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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 1st day of each month. Monthly reporting 
must be completed by the end of the day of the 9th 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 ñCWELCC Formò tab 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 
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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 ñ0ò in the FTE 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.  
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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.) 
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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 numbers 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 30th 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.  
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To view the attendance reporting for a specific month, click on the blue highlighted name of the 
month.  
 

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

mailto:zzg-sppmrequests@peelregion.ca
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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 (UI). The Modules include Home, Funding 
Opportunity, Applications, Grants, and Monitoring. 

 

 

Figure 1: GovGrants Home page 
 
 

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. 

Table 1: GovGrants Modules 

UNDERSTANDING THE SYSTEM CONCEPTS  
 1.1 MODULES 
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2.1  ATTACHMENTS 

1.2 COMMONLY USED ICONS 

ATTACHMENTS  

Icon Function 

*  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 

 

  Preview 

 

  Available filter options 

 

  Filter options 

 

  Access task 

 

  Search 

Table 2: Commonly Used Icons 
 

 

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

 

 

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 (MFIPPA). 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. 

COMMON FEATURES 
 

https://nam04.safelinks.protection.outlook.com/?url=https%3A//www.ontario.ca/laws/statute/90m56%23BK38&data=04%7c01%7cjeffery.kumah%40reisystems.com%7c8ad946c9b75f468359e108d8752fc93a%7c3199644175464120826bdf0c3e239671%7c0%7c0%7c637388195384922409%7cUnknown%7cTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7c1000&sdata=6vFrR%2BfjNXr%2BdWmcphgvAIYQEIoLtT%2Bi0fOBHJtYXd4%3D&reserved=0
mailto:zzgeyccsgovgrantsadmin@peelregion.ca
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Figure 2: Uploading an Attachment 
 

 
Figure 3: Uploading an Attachment from Workspace 
 
 
 
 

 

Figure 4: Uploaded Attachments 
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3.1 LOGGING INTO GOVGRANTS USING GOVGRANTS USERNAME AND 

PASSWORD 

 
Always open GovGrants in the Google Chrome browser for optimal performance.  

 

Navigating to GovGrants, follow path: 

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

Bookmark the page to simplify future access to GovGrants 

 
 

 

 

 
 

Figure 5: GovGrants Login Screen 
 

1. Navigate to GovGrants 
2. Enter the Username 
3. Enter the Password 
4. Ensure to click the box ñI accept the Region of Peelôs Terms and Serviceò to login 

successfully 

5. Click Sign In 

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

¶ Acknowledge an application 

¶ Submit Application to the Region of Peel 

LOGGING INTO GovGrants 
 

http://www.peelregion.ca/
https://regionofpeel.my.site.com/apex/ROPLogin
https://granteeportal-tso3-165afff823b.force.com/apex/ROPLogin
https://granteeportal-tso3-165afff823b.force.com/apex/ROPLogin
https://granteeportal-tso3-165afff823b.force.com/apex/ROPLogin
https://granteeportal-tso3-165afff823b.force.com/apex/ROPLogin
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¶ Secondary users can complete all other actions with the above exceptions. 

 

 

 

GovGrants Role 

Head Office Site 

 

Primary User 

 

Secondary 
User 

 

Primary User 

 

Secondary 
User 

Receive Email Notifications from 
GovGrants 

R N/A N/A N/A 

Service Provider Profile 

Register Head Office or Site R R N/A N/A 

View Service Provider Profile R R N/A N/A 

Edit Service Provider Profile R R N/A N/A 

Receive User Task N/A N/A R N/A 

Deactivate Service Provider Profile N/A N/A N/A N/A 

Submit to Head Office Primary User N/A R R R 

Submit to Region of Peel R R N/A N/A 

Site Profile Tab 

View R R R R 

Edit Phone Number/Email/Fax *R N/A R R 

*Possible only if assigned as Primary for both Head Office and Site 

Opportunities & Applications 

View Funding Opportunities R R N/A N/A 

View Application R R N/A N/A 

Mark Funding Opportunity as άLƴǘŜǊŜǎǘŜŘέ R R N/A N/A 
Create Application from Interested 

Funding Opportunity 
R N/A N/A N/A 

Edit Application R R N/A N/A 

Acknowledge Application R N/A N/A N/A 

Submit Application R N/A N/A N/A 

Awards 

View Award R R N/A N/A 

View Contract R R N/A N/A 

Print Contract R R N/A N/A 

Reconciliation Reports 

View Reconciliation Report R R N/A N/A 

Edit Reconciliation Report R R N/A N/A 

Acknowledge Reconciliation Request R R N/A N/A 

Submit Reconciliation Report R R N/A N/A 

Progress Reports 
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4.1 TOP NAVIGATION PANEL  

View Progress Report R R N/A N/A 

Edit Progress Report R R N/A N/A 

Acknowledge Progress Report R R N/A N/A 

Submit Progress Report R R N/A N/A 

Care Codes 

View Care Codes R R N/A N/A 

Associate Care Codes N/A N/A N/A N/A 

Edit Care Code dates N/A N/A N/A N/A 

Edit Municipal Rate N/A N/A N/A N/A 

Edit Market Rate R R N/A N/A 

 
 

 

The system is broken down into the following sections: 

¶ Top Navigation Panel 

¶ Left-hand Navigation Menu 

¶ Dashboard Widgets 

¶ My Workspace 

 
 

 

 
Figure 6: Top Navigation Panel 

 

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

¶ Home 

¶ Funding Opportunity 

¶ Applications 

¶ Grants 

¶ Monitoring 

¶ Analytics 
 

SYSTEM LAYOUT 
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4.2 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. 

