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Centre Based Programs

Reporting in OCCMS
Operating Capacity, Vacancy and
CWELCC Enrollment User Guide




OCCMS OVERVIEW

This guide is to support centre based child care service providers in receipt of Child
Care Subsidy, and whether they are participating in the Canada Wide Early Learning
and Child Care (CWELCC) program or not.

Providers must follow the process for reporting enrolment for all children 0-12 years
outlined below and are required to submit the additional information when completing
the Record of Attendance (ROA) for children in receipt of fee subsidy.

Service providers will have access to their ROA on the 1% day of each month. Monthly reporting
must be completed by the end of the day of the 9" business day of each month, and
enrolment should reflect the last business day of the previous month.

It is crucial that we collectively ensure that the data being entered into OCCMS is accurate, as
those numbers directly determine funding allocations for child care providers in Peel.

If you have any questions about the contents of this document or need further assistance with
reporting requirements in OCCMS, please email us at earlyyearssystemdivision@peelregion.ca

NAVIGATING TO THE ATTENDANCE REPORTING PAGE

1. Once logged into OCCMS, from the Home screen select Attendance from the left-hand
menu. Then select Record of Attendance (ROA).

2. Select the Provider Site for which you would like to complete the attendance for, from the
drop-down list.

CWELCC REPORTING REQUIREMENT

The Attendance CWELCC table has been added to Attendance in the Operators profile
on OCCMS. This feature is for centre based child care service providers participating in
CWELCC to complete the ROA.

Attendance reporting is captured at a Site level, and service providers with multiple sites
are expected to complete for each site.

Child care service providers are required to submit an accurate collection of the following
every month:

1) Vacancies

2) Operating Capacity
3) Waitlist

4) # Full Fee Children
5) # Full Fee Spaces

Note: Provider participating in the CWELCC program are not required to enter
data on the ACWELCC Formotab in OCCMS.


mailto:earlyyearssystemdivision@peelregion.ca
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NON-CWELCC REPORTING REQUIREMENT

Attendance reporting is captured at a Site level, and service providers with multiple sites
are expected to complete for each site.

Child care agencies who are not participating in CWELCC are required to submit an accurate
collection of the following for each site, every month:

1) Vacancies
2) Operating Capacity
3) Waitlist

VACANCIES, OPERATING CAPACITY AND WAITLIST
REPORTING

Please note the definitions below to understand what you will need to report.

Vacancies # of spaces that are currently open per program, based on the
current staffing complement. Calculation: Operating Capacity
minus Enrolment equals Vacancy.

Operating Capacity # of children the centre can serve based on their staffing
complement and budget. Total operating capacity cannot
exceed the licensed capacity.

Waitlist # of children waiting for admission per program. Providers are



reminded to regularly update their waitlist per age group to ensure
the data is accurate and reflects the number of children currently
waiting for a space per program. Promptly remove children from
the waitlist who have secured a space or have aged out.

Part Time Enrolment # of children that are enrolled less than 5 full days a week (less
than 6 hours a day)

Full Time Enrolment # of children that are enrolled 5 full days a week (6 or more hours
a day)

Note:

All children must only be counted once for the program based on their age.
Enrolment should reflect the last business day of the previous month.

If one child leaves the program mid month, and is replaced by a child on the waitlist,
enrolment is counted as one.

If you are using Alternate Capacity, please explain how it affects your vacancy and operating
capacity numbers in the Comments section.

Examples are provided in Appendix A.
Steps:

1) On the Attendance page, scroll down to the Vacancies, Operating Capacity and Waitlist
section (see picture below). (Please enter i 0 otheiFTE Staff column)

2) Input numbers for each age group as it pertains to your child care based on the last
business day of the previous month.



Junior Schos| Age

CWELCC FULL FEE CHILDREN & FULL FEE SPACES
REPORTING

For service providers enrolled in the CWELCC program, under the Attendance CWELCC table
(see pic below), you will be required to complete the first two columns:

Full Fee Children # of FULL FEE children enrolled, receiving the CWELCC fee
reduction, per care type. (This does not include your subsidized
children, as OCCMS will calculate this number for you.)

Full Fee Spaces # of spaces occupied by full fee-paying children per care
type. (This does not include any fee subsidy occupied
spaces.)

LEC Care Type Children s Total Full Fee m Total Subsidy Total
Enfant Full Day | af| 1] $0.00 || ol £0.00|| £0.00 |
Enfant Half Day 1 [ 1][ so.00]( o[ so.00][ $0.00]
Infamt Part Day 1| a][ so.00|[ ol so.00][ S0.00|
Toddler Full Day ] 1] so.00][ E] || so.00]| $0.00]
Toddier Half Day I ][ o go.00][ o]l s0.00][ $0.00|
Toddler Part Day [ o[ o] #0.00] o[ $0.00] $0.00]
Preschool Full Day [ o[ o[ s0.00][ 7[ $0.00][ $0.00]
Preschoo! Half Day [ o[ ] $0.00] o]l $0.00] $0.00]
Preschool Part Day [ o[ o] [ $0.00][ o[ 50.00][ $0.00]
Kindergarten Full Day [ ol [ o[ 50.00][ o] 50.00][ 50.00]
Kindergarten Half Day [ Before and After o[ o] [ s0.00][ o][ s0.00]|[ $0.00]
Kindergarten Part Day o[ o[ s0.00][ o[ 50.00][ 50.00]
Kindergarten Before o[ o[ so.0a][ o][ S0.00]| S0.00]
Kindergarten After o[ o[ so.00]( o[ so.00][ £0.00]
Family Group Full Day o[ o[ so.00]( o]l so.00][ s0.00)
Family Group Half Day o] o[ so.0a] o] so.o0][ $0.00]
Family Group Part Day [ - = go.00][ o]l so.00][ $0.00]

[ $0.00]

Save | [ Cancel | [ Children Turming 18, 30 or 72 monthe | [ Comments Preview Attendance | | Complets |



Each child receiving care should only be reported once as part of the CWELCC attendance as
of the last business day of the previous month (see Appendix A for examples).

CWELCC enrolled child care programs will enter their child care program data in both the Full
Fee Children and Full Fee Spaces columns as it pertains to each row and select Complete
once finished.

All other columns are greyed out and system populated since the nhumbers inputted are for
reporting purposes only.

Please note: Reporting School Age Children

If a child turns 6 years old between January 1 and June 30, they are eligible for CWELCC until
June 30™ of that year and must be reported in the kindergarten age group.

If a child turns 6 years old between July 1 and December 31, they are eligible for CWELCC until
the end of the month they turn 6 and must be reported in the kindergarten age group until then.

NON-COMPLIANCE

If a child care service provider does not submit this information in OCCMS by the deadline, it will
result in corrective actions being taken as outlined in the Early Years and Child Care Services
Deadlines Compliance Policy and the Hold Policy. Please refer to the Service Provider
Handbook for both policies.

It is crucial that the data being entered into OCCMS is accurate and within the deadline, as
those numbers directly determine funding allocations for child care providers in Peel.

REVIEW PAST ATTENDANCE REPORTING

From the OCCMS main page, select Attendance, then Record of Attendance from the Menu.

Enter the name of your Head Office. You can also use other filters, such as Month, date the
data entry was Completed, or the date the data was Verified to help you find the attendance
report you need. Please note the year will default to the current year, so you will need to
manually change the year for the previous year's data.

If you are a child care service provider with multiple sites, after you enter the Head Office name,
select the Provider Site for which you would like to review the Site Attendance from the drop-
down list.



0CCMS - Operators

A Attendance List
Record of Attendance
Year | 2024 T | | |
Mon ! Attendance Attendance CWELCC  Camp Altendance
r ¥ 10 T @ i i
Eurtydl epte 10-05 12:44:00 PM 7
ik o 09-05 2:00:00 AM =
Help . .
May 2
Aptl @
Ma &
Faby o = -
jn

To view the attendance reporting for a specific month, click on the blue highlighted name of the
month.

