V KeepCount
Getting started
The owner and administrators of a licensed home child care agency

KeepCount guide for
an agency's owner
and administrators

The offices, logins, homes, providers and home
visitors of your agency, licensing readiness,
inspection day, the register of homes, policies,
incidents, home visits, family billing and
provider pay, and the settings.

Your first day and your first week - 20 steps, one screen and one line each - a short "watch out" where there is
a catch

Your first day - 10 steps
Your first week - 10 steps

The screens explained

Screens from KeepCount 0.99.191, captured November 2, 2026 in a demonstration organization:
everyone in them is fictional. Sections of O. Reg. 137/15 read on e-Laws November 2, 2026.


https://keepcount.ca/guides/agency-owner/more.html

Your first day

Choosing your office, reading the dashboard, setting the agency up, and the
people and homes: the offices, who has a login, the homes, the providers
and the home visitors. The screens are from a demonstration agency with
two offices; everyone in them is fictional.

© Signin —
. . . . Sign in
Sign in with your email and Emai
your password. Sign out at [ ]
the top right when you f—
leave a shared computer. [ ]

Show password

Watch out: An owner or .
administrator sees every []

Other ways tosign in

office's records. Use your own

login, never someone else's: [ AP ey ]
the activity lOg names WhO d Id Lt:’u;:CLE:j:ECEID.WindDWS Hello or a security key you added under
what.
Forgot password?
New here? Use the link in your invitation email.
Family member? Sign in with a code
© Choose ,
your office Set up KeepCount
. Which office are you working in?
C h OOSG th e Oﬁl Ce yO u a re Choose an office to open Set up KeepCount. Everything you record goes to the office you
. . " . " choose. You can change it at any time from the top bar.
working in, or "All offices
 offi
to look across them. The i
choice stays in the top bar, o
lagara ofiice
where you can change it at \ St Catharines, Niogars ‘
any time. [ All offices )
To look across them; nothing is recorded there
Watch out: Everything you .

record goes to the office you
choose. "All offices" is for
looking across: nothing is
recorded there.


https://keepcount.ca/guides/agency-owner/shots/sign-in.png
https://keepcount.ca/guides/agency-owner/shots/office.png

© The dashboard

The dashboard: homes
active, not inspected this
quarter, due or late now,
incidents open; then Needs
you, Billing, the readiness
score and recent activity.

Watch out: Needs you lists
what is late or missing at any
office, with the office and the
home it is at. The Ministry
decides compliance, not the
score.

© Setup
KeepCount

Set up KeepCount: five
minutes of questions, then
the steps in order. Each step
is done once its records are
in KeepCount.

Watch out: Your answers
decide which requirements
apply: a requirement an
answer switches off shows as
not applicable, with the
answer, rather than
disappearing.

noard

BV R Rt

Uviig wup
I Next: Screening dates (about 20 minutes with a spreadsheet). Each step is done when the records are in KeepCount.
-~

Licensing readiness

Organization-wide: 1 overdue, 9
the agency records in KeepCoun

Niagara office: 60% 2 averdut
Peel office: 40% 4 overdue, 51

Organization-wide counts what

policies, its people, the home in
kept for all its offices. Each office
records, so the figures differ.

Open licensing readiness

Recent activity - 33¢

Miriam Ochoa uploaded’
check (verified by Tom B«

Miriam Ochoa uploaded
immunization on file (ver

Miriam Ochoa uploaded
infant/child CPR (verified

Miriam Ochoa uploaded’
check (verified by Tom Bt

Miriam Ochoa uploaded |
(verified by Tom Becker).

