completed.

The employer's reference number iz 10240809993

(Click here to open the employer home page.)

o Step 8: Employer Home Page

Version 3.7 © 2018 The Queen’s Printer
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Note that the employer is now linked to the Corporate Entity. An Employment Ontario Case
can now be created for the employer (refer to Section 7.5) in order to create a COJG Employer
Service Plan (refer to Chapter 8C).

7.6.2 Create New Corporate Entity and Select Existing Employer
System Steps

< Step 1: COJG Application Home Page
From the Action Button, click PROCESS CASE.

Home  Eigblity Employer  TramingDelsils  Traming Provider  Traning Costs  Employer Conribufion  Reasonability Checidist  InfoAssist  Approval  RecentChanges  Original Application

Application Home

Application Number 125226594806 Submitted Date 201272017
|
Service Delivery Site Name Status Approved - Tier 1

Ministry Region Central Region/Région Centrale Stream 25 or fewer training participants

2 Step 2: Confirm Employer Not Already Registered Page

This step is to confirm whether the employer already exists in the system. The four search
criteria are prepopulated from the COJG application but can be further refined as required. The
CRA Number also searches the Business Identification Number field within employer
records as this field has historically captured the CRA Number. Click SEARCH.

In the Search Results table, the Corporate/Branch field indicates if the employer is
associated to a corporate entity (“Corporate”) or not (“Unassociated Branch”). Records
appearing with “Corporate” should be toggled to view the associated branches or to add a new
branch to the corporate entity.

In this scenario, the employer was found as an Unassociated Branch. Since the employer
exists but the corporate entity needs to be created, click REGISTER CORPORATE ENTITY.

Search Criteria -

Trading / Business Name Cooper & Associates Registered / Legal Name Cooper & Associates

CRA Number Postal Code

Business City [ ]

‘ Search ‘ ‘ Reset ‘ ‘ ( Register CorpcmteEnlity) ‘

Search Results -
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o Step 3: Register Corporate Entity Page

The data from the COJG application continues to prepopulate on this page. For the address,
however, only the postal code will prepopulate; the address(es) must still be retrieved using
the postal code look-up functionality. Remember that this information relates to the employer’s

corporate head office. Complete the required fields and click REGISTER.

Register Corporate Entity

Registered Office

Registered / Legal Mame * Cooper & Associates Trading / Business Name *

CRA Number * [ | Total Number of Employees in Corporation *
Year Business Registered 1952 Preferred Language *

Preferred Communication [ ]

o Step 4: Corporate Entity Registration Completed Page

o

* raquired field

™

Now that the corporate entity has been created, the next step in this scenario is to associate

the employer (branch) under this corporate entity.
Corporate Entity Registration Completed

The Corporate Entity registration process has been successfully completed.

The Corporate Entity's reference number iz 10240809994
Create New Employer for this Corporate Entity
Click here to open the Corporate Entity home page.

Click here to register another Corporate Entity.

o Step 5: Employer Home Page

Return to the home page of the employer you wish to associate to the corporate entity, and

click LINK TO CORPORATE ENTITY.

Registered / Legal Name Scoopers

Preferred Language English

Preferred Communication

Corporate Entity @.’lnk to Corporate EntityD
Corporate CRA Number
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o Step 6: Set Corporate Entity Page
Select a New Corporate Entity and click SAVE.

Set Corporate Entity: Scoopers
¥ required field
Change Corporate Entity -
MNew Corporate Entity * Cooper & Associates =X

1 Save [} | Cancel

o Step 7: Employer Home Page

Note that the employer is now linked to the Corporate Entity. An Employment Ontario Case
can now be created for the employer (refer to Section 7.5) in order to create a COJG Employer

Service Plan (refer to Chapter 8C).

Registered / Legal Name Scoopers

Preferred Lamguage English

Preferred Communication

Corporate Entity @Dp&r & Associates JChange Conporate Entity]
Corporate CRA Number 223456789

Total Mumber of Employees in Corporation 88

7.6.3 Select Existing Corporate Entity and Create New Employer

System Steps

< Step 1: COJG Application Home Page
From the Action Button, click PROCESS CASE.