0CCMS - Operators

(ST Attendance List
L
lear Filte
" Com Attendance tendance CWELCC  Camp Attenda
T Wyyy-MM-dd By By (Al (Al

20241002 1110100 AM 2 a O
2024-09-04 1 2 a =]

Help ol

The Site Attendance for the site and month selected will look like this



OCCMS - Operators

Edit Site Attendance - September 2024
Rex endance
letea
gement
EarlyoN
Children (* - Attendat
Admin
- Y Clear Filter @ Export
Parent
il 1D Name Age CareCode  Approval Rate Contrib A
T kG T T T T
2y i 2001 $61.00 $0.00 20 o o L] L]
2y m 2001 $61.00 s1zn 19 o 1 L] L]
3010 $56.00 s000 10 0 0
3010 $50.00 000 20 0 0
Vacancies, Operating Capacity, Waitlist and FTE Staff
Age Group Vacancies Operating Capacity Waitlist FTE Sta#f
Toddler *
Preschool *
Kindergarten *
‘Comments.
Attendance CWELCC
Full Fea Full Fee Children Full Fee Spaces Subsidized Base Rate
|
CWELCC Care Type Children Appeoved Full Fee Spaces Appre Total Full Fee Children Total Subsidy Total Full Fee

Toddler Half Day

Toddi

Preschool Full Day

© Cancel  Children Tuming 18. 30 or T2 months ~ Comments  Preview Attendance

Total Payable: $4,105,69

50.00

$0.00

Please note once the data in the Vacancies, Operating Capacity, Waitlist table and Attendance
CWELCC table has been submitted, they cannot be edited. Should you need to make changes

please contact zzg-sppmrequests@peelregion.ca
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UNDERSTANDING THE SYSTEM CONCEPTS
1.1 MODULES

GovGrants use Modules to organize its features and available actions. These Modules map to
the grantmaking lifecycle and are a key navigation feature in GovGrants. The Modules are
seen as tabs at the top of the user interface (Ul). The Modules include Home, Funding
Opportunity, Applications, Grants, and Monitoring.

Region of Peel

working with you

rr.

L Pending Task Summary By Due Date

Late

D
Due
D

Grants

My Workspace

@ Recent hems
@ Technical Support

GovGrants rivacy & Terms of Use | Accessibility | Accountability & Transparency

Figurel: GovGrantsHomepage

Home View the service provider profiles and contacts

Funding Opportunities The opportunity is then evaluated and marked as
interested before being converted to an application.

Applications The Applications module enables GovGrants users to
create and submit applications.

Grants View and manage grants and awards.

Monitoring Complete and submit post-award reporting activities.

Tablel: GovGrantdviodules
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1.2 COMMONLY USED ICONS

Fields marked with a red asterisk are required.

View detailed information about the associated record

Edit associated record

Delete associated record

Download file

Upload file

Expand

o

Preview

Available filter options

Filter options

Access task

Search

Table2: CommonlyUsedicons

COMMON FEATURES

GovGrants has many features throughout the system, regardless of record type, phase, or
workflow. These generic features provide a common interface and behavior.

2.1 ATTACHMENTS

To protect the privacy of individuals, please do not include in the attachments
and/or the notes sections any personal information as defined under section 2(1) of the
Municipal Freedom of Information and Protection of Privacy Act, 1990 (MEIPPA). Inclusion of
personal information would be considered a breach of privacy. Should you become aware of
any personal information contained in the attachments or notes sections, please immediately
notify: zzgeyccsgovgrantsadmin@peelregion.ca

Attachments are files associated with a record. Many different types of records can include
attachments. Regardless of the type of record, all attachments work in the same manner.

The screenshot below shows the three required elements for any attachment with a view of the
dropdown menu associated with type or classification.

19
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mailto:zzgeyccsgovgrantsadmin@peelregion.ca

Add Attachments x

Upload file from Computer Upload file from Workspace

“Type
Program Artifacts v

*File
Choose File | No file chosen

*Description

Figure2: Uploadingan Attachment

Add Attachments x

Upload file from Computer Upload file from Workspace

This tab lists all documents uploaded as attachments previously in EGMA within various
records such as programs, announcements, efc. Please select

..view more
Name Description |
45747 _Fail 1.PNG 33 5
47434 _Pass 1.PNG oz 5
45747 _Fail 1.PNG aa 5
4_ApplicationsSubmittedforsameAnnouncement.png Pratiksha L
45747 _Fail 1.PNG aa 5
Program_Field_“Values. xlsx Automation L
test
description

Figure3: Uploadingan Attachmentfrom Workspace

a Attachments
Name Type Description Date Attached Attached By Actions
Capture PNG Supporting Document asdf 6/10/2018 2:23 PM Product India F 9 A

Figure4: UploadedAttachments
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LOGGING INTO GovGrants
Always open GovGrants in the Google Chrome browser for optimal performance. c
@

Navigating to GovGrants, follow path:

https://regionofpeel.my.site.com/apex/ROPLogin

Bookmark the page to simplify future access to GovGrants

3.1 LOGGING INTO GOVGRANTS USING GOVGRANTS USERNAME AND
PASSWORD

<< Peel Region Main Site

r‘ Region of Peel
F working with you

Sign In

* Username:

* Password:

Forgot your password? Reset It

Don't have an account? Register Now

ccept the Region of Peel's Terms and Service

GovGrants Privacy & Terms of Use | Accessibility | Accountability & Transparency

Figure5: GovGrantd_oginScreen

Navigate to GovGrants

Enter the Username

Enter the Password

Ensure to click the b o X acéeptthe Regionof Peel 6s Ter ms tand ogaemvi c
successfully

5. Click Sign In

PLONPE

Verify your access level to complete actions in GovGrants. Only the Primary User can:

1 Acknowledge an application
1 Submit Application to the Region of Peel
21


http://www.peelregion.ca/
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1 Secondary users can complete all other actions with the above exceptions.

HeadOffice Site
GovGrantfRole : Secondary . Secondary
PrimaryUser PrimaryUser
" User W User
ReceiveEmailNotificationsfrom
R
o N/A N/A N/A
ServiceProviderProfile
RegisteHeadOfficeor Site R R N/A N/A
ViewServiceProviderProfile R R N/A N/A
EditServiceProviderProfile R R N/A N/A
ReceivdJserTask N/A N/A R N/A
DeactivateServiceProviderProfile N/A N/A N/A N/A
Submitto HeadOfficePrimaryUser N/A R R R
Submitto Regiorof Peel R R N/A N/A
SiteProfile Tab
View R R R R
EditPhoneNumber/Email/Fax *R N/A R R
*Possibleonlyif assignedasPrimaryfor both HeadOfficeand Site
Opportunities& Applications
ViewFundingOpportunities R R N/A N/A
ViewApplication R R N/A N/A
Mark FundingOpportunityasa L y (i S NJR R N/A N/A
CreateApplicationfrom Interested

Funding Opportunity : N/A N/A N/A
EditApplication R R N/A N/A
AcknowledgeApplication R N/A N/A N/A
SubmitApplication R N/A N/A N/A
Awards
ViewAward R R N/A N/A
ViewContract R R N/A N/A
PrintContract R R N/A N/A
ReconciliationReports
ViewReconciliatiorReport R R N/A N/A
EditReconciliatiorReport R R N/A N/A
AcknowledgeReconciliatiorRequest R R N/A N/A
SubmitReconciliatiorReport R R N/A N/A

Progreskeports

22




ViewProgresReport R R N/A N/A
EditProgresfkeport R R N/A N/A
AcknowledgeProgresRkeport R R N/A N/A
SubmitProgresfkeport R R N/A N/A
CareCodes

ViewCareCodes R R N/A N/A
AssociateCareCodes N/A N/A N/A N/A
EditCareCodedates N/A N/A N/A N/A
EditMunicipalRate N/A N/A N/A N/A
EditMarket Rate R R N/A N/A

SYSTEM LAYOUT

The system is broken down into the following sections:

1 Top Navigation Panel

1 Left-hand Navigation Menu
91 Dashboard Widgets

1 My Workspace

4.1 TOP NAVIGATION PANEL

Region of Peel
working with you

(g

Q Search

F=RENS

Pending Task

Pending Site Task Closeout

e Activities -

Pending Task Summary By Phase Pending Task Summary By Due Date

My Tasks - Grants 4 Due in more than 30 Days

” Grants Portal v @ v

Figure6: TopNavigation Panel

The Top Navigation Panel provides users with access to the following modules within GovGrants.

Home

Funding Opportunity
Applications

Grants

Monitoring

Analytics

=A =4 =4 =4 -4 A
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42 LEFT-HAND NAVIGATION MENU

The Left-hand navigation menu is present throughout the system; however, the sections and
links within the menu are dynamic depending on the system module.

Q Search

== Tasks
My Tasks
Pending Tasks
Completed Tasks
Pending Site Tasks
M8 Activities
My Organization —

Service Provider Profile

Contacts —

Head Office Contacts

Site Contacis

Figure7: Lefthand NavigationMenu



4.2.1 MY TASKS

My Tasks section is available across all system modules and provides users access to their
pending and completed tasks.

| 4.2.2 MY ORGANIZATION
My Organization section allows users to view their service provider profile information.

| 423 CONTACTS
Contacts section allows users to view the Head Office and Site contacts.

|42.4 CONTACT US
The contact details with an email address are provided for users to contact.

