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1. Report on Care & Maintenance Funds and Accounts 

 Navigate to Report on Care & Maintenance Funds/Accounts 

From the homepage of the Portal, you can click on the ‘Trust Reporting’ section of the main 
banner heading near the top of the page, and then click on ‘Report on Care & Maintenance 
Fund/Account’ to navigate to the Care and Maintenance Reporting page. 

 

 Completing your Care & Maintenance Fund/Account Report 

On the Care and Maintenance Reporting page, you will be able to see a table with your Care 
and Maintenance Reports including information about the Trustee, the Fiscal Year, and the 
status or ‘Disposition’ of the Report. Unsubmitted reports will have a Disposition Code of 
‘Draft’. To access and complete a report, click on the ‘Details’ on the right-hand side of the 
table. 

 

On the Report details page, you will see a range of sections and tabs that need to be 
completed in order to proceed and submit the report. 
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Fields with a red asterisk are required and must have a value in them to proceed. Once all the 
information has been entered, click on the ‘Next’ button at the bottom of the page to proceed 
to the next step of the report. 

 

On each tab you can update the values for that row in the table by clicking on ‘Edit’ on the 
right-hand side of the table. 
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When all edits have been made you can click on the ‘Submit’ button at the bottom of the Edit 
window. 

 

When the whole section of the report has been completed you can click on the ‘Next’ button 
to proceed to the next tab, or on ‘Previous’ to return to the previous page for any additional 
updates. 
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Once you have completed the report tabs for Non-Instalment Sales, Instalment Sales, Marker 
Installation, Resale, and Other Contributions you will arrive at the Final Review tab. Please 
carefully review the totals and complete the sections. Click on ‘Next’ to proceed to the ‘Notice 
& Certification’ tab. 

On the ‘Notice & Certification’ tab, please carefully read and provide the consent and 
certification, and then click on the ‘Submit’ button to submit the report. 

 

You will receive confirmation of the submission and can then return to the Care & 
Maintenance Report main page. 

 

On your submitted reports, you should see the Disposition Code value of ‘Forms Provided’ to 
confirm that your submission has been received. 
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2. Report of Prepaid Funds 

 Navigate to Report of Prepaid Funds 

From the homepage of the Portal, you can click on the ‘Trust Reporting’ section of the main 
banner heading near the top of the page, and then click on ‘Report of Prepaid Funds’ to 
navigate to the Report of Prepaid Funds page. 

 

 Complete your Report of Prepaid Funds 

On the ‘Report of Prepaid Funds’ page you will see a table that lists all of your reports and 
their status or ‘Disposition Code’. Unsubmitted reports will have a Disposition Code of ‘Draft’. 
To access and complete a report, click on the ‘Details’ on the right-hand side of the table. 

 

 

On the General tab of the report, you will see a range of information to fill in including a 
document checklist and declarations if you do not have any prepaid funds. Please select them 
as appropriate. When the checkboxes for either option are selected you will be able to click 
on the ‘Next’ button. 
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On the Schedule A tab, you can add details by clicking on the ‘Add Contract Detail’ button 
which will open a window for inputting the details of prepaid contracts. Click on the Submit 
button when the details have been entered for the prepaid contract. 

 

 

When Schedule A information has been input, click on the ‘Next’ button to go to the Schedule 
B tab. Similar to the Schedule A tab you can input details by clicking on the ‘Add Contract 
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Detail’ button. Once all prepaid contracts have been accounted for then you can click on the 
‘Submit’ button on the bottom of the page.  

 

On the main Report of Prepaid Funds page your submission should have the Disposition Code 
status of ‘Forms Provided’. 
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3. Applications for the Release of Capital 

 Navigate to Applications for Release of Capital 

From the homepage of the Portal, you can click on the ‘Trust Reporting’ section of the main 
banner heading near the top of the page, and then click on ‘Applications for Release of 
Capital’ to navigate to the Release of Capital applications page. 

 

 

 Creating a new Application for Release of Capital 

On the ‘Applications for Release of Capital’ page you will see a table that lists all of your 
applications and their status or ‘Disposition Code’.  

To review your existing applications, you can click on the ‘Details’ at the right-hand side of the 
table. To create a new application, click on the ‘New Application for Release of Capital’ 
button. 
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Once all of the details have been provided you can proceed to the next step and provide the 
Expansion Details by clicking on ‘New Expansion Detail’ on the next tab. 

 

On the expansion detail window, you can enter the information and then click on ‘Save’. 
When all details have been added you can click on ‘Submit’ at the bottom of the page. 
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4. Care & Maintenance Fund Transfers 

 Navigate to C&M Fund Transfers 

From the homepage of the Portal, you can click on the ‘Trust Reporting’ section of the main 
banner heading near the top of the page, and then click on ‘C&M Fund Transfers’ to navigate 
to the Care & Maintenance Fund Transfers page. 

 

 

 Creating a new C&M Fund Transfer 

On the Care & Maintenance Fund Transfer page you will see a table that lists all of your 
previously reported Fund Transfers. To review your existing applications, you can click on the 
‘Details’ at the right-hand side of the table. To create a new application, click on the ‘New 
C&M Fund Transfer’ button.  

 

On the Transfer Request page, you can select the type of change being made and the type of 
fund that it relates to, as well as providing supporting documentation that details the specifics 
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of the funds and the transfer. Depending on the options selected the form will be updated 
with fields and questions for you to provide a response. 

Once all documents have been attached and the appropriate responses have been provided, 
then you can click on the ‘Submit’ button at the bottom of the page. 
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