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ONLINE SERVICES 
 
 

INSTRUCTIONS FOR: 
 

• UPDATING BOARD MEMBERS AND SIGNING OFFICER 

• ADDING A NEW BOARD MEMBER / SIGNING OFFICER 

• ADDING A SIGNATURE FORM FOR SIGNING OFFICER 

• EDITING AN EXISTING BOARD MEMBER / SIGNING OFFICER 

• MAKING CHANGES TO THE APPLICATION ADMINISTRATOR 

• REVIEWING SUBMITTED REQUESTS 

• REVIEWING AND UPDATING GENERAL SERVICES 

• REVIEWING SERVICE OFFERINGS 
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UPDATING BOARD MEMBERS AND SIGNING OFFICERS 
 
To update board members and signing officers you must be a budget submitter. 
 

1.  Log in to Online Services  
(Use the user ID and password given to you by your agency's Application 
Administrator.  If you are the Application Administrator, you must assign the budget 
submitter role to yourself.) 
 

2. Click on the "Registry Tab" 
 

3. Click "Agency" 
 

4. Click "Board Members and Signing Officers" 
Now you can see who your current board members are and who is identified as a 
signing officer. A checkmark in the “Signing Officer” box indicates that this person 
has signing authority for your organization.  
 

 
 
If a signature form has been submitted, it can be viewed by clicking on the link 
under each person’s name.  
 
Information about your Application Administrator is also displayed at the bottom of 
the screen. 
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ADDING A NEW BOARD MEMBER / SIGNING OFFICER 
1. Click on “Add New Board Member / Signing Officer”. 

 

2. Enter the Board Member’s first and last name in the fields provided. Use full 
legal names.  
 

3. Select a position title from the list. If the person has more than one position, 
choose the most senior position. 

 

4. Check the appropriate box to indicate if the person is a board member or also a 
signing officer of the organization. 

 

5. Enter the address by typing the postal code and click on the GO button. 
 

The system will automatically show the street name, City and Province 
information for that postal code. 
 

6. Enter the street number, the apartment or unit number and phone number 
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ADDING A SIGNATURE FORM FOR SIGNING OFFICERS 
 

There are 2 ways of doing this:  
 
Option One (if you have a scanner):  
 

1. Download the signature form  
 

2. Signing Officer completes the form 
 

3. Scan the form and save it to your computer 
 

4. Select the “Attach Copy of the Completed Signature Form”  
 

5. Click on the “Browse” button to look for the scanned file on your computer  
 

6. Click on “OK” once you have found it 
 

7. Click on the “Attach” button to have this file attached to this request. 
 
Remember that an original ink signature is required on the form. We do not accept typed 
or electronic signatures. 
 
Option Two (no scanner): 

1. Select the “Mail the Form to Quality Assurance” option 
 

Don’t forget to mail us the completed form with an original signature or your request will 
not be completed. 
 

2. Complete the form  
 

3. Select correct option for the Signature Form 
 

4. Click on the “Add Board Member / Signing Officer” button at the bottom of the 
screen. 

 

This will bring you back to the Board Members and Signing Officers page, where you can 
see the person you just added as a pending request; If you have more Board Members to 
add, repeat the process before clicking on the submit button. 
 

5.  Click on the submit button once all Board Members and Signing Officers have 
been added and all changes have been made 
 

You can review the status of your request by going into the “My Submitted Requests” tab 
in the Registry Menu. 
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EDITING AN EXISTING BOARD MEMBER / SIGNING OFFICER 
You can make changes to an existing Board Member by: 
 

1.  Clicking on the person’s Last Name 
 

2. Now you see  “Edit Board Member” Screen 
 

3. Change the information you require 
 

4. Add or update a Signature Form to their profile if required 
 

Changes to a person’s first or last name or position title will require you to submit a new 
Signature Form. 
 

5. Click on the “Save Changes” button 
 

6. Click the “Submit for Review” button once you have made all the changes. 
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MAKING CHANGES TO THE APPLICATION ADMINISTRATOR 
You can make changes to your Application Administrator by: 
 

1.  Clicking on the “Edit Application Administrator” button in the Board Members and 
Signing Officers page 
 

2.  This will bring you to the “Edit Application Administrator” screen 
 

3. Edit or change the Administrator’s Name, Signing Officer Status or update the 
Authorization Form. 

 

 
 
If you are changing the Application Administrator’s Name, a New Authorization Form must 
be submitted; the form must be signed by one of your Registered Signing Officers and 
mailed to us. 
 
