m How to Complete and Submit a Financial and Activity Reports
For External LaMPSS users

Available in alternate formats. Please contact:
LaMPSS External Organization Request Help Desk
Immigration Population Growth and Skills

Email: extorghelp@gov.nl.ca
Phone; 1-844-252-6777

How to Complete and Submit Financial and Activity Reports

Notifications for Due and Overdue Financial and Activity reports are displayed on the
Organization Homepage upon login to LAMPSS.

Newﬁn:?u'llaml LaMPSS

Labrador

Uzer Home Page = Organization Home

Y o o ogged in as

My Organization & Self Serve User
» Organization Home
» Organization Details
+ Organization Contacts
Type: Vendor Inactive: No Inactive Organization: Mo
Apply for Funding o« FMS5 Vendor #:
o Adiveagreemems
+ View / Access In-
Progress Forms > I
Agreement ID Start Date End Date Status Program Agreement Manager
My Account &« 101412 Jun 01, 2023 Dec 20, 2024 Application ABC(ISL-ET)
101420 Apr 01, 2024 Mar 06, 2025 Application  ABC{ISL-ET)
g 'E:::z:l‘:‘“""‘ 101395 Nov 11, 2022 Mar 31,2023 Active EAS(ISL-ET)
101400 Jan 01, 2023 Mar 03, 2023 Application  EAS(ISL-ET)
101399 Feb 15, 2023 Mar 31, 2023 Application EAS(ISL-ET)
Recent ) ¥ 101416 May 31, 2023 Aug 21, 2023 Application EAS(ISL-ET)
Agrmnts/Cases 101417 Jun 01, 2023 Mar 31, 2024 Application EAS{ISL-ET)
101333 Sep 01,2013 Mar 31, 2014 Assessed JBNL{ISL-ET)
3 101398 Feb 15, 2023 Feb 28, 2023 Application JeNL{ISL-ET)
LS icati
A R 101401 Feb 21, 2023 Mar 31, 2023 Application JbNL{ISL-ET)
Displaying records 1- 10 of 18 T

| Show History &

p Type Agrmnt/ Program Assigned To Created By Due Date
Case ID
l:‘ 2 Info 101385 EAS (ISL-ET) Feb 06, 2023

Application was verified and is now being assessed

101395 EAS (ISL-ET) Mar 15, 2023
]

Activity Report covering Feb 01, 2023 to Feb 28, 2023 - download form after Feb 28, 2023 and submit before
Mar 15, 2023.

101 395 EAS (ISL-ET)
2

Financial Report covering Feb 01, 2023 to Feb 28, 2023 - download form afier Feb 28, 2023 and submit before
Mar 15, 2023.

[ setect Al

To initiate an Activity or Financial report, click on the ‘Action Required’ link in the
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mailto:extorghelp@gov.nl.ca

For External LaMPSS users

notifications. The link will launch the LaMPSS Online portal and the overview page for
the selected form type.

The notification will automatically be cleared after the form is submitted.

LaMPSS will prompt with the following confirmation when once a new report is
initiated:

@ You are about to initiate the Financial Report, Labour
Market Integration for Mewcomers (Project), Agrmnt
247088: Sep 01, 2019 - Jan 31, 2020, and you will be
assigned as the Owner.

Are you sure you want to continue?

After selecting _OKY the user will be redirected to the LaMPSS Online Portal. An
email will be sent to the the user with a link to the form that has been initiated for
future reference.

The first page of a LaMPSS Online form is the landing page for the Activity or Financial
Report. It will display key information about the form being completed:

- ‘Before you Begin’ section which contains information and instructions
regarding the Activity or Financial report and form requirements.

- Links to the program website and any other relevant websites or resources.

- The estimated average time to complete the application may also be
displayed if there is one provided

At the top of landing page there is an option to exit LaMPSS Online and return to
LaMPSS. If you wish to start the form, you will click on the button.
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m How to Complete and Submit a Financial and Activity Reports
For External LaMPSS users

%
Newfméfidland
Labrador

CANADA

Search gov.nl.ca

Labour Market Integration for Newcomers (Project)
Agrmnt Financial Reporting Form

Period: Sep 01, 2019 - Jan 31, 2020

@ Exit to L aMPSS

Employment and Training Division
Immigration, Population Growth and Skills

m Agreement ID @ Average Completion Time Due Date E’" Status
247088 15 Minutes Feb 10, 2020 In Progress

