Nursing Graduate Guarantee (NGG) Online Portal
Guide
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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 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 Repot)

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 final and
program reports and has
authority to modify the
organization profile (e.g., edit

legal name, manage registered

users).

Chief Executive Officer (CEO) or
equivalent

Chief Financial Officer (CFO) or
equivalent

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

Human Resources or Program
Manager.



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

Overview of Program Components

Program Component Description

Budget Request Form The Budget Request includes:

® 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.

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 Sighatories and SNL Signhatories 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.



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

mmisTRYOf 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 >, d* | |
the province interested in hinng through the Nursing Graduate Guarantee initiative. As part of
the health human resources strategy of the Ministry of Health, this initiative provides eligible
nurses with up to three (3) months in a comprehensive orientation and the opportunity to be
bridged to full-time employment Forgot Password?
Nursing Users Health Care Organizations and
Enter the Nursing Graduate Guarantee Portal here and start your Employers
career off on the right foot! Gain a valuable full-time employment Enter the Nursing Graduate Guarantee Portal here to connect with
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!
M

Not yet registered?
Register as Employer

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

(Organization/Employer (OE) Administrator Rights [

One non-signatary

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

Senior Nursing Leader (SNL) Signatory Rights [
Chief Finance Officer [ OCne Signa‘lﬂry

access right

Union Signatory
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

OE User [

Signatory Role (Max of one rights)

rights.
Organization/Employer (OE) Signatory Rights [ 9
Senior Nursing Leader (SNL) Signatory Rights [
- - . |‘_" .
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] v

COrganization Postal Code * [A1A1A1]

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

Organization/Employer Type *| Head Office ~

This Organization has an RPN Union * Uves  ®Ng

This Organization has an RN Union * Cives ®No

Posting Administrator Name

Finance Administrator Name

Chair of the Board

Riding * [Select] ~

Language Preference * ®English OFrancais

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 Finonece Officer 1

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@

Ontario.ca

minisTRY OF HEALTH AND LONG-TERM CARE

Dashb d OE Profile | Jobs | Manage Users | Budget Requests | NGG Historical Requests | Financial Reports | Program Report | Data Centre
esources

Manage OE User




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

User Profile

First Name

Last Name

Ermail Address
Organzation Name
Tithe

Mading Address
Postal Code
Telephone (Work)
Extension

Mobile Phone

Fax Number
Status

Current Access

Pending Access OF Administrator Rights

Approve | Deny Access Rights

Pending Access Rights
Access Rights Pending
OF Administrator Righes Acprove

Click on
Approve or
Deny.

Remove 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’ and approved if

eligibility requirements have been met

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

W ol = OE Administrator Rights /

hfesixggmad.com -- OF Administrator Rights / SNL Signatory -- Mount Sinai - H -- 4561

Create Budget Request

Select your desired
Murse Category [Registered Nurse (RN) 7] — Nurse Category and

Organization Name (for
Organization Name [TesingOrg |  JEEG_—

multi-site organizations).

— = l

. T . .
COMTACT US | ACCESSIRILTTY | PRIVACY | D4 TANT NOTICES A :;QR:IE;::!;T!EIR FOR ONTARIC, 2009- 2010 - LAST MODIFIED: JUL 26 2016 4:34PM
A

Click "Next" to see the list
of available new nurses.
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Step 3

hfosx@omad.com -~ OF Adminsstrator Rights / SNL Signatory - MTesting Org -+ H -~ 123456

Create Budget Request
Select the nurses you
would like to include in the Nurse Category [Regstored Nurse (RN *]
budget request from the list prization Name [Tesling Org.
below.
jeen included in any Budget Request. Click ‘Next' to proceed to include Jll Participants in
= elect Participants that should not be included in this Budget Request.
Nursing Graduate Guarantee (NGG) Participants
NGG Partcipants
NG| e | b Offe Accpancelale | | Aipsment St O | 30 Posting Thié
8w Cmiom 202003/02 = 2021/0303  Job 2t Long Tem Care I
Nursing Career Orientation (NCO) Participants
NCO Participants
Murang Gad IR tame Job Offer Accentance Date Aggonrent St Date kb Posting Titie
Click *Next" to generate =
the budget request.

