CSIS on the Web

Application Administrator and
Budget Download/Upload



Introduction

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

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

m (SIS on the Web is secure, private, accessible and easy to
use. We chose web technologles used by major banks, and
our project is supported by a strong team of privacy, securlty,
design and systems operations experts.



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

®m The attendance and report functions will allow you
to:
— submit anytime attendance
— submit month end attendance claims
— report anytime attendance and placement problems
— request reports anytime



= The budget and registry functions will allow you to
— produce a budget submission work flow
— access information from the previous year

— update public registry information including program
descriptions and vacancies



Course Objectives

This course will:

® Tncrease the efficiency of using CSIS on the Web and
administration of role assignments

® Tncrease the accuracy of attendance reporting and submitting
for operators

®  Tncrease the accuracy of budget preparation and submitting
for operators

® Tncrease the timeliness of payments to operators
® Decrease waste by reducing paper transactions



Safeguarding Personal
| Information

= When you use CSIS on the Web be careful to safeguard
personal information

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

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

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



Privacy Breach

m A privacy breach is when an institution, intentionally or

unintentionally, discloses personal information or records
containing personal information without permission or consent

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

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



Logging into your
Account

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

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

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



®  Enter the user name and pass phrase Children’s Services gave
you

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

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

' ® 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"

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

® 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
these terms.



ead this page before proceeding.
The Terms of Use, set out below, contains the terms and conditions which gowern your use of the City of Toronto's Children's Services
Information System on behalf of the organization or agency on whose behalf wou are using the System.

Agreeing to the Terms of Use is required for further use of, and access to, the System. By clicking the " AGREE" button below, vou
acknowledge having read, understood and accepted the Terms of Use.

Terms of Use

Children’s Services Information System

1. General

Bv using the on-ine Children’s Services Information System (the System) on hehalf of an organization or agency (the Agency), you agree to the current
wersion of these Termns of Use (the Terms) The City of Toronto (the City) may change the Terms at any time without notice. The changed Terms wall be
posted and you should read them before using the Systermn. The City may immediately tertminate vour use of the System, and your Agency’ s use, if vou use
it in any way contrary to these Terms or the law or m any way that disrupts the System.

2. Copyright

The text, images and data on the web site housing the System (the Content), other than what is submitted hy you or the Agency, are protected by the
Canadian Copyright det The City grants you a personal non-exclusive license to read, download and print copies of the Content. You may rﬁprnduu:e the
Content exclusively for the purposes of caﬂjnng out the Agency’s business purposes under its agreement with the City for the provisions of services to the
City. If the Content refers to another person’s or organization’s copyrght, you must get written permission from the owner of that copynight before making
use of that Content. ¥ou do not gain any ownership rights to any of the Content yvou gain access to through the System.

4. Non-transferahility and Passwords

To uge the System, vou need a password. You are responstble for mantaining the confidentiality of the password and are responsible for all activities that
occur under that password You agree to notify imnmediately the person administering use of the System on behalf of the & gency of any unauthorized use
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7. Collection, Use and Disclosure of Personal Information

Personal mformation collected for System adminstration purposes will he subject to the privacy provisions of the Mumicipal Freedom of Information and
Frotection of Privacy Act MFIPPA. Please refer to the City's Privacy and Secunty Statement for more mformation.

8. Force Majeure

In the event of a delay m or falure of performance under this Agreement by the City which arises by reason of force majeure, inchuding without restriction
an act of God, an act of any government or any governmental body, an act of war or terronsm, the elements, a strike, a lockout or a labour dispute, or any
cause beyond the reasonable control of the City, the City shall not be responstble, and the City shall use best efforts to rutigate the effect of such force
majeure, but nothang  this clavse shall require the City to settle a labour dispute t order to render performance.

Q. Other terms
To use the Site, you also agree to the following terms:

i, Except for mformation you subtnit to the Systern on behalf of the Agency, you will not change or attempt to change any mformation or matersal found
on the Site mcliding any mformation posted by other users,

i, Tou wil not violate (or try to wiolate) the secunty of the Site by hacking, cracking, mail bombing, mounting a dewal of sermce attack or any other
strlar malicious, careless or neghgent acts and you will not upload, post, transmit, publish or distnbute any matenal or mformation to the Stte which
contams a computer virus or other code, files or programs mtended m any manner to disrupt or nterfere with the functionng of the Site;

i, Vou will not npersonate any other person of entity of make any trisrepresentations;

i, Vou will not upload any content that 13 unlawfl harmful, threatening wulgar, ohscene, lbellous or otherwise objectionable and that may mvade
another's right of privacy, and

i, Vou agree to be bound by Ontano laws i your use of the Site and you agree that any court proceedings relating to your use of the Site will take

“iglace m Ontarto.




