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IntroductionIntroduction

 Children's Services uses a computer system to support the Children's Services uses a computer system to support the 
management of childcare services in the City of Toronto.  This management of childcare services in the City of Toronto.  This 
system is the Children's Services Information System or CSIS system is the Children's Services Information System or CSIS 
for short.for short.

 Children's Services launched a project to make parts of CSIS Children's Services launched a project to make parts of CSIS 
available to you.  This is CSIS on the Web.  Now you can use available to you.  This is CSIS on the Web.  Now you can use 
the internet to conduct transactions and get reports from the internet to conduct transactions and get reports from 
CSIS.  CSIS.  

 CSIS on the Web is secure, private, accessible and easy to CSIS on the Web is secure, private, accessible and easy to 
use. We chose web technologies used by major banks, and use. We chose web technologies used by major banks, and 
our project is supported by a strong team of privacy, security, our project is supported by a strong team of privacy, security, 
design and systems operations experts.design and systems operations experts.



 There are two functions of CSIS on the Web.  One function There are two functions of CSIS on the Web.  One function 
includes the tracking of attendance and printing reports.  The includes the tracking of attendance and printing reports.  The 
second function includes the tracking of budgets and registry.second function includes the tracking of budgets and registry.

 The attendance and report functions will allow youThe attendance and report functions will allow you
          to:to:

– submit anytime attendancesubmit anytime attendance
– submit month end attendance claimssubmit month end attendance claims
– report anytime attendance and placement problemsreport anytime attendance and placement problems
– request reports anytimerequest reports anytime



 The budget and registry functions will allow you toThe budget and registry functions will allow you to
– produce a budget submission work flowproduce a budget submission work flow
– access information from the previous yearaccess information from the previous year
– update public registry information including program update public registry information including program 

descriptions and vacanciesdescriptions and vacancies



Course ObjectivesCourse Objectives

This course will:This course will:

 Increase the efficiency of using CSIS on the Web and Increase the efficiency of using CSIS on the Web and 
administration of role assignmentsadministration of role assignments

 Increase the accuracy of attendance reporting and submitting Increase the accuracy of attendance reporting and submitting 
for operatorsfor operators

 Increase the accuracy of budget preparation and submitting Increase the accuracy of budget preparation and submitting 
for operatorsfor operators

 Increase the timeliness of payments to operatorsIncrease the timeliness of payments to operators
 Decrease waste by reducing paper transactionsDecrease waste by reducing paper transactions



Safeguarding Personal Safeguarding Personal 
InformationInformation
 When you use CSIS on the Web be careful to safeguard When you use CSIS on the Web be careful to safeguard 

personal informationpersonal information

 Keep your username and pass phrase for CSIS on the Web Keep your username and pass phrase for CSIS on the Web 
secure.  Store them in a locked cabinet or drawer that is only secure.  Store them in a locked cabinet or drawer that is only 
accessible to you. accessible to you. 

 Do not place username or pass phrase information on your Do not place username or pass phrase information on your 
desk, under your keyboard or any other place that is easily desk, under your keyboard or any other place that is easily 
accessible by othersaccessible by others

 Store reports that identify the names of clients in locked Store reports that identify the names of clients in locked 
storage.  This should only be accessible to staff who need to storage.  This should only be accessible to staff who need to 
know this information to perform their duties.know this information to perform their duties.



Privacy BreachPrivacy Breach

 A privacy breach is when an institution, intentionally or A privacy breach is when an institution, intentionally or 
unintentionally,  discloses personal information or records unintentionally,  discloses personal information or records 
containing personal information without permission or consentcontaining personal information without permission or consent

 Examples of privacy breaches include but are not limited to Examples of privacy breaches include but are not limited to 
lost or misplaced files, lost or stolen laptop that contains client lost or misplaced files, lost or stolen laptop that contains client 
files or personal information, unauthorized access to personal files or personal information, unauthorized access to personal 
information contained in electronic or paper files and information contained in electronic or paper files and 
misdirected faxes or emailsmisdirected faxes or emails

 If a privacy breach occurs steps must be taken to contain the If a privacy breach occurs steps must be taken to contain the 
breach.  Contact the Serious Occurrence line immediately.breach.  Contact the Serious Occurrence line immediately.



