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About The Canadian Payroll Manual

The Canadian Payroll Manual is Carswell’s leading payroll compliance guide. Find answers to
your payroll questions in this comprehensive reference manual. Ideal for companies with
employees in more than one province, this unique publication puts the information you need at
your fingertips. Learn from experienced professionals who understand the complexities of
Canadian payroll.

Report

We keep you up-to-date on legislative changes and developments federally and
provincially. Included in the report is a regular feature highlighting the answers to
questions most commonly asked of the Carswell Payroll Consultant Hotline service. (See
below)

Canadian HRReporter

The leading journal for HR and payroll professionals in Canada, delivered to you 26 times
per year, plus on-line access to current issues and archived articles.

Free Payroll Consultant Hotline

Need assistance? Our professional payroll experts are only a phone call away, ready and
willing to help you tackle any payroll issue. Our consultants will provide you with
personal, one-on-one assistance and expertise in either English or French. Get immediate
answers from a reliable source when you need them! See Support Contact Information on
page 12 for more details.

Minimum System Requirements

Pentium III 400 Mhz or equivalent AMD system or better

128 MB RAM

1024 x 768 resolution screen (or better)

Internet Explorer 6 or Firefox with the latest patches/upgrades installed




How to Log in and Change Your Password

1. To log in to The Canadian Payroll Manual, use a web browser and access
www.carswellbusiness.com

Home Cortact Us
HUMAN RESOURCES AND COMPLIANCE
L | Busingss | Fiance
Login
Home L
Feedback OG I N
Contact Us Please enter your Login Name and Password and select the desired product,
Login Hame / Identification d'usager:
I
Password /Mot de passe:
[
Product / Produit:
|The Canadian Payroll Manual (CFM) V|
I Submit/ Soumettre ] [ Feset/ Reatahlir I
CARSWELL. HOMSON REUTERS
Home fbout Carswell  Contact Us Privacy Poliey Lisense Aareemert @ Thomson Reuters Canada Linited
Figure 1

2. Enter your Login Name and Password into the fields provided.
3. Select The Canadian Payroll Manual (CPM) from the Product drop-down list.
4. Click Submit.

Carswell’s online services Subscriber Licence appears the first time you log in to The
Canadian Payroll Manual. Please review this licence agreement.

e

THOMSON REUTERS

CD-ROM LICENCE AGREEMENT
Carswell, a division of Thomson Reuters Canada Limited

The following contains the licence terms, conditions and agreements between Carswell and the Licensee,
pertaining to the Electronic Product referred to in the Order Form issued by Carswell. Please note that differing
licence terms apply to the Evaluation Period and after Acceptance.

THIS IS A LICENCE TO USE THE PRODUCT, NOT A SALE. THE INSTALLATION OF THIS PRODUCT
CONSTITUTES YOUR AGREEMENT TO BE BOUND BY THE TERMS AND CONDITIONS WHICH APPLY TO

DHERFIN CONSTITUTES YOUR AGRFEMENT TO b2
To access this Carswell product, you must enter a new password and accept the Carswell License Agreement. The
Password must be at least 6 characters and may only include letters, digits, hyphens and underscores. The Carswell Enter your Hew Password: l:l
License agreement is viewed using Adobe Acrobat.
Confirm your Hew Password: l:l

Figure 2

On the Subscriber Licence page you will be prompted to enter a new password. By entering
a new password you are accepting the terms of the Carswell Licence Agreement. Confirm
your password by entering it a second time and click Accept.




Home Page

Once you log in to The Canadian Payroll Manual, the following Home page appears:

THE CANADIAN PAYROLL MANUAL

DOCRESULTS | DOCUMENT | RESULTS | CLEAR SEARCH | OPTIONS | SEARCH WIZARD HELP | DISCLAIMER | FEEDBACK | LOGOUT
Prev Doc Hit | Next Doc Hit | Prev hit | Next Hit | Clear Highlights | Sync Contents | Reference | Print Other Links w EI
_ P> Last Updated: November 18, 2009

THE CANADIAN PAYROLL MANUAL

WHAT WOULD YOU LIKE TO DO?

Canadian Payroll Manual

Search the Read the most lRead the Latest
Canadian recent release News from

Payroll Manual of the CPM HRReéporter
Report

CARSWELL.

THOMSON REUTERS

® Thomsan Reuters Canada Limited

Figure 3

The Home page is a Search Wizard that provides you with several options for searching. See
Search Wizard on page 7 for more details.