Setting Security
Questions

| ﬂ]ﬂ]mﬂﬂm’n Children's Services Information System

Security Questions And
Password

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

Copyright @ 2003 City of Taronto. All rights reserved.




Selecting Good Security Questions

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

cannot be easily guessed or researched (safe),
doesn't change over time (stable),

is memorable

is definitive
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Safe

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

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

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

Example: What was your dream job as a child?



Stable

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

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



Memorable

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

Example: What is your favorite prime number?



Definitive

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

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

instead of

What is your oldest sibling’s birthday?
Answer: May 26, 1974
05/26/74 or
may267/4



Selecting a New Pass
Phrase

® The next step is to change your pass phrase

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

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

m (SIS on the Web will require you to change your pass phrase
every 60 days



® Pass phrases should not be obvious or easy to guess

®  QObvious or trivial pass phrases include names, days of the

week, months, common words or a previously used pass
phrase that was only slightly changed

Examples of bad pass phrases:

Password
123456 JAVAVAVAVAV:N
Your name, example: lauriel, laurie2
DogCatDog Secret123
P@sswOrd Your child name

Your pet's name
Your spouse's name



Selecting a Good Pass Phrase

Think of a sentence that's easy to remember. This can be the

basis of your strong pass phrase. Take the first letter of each

word of the sentence that you've thought of to form a
nonsensical word.

Example:

Your sentence is: "My son Joseph is three years
old today"

Your pass phrase is:MsJi3yot



Some examples of strong pass phrases are:

® Powerl2 Flowers
B Jt?sa# 2 list
= 10Ways 2Leave

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



Forgot Your Pass Phrase?

® Jf you don't log into CSIS on the Web regularly you may
forget your pass phrase to enter the system

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

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



Use the pass phrase guidelines to form a strong pass phrase
Enter and confirm a new pass phrase

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

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



Forgot Your User ID

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



Setting Preferences

Youdcan change the settings of CSIS on the Web to suit your
needs.

To change preference settings, select “Preferences”.

The system will display a screen that allows you to select
Eng(I:ils or French. Choose the language that suits your
needs.

The viewing size can be changed to suit your preference
Navigate to the upper right corner of the login screen

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






What is Your Role?

= You are an Application Administrator

" This is the highest level of user account available to your
agency

® You can create new users, assign all roles and edit or delete
existing users without restrictions

= Only one account of this type per agency

m  Must be a signing officer of the agency or an authorized
delegate



® There are several user roles involved with using CSIS on the
Web

m  User roles are function specific

® To have access to different functions in CSIS on the Web,
users must be assigned multiple roles

"= You will have to distinguish who will access CSIS on the Web
and what role they will have



User Roles

m Roles are grouped into two types:
— Agency Level Roles
— Location Level Roles



Agency Level Roles

= User Administrator:
— Allows the user to create and manage other users in the agency

= Registry Administrator:

— View and edit agency'’s registry information and all group centres
within the agency through the registry menu

= Budget Preparer:
— Prepares budget for all group centres in the agency



= Home Care Attendance Recorder:
— Record attendance for a Home Child Care Agency

= Home Care Attendance Submitter:
— Record and submit attendance for a Home Childcare Agency



Location Level Roles

= Attendance Recorder:
— Record attendance for a specific group centre

= Attendance Submitter:
— Records and submits attendance for a specific group centre

®  General Services and Vacancies Submitter:

— View and edit a specific group centre’s general services
information and administer vacancies in the group centre



Create a New User

. m Select User Management
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Homey Attendance

Welcome to CSIS on the Web!

MNew Look and Feel!

Welve made some improvemnents ta C3IS on the YWeb. First you'll notice that you landed on
this Home page when you logged in. We'll use this space to keep you up-to-date on the
tatest news.

In addition, the Location tab has been removed. Mow your list of locations will be displayed
for selection when you click on the Attendance=Graup Centre menu tab,

Weve also put the reports and problem submission tabs under each associated task. We'l
have different reports and problems types for group and home child care attendance,
budgeting and user management,

And by popular demand we replaced the pink and brown colour scheme with samething
blue. Enjoy.

Thanksgiving

For Monday October 12, Thanksgiving Day, please enter a P for every child. This lets us pay
you for the day if you are entitled.

