Nursing Graduate Guarantee (NGG) Online Portal
Guide

Table of Contents

What is the NGG ONUNE POIAL? ... sssssssssssssssssssssssssssssssssssssssnnns 2
NGG ONlNE POMAl ACCOUNLS........coiiiiierrescvvisssssss s sssssssssssssssssssss s ssssssssssssssssssssssss s sssssssssssssssssssssseees 2
Overview of Program COMPONENTS......sssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssss 3

How to Register OE Admins, OE Signatories, Union Signatories, Finance Signatories and

SNL Signatories 0N the NGG POITAL ... 4
UNHON SIGNAEONY 1ottt sssssssss s 4
Next Steps for OE Administrators, OE Signatories, SNL Signatories, Union Signatories
ANA FINANCE SIGNATOTIES. .. 6
How can OE Administrators approve user acCess rghtS?....... s 6

Budget Request SUDMISSION PrOCESS ... sssssssssssssssssssssssssssssssssssssssssssssssees 9
Creating and Submitting the Budget REQUEST ... 10

INGG REPOITING v 21
FINANCIALREPOIT ... 21
PrOGIam REPIOI ... e85 25
ARRC REPOI ..oovorssivivvvvrsssssissssesssssisssses st o151 11551 28



What is the NGG Online Portal?

The NGG online portal, also known as the Nurses' Career Start Gateway, is a system that
supports the management of the NGG.

The NGG portal enables:

e Nurses to search and apply for job opportunities

e Employers to review nurses' applications

e Employers to extend job offers

e Employer to request funding from the Ministry of Health (the ministry) and

e Employers to submit financial, program reports and the Annual Reconciliation
Report Certificate reports to the ministry

NGG Online Portal Accounts

Participating NGG employers will be required to register various users on the site to
fulfill NGG-related activities (e.g., posting positions, submitting budget requests, etc.).
The user descriptions are specified in the table below.

Access Rights

Function

Suggested User

Organization/Employer
(OE) Signatory

Senior Nursing Leader
(SNL) Signatory

Finance Signatory

Registered Nurse (RN)
and Registered Practical
Nurse (RPN) Union
Signatory

Organization/ Employer
(OE) Administrator

User has final signing authority
for the NGG final reporting
(Financial report, Program
Report, ARRC Report)

User has signing authority for
budget requests and final
reporting

User has signing authority for
final reporting

User reviews and signs off on
budget requests and has
signing authority for final
reporting (if applicable).

User can post jobs, create
budget requests and financial
and program reports and has
authority to modify the
organization profile (e.g., edit

Chief Executive Officer (CEO) or
equivalent

Chief Nursing Officer / Senior Nursing
Leader or equivalent

Chief Financial Officer (CFO) or
equivalent
RN or RPN union representative.

Human Resources or Program
Manager.



legal name, manage registered

users).

OE User User can only post jobs, create | Signatories who do not need
budget request and financial access to other NGG online
reports. portal functions.

Overview of Program Components

Program Component Description
Budget Request The Budget Request includes:
Application ® Section to demonstrate that the organization has the

capacity and a plan to transition the new nurse to full-
time employment or the equivalent of full-time hours
for a minimum of 6 months (26 weeks).
® Section for union review (if applicable)
® Section for SNL approval
® The Submitted Budget request form must have a Pending
Approval Status to be considered submitted prior to the
application submission deadline.
Note: A Pending Approval status does not mean
the Budget Rrequest is approved. All approved
Budget Request will have a Fully Reviewed
status.

NGG Reporting The NGG agreement will provide details of reporting
requirements and deadlines. Required reports include:

® Financial report
® Program Report
® Annual Reconciliation Report Certificate



How to Register OE Admins, OE Signatories, Union
Signatories, Finance Signatories and SNL Signatories on
the NGG portal.

1. Fill out form to register an as Employer on the NGG online portal.
2. OE Signatories, SNL Signatories and Finance Signatories must choose either
OE Admin or OE User rights in addition to their signatory rights.

Ontario \gJ — e e

mmisTRY OF HEALTH AND LONG-TERM CARE

Welcome to the Nursing Graduate Guarantee Portal Email * |
The Nursing Graduate Guarantee Portal links eligible nurses with health care employers across Password = |
the province interested in hiring through the Nursing Graduate Guarantee initiative, As part of
the health human resources strategy of the Ministry of Health, this initiative provides eligible Login
nurses with up te three (3) months in a comprehensive orientation and the opportunity to be
bridged to full-time employment Fargot Password?
MNursing Users Health Care Organizations and
Enter the Nursing Graduate Guarantee Portal here and start your Emplovers

career off on the nght foot! Gain a valuable full-time employment
opportunity and connect with health care organizations/employers thousands of Ontario’s newest health care professionals through

across all sectors and areas of the province through the Nursing the Nursing Graduate Guarantee initiative. Build a stronger
Graduate Guarantee initiative. workforce today!