Application Home

Application Number 123853457385 Submitted Date
Service Delivery Site Name Status
Ministry Region Central Region/Région Centrale Stream

Version 3.7 © 2018 The Queen’s Printer
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o Step 2: Confirm Employer Not Already Registered Page

This step is to confirm whether the employer already exists in the system. The four search
criteria are prepopulated from the COJG application but can be further refined as required. The
CRA Number also searches the Business Identification Number field within employer
records as this field has historically captured the CRA Number. Click SEARCH.

In the Search Results table, the Corporate/Branch field indicates if the employer is
associated to a corporate entity (“Corporate”) or not (“Unassociated Branch”). Records
appearing with “Corporate” should be toggled to view the associated branches or to add a new

branch to the corporate entity.

Search Criteria

Trading / Business Name ,":‘,ooper & Assoclates | Registered / Legal Name
CRANumber Postal Code
Business City

‘ Search ‘ ‘ Reset ‘ ‘ Register Corporate Entity

Search Results

Trading / Business Registered / Legal

Corporate / Branch Reference Number 'CRA Number
Name: Name

@ Corporate 10240809995 223456789 Cooper & Associates Cooper & Associates TORONTO

Business City

Cooper & Associates
Registration Date Last Updated
15102018 15/10/2018 13:52

In this scenario, the correct corporate entity was found but not the correct employer (branch).

Click ADD NEW BRANCH next to the appropriate corporate entity.

Search Criteria

Trading / Business Name Cooper & Associates Registered / Legal Name
CRA Number Postal Code
Business City

‘ Search ‘ ‘ Ressat ‘ ‘ Register Corporate Entity

Search Results

Trading / Business Registered / Legal

Mame Name Business City

Corporate / Branch Reference Number CRA Number

- Corporate 10240809995 223456789 Cooper & Associates Cooper & Associates TORONTO

Branches

o Step 3: Confirm Employer Not Already Registered
Complete all necessary fields, and click CONTINUE.
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Confirm Employer Mot Already Registered ca
Enter search criteria fo help you determine if the employer has been registered before. = required field
Search Criteria -
Employer Reference Number Business City | ‘
Trading / Business Name Cooper & Associates Registered / Legal Name
‘ Search ‘ ‘ Reset ‘ ‘ (Continu%
S —
Search Results -
Case = Corporate Last Trading
Reference Reference Trading / Business Name Registered / Legal Name Entity Business City Updated Status

o Step 4: Register Employer Page
Relevant fields will be prepopulated from the application. Complete all remaining required
fields.

Register Employer * Gancel | T}

# required field

Registered Office

Trading / Business Name * Cooper & Associates Registered / Legal Name * [ Cooper & Associates] ]
Business ldentification Number Preferred Language * | English v|
Registration Date * 1510/2018 B Preferred Communication [ ¥|

Further Details

An Address Details page will load for the postal code where users will enter the street number,
unit or suite number and any other relevant information.

Address Details ]
= required figd

Canada Post provides the populated address infarmation. Please complete additional address fields where necessary.

Mailing Address -
Street Number m | Sufix Unit/Suite/Apt 42
Strest Name BAY Strest Type Street Strest Direction
- PO Box or Route:
Delivery Mode Number
Delivery Installation Delivery Installation
Type Qualifier
City/Town TORONTO Province ON Postal Code MSG2ES
Country CANADA

.
Ea) oo
=

Click the CONTINUE button to return to the Register Employer page. The address fields on the
page will populate with the information.
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If the address cannot be found in the Address Details page, verify the address on
Canada Post's website.

Ensure the Same as Business Address checkbox is selected if this is the case.

