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WAGE GRANT SUBMISSION INSTRUCTION  

 
Toronto Children’s Services requires child care agencies to submit their Wage Grant Utilization 
forms using the Online Services Account. 
 

Child care agencies must complete and submit the form through Online Services no later than 
January 16th, 2012.  
 
The form will be available online starting December 15, 2011 and can be accessed at: 
www.toronto.ca/children/providers_online.htm.  You will need to ensure your agency has 
recently updated the Board Members and Signing Officers through the Online Services 
account. Your agency must have a current Budget Submitter assigned in the system to 
enable you to submit the form. 
 
Information that you need to complete the Wage Grants form online include: 
 

1. your agency’s payroll records 
2. bank reconciliation statements 
3. the Wage Subsidy and Pay Equity forms that you submitted last year 

 
A sample form with instructions is included as a link from the Online Services post login page 
(Appendix F) for your reference. This shows you the type of information you must input. 
 
In addition, a report confirming your contracted Wage Grants is available through your online 
account. See Appendix A (attached) for your reference. 
 
General help in filling out the form is available from your agency’s Budget Consultant. 
Technical help is available from the Children’s Services’ Helpdesk between 7 a.m. and 7 p.m. 
Monday to Friday at 416-397-5555.  
 
Step 1 – December 2011 Update your Board Members / Signing Officers 
 

You MUST have a current Budget Submitter assigned in the Online Services system to allow 
you to submit the form. If you have not recently updated your Board Members and Signing 
Officers to reflect the current members, this will be Step 1. Refer to the internet Online 
Services page, Training and User Guides. 
 
Step 2 – December 2011 Assign a Budget Submitter  
 

The Budget Submitter is the person who submits the form to the City. The Budget Submitter 
must be a Signing Officer of the agency. It is best practice to ensure that you have more 
than one active Budget Submitter assigned in the Online System at all times. 
 

• The Application Administrator of the child care agency’s Online Services account 
goes to www.toronto.ca/children/providers_online.htm and selects "Online Services". 
 

• Enter your User Name and password. 
 

• Click on the "User Management" tab. 
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Is the name of the person you want to select in the list of Current Users on the left?  
If Yes: 

 

1. Click on the person’s name. Their information automatically fills the blank boxes on 
the screen.  

 
2. Click on “Add new agency role” button.  

 
3. In the “Role Name” drop down menu, chose “Budget Submitter.” 

 
4. Click on “Save User.” 

 
If No: 

1. Click on "New Budget Submitter" button. 
 

 
 
 

2. From the “Signing Officer” drop down menu chose the name you want to select. 
 

3. Click on “Save User.” 
 

4. A user id and temporary password is generated.  The Application Administrator can give 
it to the new Budget Submitter. 

 

5. If the name of the person you want to select is not listed, you must go back to Step 1 
and have an existing Signing Officer add the new Signing Officer. 

 
 
 

1 

2 

3 
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Optional Step - Assign a Budget Preparer  
 

You can have someone other than the “Budget Submitter” fill out the Wage Grants form (like a 
bookkeeper or centre supervisor).  To do this, assign the “Budget Preparer” role to the person 
who will complete the form. The “Budget Preparer” can only prepare the form.  They are not 
able to submit. Once the form has been submitted only the BUDGET SUBMITTER will be 
able to edit the form.  The Budget Preparer will not be able to make any changes. 
 

• The Application Administrator of the child care agency’s Online Services account 
goes to www.toronto.ca/children/providers_online.htm and selects "Online Services".  
 

• Enter your User ID and password. 
 

• Click on the "User Management" tab. 
 

Is the name of the person you want to select in the list of Current Users on the left?  
 

If Yes:  
• Click on the person’s name. Their information will fill the boxes on the screen.  

 
• Click on “Add new agency role” button.  

 
• In the “Role Name” drop down menu, chose “Budget Preparer”. 

 
• Click on “Save User”. 

 

NO: 
 

• If the name of the person you want to select is not listed, click on “Create New User”. 
 

• Select the person’s salutation (MR/MS) and enter the person’s first & last name. 
 

• Click on the “Add new agency role” button.  
 

• In the “Role Name” drop down menu, chose “Budget Preparer.” 
 

• Click on “Save User”. 
 
Step 3 – January 2012 Complete the Wage Grants form  
 

The “Budget Preparer” or “Budget Submitter” completes the form online. It can be saved 
by clicking on the “Save Changes” button and worked on at a later time. It can be printed at 
any time for your records. 
 

• The “Budget Preparer” or “Budget Submitter” goes to Online Services at 
www.toronto.ca/children/providers_online.htm 

 

• Enter User ID and password. (If you do not know your User ID, please contact your 
agency’s “Application Administrator.”) 

 

• Click on the Budget tab 
 

• Click on the Wage Grants tab. 
  

• From the “Select Location/Entity” drop down menu, choose the location you are 
entering information for. 
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• You will see a summary of your location’s information from 2011 on the left. And you will 
see some basic information about your agency on the top right. (If any of this 
information is incorrect, please contact your agency’s Budget Consultant.) 

 

 
• Fill in the information requested in the form. You can move from box to box using 

the Tab key or use your mouse to click on the box you want to fill in.  
 

• The benefits column in Section 2 and 4 are not required for 2011 reporting. See 
sample: 
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Step 4 – NO LATER THAN JANUARY 16 2012 Submit the Wage Grants form  
 

Once the Wage Grants form is complete, only the “Budget Submitter” can submit it to the 
City. It can be printed at any time for your records. If changes are required, only the 
BUDGET SUBMITTER will be able to make changes and resubmit the form. 
 

• The “Budget Submitter” goes to Online Services at 
www.toronto.ca/children/providers_online.htm 

 

• Enter User ID and password. (If you do not know your User ID, please contact your 
agency’s “Application Administrator.”) 

 

• Click on the Budget tab. 
 

• Click on the Wage Grants tab.  
 

• From the “Select Location/Entity” drop down menu, choose the location you wish to 
submit information for. 

 

• Review the information entered on the Wage Grants form. 
 

• Once the information is correct, click on the “Submit” button 
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APPENDIX A 

 
Instructions to access your Wage Grant Per Service Contract Report: 
 

• The “Budget Preparer” or “Budget Submitter” goes to Online Services at 
www.toronto.ca/children/providers_online.htm 

 
• Enter User ID and password. (If you do not know your User ID, please contact your 

agency’s “Application Administrator.”) 
 

• Click on the Budget tab. 
 

• Click on the Reports tab.  
 

• Click on the Wage Grants Per Service Contract Report. 
 
• Select the Fiscal Year you will be reporting on. 

 
• Enter the date you are requesting the report as the Effective Date.  
 
• Click on the Download Report button. 
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