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Pourato & Secure Data Portal Checklist:
Requested uploads to the Google Drive
Pourato
Staffing Entitlement:
1. Hover over the “Staffing” tab in the toolbar, then click on "Staffing Entitlements."
2. On the Staffing Entitlements page, click the "Export to Excel" button located on the
right-hand size of the page. This action will immediately export the information into

an Excel file.

3. Upload this file to the AFS Google Drive under "MOE Grant Advices / Staffing
Entitlements.
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4. If you see a yellow line (as per above), make sure to click into it to access this
important information confirming your entitlement (Provisional GMFS).

Note: This should be completed monthly.

Operational Funding:

1. Hover over the “Funding” tab at the top of the toolbar, then click on "Operational
Funding”.

2. On the Operational Funding page, click the "Export to Excel" button located on the
right-hand side of the page. This action will immediately export the information into
an Excel file.

3. Upload this file to the AFS Google Drive under "MOE Grant Advices / Ops + Wage
Increase Funding Grant.

Note: This should be completed every quarter (January, April, July, and October).
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Funding Summary: Payments

1. Hover over the “Funding” tab in the toolbar, then click on "Operational Funding".

2. Select the “"Funding Summary - Payments” and click the "Export to Excel" button
located on the right-hand side of the page. This action will immediately export the
information into an Excel file.

3. Upload this to the AFS Google Drive under MOE Grant Advices / Ops + Wage
Increase Funding Grant.

Note: This should be completed monthly.
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Funding Summary: Funding

1. Hover over the “Funding” tab in the toolbar, then click on ‘Operational Funding’.

2. Select “Funding Summary - Funding” and click the "Export to Excel" button located
on the right-hand side of the page. This action will immediately export the information
into an Excel file.
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3. Upload this to the AFS Google Drive under MOE Grant Advices / Ops + Wage
Increase Funding Grant

Note: This should be completed monthly.
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Secure Data Portal
1. In the Secure Data Portal, click “"download” on the left-hand side menu.

2. All the files showing for the month will need to be downloaded and uploaded to
Google Drive. The specific folder location will depend on the file type.

For example:

¢ Non-teaching pay equity settlement notices should be uploaded to the AFS
Google Drive under ‘MOE Grant Advices / Ops + Wage Increase funding grant,
e ESOL funding letter should be uploaded to ‘MOE Grant Advices / ESOL.”
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Secure Data Portal

MINISTRY OF EDUCATION Log Out
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Home Current User
Download User rachelsmith
History Institution No: 291
Welcome to the Secure Data Portal
Schools use the data portal to send files securely to the Ministry of Education. Schools can use the data portal to send the following files:

» School Roll Returns Data Files (. moe file)
» Attendance Survey

» Schools planning and report documents
» Other files as needed

Previously Uploaded Files

Below is a list of files you've previously uploaded. You can click on the History button in the menu bar to see the details of other files you've sent

File File Type Date Time User
ABC College 2023 Audited Annual Financial Statement pdf ~ School Planning and Reporting  2024-05-31  14:26:15  Jenny
ABC College_ESOL_ELLPStatList (1).xIsx ESOL funding 2024-03-04 15:06:11  Jenny
521130 NNC Strategic planning 2024 pdf School Planning and Reporting  2024-02-29 06:21:31  Andrew Robertson

How to send your File(s) to the Ministry of Education:

1. Use the drop-down list(s) to select the File Type(s) you want to send e.g. .moe file

2. Click on the Choose File buttons and find your file(s) on your computer.

3. Once you have selected the file(s) you want to send. click on the Upload file(s) button.
4. Amessage will show beneath the upload button confirming the upload was successful
5. Log out of the Secure Data Portal once you have successfully uploaded your file(s).

File Type File Name
[ v | | Choose File | No file chosen Remove
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