
THE ANNUAL OHA SOCIETY REPORT 
Accessed under Secure Forms from the Login and Access link on the Home Page 

 

Figure 1 is the Login and Access page on gardenontario.org 

All members who will be entering their annual report require a special access added to your log in. If you get an error 
telling you that you need access, please let the Webmaster know and it will be added. Make sure you are logged in 
before you click the link to open your report as you see here in Fig 1. 

Please read all instructions carefully. If you have any questions, want to submit any feedback, or encounter any errors 
and need help, please send a message to the webmaster@gardenontario.org. 

There are 7 sections to the report, and it includes volunteer hours. The best way to enter the information is to gather it 
all in one place first. The sections are: 

1. Society Identification. 
2. Mailing Address and Contact Information of Officers. 
3. Planned Activities Report for the current year 2020. 
4. Society Annual Information Report for this past year 2019 including membership numbers. 
5. Scholarships Report for those who have scholarships (if you answer No on Page 1 – see Fig 2, this won’t show). 
6. Youth Program Report for those who have a youth club (if you answer No on Page 1 – see Fig 2, this won’t 

show). 
7. Volunteer Hours Report which will total so you can verify your entries. 

Once you start entering the report, the Next button will save the current page and take you to the next section where 
you can continue filling in the form.  

  



 

Figure 2 is PAGE 1 of ANNUAL REPORT 

The Save and Continue Later feature will save your entry as a temporary report that can be accessed only by the email 
link you will receive once you put your email address into the pop-up box that appears when you click ‘save and 
continue’. If this email is misplaced, your report will be lost. The temporary report will expire in 30 days. 

Please note: If there are any fields you have missed or have not entered the expected type of data (a letter in a number 
field for example, or a word in a date field), they will be flagged in RED so you know which ones to correct before 
continuing. 

ACCESSING YOUR TEMPORARY REPORT: 

Do not click on the link in the email without first making sure you are logged into our site.  

a. Go to the home page  https://gardenontario.org/  and make sure you are logged in 

https://gardenontario.org/


i. We have a hello on the top header of the site that you will see if you are logged in… you don’t have 
to log out but the option is there if you need it… if you are not logged in, it will give you a link to log 
in. 

 
b. Now you can open the email you received and click on the link to access your temporary report.  

*You can go back a page using the PREVIOUS button to review what you have entered and adjust anything that 
is required. This data is available for 30 days. 

Use the save and continue feature to efficiently enter your information: 

1. Questions may be revised each year. Open the report and fill in what you can, making note of any questions you may 
need more information to answer.  

*A good tip is to copy them when you find one you can’t answer (or take a screenshot) and paste it into a Word Doc.  

2. Go back in later and review your report adding any info that may be needed submitting the report to complete.  

When you have filled in all sections and are satisfied with your report, mark it complete and click the SUBMIT button. A 
formatted copy of the report will be sent to you and your district director by email. 

*If you need to add or edit any information after you have submitted this online report, please contact your District 
Director who can make the change for you. This helps to ensure the data is accurate. 

  



Here are the other sections of the report for your information:  
*tip: these will print small - use this file to view and zoom in to make larger 
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