A new User ID for the Application Administrator is issued once the request has been 
completed. 
 

4.  If you would like to make the Application Administrator a Board Member, check the 
“Application Administrator is also a Board Member” box. 
 

5.  Provide the Application Administrator’s position title, Address & Phone Number. 
 

6.  If the Application Administrator is also a Signing Officer, select this box and provide 
us with a signature form. 
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There are 2 ways of doing this:  
 

Option One (if you have a scanner):  
 

1.  Download the signature form  
 

2. Signing Officer completes the form 
 

3. Scan the form and save it to your computer 
 

4. Select the “Attach Copy of the Completed Signature Form”  
 

5. Click on the “Browse” button to look for the scanned file on your computer  
 

6. Click on “OK” once you have found it 
 

7. Click on the “Attach” button to have this file attached to this request. 
 

Remember that an original ink signature is required on the form. We do not accept typed 
or electronic signatures. 
 

Option Two (no scanner): 
 

1. Select the “Mail the Form to Quality Assurance” option 
 

2. Don’t forget to mail us the completed form with an original signature or your request 
will not be completed. 

 

3. Complete the form  
 

4. Select correct option for the Signature Form 
 

5. Click on the “Add Board Member / Signing Officer” button at the bottom of the 
screen. 

 

Click on “Save and Continue” once you have completed all the changes. 
Don’t forget to click the “Submit for Review” button once you have made all the changes. 

REVIEWING SUBMITTED REQUESTS 
You can review requests that you have submitted.  All requests submitted within the last 
30 days are displayed here. 
 
To view submitted requests: 

1.  Click on the “My Submitted Requests” tab 
 

2. Click on the Request ID to review the details of a request. This will bring you to the 
Request Details Page. 

 
You can make changes to a request, if the request is still “Pending Review” 
To do this: 

1.  Click on the “Edit Request” button at the bottom of the page 
 

2. Complete the changes 
 

3. Click on the “Submit for Review” button. 
 
To cancel this request, click on the “Cancel Request” button at the bottom of the page. 
This will cancel the current request and allow you to re-submit a new one. 
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You can also view the details of any requests that have been completed in the past 30 
days. 
 
Comments may be available from your consultant are displayed here.  
 
REVIEWING AND UPDATING GENERAL SERVICES 
 
From the General Services screen you can select the languages spoken by your staff, 
select any language immersion programs you offer select any Dietary Services offered, list 
the schools that you escort to and review any other General Service information listed in 
the Registry. 
 
If you do not see a language or dietary service that you offer, contact your Visit Consultant 
and request to have it included. 
 
To access General Services click on the General Services Tab 

 

 
 
To remove a language or Dietary Service that is currently selected “Uncheck” the box next 
to the option you wish to remove. It will be removed from your Registry once you submit 
the changes to this page. 
 
To add a School Escort Service: 
 

1. Select the type of service 
 

2. Select the school type. You will see a list of schools that match the school type you 
have selected. 
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3. Select the school’s name from the list  
 

4. Click on the “Add” button.  The School Escort Service will be added to the table. 
 
To delete a School Escort Service: 
 

1. Check the box next to the service you wish to delete 
 

2. Click on the “Delete Selected” button 
 
When you have completed your changes, click on the “Submit” button to confirm the 
changes. 
 
These changes will be reflected on your Registry and also in the Centre’s Profile page in 
our online Child Care Finder. 
 
If you have more than one location, you can view the General Services for the other 
locations by selecting them from the drop-down list at the top of the page and clicking the 
“GO” button. 
 
REVIEWING SERVICE OFFERINGS 
 

Using the Service Offering Screen you can view the Service Offerings that have been 
created for your centre.  
 

To view Service Offerings: 
 

1. Click on the Registry Tab 
 

2. Next Select Group Centre Tab 
 

3. Select the Location you wish to view and then click on GO 
 

Now you will see a list of service offering for the location you selected. 
 

To view a Service Offering Schedule Details 
1. Click the “Details” link on the Schedule column. 

 

This will open the Service Offering Schedule Details Screen. Here you will see the days 
and periods for which the service offering is scheduled. 
 

2.  Click “OK” to return to the previous screen. 
 

Contact your Budget Consultant or Budget Coordinator if you need to update or make 
changes to any of the Service Offerings displayed. 
 

If you have more than one location, you can view the Service Offerings for the other 
locations by selecting them from the drop-down list at the top of the page and clicking the 
“GO” button. 
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