Set-up for HRDC/DRHC ROE Laser Print Application Use

These are instructions for ROE processing using the software issued by the government.  

Step 1: You must have the interim patch CP054EMRE applied to your system before running the Record of Employment.
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Step 2: Payroll Parameter maintenance file. Verify and complete the information needed for the following parameters :

161
ROE File Location – Enter the  full directory path for the Roe file you will create from our payroll system. Include the file name with the .roe extension.  Enter this information on the 2nd line of the description window. This file will be imported into the HRDC Software for processing.

162
Employer ROE Serial Number – Enter the number issued by the government with your software package on the 2nd line of the description window.

162 Contact Name and Telephone – Enter the person to contact should the government require clarification on the issued ROEs. Replace the contact name and telephone number with the name of the contact person on the 1st line of the description window. Enter the phone number on the 2nd line of the description window. The format for the phone number should be 999-999-9999 9999; if you do not have an extension then you must enter a space and 0000 to complete the phone number information.

163       Issuer Name and Tel. number and Ext – This is the information pertaining to the organisation issuing the ROE . Replace the Issuer Name and Tel. number and Ext with the issuers name on the first line of the description window. Enter the phone number on the 2nd line of the description window. The format for phone number should be 999-999-9999 9999; if you do not have an extension then you must enter a space and 0000 to complete the phone number information.

Step 3: Record of Employee Maintenance 
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You need to fill in the information pertaining to the terminated employee with this function. Some fields are optional and need not be filled. The three fields that are mandatory are empl-no, issue date and reason for termination. The remaining fields in this window apply to information that can not be gathered elsewhere in the payroll module. This information need only be supplied if it applies to the employee.  

Step 4: Post Termination transactions for an employee. Use the Post Termination function for this work.
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Step 5: Complete your payroll cycle - to issue a cheque for your terminated employees.

Step 6 : Generate the file you need for the ROE Laser Print Software.

Go to Management reports -> Termination Reports -> ROE batch file generation
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This function creates the .roe file that needs to be imported into 

the HRDC software . You will import the file by using « Open » file option 

within the government software. The generated file has been saved to the path you have

specified in parameter 161.

For use of the HRDC software, please refer to the documentation provided to you.
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