Customer Support

Contact Region of Peel

Contact Community Investment Program (CIP):.cip@peelregion.ca

Contact Early Years: earlyyearssystemdivision@peelregion.ca

Figure8: ContactUsInformation

HOME

5.1 DASHBOARD WIDGETS

The Home dashboard provides users with several widgets that provide information regarding
their assigned tasks and funding opportunity information.

5.1.1 TASKS SUMMARY BY PHASE

The Pending Tasks Summary by Phase widget provides you with the tasks assigned to them

broken down by the system's modules listed in the Top Navigation Panel.

25



Pending Task Summary By Phase Pending Task Summary By Due Date
Home 8 Late 196
Funding Opportunities 0 Due within 7 Days 4
Applications 1 Due within 30 Days 37
Grants 4 Due in more than 30 Days 0
Monitoring 223
Closeout 1

Figure9: GovGrantHomepageWwidgets

|5.1.2 TASK SUMMARY BY DUE DATE

The Pending Task Summary by Due Date widget provides you with your assigned tasks
grouped by the task's due date.

Pending Task Summary By Phase Pending Task Summary By Due Date
Home 8 Late 196
Funding Oppeortunities 0 Due within 7 Days 4
Applications 1 Due within 30 Days 37
Grants. 4 Due in more than 30 Days 0
Monitoring 223
Closeout 1

Figurel0: GovGrantdHomepagewidgets

5.2 MY WORKSPACE

My Workspace section includes four different sections: Calendar, Messages, Notes, and
Files.

‘|i) AsaGranorv (S v

My Workspace
[ e - e | G |
& | October 2020  » EE e 0w

Sun Mon Tue Wed Thu Fri sat
1 2 3

Figurell: My Workspace




5.2.1 FILES

Files provide users with a centralized location for all the attachments the user has uploaded into
different tasks throughout GovGrants. Files will also house system snapshots taken by the user
and a snapshot of review decisions.

® Snapshot - The system automatically captures a record's Snapshot once you submit a
record for further review. To access a snapshot automatically captured by the system,
navigate to the Snapshot History section within the History tab for a specific record, or
you can access Snapshot under the Files section of My Workspace.

My Workspace

Ownes Last Modified Date Actions

Figurel2:Files

5.2.2 CALENDAR

Users can view the completed tasks in progress and yet not started working on the calendar. To
view the tasks, users can have the option to view by month or week, or day.

Different color notations are used to categorize the task status as red for not started tasks, yellow
for in-progress tasks, and green for completed tasks.

To view/perform the task, click on the task in the calendar.

My Workspace
I R Y TS TN
€ October 2020 ¥ = e | oay
Sun Mon Tue Wed Thu Fri Sat
1 2
Approve Program - GoFund |

Figurel3:Calendar
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5.23 NOTES

Notes provide users with the ability to create notes or a to-do list to help users track and manage
their day-to-day activities.

My Workspace

+]:=]=

Test 10/12/2020 7:54 pﬁ I

Figurel4:Notes

|5.2.4 MESSAGES
Messages provide users with the ability to view messages sent and received within the Collab tab.

a My Messages =

Search m

To Address From Address Email Subject Created Date ¥ Description Actions

simran sehgal@reisystems.in  pranjali naik@reisystems.com test1 18/08/2020 12:56 AM @

simran sehgal@reisystems.in  pranjali naik@reisystems.com  test 18/08/2020 12:50 AM @
i S Retesting Collab Fun | QA 2 | (B BT AT LAY Hi, Retesting Collab Fun | &

Figurel5:Messages

6 FUNDING OPPORTUNITY

6.1 MARK THE FUNDING OPPORTUNITY AS INTERESTED

Region of Peel
working with you

v Grants poral v (i) v

Funding Opportunities

a Active Funding Opportunities

Q Search

GovGrants ID Funding Opportunity Name Program Area Application Due Date 4 Actions.

Chilg Care

[F] d—

e Activities

a 30/11/2020 @
Funding Opportunibies
Adt AN-ast. 3011112020 ®
AN-25-011 301172020 ®
AN-qwert-001 31122020 ®
@ Recent ltems
AN-SCF-001 2210112021 @

Figurel6:FundingOpportunity Module



1. Click on the Funding Opportunity tab from the top navigation panel.

2. Locate the funding opportunity and click the View () to open the funding
opportunity.

3. Review the funding opportunity information.

4. Access the Attachments tab for any funding guidelines attached to the funding
opportunity.

5. Click the Interested button.

* Grants Portal v (&) v

Funding Opportunities

Funding Opportunity d === =
WEG Centre-based -

GovGrants ID Status Application Due Date
AN-WEGS-001 Published 31/10/2020

Q Attachments

= Opportunity Information

Funding Opportunity Name Program Program Area Fiscal Year
WEG Centre-based PG--3218 Child Care 2020
 Details

Description

Link For Additional Information

 Eligibility Details

Eligibility Information

a Key Dates
Publication Date Application Due Date
17/10/2020 31/10/2020

4 Q&A Information

Qoo 2iby
GovGrants Privacy & Terms of Use | Accessibility | Accountability & Transparency

Figurel7:FundingOpportunity
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CREATING AND COMPLETING AN APPLICATION

r Region of Peel
IF working with you

Q Search

= Tasks

Tasks

Pending Tasks
Completed Tasks
M Activities =
Funding Opportunities =

Active

I Interested I

Closed

Figurel8: AccesinterestedFundingOpportunity

1) Once you click the Interested button, the page will refresh, and the funding opportunity is

accessible from the Interested within the left-hand navigation menu. Users will be navigated to
a page where they can access the interested funding opportunity by clicking on the View icon

under the Actions column.
2) From the funding opportunity marked as Interested, click the Create Application button.

Region of Peel
working with you

% Grants Portal v & v

7

Funding Opportunities

Q Search .
Funding Opportunity ﬁ Create Application
ﬂ WEG Centre-based
GovGrants ID Status Application Due Date
Al ¥ AN-WEG9-001 Interested 31/10/2020
= Tasks
Tasks
Pending Tasks
S Atactmens

m Activities
Funding Opportunities

4 Opportunity Information

Funding Opportunity Name Program Program Area Fiscal Year

Interested WEG Centre-based PG--3218 Child Care 2020

Closed

Figurel9: CreatéApplication

3. The page will refresh, and the Application will open in the created state.



Application Title

WEG Centre-based m —

GovGrants ID Status Application Due Date Funding Opportunity ID
AP--23465 Created 31/10/2020 AN-WEG9-001

Figure20: CreatedApplication

If the application is sent back for revisions, you will receive notification and a pending task to
update the application information.

PROGRESS AND RECONCILIATION

The process of completing the Progress Report and the Reconciliation Report can be found in the
Monitoring section of GovGrants.

Once funds have been awarded, and the due date arrives, Progress Reports and Reconciliation
Reports are automatically created within the system. The service provider will automatically get an

email and a pending task in GovGrants prompting them to complete the report. Service providers
will have 30 days to complete these reports.

There are a couple of ways to access the generated Report. The external user can access the
Progress or Reconciliation Report by going straight to the Award and selecting the Performance
tab to view the Reports, or by going to the Monitoring Tab from the home page. This manual will
show you how to access the reports using the Monitoring Tab.
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Email Notification

The Provider will receive an email notification that the Progress Report needs to be completed.

Hello,

This email is to inform you that the progress report #PR--GT-GOOD-00002-
01 has been created for the award #AD-GO0OD-03. You are requested to
complete and submit the progress report to the Region of Peel.

Frogress Report Details:

Progress Report ID: PR--GT-GOOD-00002-01
Status: Created

Grant: GT-GOOD-00002

Award: AD-GOOD-03

Program Area: Human Services Department

Log in to GovGrants to complete the task.

Flease do not reply to this email. You may contact the Region of Peel, if you have
any questions or need assistance.

Thank you,
Region of Peel

Finding the Progress Report

Progress Reports will automatically generate based upon their reporting period and due date.
The provider will have 30 days to complete the report. You will receive a Pending Task in
GovGrants prompting you to complete the Progress Report.

Log into GovGrants. Click on the Monitoring Tab at the top of the page.
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Region of Peel
ﬁ working with you

Pending Task Summary By Phase Pending Task Summary By Due Date
Home 1 Late

Funding Opportunities

B Tasks -
My Tasks -
pletod Tash
e Activities. -
S |
vica Providr P H
25 Office: Contact H

. ‘ My Workspace
.

