
Services à l’enfance 
Children’s Services 

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.

1 

https://www.missioninc.com/cso/ottawa/en-ca/


Navigate to your profile   

REQUEST CHANGES TO YOUR INFORMATION 

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

Update your email address
1. From your profile select "Change email".
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REQUEST CHANGES TO YOUR INFORMATION 

2. Add your new email address.
3. Select "Send confirmation email".

4. Check your email for a confirmation link.
5. Click the link in your email to confirm your account.
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REQUEST CHANGES TO YOUR INFORMATION 

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

Update your password  

1. Select the profile icon in the top right of the page.
2. Select "Change Password".
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REQUEST CHANGES TO YOUR INFORMATION 

3. Enter your current password in the “Current Password” field.
4. Enter your new password in the “New Password” field.
5. 
6. 

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

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

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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REQUEST CHANGES TO YOUR INFORMATION 

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

2. Update your address, including postal code.
3. Select "Submit".
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REQUEST CHANGES TO YOUR INFORMATION 

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

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".
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REQUEST CHANGES TO YOUR INFORMATION 

2. Update your phone number.
3. Select "Confirm".

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".
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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.


	User guide: Request changes to your information in the Children's Services Online (CSO) Portal
	Log into the Children’s Services Online (CSO) Portal
	Navigate to your profile 
	Update your email address
	Update your password
	Update your personal details
	Update your address 
	Update your phone number 
	Log out of the portal




