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Section 1 — About this Training Guide
1.1 Purpose

This guide has been designed to familiarize you with the GOL Support
Services, Tax Information Slip Online (TISO) application. It will provide
you with the necessary background and knowledge to use this application.

1.2 Target Audience

The TISO Intranet component of this guide is designed for Service Canada
employees expected to answer questions related to TISO and who are
expected to process tax slip requests using the TISO application.

1.3 Prerequisites

As this guide only deals with the functional requirements of this
application, it is expected that users of this guide already have extensive
background knowledge related to Employment Insurance, Canada Pension
Plan and Old Age Security tax slips.

1.4 Learning Objectives

The TISO Intranet component is used to respond to tax slip related
inquiries. Using the TISO application tool, you will be able to:

e Stop or start a client’s CPP and/or OAS and/or El tax slip mailing;

e View a history of when a client’s mailing was stopped or started and
whether the change was made by the client or a Service Canada
Benefits Officer (SCBO) or a Citizen Service Officer (CSO);

e View original, replacement and amended T4’s, NR4’s, and Credit
Slips from February 2003 to present; and

e Re-issue and amend CPP tax slips.

1.5 Working with this Guide

This guide has been designed to demonstrate how the TISO application
functions. Since you are already able to respond to client inquiries, we will
only focus on how this application will affect your daily functions.
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Included are examples of screen shots with detailed explanations of the
process and other related information.

1.6 Completion time

This guide will take you approximately one and a half hour to complete.

1.7 Comments and suggestions

If you have any comments or suggestions about this module, please send
an email to the Operational Training Team at Service Canada College at
the following email address:
NC-OTG_INQUIRIES-GFO_DEMANDES-GD

Service Canada College@HRSDC 6 March 2013
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Section 2 — Introduction to Tax Information
Slip On-Line (TISO)

2.1 Login

Tax Information Slip On-Line (TISO) is the Government On-Line (GOL)
Intranet Support Service that displays data for each client using the My
Service Canada Account (MSCA) application.

TISO will enable you to respond to client inquiries, to view the details of a
client’s tax slip, allow you to start/stop the mailing of the tax slip and re
issue and amend tax slips for CPP.

To access TISO you must first access the GOL Support Services screen
through the ITRDS system.

From any screen in the ITRDS, select GOL in the top navigation bar or
the GOL link at the bottom of your screen.

Service .. et

I* Canada Cdnadd
[Francais _____[Hep _ ltogowt | |
Crestectient | |workbook [ |

INTRANET]
IT Renewal
Delivery System

Find Client

Select to enter into GOL Support Services |

Toois _
Please select one of the following
Find Warkbook
Mon-Res. Tax Identifier: -and - Identifier Type: | SN j
ERG Request
OR
Surname: | Type: I Current j

Other Search Criteria

First Name:l Home Telepllone:l—
pateof Birth:[ | Postal Code:|
Province / State:l j
Countr_v:l

Reset Search '

[Create Client | VWorkbook

This will bring you to the GOL Support Services screen.
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This training guide will only explain how to use the Tax Information Slip
On-Line (TISO) application of GOL. For other training guides on GOL
Support Services, go to the following intranet site: http://intracom.hg-

ac.prvi/sc-
college/eng/nodd/training/program/technology/msca gvnt online.shtml

2.2 TISO section

The Tax Information Slip On-Line (T1SO) section is divided in four parts:
e Update client’s CPP and/or OAS slip delivery:
—  Start the client’s mailing; or
—  Stop the client’s mailing.
e Update client’s El slip delivery:
—  Start the client’s mailing; or
—  Stop the client’s mailing.
e View TISO Change of Delivery.
e View Tax Slip Information:
— Replacement/Duplicate;

— Amendments.

I* Service

Canada

Francais

INTRANET]
IT Renewal

sy,  GOL Support Services

v

GOL Applications v

Tax Information Slip On Line (TIS0O)

Update Client's CPP andior OAS Slip Delivery
Update Client's EI Slip Delivery

View TISO Change of Delivery

Wiew Tax Slip Information

0000
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Take Note: Remember to authenticate the client. If the information
supplied by the client is exactly the same as it appears on our files, the
client is considered authenticated and you can process the client’s
request.

2.3 Year end processing message

There is a “blackout™” period for Tax Information Slip On-Line. Once
processing of the tax slip has begun, any changes that the client makes to
turn the mailing on or off will not take effect until the following year. The
blackout period is usually from the first week in February until

March 31st.

Therefore, if a client who has their mailing turned off goes into TISO to
turn their mailing on, sometime on or after February 1st of a current year
up to March 31st, they will still need to access and print their tax slip
online.

The system cannot make changes to the client’s file once it has been sent
for print. This change in the mailing will only take effect the following
year.

Take Note: The client data is sent to a printing company that prints the
T4’s. If a client requests to have their name added or taken off the mailing
list after it has already been sent out for print, the changes will only take
effect in the next year.