Miriam Ochoa | )
Owner Slgn o

~
p KeepCount 7/8
—
Needs you - 15 - 5 overdue Seealls J v
- ’ 67
%
Outdoor play supervised under plans agreed for each child at each home
1 Overdue  (Peel office) (was due Apr 10, 2026): 1 home with a child who joined after
the plan was agreed (1 more than 14 days ago) - at Dina M. home. compliance.
=L The register of homes, current within one business day (Peel office): 1
1 Overdue change in the last 90 days recorded more than one business day late, not
lome visits yet explained - at Bea Y. home.
lomes T Menus planned with a parent and a home visitor (Peel office): 1 home with
. children and no menus planned on record - at Felix P. home.
‘hildren 18
Billing
1cidents Finish setting up billing: 3 of 6 steps are left
Check 21 bank deposits against your bank account
1is week 3
Follow up 1 family late by 10 days or more, $478.50
(]
Conle a 2 cheques and cash payments ($972.00) are waiting to go to the bank, the oldest since
Oct 3, 2026 -
. . Look over November's 12 invoices ($5,549.50; last month $5,564.50): 1 differs from last
slicies &tralnmg 4
month
(]
Print Demo Region fee subsidy's claim for October ($438.50)
censing 3
Set up fees for 19 children s
lling 9 15 requirements have nothing recorded yet; they fill in as you work through the set-up guide and are
all on Licensing readiness .
rganization 3 Record one a provider phoned in
Demo Home Child Care (8 homes) ] {
in] B Demonctration: fictional people and racords Peel office R L S it | L Toda
Eatcd [Set up KeepCount
The steps to set your agency up, in order, Each is done once its records are in
Set up KeepCount e
KeepCount. i
Messages 2
7 of 8 done - next: Screening dates
Help Before families sign in: 0 of 4 ticked (below)
Steps still spen stay on the Todo and In readiness. Done with 5?|—up‘£ Take the guide out of the menu
~ Today SRS
Home visits
A few questions first
Homes
About five minutes. Your answers decide which requirements 2pply. A requirement an answer switches off shows as not applicable, with the answer.
Children is How many homes does the agency oversee?
Incidents J
Sets the size of the set-up: each home gets its quarterly unannounced inspection (s. 26).
> This week How many home child care visitors does the agency employ?
> People 5t L

v

Policies & training

v

Licensing

v

Billing

v

Organization

At least one is required (s. 6(5)); each has a login with supervisor access, or more, and s listed on Home visitors. Open Home visitors

Do children in care use a pool or anather body of water at any home?

) No:the agency does not permit it (7) VYes: children six and older, with a lifeguard
Q gency ( g

Children under six never may (s. 30.1(1)). When the agency does not permit it at all, the bodies of water policy shows as not applicable; either way the draft says which.

Are dogs, cats or ferrets kept at any home?

Q¥es (Mo

Earh miset ha innruilstad asainet rahisc fe 411 kann e rurrant rahisc rartifieats ac nennf and tha hnma child rars vicitar rharke ib st tha uicit
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@ offices

Offices: each office the
agency works from, with its
licence, address, phone,
hours and closures. Its
homes are on Homes.

Watch out: A closure ahead
goes on the calendar, where it
closes the office and each of
its homes. A day already gone
by is recorded here, with
"Record a past closure".

© Logins

and access
Logins and access:
everyone with access to the
admin panel, each with
their own login. Add a login
for an administrator, a
home visitor or office staff.

Watch out: An office staff login
sees the providers of one
office and their documents,
not the children's files or the
incidents. Give each person
only the access the work
needs.

[0 i

Dashboard

Set up KeepCount /8

Messages 2

Help

v Today

Home visits

Homes

Children 18

Incidents

v

This week 3

v

People @ 4

v

Policies & training 4

v

Licensing 3

v

Billing 9

<

Organization

Demo Home Child Care (8 homes)
Demonstration: fictional people and records

Peel office

(offices

Each office the agency works from: its licence, address, phone, hours and

closures. Its homes are on Homes.