Mew Help Protocol

Starting Sept. 14, 2009 you can call 416-397-5555 for phone support. This will be for
technical questions and for situations beyond an-line repaorting through "submit prablem”.
mare

Budgeting with CSIS on the Web

Budget warkshops are being held in October 2009 far the 2010 budget year. Please register
an-line

ing and Tricks

Submit Problems

If you pravided care but the child is not on your enrolment register please submit a
Flacement Missing problemn report. Please enter the Child 1d in the correct field rather than
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Children's Services Information System

User Management

TRAINING

Group Centre Attendance Training
Attendance training continues for centres nat
converted to automated submission and for
new staff who join your organzation. Check
the registration site for dates and locations.

User Management Training

Each agency will identify one person to be the
CElS on the Web Application Administratar.
This person will be the single point of contact
far technical issues and will do  LUser
Management tasks including creating and
deleting user accounts and granting access to
specific roles. Agencies may have more than
one person trained to do user management
tagks. Training will stat September 16.
details

Budget Download/Upload Training
To better protect privacy, CSIS on the Wyeh
will allow agencies to download their pre-
populated budget spreadsheet and upload it
back to TCE when complete. Training can be
taken in combination with Llser management
or with your budget workshop, Check the
registration site for dates and locations.

Lagout



m  Select Create New User



Help  Logout

ﬂlﬂ”ﬂﬂﬂﬂm Children's Services Information System

Home  Atftendance lIzer Management

Anency Officer Logged In; - AA APPLICATION ADKIN {B0000004)
Current Users User Information

Last Mame, First Marme - User (D
WPRLICATION ADMIN AA - 0000004 |

Users with no Current Raoles are displayed
at the bottam of the list

create new user




®=  The following screen will appear:



Help  Logout

“]_[I]Tﬂﬂﬂ"m Children's Services Information System

Home  Attendance User Management

Officer Logged In:  AA APPLICATION ADMIN (BO000004)
Current Users New User Information

Last Marne, First Mame - User ID UserlD: Ternparary Password:
WPPLICATION ADMIM A4 - B0000004

lUsers with no Current Holes are displayed MR s
at the hottor of the list Last Mame(reguired): First Mame(required):

Current Roles and Locations
[-] Location Roles

Row NumRole Name|Location Effective Date Termination Date

Add Mew Location Role

[-] Agency Roles
FRow NumRole NameAgencyEffective DateTermination Date

Add New Agency Fole

b

Term: Of Use | Copyright & 2009 City of Taronto. All rights reserwed.




The right content page displays an empty form

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

Enter the Effective Date. Can be current or later date

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

Select the applicable user roles

Select Save User at the bottom of the page



(| ToronTo

Home  Attendance

Current Users

Last Mame, First Name - User ID

IWPPLICATION ADMIN A4 - BO000004

UUsers with no Current Roles are displayed
at the bottom of the list

"ty [-] Agency Roles
S P

Help  Logout

Children's Services Information System

New User Information

UserD: Terporary Password:

MR T MS
Last Mame(required): First Mame(required):
hath e Tohig

Current Roles and Locations
[-] Location Roles

Row
Num

|| ATTENDANCE SUB v || ABCDAYNURSER v |17 v |SEP v | /2008 v| v/||
2 |PlesseSelect.. v |PleaseSelect.. v| 17 v SEP v (2009 v| v ||

Role Name Location Effective Date Termination Date

Add MNew Location Role

b

Terms Of Uza |

Copyright € 2009 City of Toronto. All rights resarved.




= The following page appears after you select save

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



m_mmﬂﬂmu Children's Services Information System

Horme

FRLICATION ADRIN (B0000004)

Current Users User Information

Last NamewstName User D UszerlD: Ternporary Password:
; [ON ADRTE 07520984

COMR O MS
are displayed Last Marne First Mame
at the hattam of the list

Current Roles and Locations
[-] Location Roles
Row
Num

ATTENDANCE A B C DAY NURSERY (103]
" lsuemITTER [5C] 7-SEP009 | v

Role Name Location Effective Date Termination Date

Add MNew Location Role

[-] Agency Roles

Row . _
Role Hame Effective Date Termination Date

_ sawve Changes ICanceI I Delete User

Terms Of Use | Copyright € 2009 City of Toronto. All rights reserved,




Editing an Existing User

®  Current users are displayed in the right pane of the screen
m Select an existing user by clicking on the user’s name
® The name you select to edit will be bolded

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



Help  Logout

“]_mlllﬂﬂﬂmu Children's Services Information System

Home  Attendance

Agency Officer Logged In: A& APPLICATION ADRIN (80
Current Users User Information