 

 
Figure 7: Left-hand Navigation Menu 
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5.1 DASHBOARD WIDGETS 

4.2.2 MY ORGANIZATION 

4.2.3 CONTACTS 

4.2.4 CONTACT US 

5.1.1 TASKS SUMMARY BY PHASE 

 
 

 

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

 

My Organization section allows users to view their service provider profile information. 

 

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

 

The contact details with an email address are provided for users to contact. 

 
 

Figure 8: Contact Us Information 
 
 

 

 

The Home dashboard provides users with several widgets that provide information regarding 

their assigned tasks and funding opportunity information. 

 

 

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. 

4.2.1 MY TASKS 

HOME 
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5.2 MY WORKSPACE 

 
Figure 9: GovGrants Homepage Widgets 
 

 

 

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

 

 

Figure 10: GovGrants Homepage Widgets 

 

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

 

 

Figure 11: My Workspace 

5.1.2 TASK SUMMARY BY DUE DATE 



 

27 
 

5.2.2 CALENDAR 

 

 

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. 

 

 

 

Figure 12: Files 

 

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. 

 

 
Figure 13: Calendar 

 

5.2.1 FILES 

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. 
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5.2.3 NOTES 

 

5.2.4 MESSAGES 

6 FUNDING OPPORTUNITY 

6.1 MARK THE FUNDING OPPORTUNITY AS INTERESTED 

 

 

 
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. 

 
Figure 14: Notes 
 

 

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

 
Figure 15: Messages 

 
Figure 16: Funding Opportunity Module 
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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. 

 

 
Figure 17: Funding Opportunity 
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Figure 18: Access Interested Funding Opportunity 

 

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. 

 

 

Figure 19: Create Application 

 

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

CREATING AND COMPLETING AN APPLICATION 
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Figure 20: Created Application 

 

 
 

 

 

 

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. 

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

PROGRESS AND RECONCILIATION 
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Email Notification 

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

 

 

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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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. 

 

 

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. 
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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. 

 

 

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. 
 

 

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. 

 

 

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

 

 
Figure 27. Year to Date Actuals 
 

 

Notice the green Saved Successfully message that appears. 
 

 

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

 

 

Figure 29. Performance Narrative 

 

Attachments Tab 

Supporting Documents Checklist 

 
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. 

 

 
Figure 31. Choose File to Upload Document 
 

The file has now been uploaded. Click Save. 
 

 
File 32. File Uploaded  
 
You will see the green Saved Successfully confirmation message. Click the x to exit the modal 
window. 
 

 
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. 

 

 

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. 

 

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. 

 

 

Figure 36. Description Box 
 
Notice the green Attachment added Successfully confirmation will appear. Click on the X to 
close the page. 

 

 

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

 

 

Figure 38. Orange Download Icon 

 

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).  
 
 
 
 
To create an email, click on Send Email. 
 

Remember: To make changes, you must be in Edit mode. If you see the  icon or a 
pencil icon  you are NOT in Edit mode  
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Figure 39. Send Email 

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

 

 

Figure 40. Fields to Complete to Send Email 

 

Acknowledgement Tab 
 
Click on the Acknowledgement tab. Read the Acknowledgement. Click the ñI Agreeò radio 
button. Click Save. 
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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. 

 

 

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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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. 

 
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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Figure 44. Approved Progress Reports 

 

Reconciliation Reporting 

 
Email Notification 

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

 
 
Figure 45. Monitoring Tab 

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

 

 
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. 
 

 
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. 

 

 
Figure 49. Edit Budget Reconciliation Section 

 
Input the amount Spent this Period and the Projected Spending for Remaining 
Periods. Click the Section Save. 

 
 

 
Figure 50. Spending this Period and Projected Spending for Remaining Periods 
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Enter Each Line item. Click Save. 
 

 
Figure 51. Completed Spending this Period and Projected Spending for Remaining Periods 

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

 

 
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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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. 
 
 
 
 
 
 

 
Figure 54. Edit Section Required 
 

The pencils will then reappear allowing you to click them and edit the line items that require 
revision. 
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Note: Remember to first click the section save and then scroll to the top or bottom of the 
page and click the page save. 
 
 

 
Figure 55. Section Save and Page Save 
 
Scroll to the top of the page. Click Edit. 

 
 
 

 
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. 

 

 

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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Figure 58. Read Acknowledgement 
Figure 58. Read Acknowledgement 
 

Click the Acknowledgement radio button. Then click Save. 
 
 

 
Figure 59. Acknowledgement Radio Button 
 
 

Review your submission. Click the Submit for Approval button. 
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Figure 60. Submit for Approval 
 

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

 

 
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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Note: If you do not see the Submit for Approval button, click on Save. The Submit for Approval button 
should then appear. 
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APPENDIX A 
Operating Capacity, Vacancy and 

CWELCC Enrollment User Guide for Centre 
Based Programs 
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5 

 
 
The following are several examples of different scenarios by age group, and how they would be 
reported in OCCMS. 

Infant Examples: 
 

1) An infant room has a licensed 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 

 

 

 

 

 

 

 

 

 

 
2) An infant room has a licensed 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.   

 
 

3) An infant room has a licensed 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 

 

Toddler Examples: 
 

1) A toddler room has a licensed 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 
 

 
 

2) A toddler room has a licensed 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.  
 

 
 

 
3) A toddler room has a licensed capacity of 10. There are 10 full time, full fee 

children with 0 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.  
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Preschool Examples: 
 

1) A preschool room has a licensed 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. 
 

 
 

2) A preschool room has a licensed 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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Kindergarten Age Reporting 
 

1) A kindergarten program has a licensed 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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2) A kindergarten program has a licensed capacity of 13 children. 13 of them are 
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: 0 
Vacancy: 0 
 

 

2 

9 

2 additional CWELCC eligible children in school age program 
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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 
 

15 
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