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Ontario Tire Stewardship: Processor 
Training; Online Claims Filing
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Processor Online Claims: Introduction

Introduction:

• As of July 5th 2011 Processors will be required to submit monthly 
claims data using a secure online solution

• Hardcopies and supporting documents must still be submitted along 
with the electronic submission prior to the close of the claims 
reporting period in order to be considered for payment

• The materials presented in the following training session (and 
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• The materials presented in the following training session (and 
reflected in the Processors Guidebook) will assist Processors in filing 
an online submission

• Processors with additional questions are encouraged to call the OTS 
Call Centre at 1-888-687-2202 for assistance

NOTE:  All Claim Amounts displayed on the online submission are 
estimated amounts only and may change as a result of the claims 

processing procedure.
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Processor Online Claims: Overview

The material contained in the following slides will detail/review:

1) Getting Started

2) Creating a New Claim

3) Completing the Processor Information Page

4) Completing the Inventory Received from Haulers Page
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5) Completing the Product Sold Page

6) Completing the Disposition of Residuals Page

7) Processor to Processor Transfers
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Processor Online Claims: Overview

8) Completing the Inventory Received from Processors Page

9) Completing the Inventory Transferred to Processors Page

10) Claims Summary & Submission

11) Claims Status

12) Out of Province Processor Differences
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13) Late Submissions

14) Reminders

15) Summary

16) Questions
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Processor Online Claims: Getting Started

1) Go to the OTS website at www.ontariots.ca and log in by clicking 
on the “Log In” link
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Processor Online Claims: Getting Started

2) Enter user name and password and click the “Log In” button
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Processor Online Claims: Getting Started

3) Click on the “Processor Claim Form” link from the menu listing on 
the right hand side of the page
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Processor Online Claims: Getting Started

4) Enter Processor number (must be associated with the log in) and 
click “Proceed”
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Processor Online Claims: Creating a New Claim

1) From the “My Claims” screen, enter the claim period being entered 
(choose the month and year from the drop down menu)

2) Enter the Opening Inventory (closing inventory from last submitted 
claim), and complete the Prepared By and Phone Number fields

3) Select “Create Claim”

© 2009 Ontario Tire Stewardshipwww.ontariots.ca



10

Processor Online Claims: Creating a New Claim

4) A confirmation

message indicating the claim period

was opened/created properly 

will be populated.

Note: This is the summary 
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Note: This is the summary 
screen for the overall claim; you 
can click on the links as 
applicable to navigate to 
different pages in the claim
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Processor Online Claims: Creating a New Claim

5) From the drop down menu on the Summary Page, users can 
navigate to the other pages to either enter data or view data in the 
claim.

6) Click on the “Processor Information” link
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Processor Online Claims: Processor Information

1) From the Processor Information tab, there will be pre-populated 
information (reporting period, registration number, Processor name 
and claim period) as well as data that can be altered (Prepared By, 
Phone, Opening Inventory Weight); if data is altered, click “Update 
Claim” to change the information
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Processor Online Claims: Inventory Received from 
Haulers

1. From the drop down menu, choose the “Inventory Received from 
Haulers” link to enter PTR data

Note: This screen is used to 
enter data contained on PTR 
forms to track incoming 
inventory received from 
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inventory received from 
Haulers.
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Processor Online Claims: Inventory Received from 
Haulers

2) Enter the date of the PTR form being entered from the drop down 
menu, the Hauler registration number, PTR form Number, Scale 
Weight (KGs) and the Scale ticket number

Tip: You can click the 
“Remember Date 
Delivered, or 
Remember Hauler 
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Note: The Hauler Name is automatically populated based on 
the Hauler Registration Number

Number” if you would 
like to pre-populate this 
information for the next 
form entry
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Processor Online Claims: Inventory Received from 
Haulers

3) Enter the counts of tires received (as per the PTR) by tire type

4) Review the data entered, and click “Add Form” to save the entries 
on the page
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Processor Online Claims: Inventory Received from 
Haulers

• Once the form has been saved, the “Successfully Added” message 
will populate

5) Continue entering all PTRs in the same manner for all PTRs in the 
claim period
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Remember to click the “Remember” buttons when entering 
PTR forms with similar dates or Hauler numbers to save time



17

Processor Online Claims: Inventory Received from 
Haulers

• Once all PTRs are entered, you will see the forms entered displayed 
at the bottom of the page