More: Health units

Peel office

| 8 overdue or missing  and 3 due soon Licensing readiness for Peel office

Licence L-AGY8-1 - licence expires May 21, 2027 - 3 people

200 Example Avenue, Mississauga, Peel - 905-555-0140
Open Monday to Friday, 7:00 a.m. to 6:00 p.m.

Closures

Goto... CtrlK | [ Tode g | MHTMOCh
L I Owner
Add an office

Edit

Manage v

| Add wn rd ﬂclvsure]

Statutory holidays and planned or emergency closures; a closed day is not counted in the daily-record check. A closure ahead Is added on the calendar, where It closes the office

and each of its homes (a public haliday, for one}; a day already gone by s recorded here, and a home's own past closure on its page under Homes,

Niagara office

1 8 overdue or missing - Licensing readiness for Nlagara office

Licence L-AGY8-2 - 1 person

75 Sample Street, St. Catharines, Niagara - 905-555-0175
Open Monday to Friday, 8:00 a.m. to 5:00 p.m.

Closures

l Edit ‘ Manage v

Add a closure on the calendar ‘ { Record a past closure J

Statutory holidays and planned or emergency closures; a closed day is not counted in the daily-record check. Aclosure ahead is added on the calendar, where it closes the office

and each of its homes (a public holiday, for onel; a day already gone by is recorded here, and a home's own past elosure on its page under Homes.

4rows
g B
Needs
Name A Status Access Added
attention
—
. Screenin; Training record
Anika Rao A g J g
i e Supervisor Nov 2, |
agency-small.visitorl@
o ety Peel office 2026 I
demo.keepcount.invalid Open KeepCount as this person | Manage v
I,
o Eiaees . { Screening ‘ Training record
5 N Supervisor Nov 2,
agency-smallvisitor2@ - v Active = 2
I Niagara office 2026
dema.keepcount.invalid L Open KeepCount as this person | Manage vJ
Miriam Ochoa
v Owner - KeepCount W s N r
o v Active updates ' ‘ Screening Training record w Manage v
agency-small.owner@ 2026 )
e Whole organization
dema.keepcount invalid
Screening Training record
Tom Becker o {
ILadming oAt Administrator Nov 2, -/
agency-small.admini
ESDEY Whole organization 2026

demo.keepeount.invalid

[OpenKeeanuntasthispersnn 1 | Manage ]
.

signout
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@ The homes

(] [t et pectofice - (oot conn | [ Todo 5 | MIBOBS [ signou |
Homes: one table with each  esseoae (Homes ) » ~
M ‘ Register of homes. ‘ [ Add an office J
5homes - Peel - updated 3:48a.m. i \
h 1 h . ld l t Set up KeepCount /8
o m e S C I ren b as This month's home-ready check nat ticked yet: Bea V. home, Dina M. home, Felix P. home, Hugo D. home, Maya S. home. Good practice between visits; each home's Open a home shows
t t t Messages B the answers.
record, status agreemen
) ) ) Help
. 455 17 0 4
h Ouse hO ld SC ree n I ng a nd homes open children signed in- 18 counted with sleep checks late homes with no record for overan
v Today the providers® own hour- the longest since 7:48 am.
visit; the most urgent first. et p . R . .
Allhomes(5) | Meedsalooknow (4) | ( Tofollowup(2) )( Opennow(4) )( Closedtodayornotopened (1) )( Closed homes(0) )
) )( CED (
H
WatCh Out, n NeedS a look pii Search by home, provider or city Enlnmnsw
. )
Children 18
now" lists the homes to check —
Incidents Home Today + KR ol Status Agreement  Household e Ml
a . placed record visit up
first. Ahome is a place, not a
. . ' . . > This week 3 Im‘dis:;“ £
login: the provider's login is <L
under Providers. > beope 54 o
. 3of6at Ve Oct ﬁl:tyy::a“
> Policies & training 4 Dina M. home o R most. = e T p— 10, agreed with
Dina Mbeki 3of 6 counted - under two: 0 of 3 Spare am. inspection Aug ik e o anew
L under two: g i Anika  child's
> Licensing 3 L 0Oof3 220 Rao parent (s.
30);
KeepCount
s s : e
the child's
first d.
> Organization 3 ey
© Providers
-
Provider Needs attention * Office [ region Status Progress
Providers: everyone the Beavimaz
agency-small.home8@demo.keepcount.invalid - Peel office - Peel + In progress Policies 21/21 - Quizzes 0/21 - Training 0/0
agency has invited, with et Nor it
)
. Dina Mbeki
what needs attention, the e R BT ————
invited Nov 2, 2026
office, the status and their I
agency-small.home5@demo.keepcount.invalid - Peel office - Peel + In progress Policies 21/21 - Quizzes 0/21 - Training 0/0
progress. Who needs
attention comes first. Hugo Duarte
agency-small.home1@demo.keepcount.invalid = Peel office - Peel » In progress Policies 21/21 - Quizzes 0/21 - Training 0/0
invited Nov 2, 2026
. Q
Watch out: The list opens at Na s
R 5 n agency-small.homeé@demo.keepcount.invalid Peel office - Peel » In progress Policies 21/21 - Quizzes 0/21 - Training 0/0
your offlce, choose Every invited Nov 2, 2026