— el el regiztered? o

— e

Enter the Mursing Graduate Guarantee Portal here to connect with

Non Signatory Role (Select one if union roles are not selected

(Organization/Employer (OE) Administrator Rights [ One I'IOI'I-Slgnatory

OF user [J access right
Signatory Role (Max of one rights)
Organization/Employer (OE) Signatory Rights [ AND

Senior Nursing Leader (SNL) Signatory Rights [
Chief Finance Officer ] One Signaiory

access right

Union Signatory


https://www.nursescareerstart.health.gov.on.ca/Default.aspx

1. After filling out the register as an employer form, DO NOT select any access
rights and click on the “Next button”. Union signatory rights will be available to
select on the next page.

Non Signatory Role (Select one if union roles are not selected)

Organization/Employer (OE) Administrator Rights [

1.) DO NOT select any
these access

OF User [ ]

Signatory Role (Max of one rights)

rights.
Organization/Employer (OE) Signatory Rights [ 9
Senior Nursing Leader (SNL) Signatory Rights [J
. " - r_" .
Chief Finance Officer [ 2.} Click on the Next

button. Union

signatory rights are
on the next page.

2. Select your organization.

Company Details

Select an Existing Organization | [Enter Company] -

Organization Name * [Example

Organization Legal Name *|

Organization Mailing Address *

Organization Community * | [Select) w

Organization Postal Code * [AlA1A1]

Organization E-Mail Address
Facility/IFIS Number * |
Local Health Integration Network (LHIN) * | [Select] ~
Organization Sector * [Selec‘t]—v

Organization/Employer Type * Head Office ~

This Organization has an RPN Union * COives ®Ng

This Organization has an RN Union * OYes  ®No

Posting Administrator Name [

Finance Administrator Name

Chair of the Board

Riding * | [Select] |

Language Preference * ®English OFrancgais



3. After organization in selected, RPN and RN Union signatory access rights will

appear, please select one.

Non Signatory Role (Select one if union roles are not selected)
Organization/Employer (OE) Administrator Rights [
OF User [
Signatory Role (Max of one rights)
Organization/Employer (OE) Signatory Rights [
Senior Nursing Leader (SNL) Signatory Rights [

Chief Financs Officar [

Union Role {Check one after selecting the organization with union roles - none of the above are to be selected)

Registered Practical Nurse (RPN) Union Signatory Rights [

Registered Nurse (RN) Union Signatory Rights [

Next Steps for OE Administrators, OE Signatories, SNL

Signatories, Union Signatories and Finance Signatories.

1. Once you are registered, will get an activation email to the email address that you
entered when registering on the NGG portal.

2. Follow the instructions in the activation email to activate your account. Please be
sure to check your Junk and Spam folders. Please ensure you active your account
within 24 hours of registering.

3. Once your account is activated, please contact your organizations OE Administrator
who will now need to approve your access rights (i.e.., OE user, SNL signatory etc.)

How can OE Administrators approve user access rights?

1. OE Administrator login to NGG portal

2. Find the user under “Manage Users” -> “OE Users” and enter in the users full name

3. Click on “details” button next to the user.
Ontario@

mmistRY of HEALTH AND LONG-TERM CARE

s | Budget Requests | NGG Historical Requests | Financial Reports | Program Report | Data Centre




Organization Title Name Status

Deputy Director

Collaborative Practice
Leader

People & Culture Business
Partner

Business Representative

Union Rep/Regicnal
Coordinator

Human Resources Advisor

People & Culture Assistant

People & Culture Assistant

Sr. Talent Acquisition
Specialist

Page 2 of 2 (19 items) [<] [ [21

Access Rights

RPN Union Signatory

OE Administrator Rights

RPN Union Signatory

OE Administrator Rights
OE Signatory

Pending Access
Rights

OE User OE Signatory,
Click Details I

<

Details

Details

Details

Details

Details

JEOREED DR

4. Scroll down to the “Modify User" section, near the bottom of the page, there is a

Approve/Deny access rights table. OE Administrators can approve or deny the

rights by clicking on respective buttons.