Service Canada College@HRSDC 9 March 2013
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Section 3 — Components of TISO

3.1 Update Client’s CPP and/or OAS or EI Slip
Delivery

The process to stop or start mail delivery is the same for both CPP/OAS

and EI. In all cases, you will use the Tax Information Slip On-Line
screen displayed below.

I o I Service

Canada

]
INTRANET}

IT Renewal <
sy,  GOL Support Services

v

GOL Applications Y

Tax Information Slip On Line (TISO)

© Update Client's CPP andior OAS Slip Delivery
© Update Client's El Slip Delive

©  viewTIZ0 Change of Dalivery

[>]

Wiew Tax Slip Information

To update a client’s tax slip delivery, select the appropriate link, either

Update Client’s CPP and/or OAS Slip Delivery or Update Client’s EI
Slip Delivery.

3.1.1 Search Client

Depending on the link that you select, you will be directed to the TISO -
Update Client’s CPP and/or OAS Slip Delivery screen.

I e I Service

CGanada Canada

INTRANET]

IT Renewal

e | 1150 - Update Client’'s CPP and/or OAS Slip Delivery

Client SIN: Search |

[Menu ]
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or to the TISO — Update Client’s El Slip Delivery screen.

Service X
[ L Canada

e ]
INTRANE,

IT Renewal L,

Bollvery Systom |TISO - Update Client’s El Slip Delivery |

Client SIN: Search J

To locate the client’s CPP and/or OAS or the El slip delivery information:
e Enter the client’s SIN; and

e Select the Search button.

CPP/OAS - Search

[ B Canada

[Merw ]

INTRANET]

MR TISO - Update Client's CPP and/or OAS Slip Delivery
Client SN: [gopoo0002  woearch J |

[Menu]
El — Search
[ L4 IR Canada
[(Mers ]
INTRANET]
IT Renewal

cAlears,  11SO - Update Client’s El Slip Delivery

Client SIN: [gog000002  wos2Eh ) |

Once you have selected the Search button, the TISO — Update Client’s
CPP and/or OAS Slip Delivery screen or the TISO — Update Client’s El

Slip Delivery screen will be displayed (depending on your choice).
Service Canada College@HRSDC
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3.1.2 Delivery Status Messages

There are four possible Delivery Status messages:
e Receiving slips by mail:
— The client receives CPP and/or OAS or EI tax slips in the mail in
February.
e Receiving slips by mail, effective March 1:

— The client’s mailing was started during the blackout period (see
section 2.3). The start will not take effect until March 1, when the
current year’s mailing is complete. The client will not receive the
current year’s slips by mail.

e Not receiving slips by mail:

—  The client does not receive CPP and/or OAS or EI tax slips in the
mail in February. The client must view and print slip(s) using the
My Service Canada Account (MSCA) application.

e Not receiving slips by mail, effective March 1:

— The client’s mailing was stopped during the blackout period. The
stop will not take effect until March 1, when the current year’s
mailing is complete. The client will receive the current year’s
slips by mail.

Here are 2 examples of Delivery Status messages:

CPP/OAS account

Bl & Canadi
(e ]
INTRANET]
IT Renewal

N, 1150 - Update Client's CPP and/or OAS Slip Delivery

Client Name: BEAC O MAE 1
SIN: 500000002

Delivery Status: Recaiving slips by mail.

The client must provide a written request to stop mailing

Stop Mailing ‘

[Menu]

El account

Service Canada College@HRSDC 12 March 2013
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Bl s Canadi

Francais

TISO - Update Client’s El Slip Delivery

Client Name: BEAC O MAE 1
SIN: 500000002

Delivery Status: Receiving slips by mail, effective March 1 |

The client must provide a written request to stop mailing

Stop Mailing |

[Menu]

Take Note: In order to satisfy current Canada Revenue Agency (CRA)

legislation, the client must provide a written request before you can stop
the mailing of their tax slips.

3.1.3 Change Delivery Method — Start Mailing

[ L -

Canadi

INTRANET]

m:;:;";‘;‘:'ém TISO - Update Client's CPP and/or OAS Slip Delivery
Client Name: BEAC OIM MAE 1
SIN: 300000002

[ Delivery Status: Not receiving slips by mail

StartMaikng

[Menu]

To change the delivery method:
e Verify that the data displayed matches the client data;

e Select the Start Mailing button to have the mailing of tax slip started,
or

e Select the Stop Mailing button to have the mailing of tax slip
stopped.

Service Canada College@HRSDC 13 March 2013
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You must be aware that the Stop Mailing button may not be available to
you if you were not assigned the ability to stop mailing in your user
profile. For instance, in CPP/OAS, this role is reserved for members of a
specific unit.

Take Note: If you leave the system idle for more than 15 minutes, you will
automatically be logged out. If you log out before you have completed
your transaction, the initiated change will be lost.