11



Step 4

Mot Pomad.com - OE Admimstrator Rughts / SNL Signatery - Testing Org -- M -- 123456

Budget Request Details
Budpet Request ID 102 Nurse Category  Registered Nurse (RN)
Organization. Testing Org Nursng Intiative Type Nursing Graduate Guarantee
Submisson Date Not Submitted Status Draft
[ e mianery | [ Bvpert e vor | [Views Tramanctions |
Participant List
Partcipant List
Gnal)} Participant Name | Projected Start Date _mvw.mimul Weekdy Hours | Total Allocation § |
176 Carol Brown

Total Number of Participants: 1 Budget Raguest Tetal Allocation: $0.00

Skt 15 MOHLTC Click "Details" to enter
the participant details
page.

12




Step 5

Participant Detaills

Budget Request IO 100
Bubmission Date Mot Subinitted

Enter the start date, hourly
b eudock i A vato it wage, benefit rate and weekly
L e hours for the new nurse.

Projected Start Date 2&200'04 ]
4

Projected BEod Oate 20200337
Hourly Wage k3
D2 on ]

Banelit Bate o BOOU 2

Wesmbkily Pull-Tile Hours pB7 0 ]

Total Allocation 320 672 00

Entera
description of your 4 Tho Unon was conauite
¥ We nave 1rocasied (NS withan the nost 12 Monthe & Denmane ™M, - tame DOSINON will be avalablo

organization's i 0w crganzaon

Ploass Drimfiy GocriDe your OTERNIIATIoN' S SRRty MR Bian 10 TANEIEON the new Nurse

capacity and p[an to I nto . futbtime ' 5,000 charcters)

transition the new
nurse to full-time PO
employmentor the
equivalent of full-
time hours.

Payrnent Anount Confirmnation 10 Fayment Date
nitial 314 a6
Secondary $14 426 00
Final Transaction 30 00

Ploane ansure that you snoter the highest Hourly Wage value (the highast rate of pay) that the participant 18 expectad to attain during their
o o In the Nursing Participant Guarantee Initiative,

wloy

| [Eet & Save | [ e |
[ Pamc e Participant | [[Revert Changes | [ ek |
Mandatory flelds required far submission of Budget Request Not requimed for saving as draft,
e e e ™ S U RN SRR FOM T ARG, 2006 J0 46 LANT SMOGIFININ ML S5 3010 ke

13



2020/21 NGG Reertbock

hfosix@gomail.com -- O Administrator Rights / SNL Signatory —~ Testing Org — H -- 123456

Budget Request Details
Budget Reguest 1D 102 Nurse Category  Registered Nurse (RN)
Organzation Testing Org Nursing Intiative Type  Nursing Graduate Guarantee
Submission Date Not Submitted Status Draft

[V Watory | | Expert 1o OF |

Participant List

Participant List
lG‘adD‘ Participant Name | mmsmouu AMYGI‘WAMS‘ Weekly Hours | Total Allocation $

176 Caol Brown |
Total Number of Participants: 1 Budget Request Total Allocation: $0.00
Click *Submit to MOHLTC"
when you have fully
completed the budget

4mmmm | rcquost This willinitiate the
budget request pre-review

process.