Modify User

Usaer Profile

First Pimme:

Last Piasme

Email Address
Orgarization Heme
Tithe

Malirg Addrass
Postal Code
Telephone [Work)
Extardian

Mabile Phons

Fao: Musmbsar

Stabies

Current Accers

FPending Access OF Administrator Rights

Dwsctivate | [sppoe | [Activete o
Approve | Deny Access Rights .
PP y 9 Click on
Approve or
Acress Bights Pending i Den '_'.-'.
OF Adminisrato: Rights Aopere Dy

Remaowve Access Rights



Budget Request Submission Process

1 Match with the new nurses on the NGG online portal

2 Create new budget request on the NGG online portal

3 Select hired nurse(s) to include on the budget request(s)

4 Fillin budget request details for each new nurse (wage, start date, etc.)

5 Describe the organization's capacity and plan to transition the new nurse to full-time
employment or the equivalent of full-time hours for a minimum of 6 months (26 weeks)
within one year (12 months) of the new nurse's start date of the transition into practice
period (12 weeks).

6 Submit budget request for union to review and for SNL approval

7 Union reviews budget request, providing comments as required

8 SNL approves budget request, providing comments as required

9 Budget request is received by the ministry if status is “Pending Approval’

10 | Budget request approved by ministry if eligibility requirements are met, and the status

will be updated to “Fully Reviewed", indicating approval




Creating and Submitting the Budget Request
Please note that Organization can only add nurses to budget request form after 72

hours of the nurse accepting the job offer.

Step 1

3 0 B B

W mailcaum - O administrator fights / [

Outstanding Budaet Reguest(0) =

Outstanding Report Back(Q) =

Step 2
I ) [ e ey
hfosrx@omad.com = OF Administrator Raghts / SNL Signatory == Mount Sinai - H -- 4581
Create Budget Request
Select your desired
Murse Category and
Nurse Category [Registersd Nurse (RN) r] - N oy
Organization Name (for
organization Name [Tesing 00 | 4 N -
multi-site organizations).
|
— [cancel]
COMTACT 06 | ACCESSIBILITY | PRIVACY | [MPORTANT NOTICES A 1?!‘:;:;:?1?]]—_:1‘” FOR OMTARIO, 2000- 2010 - LAST MOOTFIED: ML 10 T016G 4:34PM
A
Click "Next" to see the list

of available new nurses,
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Step 3

mm o | Budpat Request | 202021 NGG Reportback | E-Sign

hfeso@gmail.com -~ OF Administrator Rights [ SNL Signateory -- Mesting Org -~ H -~ 123456

Create Budget Request
Select the nurses you
would like to include in the urse Category |Regstered Nurse (RN d
budget request from the list prization tame (SRR
below.

fen included i any Budget Request. Click "Next' to procesd o include 3l Parbicipants in
alect Participants that should not be included in this Budget Request.

Nursing Graduate Guarantee (NGG) Participants

NGG Participants
Mursing Gead ID Pare Job Offer Acceptance Diate Assioraenit Start Date Yob Posing Tite
= i £ homn 2020/03/02 2021/03/03 Job at Long Term Care Inc.

MNursing Caresr Orientation (NCO) Participants

NCO Participants

Click *Next" to generate
the budget request.




m

hfedin@omad.com - OF Administrator Fights / SHL Signatory - Testing Org - H -~ 123456

Buxlget Redqueest Details
Budget Reguast I 102 Nurse Category Reghterad Murse (RN)
Organization Testing Org Murting Initistive Type  Nursing Graduaste Guarantes
Submission Date Not Submitbed Status Dralt
[wtene vistwry | [ Bxport o puer | [ Tramsacuions |
Participant List
Partcipant List
Gad D | PaticipantMame | Projcted ScetDate | FscalYew | Wages | Benefit%e | WeeklyHous | Towl Mlocation § |
176 Carol Brown [wtais ]
Total Number of Partscipants: 1 Budget Request Total Alacation: 0,00
Click "Details” to enter
the participant details
[ave and cicus | page.

12



Participsant De=tails

Budget Bequest L0
Submission Datg

e e ]

Fiscal vaar

Projected Start Dats

Pruosjerc bl Bl Date

Hiorily W g

Banefit Bats %

Wimsmily Full-Tifes Hous

Entera
description of your
organization’s

transition the new
employment or the

equivalent of full-
time hours.