3.1.4 Confirm Update Screen

Before the change is made to the ITRDS, the TISO — Confirm Update
screen is displayed.

Confirm Update — Stop Mailing

Service S
l * I Canada Cdn (1d d
[Frangais  fHelp  Jiogowt | | |

Menu I A A R

QGLLIET  TISO - Confirm Update
IT F?ene‘willJ R K
Delivery, System Client Name: BEACOM MAE 1

SIN: 800000002

CPP and/or OAS Tax Slips

New Delivery Status: Mot receiving slips by mail,

The client will access tax slips from the Tax Information Slips service anly.

Save ' Cancel '

After reviewing the client’s data, you will be given the option to Save or
Cancel the initiated change.

Service Canada College@HRSDC 14 March 2013
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Confirm Update — Start Mailing

Service P |
[ £ e Canada
[Frongais — Irelp  rogout TR

Menu - ]

LRLECTEr TISO - Confirm Update

IT Rene}_ﬂa\J ~ )
Dbilvery, Systery Client Name: DOE JANE
SIN: 000000000

EI Tax Slips

New Delivery Status: Receiving slips by mail.

The client will receive tax slips in the mail.

Save Cancel J

[ Menu ]

Select the Save or the Cancel button to confirm or cancel the changes.

Stop mailing confirmation message

]
Bl ENE Canada
[Frangais  [relp  Jtogowt | T
T S B I B
I D R I
G CTEy TISO - Update Client’s CPP and/or OAS Slip Delivery

IT Renewalll . )
Dblivery, Systern Client Name: BEACOM MAE 1
SIN: 200000002

Delivery Status: Mot receiving slips by mail,

[ Menu ]

Start mailing confirmation message

Service . S
B+l &0 Canada
[Francais __ |Help  Jiegow [ | |
[T D D )

DRGYECTET  TISO - Update Client's EI Slip Delivery
DE:L:;";‘:;Lm Client Name: BEACOM MAE 1

SIN: 800000002

Delivery Status: Receiving slips by mail.

[ Menu ]

Service Canada College@HRSDC 15 March 2013
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From this page, you will have the following options from the top
navigation bar:

e Toggle language;
e The Help link;
e The Menu link to access other GOL products; or

e The Logout link.

At any time during your TISO session, you are able to return to the GOL
Support Services menu by selecting the Menu link located in the top
navigation bar or at the bottom of the screen. However, if you do this
while processing a transaction, the transaction will be lost.

3.1.5 Process for Stop Mailing Tax Slips

Due to current CRA legislation you must follow the process described
below to stop mail delivery of tax slips on behalf of a client.

SDA ASSIST: To view the procedures for both CSO’s and PSO’s to stop
mailing of tax slips, go to SDA Assist. Select the Administrative
Procedures link followed by the How Agents Stop Mailing of Tax Slips
link.

Agent Help - G55-Tax Information slips Online (Update Client’s CPP and/or 0AS Slip Delivery - Stop/Start
Slips On Line [TIS0) Mailing)
(L) Updste slient's CPPandior 045 Slip

7 c When a dient calls to request that we *Stop the Mailing” of their tax slips, the following process must be followed:
[) Update Client's EI Slip Delifwery + Make sure the client has their PAC or EI Access Code;

7 + Ask client if they would like to do it themselves online; if not,

7 stop-Start + Advise cient that before we stop the mailing, we must receive their request in writing;

2] Confirm + Advise cient that this request must, according to CRA legislation, ‘erpress the client’s consent for us to turn

off the mailing of tax slips’ (a verbal request is not acceptable);
+ Advise cient to mail their request to the appropriate processing centre (you provide the address);
+ Access the ITR Delivery System,
» Go to ‘Add a Mote’ in the ITR Delivery System;
» Under ‘Program’ select “all°;
» Select a Category
» Select an Originator
» Select a Subject
» Select the check box (if required)
+ Insert the following message: ‘Client will be sending a written request to stop the mailing of their tax slips’;

CPP and 045 504&°s access the ITRDS to update the notes. Agents do not reguire an Appli-message to inform the

office,
@tratwe Dm@
Servi “rads
B+l s Canada
[Francais —— Thelp  Tlogour |
[werw [ ]

TISO - Update Client’s CPP and/or OAS Slip Delivery
client Name: BEAGOM MAE 1
SIN: 500000002

Service Canada College@HRSDC 16 March 2013
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Tax Slips Online Service

Instructions for Agents and Service Delivery Representatives

Table of Contents

1.

o Mailing of Tax Slips I
Sailing of Tax Slips
ements of s Client's Tax Slio
or processing centers only)

=)

i3

< OnEn s DY Pa

3.2 View TISO Change of Delivery

This option allows you to view the history of when a client’s mailing was
stopped or started and whether the change was made by the client or by a
SCBO ora CSO.