My
I N T S AN

@ Technical Support

GovGrants Privacy & Terms of Use | Accessibility | Accountability & Transparency

Figure 21. Monitoring tab

You will then notice a list of All Progress Reports. Click on Pending Tasks in the sidebar to
find the Progress Report you must complete.

rlF P:ﬂ'.ﬁf;' :\fl:;::: # Grants Portal v (80

Monitoring

« All Progress Reports ¥

GovGrants ID Award 1D Reporting Period $tart Date Reporting Period End Date Duo Date 4 Grant Fiscal Year Status Actions
PR-0T.000D0002 o1v2020 - ovenn0 2020 ot @8
PR-GTG000 0tz Goodtines T - sonaz0 202 oo @ &

Tolal Records: 3

a All Reconciliation Reports ¥

GovGrants ID Payment Period Total Forecast Percentage of Amount Remaining Percentage of Time Remaining  SubmissionDate Due Date Status. Actions
RR-34 1172020 - 311172020 50.00 00% 91.78% 01032020 Creatsd
RR-95 11212020 - 29272020 5000 100% 8384% 300372020 Croatad @

RR-96 11372020 - 31732020 50.00 100% 75.34% 301042020 Created w

Figure 22. All Progress Reports

A list of Pending Tasks (Assigned to You) will then appear. Search for the appropriate
Progress Report by finding the correct GovGrants ID number (which was indicated in your
notification email) and by the correct reporting period by date. Click the green triangle under
the actions column to open and start the progress reporting process.

34



Region of Peel

working with you

Monitoring

« Pending Tasks (Assigned To Me) =
GovGrants ID ‘y Created By Due Date 4 Status Actions
e P " - 5
PR-GT-600D-00002-01“®& " Camplete Progress Repart Sonimrbi edions RE! Adnmin 1510512020 Not Started
Y e P v Complate Progress Reportfor Award #AD-GOOD-03 Goodtimes for Reporting — o e
el PR-GT-GOOD-00002-02  Complete Progress Repart s vt RE! Admi 150512020 Not Started >
Recently Viewed  — = %
O Recerty View PR-GT-GO0D-00002.03  Complate Progress Report REI Admin 161052020 9 Srmd >
et concillatio & for Award #AD-GOOD for rting Period & =
RR-94 Complete Reconciiation Report e on Reportioe A SAD-GO00-03 for Repordg Fari REI Admin 16052020 Not Started >
lete Reconcilation Report for Award #AD-GOOD-03 for Reporting Period
RR-95 Complel jiation Report Comopiae esaucheten Roor s MDD b oprivg REI Admin 16052020 Not Started »
RR-96 Complate Reconciliaion Report Complete R liation Report for Award D0-03 for Reporting Period RE Admin 16105/2020 Not Started IS

17372020 - 317372020

Tota! Records 6

 Pending Tasks (Assigned By Me)

GovGrants 1D Type Subject Created By Due Date 4 Status

No records found

GovGrants Privacy & Terms of Use | Accessibility | Accountabiity & Transparency

Figure 23. Pending Tasks

The Progress Report Page will now open. Notice that the Progress Report page has 5 tabs:
Overview, Performance, Attachments, Acknowledgement and Collab Tab.

Manioring

GowGrants 10 Stz F

PR--GT-GOOD-00002-01 Created

ng Pencd

12020 - 31/1/2020

—
@ Recently Viewed Fields marked as * are requiret

QAttachments & Acknowledgement %R Collab

srvice Provider

HeadOfficeT

Is Final Progress Regort

15/04/2020 4:41 PM REI Admin 15/0412020 4:41 PM

Privacy & Tems of Use | Accessibilly | Accountability & Transparency

Figure 24. Progress Report
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Overview Tab

If this is the last or final progress report to be submitted for the year, click the Final Progress
Report radio button. If it is not, leave this section unchecked.

Region of Peel
Py

Monitoring
Goodtimes

ovGrants 1D

Reporting Perioc
PR-GT-GOOD-00002-01 Createa 11112020 - 31/1/2020

L
Flelds marked as * are required
= 3 & D
= Report Overview
Program Are Servca Providar 0
Hum vices Departmen
Dus Date
0170372020
4 System Information
Crested Date Last Modied B Last Modted Date
150412020 4:41 PM REI Admin 16/0412020 4:41 P

Figure 25. Final Progress Report

Performance Tab

This is where you will complete the details of your Progress Report. Click on the
Performance Tab. Click the pencil edit icon.

[ Plegion of Peel
IF working with you

Monitoring

‘Cancal
w _ [ E=E

PR-GT-GOOD-00002-01 Createa 11172020 - 3/1/2020

P
L
ated

Flelds marked as * re required
W Overview [ IEASITIISTTINE % Attachments & Acknowledgement W Collab

4 Performance Indicators —
a ]
o c

o by Created Date AS

GovGrants ID Unit of Measurement it Previous Year Actual Target Previous Reported Actual Year-to-Date-Actuals Notes.
P05 16 Number (#) 10.00 1000 000 000 @
1-0518 Number (£) 10.00 0.00 000 a.00
PLOS20 Numbar (£) 10,00 1000 000 0.00 s
KPI 1 Number(#) 10.00 0.00 000 a.00 ra

Total Records 4

Figure 26. Performance Tab
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Enter your Year-to-Date-Actuals. Enter any appropriate notes. Click the Section Save.

WY o pa . (&)

Monitoring

Fields marked as * are require

Woverview WELE @attachments & Acknowledgement b Collab

« Performance Indicators

* Records are sorted by Created Date ASC

GovGrants 0 Performance Indicator Unit of Measurement Previous Year Actual Target Pravious Reported Actual Year-to-Date-Actuals  Notes Actions.

KPI-0518 Number of Children Served Number (8] 10.00 10.00 0.0 b}
KPI-0518 Number of Visits Made by Children  Number (%) 1000 10.00 0.00 5 :1‘)
KPI-0520 Number of Parents/Caregivers Served  Number (4 1000 10.00 0.00 5 b
KPI-052 Humber of Visits Made by Numbert#) 10.00 10.00 0.00 ] 0

Parents/Caregivers

Tatal Records 4

a Performance Narrative

GovGrants Privacy & Terms of Use | Accessibiity | Accountability & Transparency

Figure 27. Year tDate Actuals

Notice the green Saved Successfully message that appears.

@ Saved Successfullyl x

~ Performance Indicators =

seuch a

*Records are sorted by Created Date ASC

GovGrants ID Performance Indicator Unit of Measurement Previous Year Actual Target Previous Reported Actual YeartoDate-Actuals  Notes Actions
KPI0518 Number of Children Served Number (#) 10.00 10.00 0.00 500 Vs
KPL0519 Number of Visits Made by Children Number (%) 10.00 10.00 0.00 500 Vs
KP10520 Number of Parents/Caregivers Served Number () 10.00 10.00 0.00 500 &
KPI-0521 Number of Visits Made by Number(#) 10.00 10.00 000 500 &

Parents/Caregivers

Total Records:4

~ Performance Narrative

Figure 28. Saved Successfully Message
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Enter a narrative in support of the progress report if applicable. Click Save.

= Performance Indleators

Search ﬂ

" hoscards a0s sorfed by Ureated Uate ASU

GevGrants 1D Performance Indlcator Unh of Mcasurement Previous Yoar Actual Target Previous Repertod Actual Year-to-Date-Acmuals HNowes Actlons
KIH0S15 Mumber f Ch idren Served Nurrer (£) nan wne oo sa0 &
KELOLTS Number of Vsits Maze by Chidzn Hurrzer (2) W . uun ] rd
KFI0520 Hurnbsr ol Persnbs!Caisgivars Swved b (£ 1000 10.00 000 5.00 rd
KFI0521 bty 1000 10.00 000 5.00 rd

Tots| Reearis £

Paivacy & Tams of Use | Acosssilility | Avcountabily & Transparancy

Figure 29. Performance Narrative

Attachments Tab

Supporting Documents Checkilist

Region of Peel
working with you

Monitoring

= Tasks _ rogress Report
Goodtimes G J 5o

ants ID Stat Reperting Period

PR-GT-GOOD-00002-02 Created 1272020 - 29/2:2020
oated
Fleds marked as * are required
W Overview Perfiormance K WIPWNTNNE & Acknovdedgement ‘i Collab

& Supporting Documents Checklist |
Records

'words are soried by Last edified Date ASC

Description Required Status Template Download Link Document Upload Link

No Recards Found

 Atachments a

Attachment Name Classification Description Last Modified Date Created By

Na records faund

Figure 30. Supporting Documents Checklist

Click on Attachments Tab. Should there be any mandatory documents that are required to be
completed, these documents will be listed in the Supporting Documents Checklist section.
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Uploading Supporting Documents

Click on the blue cloud icon next to the file you are to upload; click on choose file; choose
your document from your computer; click open.