Last Mame, First Mame - User D Userll: Temporary Password:
WPPLICATION ADMIN A4 - 50000004 07820984

MATHEW,TOBIE - 07820984

POPFING MARY - 07956565 & M3

ROGERS BOE - 08003916 Last Mame First Mame

Users with no Current Roles are displayed

at the battom of the list Current Roles and Locations
[-] Location Roles

Row

Num

1

Rale Name Location Effective Date 1

ATTENDANCE A B C DAY NURSERY (1036)
SUBMITTER [GC]

Add Mew Lacation Fale jﬁﬁﬁ%ﬂm

17-SEP-2009 &

[-] Agency Roles
Row

, Role Name Agenc Effective Date Termination Date W

Terms Of Use | Copyright & 2009 City of Toronto. Al rights reserved.




® Save your change or edit!!



Home  Affendance  Sudget |

Agency Officer Logged In: - AA APPLICATION ADMIN (80000004)

Current Users User Information

SEPTTWENTY THREETEST - 14335768
TESTJIN - 14452054

Current Roles and Locations

Last Mame, First Mame - User ID UgerlD: Temparary Passward:
L&PPLICATIDN ADMIN AA-BO0000D4 | 09726170 WJTHPE
HENRY ,0H - 09726170 |
MATHEWY TOBIE - 07820984 | OMR O M3
POPPING MARY - 07966565 | Last Name First MName
ROGERS,BOB - 08003316 | HENRY OH

|

|

[-] Location Roles

INTERS TESTSEPTTWENTY - Row
14243545 Num Role Name Location Effective Date| Termination Date
ATTEMDANCE A B C DAY NURSERY (1036
Users with no Current Roles are displayed 1 RECORDER [5C] 100 21-SEP-2009 | 7] |
At the bettorn ofthe s . TTENDANCE AB C DAY NURSERY (108) |, oor e [ SI[3
SUBMITTER I5C] d1 X
Add New Lacation Fole

2| 55 p200meta

RS




Copy Roles

You can copy roles from one selected user to another
Select the user whose roles you wish to copy

Then select to whom you would like to copy the roles

If it is @ new user, enter the new user’s first and last name
Select Save User

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



@L' La gout

m_mrﬂﬂﬂmu Children's Services Information System

Home  Attendance

Agency Officer Logged In: A& APPLICA
C Lrre n‘t USE[‘S Hf::: Role Name Location Effective Date Termination Date 4]
ATTEMDAMCE A B C DAY NURSERY (1036)
Last Mame, First MNarne - User ID 1 SUBMITTER [GC] 17-5ER-2009 | 1"’H VH V|

PPLICATION ADMIN AA - BO0000004
IMATHEW,TOBIE - 07820984
POPFINS MARY - 07966565
ROGERS BOB - 08003916
TEST,OME - 08705252

| Add MNew Location Fole ‘

[-] Agency Roles

ﬁ:::: Role Name Agency Effective Date]  Termination Date
Users with no Current Roles are displayed :
at the bottom of the list | [JSER B CAGENCY AGENCYLID: o cepone [ ][ N[ ™)

ADMIMNISTRATOR 1032)
A B CAGENCY AGENCY [ 1D:

2 [BUDGET PREPARER 10 17-5EP-2009 | v v v
Add Mew Agency Role

Copy all Roles to

—MNEW USER— v | Copy

—-NEW USER-

<

. APFLICATION ADMIN AA - 80000004

ROGERS.BOB - 068003916
TEST.ONE - 08706252 .




Delete User

m Select the user you wish to delete
m Select Delete User

B Confirm the deletion



Home  Allendance

Giudoet

Agency Oficer Logaed In:
Current Users

Last Mame, First Mame - User D

ROGERS,BOB - 0A003916
SEPTTWENTY THREETEST - 14335768
TESTJIN - 14452054

INTERS TESTSEPTTWENTY -
14243545

|

|

: - |
|F'DF'F‘|NS MAR'Y - 07956565 |
|

|

|

Uzers with no Current Roles are displayed
at the bottom of the list

AA APPLICATION ADMIN {80000004)

User Information

UzerlD: Temparary Passward:
05726170 W THFS

C MR C M3

Last Mame First Mame
HEMNRY OH

Current Roles and Locations
[-] Location Roles

53: Role Name Location Effective Date| Termination Date
ATTEMDANCE A B C DAY NURSERY (1036) - -
1 NECORDER GC) 21-5EP-2009 | |
ATTEMDANCE A B C DAY NURSERY (1036) - -
2 lSUBMITTER GO) KR N4 ) .
Add MNew Location Raole