This option will be accessed from the Tax Information Slip On-Line

screen.
[ L] A
I
INTRANE
IT Renewal

sy,  GOL Support Services

v

GOL Applications v

Tax Information Slip On Line {TISO)
o Update Client's CPP andior OAS Slip Delivery
e Update Client's El Slip Dialive
| E Miew TISO Change of Dielivery I

o Wi Tay Slip Information

To view the history of a client’s mailing, select the View TISO Change of
Delivery link.

The View TISO Change of Delivery screen will then be displayed.

Service Canada College@HRSDC 17 March 2013
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3.2.1 Search Client

To locate the client’s Transaction Details screen:
e Enter the client’s SIN; and

e Select the Search button.

Servi s N
Bl &ne Canada
[Frangais  |Help  Jiogowt [ ] ]

Menu [N R A

INTRANET} |View TISO Change of Delivery |

IT Renewal L,
Dellvery, System]

Client SIN: | 800000002 Search |

[ Menu ]

3.2.2 Transaction Details

The following transaction details are provided, along with the client’s
name and SIN:

1. Source column: code will be either TISO or GOL:

— TISO indicates that a SCBO/CSO made the change on the
ITRDS component of TISO, while

— GOL indicates that the client made the change on the Internet
component of TISO.
2. Timestamp column: indicates the date (yyyy mm dd) and hour
(Eastern Standard Time) that the change was made;

3. Delivery column: indicates the delivery method — whether the client’s
mailing was stopped or started,;

4. Program column: indicates the program to which the changes
occurred; and

5. User ID column - *“TISOUSER’ indicates that the client made the
change using the TISO system. Otherwise, the user ID of the
SCBO/CSO who initiated the change is shown.

Service Canada College@HRSDC 18 March 2013
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=i
[ B4 [ Canada
Transaction Details
Client Name: BEACOM MAE |
SIN: 800000002
TISO Change of Delivery
| Source | Timestamp | Delivery Program User ID
oL S Stopped CPP andior OAS | TISOUSER
[ 2010-05-19
| oL | DTG | stoned El TISOUSER
GOL B Stated | CPPandiorOAS | TISOUSER
| GOL ?EE'%Q%:Q Stopped CPP andfor DAS | TISOUSER
GOL s Started CPP andior OAS | TISOUSER
3010-04-13
GOL el Stopped El TISOUSER
2010-01-11
TISD 092401 Stopped El SESIMTOT
GOL g nete Started CPP andior OAS | TISOUSER
[ 0100413 |
coL | q%ow | Stanwes El TISOUSER
3010-04-13
coL | NP0’ | Stowed | El | TISOUSER
GOL R Stopped CPP andior DAS | TISOUSER
GOL ??‘sfﬁg 12:34 Started CPP andior 0AS | TISOUSER
2010-04-13
GOL : 130816 - Started . El - TISOUSER
| GOL ?'13'1?:?52‘;3 Stopped CPP andior OAS | TISOUSER
7010-04-13
GOL e Stopped El TISOUSER
| GOL Siba ey Started CPP andior OAS | TISOUSER
[ 2010-04-13 ' '
GOL _ 085251 _ Started . El _ TISOUSER
| GOL el Stopped CPP andior OAS | TISOUSER
[ 0100813 |
coL | e Stopped El TISOUSER
[ Menu ]

Let’s go through the two examples outlined in red on the page above.

Example 1

Q g @ 0 e

1 2010-07-11 \ [ 1
09:2401 Stopped El SESITO7

Service Canada College@HRSDC 19 March 2013
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1. TISO indicates that the action was performed on the Intranet
component of TISO (ITRDS).

2. The date 2010-01-11 with the timestamp of 09:24:01 indicates the
date and time that the action was performed.

3. The action that was performed was to ‘stop’ the mailing of the tax
slips. (Stopped)

4. The tax slips in question are the EI tax slips.

5. The person who performed the action was a SCBO/CSO with the
User ID of SESITO7.

Example 2

200p:4-04 ' '
G | Q9 e
2010-01-04 [ Stated | CPP andior OAS TISOUSER
13:13:26

el 115 1§ B ! !

GOL

1. GOL indicates that the action was performed on the Internet.

2. The date 2010 01 04 with the timestamp of 13:13:26 indicates the
date and time that the action was performed.

3. The action that was performed was to ‘start’ the mailing of tax slips.
(Started)

4. The tax slips in question are the CPP and/or OAS tax slips.

5. The person who performed the action was the client — it shows as
TISOUSER.

You can search for another SIN by selecting the link at the bottom of the
screen.

Search on another SIM

[ Menu ]
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3.3 View Tax Slip Information

In May 2009, a new functionality was added to the GOL Support
Services menu which allows you to access tax slip information for clients.
The new View Tax Slip Information screens replace the 1T1to 1T6
screen functions that were previously found in the CICS (Legacy) system.