Upload Document

Upload file from Computer Upload file from Workspace
1
“File Choose File IJo file chosen _
Awe
L

Created SuBmited 10 Grantor

Figure 31.Choose File ttJpload Document

The file has now been uploaded. Click Save.

Upload Document

Upload file from Computer Upload file from Workspace
“File Choose File | Training -A...cument.docx ?
a b
eaTew “SUDmITed 10 Granor

File 32. File Uploaded

You will see the green Saved Successfully confirmation message. Click the x to exit the modal
window.

Upload Document

Upload file from Computer Upload file from Workspace

« Attachment saved successfully. '8

“File Choose File | No file chosen

dge

—
File 33. Attachment Save Successfully
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Adding an Attachment

Should you need to attach a document to your report, complete the following steps. Click on the
Attachments tab. Click the Add button in the Attachments section.

r Region of Peel
I working with you
Moniloring
ks . Progress Report
- Goodtimes
PR-GT-GOOD-00002-02 Created
o—
Hoverview o Performancell IESYETSIE B G Acknowledgement @ Collab
|
« Supporting Documents Checklist
Description Required Status.

 Attachments.

Attachment Name Classification

sporting Period
1/2/2020 - 2022020
Fields marked as * are required

conds are sarted by Last Modified Date.

Template Download Link Document Upload Link

Mo Racords Found

Description Last Modified Date Croated By

N racords found

Figure 34. Attachments Section

The Add attachment modal window will appear. Click Choose File. Find the file from your

computer, choose the file, and click Open.

| Add Attachment

Upload file from Computer
“Type ProgressReports
*File Choose File No file chosen
*Description
b

Save
3

Figure 35. Choose File to Add Attachment
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This will then take you back to the modal window. Write your description of the document in the
Description box. Click Save.

Add Attachment x
Upload file from Computer
“Type ProgressReports v
*File Choose File | Training -A...cument.docx
*Description Your file description goes here|

e I—I

Figure 36. Description Box

Notice the green Attachment added Successfully confirmation will appear. Click on the X to
close the page.

Add Attachment O
Upload file from Computer

« Attachment added Successfully. x
| “Type ProgressReports v
*File Choose File |Na fils chosen

*Description

Save

Figure 37. Attachment Added Successfully
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Your attachment has now been added and the orange download icon now appears.

Region of Peel A
working with you Grants Poral ~ ({8
Manitoring
Goodtimes
— Reporting Pariod
PR-GT-GO0D-00002-01 Created 1112020 - 311/2020
Rep [ -
) el . Fields marked as * are requirec
W overview o Performance [ECYNPEINRCEN (& Acknowledgement e Collab
- Attachments e
Attachment Nome Clessification Description Last Modified Date Created By Act
PrograssReports Your il description 2110412020 2.45 PM GovGrants Site Guest
& Supporting Documents Checklist =
* Rscords are sarted by Last Modified Date ASC
Description Required Stats

Template Download Link Document Upload Link

Mo Records Fo

GovGrants

Figure 38 Orange Download Icon

Privacy & Terms of Use | Accessibilty | Accountability & Transparency

Collab Tab

Use the Collab Tab to send an email to Region of Peel directly from GovGrants. A copy of the
email will be saved in GovGrants, keeping a record of all communication in one place. A copy of
the email can also be delivered to your personal email. Click on the Collab tab (in Edit mode).

Remember: To make changes, you must be in Edit mode. If you see the E=flicon or a
pencil icon ¢ you are NOT in Edit mode

To create an email, click on Send Email.
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[P Region ot Peel

working with you

Monitoring

My = Goodtimes
) GovGiants ID Status Reporing Period D
PR--GT-GOOD-00002-02 Created 1/2/2020 - 291272020

i

Fields marksd as * ara required

Cr— S @

o

From To Subject

Figure 39. Send Email

A modal window will appear. Complete all fields and then click Send.

! Send Email = F

To

someone@peelregion.ca

cc

someone@ourorganization.ca

Send Copy To Me

" _—
Cre
Subject &)
Progress Report Question
1an

Body Content

The question that | want to ask is.. |

Figure 40. Fields to Complete to Send Email

Acknowledgement Tab

Click on the Acknowledgement tab. Read the Acknowledgement. Clickthe i A g r eaelio
button. Click Save.
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Monitosing

Goodtimes
PR-GT-GOOD-00002-01 Createa 1112020 - 311172020 AD-GOOD-03
sated
Fields marked as * are required
W Overview o Performance @ Attachment & Acknawledgement Collab

@ 1agree

Figure 41. Read Acknowledgement

Review each tab of the Progress Report to ensure everything is correct. Click the Submit for
Approval button. Once this button is clicked, you will no longer be able to make any further
changes to the Progress Report.

Region of Peel Srants P
Feglon of Reel Gants ol v ()
Monftoring
Goodtimes Edt  Submit for Approval
PR-GT-GOOD-00002-01 Created 11112020 - 311172020
Py
L/
©® Recently Viewed
Woverview  lo2Performance  QAttachments [CZERENESENET  ® Collab
Acknowledgement

7 1Agree

GovGrants Privacy & Terms of Use | Accessibility | Accountability & Transparency

Figure 42. Submit for Approval

The Progress Report has now been submitted to The Region of Peel for approval.
Notice the change in the status bar.
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Region of Peel = P
I working with you v Grants Portal v () v

Manitoring

Progress Repart
My Tasks - Goodtimes

vGrants 1D Stas Reportng Penod Award 10
PR-GT-GOOD-00002-01 Submitted for Approval 1172020 - 31172020

Woverview o Performance % Attachments & Acknowledgement @ Collab

Acknowledgement

ceny that the performance recarded in this progress repartis

pe < iagree eadOffice7 Training 2210472020

Figure 43. Change in Status Bar

Progress Report Approved

Once the Region of Peel has approved the Progress Report, the provider will receive an email
stating that it has been approved.

Hello,

This email is to notify you that Progress Report PR--GT-GOOD-00002-01 has
been approved.

Please do not reply to this email. You may contact the Region of Peel, if you have
any guestions or need assistance.

Thank you,
Region of Peel

Once the Progress Report is approved, it will appear in the Approved Progress
Reports section of GovGrants. To navigate to this section, click on the Monitoring
Tab and choose Approved Progress Reports from the dropdown list.
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Wonitoring 5

~ Approved Progress Reports ¥

Created Progress Reports
Submitted Progress Reports

GovGrants ID Award 1D ¥ Approved Progress Reports  gporting Period Start Date Reporting Period End Date Due Date 4 Grant Fiscal Year Status. Actions.

=T All Progress Reports
PR-GT.GO0DI0NZ: 55 5000 555 10172020 31012020 01032020 2020

Total Records 1

- All Reconciliation Reports ¥

GovGrants ID Payment Period Total Forecast Percentage of Amount Remaining Pe ge of Time Remaini

Due Date Status Actions.
RR-94 11112020 - 311112020 $222,000.00 8286% 9178%  17/412020 010372020 Submitted to Grantor @
RR-106 11172020 - 311172020 $0.00 100% 9178% 010372020 Created ®
RR-95 11212020 - 250212020 50,00 100% 8384% 30032020 Created @
RR-107 1/2/2020 $0.00 100% 8384% 30103/2020 Created ®
RR-108 1132020 - 317312020 5000 100% 7534% 30104:2020 Created ®
RR-% 1132020 - 317312020 5000 100% 7534% 3010472020 Croated ®

Total Roct

Figure 44. Approved Progress Reports
Reconciliation Reporting

Email Notification

The Provider will receive an email notification that the Reconciliation Report needs to be
completed.

Hello HeadOffice7,

This email is to inform you that the reconciliation report RR--94 for
award Goodtimes has been created. You are requested to complete and
submit the reconciliation report to the Region of Peel.

Log in to GovGrants to complete the task.

Please do not reply to this email. You may contact the Region of Peel, if
you have any questions or need assistance.

Thank you,
Region of Peel
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Finding the Reconciliation Report

Reconciliation Reports will automatically generate based upon their reporting period and
due date. The provider will have 30 days to complete and submit the report. You will
receive a Pending Task in GovGrants prompting you to complete the Reconciliation
Report.

Log into GovGrants. Click on the Monitoring Tab at the top of the page.

[[F Region of Peel

working with you

Q, Search -
= Home . Late

Funding Opportunities

= Taske Appiiations
My Tasks Grants

e Activities.
My Organization
My Workspace
= —“

Figure 45. Monitoring Tab

You will then notice a list of All Reconciliation Reports. Click on Pending Tasks in the sidebar.