Before you Begin

Please visit the program's website below and review the Program Guidelines. The guidelines will provide information on how to complete the Financial
Report. Prepare or gather any documents required to submit with your report

Important Links

« Program Website

Completing the Activity or Financial Report

When the user clicks on the button they are navigated to the start of the form.
At the top of the page, the following information will be displayed, Important Links,
Manage Access, Return to Overview and Exit to LaMPSS. The Important links are
the same links that were on the landing page, so users can reference the documents to
complete their form. To grant access to any other staff members within your
organization, select Manage Access where the user will be directed to LaMPSS to
manage who can access and edit the form. To return to the LaMPSS Online landing
page which provided key information about the form, select Return to Overview. To
exit the form and navigate directly to LaMPSS, click on Exit to LaMPSS.
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m How to Complete and Submit a Financial and Activity Reports
For External LaMPSS users

D Francais

Ea,
Newfoundland
Labrador

CANADA

Labour Market Integration for Newcomers (Project)
Agrmnt Activity Reporting Form

Period: Sep 01, 2019 - Mar 31, 2020

& Imeortant Links ~ & Manage Access € Retum to Overview # Ext to LAMPSS

Employment and Training Division
Immigration, Population Growth and Skills

Complete all sections of this form. Some sections may be skipped and completed later. All sections will be
available to review before the completed form is submitted. Select the Summary and Submission section to
submit this form.

D Agreement ID E Due Date E’: Status
247049 Apr 10, 2020 In Progress

Form Section Last Updated Last Updated By Status
1 Agreement Detail - - @ Read-Only

The start of the form will list all form sections required to be completed. These sections
can be completed in the order provided or they can be skipped and be completed later.
Some sections must be completed in a specific order, if you navigate to a form section
that requires a previous section be completed, a message will be displayed.

All form sections must be completed to submit the application.
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m How to Complete and Submit a Financial and Activity Reports
For External LaMPSS users

A typical Activity Report Section list looks like this:

& Important Links - & Manage Access € Beturn to Overview G Exit to LaMPSS

Employment and Training Division
Immigration, Population Growth and Skills

Complete all sections of this form. Some sections may be skipped and completed later. All sections will be
available to review before the completed form is submitted. Select the Summary and Submission section to
submit this form.

m Agreement 1D 6@ Due Date E"‘ Status

247049 Apr 10, 2020 In Progress

Form Section Last Updated Last Updated By Status

1 Agreement Dets) - . @ Read-Only
2 Agreement Activty Update
3 Parficipants Update
4  Repoding Hotes
5  Supporing Documents

6 Summary and Submiszion

3
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m How to Complete and Submit a Financial and Activity Reports
For External LaMPSS users

A typical Financial Report Section List looks like this:

& |mportant Links ~ & Manage Access 4 Return fo Overdiew & Euxit to LAMPSS

Employment and Training Division
Immigration, Population Growth and Skills

Complete all sections of this form. Some secticns may be skipped and completed later. All sections will be
available to review before the completed form is submitled. Select the Summary and Submission section to
submit this form.

Ij Agreement ID Due Date E"‘ Status
247083 Feb 10, 2020 In Progress
Form Section Last Updated Last Updated By Status
1 Agreement Dets| - - @ Read-Only
2 Agreemant Budge! Update
3 Project Cash Flow Update
4  Reporling Moles
s Supporing Documents

] Summary and Submission

The title of each Form Section provides a link to that section. Once user selects any
one of the form sections or save and continue, the user will be directed to a step. Each
step will list all questions under that specific section. To skip a section, click on the Skip
for Now button at the bottom of the page. If answers have been provided to all
guestions, select Save and Continue to save the answers.

When all the required fields have been completed hit save and continue, or if skip the
section is selected, then the application will move on to the next form section. To
navigate to another section, return to the list of sections, by clicking on Return to
Section List that is on the top of the page. User can also navigate around the steps of
the form by selecting the drop-down menu on the step count that is listed above the
section title.

Users may also select another form section to be completed using the drop-down menu.
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m How to Complete and Submit a Financial and Activity Reports
For External LaMPSS users

.