14



Union Review

Step 7

b’} Ontario

mnsTRY OF HEALTH AND LONG-TERM CARE

Ontario.ca

To review budget requests

click “Sign Documents”,
rgreen28 @rogars. natory - Testing Orq - H - 123456
Dashboard

OQutstanding Organization Users(Q) »

Quistanding Budget Request(0) »

Outstanding Report Back(0Q) »

| ) 'S PRINTER T . o - T A34PM
CONTACT US | AccessienITy | PRIVACY | 1 TANT NOTICES A SE‘:;:;:;S) :;o‘l FOR ONTARIO, 2000-2010 - LAST MODIFIED: JUL 26 2016 4:34

Step 8

Testing8@rogers.com -- RN Union Signatory -- Testing Org -- H -- 123456

List Signing Documents

Signing Documents
| DoumentTope | Sttws | DD | Bxalvex | SubmissonOate | Paticioants TotalAllocation Reinvestment | SeatDge |
NGGReportback  Pending forsigning 42 2020-21 = 2021/01/20 1 $13.976.90  2021/01/20

NGGBudget  PendingReview 54 2020-21 81307890 2021/01/20  [Sien]

= Click "Sign" to review and
electronically signthe NGG budget request(s).

2021/01/20 1

CONTACT US | ACCESSIBILITY | PRIVACY | IMPORTANT NOTICES A
A

© QUEEN'S PRINTER FOR ONTARIO, 2009-2010 - LAST MODIFIED: UL 26 2016 4:34PM
VERSION: 1.43.04

15



Testings @rogers.com -« RN Unicn Signatory - Testing Org -~ H -~ 123456

E-Review
Budget Reguest 1D 97 Nurse Category Registered Practical Nurse
(RPN)
Grganization Testing Org Nursing Initiative Tvow  Nursing Graduate Guarantee
Submission Date 2016/06/09 Status Pending Signing

Participant List

Participant List
| GadID | Paticipant Name Propcted Stat Date | Fiscal Year | Wages | Benefit% | Weeldy Hours | Tots Allocation § | |
177 Test User3 2020/10/28 2020-21 431.60 24.00 37.50 | $29,388.00 [Betallx]
Total Number of Participants: 1 Budget Raguest Total Allocation: $29,3686.00 t
Signature Code L ] =
H - H L]
Click "Details" to
Please any YOuU Nave reg: & the 'S .
un«-t:'.uo Plan 10 transin e new ) imo e | VIeW the
time " 1,000

organization's
capacity and plan to
transition each new
nurse to full-time
employment or the
equivalent of full-
time hours.

Step 10

Participrant Deetaoails

Budgst Request I 100 Crganizaticn MNams Testing Gra
S B Crate Pt Sl e Sratus e
Farticipant Mares  Puarse BN Farticipant I3 T2

Figcal Yaar Z0OZ0=Z1

Projectad Start Date Eoitoio4
]
Frojected Ernd Date F0ZN0ITT
oy Wags L)
BT ]
Banafit Rats S5 =i |
Wmmicly Full-Tims Mours EF G | Total Allccation [$20. 072 00
Review the IR Ty T p——
- . N # W Nae TSRS IS SN B el 1 OINE & DTl Tl B BOSIEM. il D Sy ain e
UlgaﬂlZﬂtIOH 3 A

Pimana el adiy decibe Four GrEamnTEE NS o pecivg Bnd plen W e o the e nures
i, " - BLEO ——

ca paclty and ----- L L P W [(RAma e

plan to transition

each new nurse -
to full-time
employment or

the equivalent of . Conflrmation 10 [
N b EREE N ]
full-time hours. s 214,436 00
] O OO

au mrbemr the Fighest Hourly Wege valus (the lighest rabs of pay) Bhat the parbicipant s sspected bo attam dureg Bheer
& monthe of SMpIoYMTSnt I chs Muring Paricipant Gusrantas it scivs,

[Preceous | [E=as=m] ===]
I e T el | [recers Changes | (=i ]

* Mandatory felds regquired foer subsression of Budget

W e

COMTACT US| ACCERRIRILITY | BRTWACY | THEOaTANT soTices | O | BOUEENE FRINTES

16



Step 11

rgrean 28 @rogers.com - RN Union Signatory -- Testing Org — H 123456

E-Review
Budget Request ID 97 Nurse Category Registered Practical Nurse
(RPN)
Organization Testing Org Nursing Initiative Type Nursing Graduate Guarantee
Submission Date 2020/06/09 Status Pending Signing
oring Document