Region of Peel
g working with you # Guams Porsl ~ () ~

Monitoring

 All Progress Reports ¥

GovGrants 1D Award 1D Award Title Roporting Pariod Start Date Reporting Period End Date Due Date 4 Grant Fiscal Year Status. Actions

PR-GT-GOQD-00002

8 Goodimes 010172020 300172020 01/03/2020 2020 Croated ® &

PR-GT-GOOD-00002-
@ Re wed - o2
PR-GT-GOOD-00002-

010272020 20002/2020 30/03/2020 2020 Creatod ® &

Goodlimes 010372020 310372020 30/04/2020 2020 Creatod ® &

Tolal Records: 3

a All Reconciliation Reports ¥

GovGrants ID Payment Period Total Forecast Percentage of Amount Remaining Percentage of Time Remaining  SubmissionDate Due Date Status. Actions
RR-3. 50.00 00% 91.78% 01032020 Creatsd
RR-95 5000 100% 6364% 300372020 Croatad @
R-95 5000 100% 75.34% 300412020 Created @
Total Reconds: 3
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Figure 46. All Reconciliation Reports

Search for the appropriate Reconciliation Report by finding the correct Reporting period by date.
Click the green triangle under the actions column to open and start the reconciliation reporting
process.

Region of Peel

working with you

Monitoring

= Tasks

a Pending Tasks (Assigned To Me)

My Tasks -

“«

GovGrants ID Type Subject Created By Due Date 4 Status Actions.

PR-GT-GOOD-00002-01 Compiste Progress Report DOCEY Goodiwza i Reporivg REI Admin 15/05/2020 Not Started »

mplete Progress Report REI Admin 151052020
@/ Recently Viewes PR-( RE Admin 1510512020
RR-9. RE1 Admin 1510512020
RR-95 RE! Admin 1510512020

RR-96 REI Admin 1510512020 Not Started >

= Pending Tasks (Assigned By Me)

GovGrants ID Type Subject Created By Due Date 4 Status

GovGrants Privacy & Terms of Use | Accessibility | Accountabilty & Transparency

Figure 47. Click the Green Triangle Under the Actions Column

This will bring you to the Reconciliation Page. Notice this page has 3 tabs: Overview,
Acknowledgement and Attachments.

Region of Peel .
working with you Grants Portal v (0 v

Monitoring

= Tasks e —"
o . ot o
RR-94 Created 11172020 - 31172020
™ Activities -
Monitoring Activiies -

m & Acknowledgement R Attachments I

@ Recently Viewed

Fiekds marked as * are required

HeadOffice7 Human Services Department

o;jcs 2‘020 5222 000 ot; $222,000.00 3

$0. c&‘: $0.00 su c‘o

100, CA;\*« o 91 7 S“:

« Budget Reconciliation =

Q]

s are sorted by Row Number ASC
Budget Category Awarded Budget Spent Previously Spent this Period Projected Spending for Remaining Periods Total Forecast Projected Year-to.Date Underspent  Actions

$0.00 $0.00 $19300000 o

Solaries and Benefits

g 0 5000 5000 5000 $9.00000
GovGrants Privacy & Terms of Use | Accessibiity | Accountability & Transparency

Figure 48. Reconciliation Page
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Overview Tab

Review the Reconciliation Report Information section. Scroll down to the Budget Reconciliation
section. Click on the pencil icon to edit each budget line.

Region of Peel

working with you

Monfloring

HeadOmce7

01/03/2020

5000

Awarded Budget

Budget Category

- Budget Reconciliation Narrative

GovGrants

Spent Previously

v Grants Portal v (80

Human Services Department

$222,000.00 $222,000.00

$0.00 $0.00
9178%

* Records are sorfed by Row Number ASC
Spent this Period Projected Spending for Remaining Perlods Total Forecast
5000 50

Projected Year-to-Date Underspent ns
p—— $0.00 193,01 O
$0.00 $0.00 $0.00 $9.000.00
$0.00 500 0,04

50.00

Privacy & Terms of Use | Accessibiity | Accountabilty & Transparency

Figure 49. Edit Budget Reconciliation Section

Input the amount Spent this Period and the Projected Spending for Remaining

Periods. Click the Section Save.

= Region of Peel

working with you

x Monitaring
 Reconciliation Report Information
HeadOfmice7
[ Activities . X
Monitoring Activities - 017082020
$0.00
® Recently Viewed Percentage of
100.00%
~ Budget Reconciliation
Awarded Budget Spent Previously
50
50

 Budget Reconcillation Narrative

v&mup\)ﬂdv -

Human Services Department

$222.000.00 $222.000.00

$0.00 $0.00
91.76%

=)

s sorted by Row Number ASC

Spent this Period Projected Spending for Remaining Periods Total Forecast Projected Year-to Date Underspent  Actions

GovGrants

Figure 50. Spending this Period and Projected Spending for Remaining Periods

Privacy & Terms of Use | Accessibity | Accountabiity & Transparency
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Enter Each Line item. Click Save.

= Region of Peel
" working with you

| 2
m a Reconciliation Report Information

[P GantsPotal v (B0 v

Monitoring

Headomce7 Human Services Department
Activities g ; s
MR AN 2e? 01/03/2020 $222,00000 $222,000.00
$0.00 5000 $0.00
© Recently Viewed Parcentage of 0 Pistantas of Thig
100 00% 9178%

[
- Budget Reconciliation Ea }
|

sre sorted by Row Number ASC

Budget Category Awarded Budget Spent Previously Spent this Period Projected Spending for Remaining Periods Total Forecast Projected Yoar-toDate Underspent  Actions
$193,000.00 $0.00 $193,00000 O
900000 D
wd $10 $0.00 $10,00000 D
d o
$10. $10,00000 O

-« Budget Reconciliation Narrative

B oINS N

Privacy & Terms of Use | Accossibility | Accountabilty & T

Figure 51. Complete@pending this Period and Projctd ndig fremaining Periods

Each time you save, you will get a green Save Successfully message.
Scroll down to the Budget Reconciliation Narrative Section.

Region of Peel
working with you

wf}rnﬁpmalv 2 -

Monitoring

p—— Q] hd
* Records are sorted by Row Number ASC

Budget Category Awarded Budget Spent Previously Spent this Pariod Projected Spending for Remaining Periods Total Forecast Projected Year-to-Date Underspent  Actions.

alaries and Benefits 50.00 $40,000.00 $153,000.00 $193,000.00 5000 4
o Expenses 500 57,800 00 3900000 5000 &
slated Supples and 50 5350000 $10.000.00 5000 &
! Development and 50.00 59,650.00 510,000.00 5000 &
Total Records 4
« Budget Reconciliation Narrative
= od Date Last Modifid B Last Modifed Date
REI Adm 15/0412020 4:41 Pt REI Admir 1510412020 4:41 P

GovGrants Privacy & Terms of Use | Accessibility | Accountabilty & Transparency

Figure 52. Saved Successfully

Enter your budget narrative.

Note: After entering the budget narrative, scroll to the bottom of the page and click Save.
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Regi f Peel
rrF wmﬁ-'.ﬁgx.‘n y:u * Grants Portal ({05

Monitaring
~ Budget Reconciliation —

- Q]

* Records are sored by Row Number ASC

Budget Category Awardad Budgst Spant Praviously Spent this Pariod Projectsd Spending for Remaining Periods Total Forscast Projected Yoar-to-Date Undarspent  Actions
Salaries and Benefits 8193 $0.00 $40,000 00 $1 19 s000 4
Staff Travel Expanses. 5000 $1.200.00 t s &

© Recenty Viewed - Program Relaled Supplies and $10.000.00 $0.00 $6,500.00 5350000 £10,000.00 5000 &
Resources
:’;’:I:fl:"“)i"“"“" and $10,000.00 50,00 535000 59,650.00 510,000.00 5000 &

Total Records 4

a Budget Reconciliation Narrative

reated Date

15/04/2020 4.41 P

Last Modified Date

15/04/2020 4:41 PU

Figure 53. Budget Reconciliation Narrative

Review your work. Should it require any edits, scroll to the top or the bottom of the page and
click the Edit button then proceed to edit the section required.

w Gaants Poral v () v

Wontoring
= Tasks - Ttal Totai Spent io-Date Variance
My T o $0.00 $48,050 00 ($48,.050.00)
Pening Ta Parcantage of Amount Remainng Parcentage of Tune Remaining
TB.36% 9178%
~ Budget Reconcillation =

* Records ar v Row Number ASC
Budget Catogory Awaided Budgot Spont Previously Spent this Poriod Projoctod Spending for Remaining Pariods Total Forocast Projocted Year-to-Date Underspont
Salaries and Bonofi $193,000 00 s000 $40,000 00 0000 5000
el Exp $9,000 00 $0.00 $1,200 00 00 00 $0.00
g Relted Sugpias ond $10,00000 $0.00 5650000 5350000 $10.000.00 5000
Prafessional Development and Training 10,000 00 $0.00 $350 00 $9,660.00 $10,000 00 $0.00

Total Recards 4

+ Budget Reconciliation Narrative

This would be the section o Include any budget explanations.
~ System Information

Created Date Last Moced Date

15/04/2020 441 PM 17/04/2020 9:52 AM

GovGrants Privacy & Torms of Use | Accessibility | Accountabilty & Transparency

Figure 54. Edit Section Required

The pencils will then reappear allowing you to click them and edit the line items that require
revision.