office" for all of them. "Add s
provider" adds the person, not

their home: choose them on

the home afterwards.
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b iild Care (8 homes) ” Miriam Ochoa :
e Home VlSltOrS inal people and records Peel office & Cotasl Gk Todo @& Owner SIENoHt

Home visitors: each visitor's  Home visitors
approval, their homes, this

quarter's inspections and Hortee

their last visit. S —

Anika Rao 5 5 ( ]
Ff%\_ P » 1still to inspect Oct 14, 2026 Record a new approval
Peel office 4 with children
Open the letter

Watch out: Each home is - .
visited without notice at least

once a quarter. "Record a new

approval" keeps each visitor's

approval on file.

Your home child care visitors, each with their caseload of homes. i

. L]
@ LlcenS].ng (IR DHC Rﬁﬂﬁlgﬁf ff:ﬂ‘:imﬁk‘::‘fﬁ) Peel office v , Goto... CtriK | ‘ Todo 5 Mi'i"“%‘“"’”‘: Signout
.  —
readiness

Oashboard [Licensing readiness ]
. . . The requirements KeepCount tracks for your agency, each with its status and l it ‘
Licensing readiness: the SRBKCot T | ey dciescomplanc.
. Messages 2 o _
req uiremen ts Ke e p CO un t Organization-wide  Peeloffice  Niagara office
Help
tra C kS fo r yo ura ge n Cy’ eac h Home inspections are counted for every office together, under Organization-wide
. . + Today Readiness score 40%, based on your records in KeepCount 8of 20 tracked requirements met - thisoffice'sown - 4overdue - 5missing
with its status and o e
ev i d e n Ce fo r t h e a ge n Cy O r Acton (12) Not tracked yet (0) Met (8) Good practice (0) Coming into force (1) Not applicable (1)
) Homes
for one office. 4 ™
W t h t It . K C t' i ! Overdue The register of homes, current within one business day > Open the register |
atch out: ITIS AeepLount's I
. p > This week 3
OWn llSt, based On yOLI r ! Overdue Outdoor play supervised under plans agreed for each child at each home > | Open Dina M. home J
records in KeepCount. Home T L
inSpeCtiOﬂS are cou nted for > Policies & training a 1 Overdue Menus planned with a parent and a home visitor > | Open Felix P, home
every office together, under e
~ Licensing
! O rga n |Zat| on 'Wi d e ". T h e lcantingreadingss * Duesoon Awritten agreement with each provider, setting the home's capacity > | Open Felix P. home |
Ministry decides compliance. apestorcay
+ Duesaon  What home inspections find is put right > || open ina . nome ]

Register of homes
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Your first week

What the inspector asks for, the register of homes, the policies, incidents, the
quarter's visits, the money and the settings.

@ Inspection day

Inspection day: the
program advisor's visit on
one screen, with what to act
on first, what changed since
last time and the usual
questions.

Watch out: Open it the
evening before and clear what
is listed first. "Log this visit"
records the visit when it is
over.

@ The register
of homes

The register of homes: each
home, its address and
provider, and every child
cared for there, with the
changes of the last 90 days.