• Filter the results by entering data criteria to filter and click“Filter 
Results”

• Users can delete or edit 

previously entered forms or 

view the details of the PTR
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view the details of the PTR
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Processor Online Claims: Inventory Received from 
Haulers

Example of Filtered Results:
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Processor Online Claims: Inventory Received from 
Haulers

• From the Summary of Forms Entered section of the “Inventory 
Received From Haulers” page, click on the PTR form Number to see 
details of the PTR entry (including estimated weights etc)

19
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Processor Online Claims: Inventory Received from 
Haulers

• This Summary Screen allows the user to view previously entered 
forms

• No data entry or updating can be done from this screen

20
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Processor Online Claims: Inventory Received from 
Haulers

• From the drop down Menu choose “Inventory Received from Haulers 
– View Entered Forms” to review all PTR forms entered as well as 
export the data to excel (click on the Export Data as Excel File 
button)

21

Tip: The Filter and PTR 
View Form options are 
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View Form options are 
also available on this 
screen
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Processor Online Claims: Product Sales

1) Select “ Summary of Product Sales” from the drop down menu in 
order to enter sales invoices of eligible TDP materials & types

22

Note: This is the 
screen where data 
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screen where data 
from invoices is 
entered
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Processor Online Claims: Product Sales

2) From the drop down menus select the date of the invoice, Eligible 
Product Code and Product Destination)

3) Enter the details of the invoice (number, purchaser, name, scale 
ticket number and scale weight in tonnes)

4) Review the data and click “Add Sales Invoice” to enter the invoice

23
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Tip: You can click on the 
“Remember” boxes to pre-
populate the data for the 
next invoice entry
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Processor Online Claims: Product Sales

• Once the form has been successfully saved the following message 
will appear:

24
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16) Continue entering all applicable sales invoices for the claim period 
one at a time
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Processor Online Claims: Product Sales

• Invoices that have been successfully entered will be displayed at 
the bottom of the page where the Filter, Delete and Edit functions 
are available

• Clicking on the Invoice Number will bring up the summary details of 
the invoice and related payment in read only mode

25
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Processor Online Claims: Product Sales

• When viewing the invoice in read only mode, the details of the 
invoice AND the payment details will be displayed 

26
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Processor Online Claims: Product Sales

• Choose “Summary of Product Sales –View Sales Invoices” from the 
drop down menu to review all  invoices entered as well as export 
the data to excel (click on the Export Data as Excel File button) 
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Tip: The “Filter” and  
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Tip: The “Filter” and  
“View Invoice” options 
are also available on 
this screen
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Processor Online Claims: Disposition of Residuals

1) From the drop down menu, choose the “Disposition of Residuals” 
link to enter disposition of residuals information

28

Note: This screen is used to 
enter data from invoices  
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enter data from invoices  
pertaining to disposition of 
residuals
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Processor Online Claims: Disposition of Residual

2) Choose the Disposition Date, Disposition Reason and Material Type 
from the drop down menus.  Insert the Name of Disposition Site,

Disposition Address,
Scale Weight and

Scale Ticket number/

Invoice Number and 

29
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click “Add Form” 

Tip:  Click the 
“Remember” boxes to 
populate the same data 
on the next form
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Processor Online Claims: Disposition of Residual

• When entering disposition of residuals information pertaining to 
sales of whole tires, please indicate the counts of tires being 
transferred in the “Scale Ticket” field after the scale ticket number 
i.e. 1234556; PLT 10; MT 56 etc.)

30
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Processor Online Claims: Disposition of Residuals

• Once the form is saved, the “Successfully Added” confirmation 
message will populate. 

31
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Processor Online Claims: Disposition of Residuals

• Disposition of Residual details that have been successfully entered 
will be displayed at the bottom of the page where the Filter, Delete 
and Edit functions are available

32

© 2009 Ontario Tire Stewardshipwww.ontariots.ca



33

Processor Online Claims: Disposition of Residuals

• Choose “Disposition of Residuals –View Entered Disposition 
Invoices” from the drop down menu to review all  invoices entered 
as well as export the data to excel (click on the Export Data as 
Excel File button)

33
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Tip: The Filter option is 
available on this screen
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Processor Online Claims: Processor to Processor 
Transfers

34

Processor To Processor Transfers:

• In order to facilitate transfers of materials (whole tires, partial tires 
and TDP5) between two registered Ontario processors OTS has 
developed a “Processor to Processor Transfer”

