
Municipal Training Sessions 

Orange Drop - MHSW Phase 1 



Agenda 

• Welcome  

• Why On Line Reporting?  

• We Recycle Portal Walk Through 

• Q & A  

• New method for Claim & Payment Process  

• Changes to Depot Hours Claims  

• Events and Post Collection Claims 

• Electronic Funds Transfer (EFT) 

• Summary of Claim Submission Process 

• Q & A 

• Next Steps…Reporting Changes  

• Q & A 
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Introduction – Why On Line 

Reporting? 

• Stewardship Ontario’s We Recycle Portal  is a 

web-based, user-friendly reporting tool to facilitate 

claim submission reporting 

• Same content in a structured format 

• Data is linked into our main system  

• Accessible from any computer with internet 

accessibility 

• Improved visibility and transparency 

• Immediate acknowledgement/email  

notifications  
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How to Log On  

You need a User ID & Password 

Stewardship Ontario will email this information  

to you 

 

www.stewardshipontario.ca 
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Let’s try logging onto the We 

Recycle portal  
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http://stewardship3.stewardship.com:55000/irj/portal
https://werecycle.stewardshipontario.ca/irj/portal


Questions & Answers 
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Email Notification  

• The following is a sample email sent 

acknowledging your claim submission. 

• Email attachment is a Portable Document 

Format (PDF) file for your review and records 

• Separate email attachment of an Excel version 

of the Purchase Order is available upon 

request mshwclaims@stewardshipontario.ca 

• This document/information is used for claim 

validation process  
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mailto:mshwclaims@stewardshipontario.ca


Claim Summary Email Notification 
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Sample of a Claim Summary 
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Sample PO for Events 
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Sample PO for Transportation  
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Depot Hours – July1st 2013 

• Applies to Depot Hours only  

• Total Reimbursable hours based on terms in the Municipal Amendment 

Agreement 

• Will receive one purchase order per year 

• 2013 – will be issued a purchase order for July – Dec 2013 Depot hours 
• Monthly payments 

• 2014 – Purchase Order will be issued annually (at the start of the year 

calendar year) 

• Stewardship Ontario does not require:  

• monthly claim submission for depot hours 

• supporting documentation for depot hours 

• Invoices for depot hours 
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Collection Site or event Date is 

missing   

• Only Events & Post Collection Transportation of co-mingled 

materials services will be reported using SO’s We Recycle 

portal 

• A ‘system’ contract is used to report each of these 

activities 

• Improved visibility, tracking and communication for Muni’s 

and SO  

• Should there be any requests for missing information or 

updates required (i.e. collection site; contact names), Please 

forward requests to mhswclaims@stewardshipontario.ca 
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mailto:mhswclaims@stewardshipontario.ca


Events – July1st 2013 

• Applies to Events only 

• Must advise SO of your events schedule ahead of time to ensure dates 

are entered into the system before reporting 

• If not, claim submission will be returned to be re uploaded with 

corrected information 
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Recap 

Claim submission submitted 

Supporting documentation submitted 

PO is approved 

No invoicing 

•  Now payment… 
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What is Electronic Funds Transfer 

(EFT)? 

• It is the electronic exchange, transfer of money 

from one account to another, either within a 

single financial institution or across multiple 

institutions, through computer-based systems. 

• Deposited directly into bank accounts typically 

within 24-48 hours  (faster than regular mail) 

• Time and work effort savings 
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http://en.wikipedia.org/wiki/Financial_institution
http://en.wikipedia.org/wiki/Computer


Sample EFT Remittance Email 
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Sample EFT Remittance 
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EFT Request Form – Sample 

document 
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Summary of Claim Submission 

Process 

‘System’ 

Contract type 
Claim 

Submission 
Invoice SO 

Supporting 

Documentation* 

Events Yes No invoice Yes – PO issued per claim 

Post Collection of 

commingled 

materials 

(Transportation) 

Yes No invoice Yes – PO issued per claim 

Depot Hours No No invoice One PO issued per year 

* For auditing purposes must retain all supporting documentation 

 

* Supporting Documentation required before claim submission is approved  

(i.e. BOL’s, manifest’s, service provider invoices) 
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High Level Steps for New Claim 

and Payment process 
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Collaborative 

effort between 

Municipality and 

Stewardship 

Ontario 

Municipality  activity SO activity 

Legend 



High Level Steps for New Claim 

and Payment process 
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Legend 

Municipality  activity SO activity 



Questions & Answers 
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Next Steps…Reporting Changes 

Reporting Changes 

• When reporting any activities up to June 30th, 2013, 

your process remains the same 

• When reporting any activities from July 1st, 2013 

onwards, submit  your claim using We Recycle Portal  

• By October 1st 2013, all claims are submitted to 

Stewardship Ontario using the We Recycle Portal  
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Next Steps…continued 

 

• You will be receiving an email by July 30th 

2013 that will include the following information: 

• New Microsoft Excel Upload Spreadsheet 

• contains a ‘system contract’ number  

• sample data to facilitate correct reporting of your 

materials 

• User Id and a temporary password will be provided 

• First time you log into the Portal, you will be prompted 

to create your own password 

• Passwords:  Only Stewardship Ontario can reset a 

password 
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Questions & Answers 

• To ensure continuous improvement, we welcome 

your comments, concerns or questions at:   

serviceprovider@stewardshipontario.ca 
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