Logging into your Logging into your 
AccountAccount

 You will be given an account and temporary pass phrase by You will be given an account and temporary pass phrase by 
Children's Services.  You will use this account and temporary Children's Services.  You will use this account and temporary 
pass phrase to log into your account for the very first time.pass phrase to log into your account for the very first time.

 To log into your account browse to the main application URL:To log into your account browse to the main application URL:

https://secure.toronto.ca/CSISOnTheWeb/Welcome.dohttps://secure.toronto.ca/CSISOnTheWeb/Welcome.do



 Enter the user name and pass phrase Children’s Services gave Enter the user name and pass phrase Children’s Services gave 
youyou

 If you receive an error message, enter the information again If you receive an error message, enter the information again 
correctly.correctly.

 If you receive three error messages the system will disable If you receive three error messages the system will disable 
your account.  If this happens, call your Children’s Services.your account.  If this happens, call your Children’s Services.





Terms of UseTerms of Use

 When you use CSIS on the Web for the first time you will be When you use CSIS on the Web for the first time you will be 
asked to read and accept CSIS on the Web "Terms Of Use"asked to read and accept CSIS on the Web "Terms Of Use"

 The "Terms of Use" reviews the conditions that govern your The "Terms of Use" reviews the conditions that govern your 
use of CSIS on the Web.  You cannot use the system if you use of CSIS on the Web.  You cannot use the system if you 
have not read, understood and accepted the "Terms of Use".have not read, understood and accepted the "Terms of Use".

 The City of Toronto may terminate your access to CSIS on the The City of Toronto may terminate your access to CSIS on the 
Web or your centre's access  if you use the system contrary to Web or your centre's access  if you use the system contrary to 
these terms.these terms.







Setting Security Setting Security 
QuestionsQuestions

After accepting the “TermsAfter accepting the “Terms
Of Use” you will see a pageOf Use” you will see a page
to enter three securityto enter three security
questions and answersquestions and answers



Selecting Good Security QuestionsSelecting Good Security Questions

Good security questions have four common characteristics. TheGood security questions have four common characteristics. The
answer to a good security question:answer to a good security question:

   cannot be easily guessed or researched (safe),cannot be easily guessed or researched (safe),
   doesn't change over time (stable),doesn't change over time (stable),
   is memorableis memorable
   is definitiveis definitive



SafeSafe

 A good security question does not compromise what it is A good security question does not compromise what it is 
trying to protect trying to protect 

 A good security question has answers that cannot be found A good security question has answers that cannot be found 
through researchthrough research

 The probability of guessing the correct answer is low and The probability of guessing the correct answer is low and 
answers are unlikely to be known by others such as a family answers are unlikely to be known by others such as a family 
members, friends or significant othersmembers, friends or significant others

  Example:       What was your dream job as a childExample:       What was your dream job as a child??



StableStable

The answer to a good security question doesn't change overThe answer to a good security question doesn't change over
time and should be easy to remembertime and should be easy to remember

Example:   What is the name of your favorite childhood Example:   What is the name of your favorite childhood   
    friend?    friend?



MemorableMemorable

The answer to a good security question should be easy toThe answer to a good security question should be easy to
remember but not available to others. You should immediatelyremember but not available to others. You should immediately
know the answer to your question without doing research. know the answer to your question without doing research. 

Example:  What is your favorite prime number?Example:  What is your favorite prime number?



DefinitiveDefinitive

The question should be asked so the answer is specific, has anThe question should be asked so the answer is specific, has an
obvious format  and is NOT case sensitiveobvious format  and is NOT case sensitive

Example: What is your oldest sibling's birth year?Example: What is your oldest sibling's birth year?
Answer: 1974Answer: 1974

instead ofinstead of

What is your oldest sibling’s birthday?What is your oldest sibling’s birthday?
Answer: May 26, 1974Answer: May 26, 1974

                  05/26/74 or05/26/74 or
                    may2674may2674



Selecting a New Pass Selecting a New Pass 
PhrasePhrase

 The next step is to change your pass phraseThe next step is to change your pass phrase

 Your pass phrase should be 6-12 characters and must include Your pass phrase should be 6-12 characters and must include 
at least one number and one characterat least one number and one character

 Do not use the same pass phrase twice.  When you change Do not use the same pass phrase twice.  When you change 
your pass phrase, use one that is completely different from your pass phrase, use one that is completely different from 
the previous pass phrase.the previous pass phrase.

