
Services à l’enfance 
Children’s Services 

USER GUIDE: 
UPLOAD YOUR DOCUMENTATION 

Important: 
You must complete a child care application in the Child Care Registry and Waitlist and receive confirmation 
of a child care space before your eligibility for fee subsidy can be assessed. 

Before you apply for fee subsidy, visit Apply for child care fee subsidy on ottawa.ca. Ensure you have all the 
required documents and identification ready. Read the eligibility requirements and make sure you 
understand what happens after you apply. You may be asked to provide additional information or 
documents during the assessment process. 

Have any questions or need help? Find out who to contact. 

Follow these steps to upload your documentation: 

Log into the Children’s Services Online (CSO) Portal 
1. Go to the 
2.

Children’s Services Online (CSO) Portal.
Log into your existing account by selecting “Sign In” at the top right of the page.
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https://onehsn.com/Ottawa/ux_2_0
https://ottawa.ca/en/family-and-social-services/childrens-services/get-help-your-child-care-costs/apply-child-care-fee-subsidy
https://ottawa.ca/en/family-and-social-services/childrens-services/get-help-your-child-care-costs/apply-child-care-fee-subsidy#section-38e2e3e5-d257-456b-8157-c31013a02f38
https://www.missioninc.com/cso/ottawa/en-ca/


UPLOAD YOUR DOCUMENTATION 

Upload your documentation 
1. Select the "Child Care Fee Subsidy document upload" button on the home page.

2. After reading the instructions, select "Select files".
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3. If you are working from your mobile phone or tablet, you can select how you want to upload your
documentation: from your photo library, by taking a photo or by choosing a file from your mobile device.

If you are taking a photo, please remember to take photos of both sides of your identification cards. For
desktop applications, the finder will open and you can select whichever files you wish to upload.

UPLOAD YOUR DOCUMENTATION 

4. Once the files are uploaded, they will appear as "Pending". If you think you uploaded the wrong 
document, you can remove it by clicking the red "x" beside "Pending".
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5. Once you have uploaded your required documentation, your application is complete. A Child Care Case
Worker will be assigned to your file and contact you once your application has been reviewed.



UPLOAD YOUR DOCUMENTATION 
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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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