F. 4 L

L

Save Changes Cancel

R AR




Harme Sudget

Agency Officer Logged In: A4 APPLICATION ADMIN (50000004)

Current Users User Information

Last Mame, First Mame - User [D LserlD: Termporary Password:
L&F‘F‘LICATIDN ADMIN AL - BO000004 | 049726170 Wi J7HFE
HENRY ,0H - 09726170 |
MATHEW TOBIE - 07520954 | O MR O MS
POPPINS MARY - 07966565 | Last Name First Narme
_ Microsoft Internet Explorer
|HDGEHS,EDB 08003916 X
|SEPTFWENTY JHREETEST - 9 | You are about to permanently delete a user [id:09726170]. Do you want bo continue with deleting them or cancel
HEST,JIN - 14482054 f deleting?
INTERS TESTSEFTTWENT
14243545 Ok Cancel | Termination
lsers with no Curren.t Roles are displayed 1 Eé&']hugéhw f[_[\;E]U S 21-5EP-2003 l = j ‘
A the bottorn of the lst L [ATTENDANCE = y p—— = T |
SUBMITTER [GC] =
Add New Location Role




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



ﬂ]mmﬂﬂﬂm Children's Services Information System

Home

APPLICATION ADMIN a0000004)

User Information

Current Users

Last Mame, First Marme - User D
WPPLICATION ADMIM AA - 30000004 |
HEMRY \OH - 09726170 |
MATHEYY TOBIE - 07820954 |
|
|
|

POPPINS MARY - 07966565
ROGERS BOE - 08003916
TEST JIN - 14452064

INTERZ TESTSERPTTWENTY -
14243545

|Uzers with no Current Roles are displayed
at the bottomn of the list

[

I Create new user
4

—,———,—————————
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Download/Upload Budget
"Spreadsheets

Budget spreadsheets are now available to you electronically

They are pre-populated

Budget preparer can download the budget from CSIS on the
Web

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




Download Budget

Select Budget from the main menu

Download Spreadsheets view will appear on screen

Next select the group centre

Select “"Download”

Select "Open”

Next “Enable Macros”

The system will provide an “.xlIs” Budget Spreadsheet file

Save this file on to your computer



(A Torono

Welcome on the Web!

New Look and Feell

YWelve made some impravements to CSI5 on the Web, First you'll natice that you landed on
this Home page when you logged in. Well uze this space to keep you up-to-date on the
latest news.

In addition, the Location tab has been removed. Now your list of locations will be displayed
for selection when you click on the Attendance=Group Centre menu tab.

YWe've also put the reports and problem submission tabs under each associated task. Well
have different reports and problems types for group and home child care attendance,
budgeting and user management.

And by popular demand we replaced the pink and brown colour scheme with something
blue. Enjoy.

Thanksgiving
For Monday October 12, Thanksgiving Day, please enter a P for every child. This lets us pay
you for the day if you are entitled.

New Help Protocol

Starting Sept. 14, 2009 you can call 416-397-5555 for phone support. This will be for
technical questions and far situations beyond on-line reparting thraugh “submit problem”.
more

Children's Services Information System

TRAINING

Group Centre Attendance Training
Attendance training continues for centres not
converted to automated submission and for
new staff who join your organzation. Check
the registration site for dates and locations.

User Management Training

Each agency will identify one person ta be the
£S5 on the Yyeb Application Administrator.
This person will be the single point of contact
for techrical issues and  will do User
Management tasks including creating and
deleting user accounts and granting access to
specific roles. Agencies may have mare than
one person trained to do user management
tagks. Training will start September 1b.
details

Budget Download/Upload Training

To better protect privacy, CSls on the Web
will allow agencies to download their pre-
populated budget spreadsheet and upload it




ﬂlm."]ﬂﬂﬂm Children's Services Information System

Home Budget User hanagement
Budget Spreadsheets

Download Spreadsheets  Upload Completed Spreadsheets

AB CAGENCY (ID: 1032)

Please select a Group Centre: m
AB CDAYNURSERY (1D: 1036 J Download ¥

S

Terms Of Use | oprytight € 2009 City ARETHNLGMETNG




ﬂlﬂ]“}ﬂﬂﬂm Children's Services Information System

Home  Attendance PEHEHEL

Budget Spreadsheets

Download Spreadsheets  Upload Completed Spreadsheets

File Download

AB C AGENCY (ID: 1032)

Do you want to open or save thiz file?