Registered / Corporate Address

Same as Business Address

The six-digit NAICS Code is the North American Industry Classification System code. The
system will not search for the NAICS Code; it must be retrieved manually from the Internet.
The system validates the code and will produce an error if it is not a valid code. The Contact
Type for the initial registration must have a value of “Primary”.

Click REGISTER to complete.

. . . -
Register Corporate Entity Cancet |*
* required field
Registered Office -
Registered / Legal Name * Cooper & Associates Trading / Business Name * Cooper & Associates
CRA Number * [ | Total Number of Employees in Corporation * 86
Year Business Registered 1852 Preferred Language * ‘ English ™

Preferred Communication [ v]

o Step 5: Employer Registration Completed Page

A page confirms successful registration. A system generated Reference Number will appear.
This page provides a link to the employer's home page as well as a link to register additional
employers. Select CLICK HERE TO OPEN THE EMPLOYER HOME PAGE.

Employer Registration Completed

The employer registration process has been successfully completed.

The emplover's reference number iz 10240809993

(Click here to open the employer home page. )

o Step 6: Employer Home Page
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Note that the employer is now linked to the Corporate Entity. An Employment Ontario Case
can now be created for the employer (refer to Section 7.5) in order to create a COJG Employer

Service Plan (refer to Chapter 8C).

Preferred Lamguage English

Preferred Communication

Corporate Entity @Dper & Associates JChange Corporate Entity]
Corporate CRA Number 223456780

Total Number of Employees in Corporation 88

7.6.4 Select Existing Corporate Entity and Existing Employer

System Steps

< Step 1: COJG Application Home Page
From the Action Button, click PROCESS CASE.

Application Home

Application Number 123853457385 Submitted Date
Service Delivery Site Name Status
Ministry Region Central Region/Région Centrale Stream

2 Step 2: Confirm Employer Not Already Registered Page

0471272017
Approved - Tier 1

Owver 25 training participants Print...

Complete all necessary fields and click SEARCH. Two fields are pre-populated: the
Trading/Business Name is the operating name and Registered Name/Legal is the legal

name.
Search Criteria
Trading / Business Name Cooper & Associates Registered / Legal Name
CRA Number Postal Code
Business City | | |
‘ (Sealco ‘ ‘ Reset ‘ ‘ Register Corporate Entity
Search Results
Corporate/Branch ~ Reference Number ~ CRA Number e e e Business City

Name Name
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< Step 3A: Confirm Employer Not Already Registered Page

If the employer (branch) exists under the correct corporate entity, select the Branch
Reference Number. An Employment Ontario Case can now be created for the employer (refer
to Section 7.5) in order to create a COJG Employer Service Plan (refer to Chapter 8C). Steps

3B-6 do not apply under this scenario.

Confirm Employer Nol Aiready Registerad

e ntaena
sichrg / Businwss Narme Registirsd  Lig al Narr
CAA Number Pustal God
F Flogy 5 En
Search Result -
Corporate f Branch Falerence Hurmbar CHA Murmber Trading / Business Nams Hegistered / Logal Name Husinoss Hegstration Date Last Updated
Conpornte 22MEETAD Crayon Rouge Crmyon Rouge BLRLMGTON Xy @ 150
orate 1 ] e I s BURLMNGITON 000000 2000 3 6 e 1En

Branch
Branct Referonca Numbor CRA Nariber Trading/ Business Name  Registoved / Logel Name Businoss City Rogistration Dala Last Updatod
2 i Grayon e cranyor Ll oy
bk cramyes bia srmyon b an R0ER

< Step 3B: Confirm Employer Not Already Registered Page
If both the corporate entity and employer (branch) exist, but are not associated, there
are two scenarios for creating this association:

1. If they share a CRA Number, the employer will appear in the Branches list under the
corporate employer. In this case, click ASSOCIATE next to the relevant employer. Once
the association is complete, click on the employer (branch) reference number to
continue with EO Case Creation (refer to Section 7.5) and COJG employer service plan

setup (refer to Chapter 8C).