[T B4 456

Rl
P sbirtod

L ]

I020-21

REI.!DDID-}

J200oazr
[

Pz
BT
Br &0

Clparesarion barne Pt

Enter the start date, hourly
wage, benefit rate and weekly
hours for the new nurse.

o Th Lineos weis oo Sultes

Total Allscation $38 873 00

# WS Favs IOTRCE I (T WAt (P ngEl 1 MONtnE 5 PISTRE s, Ml GOSN will D Svsaatis
wrihin our arganaaton

nurse to full-time i

W R PO RV
o0

Sacandsry B4 AM QO

Fironal Timevs s o O O

Flases mnaurs that you snter the highest Mourdy Wags vsiss (the highest rate of pey) that the parbicipant is sxpected o stbmin durng ther

Fimmse Dresfly Gecrine your OO ENIEETION' S CEDRCITY BN pISn 10 SRS the e naEss

Capacit}{ and plan t’U it permanert. fulitime emolownent (Masimum 5000 charcters )
- [

i uFiEe v Doy 1CE Py i EFate

& months of smploymant in the Mursing Participant Guarantos Initiative.

[

[ Bsrme ws Particapane | [ Bewert crnangs=s |

s I T S

[meck]

Parsdaiony felds required for submission of Budge: Beguest Mot reguined for seviog es dosf,

CORTACT S | ACCESSIBILETY | PRIVACY | IESECOETART REETICES

o s wars
o R T TR T ]

T O O
Bar

T A ), A BORRAE  LAST PRMERE AR PAL 30 R a0
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2020/21 NGG Reportback m

hfosix@gmail .com -- OE Administrator Rights / SML Signatory - Testing Org - H -- 123456

Budget Request Details
Budget Reguest ID 102 Murse Category  Registered Murse (RN)
Organzation Testing Org Nurging Inibateve Type Nursing Graduate Guarantee
Submisson Date Mot Submitted Status Draft
(] [Emeewr]
Participant List

Participant List

| GadlD | Panicipant Name | Profcted St Date | Fscal Yew | Wages | Benefitts | Weekdy Hours Total Allocation §

176 Carol Brown . .
Total Number of Participants: 1 Budget Reguest Total Allocation: $0.00
Click "Submit to MOHLTC"
when you have fully
completed the budget

mmmm | cqucst This willinitiate the
budget request pre-review
process,

14



Union Review

Step 7

bt) rl-o Dilaric.ca
MinisTRY 6F HEALTH AND LONG-TERM CARE

To review budget requests
click *Sign Documents”,

rgrean2a@rogers. i

- Testing Org -- H -- 123456
Dashboard

Ouistanding Budget Request(Q]) »

Dutstanding Report Back({(]) = e
. " T . - T i i 14p
CONTACT US | ACCESSIRILITY | PRIVACY | IMPORTANT MOTICES A :I.E%:!"E}:F::;I:‘EH FOR ONTARID, 20:00- 1010 - LAST MODIFIED: JUL 26 2016 4:34PM

Step 8

Testing§@rogers.com -- RN Union Signatory -- Testing Org -- H - 123456
List Signing Documents

NGG Reportback  Pending for signing 42 2020-21 20210120 1 $13,970.90  2021/00j20
NGG Budgst pending Review 4 2020-21 2021/01/20 1 f13978.00  2021/01/20

] Click "Sign” lo review and
electronically signthe NGG budget request(s).

EEN'S PRINTER FOR ONTARIO, 2009-3010 - LAST MODIFIED: BA. 36 2016 4:34PM
OONTACT US | ACCESSIBILITY | PRIVACY | TMPORTANT MoTICES | A ot

A

15



Step 9
iome ] protie | & =ion | Logous |

Testings Grogers.com -- Rk Union Signatory - Testing Org == H 123456

E-Review
Budget Reguest [ 97 NurSe Categiry  Registered Practical Mirse
(RPN}
Cwganization Testing Ong Mursing initiative Tepe  Mursing Graduate Guarantes
Submission Date 2016/06/09 Status Pending Sloning

Wi Shatug Hestady Wisw Sepnimg Coousvsent

Participant List

Carmd 1D Participant Fama Propectad Start Daks | Fiscal vaar [ Ban ofiE % Wsaddy Haurs Total allocation § | |
177 Test Uiser3 IOF0F U0 3R 20T0-21 $31.60 24.00 37.50  429,38B.0:0 Cetallz]
Toral Mumber of Participants: 1 Budget eguest Total alccation: 29 30600
Signature Code * [ 1

Click "Details" to
Capatiuy e bian 10 ransiion e new nuretn ime sermanent ri- | View the
e eMpioum ent (hanimuem 1,000 charadters)

organization‘s
capacity and plan to
transition each new
nurse to full-time
employment or the
equivalent of full-
Lime hours,

