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1.0 General Overview 
OneHSN Childcare Application and Waitlist Module central application and registry is designed 
to help you learn about the child care services available in our community and apply for a child 
care space. The application form is easy to use and the information you provide will determine 
the child care options available to you. You apply your child’s name to as many Centres as you 
choose. The Child Care Centre will contact you when a space becomes available. Your place on 
any registry list will be determined by the date you submit your on-line application. 
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2.0 Registration and Log In 

 

Figure 2-0 

The registration and login section is displayed at the top/right portion of the screen and is 
depicted in Figure 2-0. In order to apply for child care you must first register, set up a passphrase 
and then you can log into the website. To sign up online, you must have an active e-mail 
address. 

 

2.1 Registration 

Click the Click Here to Register link. This will direct you to the Create a new account screen 
(see Figure 2-1). 

 

Figure 2-1 

1. Enter your Email address in the Email textbox.  

2. Type the multiple letters and/or numbers in the  textbox that are 
displayed in CAPTCHATM security box. If you are having difficulty interpreting 
what is in the security box, click the Get a new challenge link  on the 
CAPTCHATM security box.  If you are still having difficulty with the security box 
data, click on the Get an audio challenge link  to get an audio challenge, enter 
what you hear without spaces in the textbox. 

3. Click the Register link to register your email address and the Registration 
Complete screen is displayed (see Figure 2-2). You only have to register your 
email once. 

Log in link 

Email textbox 
 

Register link 
 

CAPTCHA TM 
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CATPCHATM security box 
 

Registration link 
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Figure 2-2 

4. After you have completed the registration process, an email with a passphrase 
link will be sent to the email address you provided (see Figure 2-3). A passphrase 
is similar to a password but it is longer and more complex for added security.  It is 
a sequence of words or other text that controls access to the system. Click on the 
link in the email to set your passphrase.  This link is only valid for 24 hours, if you 
don’t complete the passphrase set up, you will have to register your email again. 

Thank-you for registering with Onehsn Childcare Applications & Waitlist 

We are pleased to inform you that your account has been successfully created. 

 To complete the process we request that you please click on the link below to set up your initial 
passphrase: 

https://training.onehsn.com/Niagara/Account/ResetPassword/f092d3fb-e250-4c6a-8c21- 
2b3c94b1b1b8 

If you are having difficulty with the link please try to copy and paste the url into your browser's       
address bar. 

The above link will expire in 24 hours. 

Figure 2-3 

2.2 Setting Your Passphrase 

After clicking the passphrase link (see Figure 2-3) in your email you will be presented with 
the Change Passphrase screen (see Figure 2-4).  A passphrase is a sentence you can easily 
remember and that only you would know.  When creating a passphrase for a new account or 
when changing your passphrase, it is important that you choose a strong passphrase. Your 
passphrase gives you access to your personal information that is stored within your account. 
The passphrase strength feature assists users in choosing strong passphrases.  Each character 
that you add to your passphrase increases the protection that it provides. The text below the 
‘Confirm New Passphrase’ textbox (see Figure 2-4) indicates how many more characters are 
needed to create your passphrase. Eight characters is the minimum, but you should add more. It 
is important to include more than one type of character. This means integrating capital letters, 
lower case letters, numbers and symbols into your passphrase.  If the Passphrases match and 
are complex enough then the meter should indicate Good or Strong.  Click the Set 
Passphrase link to set the passphrase and log into the system. If the meter says Weak or 
Too Short then your passphrase is not complex enough.   

 

Passphrase link 
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Figure 2-4 

Once the passphrase is set you will be logged into the system and the Welcome screen (see 
Figure 2-5) is displayed. 

 

 

Figure 2-5 

Click on the Begin Application link (see Figure 2-5) and the Contact Info screen is displayed (see 
Figure 3-0), continue to section 3-0 Begin Application.  

 

2.3 User Login 
 

1. Once you have registered your email and set your passphrase, all future access to the 
website is through the Log In link (see Figure 2-0).  Click the Log In link which will direct 
you to the Log In screen (see Figure 2-6).  If you haven’t yet registered, click on the Click 
Here to Register link and go to section 2-1 Registration. 

Passphrse textbox 
 

Confirm New Passphrase textbox 
 

Passphrase strength/match 
indicator 

 

Passphrase 
requirements 

 
Change passphrase link 

 

Begin Application link 
 

 
 

Page 5 



 
U S E R  G U I D E  

V E R  1 2 . 0  
 

RBB Innovations Ltd. © 2011, 2012 

 

Figure 2-6 

2. Enter your email address in the Email textbox. 

3. Enter your Passphrase in the Passphrase textbox. 

4. Click the Log In link. 

If your Email and Passphrase are correct then you will have successfully logged in as a 
Parent/Guardian and the Contact Info screen is displayed (see Figure 3-0), continue to section 
3-0 Begin Application.  

 

2.4 Forget your passphrase? 
 

If you have forgotten your passphrase, click on the Forgot your passphrase? link (see Figure 2-
6) and the Reset Passphrase screen is displayed (See Figure 2-7). 