Site Layout and Screen Components
(2 © (4]
| | |

THE CANADIAN PAYROLL MANUA

DOCRESULTS | DOCUMENT | RESULTS | CLEAR SEARCH | OPTIONS | SEARCHWI HELP | DISCLAIMER | FEEDBACK, | LOGOUT |€—— 9
PrevDac Hit | Next Doc Hit | Prevhit | Next Hit | Clear Highlights | Sync Contents | Reference | Print Cther Links V‘EI

V| lseaen | 2009 Reminder: Changes to Ranges al

Just a reminder... For 2009, the territorial personal income tax rates remain unchanged; howsver, due to the
Choose sgarch form A

indexing of the tax system, the income thresholds for each rate have been revised

Range Tax Rate Constant
$0.01 — $38,832.00 4.00% §0

Canadian Payroll Manual

(]

$38,832.01 - $77 B64.00 7.00% §1,165

(I

$77 B64.01 — $126,264.00 9.00% $2.713

$126 264.01 and over 11.50% $5 875

e have updated Table 7.6, ProvinciakTeritorial Income Tax Hates and Applicable Sudaxes, to incorporate the

new income ranges A |
< i |3

Results for "taxable income™ 1-20 of 24 results

1. 100% [2) January 2009

Document Excerpts: | Off

Canadian Payroll Manual Report @

A aenc [FB T 1 Taw Calenlations Canadian Payroll Manual 2009 - o ™

CARSWELL. womsonreurers [— @

® Thomson Reuters Canads Limited

Figure 4




0 Table of Contents

9 Search Tools

9 Toolbar

9 Navigation Bar

6 Logout

@ Results List Pane

eDocument Window

The Table of Contents window, located in the left frame,
provides a comprehensive, interactive outline of each chapter
along with links to specific document(s) within the chapters.
Click the + button to expand a heading. To view a document,
simply click the document icon El or document heading.

The Search Tools, located above the Table of Contents, includes
a basic search box and a drop-down list with templates for more
complex searching. See Searching on page 7 for more details.

The Toolbar, located below the The Canadian Payroll Manual
banner, provides you with options to change the view of your
Document window from full Document view to Document /
Results List view to Results List only. You may also retrieve the
Search Wizard, clear your search and change your Table of
Contents options by clicking the Options button. See Toolbar
on page 5 for more details.

The Navigation Bar, located below the Toolbar, provides links
that allow you to navigate through searched documents. See
Navigation Bar on page 6 for more details.

Click the Logout button to exit the service.

The Results List, located at the bottom of the right frame, lists
all documents that match your search.

The Document window, located in the right frame, displays the
current document. When you have conducted a search, your
search terms will be highlighted within the document.




Toolbar

DOC/RESULTS | DOCUMENT | RESULTS | CLEAR SEARCH | OPTIONS | SEARCH WIZARD

Figure 5

HELP | DISCLAIMER | FEEDBACK | LOGOUT

Use the Toolbar options to change the view of your Document Window and Table of
Contents. There are several viewing options to choose from.

Button

Click this button to:

Doc/Results

Split the window horizontally into two frames enabling you to
view the document and the Results List simultaneously.

Document

Display the current document only in the right frame.

Results

Display the Results List only in the right frame.

Clear Search

Clear the current search from your database.

Options

Customize your Table of Contents view.

Search Wizard

Retrieve the Search Wizard/Home page.

Help Retrieve the User Guide.

Disclaimer Retrieve the Notice and Disclaimer and link to the Product
Licence agreement.

Feedback Send Carswell your comments.

Logout Log out of The Canadian Payroll Manual.




Navigation Bar

|Pre1.r Doc Hit | Next Doc Hit | Prev hit | Mext Hit | Clear Highlights | Sync Contents | Reference | Print |

Figure 6

| other Links v| cof

After selecting a document from the Results List, you are free to scroll manually through that
document to identify search term matches (hits). You may use the options on the Navigation
Bar to navigate results and documents.

Button Click this button to:

Prev Doc Hit Load the previous document containing a hit.

Next Doc Hit Load the next document containing a hit.

Prev Hit Move from one search term to the previous search term within the
current document.

Next Hit Move from one search term to the next search term within the current

document.

Clear Highlights

Remove highlighted search terms from the current document. (To
have the highlights reappear, simply re-click the document hypertext
link from the Results List.)

Sync Contents

Update the Table of Contents to show where the document is located
in the database.

Reference View the Reference Window. The Reference Window displays the
location of the current document.

Print Print the current document or the Results List.

Other Links Retrieve a list of other payroll-related internet sites.




Searching

There are several options for searching:
e CPM Search Wizard

e Basic Search

e Advanced Search

B Search Wizard
The CPM Search Wizard appears automatically when you log in to The Canadian Payroll

Manual.