Fasticigrant Detaoails

Budget Request I 300 Cirgan gaticn Mame Testing Gra
Silsrresasan ate ol Sl it ted Sratus DEait
Barticopant Marmes Mo @R Fartacipant (3 2532

Figcal Yaar ZOZ0=Z1

Projectad Start Date Eoiboio4
]
Projmctead B Date 20200337
Hourly Wags E ]
['\.:r [+7] |
P rnefit Bate S [ |
Wimaicly Full=-Tirms Fowrs BEFEn | Tobksl Aliccation |[$30 672 OO0
Review the ) Tar s e st

- . . W N (o SEIE TS S B el | 2 NG 8 Pt Al R DRI il e e SR
O[gaﬂIZﬂtIO ns N

Prmmss e

capacity and

plan to transition |

each new nurse g-
to full-time '
employment or

cmcy i wol
W, P

BT
sy [

Bl BIEN 1O RO DN 1 e S
B.D00 E -

the equivalent of P A Confirmation 16 Pyt Date
i o Bid dNE D0
full-time hours. i 214 436 00
] O OO

ast mrbmr the Pighest Hourdy Wags valus [Hhe leghest rabe of pay) that the parbicipant is sspected bo attasmn durrsg B
B TONThE OF GIEpIoY TS nG  ERe PO g ParTiciBanT GuUsrantes Nt stive,

[Fre—imaes | [E= = m=r] [ Fim=s
[Semeve Ferseipany | £ = | [Ee=k ]

Mandatory fslds required for sutsression of Budge! Asguest. ot reguiresd for savineg s dref.

C 2 = S > I e b R R B e G Al R, See SO an A
CONTACT U | ACCRERIRILITY | SRIVACY | BonT ANy worices | B | e L e R

17



Step 11

rgraan PR @ ragers com — RN Unisn Signatery -- Testing Org H

123456
E-Review

Budget Request ID 9F

Drganization Testing Org
Submissicon Date Z0Z20,/06/0%

Grad 1D Participant Hams
177 Tast Userd

Total Mumber of Particlpants:

Murse Category Registersd Practical Nurse
(RPN

Mursing Initiative Trpe Nursing Graduate Guoarantes
Status Pending Signing

View Stalus Histary

View Signang Decument

Participant List

Projected Start Date Fiscal Yaar Wages Banafit %% Wewkly Hours Total Allacation §
2021/01f20 2020-21 $31.60 2400 37.50 $29.ZBE.OD
1 Budget Reguest Total Allocation: w

Click "Reviewed” once the
budget request has been
reviewed and you have
provided comments. This
will send the budget
request to the SNL to
approve.

Enter the signature
code from the budget

request review email.

Signature Code * [

| -

Please provide iy eamments you hawe regarding the SrpanEstien’s
CAPACITY 8NG PIIN 50 TANETION T4 NEwW NUIEE|S] INTH Permanent, ne-
nime empigument (Maximum 1,000 characers)

Cnter any
comments on the
budget request.

18



Senior Nursing Leader (SNL) Review

Step 12

niETRY 0F HEALTH AND LONG-TERM CARE

= o T ) ) T ETe e “ Toreview budget
—

ol @sunram.com - OF Adminstrator Raghts / OF Signatory - Testing Org -- H — 123456
Dashboard

requests click "Sign
Documents™.

Dtstanding Oroanication Users{0} =

Datstanding Budoet Reguest{ Q) = o

Dutstanding Report Back(0] =

‘

SQUEEN'S PRINTER FOR ONTARID, 27009-3010 - LAST MODIFTED: UL 38 2016 S:34PH

COMTACT US | ACCESSIRILITY | PRIVACY | IMBORTANT woTICES | B VEREIONT 143,04
A

Step 13

ol @sunram_com - OE Administrator Rights / OFE Signatory == Testing Org -—- H — 123456
List Signing Docannents

Sagiung Documents

Dogument Tvps | Status | i ] | Bl vear | Submisgion Dute | Eticioants |
NGO Reperthack Panding for sgning 4 2020-21 2021j01/20 1
NGG Budget Pending Review 54 2020-21 2021/01/20 1

Total Allocation /Reinvestment | Sent Date |
$13,878.90 2020/02/02 | [Sin]