 CSIS on the Web will require you to change your pass phrase CSIS on the Web will require you to change your pass phrase 
every 60 daysevery 60 days



 Pass phrases should not be obvious or easy to guessPass phrases should not be obvious or easy to guess

 Obvious or trivial pass phrases include names, days of the Obvious or trivial pass phrases include names, days of the 
week, months, common words or a previously used pass week, months, common words or a previously used pass 
phrase that was only slightly changedphrase that was only slightly changed

Examples of bad pass phrases:Examples of bad pass phrases:
PasswordPassword

123456123456 AAAAAAAAAAAA
Your name, example: laurie1, laurie2Your name, example: laurie1, laurie2

DogCatDogDogCatDog Secret123Secret123
P@ssw0rdP@ssw0rd Your child nameYour child name

Your pet's nameYour pet's name
Your spouse's nameYour spouse's name



Selecting a Good Pass PhraseSelecting a Good Pass Phrase

Think of a sentence that's easy to remember.  This can be theThink of a sentence that's easy to remember.  This can be the
basis of your strong pass phrase.  Take the first letter of eachbasis of your strong pass phrase.  Take the first letter of each
word of the sentence that you've thought of to form aword of the sentence that you've thought of to form a
nonsensical word.nonsensical word.

Example:Example:

Your sentence is:   "Your sentence is:   "MMy y sson on JJoseph oseph iis s tthree hree yyears ears 
              oold ld ttoday“oday“

Your pass phrase is:Your pass phrase is:MsJi3yotMsJi3yot



Some examples of strong pass phrases are:Some examples of strong pass phrases are:

 Power12 FlowersPower12 Flowers
 It?sa# 2 listIt?sa# 2 list
 10Ways 2Leave10Ways 2Leave

 Change your pass phrase immediately if you suspect that Change your pass phrase immediately if you suspect that 
someone else knows it.  Notify your supervisor and call the someone else knows it.  Notify your supervisor and call the 
Serious Occurrence Line immediately.Serious Occurrence Line immediately.



Forgot Your Pass Phrase?Forgot Your Pass Phrase?

 If you don't log into CSIS on the Web regularly you may If you don't log into CSIS on the Web regularly you may 
forget your pass phrase to enter the systemforget your pass phrase to enter the system

 If this happens  click on the "Forgotten Pass Phrase" link If this happens  click on the "Forgotten Pass Phrase" link 
located on the login page of CSIS on the Web located on the login page of CSIS on the Web 

 The system will respond with one of your three security The system will respond with one of your three security 
questions.  Enter the correct answer and select continue.  questions.  Enter the correct answer and select continue.  



 Use the pass phrase guidelines to form a strong pass phraseUse the pass phrase guidelines to form a strong pass phrase

 Enter and confirm a new pass phraseEnter and confirm a new pass phrase

 If the answer you enter in response to the security question If the answer you enter in response to the security question 
does not match you will be prompted to check your answer does not match you will be prompted to check your answer 
and try againand try again

 If you fail to answer all three of your security questions the If you fail to answer all three of your security questions the 
system will lock you out.  Call your Administrative User for system will lock you out.  Call your Administrative User for 
assistance.assistance.



Forgot  Your User IDForgot  Your User ID

 If you cannot remember your user id call your Administrative If you cannot remember your user id call your Administrative 
User.  They will assign you a new login id.User.  They will assign you a new login id.



Setting PreferencesSetting Preferences

 You can change the settings of CSIS on the Web to suit  your You can change the settings of CSIS on the Web to suit  your 
needs.  needs.  

 To change preference settings, select “Preferences”.To change preference settings, select “Preferences”.

 The system will display a screen that allows you to select The system will display a screen that allows you to select 
English or French.  Choose the language that suits your English or French.  Choose the language that suits your 
needs.needs.

 The viewing size can be changed to suit your preferenceThe viewing size can be changed to suit your preference

 Navigate to the upper right corner of the login screenNavigate to the upper right corner of the login screen

 To make the screen larger select the “A+”.  To make the To make the screen larger select the “A+”.  To make the 
screen smaller select “A-”.  To return to the preset screen screen smaller select “A-”.  To return to the preset screen 
select “A”.select “A”.