Watch out: A change recorded
more than one business day
after it happened is late (s.
74(2)). Review it, then use
"Explain the delay".

Demo Home Child Care (8 homes) 1 ( Miriam Ochoa |
]| - [ttt peclffice * Gow.. @Ak | | Todo 3 el
Eaticed [Inspectlon day ] [rer— "
| Inspection binder ‘ Log this visit
The program advisor's visit on one screen: what to act on first, what changed L
Set up KeepCount /8
since last time, the usual questions. |
Messages 2 More: Inspections - Compliance observations
Hel By Manual part Since the last visit Inspections by quarter Questions Find a file Inahome
lelp
KeepCount's own list, based on your records in KeepCount; some items are not due yet. The Ministry decides compliance.
Toda: . .
X 24 Part 1. Licensee responsible 1 w
Home visits 1to act on, listed first. This part in the binder - The Manual (PDF, ontario.ca)
! Missing - Compli itoring record .
Homes ¥ | Open ‘
1.3 Policies and Pracedures for Monitoring Compliance and Contraventions - 0. Reg. 137/15 5. 6.1{7)-(8); 5. 82 L )
No observation recorded yet. Record them under Compliance observations, or confirm each month that the monitoring record is kept, and where,
Children 18
v Met itori iance and | o ‘
pen
Incidents 1.3 Policies and Procedures for Monitoring Compliance and Contraventions - 0. Reg. 137/15 5. 6.1(7}
- Notapplicable  Ministry changes to the required policies issued to staff [ o
3 This week 3 1.2 Implementation of Policies, Procedures and Individualized Plans - O, Reg, 137/15, 6,1(1)
No change to the required policies has come since the policies were loaded
> People D 4 . .
Part 2. Canada-Wide Early Learning and Child Care (CWELCC) system 1 >
> Policies & training 4
Part 3. Group size and supervision >
v Licensing
Part 4. Building, equipment and playground 3 >
Licensing readiness
Part 5. Health and medical supervision & >
Inspection day
Regjster of homes Dart & Mistritinn 40 3
Demo Home Child Care (8 homes) 1 ( Miriam Ochoa |
o] ] - [ s et b peetffice * Gow.. @Ak | | Todo 3 ourer | SErout

SR [Register of homes: Peel office ] (e |

Each home the agency oversees, its address and provider, and every child

Set up KeepCount 78
up ReepCou cared for there with their address, privately placed children included. i
Messages 2 Asof
Help 11/02/2026 (a}
1 chang rded iness day after it happened in the last 90 days {s. 74(2)}. Weekends and statutory holi not business days. Once you
Seag have reviewed one, explain the delay under Changes in the last 90 days.
Home visits
Changes in the last 90 days
Homes
6 rows
Children 18
Happened What Home Recorded ~
Incidents
Sep 21,2026 Placed: Dante W. Bea Y. home Sep24,2026 + Late: due by Sep 22,2026 | Explain the delay
ERLEE S & Oct 26,2026 Placed: Lena R. Felix P home: Oct 26,2026 v Ontime
0Oct 25,2026 Left: Lena R Dina M. home 0ct25,2026 v Ontime
> People i 4
Oct 19,2026 Left: AriaR. Maya 5. home 0ct19,2026 v Ontime
> Policies & trainin, a Z =
. Aug 31, 2026 Placed: Elio J, Felix P. home Aug31,2026 ~ Ontime
Aug 10,2026 Placed: Fern U. Maya 5. home Aug10,2026 v Ontime
v Licensing

Licensing readiness

5 homes, 18 children on Now 2, 2026.
Inspection day
Home

Register of hames Bea Y. home (Bea Yilmaz) .
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. . S -
@ POIICleS o Demo Home Child Care (8 homes) e o P— Hmdn 5 | Miramochoa ("o

Demonstration: fictional people and records Owner
d i

o [POIiCies & quizzes ] | More v . Add policy
ici 1 The policies every provider must read and confirm, each with its quiz. | J
PO[lCleS & qu|zzes: the Set up KeepCaunt 7 -

