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USER GUIDE:
REQUEST CHANGES TO YOUR INFORMATION IN
THE CHILDREN'S SERVICES ONLINE (CSO) PORTAL

Follow these steps to request a change to your personal information in the Children’s Services Online (CSO)
Portal.

Log into the Children’s Services Online (CSO) Portal

1. Go to the Children’s Services Online (CSO) Portal.
2. Log into your existing account by selecting “Sign In" at the top right of the page.
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Navigate to your profile
1. Select the profile icon in the top right of the page.

2. Select "Profile".
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Welcome to Children's Services

Create an account on the Children's Services portal to apply for a child care fee subsidy and upload required

Use this calculator to see if you may qualify for a child care fee subsidy: Child Care Fee Subsidy Calculator

Once you complete your child care fee subsidy il e Two-way messaging
feature that will connect you with a child care fee se worker. Need assistance setting up your
account? L
If you are unable to submit an application through the Children’s Services portal or have previously applied
sing a different online application, please comtact Children’s Services by email

u
at ChildrensServices(@ottawa.ca or by phone 613-580-2424, ext. 24100

Messages

View your messages

Update your email address
1. From your profile select "Change email ".

User Profile

Edit your Children's Services user profile
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2. Add your new email address.
3. Select "Send confirmation email".

Change Email
Update the email address associated with your account

Please note your Children's Services account email will not be changed until you
confirm your new email address. A confirmation email will be sent to the email
address you provide below.

Mew Emnail *

sarahtest@test2.ca

Send confirmation email

4. Check your email for a confirmation link.
5. Click the link in your email to confirm your account.

5]
Fls  Maessage Help  Antidote  Acrobat Q Tl ma what you want ta da
r = 2 | [O0 iz g T C =
s W & § @ B £ O e O [0} =% Q, ta 7
£ . Delete dachive | Respend  Shareto Al Quick Mave Tage  Ed#ing lmmerse  Transhite  Zoom Fiephy with Fepesnt
o v Tearm:  Appr Steps - v v v - - Scheduling Pell  Message =
Dlete Teams Appr  Quick Steps 5 language  Zoam Find Teme Protection i

Children’s Services account change request / Demande de changement du compte Services a I'enfance

D) | 5 Reply | 9 Reply AN | — Forveaed
° noresponse@missioninc.com ] 3 Reply wly > -]
Te

Tuse 202%-May-2T 238 PM

Y Tanslate messageto Englnh  Mewertramalste froms French  Traralation peeferences

CAUTION: This emal originated from an External Sender. Plaase do not click links or open unless the source.

ATTENTION : Ce courriel pravient d"un expéditeur extarne. Ne cliguer sur aucun lien ot n'ouwre: pas de pigce jointe, excepts si vous connaisses
Vaxpdditaur.

A Childeanig Services ageount emall change has been requested. Please confirm your new email by
clickl he link will be acthve for 24 hours.

Un changement de compte de courried Senvices & lenfance o é1é demandé. Veuillez confinmer
wotre nouveau courriel en cliquant icl, Ce lien sera actif pendant 24 heures,




((C)ttawa Children’s Services REQUEST CHANGES TO YOUR INFORMATION

Services a I'enfance

6. Enter your password to confirm the change.
7. Select "Confirm".

Confirm Email Change
Enter your password and click 'confirm’ to change the email address associated
with your Children’s Services account.

Passwaord *

[] show Password

Update your password

1. Select the profile icon in the top right of the page.
2. Select "Change Password".

{a) Change Password
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3. Enter your current password in the “Current Password” field.

4. Enter your new password in the “New Password” field.

5. Re-enter your new password in the “Confirm New Password” field.
6. Select “Change Password “.

Change Password

Please enter a new password for your Children's Services account

] show Password

Update your personal details
1. From your profile update your name and/or preferred language.
2. Select "Save".

User Profile
Edit your Children's Services user profile

sarah lest@est.ca Change Email

She/Her -

Firtz Marne *

Sarah

Test

Dtz 4 Birth *

1987-01-01 [

Prefermed Lang
English
Email Preferences

@ Receive all emails

O Only receive account related emails

Note: If you update your name you may need to resubmit proper identification with your updated
name. Your Child Care Case Worker will contact you to confirm.
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Update your address
1. From your profile page select "Update address".

Child Care Fee Subsidy Address

Update Address

2. Update your address, including postal code.
3. Select "Submit".
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Child Care Fee Subsidy

Address Change Request
If you wish to update your applicant address information, please update the fields below and click submit, When you click submit, a
request will be sent to change your address information. If the request is approved, your address will be updated.

101 Centrepainte Drive Ottawa

Ontario ~ KIG&J9
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4. You should see a message confirming your address change request has been successfully submitted.
To return to your profile select "Back to Profile".

Address Change Request

If you wish to update your applicant address information, please update the fields below and click submit. When you click submit, a
request will be seat 1o change your address information, If the request is approved, your address will be updated

& vour change of address request has been sent successfully,

Note: Your Child Care Case Worker will review your request to update your address and contact you
if updated proof of address is required. Changes will be reflected in your account when your request is
approved.

Update your phone number
Note: You can add more than one phone number to your account.

1. From your profile page select "Update Phone".

Child Care Fee Subsidy Phone
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2. Update your phone number.
3. Select "Confirm".

Child Care Fee Subsidy Frangais 3 A @O

Phone Mumber Change Request

1f you wish to update youwr applicant phone information, please update the fields below and click submit. When you click submit, a
request will be sent 1o change your phane information. If the request is approved, your phone information will be updated.

Cellular = (613) 580-2400

(=] (=]

4. You should see a message confirming your phone number change request has been successfully
submitted. To return to your profile select "Back to Profile".

Phone Number Change Request

If you wish to update your applicant phone information, please update the fields below and click submit. When you click submit, a
request will be sent to change your phone information, If the request is approved, your phone information will be updated.

Phone 2 Type -~ Phone 2
Phone 3 Type = Phone 3

& Your change of phone info request has been sent successfully.

Note: Your Child Care Case Worker will review your request to update your phone number. Changes
will be reflected in your account when your request is approved.

Log out of the portal
If you are finished with your current session select the profile icon at the top right of the page and then
the "Sign Out" button to exit the system.
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