What is Your Role?What is Your Role?

 You are an Application AdministratorYou are an Application Administrator
 This is the highest level of user account available to your This is the highest level of user account available to your 

agencyagency
 You can create new users, assign all roles and edit or delete You can create new users, assign all roles and edit or delete 

existing users without restrictionsexisting users without restrictions
 Only one account of this type per agencyOnly one account of this type per agency
 Must be a signing officer of the agency or an authorized Must be a signing officer of the agency or an authorized 

delegatedelegate



User Roles                           User Roles                           
                                                                                          
                                                                                          
                                                                                          
                                                                                     There are several user roles involved with using CSIS on the There are several user roles involved with using CSIS on the 

WebWeb
 User roles are function specificUser roles are function specific
 To have access to different functions in CSIS on the Web, To have access to different functions in CSIS on the Web, 

users must be assigned multiple roles                                    users must be assigned multiple roles                                    
                                                                                                                                                                                  
                                                                                                                                                                                  
                                    

 You will have to distinguish who will access CSIS on the Web You will have to distinguish who will access CSIS on the Web 
and what role they will haveand what role they will have



User RolesUser Roles

 Roles are grouped into two types:Roles are grouped into two types:
– Agency Level RolesAgency Level Roles
– Location Level RolesLocation Level Roles



Agency Level RolesAgency Level Roles

 User Administrator:User Administrator:
– Allows the user to create and manage other users in the agencyAllows the user to create and manage other users in the agency

 Registry Administrator:Registry Administrator:
– View and edit agency’s registry information and all group centres View and edit agency’s registry information and all group centres 

within the agency through the registry menuwithin the agency through the registry menu

 Budget Preparer:Budget Preparer:
– Prepares budget for all group centres in the agencyPrepares budget for all group centres in the agency



 Home Care Attendance Recorder:Home Care Attendance Recorder:
– Record attendance for a Home Child Care AgencyRecord attendance for a Home Child Care Agency

 Home Care Attendance Submitter:Home Care Attendance Submitter:
– Record and submit attendance for a Home Childcare AgencyRecord and submit attendance for a Home Childcare Agency



Location Level RolesLocation Level Roles

 Attendance Recorder:Attendance Recorder:
– Record attendance for a specific group centreRecord attendance for a specific group centre

 Attendance Submitter:Attendance Submitter:
– Records and submits attendance for a specific group centreRecords and submits attendance for a specific group centre

 General Services and Vacancies Submitter:General Services and Vacancies Submitter:
– View and edit a specific group centre’s general services View and edit a specific group centre’s general services 

information and administer vacancies in the group centreinformation and administer vacancies in the group centre



Create a New UserCreate a New User

 Select User ManagementSelect User Management





 Select Create New UserSelect Create New User





 The following screen will appear:The following screen will appear:





 The right content page displays an empty formThe right content page displays an empty form

 Enter user’s first and last name.  Once you have submitted Enter user’s first and last name.  Once you have submitted 
these into the system they cannot be changed.  If they need these into the system they cannot be changed.  If they need 
to be changed , Children’s Services must do this.  to be changed , Children’s Services must do this.  
Documentation is required.Documentation is required.

 Enter the Effective Date.  Can be current or later dateEnter the Effective Date.  Can be current or later date

 Enter the Termination Date.  Must be same or later than the Enter the Termination Date.  Must be same or later than the 
Effective DateEffective Date

 Select the applicable user rolesSelect the applicable user roles

 Select Save User at the bottom of the pageSelect Save User at the bottom of the page





 The following page appears after you select saveThe following page appears after you select save

 The new user will be displayed on the left pane of the screen The new user will be displayed on the left pane of the screen 
in boldin bold





Editing an Existing UserEditing an Existing User

 Current users are displayed in the right pane of the screenCurrent users are displayed in the right pane of the screen

 Select an existing user by clicking on the user’s nameSelect an existing user by clicking on the user’s name

 The name you select to edit will be boldedThe name you select to edit will be bolded

 You can make changes to the user’s termination date onlyYou can make changes to the user’s termination date only





 Save your change or edit!!Save your change or edit!!