.. . Messages 2 anz)) (“Approved 22) )
olicies every provider ’ LM
p y p Help Find a policy Columns )

must read and confirm,
v Quiz Status

each With itS q u iZ, an d WhO #+  Policy Confirmed e Version  Quiz Category Updated

Home visits

5 Safe arrival and dismissal o o2 UhRRRED v 3 it safety Nov32,2026

has confirmed each. o

Supervision of children

f Nov 2, 2021
Children 18 Tetonsciean 1212 0/12 + Approved vl v 3 questions Safety Nov2,2026

Watch out: "Annual review..."
asks everyone each policy is

S . Administration of drugs and ; o
for to co nﬁrm |t again' YOU can 4 medications 12112 o2 ~ Approved  v1 v 3 questions Health Nov2,2026

Text on screen

undo it until someone > people L4 T Mot

5 12/12 0/12 « Approved  v1 v 3questlons Emergency Nov2,2026
confirms.

Incidents : Anaphylactic policy eho oz

~ Approved vl + 3 questions Health Nov2, 2026
Text on screen

Text on screen

¥ Policles£ trakning Fire safety and evacuation

6 1212 onz v Approved w1 ~ 3questions Emergency  Nou2,2026
Texton screen
Policies & quizzes
7 Sae e 12/12 0/12 « Approved 1 v 3questions Compliance  Nov 2, 2026
i Textonscreen
Answers to review
Duty to report a child in need of
Training 8 protection 12/12 0/12 « Approved vi v 3 questions Compliance Nov 2,2026

Text on screen

Resources & forms
Prohibited practices

1hin ann L - SRR e = Mews s 092

. — \ [ -
@ InCIdentS © [ Demo Home Child Care (8 homes) o o R H Todo & | MiriamoOchoa [

Demonstration: fictional people and records Owner
.
and serious . :
fenbcers (Inadents & serious occurrences ]
occurrences Incidents affecting a child's or a staff member's health, satety or well-being, :

Set up KeepCount e
and serious occurrences. |

M s \ / N\ /e N/ b \
sages. 2 open ) ( Last30days ) Lastaodays ) ( Lam,umum) Everything ) su.uusm.mw,ucu\; Needs action (0)

Incidents & serious

Help

occurrences: what affected e openns o peedsbens e alerenes
achild's or a staff member's

health, safety or well-being, o

open first. "Report an chrn e

incident" starts one.
Watch out: A serious

occurrence is reported to the
Ministry within 24 hours of the RCEEIETRY A
agency becoming aware of it; tcwmiod s
the record keeps that time.

> Billing 9

> Organization 3
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@ The quarter's
home visits

Home visits: each provider's
home is inspected before it
is used, then without notice
at least once every quarter.

Watch out: A quarter with a
missed visit must be
explained. "Quarters to
explain" counts the ones still
to do.

@ Family billing:
this month
Billing: what needs you this
month, with "Record a
payment", "Record a bank
deposit" and "Print";
Invoices, Payments and
Family accounts are under
it.

Watch out: Family billing is
the owner's choice (Settings,
Organization, Features).
Nothing is sent to a family
until someone who bills
families sends it.

Demo Home Child Care (8 homes)

1 [ Miriam Ochoa [
O G emonstration: ictionsl peopie and records Peel office ¥ Wk OCK | ‘ Todo @& Ounes || BN
B et [Home visits
Export CSV Log a visit