o o 622343 AR Care 20042018 2102018 1553
Branck
Beanc CRAMumber  Tradig 3! Business Name  Flegsterad / Logal Name  Busitess City Fegistration Date
Asac LAVAL
ociated Brand Cima L WAL 200 1
L3 e B Cia ITTAW 29042016 10:11
AL 11272013 310

2. If the corporate entity and the employer (branch) both appear in the search results but
are not grouped together, due to the fact that the employer does not have a CRA
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Number or has a number that does not match that of the corporate entity, complete the
following steps:
System Steps

o Step 4: Confirm Employer Not Already Registered Page
Click the REFERENCE NUMBER next to the appropriate Unassigned Branch.

L L T ey —

2 Step 5: Employer Home Page
Click LINK TO CORPORATE ENTITY.

Employer Home

o Step 6: Set Corporate Entity Page
Select a New Corporate Entity, and click SAVE.

An Employment Ontario Case can now be created for the employer (refer to Section 7.5) in
order to create a COJG Employer Service Plan (refer to Chapter 8C).
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Set Corporate Entity: blue crayon ()

* required field
Change Corporate Entity

New Corporate Entity * Crayons Inc O, @

Save Cancel

7.7 Creating an EO Case for Employer
Prerequisites:

Employer profile must exist.

System Steps

< Step 1: Employer Home Page
Click CREATE EMPLOYMENT ONTARIO CASE.

Home  Cases  SevicePlinGases  Contact  Administrafion  AllemafivelDs  History  TradingStalus  Employer Review

Employer Home:

Name

Trading / Business Mame Pen Paperclip Co Registered / Legal Name
Business |dentification Number Preferred Language
Registration Date 1510/2018 Preferred Communication
Sensitivity 1 Corporate Entity

o Step 2: Create Employment Ontario Case Page
Click SUBMIT.

Version 3.7 © 2018 The Queen’s Printer
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English
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Create Employment Ontario Case (%)

Are you sure you want to create a Employment Ontario Case for

the Employer?

@Jtﬂ'ﬂial Cancel

£ =t These fields can be found on the COJG Application for Employers/Consortia.

o Step 3: Employment Ontario Home Page

The Employment Ontario Home page for the employer is displayed.

The creation of the COJG Employer Service Plan can nhow commence (refer to Chapter 8C).

Home  Events  Administrafion  RecentChanges — Assessments

Employment Ontario Home
Details

Case Reference
Primary Client
Creation Date
Owner Type

Service Plans

Reference Number Member

Case Members

Pen Paperclip Co

Hecent Changes

Version 3.7

5901939 Received Date
Pen Paperclip Co Type
15/10/2018 Status
Organization Unit Owner
Type Goal

Comments

© 2018 The Queen’s Printer

15/10/2018
Employment Ontario
Open

Employment Ontario

Status Date Created

Page 48 of 65



EOIS-CaMS: Service Provider User Guide

7.8 Modifying and Maintaining Employer Profile
7.8.1 Modifying an Employer
System Steps

o Step 1: Workspace Page
Click SEARCH FOR AN EMPLOYER.

My Shortcuts

Reqgister a Person

Register an Employer or a Conporate Entity

My Service Prowvider

Pending Reviews

Reassign Cases

Reassign Reviews

Search for a Case

Search for an Application

Search for a COJG Application

Search for a LW Application

Search for a Corporate Entity
CS&ﬂrch for an EmplnyeD

View My Bookmarks

View My Cases

o Step 2: Employer Search Page

Complete all necessary fields, and click SEARCH. Click the REFERENCE NUMBER next to
the employer to view its home page.
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Search Criteria -
Employer Reference Number [ | Business City
Trading / Business Name Paperclip Registered / Legal Name
Include Employers with Liquidated Trading O Include Employers with ‘Opened in emror’ Trading 0
Status Status
‘ Search ‘ ‘ Reset ‘
Search Results (Number of ltems: 4 out of 4) -
Case Reference s : be’ Rz Trading / Business Name Registered / Legal Name Business City Last Updated Trading Status
mber
5901939 102408099288 Pen Paperclip Co Pen Paperciip Co TORONTO 15/10/2018 12:17
102408099 Paperclips and Staples Paperclips and Staples TORONTO 15/10/2018 12:07

o Step 3: Employer Home Page

Click EDIT.
Home  Gases  SenicePlnGases  Gontact  Administation  AlemativelDs  History  Trading Status  Employer Review
Employer Home: e )C G
Name v