This new functionality allows you to:
e View client tax slips from February 2003 to present;

e Issue a duplicate/replacement™for the current and last taxation year;
and

e Amend and re issue*a tax slip for the current taxation year.

* Note: the Re Issue and Amend functionalities are available for CPP tax
slips only as this replaces the functions of the CICS 1T1 to 1T6 screens
only. Although you will be able to view OAS tax slip information, all
actions for OAS tax slips will still be done through OAS Online.

The next pages give you instructions on how to process different requests
from clients about their tax slips.

Important: The View Tax Slip Information screens does not allow you to
view enough information to properly identify your client, therefore, you
must have first authenticated your client’s identity and action any changes
to the name and/or address in the ITRDS prior to accessing these screens.

To search for a client’s tax slip, select the View Tax Slip Information
link from the GOL Support Services menu, as seen below:

l* Service

Canada

D [

GOL Support Services

INTRANE]
IT Renewal
Delivery, Syster)

v

GOL Applications v

Tax Information Slip On Line (TISO)

© Update Client's CPP andior 0AS Slip Delivery
© Update Client's El Slip Delivery

© _viewTIS0 Change of Delive
bé  iew Tax Slip Inforrnation
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You will be directed to the TISO Admin — Find Client screen.

Service SRpura |-
l* I Canada Cdnddd
[Frangais ___ |Help  Jiogout [ | |
Mona [ | ]

RGOS TISO Admin - Find Client
IT Renewal
Dellvery, Sysiem

Please enter search criteria

Contributor's SIN: I
Address Locator: I

O

Beneficiary's SIN: I
Search J Reset

[ Menu ]

e Enter the contributor’s SIN and address locator; or

e Enter the beneficiary’s SIN.

Then

e Select the Search button or press Enter.

The Results screen will then be displayed.

3.3.1 Results Screen

The Results screen displays all the Tax Slips available for the client you
have requested.
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1ol &z Canada

S ———
I R S R

m Results B |

Client Name: CHRISTA MCCLEARN
SIN: 800001562

.\.’33'7 Bengfit : Typz & Category : UserID = Link :|
011 RetirementSundvor T4A(P)  Original Detaits
10 RetirementSunor T4A(P)  Onginal [etaits
003 RetirementSundr T4A(P)  Original Dletaits
2008 O Age Security Payments NR4-0A5 Onginal Detaits
007 Ol Age Security Payments NR4-0AS Origingl Detaits

[ Meny) | Search]

This screen displays the following information:

Year: displays the taxation year;
Benefit: displays the benefit;
Type: identifies the type of tax slip, such as:

e T4A (P)/IA T4A(P);

e T4A (OAS)/IA T4A (OAS);
e T4E;

e NR4/IA NR4;

e NR4 - OAS/IA NR4 OAS; or
e CPP Credit Slips.

Category: describes the version of the Tax Slip being viewed (Original,
Amendment or Replacement/Duplicate);

User ID: displays the user ID of the individual who created an action but
remains blank if the action is generated by the system; and

Link: displays the Details screen of the Tax Slip when selected.
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Each column can be sorted to allow you to retrieve information more
efficiently. To do this, place your cursor on the column heading and select
it. The information is then sorted by date or alphabetically, depending on
which column you have selected. By default, the system sorts the tax slips
by Year and by Benefit.

Years Benefit Type Category UserID = Link
2007  RetMment/Survivor T4A(P)  Ornginal Details
L b"-"--.. A, e WO N T W A S T IS ""‘-—\F‘M‘”"

Select the
column heading.

The Results screen displays all the actions that have been taken for a Tax
Slip. When an action is taken, a new row is created for the action.
Therefore, if several actions were taken for the same Tax Slip, you are
able to view each action individually by selecting the Details link.

I+l 252 Canadi
[Frangais _____ Jtelp Jlegew | ] |
e =
i Results e
N Cllant Name: CHRIETA MCCLEARY
Sk 200001 562
eart Berefil Type Category ger D & Link
T RetrementSuneor Tak [P}  Ongnal [t
T RetrementSuneor T4 (F] RephcerentDupbcsts BLD43E Deby
6 Saaternent of Oid Age Secunty '.I::';‘-'.l Origenn et
05 RetrementGureor Tan [P  Orgenal Dol m
J00E  REramenliSunecr Ta4& [F] Cvigunl Oty
004 RetrementrSurdvor T4A[F]  Amendment BSLDN438 Deiais
T Cad Ags Setuity Payreerds PFR-0AS  Crigenal st

Now, let’s view the information found on the Tax Slip.
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3.3.2 Details Screen

To view the details of the tax slip, select the Details link.

This screen provides you with all the details of the tax information slip.