$13,978.90 2020/02/02

A 0 UL ENS PRINTE A FOR 0N AN

CONTACT US | ACCESSIBILITY | PRIVACY | IMPORTANT NOTICES N TR 1 AN

Click "Sign” to review and
electronically signthe NGG budget
requestis),

19



Step 14

o | rote J st ] cont tacunst | haportincia J2020/21 o naporivack | E-5i0n | Looms |

rggrmm 100- 1 0@yahoo.ca onatory [ OF User Testing Org H 123450
E-Sign
Budget Request ID 9F Murse Category Registered Practical Nurse
{RPM)
Organization Testing Org Fourdbng tnltdatlve Tvpe Mursing Graduate Guarantes
Submission Date Z021/06/09 Status Pending Signing

Participant List

Grad 1D Participant Hame Projected Start Dote Fiscal Yoar Wages Benadit Weskly Hours Totad Allocation §
17 Tk Usesd JOTLFOL T 2020-21 $31.60 34,00 ¥7.50 £39.3868.00 [Getails]
Total Number of Participants: 1 Budget Reguest Total Allocat

Enter the signature code
from the budget request
approve email

Click "Approve” once the
budget request has been
reviewed and you have

Signature Code

prOVidE'd Comments- Flease prowde any commaenis you have regardng ihe crganeation’s
T S . B i ey T
OGAREBEIDn.Ca - W have 1S fomments on the ransion Enter any
tf.-f::‘.;:;:::c...; ca 4mmm | COMIME nts
on the
=] =]
—) budget
request.
Budget Request Status
Status Description
Draft Budget request has been created but not submitted to the

ministry. Draft status can also occur when the budget request
has been rejected during the submission process.

You can click on the “view history" button to view more details
of your budget request

Pending Review Budget request is pending signature by the Union and/or
review by the SNL.
Pending Approval Budget request submitted to the ministry and pending review

by the ministry. Organizations are responsible to ensure all
eligible budget request have a Pending Review Status by the
budget request submission deadline to be considered
submitted.

Fully Reviewed The budget request has been fully approved by the Ministry,
and funding will be flowed.

20



NGG Reporting

e Employers who receive NGG funding are required to report on use of the funds as
per the timelines outlined in the NGG agreement.
e Organizations must submit 3 Reports to the Ministry:

1. Financial Report: to provide actual expenditures related to the 12-week transition
into practice period and actual expenditures related to the reinvestment fund;
o Must be signed by the SNL Signatory, Union signatory (if applicable) and
OE Signatory

2. Program Report: to provide information on program outcomes (e.g., nurse was
bridged to full-time employment or the equivalent of full-time hours). Must be
completed after the Financial Report is completed and submitted.

o Must be signed by the SNL Signatory, Union signatory (if applicable)
and OE Signatory

3. Annual Reconciliation Report Certificate (ARRC): attestation that reported
numbers agree with the audited financial statements of the organization.
o Must be signed by the OE Signatory and Finance Signatory

Financial Report

A financial report must be submitted for each nurse that a budget request has been
submitted for.

Step 1
¢ Navigate to the Financial Report tab
e Click on “Create New" if you are starting a hew report or click on “Review Report
backs" if you are returning to complete a report that you have already started.

Ontario.ca

Ontario

mnisTRY OF HEALTH AND LONG-TERM CARE

Dashboard m OE Profile Budget Requests | NGG Historical Requests  Finandial Reports = Program Report | Data Centre

21



Step 2

e Select the desired nurse category.
e And click Next button
Create NGG Reportback

JANIEBT HEme

v [t [coret]

COMEACT AR | ACCESSIBILITY | PRIVACT SITEMAF  FHPCRCIANT & GUALLN'S PRINTLE |08 DNTARIC, DO 2010 - LAST MODEITED: AUG 18 2020 11200AM
=i
s A s

Step 3

e Select nurses from the list and click on the next button.
e Only nurses from the same fiscal year can be part of the same report back. If

nurses are from different fiscal years, a report back will need to be created for
each fiscal year.

Create NGG Reportback

Hurse Category . Draanization Name _

The following list of nursing participants have not been included in any Financial Report. Click ‘Mext’ to proceed to include all participants in
this Financial Repert, You may unselect participants that should not be included in this Financial Report,

1. Select the nurses you
wish to include in the NGG List
report back.

Available Participants

Finandial Report 10 Submission Date Status Participant 1D Participant Name Start Date
= SBOE 2023f12/08 Fully Signed 163137 alexia amarim 2023/06{01
9153 2023/01/03 Paid 155208 Leanne Jenkins 2022/08/08

Step 4

e Click on details and enter in all information about each nurse
e Click next to move onto the next nurse

