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RTRa

1.1 Canada Pension Plan Retirement Application

The information sent by the client over the Internet is
automatically received by an internal database within the

department.

You can view this information via a desktop shortcut (created by
Systems) or by selecting the GOL link on the Information
Technology Renewal Delivery System (ITRDS) page.

You will be able to search for, view, and print copies of a client’s
on line application for a Canada Pension Plan (CPP) Retirement
(RTR) benefit.

To see this functionality in relation to a particular client, select the
Search for a CPP Retirement Application link:

| £ Canadi

[Fangss  Twwp  lewoor | [

GOL Support Services

v

GOL Applications ¥

Tax Informatien Slip On Line (TISO}

Retirement Application(s) (RTRa)
© Search for 2 CPP Retiement Agoiication

Parsonal Access Code (PAC)
© Find Cligrt
Statement of Contributions - Request (SOCR)
© Eind 3 Request
Common Support Services 4
View Access History (VAH)
© Eind Client

System Administration
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1.2 Search for CPP Retirement Application

The Search for CPP Retirement Application screen shown below

will be displayed.

There are three ways to search for a client’s on line CPP

Retirement Application on this screen.

B+l Snice Canada

INTRANE]
Delivery‘éysle‘m

Search for CPP Retirement Application

Please enter search criteria:

Confirmation Number: ||
OR

Client SIN. | i i

OR
Region: ISeIect one j

Status : IW,
Period: IW,
Start Terminal Digits: l—
End Terminal Digits: l—

Search ' Reset ‘

OJ0,

You can:

1.

Search by the client’s Confirmation Number (it is on the
client’s signature page);

Search by the client’s Social Insurance Number (SIN),
again found on the client’s signature page; or

Search by Region, Status, and Period.
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Clients can apply for a CPP RTR benefit up to three times using
the on line application process.

1.2.1 Search by Confirmation Number

A search using a Confirmation Number would retrieve only
one application — the application linked to that specific
Confirmation Number on the client’s signature page. If the
client sent other applications, you would not get this

information from this search method.

1.2.2 Search by the client’'s Social Insurance Number (SIN)

It is highly recommended that you use the client’s SIN to
perform your search. A search using the client’s SIN would
capture all of the client’s applications in the database.
Remember that the client can make up to 3 different RTR

applications using the on line RTR application process.

1.2.3 Search by Region, Status, and Period

This search option is generally used to find all applications in a

specific region for which no signature pages have been received.

You might also use this search to find an application when you do
not have the matching signature page or a client cannot provide
you with their SIN.
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To use this search option, you must specify the region and then

refine your search:

e Region - mandatory field to establish search parameters

(no default given);

e Status - mandatory field to establish search parameters
(the default is “Pending™);

Status: Fending 'I

Expire

Feceived

e Period, or number of days since the application was
submitted - mandatory field to establish search

parameters (the default is “>15 days”);

Period:

e Start Terminal Digits — optional field to complete; refers
to the last 3 digits of SINs at the beginning of a SIN
block; and

e End Terminal Digits - optional field to complete; refers to
the last 3 digits of SINs at the end of a SIN block.

If the mandatory criteria are not entered, or entered incorrectly,
you will receive an error message.
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Once you have entered the data in the appropriate fields, you now
have 2 courses of action:

1. Select the RESET button - the data that you entered will be

erased and you will have to re-enter new data for another
search; or

2. Select the SEARCH button to continue. You will be

directed to the Search CPP Retirement Application
Results screen.

1.3 Search CPP Retirement Application Results screen

Results matching your search criteria will appear on the Search
CPP Retirement Application Results screen.

Bl 2nis Canada
Frangas——Tap logon

e |
Bp\iveﬁystém

Search CPP Retirement Application Results

Search results for SIN 122456759

3 records found. Results 1-3 are displayed.
Confirmation

Region NirEes SIN Surname Status Online app date Mt?;tﬂeed M(L)J:if'lred
ON/SC 123456789010 123 456 7389 Doe Followup 2003-07-31 2005-03-18  ISPQA34
ON/SC 123456789011 123 456 789 Doe Pending 2003-07-31 2006-06-19  ISPQA34
ON/SC 123456789012 123 456 788 Doe Received 2006-08-12  2006-08-16  ISPQAZ4
3 records found. Results 1-3 are displayed
New search

[ Menu ]

On this screen, you can:

1. Select the NEW SEARCH button — you will be returned to
the Search CPP Retirement Application screen; or

2. Choose the application that you wish to view by selecting
its matching confirmation number link — you will be
directed to the CPP Retirement Application Details screen
where you will see the details of the client’s application.
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1.4 CPP Retirement Application Details screen

The CPP Retirement Application details screen displays all of

the data that the client has submitted over the Internet.

