
 

OSNP ONLINE SYSTEM 

 

Home Screen 
 

1. Funding Profile Indicates funding details for your school based on OSNP’s fiscal 
year (April to March).  

2. Monthly reporting Used to report monthly program number and financial details.  

3. Year to Date Report Provides a fiscal year glance of OSNP’s funding allocation and data 
entered in monthly entries (program numbers and financials).  

4. Renewal Used exclusively during grant renewal. 

 

 

 

 

Quick Snapshot of the OSNP Online Reporting System 
At the end of the month, visit www.osnp.ca , click on the ‘Monthly Reporting’ icon, and log in by 
entering your username and password. Once logged in, enter your monthly data (Data is due by the 
15th day of the each month).  
 
Contact your local Community Development Coordinator if you do not know your unique username 
and password. 
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1. Funding Profile 

 

  

 

 

 

 

 

 

 

April deposit occurs mid to end of March 

September deposit occurs the first weeks of school 

abd 

Identifies funding that was 

unspent in the previous 

fiscal year (April-March). 

Unspent funds are to be 

spent and reported on in 

the current fiscal year.  

Identifies funds that have 

been diverted towards 

special programming  

Breakdown of OSNP and 

third party funders  

Breakdown of OSNP and 

third party funders  



 

2. Monthly Reporting  

A. Program Tab 

 

  

 

# of days the program operated = the total 

number of days the program actually 

operated within the month you are 

reporting in 

# of meals served = the total numbers of 

student who participated throughout the 

month (count the number of student daily 

to ensure this number is accurate 

# of volunteers = total of unique volunteer 

who assisted with the operation of the 

program for the month 

# of volunteer hours worked = Add up the 

total hours worked by all volunteers in your 

program each month including students 

and school staff. Don’t forget to include 

volunteer time spent on things like 

shopping, record keeping, menu planning 

and fundraising 

PLEASE NOTE: 

You must sign 

off on each tab 

in each month 

for your report 

to be deemed 

completed 



 

B. Finance Tab 

 

  

Estimated value of donated product 
received this month = List and estimate 
retail value of all donated products 
 
Other Grants/Community Donations = 

Non-OSNP flowed grants and 

donations. Please specify grant amount 

and grant description in provided areas. 

PCCC Food Funding / Equipment 

Funding = please indicate if your 

program has received any funding from 

the President’s Choice Children’s 

Charity  

Parental Donations / In school 

Fundraising = Please indicate amount and 

the funding source of donation and/or 

fundraising dollars 

 

Vouchers AND Coupons = simply record 

and report the number of vouchers or 

coupons used 

To upload your expense 

receipts, you must click on 

the + and Sign off when 

finished your report 



 

C. Receipt Upload 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Description Options:  

Food & Consumable Supplies (e.g. soap, 

napkins, disposable utensils, etc.) OR 

Equipment  

 

Receipt Amount = the total $ amount 

purchased in that category (this number 

should match the total of all receipts 

uploaded at this time.  

 

To UPLOAD: click on Choose File. Files types 

accepted are .jpgs, .pdf, or .doc(x). File size 

matters so multiple uploads may be required 

to complete your report 

 

SAVE & CLOSE when finished, it will take you 

back to the monthly reporting screen. To 

upload more receipts, you will need to click 

the + button again. 

 

Make sure you sign off on the main screen 

before completing your entire report. 



 

3. Year to Date Report 
 
 
 
  

Outlines OSNP and third party 

funding based on OSNP’s fiscal year 

Outlines unspent funds from the previous fiscal 

year. Funds needs to be spent by March 31st  

Program details based on school application 

Summary of 

monthly reports 

Reports activity 

between 

September to June 

Reports funding 

between April to 

March 

Reports expenses between 

April to March 



 

SAMPLE Program Tracking Form 
 

OSNP Reporting Month: __________ Year: __________ 

 
Week 

1 
Week 

2 
Week 

3 
Week 

4 
Week 

5 
Monthly 

Total 

# of days program operated 
 
 

     

# of snacks or meals served 
 
 

     

# of volunteers 
 
 

     

# of Volunteer hours 
 
 

     

Est. Value of donated product 
 
 

     

Other Funding $ 
 
 

     

# of Vouchers redeemed / 
used 

 
 

     

# of Egg Coupons redeemed / 
used 

      

Parental donations / in school 
fundraising 

      

Food Costs / Consumable 
Supplies 

      

Equipment Costs 
 
 

     

Other 
 
 

     

 

Reminder: The OSNP funding year is from April to March. Please ensure 
all OSNP funds are spent by March 31st. Any Questions? Contact your 

local Coordinator. 


