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ENDING A CCS ROLE

When a user leaves, it is important to end the CCS
Personnel Role. There are different processes depending
on which role they have.

e Management or Control
e Operational and Contact

End CCS Personnel Role — Management and Control

Click on the settings cog

Select CCS provider

Select Personnel Tab

Find the User and click edit

a. Select an authorised person
b. Select end date

5. Click submit

w2

End CCS Personnel Role — Operational/Contact

Click on the settings cog

Select user/personnel

Find the User and click edit

Click on the CCS personnel roles tab
Click edit on the role

c. Select an authorised person

d. Select end date

6. Click submit

s s
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Management or Control Role
This role can only be ended within your CCS provider Profile.

Click on the Settings Cog button
Select CCS Provider

® Demonstration Site - Redbourne Child Care Centra  ChikiCare ~  Frocessing = Assounts

DASHBOARD Mimpersonating
Chilgren InCare  e-Signanure Eniries | Parent Feedback

- m Reset | Primt | Email Displaying 09

LTS oo A | Program: i | nchuse Gamst Sign ins: vos |

Select Personnel tab
Find the user/role and select Edit button for the required person:

GCS PROVIDER PROFILE

Entity Type: Unincorporated Body Provider ABN: 14965143514 ACEQA Registration Code:
Name = General Address Contact Financial = Ultimate Holding Service  Partner  Personnel Messages  Comespondences

Search Keyworc v Reset Displaying 2 out of 2

Current Search Options: [CLT0T2C)

FirstName Middle Name Surname Q PRODA ID (RA Number) Person Id Removal Reason Removal Text
MONTYF HOBBSE 0110130001 [#] Edt
Kiersten Mona 6250410244 0110105136 [#] Eat

Again, the role will display so click edit again:

CCS PERSONNEL

Person ID: 0110105001 Mame: Joan Akbar End Date:

Provider igle  Senvice Flole ~ WWCC  Declaration  Previous Hisiory  Operation of Service  Employed in Service  Other Enlerprise  Nofification Of Suitability  Conflict Of Inferests

Start Date End Date Role Position Other Position Submatied At Is Active:
60212020 311219999 Management or Control General Manager General Manager Yes Fes |-

Now, enter the end date:
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l Edit Provider Personnel x

Personnel PRODA ID (RA Number) CCS Personnel Id Phone Email
Joan Akbar
— Provider Role
Role Position
Management Or Control v General Manager v
Start Date End Date Authorised By
6/02/2020 3112/9999 >

Click on Submit.

NOTE: If you want to remove a management and control DO NOT do this until a
new management and control person has been created and queried successfully
in your software. If you are unsure of the process, please contact the Support
Desk.

Operational and Service Contact Roles
The role for a operational and service contact user is ended via their user record.

Click the settings cog and select Users/Personnel:

@ Demonstration Site - Redbourna Child Care Centre  OhidGars =

vome
DASHBOARD
Children In Care | e-Signatura Entries  Parent Feedback

- Resel  Print | Emad

bbb g oo s | Frogrrm: e wouoe et 5o - ves

Find the user and click Edit:

@ Create New Contact

USERS
P———
Hame © Email Is Usar. Locked Out Is Personnal
Ablent Biundie. ‘semilyl® redbourne.com au Yes Mo
Andrew Simons talerw @redbourne. com au Yes Ho
Childcare Test support@childearecentral com.au Yes No
Dawd Pierson Yes No
Demo Personnel No No
Elbe Hopkin support@childcarecentral com.au Yes Yes

Click on the CCS Personnel Roles tab then click Edit on the role displaying.
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EDIT USER SALLY JUSTIN (CONTACT) = Q
General Details ~ Sites  Approvals / CCMS Personnel Approvals|
PRODA 1D (RA Number) Person Approval Start Date © End Date Role Submatted At

12062018 311129999 Contact 120672018 05:34 PM He -

@ -

Select an end date, authorised person and click on submit.

Edit Personnel: Sally Justin

Personnel PRODA ID (RA Number) CCS Personnel Id Phone Email
Sally Justin _ hhh@jhg.com
— Service Role 1

Role Start Date '\ End Date

Contac v 12/06/2018 31/12/9999
Approval Authorised By
v v
2
Declaration

Have you sighted:

An Austraiian National Policy Criminal History Check obtained from the relevant state or territory police service or an agency accredited by the Australian Criminal Intelligence Commission O Yes ONo @ NA

and optained no more than six months.

Supporting Document _Cnoose file | No file chosen

Allowed Document Types: “pdf, "png”, "iff", and “jpg”

Have the above checks revealed any adverse events? O Yes ONo @ NA

Close [M=[ILLT

When the system queries overnight the role will be removed from the CCS
Personnel Tab.
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Issue: | am end dating a CCS role and I'm getting an error saying the role doesn’t
exist.

Resolution: This means that the role has already been ended elsewhere.

Click on the Query CCS button:

General Details ~ Sites | Approvals/ COMS Personnel Approvals.  CCS Personne! Roles weSignature
\ DisplayingDoutof 0 R # £t wwe
Thera are o records to dsplay

Select the authorised person and click on query.

The role will then be removed.
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