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About this Guide 

This guide explains the basics of using the TP Module to view payment details, documents and 
board specific reports. 
  

System Requirements 

This guide assumes that users of the TP Module: 
� are using a PC running Windows version 95, 98 or later. 
� have access to the internet 
� are running the web browser Microsoft Internet Explorer version 5.0 or later.  Note that users 

running EFIS under other web browsers may have problems. 
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What is the TP Module? 

The Transfer Payment (TP) Module is a database application that allows Ministry of Education staff 
to generate transfer payment documents and effect transfer payments to District School Boards and 
School Authorities in Ontario.  The TP module also allows staff at District School Boards and School 
Authorities in Ontario to view details of transfer payments received. 
 
The following transfer payment documents can be viewed in TP:  

• Base Recommendations 
• Base Adjustments 
• Other Payment Vouchers 
• Financial Statement documents 
 

The following pre-defined reports can be printed in TP: 
• Monthly Remittance Advice – provides payment details for a specified month 
• Confirmation of Advances – provides payment details for a specified school year 
• Cashflow – provides a summary of Legislated Grants payment made year-to-date and a 

projection of payments remaining 
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Logging In 

Each Board staff that will be using TP will need a user ID and a password. 

1 On the address line of your web browser, type 

 https://efis.edu.gov.on.ca/login.asp 

2 The first screen is the Login screen.  

On the Login screen: 

1 Enter your user name. 

2 Enter your password. 

3 Click .  This takes you to the Home Page. 

4 On the Home Page click the Transfer Payment system link. 
 

Working in French 
French users will be defaulted to the French version of the TP Module.  
English users may at any time click on Français link to toggle to French screens. 
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TP Module Payment Classification 

To facilitate payment processing by the Ministry and to provide summary payment details, payment 
classifications were created.  Three fields classify and describe the payment funding source. 
 
ALLOCATION – describes the ministry funding source 

- SBOG – School Board Operating Grant, legislative grants 
- EPO – Education Programs – Other, various specific purpose grants 

 
PROGRAM – further describes the funding source and responsibility branch for EPOs 

- GLG – General Legislative Grants, legislative grants 
- Other – used to identify payments which do not impact the grant entitlement of a board, 

e.g. cashflow withholding due to non-compliance 
- EPO – XXX – Education Programs – Other where XXX is the source ministry branch 

acronym, e.g. EPO – TPFR 
 
SUB-PROGRAM – describes the payment 

- for SBOG, defines the reason for payment, e.g. Adjustment – audit 
- for EPO describes the actual EPO program/grant, e.g. Tutors in the Classroom 

 
 

TP Document Types 

To accommodate the various types of payments made by the Ministry to school boards, document 
types were designed to capture relevant grant information that supports the payment.  The following 
four document types support the payment classification and provide details of the grant funding: 
 
Base Recommendation (BR) 
Base Adjustment Voucher (BAV) 
Financial Statement (FS) 
Other Payment Voucher (OPV)  
 

6 TP Module: Training Guide 



Base Recommendations (“BR”) 

A Base Recommendation is used to calculate the monthly grant advance based on a board’s 
reviewed estimate or revised estimate EFIS file.   
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Base Adjustment Vouchers (“BAV”) 

A base adjustment voucher is used by the ministry to make adjustments to a board’s legislative 
grant.  The base adjustment represents an incremental change (+ or -) to the existing base 
recommendation. 
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Financial Statement (“FS”) Documents  

Financial statement data will be copied from the Board submitted file and the ministry reviewed file in 
EFIS into the FS document to support the final payment adjustment for a school year.   
 
Any subsequent FS document for the same school year will display Section 1 data from the previous 
FS document and the latest EFIS ministry reviewed file and calculate the variance and the payment. 
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Other Payment Vouchers 

Other Payment Vouchers are used to make various payments to the board.  These will be used 
primarily for EPO payments. 
  
OPVs will be used to process revised financial statement vouchers for 2001-02 and prior years, as 
these financial statements were not submitted in the EFIS system. 
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Viewing Transfer Payment Documents 

The View Document function allows the user to see documents created in TP.  Documents can only 
be viewed once they have been paid in full.  
Viewing Documents 
1. Log into TP 

2. Click on “View” under the Document menu 

3. On the view document search screen: 
� select document type (BR, BAV, OPV, FS) 
� if you know the document number enter it, otherwise leave the field blank. 
� select the School year. 
� select the appropriate allocation, program, and subprogram to narrow search, 

otherwise leave at “all”. 
� enter date range or leave blank 
� click Search. 

4. Once documents are displayed click on document number to view details. 
5. All documents can be displayed in a PDF report format by selecting the View Report 

button. The report can then be printed or saved. 

Viewing Payments 

The View Payment function allows the user to see payments made in TP.   
Viewing Payments 
1. Log into TP 

2. Click on “View” under the Payment menu. 

3. On the view payment search screen: 
� select document type (BR, BAV, OPV, FS) 
� if you know the document number enter it, otherwise leave the field blank. 
� select the School year. 
� select the appropriate allocation, program, and subprogram to narrow search, 

otherwise leave at “all”. 
� enter a payment date range or leave blank 
� click Search. 

4. Once payments are displayed click on document number to view details. 
5. The view payments search results displayed can be viewed in a PDF report format by 

selecting the View Report button.  The report can then be printed or saved. 
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Reports 

Confirmation of Advance 
 
The confirmation of advance report allows the user to view a summary of all payments made to a 
board in a particular school year.  This report displays the document number of the voucher that 
supports each payment, which can then be viewed in detail using the View Document or View 
Payment functions.   
 
Confirmation of Advance report: 

1. Log into TP 
2. Click on “Reports – Conf. Of Adv.” 

3. On the Confirmation of Advance screen: 
� select school year. 

4. Report will open in separate window in a “PDF” format. 
5. The report can be printed or saved. 
6. To view payment details, note the Doc # and use the View Document  or View Payment 

functions.   
 
 
Monthly Remittance 
 
The monthly remittance report allows the user to view a summary of all payments made to a board in 
a particular month.  This report displays the document number of the voucher that supports each 
payment, which can then be viewed in detail using the View Document or View Payment functions.   
 
Monthly Remittance report: 

1. Log into TP 

2. Click on “Reports – Mth. Remit.” 

3. On the Remittance Advice report Screen 
� select month and year. 

4. Report will open in separate window in a “PDF” format. 
5. The report can be printed or saved. 
6. To view payment details, note the Doc # and use the View Document  or the View 

Payment functions.   
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Cash Flow 
 
The cash flow report allows the user to view a summary of actual and projected Legislated Grants 
payments made to a board for the current school year.   
 
Cash Flow report: 

1. Log into TP 

2. Click on “Reports – Cash Flow.” 
3. On the Cash Flow report Screen 
� the current  school year is displayed 

4. Report will open in separate window in a “PDF” format 
5. The report can be printed or saved. 
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