2o PRn |
[ £ B Canada
[Frangais  |Help  Jiegowr | | |

SearchResutts | [ |

REGYROTST  Details|CPP| 4——— [Program | i
T Rene:walJ ~ - i
Dblivery, Systeny Client Name: JAMNE DOE
SIN: 000000000

Taxation Year: Y¥YY
Address Locator: ##
Category: Original Type: Taa (P) -
Status: Issued Mailed: Yes Client _a"d
Effective Date: Y¥Y/MM/DD —(Tax Slip.
Name on Slip: JAME DOE Current Name: ESTATE OF JANE DOE Information
Address: 111 NAME STREET Gurrent Address: 555 MAME STREET
LARISSA 41223 LARISSA 41223
GREECE GREECE
Processing Region: Region [related to OCON]
Slip Information:
Box Number Box Name Box Yalue

12 Social Insurance Mumber 000 000 000

13 Onset or Effective date MAMB YV Y Y

14 Retirement henefit 0,000.00

EM RTR partion 0,000.00

b Pension sharing 0,000.00 Tax S"p

15 Survivar benefit 0,000.00 <+ Details

16 Dizability benefit 0,000.00

17 Child benefit 0,000.00

18 Death benefit 0,000.00

19 Post-retirement benefit 0,000.00

20 Tazahle CPP benefits 0,000.00

21 Mumber of months - Disability [kl

23 Mumber of months - Retirement il

22 Income tax deducted 000.00

n/a eenefit number | RERERERkw og

n/a Office Province (0000)

Re-lssue | Amend l

[ Menu | Search | Search Results ]

The top half of the screen displays the client and tax slip information, such
as the taxation year, type of tax slip, processing region and other details
pertaining to the client and the benefit. Some of the information might
vary depending on the Tax Slip you are viewing.

Here are explanations for the Category, Status, Mailed and Address
fields:
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Category

Status

Mailed

Original — you are viewing the original tax slip. An original tax slip is
always present on the clients file.

Replacement/Duplicate — you are viewing a replacement/duplicate tax
slip.

Amendment — you are viewing an amended tax slip. Some dollar values
will be different from the original tax slip.

Issued — tax slip has been sent to the client.

Pending — indicates an action has been taken on the tax slip and is waiting
for the system to process it. You are able to cancel a request while it is in
Pending status only.

In progress — indicates that the action taken on a tax slip is currently
being processed. No changes or cancellations can be made to a tax slip

with an In Progress status.

Cancelled - an action has been cancelled before the system could process
it.

Error —an error occurred, no tax slip has been issued or mailed and
SCBO/CSO intervention will be required on the account.

This field will vary based on the Status field.

If the Status field displays Pending or In Progress, then the Mailed field
will indicate No, because the tax slip has not yet been sent to the client.

Once the Status field is updated to Issued, the Mailed field will then be
updated to Yes.

If the Status field is updated to Cancelled or Error, the Mailed field will
remain No, as the tax slip will not have been issued.
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If a client chose to stop the mailing of their tax slip, the original tax slip
will still show up as Yes in the Mailed field even if the tax slip was not
mailed to the client. This is a system malfunction that is scheduled to be
fixed in a future release.

Address and current address
CPP tax slips should always have two addresses listed.
The information found next to the Address title is the address where the

Tax slip was mailed. The information found next to the Current Address
title is the address that is current in the ITRDS system.

Therefore, if a client changed their address after their tax slip was issued,
you will see 2 different addresses listed.

Category: Origmal Type: NRY
Status:  lssued Mailed: Yes
Tax slip mailed Current address
to this address Name on Slip: MACCOLLUM CHRISTAH in the ITRDS
Address: 720 HLEURN RD BLDG O APT Current Address: 2131 ANGUS 5T
7 1N 14
PENSACOLA FLORIDA REGINA SK.
ISR 32504 S4T 281
Processing Region: NE Regional

Take Note: if the Current Address is blank, this indicates that there
could be a potential problem on the account. A tax slip will not be mailed
to the client if there is no current address. In this case, the SCBO/CSO will
need to manually create the tax slip.

The bottom half of the screen contains the tax slip details. It displays the
yearly amounts for each benefit and other information. Hyperlinks are
included to view additional information. If you select a link, another
window will open with additional information for that box. Here is an
example of the window that will open:
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2} GOL Admin - Help - Microsoft Internet Explorer

Bl 0% Canada
Print this page

Box 13 -
a. [For tax slips in 2003:

Effective date
This is the date the CPP benefit became payable.

b. For tax slips from 2004:

Onset or Effective Date

For a disability benefit, this is the date a person is
determined to be disabled for CPP purposes. For a
retirement benefit, this is the date the benefit
became payable,

=
&] Done [T sdLocalintranet 4
2L JTICUMNNE Ldx OEULLLEL 1
nia . Benefit number wEEEEEREE (]
nfa |Office Scarborough (0510) |

Re-lisue |  Amend |

To close the hyperlink screen, select the X on the top right hand corner of
the screen. That will bring you back to the tax slip Details screen.