Trading / Business Name Pen Paperclip Co Registered / Legal Name Pen Paperclip Co

Business ldentification Number Preferred Language English

Registration Date 1571072018 Preferred Communication

Sensitivity 1 Corporate Entity Paperclip Company [Change Corporate Entity]
Corporate CRA Number 113456789
Total Number of Employees in Corporation 88

o Step 4: Modify Employer Page
Modify fields as necessary, and click SAVE. Additional information such as addresses and
phone numbers can also be modified in the Contact tab. For more detail, refer to Chapter 3.
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Modify Employer: Pen Paperclip Co -10240809988 ()
* required field

Details -
Trading / Business | Pen Paperclip C | Registered / Legal Pen Paperclip C
Mame * Mame *
Prefermed - Registration

English v 502018

Language * | g | Date *
Preferred v| Status Active
Communication

Further Details

Total Number of Business
Employees in 23 ..
Dezcription
Branch * :
Trading Details -
TypeofSector *  |Private ~|  NAICS Code * 23610

Comments
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7.8.2 Adding Contacts

If an employer has been previously registered by another user and the contact associated to
that employer is not affiliated, additional contacts must be added. All additional contacts must
have a Contact Type of “Alternate.”

O

System Steps

Do not edit or enter a To date for a contact that has previously been created.

< Step 1: Employer Home Page
Click the Contact tab and select Contacts in the Tab Content Bar.

Home  Gases  Service PlanGases

AllemafivelDs ~ Hisiory  Trading Stahrs  Employer Review

A
Addresses Contacts Brew C T
Contacts
MName Type From To Status Last Updated

Email Addresses
3 John Dowe Primary 15/10/2018 Active
Phane Numbers

Web Addresses

o Step 2: Contacts Page
Click NEW.

Home: Cases Service Plan Cases. Contact Administration Altermative 1Ds. History Trading Status Employer Review

e Contacts 1) C

Contacts

Jul |

Name Type From To Status Last Updated

Email Addresses
» John Dowe Primary 15/10/2018 Active
Phone Numbers

Web Addresses

2 Step 3: Create Contact Page

Complete all necessary fields. The Type must have a value of “Alternate.” The From date
defaults to the current date. The Address is entered in an Address Details page through the
Postal Code Lookup. Click SAVE.
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Create Contact: Pen Paperclip Co -10240809988

Contact
Name * Mister Blue Type *
From * 15/10/2018 B 1o
fddress

Heaze enter valid postal code and click Search button

Postal Code to
Country Lookup
Address
Apt/Suite 422 Street 1
Street 2 City
Province/State Ontario % | Postal/Zip Code

“hone Number

Area Code * Phone Number *
Extension TTY
Zomments

qsée

o Step 4: Contacts Page

* raguired field
v
=
v
MSG2ES
Search
A4
Ti7 BAY ST
TORONTO
MSG2ES
v
O

‘Save&New ‘ |Canc:el ‘

The contact can now be viewed in the list on the Contacts page.

Contacts
Name Type From To
» John Dowe Primary 1510/2018
» Mister Blue Alternate 15M10/2018
Version 3.7 © 2018 The Queen’s Printer

Status

Bre C G

Last Updated
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7.8.3. Alternative IDs

The system captures alternative IDs for employers. The alternative ID that is captured at the
branch level is the employer’'s Business Identification Number.

System Steps

< Step 1: Employer Home Page
Click the Alternative IDs tab.