L
I‘-Iewﬁngid‘[and
Labrador

EANADA

Seanch govonlca

Labour Market Integration for Newcomers (Project)
Agrmnt Financial Reporting Form

Period: Sep 01, 2019 - Jan 31, 2020

Agreement 1D E Duwse Date g Stabus
24TES Feb 10, 2020 In Progress

Agreement Budget Update

In the space provided below plsase repor the Organizations’ eligible expensss per budgel Blem for this repording peiod. H the Organicaticn ks reporting
armounts over the remaining budgel please provide detads in the Report Noles saclion at the end of this form

Program Delivery

Salaries and Benefits

Reporied and Approved to

Coost Bem Approved Budget Duaate Reportesd Amount this Pericd Balance
Salaries S S04.00 5 0.00 ELL S 504.00
MERC S 0.00 5 0.00 ELLL S 0.00
m:nm 5 0.00 5 0.00 s 0.00 5 0.00
Subtotal $ S04.00 $ 0.0D $ 0.00 S S04.00

Operational / Project

If answers are provided in the fields on a specific page and user attempts to navigate
away from the page, the following pop-up will be displayed to notify the user that any
unsaved changes will be lost. There is a 40-minute timeout on each section of the form.
If you pause for more than 40 minutes within a section of the form, any information
entered will be lost. Once a section has been saved you will not lose the information.
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m How to Complete and Submit a Financial and Activity Reports

For External LaMPSS users

Are You Sure’”? x

There are unsaved changes. All changes will be lost unless a
save is performed.

Are you sure you want to navigate away from this page?

Save & Continue Continue Cancel

Once the form sections are completed, if you return to the Section List the form
sections will be updated stating when the section was last updated, who updated the
section and the status on the specific section. If a section is showing Locked, that

means another organization contact that you provided access to, is currently working
on that section.
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m How to Complete and Submit a Financial and Activity Reports
For External LaMPSS users

%,
Newﬁjua}ﬁdland
Labrador

CANADA

Search gov.nl.ca

Labour Market Integration for Newcomers (Project)
Agrmnt Financial Reporting Form

Period: Sep 01, 2019 - Jan 31, 2020

& Important Links = & Manage Access 4 RBeturn to Qverview O+ Exit to LaMPSS

Employment and Training Division
Immigration, Population Growth and Skills

Complete all sections of this form. Some sections may be skipped and completed later. All sections will be
available to review before the completed form is submitted. Select the Summary and Submission section to
submit this form.

Ii'l Agreement ID Due Date E’: Status
247033 Feb 10, 2020 In Progress

Form Section Last Updated Last Updated By D

1 Agreement Detail - - @ Read-Only
2 Agreement Budget Update Jun 14, 2023 & Saved
3 Project Cash Flow Update Jun 14, 2023 & Saved
4 Reporting Notes Jun 14, 2023 @ Saved

5 Supperding_ Documents

[} Summary and Submission

On every Activity or Financial Report there is a section for Supporting Documents,
even if none are required for the submission of the form. This provides organizations the
opportunity to provide any documentation in support of the report. If no documents are
required, the section Additional Documentation can be used to provide the
documentation. If documentation is mandatory to be provided for the submission of the
application, the documents required will be listed under Mandatory Documents and
there will also be a section to provide additional documents.
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Newfoundland
Labrador

CANADA

Search govnl.ca

Labour Market Integration for Newcomers (Project)
Agrmnt Financial Reporting Form

Period: Sep 01, 2019 - Jan 31, 2020

& Impodant Links ~ = m t © Ext to LAMPSS
D Agreement ID m Due Date E‘” Status
247088 Feb 10 2020 in Progress

Step Sebs

Supporting Documents

Additional Documents

To submil adational documentation in support of this application, salect the type of document below

and ciick Add to selact and attach the file

Document(s)
Document Attached Size

Select ~
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m How to Complete and Submit a Financial and Activity Reports
For External LaMPSS users

G

<%,
Newfoundland
Labrador

CARAD

Search gov.nl.ca

Labour Market Integration for Newcomers (Project)
Agrmnt Financial Reporting Form

Pericd: Sep 01, 2019 - Jan 31, 2020

&P bmportant Links = Ret t i 2 B Exifl 10 LaMIPSS
Agresment B0 [f37] Dve Dot I?: Status
24T0ES Feb 10, 2020 n Progress

Step Sof & ~
Supporting Documents

Mandatory Documents
The following documents ans mandatony and must be submitied with this appicathon

Dhoscment Dseuimesnt]s) Artached Bire

Financal Stabement Ak

Additional Documents

T submit sdditional documeniaticsn in suppan of s applicaton, saisc! he ypes of docunmsant below
and click Add o sslect and attach the file:

Document(s]
Dhocunmenit Attached Siee

Select -

To add a document under mandatory documents, click on the Add link that appears to
the right of the document name. An Add link will appear under the additional document
section once the document has been selected to upload.