3.3.3 Replacement/Duplicate

Tax slips can be re issued based on the current business rules and your
user profile. Therefore, you may or may not have access to some of the
screens described in this training guide.

You can issue a replacement/duplicate of a T4AA(P), NR4 and/or credit
slip for the current and last taxation year.

Let’s look at how to re issue a replacement/duplicate tax slip.

You can ask for a replacement/duplicate tax slip if the current status of the
tax slip is Issued in the Status field of the Detail screen.
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T Details-CPP
CTWAIEDD  Glient Name: C BLACKLER
SIN: 500008088

Taxation Year: 2011
Address Locator: 20

Criginal Type: T4A(P)
lssued Mailed: Yes
1ve Date: 2011/01/01

To issue a replacement/duplicate tax slip, select the Re Issue button
located at the bottom of the Details screen.

W |Taegble CPP benefits B,107 40

nfa  |Net GAS Paid

nfa |Benafit number . .l

| nla |Office Scartorough (0510)

-—-—"’M

[ Meny | Search | Search Resuls |

As soon as you select the Re Issue button, a duplicate tax slip is requested.

Therefore, it is important to have verified the client’s current address and
the correct name spelling in the ITRDS prior to accessing the GOL
Support Services menu. As previously mentioned, changes to the name
and/or address can only be done from the ITRDS.

After selecting Re Issue, new information appears on the Details screen
based on the action you have just taken.
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Effective Date: 2011/01/01
Regquested By ISL01436

.
B0 & Canadi
[Frangais  [Hep  Juegeww | | ]
[Moru — [searsn — [seachmesam [ [ ]
Details-CPP |
Cliant Nama: C BLACHLER _
SIMN: 3000080498 New status
Taxation Year: 2011
Address Locatar: 70
Categony: ReplacementTiuplicate Type: T4&(P)
Status; Pending Mailed: Ma

Requested Date; 20080316

MName on Slip: BLACKLER C

Address; 39 MARNE RCWAD
BUFFALD MEWY YORK
USA 14215-3611

Procassing Reglon; Chatham Regonal

Current Address: 39 MARNE ROAD
BUFFALD NEW YORH
LISa 14215-3511

The fields to verify in this screen are:

e Category: will change from Original to Replacement/Duplicate

e  Status: will change from Issued to Pending

e [Effective Date: displays the effective date of the tax slip
e Requested by: displays your User ID

e Type: displays the type of tax slip

e Mailed: will indicate No because the Tax Slip has not yet been

mailed to the client

e Requested Date: displays the date the replacement/duplicate was

requested

While an action is in Pending status, you can still cancel this action by
selecting the Cancel button at the bottom of the screen. The status would

then be changed to Cancelled.

If all the information is correct, simply return to the Results screen by
selecting Search Results in the bottom menu or the top navigation bar.

The status will go from Pending to In Progress at the next weekly system
update. Once the update is complete, the status will go from In Progress

to Issued.

If an action to issue a replacement fails, the status will go from In
Progress to Error. A SCBO/CSO intervention would then be needed.

Service Canada College@HRSDC 30

March 2013



Tax Information Slips (TIS) — Intranet Section 3 — Components of TISO

Participant’s Guide

Take Note: If the clients address is changed in ITRDS while the status of
the tax slip is still showing Pending, then the tax slip will be mailed to the
updated address. In other word, TISO will capture the address that is
current in ITRDS at the moment the status changes to In Progress.

If the client wants their tax slip mailed to a temporary address, a manual
tax slip will need to be created with the temporary address.

3.3.4 Amendments

Tax slips can be amended based on the current business rules and your
user profile. Therefore, you may or may not have access to some of the
screens described in this training guide.

You can issue an amended T4A(P), NR4 and/or credit slip for the current
taxation year only. If you need to amend a tax slip for a previous year, you
will need to issue a manual receipt.

You can amend a client’s tax slip if the current status is Issued in the
Status field of the Details screen.

To amend a tax slip, select the Amend button located at the bottom of the
Details screen.

[ 2 [Tasbie CPP terefis 6,10740
nfa  |Net OAS Paid
N |tymberef

19

7
ciadd R
nfa  |Benefit number s )

[ wa |Ofice 1™ Scarorough (0510)

[ benu | Search| Search Resuls |

After selecting Amend, new information appears on the Details screen.
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Slip Information:
Box Number Box Name Box Yalue
12 Social Insurance Number 000 0o0gd 000
13 Onset or Effective date IMMM WYY
14 Retirement benefit 0,000.00
a) RTR portion ID,DEIEI.DEI
b) Pension sharing 0,000.00 .
I = [— | New Information
15 Survivor benefit ID,DEIEI.DEI
16 Disability benefit Jp.ooo.0o
17 Child benefit J.oo0.00
18 Death benefit Jp.oon.on
19 Post-retirement benefit |D,DDD oo
20 Taxable CPP benefits 0,000.00
21 Mumber of months - Disability |MM
23 Murnber of months - Retirement |MM
22 Income tax deducted |DDD oo
n/a Eenefit number FAwEEEEES 00
n/a Office Province {0000)
Submit | Cancel | Reset |
Yiew a (PDF version) of this tax slip,
[ Menu | Search | Search Results ]

To amend the amount found on the tax slip, select the box that needs to be
amended and type in the new amount.