22



Participant List

Participant Participant Allocated Actual Start | Actual End Hiuars Actual Salary/Benefits
i Name Budget Date Date Employed {Ministry Funded)
$35,274.90  2023/06/01 W23/06/23 439.25 $21,909.22
$35,274.50  2023/10/13 W024/01/04 395,00 $19,305.55
$35,274.90  2023/07/10 2310001 409,50 $20,402.14
§35,274.00  2023/05/25 0230617 434,50 $22,277.30
$31,527.00  2021710/15 W2201/06 397,50 $15,799.46
$35,274.90  2023/05/25 230817 426,75 $21,520.33
§35,274.90 2023108/ HFII0 26 399,75 $20,672.64
$31,527.00  2021/12/10 W03 382.50 $15,274.64
$35,274.50  2023/08/14 W2I11/05 406,75 $20,496,30

*-Required Fields/Obligatoire

Report ID 44984 Organization _

Submission Date Not Submitted Status Draft

Participant Name _

Actual Start Date * [20230601 | Actual End Date * [20230823

Was the participant absent, for an extended period of time, between the start date and end date? E.g.Maternity Leave _yes

Worked Weeks 12 Expected Actual Salary/Benefits (Ministry $20 65933
Funded)
Hours Employed * [439.25 | Actual Salary/Benefits (Ministry Funded) $ (21909.22
*
Allocated Budget $35 27490 Total Potential Reinvestment Amount  $14,109.96

Reinvestment

Participant ID _

Datalls
[oetais]
Datails
Datalls
Datalls
[Detais ]

[metails]

ne #-

Comments |The hours reported above are based on actual time card data and variances could be due to a variety of

absences, statutery holidays, picked up shifts, etc.

Z

Reinvestment Expenditure Breakup

Reinvestment Initiati Expenditure
Mentorship: |$14,109.96

80/20 for Staff Nurses:

Internship for Experienced Nurses in Spedialty Areas:
Initiative to Support Internationally Educated Nurses:

Innovation Solutions: |

Comments |Funds utilized to increase mentorship hours for other nurses. (Safe management,
emergency de-escalation, ACLS, PALS). Cross training experienced nurses in
specialty areas (Critical Care, Emergency, Mental Health, etc )

If the
nurse took
a break
from the
NGG
program,
click on
YES and
follow the
prompts.

I Previous | | Save Changes |

Click on Next to move to the next
| 4 | nurse or click on save changes to
save your edits for later.
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Step 5
e Once all information about each nurse if filled out, click on “process for signature”
to start the signature process. The SNL Signatory, Union Signatory and OE
Signatory, must sign the financial report.

Report ID Nurse Category Registered Nurse (RN)
Organization Nurse Participant Type Nursing Graduate Guarantee

Submission Date Not Submitted Status Draft
Fiscal Year
View History | [Export to pDF]
Participant List

Participant List

Participant Participant Allocated Actual Start Actual End Hours A.E.‘tUE!| fjalarﬂ Benefits Reinvestment
Budget Date Date Employed (Ministry Funded)
$35,274.90 2023/06/01 2023/08/23 439.25 £21,909.22
$35,274.90  2023/10/13 2024/01/04 395.00 $19,305.55
$35,274.90  2023/07/10 2023/10/01 409.50 $20,402.14
$35,274.90 2023/05/25 2023/08/17 434.50 $22,277.30
$31,527.00  2021/10/15 2022/01/06 397.50 $15,799.46
$35,274.90 2023/05/25 2023/08/17 426.75 £21,520.33
$35,274.90  2023/08/04 2023/10/26 399.75 $20,672.64
$31,527.00 2021/12/10 2022/03/03 382.50 £15,274.64
$35,274.90 2023/08/14 2023/11/05 406.75 $20,496.30

Total Number of Participants: 9

Add Participant

Process for Signature

e The signature process for financial reports is the same as the budget request
signature process (see above). The code will be emailed to each signatory.

¢ When the status Changes from draft to pending signature, this means that the
report is with either the SNL, Union or OE signatories for signing.

e A status indicating fully signed means that the report is now submitted to the
ministry.
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Program Report
A Program report must be submitted for each nurse that a budget request has been
submitted for.

Step 1
e Navigate to the Program Report tab
e Click on “Create New" if you are starting a new report or click on “Review Report
backs" if you are returning to complete a report that you have already started.

DOntaria.ca

Ontario 3

mimisTRY OF HEALTH AND LONG-TERM CARE

= | Budget Requests | NGG Historical Requests | Finandal Repor & | Program Report | [ ata Centre

Step 2

e Select the desired nurse category.

e And click Next button
Create NGG Reportback

Murse Coegory jRM anireTn Hame

COMEACT UM | ACCESSIBILITY | PRIVACT SITEMAR  PHPCRTANT
s A s
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Step 3

e Select nurses from the list and click on the next button.
e Only nurses from the same fiscal year can be part of the same report back. If

nurses are from different fiscal years, a report back will need to be created for
each fiscal year.