Please select a Group Centre:

| A C DAY NURSERY (D 1036) j Down @ Mame: A_B_C_ DAY NURSERY 1032 1036.xs
' Tupe: Microsoft Excel Warksheet, 1,25 MB

Open "!'j_
22 @g

@ Wwhile files from the |nternet can be useful, some files can potentially

Save | Cancel

karrn your computer. |f you do nat tust the source, do not open or
save thiz file. What's the ngk?

M areeriabkt © S0 Tk



:EWY F4 Microsoft Excel =10 .

File Edit ‘iew Insert Format  Tools  Data  Window  Help Type a question for help = i
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Microsoft Excel
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Home  Attendance

Budget Spread: Fd Microsoft Excel - A_B_C_ DAY_NURSERY_1032_1036[2]

Download Spreads File Edit Wiew Insert Formakt Tools Data  wWindow  Help T

IS HSRHSRY | $BRR-F (oo |@ =-4% |0 -3,

A B C AGENC (I 10 -(|B|F UIS=E=E 3%, WU EE|H-Dd-A-
current locati... - f 11623

Please select A _[B] © ] D T E | F |GIH] T W K | L

| A B CDAY ML

E M'I'nnnm 2010 Budget Submission P
il
5 GROUP CENT
3]
{ |Centre: |
g | Address: | _
Y |Budget Contact: “acation Policy for Children: NORME
10 |Telephone: _ Deposit Folicy: NOMNE
11 |Fax: _ Fegistration Fee: $0.00
12 |E mail address: License Renewal Date: 31-Dec-09
13 |Ages Served: Leazse Renewal Date:
14
15 |Please ensure all supporting documentation is attached to Budget Submission
16
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Hame
Budget Spread:

Download Spreads

ABC AGEMC

Please select
A B C DAY ML

e e
I

Children's Services Information System

Attendance

B3 Microsoft Excel - A_B_C__DAY_NURSERY_1032_1036[2]
Ei?' Edit  View Insert Format  Tools Data  Window Help Type a question for help =
Q)L tew.. b @ x4 e - B),
| & Qpen... WO g %, WB[EE|L-BA
curr Close
| save Chrl4+s ' F e |H! 1 W ok | L | WM N
3 [ el pae. 2010 Budget Submission Package
4 Save Workspace...
5 ||y search. GROUP CENTRE
3 Web Page Preview
! Page Setup. ..
E Prink Area r 3C 3E/
H [& FPrint Preview _“acation Policy for Children:. NONE
100 &8 print... ChleP | Depasit Policy: MOME
11 send Ta . Registration Fee:  $0.00
12 Froperties | License Renewal Date: 31-Dec-08
13 1 '\Documen.. WA B C DAY NURSERY 1032 1036[2] | Lease Renewal Date:
14 2 \Docurmen. . \a_B_C_ DAY _MURSERY_1032_1036[1]
15 3 \Documen, . WA B C_ DAY _MURSERY _1032_1036[2) iched to Budget Submission
16 4 \Docurmen., \A_B_C_ DAY _MURSERY_1032_1036[1]
17 Exit Cocurnents to be submitted with the 2010 Budget Submission Pac
13 [TFTEASE place ¥ i the BIEank Space] If applicable.
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Save in: IE [y Documents T = | @ x ﬂf » Toals zar b

Budget Spre My Pictures

My Titles
Download Spre Histary

Health and Safety Master List 2009

Old Excel Documents
My Documents

Please sel

|AB CDAY

Favarites

= File name: 4 B C DAY WURSERY 1032 1038(1) j
My Metwark e ]
Places Save as bype! |Eucel Files j Mg g s




Upload Budget

' ® Select "Upload Completed Spreadsheets”

m  Select the group centre

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



ﬂ]_’“l]ﬂl]"m Children's Services Information System

Home  Aftendance SEUGHEE

Budget Spreadsheets

Download Spreadsheets iUnlnad Cornpleted Spreadsheets §

A B CAGENCY (ID: 1032)

Please select a Group Centre:
|A B C DAY NURSERY (ID: 1036) j Davnload




m  Select "Browse” and locate the file you wish to upload
®  Once the correct file is located, select "Open”

m Select “"Upload”



11 IORONTI

Budget Spreadsheets

Download Spreadsheets  Upload Completed Spreadsheets

Please select a Group Centre:
|A B C DAY NURSERY (ID: 1036) j Go>?

Recently Uploaded Documents:

| Date &Time | File Name

A-mep- 2009 1015138 _B_C_ DAY NURSERY 1042 1036.xls

J1-5ep-200909:41204 B © DAY NURSERY 1032 1036.xls

Add New Document:(Masg Y& Sifk:

g* Browse... pload
#




l||p|| dre ~ ~ .