INTRANET]
De\ivem‘Eysle‘m

| L A

Canadi

[Frangais ___ [Help  [togow | ] |

CPP Retirement Application Details

/
\ICurremt Status : Pending
Print processing summary ~ Search results Received
Frint signature page Dlew Search Enllowup
Print client summary page Mext application in results Expire

Confirmation Number: 123456788010

Date submitted: 15 Aug 2005,
09:56:41 EDT

Name:

Miss Jane Doe

Name at birth:

Jane Smith

Country of birth:

Mot applicable

Social Insurance Number: 123 456 789
Date of birth: 12 Oct 1845
Current marital status: Married
Preferred language for correspondence: English

Home address:

123 Main Street
Ottawa
Ontario, Canada
ALATAT

If you currently live outside of Canada, what was
your last province or territery of residence in
Canada?

Mot applicable

Mailing address:

Same as above

Telephone number during the day:

Mot provided

When do you want your pension to start?

As soon as | gualify after age 65

Who received Family Allowances?

Mot applicable

Who was eligible for the Canada Child Tax
Benefit?

Mot applicable

Do you want to share your pensions?

Mot applicable

Spouse’s social insurance number:

123 456 783

Did you stop working because of a disability?

Yes

If you have lived or worked in a country other than
Canada, you may qualify for benefits from that
country.

Not applicable

Method for receiving your payment:

Mail rry checue

Third party information

Mot provided
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1.4.1 Pending

1.4.2 Received

1.4.3 Follow up

Any Service Delivery Agent (SDA), Citizen Service Agent (CSA)
or Payment Service Agent (PSA) can view the current status of an
on line application. However, in order to change the status of an
application in the database (see checkmark above), you must have
a profile that allows you to process on line applications.

Every CPP RTR application submitted by a client over the
Internet is given a status related to its signature page. The
application may go through the following status changes during
its lifecycle, depending on the location of its signature page:

e Pending; :
e Received: A Current Status : Pending
! Received
Followup
e Follow up; and/or Expire
e Expire.

When an on line application is received in the database, it is
assigned the status “Pending.” The on line application will keep
this status until the signature page arrives in the mail or a follow-

up is done.

When the signature page arrives in the mail at the Service Canada
Processing Centre, you will change the status of the on line

application to “Received.”

If the signature page does not arrive within a reasonable time and
a follow-up is required, you will change the status of the on line
application to “Follow-up.”
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1.4.4 Expire
If the follow-up is not successful and the signature page does not

arrive, you will change the status of the on line application to

“Expire.”

1.5 Change the Status of the Retirement Application

You can change the status of an application on the CPP

Retirement Application Details screen by following these steps:

e Select the status to which you would like to change the
application to (Received, Follow up or Expire);
e Review the proposed change on the Updating Confirm

screen,

[ £ [k Canadi

Updating Confirm e

Change status of application record with confirmation number 123456789012 from Pending to Received?

)VES J No_J

[ Menu ]

e Select the YES button to accept the change in status, or

e Select the NO button to cancel the action.

You will process the application as you would normally do during
regular day-to-day operations. For detailed information on how
to process a CPP RTR application, refer to the NTP module
entitled CPP Retirement Pension.
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1.6 Follow up and expire

According to your regional procedures, you should search the
CPP RTRa database for any on line applications that were

submitted without a signature page.

It is recommended that you search for applications that have been

“Pending” for 15 calendar days or more at least once a week.

1.6.1 Search for applications without a signature page

You can perform this action on the Search CPP Retirement

Application screen by selecting the:

e appropriate region from the “Region” dropdown list;

e “>15days” option from the “Period” dropdown list; and

e SEARCH button to get the list of “pending” applications
on the Search CPP Retirement Application Results

screen.
el & Canada
T S S N R

gt I I R N ——

Beiivery System

Search CPP Retirement Application =

Please enter search criteria:

Confirmation Number:

——

OR
Client SIN: i i
/

OR

Region:

Status:

Period:

|Se|e|::t one
Pending >
> 15 days

Start Terminal Digits:
End Terminal Digits:

5 Search

I
,_
Reset_J

[ Menu ]
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r I 1 The default for the Status field is always “Pending.”

On the Search CPP Retirement Application Results screen, you
will see only those files with a status of “pending” as per the
parameters that you had set on the Search CPP Retirement
Application screen.

1.6.2 Follow-up
As you are trying to follow up with the client concerning the

status of their signature page, select the Confirmation Number for
the first on line application in the list (and so on).

I+l & Canadi
Frangns o logon

ey |

Belivery System

Search CPP Retirement Application Results

Search results for SIN 123456739

3 records found. Results 1-3 are displayed

Region CO;T;::’IILE:'I'OH SIN Surname Status Online app date Mt?:llit;ed ngi:'lgd
ON/SC 123456789010 123 456 789 Doe Followup 2003-07-31 2005-03-18  ISPQA34
ON/SC 123456730011 123 456 788 Doe Pending 2003-07-31 2006-06-19  |SPQA34
ON/SC 1234567309012 123 456 789 Doe Received 2006-09-12 2006-09-16  I1SPQA34

3 records found. Results 1-3 are displayed
New search

[ Menu ]

By selecting the Confirmation Number, you will be directed to
the client’s CPP Retirement Application Details screen. This
screen will give you the client’s name and daytime phone

number. You will be able to contact them directly for information

concerning their signature page.
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[ ] R Canadi
T S S S