51



Note: Remember to first click the section save and then scroll to the top or bottom of the
page and click the page save.

[ Region of Peel

working with you

~ Budget Reconciliation

Budget Category

Salaries and Banafils.

Staff Travel Expanses

@ Recently Viewed -

Program Related Supplies and
Resouces

Profisssional Development and
Training

a Budget Reconciliation Narrative

Awarded Budget

Monitaring

Spent Praviously Spent this Period

193,000 00 5000 30,000

$9.000.00 50.00 $1.200.00

$10,000.00 5000 $6.500.00

$10,000.00 5000 $350.00
rested Date

15/0412020 441 PM

Projected Spending for Remaining Periods

Tatal Records:4

Last Madsed By

HeadOffice7 Training

163,000

57.800.00

53.500.00

59.650.00

Privacy & Terms of Usa | Accessibilty | Accountabiity 3 Transparency

* Records are sorted by Row Number ASC

Total Forecast Projected Yaar-1o.Date Underspent  Actions
5193,000.00 s000 D
59,000.00 s ¢
$10,000.00 0 &
$10,000.00 0 &

Last Modsed Date
1710472020 952 Al

Figure 55. Section Save and Page Save

Scroll to the top of the page. Click Edit.

Region of Peel

working with you

Goodtimes

RR-94

Monitoring

Created

11172020 - 311172020

(@ Recently Viewed -

W & Acknowledgement % Attachments
a Reconciliation Report Information
HeadOffice7 Human Services Department
01/03/2020 $222,000.00
Paid-o-Da Total Spent-to-Date
$0.00 $38,050.00
82.86% 91.78%
« Budget Reconciliation
Budget Category Awarded Budget Spent Previously Spent this Period
$193.000.00
$9.000.00 5000

Projected Spending for Remaining Periods

$222,000.00

(838,050,00)

by Row Number ASC

* Records are 5o

Total Forecast Projected Year-1o-Date Underspent

Figure 56. Click Edit
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Attachments Tab

Supporting Documents Checklist

Click the Attachments Tab. Should there be any documents that are required to be
completed, these documents will be listed in the Supporting Documents Checklist
section.

Region of Peel
| o et

Monitoring

caterpillar

RR-112 Created 17172020 - 31172020

Fiekds marked a5 * ars require

W Qverview & Acknowledgement| | @ Attachments I
 Supporting Documents Checklist

(7]
A

Recards are sorted by Last Modified Dare ASC
Required Applies To Status Download Link Subreciplent Document Link Actions

Optional Reconciiation Rspar Active Nat Applicabls Hot Applicable

Mandatary Reconciliation Repart Active Not Applicable Mot Applicable

« Attachments. [ Add |

Attachment Name Classification Description Last Modified Date Created By

GovGrants Privacy & Terms of Use | Accessibiity | Accountability & Transparency

Figure 57. Supporting Documents Checklist

Uploading Documents
The steps to upload documents under the Supporting Documents Checklist section for a
Reconciliation Report are the same steps as outlined on Pages 19 to 20 under Progress
Reports.

Adding An Attachment
Should you need to attach a document to your report, complete the same steps as outlined
on Pages 40 to 41 under Progress Reports.

Acknowledgement Tab

Click on the Acknowledgement Tab. Read the acknowledgement.
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on of Peel —
ing with you #.‘,.n.,.m..\_ 2.

Manitoring

Goodtimes

ovGrants (0 Statu Repo
RR-94 Created 1/1/2020 - 311/2020

L
Fields marked as * are required

W Overvie s Anachments

Ackn:

certify that the spend in oncikation report is permissibla

defined wrard, Furthermore
n contained harin is, to the best of m
ceurate and complate.

Figure 58. Read Acknowledgement

Click the Acknowledgement radio button. Then click Save.

Region of Peel
working with you

Monitoring
Goodtimes
GevGrants ID Stahs Reparting Period ard ID
RR-94 Created 1172020 - 31172020 AD-GO0D-03

o

L

1
Fields marked as * are requirer

W Overview [ECETINICIEONOEN % Attachments

Acknowledgement

1t is permissible
e award ore, | affim that
ontained hersin s, 1o the best of my knowledge

GovGrants Privacy & Terms of Usa | Az ity | Accountability & Transparency

Figure 59. Acknowledgement Radio Button

Review your submission. Click the Submit for Approval button.
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[[P Region of Peel

working with you

Montoring [
ES Tasks -
My Tasks -

- Activities =
Monitoring Activities -

Goodtimes

RR-94 Created

P

11112020 - 311172020

£ muw

L

@ Acknowledgement  Q Attachments.

 Reconciliation Report Information

@ Recently Viewed

HeadOffice? Human Services Deparment

01/03/2020 $222,00000

$0.00 $38,050 00
contage of A F

82.86% 91.78%

 Budget Reconciliation

Budget Category Awarded Budget Spent this Period

Spent Previously

GovGrants

Figure 60. Submit for Approval

$222,00000

(538,050.00)

Projected Spending for Remaining Periods. Total Forecast
$163.000.00 $193,000.00

$7.800.00 $9,000.00

Privacy & Terms of Use | Accessibility | Accountabiity & Transparency

se sorted by Row Number ASC

Projected Year-to-Date Underspent

$0.00

$0.00

Notice the status now changes to Submitted to Grantor. You can no longer edit your

submission.

Region of Peel

v Grants Poral v ()

working with you

Monttoring
Goodtimes

RR--94 Submitted to Grantor
. Activities

Moaitoring Activities

Regortng Period
11112020 - 311172020

o
&

& Acknowledgement R Attachments

 Reconciliation Report Information

(@ Recently Viewed -

HeadOffice7 Human Services Department

01/03/2020 $222,000.00
otal Paic-10-Das

50.00 $38.050.00

82.86% 9178%

~ Budget Reconciliation

Budget Category Awarded Budget Spent Previously Spent this Period
$193,00000 50,00 $30.000.00
9,000 0 0

GovGrants

17/412020
$222,000.00

(538,050.00)

Projected Spending for Remaining Periods Total Forecast

1

Privacy & Terms of Use | Accessibiity | Accountability & Transparency

93.00000

$9,000.00

Projected Year-to-Date Underspent
5000

$0.00

Figure 61. Status Changed to Submitted to Grantor

Approved Reconciliation Report

Once the Region of Peel has approved the Progress Report, the provider will receive an email

stating that it has been approved.
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Hello HeadOffice7,

This email is to inform you that reconciliation report RR--94 for award
Goodtimes has been approved.

Please do not reply to this email. You may contact the Region of Peel, if
you have any questions or need assistance.

Thank you,
Region of Peel

Note: If youdo not seethe Submitfor Approvalbutton, clickon Save TheSubmitfor Approvalbutton
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APPENDIX A
Operating Capacity, Vacancy and
CWELCC Enrolliment User Guide for Centre
Based Programs
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The following are several examples of different scenarios by age group, and how they would be
reported in OCCMS.

Infant Examples:

1) Aninfantroom has alicensed capacity of 10. Due to low enrollment the room is
only staffed with 2 teachers. There are 5 full time, full fee children enrolled and 0
children receiving fee subsidy. (See picture below)

Number of full fee children: 5
Number of full fee spaces occupied: 5

Total Operating Capacity: 6 (based on staffing complement)
Vacancy: 1

Attendance CWELCC

CWELCC Care Type ;’L:: F::a: Total Full Fee s"zﬁ: Total Subsidy Total
I

Infant Full Day l s s | I |

Infant Half Day | 0| 0| I 1 I

Infant Part Day | of 0) I | |

2) Aninfant room has alicensed capacity of 10. The room is at full capacity with 7 full
time, full fee children and 3 children receiving fee subsidy. (See picture below)

Infant Full Day - Number of full fee children: 7
Infant Full Day - Number of full fee spaces: 7
Total Operating Capacity: 10

Vacancy: 0

NOTE: Providers do not need to enter the number of subsidized children, as the system will
automatically count these children.

CWELCC Care Type Fu_ll Fee FullFes Total Full Fee — Total Subsidy Total
Children  Spaces

Infant Full Day [ 7| _?I 1 ] ] I —!