• The receiving Processor will receive the material as incoming 
inventory while the transferring/selling Processor will record the 
transaction as out going inventory

Only TDP5 transferred between processors will be incented
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• Only TDP5 transferred between processors will be incented

• A Processor Inventory Transfer Form will be completed by both 
parties (see next slide for details)

• Only one material type can be transferred on one PIT Form (i.e. 
Only whole PLT tires etc)

• Processors can not transfer TDP5 back and forth between 
processors
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Processor Online Claims: Processor to Processor 
Transfers

35

Sample PIT Form:

• Similar concept and fields as 

with the PTR or HIT forms, 

however this is to be filled out 

between Processors
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Processor Online Claims: Processor to Processor 
Transfers

36

Completing a PIT Form:

1) Part 1 of the form is

to be completed by the 

transferring Processor (i.e

outbound material)

• Registration number

Company name
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• Company name

• Contact information

• Date of transfer

• Material transferred (Tn)

• Scale ticket weight and #

• Signature & Name
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Processor Online Claims: Processor to Processor 
Transfers

37

Completing a PIT Form:

1) Part 2 of the form is to

be completed by the 

Processor receiving the tires

(i.e. incoming inventory)

• Registration number

Company name 
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• Company name 

• Contact number

• Signature and name of contact

Both parties will retain a copy for their records and submit a hardcopy 
form as part of their Processor Claim Submission for that month
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Processor Online Claims: Inventory Received from 
Processors

38

1) Choose ‘Inventory Received from Processors” to enter PIT form 
information for the RECEIVING Processor

Note: PIT form information 
when RECEIVING material 
from another registered 
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from another registered 
processor is entered here.
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Processor Online Claims: Inventory Received from 
Processors

39

2) Enter the PIT Date and Product type received from the drop down 
menus.  Enter the Processor number (from which the material was 
received), the PIT form number, invoice/scale ticket number and 
scale weight and click “Add Form”

© 2009 Ontario Tire Stewardshipwww.ontariots.ca

Tip:  Click the 
“Remember” boxes to 
populate the same data 
on the next form
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Processor Online Claims: Inventory Received from 
Processors

40

• Once the form is saved, the “Successfully Added” confirmation 
message will populate. 
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Processor Online Claims: Inventory Received from 
Processors

41

• PIT details that have been successfully entered will be displayed at 
the bottom of the page where the Filter, Delete and Edit functions 
are available.  Clicking on the PIT Form # link will display the form 
details in read only mode.
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Processor Online Claims: Inventory Received from 
Processors

42

• Clicking on the invoice number will display the details of the invoice 
entered in read only mode.
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Processor Online Claims: Inventory Received from 
Processors

43

• Choose “Inventory Received from Processors–View Entered Forms” 
from the drop down menu to review all PIT Forms entered, the 
Export Data function is available here as well.
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Tip: The Filter option is 
available on this screen



44

Processor Online Claims: Inventory Transferred to 
Processors

44

1) Choose ‘Inventory Transfered to Processors” to enter PIT form 
information for the TRANSFERING Processor

Note: PIT form information 
when TRANSFERING 
material from another 
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material from another 
registered processor is 
entered here.
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Processor Online Claims: Inventory Transferred to 
Processors

45

2) Enter the PIT Date and Product type transferred from the drop 
down menus.  Enter the Processor number (to which the material 
was transferred), the PIT form number, invoice/scale ticket number 
and scale weight and click “Add Form”
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Note: The Processor 
Name, Product 
Description and Rate 
Per Tonne will auto 
populate based on the 
data entered
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Processor Online Claims: Inventory Transferred to 
Processors

46

• Once the form is saved, the “Successfully Added” confirmation 
message will populate. 
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Processor Online Claims: Inventory Transferred to 
Processors

47

• PIT details that have been successfully entered will be displayed at 
the bottom of the page where the Filter, Delete and Edit functions 
are available.  Clicking on the PIT Form # link will display the form 
details in read only mode.

• Notice the Claim Amount when transferring (as an eligible sale 
only) will be populated
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Rate  Weight
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Processor Online Claims: Inventory Transferred to 
Processors

48

• Clicking on the invoice number will display the details of the invoice 
entered in read only mode.