Home| Cases SenicePlinGases  Gonfact  Administration Hiskry  TeadingSiahrs  Employer Aeview
nanssnsnad

N
Employer Home: Hew C T
Name -
Trading / Business Name Pen Paperclip Co Registered / Legal Name Pen Paperclip Co
Business Identification Number Preferred Language English
Registration Date 1571072018 Preferred Communication
Sensitivity 1 Corporate Entity Paperdlip Company [Change Corporate Entity]

o Step 2: Alternative IDs Page

Click NEW to add a new Alternative ID or EDIT from the Action Button next to the relevant
record.

Home Cases Service Plan Cases Contact Administration Altemative IDs History Trading Status Employer Review

) L
Alternative IDs Ere)C 2
Alternative ID Type From Status
» 113456739 CRA Number 15/10/2018 Active

S Step 3: Modify Alternative ID Page
Modify necessary information, and click SAVE.

Alternative IDs cannot be entered with a From date in the future.

Version 3.7 © 2018 The Queen’s Printer Page 54 of 65



EOIS-CaMS: Service Provider User Guide

Modify Alternative ID (%)
* reqguired field

Details v
Alternative | ||'|3£|~5'E?BQ |
o *
From * [ 15/10/2018 !
Type CHA Number

Comments v

( Smre-‘ Cancel

o Step 4: Alternative IDs Page
The new or modified information from the previous page now appears.

7.9 Cases and Service Plans for Employers
7.9.1 Viewing ES, YJC and YJL Service Plans

System Steps

2 Step 1: Employer Home Page
Click the Service Plan Cases tab.

Home: GCases Contact Administration Alternative IDs History Trading Status Employer Review
Employer Home: e (C T
Name -
Trading / Business Name Pen Paperclp Co Registered / Legal Name Pen Paperciip Co
Business |dentification Number Preferred Language English
Registration Date 15/10/2018 Preferred Communication
Sensitivity 1 Corporate Entity Paperclip Company [Change Corporate Entity]

o Step 2: Service Plan Cases Page
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A list of all past and present service plans that are associated to the employer will appear.
Click CASE REFERENCE next to the service plan to be viewed. This will open the Service

Plan Home page for that service plan.

| Contact  Administrafion  AflemalivelDs  History  TradingStatus  Employer Review

Service Plans:

Case Reference Primary Clent Program Service Delivery Site Start Date
2418713 Katherine Employment Service 18/08/2012

7.9.2 Viewing EO Case and COJG Service Plans
System Steps

< Step 1: Employer Home Page
Click the Cases tab.
2 Sesvice Plan Gases GConlact Adminisiration Alternalive IDs History Trading Status Employer Review

Employer Home:

Name
Trading / Business Name Pen Paperclip Co Reagistered / Legal Name
Business |dentification Number Preferred Language
Registration Date 16/10/2018 Preferred Communication
Sensitivity 1 Corporate Entity

Corporate CRA Number

o Step 2: Cases Page

a

Owner Status

Closed

Edqt |

[ |

a4

Pen Paperclip Co

English

Paperclip Company [Change Corporate Entity]
13456789

A list of all past and present COJG service plans that are associated to the employer will
appear as well as the Employment Ontario Case. Click CASE REFERENCE next to the record

to be viewed. This will open the appropriate home page.

Home Cases Service Plan Cases Contact Administration Alternative IDs History Trading Status Employer Review

Cases
Case Reference Type Owner Type Owner Start Date Status
Integrated Case Organization Unit Employment Ontario 15102018 Open
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7.10 Modifying a Corporate Entity
System Steps

o Step 1: Workspace Page
Click SEARCH FOR A CORPORATE ENTITY.

My Shortcuts

Register a Person

Register an Employer or a Conporate Entity

My Service Prowvider

Pending Reviews

Reassign Cases

Reassign Reviews

Search for a Case

Search for an Application

Search for a COJG Application

Search for a LW Application
CSe-arch for a Corporate EI"IfITD

Search for an Employer

View My Bookmarks

View My Cases

o Step 2: Corporate Entity Search Page

Complete all necessary fields, and click SEARCH. Click on the appropriate CORPORATE

ENTITY REFERENCE NUMBER to view its home page.