Each provider's home is inspected before it is used, then without notice at
Set up KeepCount 8

least once every quarter. |
Messages 2

No visit on record Quarters to explain Inspected in Q4 2026

Help 0 0 1 4

due by Dec 31,2026

Not yet in Q42026

theinitial inspection comes before none left to explain; 1 missed and without prior notice

the home s used explained
v Today
| Home visits This quarter  Byvisitor By quarter
Homes - N ~
All(s) | ( NotyetinQ42026(1) ) ( inspectedinQ42026(4) )
Children 18 Y
Search by home or provider Columns
Incidents & T
Home Status + Q42026 e Lastvisit Email
> This week 3 quarter
:aya 5 Jul 19, 2026 - Quarterly
ome — .
Peopl i 4 5 o i @
> People i | History [ Tow sk ‘ D Not yet Jul1g, inspection, without notice agency-small.home6@
o ) byDec31,2006 2026 Anika Rao demo keepcount.invalid
el -
visits on record
Mississauga YRR iEcoR
> Policies & training a
Bea V. home Oct 14, 2026 - Quarterly
Bea vilmaz | e = o Inspected Oct ~ Aug14, inspection, without netice agency small homes@
i visi
> Licensing 3 Peel i s ) 14,2026 2026 Anika Rao demo.keepcount.invalid
Mississauga 5visits on record
i Dina M.
2/ Billog L h"“ Oct 10, 2026 - Quarterly
D::';bem | History ] T i Inspected Oct  Sep1, inspection, without notice - agency-smallhomed@
10,2026 2026 Anika Rao demo keepcount.invalid
> Organization 3 feet Gvisits on record
Brampton
Demo Home Child Care (8 homes) 1 ( Miriam Ochoa | .
D B oeronstration: fictional people and records Peel office ¥ ok - lOcK | ‘ fade @ owner | SEMOM
Dashirgrd Billing: Mon Nov 2
Set up KeepCount 8 A ilies, invoices and t fictional, and nothing is sent to anyone.
Nastages . ‘ Record a payment ‘ { Record a bank deposit I November is different I Print v J
Helj
il Needs you, 7
Finish setting up
~ Today billing: 3 of 6:steps are  Untilitis done, KeepCount makes no invoice by itself. Carryon
left ' g
Home visits
Check 21 bank -
HOMES deposits against your | Check these 21 ‘
bank account = 3
Children 18
Follow up 1 family late ——————————
Incidents by10daysormere, l Look over who is late ‘
5478.50 -
> This week 3
2 cheques and cash
($972.00) - <
» people o« are waiting to go to | 1took them to the bank
thebank, theoldest ——
since Oct 3,2026
> Policies & training 4
Look over November's
12invoices ($5,549.50; —————
> Licensing 3 last month $5,564.50): Due Oct 20, 2026: invoices sent later move each family's bank payment. Look aver and send
1 differs from last
month
~ Billing
Print Demo Region fee ————————
This month Print the claim

subsidy’s claim for
October ($438.50)
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@ Provider pay

Provider pay: each
provider's pay for a period,
worked out from the
attendance recorded at
their home. Nothing is paid
until you approve the
period.

Watch out: KeepCount sends
no money. Start on Set-up:
choose your region, confirm
the year's funding amounts
and add the rates from your
agreements.

@ Settings

Settings: the agency's
name, logo and contact
details, and "Features": turn
on family billing, the staff
clock and provider pay, if
your agency uses them.

Watch out: Only the owner
can change the features.
Turning one off hides it for
everyone; what was recorded
is kept, and turning it on again
shows it.

© [ Demo Home Child Care (8 homes)

Miriam Ochoa

Demonstration: fictianal people and records SRULGHS ¥ [t i | ‘ fade 68 owner | SO |
Dashboard [Pr0v1der pay
. s Each provider’s pay for a period, worked out from the attendance recorded
78
et up KeepCount at their home. Nothing is paid until you approve the period.
Messages 2
Payperiods  Setup  Yearend
Help
A demanstration: the providers, children and amounts are fictional, and nothing is paid to anyone.
Year
v Today 2026 ol
Home visits
Start on Set-up: choose your region and confirm the year's funding amounts, then add the rates from your agreements.
Homes
Pay periods in 2026
Children 18 v P
Incidents No pay period yet. Add one for the days you pay, for example the 1st to the 15th.
> This week 3 Add a pay period
> People D 4
> Policies & training 4
> Licensing 3
~ Billing
This month
—
g B
Features
Every feature is part of your plan. Turn on what your organization uses.
Family billing: off
Fees, invoices and statements for families, payments recorded, and the CWELCC figures. Nathing is sent to a family until someone who bills families sends it.
Turn on Family billing
Staff clock-in: off
Staff clock in and out on their phone or the room tablet; the hours recorded in KeepCount are there for your payroll. KeepCount warks out no pay.
Turn on Staff clock-in
Provider pay: off
Each provider's pay worked out from attendance and your agency's rates, for you to review and approve. KeepCount sends no money.
Turn on Provider pay
\ o,
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@® My account