NOTE: ELIGIBLE SALES OF 
TDP5 TO ANOTHER 

PROCESSORS ARE TO BE DONE 
AND REPORTED ON A PIT 

FORM, THE INVOICE MUST BE 
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FORM, THE INVOICE MUST BE 
ATTACHED TO THE HARDCOPY 
FORM SUBMITTED. DO NOT 

ENTER THESE SALES AGAIN ON 
THE PRODUCT SOLD PAGE.
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Processor Online Claims: Inventory Transferred to 
Processors

49

• Choose “Inventory Transferred to Ontario Processors –View Entered 
Forms” from the drop down menu to review all PIT Forms entered.  
The Export function is available on this page as well.

Tip: The Filter option is 
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Tip: The Filter option is 
available on this screen
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Processor Online Claims: Claims Summary & 
Submission 

1) Choose ‘Claims Summary” from the drop down menu to review the 
overall claim information entered as well as submit the claim.

50
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Processor Online Claims: Claims Summary  & 
Submission

• Example of Claims Summary Page:

51
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Processor Online Claims: Claims Summary & 
Submission

2. Review the data entered to ensure all forms and invoices were 
entered; the Total Incentive Claim amount and Closing inventory 
will be auto calculated to reflect the data entered

3. Click “Submit Claim” to submit your online data submission

52

Clicking on the 
“links” will bring you 
to the data entry 
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to the data entry 
pages
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Processor Online Claims: Claims Summary & 
Submission

4) Once you click “Submit Claim” you will be asked to confirm that you 
wish to submit your electronic claim.  To proceed with filing the 
claim, choose “OK”.  Choosing cancel will return you to the Claims 
Summary Page

53
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Processor Online Claims: Claims Summary & 
Submission 

5) You will receive a confirmation message once your online claim has 
been successfully submitted.

NOTE: Actual Claim amounts may differ from the amount displayed on 
the summary page as a result of adjustments made in accordance 

with the claims approval process.

54
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Processor Online Claims: Claims Summary & 
Submission

IMPORTANT REMINDER:  Processor Claims are not considered 
completely submitted until both the online claim has been 

successfully submitted AND OTS has received the accompanying 
hardcopies.  It is the responsibility of the Processor to ensure that 
hardcopy documents are received by OTS (call to confirm receipt).

55
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Processor Claims must be fully received (electronic submission and 
hardcopies) prior to the close of the claim period in order to be 

considered for payment.
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Processor Online Claims: Claims Summary

• Once a claim has been submitted you will only see the “View 
Entered Forms/Invoices” options from the claims drop down menu.

56
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Processor Online Claims: Claims Status

• To view previously submitted claims click on the “Processor Online 
Claim” link from the right hand menu.

• You will be promoted to re-enter your Processor Registration 
Number and click proceed.

57
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Processor Online Claims: Claims Status

• The “My Claims” Screen will display the previously created claims 
and identify the status of the claim as on of “New”, “Under Review” 
and “Approved”

58
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Processor Claims: Claims Status

• There are 3 possible statuses of an Online Claim:

1) “New”: Claims that have been created and saved by the Processor 
but have not yet been submitted electronically to OTS.  These 
claims can be edited.

2) “Under Review”: Claims that have been submitted electronically to 
OTS, for which OTS has not finalized/approved the claim.  These 
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OTS, for which OTS has not finalized/approved the claim.  These 
claims can be viewed only and can be reversed upon request by the 
Processor

3) “Approved”: Claims that have been fully received by OTS and 
finalized in the system.  These claims have been finalized and 
payment has been issued.  These claims can not be reversed
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Processor Claims: Claims Status

Example of Possible Claims Status
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Processor Claims: Claims Status

• As noted previously, on occasion a Processor may wish to have 
their claim reversed meaning put back into “New” move from 
“Submitted”

• An email requiting the claim reversal must be sent to 
Processor@ontariots.ca indicating the registrant information and 
reason for reversal.

• Once a claim is reversed it will appear as “New” on the “My Claims” 
Page and is no longer considered to have been submitted to OTS.
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Page and is no longer considered to have been submitted to OTS.

• Processors requesting reversals should note that in order for the 
claim to be eligible for payment, the electronic claim and updated 
hardcopies if applicable must be resubmitted prior to the close of 
the claim period.
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Processor Claims: Claims Status

Example of a Reversed Claim:

• The State of the claim went from “Under Review” to “New” and can 
now be edited again
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Processor Online Claims: Out of Province Processors

63

• There are several difference for Out of Province Processor claims 
outlined on the slides to follow.