Participant List

Grad 1D Participant Name Projected Start Date  Fiscal Year Wages | Benefit % | Weekly Howrs  Totd Allecation 3 |
177 Test User3 2021/01/20 2020-21 $31,60 24.00 37.50 $29,388.00
Total Number of Participants: 1 Budget Request Total Allocation: w

Click *Reviewed” once the Signature Code * [ | & Eg;er fthe ;'tiﬂﬂé_ﬂze :
budget request has been coae “t)m R 9‘;
roviewed and you have TEEMESLICVIC SThas

provided comments. This Piaase prouide by csmeents you heve sagarsieg the-orguemation's
Wiu Send the budget nme emploument (Maximum 1,000 characters)
request to the SNL to

approve. '

Cnter any
comments on the
budget request.




Senior Nursing Leader (SNL) Review

Step 12

mnsTRYof HEALTH AND LONG-TERM CARE

0l @sunram.com — OF Administrator Rights / CE Signatery —~ Testing Org -- H — 123456
Dashboard

To review budget
requests click "Sign
Documents”.

Ouistanding Organization Users(Q) » -

Outstanding Budaet Reauest(Q) » -

Ouitstanding Report Back(Q) » .

CONTACT US  ACCESSIRILITY | PRIVACY | IMPORTANT NOTICES A
A

VERSION: 1.43.04

Step 13

C QUEEN'S PRINTER FOR ONTARIO, 2009-2010 « LAST MOODIFIED: JUL 26 2016 4 34PM

ol @sunram.com -- OF Administrator Rights / OF Signatocy --Testing Org —- H -- 123456
List Signing Documents

Sgning Documents

| | I | Bxavesr | Submision Dite | Paticipaats |
NGG Reportback Pending for signing 42 2020-21 2021/01/20 1
NGG Budget Pending Review 54 2020-21 2021/01/20 1

Total Allocation /Reinvestment | SentDate |
$13,978.90 2020/02/02 [Sign]

$13,978.90 2020/02/02 [Sien]

[Emnce]

A © QUEEN'S PIINTER FOR ONT AN

CONTACT US | ACCESSIBILITY | PRIVACY | IMPORTANT NOTICES VERSION: 3.43.58

A

Click "Sign" to review and
electronically signthe NGG budget
request(s).

18



Step 14

nEgmm 100 shoo.ca — SNL Signato

100y

vy / OF User --Testing Org H 123456

E-Sign
Budget Reguest 1D 97 Nurse Category  Registered Practical Nurse
(RPN)
Qrganization Testing Org Nurding Initiative Type Nursing Graduate Guarantee
Submission Date 2021/06/09 Status Pending Signing
Participant List
Gead IO Participant Name Projected Start Date Fscal Your Wages Benefit % Weekly Hours Total Allocation §
1324 Tost User3 2021/01720 2020-21 $31.60 24,00 37.50 $29,368.00 [Getails)
Total Number of Participants: 1 Budget Hequest Total Alloca

Enter the signature code

Click “Approve” once the PR : from the budget request
budget request has been approve email.

reviewed and you have
provided Comments. Flease prowde any commaents you have regardng the organcations

capacty and plan to transition the new nurse(s) nto permanent . full.

time employment  (Maomum 1,000 characters)
unionRep@union.ca - wﬁ‘a’\;:;no comments on the transition Entor aﬂy
'f:\'\'.:n':::'f;o..“ &= | cOMments
= onthe
w— (] 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 denied during the submission process.

Pending Review Budget request is pending review 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 to be
considered submitted.

19



Reviewed by MOH
(e.g.. MOH Admin.
and MOH Finance)

Budget request has been reviewed and is recommended for
funding by the ministry.

Fully Signed The budget request has been fully approved, and funding will
be flowed.
Paid Budget request funding has been flowed to the organization.