The CPM Search Wizard can also be accessed by clicking Search Wizard on the
Navigation Bar at the top of any page, the Table of Contents on the left frame or from the
Choose search form drop-down list located above the Table of Contents.

[> Last Updated: November 18, 2009

THE CANADIAN PAYROLL MANUAL
WHAT WOULD YOU LIKE TO DO?

Read the Latest
Mews from

Search the Read the most
Canadian recent release

Payroll Manual of the CPM

Remort Reéporter

Figure 7

There are three options to choose from:

One customized search template Two shortcuts to Payroll Materials

e Search the Canadian Payroll Manual e Read the current and back issues of CPM
Report
e Read Latest News from Canadian
HRReporter




B Customized Search Template

Click Search the Canadian Payroll Manual to retrieve a customized search template for
searching that specific data type. Once you access the template, simply enter your search

criteria and click Search.

Canadian Payroll Manual Search Form

r Step 1: Enter your search criteria

Select the content you would like to search

[~ Search All of Canadian Payroll Manual

[~ Search Status of Legislation
[~ Search Year-end Checklist

I~ Search Deductions

r Search Labour and Employment
Standards

[~ Search Month-end Reporting

[~ Search Budget Bulletins

Search Taxable
Earnings/Benefits

r Search Hospital and Medical
Plans

[~ Search Workers Compensation

Key Word: |

Search

r Step 2: Click on Search to view the results

Cancel

Figure 8

B Basic Search

To perform a basic search across the entire collection of documents, enter your search terms
into the Basic Search Box. You may use Boolean operators to create your search. See

Boolean Operators on page 9 for more information.

Figure 9

After performing a basic search, the resulting references and links to documents containing
your search terms will be displayed in the Results List pane. For example, when searching
for retirement pension the following results appear in the window:

Rezults for "retirement pension™

1. 100% [Z) Hovember 2009

2. 88% @ 5.2 Caleulating C/OPP Contributions
3. 79% @ 11.1 Canada/Ouebec Pension Plan
4. BO% @ AugustSeptember 2008

Fig.ure 10

The first document from your Result List will appear automatically in the Document
Window. To view another document, click the document hypertext link. See Navigating

1-11 of 11 resultz

c ocatio

Hypertext link to

Document Excerpts:

|

Canadian Payroll Manual Report

Canadian Payroll Manual 2009 - Rel. 9

document }:anadian Payroll Manual 2009 - Rel. 9

Canadian Payrall Manual Report

Canadi_an Payroll Manu&l 2009 - Rel. 9

£

o & & o o

the Results List on page 10 for more details.




B Boolean Operators

You may use any of the following Boolean operators in your basic search.

Operator Example Result

And one two Finds documents containing both one and
one & two wo.
one and two

Or me | you Finds documents with either me or you.
me or you

Phrase “to be or not” Finds documents with the exact phrase “to

be or not”.

Single character wom?7n Finds documents with woman, women, etc.
wildcard th?? or this, that, them, etc.

Multiple character  a*n Finds documents with an, addition, assign,
wildcard work: etc. or work, works, working, etc.
Stemming (word run% Finds documents with run, ran, runs, and
form) running.

Synonym alert$ Finds documents with alert, active, aware,

B Advanced Search

quick, etc.

Advanced Search allows you to perform complex Boolean searches without the
requirement of knowing how to structure a Boolean query. You can search the entire
collection of documents or a specific section(s). Selecting Advanced Search enables
checkboxes in the Table of Contents. Use these checkboxes to narrow your search to a

specific section(s).

Choose search form W

Choose search form
CPM Search Wizard
Frequently Used Payroll Terms

Figure 11

Choose search form |£|

Canadian Payroll Manual

Carswell Canadian Payroll Manual Wizard
Canadian Payroll Manual 2008 - Rel. 10
Canadian Payroll Manual Report

Checkboxes

Advanced Search

You can search a subset of the site by choosing
=ections in the table of contents (in the frame on the left).

Search for documents...

containing all these words:

and not centaining any of these words:

and containing one or more of these words:

and containing this exact phrase:

and containing these words near each other:

¥ Find atternate word forms (stemming)

™ Fing synonyms (thesaurus)

Show document excerpte in the results list
Search Cancel




To create your search, simply enter your search terms into the fields provided. You can
easily limit the context of your search by selecting a section(s) of the Table of Contents.

Advanced Search allows you to search for specific areas of interest using the following
options:
e containing all these words
not containing any of these words
containing one or more of these words
containing this exact phrase
containing these words near each other

You can also adjust your search by finding alternative word forms or synonyms.