CPP Retirement Application Details

Current Status: Pml"’
Eollow uj
Print processing summary Search results m
Print signature page Mew Search Expirs
Print client summary page Mext application In results
| Confirmation Number: 122455735012 Date submitted: 31 Jul 2003, 12.00.00 EOT
| Name: Miss Jana Doa
Mame at birth: Jane Smith
Country of birth Mot appécable
Social Insurance Number: 123 4586 780
Date of birth: 22 Jan 1938
Current marital status: Married
Preferred language for correspondence: Engish
123 Main Streal
" Ottawa
Elome:nddreas: Ontano, Canada
A8 1417
If you are currently living outside of Canada, what was your last Mot appicable
province or territory of residence in Canada? PPt
Mailing address: Same as above
Telephone number during the day: 613 3450087
When do you want your pension to start? The month after your 6%h birthday: Feb 2003
Do you have children born after December 31 19587 a5
First Child
Full Name: Geni Smith
Soclal Insurance Mumbar: 123 456 789
Date of Birth: 03 Feb 1971
Date of Entry to Canada: Mot applicable
‘Were you the primary caregiver? Yas
‘Whe received the Family Allowances or Canada Child Tax You
Eenefits?
Periods where you did not receive Family Allowances or Canada Child Tax Benefits
From: Feb 1874
To: Fab 1875
Reason: Naot avelable
From: Mot appliceble
To: Mot applicable
Reason: Mot applicable
MName of the Family Allowance recipients: John Doa
Soclal Insurance number of the Family All reciplent: 123 456 789
Do you want to share your pension? Yes
Spouse’s social insurance number: 123 456 788
Did you stop working because of a disability? Yas
If you have lived or worked in another country other than 2
Canada, you may qualify for benefits from that country. Mot gppiceble
Method for receiving your payment: Direct Deposit by sending & vied chegus
Third party Information: Mot provided
[ Menu)

RTRa will automatically timeout if left idle for more than 15
minutes. If this occurs before a transaction record is produced,
the initiated request will not take effect.

Service Canada 13



Canada Pension Plan Retirement Application (CPP RTRa) February 2007

Intranet training guide

Once you begin the follow-up process, change the status to
“Follow-up.”

When you decide to change the status, you will be asked to
confirm this action.

[ L A Canada

Frangais ____ [Hep  Jlogow | [ |
wresm 1 [ | I
Belivery Systam )

Updating Confirm

You will be able to:

1. Select the YES button and the status will change from
“Pending” to “Follow up” on the client’s CPP Retirement
Application Details screen; or

2. Select the NO button and the status will not change.

When performing a Follow-up, you must also remember to make

a note on the client’s file stating the actions that you have taken.

Depending on your regional practices, you may also follow up
with the client using letters. To see the National Automated
Template System (NATS) letters that you would use to follow up
with the client, go to Appendix A.

Service Canada
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1.6.3 Expire

If attempts to follow up with the client produce no signature page
in a reasonable time period as determined by regional and

national procedures, the following actions should be taken:

e Change the status of the client’s CPP RTR application on
the CPP Retirement Application Details screen to
“Expire”;

e Make a note on the client’s file; and

e Inform the client that they will need to re-apply.

| L [ Canada

INTRANEY]
Belivery System)

Change status of application record with confirmation number 123456789012
from Pending to Expire?

'Ye,si LA

[ Menu ]

e Select the YES button to accept the change in status, or

e Select the NO button to cancel the action.

To see the National Automated Template System (NATS) letter
that you would use to notify the client of the expiration of their
application, go to Appendix A.

Service Canada
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Remember, decisions to “Expire” must be responsible and based
on sound administrative practices. However, the legislation

allows you to make decisions on a case by case basis.

You can refer to the following policy directives for further

clarification:

e the Onus Policy Directive 12/2000; and
e Ministerial Discretion Policy dated 6/1998.

For more information on expiring applications, refer to SDA
Assist.
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1.7 Logout of the CPP Retirement On line session

For security reasons, you are required to logout of the application
at the end of each session. The link to Logout is located at the top

of each page.

Simply select the LOGOUT link located at the top of the page

when you are ready to exit the system.

When you have successfully logged out, the following
confirmation page will be displayed:

Bl Sonise Canada

Fangas | |
—
-,

Belivery Systemn

GOL Support Service

Thank you for using our web services.
You are now logged off of the GOL Support Services System. Have a nice day!

Login_|
Sa

[ Menu ]

You can return to the Government on line Support Services menu

by selecting the MENU link at the bottom of the page

Service Canada
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You can return to the Government on line support services menu

at any time you are in one of the Support Services by selecting the
I MENU link.

Service Canada 18



Canada Pension Plan Retirement Application (CPP RTRa)

Intranet training guide

February 2007

Appendix A

NATS Letters to Follow Up with a Client and to Expire an

Application

Letter number Description \ CPP RTRa Status Purpose
#950, RTR On line 1% reminder for signature page Follow up

#951, RTR On line 2"! reminder for signature page Follow up

#952, RTR On line Expiration of application Expire

Service Canada
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