Create NGG Reportback

Hurse Category . Draanization Name _

The following list of nursing participants have not been included in any Financial Report. Click ‘Mext’ to proceed to include all participants in
this Financial Report, You may unselect participants that should not be included in this Financial Report,

1. Select the nurses you
wish to include in the NGG List
report back.

Available Participants

Finandial Report 10 Submission Date Status Participant 1D

Participant Name Start Date
= SH06 2023/12/08 Fully Signed 163137 alexia amarim 2023/06/01
9153 2023/01/03 Paid 155208 Leanne Jenkins 2022/08/08
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Step 4
e Click on details and enter in all information about each nurse
e Click next to move onto the next nurse

Corrama= t
| /)

Corrama= t
| /)
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-
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. — -
ns
o, s s
Cormma=t
Z
5w 12 rECHTT NSRRI ANE §ETTINSE for FToiEmERg B WG e
brack nia rew nume and masizr) meniishla o e s nue and masto e

No, pleae svide b IR
Commast
Z
Wae 8 lea=ing siar devaloned By Hhe rew d rrasta; rouk frem B dmigraied trraibion inh
ciic kemcks wck the T
No, pleaes svide b -
CorTiTa
/%
Wt thems  Snsrilfizuch e with 158 rew summ, enisr esd e rctic knsciorn shwak 150
rogroax of the learring plan?

[ Criticsd Tirking
[ Dffactive Cammunicstion
[ fithar
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Step 5

Once all information about each nurse if filled out, click on “process for signature”
to start the signature process. The SNL Signatory, Union Signatory and OE
Signatory, must sign the Program report.

Participant List

Participant ID Participant Name

Total Number of Participants 8

ARRC Report

The Annual Reconciliation Report Certificate (ARRC) must be signed by the OE signatory
and the Finance Signatory. Only one ARRC is required for each fiscal year that the

organization received funding for.

Not specified
Not specified
Not specified
Not specified
Not specified
Not specified
Not specified
Not specified

Add Participant

Process for Signature

Participant Outcome

Participant List

Details

Details

Details

Details

Details

Details

Details

Details

ARRC reports are initiated by the Ministry and will be available for signing once it is sent

by the Ministry to your organization.

For OE Signatories and Finance Signatory:

Step 1
[ ]
([ ]

Log into the NGG portal

If the ARRC is initiated by the Ministry, it will appear for signing in your dashboard.

Click on the “Sign” button
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Nurses’ Career Start Gateway Dashboard

Documents pending for Signing
Review [ Signing Documents

Taotal Allocation
FReinvestment

ARRC Pending for signing [ 2023-24 [ ] &

Document Type Status 1D Fiscal year Participants Sent Date

Step 2

e Review to ensure the program report and financial report submitted by your
organization reflect the final audited statement of your organization.

e Enter in the signature code that was emailed to you.

e Enterin any comment (this is optional)

e Click on Approve

Review / E-Sign

AARC Details

ARRC ID
Qrgainzation
Fiscal Year

Attached Document ARRC - NEW
Last Signed Doc OE Signatory
Status Pending Signing

Comment From Union Signatory: EI‘Iter in Signature CDde
Comment From SHL Signatery: r ]
Sigriature Code * that was emailed.
Comment |Enter Text
£
Click approve. L' [egn] e
For OE Administrators:

OE Administrators can re-send signatures code to OE signatory and the Finance
signatory.
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Step 1:

e Login tothe NGG Portal
e Navigate to Financial Report > “Manage ARRC"

Step 2:

e Click on the details button of the ARRC report
e Click on the "Re-send signature code” button or the “send to alternate user” button

Manage Annual Reconciliation Report Certificate

Organization ARRC ID Fiscal Year Status Attachment Signing Status
L A 2 e
2023-24 Pending Signing ARRLC - NEW OE Signatory
2016-17 Fully Signed ARRC Signed By Finance  reocie
: Signatory
2015-16 Fully Signed ARRC Signed By Finance
¥ 240 Signatory
1 de y . Signed By Finance
2014-15 Fully Signed ARRC Signatary

ARRC ID
Orgainzation

Fiscal Year

Attached Document ARRC - NEW
Last Signed Doc OE Signatory
Status Pending Signing

| Show Status History | | Download ARRC

Resend Signature Code Send to Alternate user for signature
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