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.
¢ 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 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 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

e Navigate to the Financial 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.

20



Ontario @ Ontario.ca

MiNIsTRY OF HEALTH AND LONG-TERM CARE

Dashboard OE Profile Budget Requests | NGG Historical Requests  Finandal Reports =~ Program Report | Data Centre
-

Step 2

e Select the desired nurse category.
e And click Next button

Create NGG Reportback
Nurse Conegory HE] Iﬂanunm vame
|
P [sst] [canca]

COMTACTARN  ACCESSINILITY PEIVACY  SITEMAR  THFORTANT ML PRINTLE FON GNTARIC, PO J00 - LAST SO0 ILD AU 28 2020 113488
EHHES H & wEEsAON 20,0

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

Nurse Cotegory (RN Groonization Nome _

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. . L
Available Participants
Partidpants
Finandial Report 10 Submission Date Status Participant 1D Participant Name Start Date
o806 2023/12/08 Fully Signed 163137 alexia amarim 2023/06/01
= 9153 2023/01/03 Paid 155208 Leanna Jenkins 2022/08/08

21



Step 4
e Click on details and enter in all information about each nurse
e Click next to move onto the next nurse

Participant | Participant  Allocated | ActualStart | Actual End Hours Actual Salary/Benefits
D Name Budget Date Date Employed {Ministry Funde)
£35,27490 0730601 | 2023/08/23 439.25 £21,909.12 [Datails |
§35.27450 20N H0401/04 395.00 $19,305.55
3527490 HIOTID | 02I/10/01 409,50 $20,402.14 [etals |
§35,274.90 HZI05/25 0230817 434.50 $22,277.30 [Datails |
$31,527.00  N02UI01S | 2O2RION/06 197.50 §15,799.46
§35,274.90  HII05/35 | WFIOE1T 436,75 $21,520.33 [atalis |
$35. 27490 H23/08/04 HXI10/26 359,75 $20,672.64
$31527.00 U110 | 20230303 382.50 §15,374.64 [Datails |
§35,27450 20230814 20231105 06,75 $20,496.30 [Detaits |

*-Required Flelds/Obligatoire

Report ID 44984 Organization _

Submission Date Not Submitted Status Draft
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 |_'ves SN ?
Worked Weeks {2 Expected Actual Salary/Benefits (Ministry §20 65933
Funded)
Hours Employed * (43925 | Actual Salary/Benefits (Ministry Funded) § [21909.22 If thE
*
nurse took
Allocated Budget $35 27490 Total Potential Reinvestment Amount  §14,109.96 a break
Comments |The hours reported above are based on actual time card data and variances could be due to a variety of fl'Om the
absences, statutory holidays, picked up shifts, etc.

& NGG

Reinvestment Expenditure Breakup program,
Reinvestment Initiati Expenditure click on
Mentorship: |514,109.96
YES and
80/20 for Staff Nurses:
} ) o follow the
Internship for Experienced Nurses in Specialty Areas:

Initiative to Support Internationally Educated Nurses: prOIT'I p15

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.)

Click on Next to move to the next
4 | nurse or click on save changes to
save your edits for later.

I Previous | | Save Changes |

22



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
= I
Participant List
Participant List
Participant Participant Allocated Actual Start Actual End Hours Actual Salary/Benefits Reinvestment
1D Name Budget Date Date Employed (Ministry Funded)
§35274.90  2023/06/01 | 2023/08/23 439.25 $21,909.22
n $35,274.90  2023/10/13 2024/01/04 395.00 $19,305.55
L $35,274.90  2023/07/10 2023/10/01 409.50 $20,402.14
$35274.90  2023/05/25 | 2023/08/17 434.50 $22,277.30
$21,527.00  2021/10/15 2022/01/06 307.50 $15,799.46
§35274.90  2023/05/25  2023/08/17 42675 $21,520.33
$35274.00  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
$35274.90  2023/08/14 | 2023/11/05 405.75 $20,496.30
Total Number of Participants: 9

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.

e 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.