Choose file
Budget X
Look, ir: ITD My Documents j 4= ﬂ‘ Ex~

Downlogr

|:|l ICLITT ||-'r|f

©

Diezkio P

B My Documents

S0 Exn:el Dl:n:uments

ty Computer

File niame: A_B_C_ DAy _NURSERY_1032_1036[1]

Filez af type: Al Files [*7)
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Home  Attendance

Bud get

Budget Spreadsheets

Download Spreadshests

Uplaad Completed Spreadshests

A B CAGENCY (ID: 1032)

Please select a Group Centre:

A B CDAY NURSERY (D 1DEEjj (G0>>

Children's Services Information System

Recently Uploaded Documents:

Date & Time

File HName

2-ep- 2009 1015134 B C

21-5ep-2009 09:41.20A B C

DAY NURSERY 1052 1036.xls

DAY _NURSERY 1032 1056.x(s

Add New Document:(Max File
CADocuments and Settil Eirnwse Upload ™%




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

The date, time, file name and document type is
marked

You can review the contents of any file by clicking
19;1 the file name which will download a copy of the
ile

You can save this on your computer



mmﬂﬂﬂm Children's Services Information System

Home  Aftendance SEUEGEt

Budget Spreadsheets

Download Spreadsheets Upload Completed Spreadsheets

A B CAGENCY (ID: 1032)

Please select a Group Centre:

|4 B CDAY NURSERY (ID: 1038) »| Ga>>

Recently Uploaded Documents:

pemeRated dwey | File Name

*® D0.Sep-2009 1556298 B C DAY NURSERY 1032 1036 xls (—
‘MEJA BE_C_ DAY NURSERY_1032_1036.xls

A1-5ep-2009 090412004 B C DAY NURSERY 1032 1056 xS

Add New Document:{Max File Size: ZM)
Browse.. Upload




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

®  You can save this on your computer
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Horme Budget

Budget Spreadsheets

Download Spreadsheets  Upload Completed Spreadsheets

AB CAGENCY (ID: 1032)

Please select a Group Centre:

AR CDAY NUF{SEF{H”(ID:HIIHEi)j Gor»

Select the document vou
Recently Uploaded Documents: . . : 3.

wish to view by clicking on
Date & Time File Name y 2

D3-Sep-2008 13585614 B C__ DAY NURSERY 1032 103R.xis 1L ONCE
D3-Sep-2009 13:58:454_B_C__DAY NURSERY 1032 1036.xls
03-Sep-2009 13:58:314_B_C__DAY NURSERY 1032 1036.xls

Add New Document:(Max File Size: 2M)
Browse..  Upload



Fd Microsoft Excel =] E3

Fle Edit ‘Wew Insert  Format  Tools Data  Window  Help Type a question for help =

=3 "™l Microsoft Excel HE{ | 7] wlanagement

o5, but if the

Disable Macros Mare Info

City of Taronto, Ao
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Budget Spread: D5

Download Spreads ] Fe Edt
DEHSAEGRY| BRI o o x4

Wiew Insert  Format  Tools Data  Window  Help

Type a question for help

V21l 45 00 - (7))

AB C AGENC |HED -0 -|[B]7 U|SEZE|$ %, B8 ES|-d-A,
current_locati... - fe 11623
Please select A _1B] ¢ | D | E JFIGIH]I T H K T L [
IABCDM’NL 1
Z ..
- |E M‘I’n nm 2010 Budget Submission Package
. 4
iew the n
g GROUP CENTRE
document to :
El'li:}’ the I |Centre: |
SEI‘SIDH. I 8 |Address: _
ave or close
S Budget Contact: Wacation Policy far Children: NOMNE
e file upon o
. 10 |Telephaong: Deposit Policy: NONE
completion.
11 Fax: Registration Fee: $0.00
12 |E mail address: License Renewal Date: 31-Dec-09
13 |Ages Served: Lease Renewal Date:
14
15 |Please ensure all supporting documentation is attached to Budget Submission
16




Reports

® There are four reports available:

— Role Assignments—Location

— Role Assignments—Agency

— Role Assignments—Staff

— Role Reports—Home Child Care Attendance

= Only viewed by User Administrator or Application
Administrator



m Select "User Management”



bl ToronTo

Homey Attendance

Welcome to CSIS on the Web!

MNew Look and Feel!

Welve made some improvemnents ta C3IS on the YWeb. First you'll notice that you landed on
this Home page when you logged in. We'll use this space to keep you up-to-date on the
tatest news.