• The first difference can be seen in the drop down menu options: 
Out of Province Processors do not have PIT related links.
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Processor Online Claims: Out of Province Processors

64

• Applicable Out of Processor Rates per tonne of material received 
are displayed on the Processor Information page.  
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Processor Online Claims: Out of Province Processors

65

• Out of Province Processors generate payment upon receiving 
material from registered Haulers.  

• On the “Inventory Received from Haulers” page, Out of Province 
Processors will see an additional comment “Claim Amount” in the 
Summary of Forms Entered section of the page.

• By clicking on the PTR form, additional details about the payment 
amount and PTR form will be displayed in read only mode.
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Processor Online Claims: Out of Province Processors

66

Example of PTR in read only mode for an Out of Province Processor:

© 2009 Ontario Tire Stewardshipwww.ontariots.ca



67

Processor Online Claims: Out of Province Processors

67

• Payment details are displayed on the read only screens

Example of the payment details:
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Processor Online Claims: Out of Province Processors

68

• Out of Province Processors must still enter Product Sales data to 
support the fact that the tires are being sent to an approved end 
use

• Data is entered using

the same format as in

province processors

© 2009 Ontario Tire Stewardshipwww.ontariots.ca

Note: Out of Province 
Processors do not generate 
payment from product 
sales
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Processor Online Claims: Out of Province Processors

69

• Clicking on the details of saved Product Sales will not display 
payment on any of the screens (Invoice Details, View Entered 
Invoices etc.)
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Processor Online Claims: Out of Province Processors

70

• Clicking on the details of saved Product Sales will not display 
payment on any of the screens related to Product Sales (Invoice 
Details, View Entered Invoices etc.)
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Processor Online Claims: Out of Province Processors

71

• When viewing the Out of Province Claim Summary screen 
estimated payment will only be displayed  next to Inventory 
Received

• The submission process

remains the same for Out 

of Province Processors
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Processor Online Claims: Late Claim Submissions

72

Processor claims must be submitted in full (online electronic 
submission and hardcopies received by OTS prior to the close of 
the claims reporting period).  In the event that either part of the 
submission is received late, the claim may be processed at a zero 

dollar amount.  The online submission will still be accepted however 
the estimated claim amount may differ (be paid at zero) for these 
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the estimated claim amount may differ (be paid at zero) for these 
late claim periods.
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Processor Online Claims: Important Reminders

73

In order to be eligible for payment, both the online submission and 
hardcopies must be received by OTS prior to the close of the claims 

reporting period.
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Details of payments presented on the online submission are 
estimated payments only.  These amounts may change as a result 

of the claims review process.
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Processor Online Claims: Important Reminders

74

When submitting hardcopies, ensure that only one claim submission is 
sent in one package and labelled.  Please print off a copy of the 
claims summary screen to aid in the identification of the claim 

period being submitted.  To assist in the processing, please ensure 
that all hardcopies are sent in the order in which they are filled.
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Remember, even if you have no reportable activity, a zero activity claim 
must be filed (online submission would consist only of the 

Processor information tab completed; hardcopy submission is the 
completed “Processor Zero Activity” form for the effected month)
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Processor Online Claims: Important Reminders

75

All Hardcopy submissions are to be sent to the following address:

Ontario Tire Stewardship

ATTN: Claims Processing

405 The West Mall, Suite 500

Toronto, ON
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Toronto, ON

M9C 5K7

It is the Processors responsibility to ensure that the hardcopies are 
received by OTS (Processors may call to confirm receipt)
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Processor Online Claims: Overview

This presentation reviewed the following aspects of the Processor 
online claims submission:

1) Getting Started

2) Creating a New Claim

3) Completing the Processor Information Page

Completing the Inventory Received from Haulers Page
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4) Completing the Inventory Received from Haulers Page

5) Completing the Product Sold Page

6) Completing the Disposition of Residuals Page

7) Processor to Processor Transfers
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Processor Online Claims: Overview

8) Completing the Inventory Received from Processors Page

9) Completing the Inventory Transferred to Processors Page

10) Claims Summary & Submission

11) Claims Status

12) Out of Province Processor Differences
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13) Late Claim Submissions

14) Reminders
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Processor Claims: Questions?

• Processors with questions not covered in this presentation or those 
requiring additional information on the online system should 
contact OTS at:

Telephone: 1-888-687-2202

Email: processors@ontariots.ca
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Ontario Tire Stewardship; Processor Online 
Claims
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