My account: change your
password, add two-step
verification and a passkey,
sign out your other devices,
and change your sign-in
email.

Watch out: A long, unique
password plus two-step
verification is what stops a
reused password from
exposing every office's
records. Set it up today.

€ Help

Help: who to ask, the
guides, "Where do I...?", the
glossary and "Report a
problem".

Watch out: "Report a
problem" goes to KeepCount
support only, never to your
agency: say what you did and
what you saw, without
anyone's record.

o &

Dashboard

Set up KeepCount

Messages 2
Help
~ Today
Homevisits
Homes.
Children s
Incidents.
> This week 3
> Peopl 1

My account

Set up KeepCount

Messages

Help

+ Today

Home visits

Homes

Children

Incidents

> This week

> People

peeloffice.

(My account

Wiriam Ochoa - Owner Demo Home Child Care (8 homes)

Change password
Current password

New password

(ot cute | ((rodo 15 | MiramOhon (g0 |

Administrator accounts see every person's record in Demo
Home Chld Care (8 homes. Along, unique password plus
two-step veriication s what stops a pished o reused

‘ password from exposing them.

Signed in as
Name Miram Ochoa
| [l et

Atleast 120

cters. Ashort phrase woriks well.

Repeat new password

Two-step verification - ot

Optional:
sthenti

at 1Password, Authy.

Passkeys

Apas

joun with yourfingerprint, faceor device PN (Touch 10, Face D, Wi

Role Owner

‘ Organization Demo Home Child Care (8

homes)

This device

Safety alerts

By email

when it was added and st used.

No passkey yet.

Add a passkey for this device

Other devices

Losta phone, or left K

Switched offfor the whole agency in Settings.

KeepCount updates

Afew emaits  year from KeepCount tself: what changed n the

Sign out other devices.

Sign-in email

New sign-in email

(] Yes,email me when KeepCount changes, when
Ontario's child care rles change, and whena new

ed. Afew emails ayear, from

e 200, 51 Vilage Centre Place,

guide s put

unsubscribe at any
time with the link n every email

7/8

2 Your office

KeepCount

18

This version

Who to ask

Security or privacy

3 y
Report a problem

agency-
small@demo.keepcount.invalid
is the contact address staff see.
hello@keepcount.ca for the
system itself. A person answers
within two business days.
Support can open an
organization only through a
session its activity log records.

Same address, with "security" or
"privacy" in the subject. The
privacy notice says what is kept,
where and for how long.

KeepCount 0.99.191 - Nov 2,
2026. Mention it when you write
to KeepCount about something
on ascreen.

Guides

Written by KeepCount and checked against the consolidatc
names its sections and the date it was checked. They open

What a licensing inspector checks

The January 1, 2027 changes

Serious occurrences and the 24-hour rule

Vulnerable sector checks and offence declaratio

Fire drills and emergency procedures

Sleep supervision and direct visual checks

Records and retention

Home visits

CWELCC records

The screens are from KeepCount 0.99.191, captured on November 2, 2026. Your agency's words for people
and its policies may differ; the screens are the same.

Section numbers are O. Reg. 137/15 (General) under the Child Care and Early Years Act, 2014, read on e-

Laws on November 2, 2026. This guide explains how KeepCount works; it is not legal advice, and the

Ministry's program advisors decide compliance.

KeepCount - KeepCount Inc., Mississauga - keepcount.ca - Sign in - hello@keepcount.ca - Privacy notice
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