Search Criteria

Corporate Entity Reference Number 1 | CRANumber

Trading / Business Name Paperclip Registered / Legal Name
Postal Code Business City
‘ Search ‘ ‘ Reset ‘
Search Results (Mumber of ltems: 1 out of 1)
: = CRA Number Trading / Business Name Registered / Legal Mame Business City
Reference Number
10240809987 113456789 Paperclip Company Paperclip Company TOROMNTO

< Step 3: Corporate Entity Home Page

Version 3.7 © 2018 The Queen’s Printer
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Click EDIT.

Home Contact Administration Alternative IDs History Trading Status Associated Branches

Corporate Entity Home: (3 L)

Name

Registered / Legal Name Paperciip Company Trading / Business Name Paperclip Company
CRA Number 113456789 Total Number of Employees in Corporation 88
Year Business Registered 2018 Preferred Language English

o Step 4: Modify Corporate Entity Page

Modify fields as necessary, and click SAVE. Additional information such as addresses and
phone numbers can also be modified in the Contact tab. For more detail, refer to Chapter 3.

Modify Corporate Entity: Paperclip Company -10240809987 ()
* required fisld
Details -
Registered / Legal [ Papercip Comp | Trading / Business P s
Mame * M *
Total Number of
CRA Mumber * 13456789 Employees in 88
Corporation *
YEEI.I_’ Business 2018 Prefermed | English v
Registered Language *
Prefered v| Status Active
Communication
Comments
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7.10.1 Adding Contacts

Contacts added to the corporate entity should only be contacts at the corporate level.

Branch-level contacts should be captured in the employer profile.

O Do not edit or enter a To date for a contact that has previously been created.

System Steps

o Step 1: Corporate Entity Home Page
Click the Contact tab and select Contacts in the Tab Content Bar.

v &)

Corporate Entity Home:

Altermative IDs History Trading Status Associated Branches.

Name

Registered / Legal Mame Paperclip Company Trading / Buginess Name
CRA Mumber 113456789 Total Number of Employees in Corporation

o Step 2: Contacts Page
Click NEW.

Home Gontact Administration Altermative IDs. History Trading Status Associated Branches.

Addresses Contacts

Gontacts
Name Type From To

Email Addresses
> Jane Dowe Primary 15/10/2018
Phone Numbers

Web Addresses

2 Step 3: Create Contact Page

Paperclip Company
88

Status

Active

ea |

Last Updated

Complete all necessary fields. If a primary contact already exists, the Type must have a value
of “Alternate.” The From date defaults to the current date. The Address is entered in an

Address Details page through the Postal Code Lookup. Click SAVE.
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Create Contact: Paperclip Company -10240809987 {

* required fizld
Sontact -
Name * Mister Purple Type* —
From * swze B o1 =
Address -
Mease enter valid postal code and click Search button
M5G2ES
Country Posiel Codeto
ookup Search
Address -
Apt/Suite 422 Street 1 777 BAY ST
Street 2 City TORONTO
Province/State Ontario %|  Postal/Zip Code MSGZES
“hone Number -
Area Code * 416 Phone Number * 4447744
Extension Y ]
Zomments

‘Save&New| ‘C:mcel‘

o Step 4: Contacts Page
The contact can now be viewed in the list on Contacts page.

Home  Gontact Atemative IDs ~ History  Trading Status  Associated Branches
Addresses Contacts
Contacts
Name Type From

Email Addresses

(3 Jane Dowe Primary 15/10/2018
Phone Numbers

» Mister Purple Alternate 15/10/2018
Web Addresses

7.10.2 Alternative IDs

The system captures the CRA Number for corporate entities.

Version 3.7 © 2018 The Queen’s Printer
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System Steps

< Step 1: Corporate Entity Home Page
Click the Alternative IDs tab.