Infant Half Day [ I5I|| |3l| | 0 ”

Infant Part Day [ ol| o | 0 I

3) Aninfant room has alicensed capacity of 10. There are 10 full time, full fee
children with 2 of the children only attending 2 days a week on Monday and
Friday. (See picture below)
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NOTE: for Centre-based programs with part-time rates, report using the part day care type.

Infant Full Day - Number of full fee children: 8

Infant Full Day - Number of full fee spaces: 8

Infant Part Day - Number of full fee children: 2

Infant Part Day - Number of full fee spaces: 2 (the 2 part-time children attend on the same days;
they occupy 2 spaces)

Total Operating Capacity: 10

Vacancy: 2 (Tuesdays, Wednesdays, Thursdays) Add to comments

Full Fee  Full Fee Subsidized .
CWELCC Care Type Child Spa Total Full Fee Child Total Subsidy Total
ren CES aren
Infant Full Day | 8l 8 I 0 [ |
Infant Half Day | [I|[ 0 || I:-|| ||
Infant Part Day | 2 2 I o] Il ]

Toddler Examples:

1) A toddler room has alicensed capacity of 15. There are 11 full time, full fee
children, 0 children receiving fee subsidy and 4 vacant spaces in a toddler
classroom. (See picture below)

Toddler Full Day - Number of full fee children: 11

Toddler Full Day - Number of occupied full fee spaces: 11
Total Operating Capacity: 15

Vacancy: 4

Fulll F Full F Sabaidired
CWELLT Care Type . == : Totsttuliree Total Subsidy Total

Bafint Foll Doy
Erdpne el Doy
Infunt Pact Day
Todddlies Full Diay
TetSer Ml Cury
Todilied Pt Dy

e =
=)

— e
=] l=] =] =
s
= e

¥ =TT

e e b

2) Atoddler room has alicensed capacity of 15. There are 7 full time, full fee children
and 6 children receiving fee subsidy in a toddler classroom. (See picture below)

Toddler Full Day - Number of full fee children: 7
Toddler Full Day - Number of full fee spaces: 7
Total Operating Capacity: 15

Vacancy: 2
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NOTE: Providers do not need to enter the number of subsidized children, as the system will

automatically count these children.

CWELCC Care Type

Infant Full Day
Infant Ha¥f Day
Infant Part Day
Toddler Full Day
Toddler Half Day
Toddler Part Day

3) Atoddler room has alicensed capacity of 10. There are 10 full time, full fee

;‘L:: Full Fedd —otal rll 5";::: Total Subsidy Total
i % T $0.00) $0.00]
ol 0 $0,00 oll | $0,00|
o) 0 $0.00 o] 0,00 $0.00)
T | T |
0| 0 $0.00 oll $0.00| $0.00]
0 0 $0,00 0 $0.00) $0.00|

children with O children receiving fee subsidy in a toddler classroom. Of the 10 full
time children 1 is attending part-time 3 days a week (M, W, F). (See picture below)

Toddler Full Day - Number of full fee children: 9
Toddler Full Day - Number of full fee spaces: 9
Toddler Part Day - Number of full fee children: 1
Toddler Part Day - Number of full fee spaces: 1

Total Operating Capacity: 10

Vacancy: 1 (Tuesday/Thursday only) Add to comments

NOTE:

Providers do not need to enter the number of subsidized children, as the system will

automatically count these children.

CWELCC Care Type

Infant Full Day
Infant Half Day
Infant Part Day
Toddler Full Day
Toddler Half Day
Toddler Part Day

| ol o] | $0.00])
| ol oll £0.00]| £0.00]
| ol ull su.l:lc'| 0 50.00]| 50.00]
| 9l 9|| | 0 $0.00]( |
[ o[ ol e | 0 $0.00][ $0.00]

1 1 0 £0.00]| |
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Preschool Examples:

1) A preschool room has alicensed capacity of 24. There are 21 full time, full fee
children and 1 child receiving fee subsidy in a preschool classroom. (See picture
below)

Preschool Full Day - Number of full fee children: 21
Preschool Full Day -Number of full fee spaces: 21
Total Operating Capacity: 24

Vacancy: 2

NOTE: Providers do not need to enter the number of subsidized children, as the system will
automatically count these children.

CWELCC Care Type ::L: r::;: Total Full F Total Subsidy Total
Infant Full Day : ol ol 50,00

Infant Half Day ol ol| $0.00]|

Infant Part Day [ o[ ol $0.00)

Toddler Full Day [ o[ ol| 0.0 :
Toddler Half Day : o[ ol 0,00

Toddier Part Day ol ol| $0.00]|

Preschool Ful Dy D | ] 0.0

Preschool Ha¥f Day [ o[ o] $0.00) :
Preschool Part Day j o[ ol|

2) A preschool room has alicensed capacity of 24. There are 13 full fee, full time
children and 3 children receiving fee subsidy in a preschool room. Of the 13 full
fee children 1 child attends three days per week (M, W, F) and 1 attends two days
per week (T, Th). Due to low enrollment this room is only operating with 2 staff.
(See picture below)

Preschool Full Day - Number of full fee children: 11

Preschool Full Day - Number of full fee spaces: 11

Preschool Part Day - Number of full fee children: 2

Preschool Part Day - Number of full fee spaces: 1 (2 part time children are occupying one
space)

Total Operating Capacity: 16 (base on staffing complement)

Vacancy: 1

NOTE: Providers do not need to enter the number of subsidized children, as the system will
automatically count these children.
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Full Fee Full Fee

CWELCC Care Type

Total Subsidy

Total

Infant Full Day

ol

$0.00|

Infant Half Day

$0.00)

$0.00]

Infant Part Day

$0.00](

$0.00|

Toddler Full Day

§0.00|(

$0.00|

Toddler Half Day

$0.00](

$0.00|

Toddler Part Day

$0.00](

$0.00]

Preschool Full Day

$0.00||

Preschool Half Day

$0.00(

$0.00|

Preschool Part Day

$0.00|

Kindergarten Age Reporting

1) A kindergarten program has alicensed capacity of 13 children. 2 children are
subsidised and attending after care only, 9 children are attending before and after

school care. (See picture below)

Total operating capacity: 13

Kindergarten after: 2 subsidised children

Kindergarten after full fee: 0

Kindergarten half day/ before and after: 9

Vacancy: 4 vacancies in before program and 2 vacancies in after program

NOTE: Providers do not need to enter the number of subsidized children, as the system will

automatically count these children.
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Attendance CWELCC

CWELCC Care Type
Infant Full Day
Infant Half Day
Infant Part Day
Toddler Full Day
Toddler Half Day
Toddler Part Day
Preschool Full Day
Preschool Half Day
Preschool Part Day

Kindergarten Full Day

Kindergarten Half Day /

Before and After
Kindergarten Part Day

Kindergarten Before
Kindergarten After
Family Group Full Day
Family Group Half Day
Family Group Part Day

2) A kindergarten program has a licensed capacity of 13 children. 13 of them are

Full Fee Children

Full Fee Spaces

Total Full Fee

Subsidized Children

Total Subsidy

Total

$0.00

attending before and after school program. There are 2 children attending school
age program but are eligible for CWELCC. (See picture below)

Total operating capacity: 13
Kindergarten half day/ before and after: 15 (2 additional children are eligible for CWELCC) (To
be added in the comments)
Kindergarten full day: O

Vacancy: 0

Comments

2 additionalCWELCC eligible children in school age progran
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Attendance CWELCC

CWELCC Care Type Full Fee Children Full Fee Spaces Total Full Fee  Subsidized Children  Total Subsidy Total

nfant Full Day

nfant Half Day

nfant Part Day
Toddler Full Day
Toddler Half Day
Toddler Part Day
Preschool Full Day
Preschool Half Day
Preschool Part Day
Kindergarten Full Day

Kindergarten Half Day /

15
Before and After

Kindergarten Part Day
Kindergarten Before
Kindergarten After
Family Group Full Day
Family Group Half Day

Family Group Part Day

U
o

Mixed Age Reporting

1) There are 13 full fee children attending the kindergarten before and after school
program. There are 4 additional children, in the school age before and after school
program, that are eligible for CWELCC, because they have not yet turned six years
of age. (See picture below)

NOTE: Report any CWELCC eligible school age children with the kindergarten reporting. In the
comments section, report the number of kindergarten children in the school age program.

Kindergarten Before and After - Number of full fee children: 17

Kindergarten Before and After - Number of full fee spaces: 17

Total Operating Capacity: 13 for the kindergarten age group not accounting for the 4 school age
children

Vacancy: 0
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