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3.1 Introduction 

Service Provider (SP) Connect manages information and automates business processes 

related to specific Transfer Payment (TP) programs' delivery between service providers and 

the Ministry.  

Service provider reporting is part of agreement monitoring activity and is located in the 

Monitoring section of SP Connect. As part of their contractual requirements, service providers 

are required to submit financial and performance reports to the Ministry as dictated in 

Schedule F of their agreements. Service Provider Forecasts (Estimate of Expenditure Reports) 

are submitted for each program funded site for each period as detailed in the agreement. With 

the exception of local boards, service providers are also required to submit a Quarterly Status 

and Adjustment Report (QSAR) or Quarterly Aggregate Data Report (QADR) for each funded 

site, reporting on performance commitments/deliverable achievements and budget 

management. Both service provider forecasts and QSARs/QADRs are released to service 

providers for completion through SP Connect. Once a report has reached its release date it will 

appear on the service provider user Dashboard.  

When an Estimate of Expenditure (EER) is due, one must be completed for each site within 

the agreement. A  Statement of Revenue and Expenditure Report (SRER) must be completed  

every fiscal year end by program for each site within the agreement reporting on Ministry funds 

received and site expenditures  Performance reports such as QSARs and QADRs must be 

completed quarterly by service providers, noting areas of underperformance and any 

corrective action required.  

This chapter provides service provider users with an overview of the process and system steps 

to complete and submit expenditure, forecast and performance reports. 

 

3.1.1 Roles and Responsibilities 

The following table lists the actions that a service provider can perform based on the roles they 

are assigned.  

Roles Responsibilities  

Service Provider 
Administrator (SPA) 

¶ List, View,  Update and Print Forecasts and Monitoring 
Reports 

¶ Generate Reports 

Service Provider 
Submission Authority 
(SPSA) 

¶ List, View,  Update and Print Forecasts and Monitoring 
Reports 

¶ Submit Forecasts and Monitoring Reports 

¶ Generate Reports 

3.1.2 Statuses 
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The following table shows the various statuses for Monitoring reports. 

Status  Description 

Open The forecast/report has been released to the service provider 
but has not yet been submitted. 

Submitted  The forecast/report has been submitted. 

Pending Resubmission The forecast/report has been returned to the service provider 
for correction   

Regional Reviewed The MRC/MRA has confirmed the forecast/report, and it is 
ready for the MRL to submit a recommendation (only 
applicable to SRER). 

Confirmed The ministry has confirmed the forecast/report. 

 

3.1.3 Due Dates and Statutory Holidays 

Release Dates and due dates exclude any weekends and/or government recognized statutory 
holidays (example: Remembrance Day and Easter Monday). 
 
All government recognized statutory holidays will be displayed on the calendar tab. 
 

 
 

3.1.4 Searching for Bundled Programs 

When searching for bundled programs (ES/YJL and YJC/YJCS) choose the parent program 

(ES in the case of ES/YJL and YJC in the case of YJC/YJCS) in the program search value. 

 

3.2 List Forecasts 
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Forecasts that are ready for completion will appear on the Dashboard. Users can also view 

Forecasts through the Monitoring section. The following describes below on how to list and 

view forecasts. 

System Steps 

Ā Step 1: Dashboard  

From the Dashboard section, under the service provider forecast 

Click Site ID link to open the EER, SRER or RECR to complete 

 

or 

Click on the Monitoring section. 

 

Ā Step 2: Monitoring  

In the Monitoring Shortcuts section, click List Service Provider Forecasts. 

 

http://10.200.19.172:9080/spcp2/protected/monitoring/listSPForecasts
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Ā Step 3: List Service Provider Forecasts  

The List Service Provider Forecasts page contains two panels. The Search Criteria panel 

includes the following fields: 

¶ Program  

¶ Type (refers to report type) 

¶ EER - Expenditure and Forecast Report 

¶ EERF - Forecast Only Report 

¶ EERE - Expenditure Only Report 

¶ RECR - Reconciliation Report 

¶ SRER - Statement of Revenue and Expenditure Report 

¶ Calendar Year due (defaults to current year) 

¶ Month Due (default to current month) 

¶ Service Provider Legal Name 

¶ Service Provider ID  

¶ Status  
The List Service Provider Forecasts panel shows the following fields: 

¶ Site (links to the forecast) 

¶ PO Number 

¶ Program 

¶ Type (of report) 

¶ Name (of the report) 

¶ Service Provider name 

¶ Status 

Due DateEnter the search criteria and click SEARCH or CLEAR to clear the criteria entered. 

