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printing this.
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Purpose
This Quick Reference Guide (QRG) covers how to navigate through the Child Care Licensing 
Bureau (CCLB) Provider portal. 

Business Role(s)
Providers
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Calendar & Events: 
Displays scheduled 
inspections and/or events 
for your facility in a 
calendar.

Provider Portal Navigation: Home Page

Once you login to the CCLB Provider portal, the home page is displayed. Let’s look at the  
features of the home page:

Menus: Enable you to access different features 
such as creating new applications/modification 
requests, details of facilities and licenses you own, 
your applications, details of 
incidents/investigations, reports, etc.

Profile: Enables you to view/edit 
your profile details such as email, 
phone number, address, etc. You 
can also log out by clicking the Log 
Out option in the menu.

Resources: Provides easy access to various 
CCLB resources such as CCLB site, rules, 
licensing forms, provider training, etc.

New Event: Enables 
you to add new events 
to indicate periods of 
non-operation (i.e., 
field trips, extended 
leave of absences, 
temporary closures, 
etc.)

Note: You can refer to the Non-Operating Job Aid for steps on how to add a new event 
to indicate periods of non-operation.
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Apply/Modify Menu (1/2)

The Apply/Modify menu enables you to create/renew a license application and create a 
license modification request. 

Apply/Modify >> Applications

The Applications menu opens the Create New Application screen. Here, you can apply 
for original license or renew the license as required. Based on the License Type you 
choose (Family Home, Group Home, or Center), the Steps section will populate on the 
right. You need to complete all the steps and submit the request.
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Apply/Modify Menu (2/2)

Apply/Modify >> Modifications

The Modifications menu opens the screen where you can raise a modification request in 
case of any modification in your license, for example, a change in capacity. Complete all 
the steps displayed on the right and submit the request.
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Facility Details Menu (1/2)

The Facility Details menu enables you to view your facilities and existing licenses. It also 
enables you to authorize a facility on the Provider portal, which means that you can link a 
child care facility you are authorized on to your account in the portal.   

Facility Details >> My Facilities

The My Facilities menu displays the details of all your facilities including name, address, 
phone number, email address, license status, etc. You can also view and edit family 
members on this screen. 

Note: While you can edit family members for Family/Group Homes, you can edit the facility 
staff for Centers.
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Facility Details Menu (2/2)

Facility Details >> My Licenses

The My Licenses menu displays the details of your business licenses. 

Facility Details >> Authorize a Facility

The Authorize a Facility menu enables you to link a facility that you are authorized on to 
your account in the portal. You can read the guidelines on the first page. On the next 
pages, you can search for a facility using the license number and authorize it using the 
PIN that you received to confirm access. 
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My Applications Menu (1/2)

The My Applications menu enables you to view submitted/in-progress applications and any 
Corrective Action Plans assigned to you.

My Applications >> My Submitted Applications

The My Submitted Applications menu displays the details of your submitted applications 
such as license type, application type, application status, etc. 
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My Applications Menu (2/2)

My Applications >> My In-Progress Applications

The My In-Progress Applications menu displays the details of your in-progress 
applications that have not yet been submitted. 

My Applications >> My Corrective Action Plans

The My Corrective Action Plans menu displays the details of the Corrective Action Plans 
that have been assigned to you because of violation on an inspection, incident, or 
a Special Investigation. A Corrective Action Plan details the plan to resolve a cited violation.
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Incidents/Investigations Menu (1/2)

The Incidents/Investigations menu enables you to log an incident and view details of 
incidents logged by you.

Incidents/Investigations >> Log an Incident

The Log an Incident menu enables you to log any incident that has happened in your 
facility.
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Incidents/Investigations Menu (2/2)

The Special Investigations menu displays details of a Special Investigation when an 
investigation into a possible violation is in progress or has been completed. Click the 
Special Investigation Case Number link to view details.

Incidents/Investigations >> Special Investigations

The My Incidents menu displays the details of all incidents logged by you.

Incidents/Investigations >> My Incidents
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Reports (1/2)

The Reports menu displays the Special Investigation Report(s) and/or Inspection Summary 
Report(s) that are generated by a Consultant for your facility. 

Facility Information >> Select License/Facility 

In the Reports page, the facilities tagged to you are displayed as search results. You need 
to select the relevant license/facility from the results. 
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Reports (2/2)

Reports >> Inspection Reports

Here, you will see sections including Facility Information, Inspection Reports, and 
Inspection Reports without Violations. The Inspection Reports is where you will find reports 
that are generated in case of any violations such as the Original Center Licensing Report 
or Inspection Report, Special Investigation Report, etc. Click the Download link to 
download the report you want to view.

The Inspection Reports without Violations section displays reports without violations 
such as Renewal Inspection Report.


	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12