Paperclip Company -10240809987

{ Home | Contact Administration Altermative IDs History Trading Status Associated Branches

Caorporate Entity Home:

MName
Registered / Legal Name Paperclip Company Trading / Business Name
CRANumber 113456789

IPEN I N

Total Mumber of Employees in Corporation

[

a oo

o Step 2: Alternative IDs Page

Click EDIT from the Action Button next to the relevant record.

Home Contact Administration Altermative IDs History Trading Status Associated Branches:

Alternative IDs

Alternative ID Type From

4 113456789 CRANumber 15/10/2018

o Step 3: Modify Alternative ID Page
Modify necessary information, and click SAVE.

Paperclip Company
88

Cmmlinbe

Active

Alternative IDs cannot be entered with a From date in the future.
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Modify Alternative ID ()
* reguired field

Details -
Alternative | |I1345'5?39 |
ID*
From * 15/10/2018 =
Type CRA Number

Comments

I

o Step 4: Alternative IDs Page
The modified information from the previous page now appears.

7.10.3. Associated Branches

The Associated Branches tab lists all the employers that are associated to the corporate

entity.
System Steps

o Step 1: Corporate Entity Home Page
Click the Associated Branches tab.

{Home| Contact  Administration  AllemafivelDs  History  Trading Status

Corporate Entity Home:

Name
Registered / Legal Name Paperciip Company Trading / Business Name
CRA Number 112456789 Total Number of Employees in Corporation
Year Business Registered 2018 Preferred Language

o Step 2: Associated Branches Page
The associated branches are listed.

Version 3.7 © 2018 The Queen’s Printer
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Home: Gontact Administration Alternative IDs History Trading Status Associated Branches.

!
[ |

List of Associated Branches

List of Asscciated Branches

4

Case Reference ME'm""::f’ Reference Trading/BusinessName ~ Registered/LegalName  Business City Last Updated Trading Status
5901939 10240809988 Pen Paperclip Co Pen Paperciip Co TORONTO 161072018 12:43
10240809991 Paperclips and Staples Paperclips and Staples TORONTO 151072018 12:07

7.11 Closing (Liquidating) an Employer

O Once an employer has been closed:

e an EO Case or a Service Plan can no longer be created for the employer;
e the employer will be excluded (by default) from search results; and,
e no generation of service plan reviews will occur.

O An employer cannot be closed if it is associated to an active COJG service plan.

System Steps

< Step 1: Employer Home Page
Click the Trading Status tab.

Home  Cases  SenicePlanGCases  Contact  Adminishafion  AllemativelDs  History Employer Review
- -
Employer Home: et ¢
Name -
Trading / Business Name ABC Inc Registered / Legal Name ABC Inc.
Business |dentification Number 607350454 Preferred Language English
Registration Date 02/06/2011 Preferred Communication Phone
Sensitivity 1 Corporate Entity ABC Inc [Change Corporate Entity]

o Step 2: Trading Status Page
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The system uses Trading Status to close an employer record. Click NEW to add a Trading
Status for the employer.

Trading Status: New )|

[ |

Trading Status From To Status

< Step 3: Create Trading Status Page

To close the employer, the Trading Status must have a value of “Liquidated,” the From date
defaults to the current date, and the To date is the date of closure. Click SAVE.

Create Trading Status: (%)

* required field

Trading Status * Actively Trading
Ceased Trading
From * Liquidated
Opened in Ermor
To ™

' Save Cancel

To (un) Liguidate an employer or to change the status from Liquidated to a
different status, you must contact the EOIS Help Desk for further assistance.

7.12 Closing (Liquidating) a Corporate Entity

When a Corporate Entity needs to be closed in the system, the trading status must be changed
to Liquidated. This system functionality is restricted to the EOIS Help Desk.

O
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e employers cannot be associated to it; and,
¢ the corporate entity will be excluded (by default) from search results.

O

A corporate entity cannot be closed if is associated to an active employers
(branches).
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