Note that the List Regional Forecasts panel is pre-populated with all Forecasts ready for 

completion. Searching is not mandatory. 
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Ā Step 4: List Service Provider Forecasts  

In the List Service Provider Forecasts panel, click the Site ID link to open the forecast. 

  

This will display the Service Provider Forecast detail page.  In addition to the forecast selected, 

all other submitted service provider forecasts for the reporting period will be displayed. For 

example, if the Reconciliation Report (RECR) is selected, all the other Estimate of Expenditure 

Reports (EERs) and the Statement of Revenue Report (SRER) for the agreement period will 

be displayed in separate tabs. 

 

 

 

3.3 Update and Save Service Provider Forecast 

Service Providers have the ability to update the SERVICE PROVIDER FORECASTS if the 

information has changed or the current content requires amending. Updating the forecast can 

be completed if the previous month forecast does not exist. 

System Steps 

Please follow steps 1-4 of section 3.2 List and View Forecasts and continue with the following 

steps. 
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Ā Step 5:  Service Provider Forecast 

Update one or more of the following fields: 

¶ YTD Expenditures (EER, EERE) 

¶ YTD Commitments (EER, EERE, EERF) 

¶ Forecast (EER,EERF) 

¶ Forecast Variance Explanation (EER, EERF) 

¶ YTD Variance Explanation (EER, EERE) 

¶ Interest Earned (EER, EERE) 

¶ Disposition of Assets  (EER, EERE) 

¶ In Kind Contribution Amount ONLY (EER, EERE, and EERF)(Specific to COJG) 
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EER Example: 
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SRER Example:  

 

Complete the necessary fields and click SAVE to store the work done and return at a later 

time. 
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3.4 Complete and Submit EER, EERF and EERE 

The SPA and SPSA roles can complete the forecast but only the SPSA can submit reports to 

the ministry.  

This section of the guide shows the process to view, compete and update an EER that is in 

Open or Pending Resubmission status. Once the EER is submitted the page will display as 

read only. 

System Steps 

Please follow steps 1-4 of section 3.2 List and View Forecasts and continue with the following 

steps. 

Ā Step 5: Service Provider Forecast <Site ID>  

The Service Provider Forecast <Site ID> page consists of six panels for the EER. 

The Service Provider Forecast Details <Name> panel shows the following fields: 

¶ Reporting Period 

¶ Due Date 

¶ Status 

¶ Service Provider (hyperlink to Service Provider profile page) 

¶ Program 

¶ Release Date 

¶ Site ID 

¶ PO Number 

¶ TP Office 
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The Service Provider Expenditures and Forecast panel shows the following fields: 

¶ Budget Line 

¶ Allocation (at the time the report was submitted) 

¶ YTD Expenditures (Amount received and reconciled for this reporting period) 

¶ YTD Commitments (funds committed by the services provider) 

¶ % Expended (system calculation of YTD Expenditures divided by the Allocation) 

¶ % YTD Committed (system calculation of YTD Commitments divided by the 

Allocation) 

¶ Forecast (Estimated amount that will be used by SP for this fiscal year) 

¶ Variance (system calculation of Allocation minus Forecast) 

¶ % of Allocation (system calculation of Forecast divided by Allocation) 

¶ Totals (of each column but Budget Line) 

The system will only accept whole numbers; decimals will be converted to become part of the 

entire amount. For example, if you enter 1000.00 the value will become 100000. 

To move between fields use the mouse or tab key. Do not use the Enter key when completing 

the fields as the use of this key will prompt the system to think the Cancel button was clicked. 

This is only applicable to screens where the Cancel button is present.  
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Note that the final EER for some programs for the reporting period has a modified list of fields 

including only Budget Line, Allocation, YTD Expenditures and % Expended. 

 

 

The Variance Explanation panel is used to provide details on any major variance between the 

allocation and the expenditure. This is a read-only view for ministry users. 

If the following is true, two variance explanation fields become mandatory: 

o YTD Variance Explanation: If a budget line variance falls outside to the expenditure 
range of ± 5% for that reporting period, then a variance explanation is required. 

o Forecast Variance Explanation: If the system determines the % of the allocation is 
less than 98% or greater than 100% of the allocation for one or more budget lines. 
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The Other Revenue panel includes the Interest Earned, Disposition of Assets (both fields 

to be completed by the service provider) and Totals fields. The default is blank and the service 

provider is required to enter a value even if it is 0. The Totals field is automatically calculated. 