When the user clicks on the Add link the following pop up will appear. Documents can
either be dragged and dropped in this box or click to browse for the specific file to
upload.

Upload Attachments (Detailed Project b
Description)

L

Dwrag Files Here or Click to Browse

Canceal
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m How to Complete and Submit a Financial and Activity Reports
For External LaMPSS users

Each file must have a unique file name and no one file can exceed 1MB in size and the
overall submission, including all attachments, cannot exceed 5SMB. If you try to upload
a document that is larger than 1MB, you will receive the following error message.

A\ Errer Uploading Fie(s) ¥

Thi following fil3) could not be upioaded

+ Aftachmant 1oo lame.jpg exceed(marimum fla siza limd of 1.00 ME

Submission of an Activity or Financial Report

The final step on every submission is the Form Summary. This is where users can
View/Download a Summary of the form and can also submit the form. If all sections
have not been completed for the form, users will be directed to return to the Form
Section List to identify the sections that need to be completed.

Newﬁjugﬁdla nd
Labrador

CANADA

Search gov.nl.ca

Labour Market Integration for Newcomers (Project)
Agrmnt Financial Reporting Form

Period: Sep 01, 2019 - Jan 31, 2020

& Important Links ~ = Retum fo Section List B+ Exit fo LaMPSS
D Agreement ID Due Date E’: Status

247055 Feb 10. 2020 In Progress
Step 6 of 6 ~

Summary and Submission

& There are still seclions that have been not been completed on this form. The form cannot be
submitted until all sections are completed.

Please return to the Form Section List to identify those sections.

To view / print a copy. please click View / Download Summary below.

View/Download Summany Submit

12| Page



m How to Complete and Submit a Financial and Activity Reports
For External LaMPSS users

To download a PDF of the summary, click on View/Download Summary. By selecting
the Edit link, to the right of the form section name, users can navigate to any section
that may need to be updated. When the user clicks on a particular Edit link, they will be
navigated to that form section that the link referenced. The user will then be able to
update any information, if required.

Labour Market Integration for Newcomers (Project)
Agrmnt Financial Reporting Form

Period: Sep 01, 2019 - Jan 31, 2020
Immigration, Population Growth and Skills

Employment and Training Division
Agreement ID: 247088

Form Name LMIN Agrmint #247088 Agrmnt Financial Reporting Form Sep 01, 2019 - Jan 31, 2020

Agreement Detail View

Agreement Title Career Connection Initiative for Mewcomers
Agreement Start Date 01/09/2019
Agreement End Date 31/03/2021

Agreement Budget Update & Edit

Program Delivery

Salaries and Benefits

Cost ltem Approved Budget Reported and Approved to Date Reported Amount thiz Period Balance
Salaries 5504.00 50.00 5250.00 5254.00
MERC 50.00 50.00 $0.00 50.00
Workers Compensation 5000 5000 50.00 30.00
Subtotal 330400 50.00 325000 3254.00

[@ Download PDF el

Once all sections have been completed, the Submit button will be visible to submit the
form.
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Newﬁ%dland
Labrador

CANADA

Search gov.nl.ca

Labour Market Integration for Newcomers (Project)
Agrmnt Financial Reporting Form

Period: Sep 01, 2019 - Jan 31, 2020

& Important Links ~ = m i i &+ Exit to LaMPSS
Agreement 1D Due Date E'” Status
247085 Feb 10, 2020 In Progress

Step 6 of 6

Summary and Submission

Your form appears to be ready for submission

Review all information carefully prior to submission to ensure the required information has been
provided

To view / print a copy, please click View / Dovnload Summary below.

If you feel ready to submit, please click Submit.

ViewDowniload Surmmany

Once the form is successfully submitted, you will receive the following message.

Francais

%
Newfoundland
Labrador

CANADA

Search gov.nl.ca

Labour Market Integration for Newcomers (Project)
Agrmnt Financial Reporting Form

Period: Sep 01, 2019 - Jan 31, 2020

& Exit to LaMPSS
Submission Successful

Thank you, the submission was received. It is now pending review.

View/Download Summary

l4|Page