Copy RolesCopy Roles

 You can copy roles from one selected user to anotherYou can copy roles from one selected user to another

 Select the user whose roles you wish to copySelect the user whose roles you wish to copy

 Then select to whom you would like to copy the roles Then select to whom you would like to copy the roles 

 If it is a new user, enter the new user’s first and last nameIf it is a new user, enter the new user’s first and last name

 Select Save UserSelect Save User

 All roles are copied from the original user to the target user’s All roles are copied from the original user to the target user’s 
profile.  The effective date will be updated to the date the profile.  The effective date will be updated to the date the 
copy was completed.copy was completed.





Delete User Delete User 

 Select the user you wish to delete Select the user you wish to delete 

 Select Delete UserSelect Delete User

 Confirm the deletionConfirm the deletion







 When the deletion is confirmed, the following screen appears:When the deletion is confirmed, the following screen appears:





Download/Upload Budget Download/Upload Budget 
SpreadsheetsSpreadsheets
 Budget spreadsheets are now available to you electronicallyBudget spreadsheets are now available to you electronically

 They are pre-populatedThey are pre-populated

 Budget preparer can download the budget from CSIS on the Budget preparer can download the budget from CSIS on the 
WebWeb

 This role must be assigned by the Application Administrator.  This role must be assigned by the Application Administrator.  
This must be the first role you assign.  .  



Download BudgetDownload Budget

 Select Budget from the main menuSelect Budget from the main menu

 Download Spreadsheets view will appear on screenDownload Spreadsheets view will appear on screen

 Next select the group centre Next select the group centre 

 Select “Download”Select “Download”

 Select “Open”Select “Open”

 Next “Enable Macros”Next “Enable Macros”

 The system will provide an “.xls” Budget Spreadsheet fileThe system will provide an “.xls” Budget Spreadsheet file

 Save this file on to your computerSave this file on to your computer

















Upload BudgetUpload Budget

 Select “Upload Completed Spreadsheets”Select “Upload Completed Spreadsheets”

 Select the group centre Select the group centre 

 A display of the files that have been uploaded for the selected A display of the files that have been uploaded for the selected 
group centre will appear under Recently Uploaded documentsgroup centre will appear under Recently Uploaded documents





 Select “Browse” and locate the file you wish to uploadSelect “Browse” and locate the file you wish to upload

 Once the correct file is located, select “Open”Once the correct file is located, select “Open”

 Select “Upload”Select “Upload”









 The system uploads the file and lists it in the The system uploads the file and lists it in the 
Documents recently uploaded sectionDocuments recently uploaded section

 The date, time, file name and document type is The date, time, file name and document type is 
markedmarked

 You can review the contents of any file by clicking You can review the contents of any file by clicking 
on the file name which will download a copy of the on the file name which will download a copy of the 
filefile

 You can save this on your computerYou can save this on your computer





 You can review the contents of any file by clicking on the file You can review the contents of any file by clicking on the file 
name which will download a copy of the filename which will download a copy of the file

 You can save this on your computerYou can save this on your computer









ReportsReports

 There are four reports available:There are four reports available:

– Role Assignments—LocationRole Assignments—Location
– Role Assignments—AgencyRole Assignments—Agency
– Role Assignments—StaffRole Assignments—Staff
– Role Reports—Home Child Care AttendanceRole Reports—Home Child Care Attendance

 Only viewed by User Administrator or Application Only viewed by User Administrator or Application 
AdministratorAdministrator



 Select “User Management”Select “User Management”





 Select “Reports”Select “Reports”





 The following screen is displayed:The following screen is displayed:





 Select the report you wish to use by Select the report you wish to use by 
clicking on the name of the report clicking on the name of the report 
onceonce





 Select “Open”Select “Open”





 The following screen appears:The following screen appears:





 You can save or print this report by You can save or print this report by 
selecting the appropriate option at the selecting the appropriate option at the 
top of the screentop of the screen





Wrapping it UpWrapping it Up

 If you are not sure what to do access the help menu or call If you are not sure what to do access the help menu or call 
416-397-5555416-397-5555

 Do your best to keep information secure by using strong Do your best to keep information secure by using strong 
security questions and pass phrasessecurity questions and pass phrases

 In the event of a Privacy Breach call the Serious Occurrence In the event of a Privacy Breach call the Serious Occurrence 
LineLine

 Review the home page of CSIS on the Web regularlyReview the home page of CSIS on the Web regularly
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