 

Figure 2-7 

Enter your Email in the Email textbox and click on the Submit link. The following message will be 
displayed. 

 

Click on the link in the email (See Figure 2-8) to be directed to the Change Passphrase screen. 

Email textbox 

Passphrase textbox 

Log In link 
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Forgot your passphrase link 
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Submit link 
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Your Onehsn Childcare Applications & Waitlist Passphrase reset request has 
been received. 

 
 

To complete the process we request that you please click on the link below to reset your 
passphrase: 

https://training.onehsn.com/Niagara/Account/ResetPassword/19383d1c-5ab4-49ff-98b4-
221cdd1384d4 

If you are having difficulty with the link please try to copy and paste the url into your browser's 
address bar. 

The above link will expire in 24 hours. 

Figure 2-8 

Return to section 2-2 Setting your Passphrase for instructions on changing/setting a 
passphrase. 

  

2.4 Logging Out 
 

1. Make sure that any information that you have changed is saved before you log out of 
your account. Failing to do so may result in loss of information. 

2. In the Welcome back section, click the Log Out link found at the top, right of the screen 
(Figure 2-9). 

 

Figure 2-9 
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3.0 Begin Application 
 
The Contact Info screen is used to gather the Parent/Guardian information for contact purposes.   

Figure 3-0 

The First Name, Last Name, and Home Phone are highlighted in red, indicating that they are 
required fields. All phone number fields are formatted ‘###-###-####’, hyphens are already 
inserted.  Street Number, Street Name and Municipality are also required fields.  The Postal 
Code, Province and Country will be auto filled.  The map shown is for confirmation of the address 
entered. If the address returned is not correct then please double check your address 
information. If the address is correct but the red marker is in the wrong location then it can be 
moved to the correct one. This location will be saved for future reference.  Click on the 
“Additional Contact Information (optional)” Add link (see Figure 3-0) to add additional contact 
phone numbers and the Additional Contact Information screen is displayed (see Figure 3-1). It is 
highly recommended that more than one contact number be provided. 

Add contact 
information 

link 
 

Next 
step link 
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Figure 3-1 
 

Enter the Phone Number in the phone number textbox then select a Contact Method of 
Primary Phone, Work Phone, Secondary Phone, Fax, Text Only Phone or Voice Mail Only 
Phone from the drop down list.  Click on the Submit link (see Figure 3-1) to add the contact 
information.  You can Edit or Delete this information by clicking on the corresponding link 
(See Figure 3-2) 
 

 
Figure 3-2 

 
Once all required fields are entered, click on the Next Step link on the Contact Info screen (see 
Figure 3-0) and the Activity Info screen is displayed (See Figure 3-3) 

 

 
 

 
Figure 3-3 

 
If you click on the Previous Screen link the Contact Information screen is redisplayed (see Figure 
3-0), allowing you to make any necessary changes to this information.  If you click Yes on the 
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“Are you currently employed by an agency that provides childcare?” link (see Figure 3-3), the 
Work at Provider drop down menu is displayed (see Figure 3-4). 

  
Figure 3-4 

 
 

Select the Provider Name that you work for from the drop down menu. 

If you click Yes on the “Do you wish to enter your employer / school information?” (see Figure 3-
3) the Employer/School Add link is displayed (see Figure 3-5). 

 

Figure 3-5 
 

Click on the Add link and the Employer/School screen is displayed (See Figure 3-6). 

 
Figure 3-6 

 
Click on the Employer or School link, then enter your Employer or School Name, Phone 
Number, Unit/Apartment Number, Street Number, Street Name and Municipality.  The 
Postal Code, Province and Country will automatically be displayed.  Click on the Save link 
and the information you’ve entered is displayed (See Figure 3-7). 
 

 

Provider drop down menu 
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School link 

Save link 

 
 

Page 10 



 
U S E R  G U I D E  

V E R  1 2 . 0  
 

RBB Innovations Ltd. © 2011, 2012 

 
 

Figure 3-7 
 

Click on the Edit link and the Employer/School screen is redisplayed (see Figure 3-6) 
allowing you to change information. Click on the Delete link and the Employer/School 
information is deleted from your Activity Info.  Click on the Next Step link (see Figure 3-3) 
and the Summary screen is displayed with all the information that you provided (see Figure 
3-8). 

 
 

 

 

 

Figure 3-8 

Click on the Previous Screen link to make changes to your information.  Click on the Save & Add 
Child to save this information and continue to section 4.1 Child & Application Information 
screen (see Figure 4-0) Click on the Save & Return to Home Screen to save your information 
and return to the home screen (see Figure 3-9). 

Edit  
link 
 

Delete 
link 
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Figure 3-9 

To modify your information click the link “If this information is incorrect, please click here” under 
the Parent/Guardian Information heading and the Primary Contact Information screen is 
displayed (See Figure 3-0). To change your passphrase or your email address click on the “If 
you would like to manage your account, please click here” link and the Manage Account screen 
(see Figure 3-10) is displayed.  