In addition, the Location tab has been removed. Mow your list of locations will be displayed
for selection when you click on the Attendance=Graup Centre menu tab,

Weve also put the reports and problem submission tabs under each associated task. We'l
have different reports and problems types for group and home child care attendance,
budgeting and user management,

And by popular demand we replaced the pink and brown colour scheme with samething
blue. Enjoy.

Thanksgiving

For Monday October 12, Thanksgiving Day, please enter a P for every child. This lets us pay
you for the day if you are entitled.

Mew Help Protocol

Starting Sept. 14, 2009 you can call 416-397-5555 for phone support. This will be for
technical questions and for situations beyond an-line repaorting through "submit prablem”.
mare

Budgeting with CSIS on the Web

Budget warkshops are being held in October 2009 far the 2010 budget year. Please register
an-line

ing and Tricks

Submit Problems

If you pravided care but the child is not on your enrolment register please submit a
Flacement Missing problemn report. Please enter the Child 1d in the correct field rather than

I T o TV T P o T RS D i B 1

Children's Services Information System

User Management

TRAINING

Group Centre Attendance Training
Attendance training continues for centres nat
converted to automated submission and for
new staff who join your organzation. Check
the registration site for dates and locations.

User Management Training

Each agency will identify one person to be the
CElS on the Web Application Administratar.
This person will be the single point of contact
far technical issues and will do  LUser
Management tasks including creating and
deleting user accounts and granting access to
specific roles. Agencies may have more than
one person trained to do user management
tagks. Training will stat September 16.
details

Budget Download/Upload Training
To better protect privacy, CSIS on the Wyeh
will allow agencies to download their pre-
populated budget spreadsheet and upload it
back to TCE when complete. Training can be
taken in combination with Llser management
or with your budget workshop, Check the
registration site for dates and locations.

Lagout



m Select "Report

144



ance  Budnet

Children's Services Information System

r Logged In: AA APPLICATION ADMIN (30000004)

Users

st Marne - User D

ADMIN AA - 50000004

4720170

E - 07520954

1Y - (7 9bkak5

|- 08003316

surrent Rales are displayed
fthe list

User Information

Help Logout

1]
L




® The following screen is displayed:



Please click Download Report button to start downloading

Report Name

@ Agency Report
@ Location Report
@ otaff Report




m Select the report you wish to use by

clicking on the name of the report
once



Please click Download Report button to start downloading

Report Name
{mewt

Agency Report ;:
B8 B 64R LY
@ Location Report

@ Staff Report

Download Repo




m Select "Open”



M]Tﬂﬂﬂﬂm Children's Services Information System

0Ime afCE

File Download

Do you want to open or save this file?

Report Name

ﬁ Mame: AgencyRoledssignmentReport,pdf
ke Type: Adobe Acrobat Document, 3,38 KB

@ Agency Report From: T&-W&mntn.ca

' .
@ Location Report f e - | —
@ otaff Feport "

harm pour computer, I you do not bust the source, do not open or

@ While files from the [nternet can be useful, some files can potentially
zave thiz fle. What's the risk?

start downloading

- Dawnload F{epnl




® The following screen appears:



File Edit ‘igw Favorites  Tools  Help

1 ToronTo

Role Assignments - Agency

21-EEF-2009 D4:00FM

Agency Name

User Mame

Fage1of1




® You can save or print this report by

selecting the appropriate option at the
top of the screen



File e — — =
==l E& AgencyRoleAssignmentReport[1].pdf - Adobe Reader

QB Fle Edit Yiew Document Tools Window Help
fddn

| Cipen, .. Ckrl+0

Create Adobe POE Online. ..

“ (L] Start Meeting. . )
Role Assignments - Agency

@e aCopy shift+Ckrl+3 Fage 1 of1
1&'% EI
’ User Id
ikkach ko Email, ..
Close Chrl+y
I Properties. .., Chrl+D
Diigital Editions
g, Shift+Ckrl+F
: Crl+P

48 B2 8 noencyRoledssignmentRepart[ 1], pof
2 i, LocationRoledssignmentRepaort] 1], pdf

ol

- WbgencyRoledssionmentReport[ 1], pdf
. \EnrolmentRegister_JANZ009[1].pdF
o

2
ac:
I 4
S

ProgramPegistry[ 1], pdf

Chrl+)




Wrapping it Up

If you are not sure what to do access the help menu or call

416-397-5555

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

In the event of a Privacy Breach call the Serious Occurrence
Line

Review the home page of CSIS on the Web regularly
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