Program Report

A Program report must be submitted for each nurse that a budget request has been
submitted for.
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Step 1
¢ 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.

Ontal'lo Ontario.ca

mmisTAY OF HEALTH AND LONG-TERM CARE

Dashboard OE Profile Budget Requests | NGG Historical Requests | Financial Repor 5 | Program Report | | ata Centre

Resources | Logout

Step 2

e Select the desired nurse category.
e And click Next button

Create NGG Reportback
Mirse Coegey ﬁ:::. ENEET Hame
o]
RPH [ast] [Eanca]

COMEACT UM | ACCESSIBILITY | PREIVACY  SITEMAF  BHPCRCIANT
monns A s

Step 3

e Select nurses from the list and click on the next button.

¢ 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.
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Create NGG Reportback

MNurse Category M

Crgonization Name _

The following list of nursing participants have not been incuded 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,

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
= GEDE 2023/12/08 Fully Signed 163137 alexia amarim 2023/06/01
9153 2023f01/03 Faid 155208 Leanne Jenkins 2022/08/08
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Step 4

Step 5

Click on details and enter in all information about each nurse

Click next to move onto the next nurse
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Once all information about each nurse if filled out, click on “process for signature’

to start the signature process. The SNL Signatory, Union Sighatory and OE

Signatory, must sign the Program report.
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Participant List

Participant List

Participant ID Participant Name Participant Outcome
Not specified
Not specified
Not specified
Not specified
Not specified
Not specified
Not specified
Not specified
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.

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
e Loginto the NGG portal
e Ifthe ARRC is initiated by the Ministry, it will appear for signing in your dashboard.
e Click on the "Sign" button

Nurses’ Career Start Gateway Dashboard

Documents pending for Signing
Review | Signing Documents

Total Allocation

Document Type Status ID Fiscal year Participants Sent Date

[Reinvestment

ARRC Pending for signing [ ] 2023-24 B | = ""
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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
Orgainzation

Fiscal Year
Attached Document ARRC - NEW
Last Signed Doc OE Signatory

Status Pending Signing

View Signing Document

View Status History
Comment From Union Signatory:
Comment From SML Signatory: I -
Signature Code *

Enter in Signature code
that was emailed.

Comment |Enie

Click approve. b [egen]

For OE Administrators:

Raject

OE Administrators can re-send signatures code to OE signatory and the Finance

signatory.
Step 1:

e Logintothe 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
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Manage Annual Reconciliation Report Certificate

Organization AREC ID Fiscal Year Status Attachment Signing Status
9 9 L4 v
2023-24 Pending Signing ARRLC - NEW OE Signatory
2016-17 Fully Signed ARRC Signed By Finance  [rorns
: Signatory
201516 Fully Signed ARRC Signed By Finance
¥ =i Signatory
e . . Signed By Finance
2014-15 Fully Signed ARRC Signatory

ARRC Details

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

29



	Nursing Graduate Guarantee (NGG) Online Portal Guide 
	Table of Contents 
	What is the NGG Online Portal? 
	NGG Online Portal Accounts 
	Overview of Program Components 
	How to Register OE Admins, OE Signatories, Union Signatories, Finance Signatories and SNL Signatories on the NGG portal. 
	Union Signatory 
	Next Steps for OE Administrators, OE Signatories, SNL Signatories, Union Signatories and Finance Signatories. 
	How can OE Administrators approve user access rights? 

	Budget Request Submission Process 
	Creating and Submitting the Budget Request 
	Step 1 
	Step 2 
	Step 3 
	Step 4 
	Step 5 
	Step 6 

	Union Review 
	Step 7 
	Step 8 
	Step 9 
	Step 10 
	Step 11 

	Senior Nursing Leader (SNL) Review 
	Step 12 
	Step 13
	Step 14 

	Budget Request Status 
	NGG Reporting 
	Financial Report 
	Program Report 
	ARRC Report 