 

The Gross Surplus/Deficit Analysis panel displays the following fields: 

¶ Ministry Funding Received (for the period of the report) 

¶ YTD Expenditures 

¶ Gross Surplus or Deficit (changes dynamically depending on the situation) 

¶ Percentage Gross Surplus or Deficit (changes dynamically depending on the 

situation) 

Gross Surplus / Deficit is a calculated field (YTD Expenditures minus Ministry Funding 

Received). 

Percentage Gross Surplus / Deficit is a calculated field which is rounded to zero decimal 

places (Gross Surplus/Deficit divided by Ministry Funding Received) multiplied by 100. 
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The Net Surplus/Deficit panel displays the following fields: 

¶ Gross Surplus/Deficit (changes dynamically depending on the situation) 

¶ Total Other Revenue 

¶ Net Surplus/Deficit (changes dynamically depending on the situation) 

Net Surplus/Deficit is a calculated field (if surplus then Gross Surplus plus Total Other 

Revenue; if deficit then Gross Deficit minus Total Other Revenue). 

The SAVE and SUBMIT FORECAST button also appears in this panel.  

 

 

The Status History panel displays the Date Time, Status, Created By and any Comments 

for the historical report activities. The bottom of the page has a PRINT button which allows 

users to print or save the report. 

 

Complete the necessary fields and click SAVE to store your work and return at a later time; or 

SUBMIT FORECAST to submit the forecast to the Ministry. 
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If an EER has been submitted and the service provider realizes a change is needed, they will 

need to contact the local office consultant and request that the submission be rejected. Once 

the forecast is rejected the status will change to Pending Resubmission; this will give the SP a 

chance to update and resubmit the forecast. Once an EER is in confirmed status cannot be 

changed. 
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3.5 Complete and Submit SRER 

As with the EER, The SPA and SPSA roles can complete the forecast but only the SPSA can 

submit reports to the ministry.  

This section of the guide shows the process to view, complete and update an SRER that is in 

Open or Pending Resubmission status. Once the forecast is submitted the page will display as 

read only. 

System Steps 

Please follow steps 1-4 of section 3.2 List and View Forecasts and continue with the following 

steps. 

Ā Step 5: Service Provider Forecast <Site ID>  

The Service Provider Forecast <Site ID> page consists of six panels. 

The Service Provider Forecast Details <Name> panel shows the following fields: 

¶ Reporting Period 

¶ Due Date 

¶ Status 

¶ Service Provider (hyperlink to Service Provider profile page) 

¶ Program 

¶ Release Date 

¶ Site ID 

¶ PO Number 

¶ TP Office 
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The Service Provider Expenditures and Forecast panel shows the following fields: 

¶ In Kind Contribution amount (only for COJG SRER) 

¶ Budget Line 

¶ Allocation (at the time the report was submitted) 

¶ YTD Expenditures (Amount received and reconciled to date) 

¶ Variance (system calculation of Allocation minus YTD Expenditures) 

¶ % Expended (system calculation of YTD Expenditures divided by the Allocation) 

The system will only accept whole numbers; decimals will be converted to become part of the 

entire amount. For example, if you enter 1000.00 the value will become 100000. 

To move between fields use the mouse or tab key. Do not use the Enter key when completing 

the fields as the use of this key will prompt the system to think the Cancel button was clicked. 

This is only applicable to screens where the Cancel button is present.  
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The Variance Explanation panel is used to provide details on any major variance between the 

allocation and the expenditure. This is a read-only view for ministry users. 

The Variance Explanation panel shows the following field: 

Ā Comments (text box) 

 

The Other Revenue panel shows the following fields: 

Ā Interest Earned  

Ā Disposition of Assets (as per section 5.2 of the agreement) 
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The Gross Surplus/Deficit Analysis panel shows the following field: 

Ā Ministry Funding Received  

 

The SRER Additional Details panel allows the Service Provider to upload the Auditorôs 

report(s). Service providers can upload multiple auditorôs reports if more than one report is 

required for the agreement period.  (Service providers will need to click on the checkbox that 

certifies that the information contained in the SRER is true and correct (see full text below). 

The SAVE and SUBMIT FORECAST button also appears in this panel. 
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The Status History panel displays the Date Time, Status, Created By and any Comments 

for the historical report activities. The bottom of the page has a PRINT button which allows 

users to print or save the report. 

 

Complete the necessary fields and click SAVE to store your work and return at a later time; or 

SUBMIT FORECAST to submit the forecast to the Ministry. 

 

If an SRER has been submitted and the service provider realizes a change is needed, they will 

need to contact the Ministry Local Office Consultant and request that the submission be 

rejected. Once the SRER is rejected the status will change to Pending Resubmission; this will 

allow the Service Provider to be updated make any correction and resubmitted.  

  




