 

3.1 Manage Account 
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Manage account link 

Change passphrase 
link 
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Figure 3-10 

 

To change your passphrase click on the Click here to send request to your email address link 
and an email is sent to your email address.  Click the link in the email and return to section 2-2 
Setting Your Passphrase.  To change your email address, enter your passphrase in the 
Passphrase textbox and your new email address in the New Email Address textbox.  Click the 
Change Email Address link. 

 

Figure 3-10 

To deactivate your account click the link “If you would like to deactivate your account, please 
click here” and the Deactivate form will be displayed (See Figure 3-11).  Deactivating your 
account will also deactivate any children that you have added which will prevent them from being 
placed or seen by providers. 

 

 

Figure 3-11 

 

 

 

Passphrase textbox 

New Email Address Textbox 
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4.0 Child & Application Information 
 
A parent must have a Parent/Guardian account created first in order to add their child(ren) (See 
Figure 2-##).  Click on the Add Child link and the Child Details form is displayed (See Figure 4-
1). 

4.1 Child Details 
 

 
Figure 4-1 

All required fields are highlighted in red and must be entered.  Press the Cancel link to delete the 
information you’ve added and return to the Home Screen (Figure 3-9). Press the Next Step link 
to save this information and continue to the Referrals form (Figure 4-2). 

 

4.2 Referrals 
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Figure 4-2 

If your child has not been referred by an agency, select “No, my child is not being referred.” and 
skip this section by clicking on the Next Step link and continue on to the Fee Subsidy form (See 
Figure 4-3). If your child has been referred to care by an agency select “Yes, my child is being 
referred.” and a pop up window showing the referring agencies is displayed (See Figure 4-2-1). 
Click on the agency that provided the referral and click on the Next Step link to continue to the 
Fee Subsidy form (See Figure 4-3). 

 

Figure 4-2-1 
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4.3 Fee Subsidy 
 

 
Figure 4-3 

Click on the “Click here to apply for subsidy or for more information” link and you will be redirected to 
your cities website.  If subsidy is not required, click on the “No fee assistance is required” link and the 
Next Step link to proceed to the Summary form (See Figure 4-4).  If subsidy assistance is required, 
click on the “Fee assistance is required link”, and then enter your combined family income, found on 
line 236 of your Tax Assessments and then click on the Calculate Fee link and your estimated 
monthly cost is displayed.  This cost is an estimated amount only and may change once you have 
completed an assessment meeting.  If subsidy is preferred but not mandatory click on the “Fee 
assistance is preferred but will accept non-assistance care” link, enter your combined family income, 
found on line 236 of your Tax Assessments and then click on the Calculate Fee link and your 
estimated monthly cost is displayed. Click on the Next Step link to proceed to the Summary form 
(See Figure 4-4). 
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4.4 Summary 

 

Figure 4-4 

If information on the Summary form is incorrect, click on the Previous Screen link to go back and 
change information.  If the information is correct, click the Save & Return to Home Screen, to 
save the information and return to the home screen (See Figure 3-9) or click the Save & 
Continue to Care Requirements to save the information and go to the Care Requirements form 
(See Figure 5-0 ) 

5.0 Review Applications 
Click on the Review Applications link on the Home Screen (Figure 3-9) to display the active 
applications form (Figure 5-0)  Press the Print View link to print  a copy of the active applications. 

 

Figure 5-0 
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Click the Return Home link to return to the home screen (Figure 3-9). 

 

6.0 Care Requirements and Program Selection (Apply to Programs) 
This section allows the parent to indicate what type of care they are looking for and apply to 
specific programs. 

6.1 Care Requirements 
 

 

Figure 6-0 

Enter the Preferred Start Date mm/dd/yyyy or click on the Calendar link  and click on the 
date.  Select the Preferred Provider Type(s), Select All, Centre Based, School, Nursery Based 
and/or Home Based.  Select the days of the week requiring care, Select All, Sunday, Monday, 
Tuesday, Wednesday, Thursday, Friday, Saturday or Varies.  Select program times, Select All, 
Full Day, Half Day AM, Half Day PM, After School, Before School, Evenings (After 6:00pm), 
and/or PD Days.  Select Optional Program filters, Select All, Lunch, Breakfast, Dinner, Early 
drop off, Late Pickup, Overnight and/or Weekends.  Click on the Next Step link to save this 
information and continue to the Program Selection form (See Figure 6-1). 
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6.2 Program Selection 
 

 

 

Figure 6-1 

 
Click on the “Show Programs” link and the programs that match the requirements indicated is 
displayed (See Figure 6-2).  Click the Apply link to 

 

Figure 6-2 
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Click on the Next Step link to display the Summary form (See Figure 6-3). 

6.3 Summary 
 

 

Figure 6-3 

Click on the Print View link to print a confirmation copy of the applications.  Click on the Previous 
Screen link to return to the Program Selection form and make any required changes.  Click on 
the Save & Return to Home Screen to save the application(s) and return to the home screen 
(See Figure 3-9) 
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