Important

The CPP T4 tax slip and the NR4 Tax slip have a field that shows the total
amount of benefits, either “Total CPP Benefits” or “Gross Income”. If
changes to these amounts are done within these tax slips, the system will
not automatically calculate the total and update the total field.

e OnaT4TaxSlip

— Box 14 — Retirement benefit — includes any benefits shown in
boxes a) (RTR portion) and b) (Pension sharing).

— Box 20 — Taxable CPP benefits — includes any benefits shown
in boxes 14 (Retirement benefit), 15 (Survivor benefit), 16
(Disability benefit), 17 (Child benefit), 18 (Death benefit) and 19
(Post-retirement benefit).

e OnaNR4 Taxslip

— Boxes 16 and 26 — Gross Income — must reflect the benefit
amounts of the income code in Boxes 14 and 24 respectively.
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Submit, Cancel and Reset buttons appear at the bottom of this screen.
Here is how each button works:

SUBMIT: once you have changed the amounts and calculated the total (if
necessary), you select Submit and the amendment will be issued.

CANCEL.: brings you back to the previous screen. No changes have been
made and no amendment is issued.

RESET: resets all the fields to their original state.

After selecting Submit, you may receive an error message if you have
entered a value that conflicts with the preset values.

Pracessing Region: Scarborough Regional

Please correct the following error(s):
'ﬁ Error message

& Survivor benefit must be numerc

Slip Information:
- Box |
Number Box Name Box Value
12 Social Insurance Murmber 200001 562
13 DOnset or Effective date Jan 201
14 Retirerment benefit |3 140.50
15 .Suwnr benefit |2,956.93 w Error
16 |D sability benefit

17 |Child benefit

Here are the possible error reasons:
e must have a value or be set to 0.00
e must be numeric

e must have a value less than 99999.99

After issuing an amended tax slip, new information appears on the Details
screen based on the action you have just taken.
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B+0 &ms Canadi
[Frangais — JHelp  Jiegow | | |
[Menu  [Searsh  [SearchResuts | | |
[ I (R R
Details-CPP |

Cllent Name: CHRISTA MCCLEARN
Shesovomio

Taxation Year: 2011
Address Locator: 20

Categony: Amendment Typea: T44 (F)
Status: Pentdng Mailed: Mo
Effective Date: 20110101

Requested By: 15L01438 Requested Date: 20080217

Name on Slip: MCCLEARN CHRISTA

Address: 7131 Angus St Current Address: 2131 ANGLS 5T
Unt 14 UINIT 14
Regina SK REGINA SK.
24T 241 54T 240

The fields to verify in this screen are:

e Category: will change from Original to Amendment

e  Status: will change from Issued to Pending

e [Effective Date: displays the effective date of the tax slip
e Requested by: displays your User ID

e Type: displays the type of tax slip

e Mailed: will indicate No because the Tax Slip has not yet been
mailed to the client

e Requested Date: displays the date the amendment was requested

At this point you can still cancel this action by selecting the Cancel button
at the bottom of the screen. The Status is then changed to Cancelled.

If all the information is correct, simply return to the Results screen by
selecting Search Results in the bottom menu or the top navigation bar.

The status will go from Pending to In Progress at the next system update.
Once the update is complete, the status will go from In Progress to
Issued.

If an action to amend a tax slip fails, the status will go from In Progress
to Error. A SCBO/CSO intervention would then be needed.
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3.3.5 Navigation links

You can use the links that are located on the top navigation bar or the
bottom of the screen to move from one screen to another while you are in
the View Tax Slip Information functionality.

Service s
[ L JEA Canada
Francais
Menu

Use these links to return to the different screens

[ Menu | Search | Search Results ]

The Search link will bring you back to the TISO Admin — Find Client
screen where you can do a search under another SIN.

The Search Results link will bring you back to the Results screen where
you can view the details of another tax slip.

The Menu link will bring you back to the GOL Support Services menu.
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For security reasons, you are required to log out of the application at the
end of each session. The link to Logout is located at the top of each page.

Service S|
l*l Canada Cdn(ldd
I

Logout I

Menu

Select the Logout link when you are ready to exit the system.

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

I+l &n Canada

GOL Support Services Logout

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

ﬂlﬂ '

You can return to the GOL Support Services menu at any time you are in
the TISO application by selecting the Menu link.

Bl 2005 Canada
Frangais [Help  Jogout | [ |
Menu . 1 ]
! ! [ |
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