Show document excerpts in the results list: This option alters the amount of surrounding
context information displayed for each result. The context can help you determine whether
a document is what you are looking for. Choose short, medium or long for the number of
words to display on either side of the search terms.

Resultz for "retirement pension™ 1-11 of 11 results Documert Excerpts: L]

1. 100% [Z) Hovember 2009 dian Payroll Manual Report &)

... when Wages Yary Statutory Deductions for Employees Receiving CIGPP Retirement Pensions Determining ProvinceTerritory of
Employmerit

... Payroll Mewes & Views...
.. Maximum Insurable. ..
... affect the benefits noww paid to individuals receiving & CPP retivement pension, disshilty benefts, survivor benefits or combined
benefits, nor to anyone...
... weho receives their CPP retirement pension or other CPP benefits before the proposed changes take effect...
chapter 20, Terminations

... Statutory Deductions for Employees Receiving CIGPP Retirement Pensions Guestion: We have employees who are soon going to
be..
... eligible to receive a CAAPP retirement pension. How do wwe handle source deductions for CIQPP, EL..

oo reas ar A Clills Mavalmmment Canads (HRPCTE fn vacaive o D0 rativamart mancinn [ HRSOE arcarte tha smnlication i il

Figure 12

v

Navigating the Results List

The Results List pane provides several navigational tools.

At the bottom of the Results List pane, click the down arrow button [=] to load the next Results
List page. Click the double-down arrow button = to load the last Results List page.

At the top of the Results List pane (located on Page 2 and subsequent pages only), click the up

arrow button [£1 to load the previous Results List page. Click the double up arrow button E
to load the first Results List page.

10




Frequently Used Payroll Terms

Use this tool to help you refine topics and choose search terms for a more effective search.

Select Frequently Used Payroll Terms from the Choose search form drop-down list.

Choose search form w

[Choose search form
CPN Search Wizard

FREQUENTLY USED PAYROLL TERMS

Allowances

Frequently Used Payroll Terms
Advanced Search e Car 21

» Clothing, 2.2
* Meal 2.3
-

Moving Expenses 2.4

Bonus, Incentive, Awards, and Gifts
# Earnings 1.1
» Federal income tax on, 7.4.1
# Quebec income tax on. &.4.1

Hypertext link to
document

C da/Quebec P i Plan
# Calculating C/QPP contributions. 5.2
» Remitting C/QPP contributions. 5.5
» C/OPP Appendix. 5.9

Employer/Employee Relationship, IT1.1

Employment Insurance

# Emplovment Insurance reporting, §.1
I BT =TT

Figure 13

Click a hypertext link to access the relevant document.

Printing

To print the current document in the Document window or the Results List, click the Print
button on the Toolbar or use your browser’s print option.

To print a selection of text, highlight the text and from your browser’s menu select File and
Print. In the Print dialog box, choose Selection and then click the Print button.

When printing tables or charts, ensure you print preview before printing. Some tables require
printing in landscape orientation. To change your orientation, from your browser, select File,
Page Setup, and select Landscape from the Orientation section.

Copying and Pasting

Using your mouse, select the information you want to copy and paste. Go to your browser’s
Edit menu and select Copy. Open your word processor’s Edit menu and select Paste.

11




Keeping Current

Read the Canadian Payroll Manual Report and the latest news from the Canadian HRReporter
to keep up-to-date on human resources-related issues.

Access these resources from the Search Wizard/Home page.

Support Contact Information

Support Type

1.800.387.5164

(Canada and United States)

OR

416.609.3800

(Toronto and International)

Hours

E-mail

Customer Relations
Subscription/E-
mail/ Address

Reference Support

Technical Support

Customer Learning

8:30am — 5:30pm
ET
(Mon. — Fri.)

8:30am — 9:00pm
ET
(Mon. — Fri.)

6:30am — 11:00pm
ET (Mon. — Fri.)
7:30am — 8:00pm
ET

(Sat. — Sun.)

8:30am — 4:50pm
ET

(Mon. — Thurs.)
8:30am — 1:00pm
ET

(Fri.)

Payroll Consultant Helpline

Hours:

(Mon. — Fri.)

Phone:

1.800.661.6828 (Elsewhere)

carswell.addresschange @thomsonreuters.com

carswell.reference @ thomsonreuters.com

carswell.techsupport @thomsonreuters.com

carswell.learning @thomsonreuters.com

8:30am — 12:30pm, 1:30pm — 4:45pm ET

416.609.0152 (Toronto subscribers)

12
C97020-UG-1109




