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Online Enrolments 
 

 

 

 

 

 

 

 

 

 

 

 

Summary  
 

Method 1 – From Wait List 

1. In the Childcare menu select Waitlist 
2. Click create new 
3. Save the record 
4. Go to the Actions tab click on Send Online Enrolment Form 
5. Click Send 

 

 

 

 

 

The Online Enrolments module allows you to send and receive 
Enrolment Forms electronically. The benefit of receiving the data 
electronically is that it is all stored in your software, saving you 
time on data entry. It also helps take your administration paperless.  

The Enrolment form we supply is fully compliant with the 
government regulations and requests all the data you are required 
to receive from the family.  

This tip Sheet will walk you through: 

• The two methods of families accessing Online Enrolment’s 
o Waitlist record 
o Website published link 

• Notifications 
• Troubleshooting 
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Online Enrolments 
Detailed  
 

Method 1 - From Wait List 
Families can be added to your wait list by clicking the Create New button and 
recording basic details of the family.  

Following this method there are 4 simple steps: 

 

Start by recording the family in the wait list. To do this select the Child Care menu 
then select Wait List. 

 

From the wait list screen click on Create New 
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Enter the First Name and Surname: 

 

Click Check Existing Parent/Guardians: 

 

Then click Continue.  

As the screen continues you will then need to enter the parents email address: 

 

NOTE:  At the very least, you will need to record the Parent/Guardian’s name and 
email address to be able to send a form to a parent. 

Other than name and email address, you can record as many details and children 
as you like. Any details you record on the wait list entry will prefill on the enrolment  
Both new and existing families can be placed onto your waitlist and online 
enrolment forms can be sent to any wait list entry in the status of ‘new’. 

Click Next. This will take you to step 2 where you will have the ability to add in 
Children. However, if you would prefer for the family to enter this information click 
save:  
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Once saved you will now notice a tab called Actions. Click on this tab and then click 
on Send Online Enrolment Form:  

 

You will then see either one of the following screen confirmations. Click Send to 
email the parent the form:  
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Once you have sent the form, the wait list status will be updated to Form Sent 

 

The family will receive an email containing the link to their enrolment form and an 
access code: 

 

When they click the link, the form login page will load and they will need to enter 
their email address and access code and click Next:  
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NOTE: The authentication on the form ensures that the data is secure and can’t be 
accessed by anyone other than the intended parent/guardian.  

Also for security reasons, the link that the parent/guardian uses to access the form 
will expire in 3 different scenarios.  

1. After 14 days  
2. New link sent  
3. Too many incorrect login attempts  

If their link expires, all you have to do is resend the form. Any progress they made 
will be remembered.  

When the online form opens, they will first see your service details: 

 

Followed by the main Parent/Guardian Details: 
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Any fields you have entered while creating the record will populate into the form 
however these can also be changed by the parents.  

As the parent moves through the form, they will notice two things. 

1.  There are fields with asterisks. These fields require the parent to fill in.  

 

2. There are fields where the parent will see a       symbol. If they click on this 
symbol, it will give them more information to help fill out this section on the 
form. 
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The next section down is Parent/Guardian 2. 

 

Next is Family Contacts. The parent can add in as many contacts as they require. 
They start by clicking on Add Family Contact: 

 

This will open an additional section on the form allowing them to enter in the 
Contacts information and complete the authorisations.  

This is a repeatable section, so this allows them to click on + Add Family Contact 
again and add in as many contacts they require. 
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Next is Children. To start adding in a child the parent clicks on the + Add Child 
button:  

 

This will open an additional section on the form allowing them to enter in more 
information. This is a repeatable section, so this allows them to click on + Add Child 
and add in as many children they require.  

NOTE: If child/children details were included in the wait list entry, their details will 
prefill in the form. 
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The form starts with the main information for the child along with the ability to 
upload the birth certificate: 

 

Next begins the Medical Information: 

 

Along with Immunisations and Medical Plans there is the ability to upload the 
medical plan within the form: 
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Moving down they then enter in their preferred booking:  

 

The parent clicks on the plus symbol, selects the day of the week, enters the in and 
out time and toggle between AM and PM as needed.  

If they require more than one day a week the parent will then follow the same 
process: 
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Next is Court and Parenting Orders: 

 

The final section is Authorisations.  

 

Parents then can click + Add Child for the ability to open the form for another child. 
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The parent completes the form by Accepting the declaration, entering their name, 
and signing via the pad option: 

 

Once the parents scroll back to the top of the form, they will see two options:  

1. Save as Draft - If the parent doesn’t have all the details on hand, they will be 
able to save their progress on the form and access it again using the same 
credentials.  

2. Save and Submit.  

Once submitted, the following message will display 

 

When a parent/guardian attempts to submit a form, a validation check will run to 
make sure that they have entered all mandatory fields. If they have missed any 
fields, they will be asked to add in the relevant data before submitting.  

Hopefully, this will ensure that you have received all the details and documents you 
need to enrol the family. It also helps to make sure you have captured the data you 
need according to the regulations. For example, an immunisation or birth certificate 
and so on. 
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Forms submitted to your service will display in your waitlist in the status of Form 
Received.  

To book the child into care, click on the pencil button on the right hand side:  

 

Navigate to the child tab where you will need to select the Wait List Priority and 
Priority of Access then save: 

 

You will also notice two changes.  

1. There is now a new tab called View Online Enrolment Form:  

This allows you to view the form prior to booking the child in. As you scroll down 
you will be able to view all the information the family has entered in and download 
any documents they have supplied: 

 

Upon checking the received forms, you may request an update on missing/ 
incorrect details by sending the forms back to the family. 

You can request an update by clicking on the Request Update button. 
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A similar page to below will appear: 

 

Select the form you would like an update for and enter a comment before sending 
to the family to update. 

2. The Actions option no longer has the ability to send an enrolment form 
however you are now left with the option to book the child: 
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Once you click Book Child you are then asked to select which child you want to 
book in.  

NOTE: If there are multiple children in one family the booking process is completed 
per child.  

Select the child and click next:  

 

Next you will be asked, 

 

You will then continue by selecting the room and a future start date followed by 
the save button:  
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The following screen will appear: 

 

This then redirects you to the booking where it inserts the families preferred days 
and times however these can be changed. You can also create an enrolment 
confirmation and CCS enrolment within this window:  

 

When the child is booked in you can find the enrolment form within the Docs tab of 
the child record to view at any stage.  

The documents the family have uploaded within the enrolment form will be stored 
within the enrolment form. e.g birth certificate, medical plans, court orders. 
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Method 2 - From your Website 

 

The other method for families to access and complete an online enrolment form is 
via your website.  

Your service will be able to embed a link to a blank form on your website. For 
example, your service may add an Enrol Now button (or something similar) which 
will redirect the family to the enrolment form to complete and submit.  

Regardless of which method the family uses, the forms will all be submitted to your 
Wait List for you to access when you are ready to place the family in care.  

 

Notifications  
If you would like to receive an email notifying you of a new enrolment submission 
click on your Cog Settings button then select Site Settings:  

 

Within your site settings tick Receive email notification for new online enrolment 
submissions then save: 
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Online Enrolments 
Troubleshooting  
Troubleshooting 

Below are some common issues you may see regarding Online Enrolments and how 
to resolve them.  

 

Issue:  Parent can’t access the Online Enrolment link 

Why?  The link that the parent/guardian is using to access the form has expired 
due to 

4. Accessing after 14 days of the link being sent 
5. There was a new link sent  
6. There were too many incorrect login attempts 

Resolution: Resend the Online Enrolment Form. Any progress the Parent/ 
Guardian has made will be remembered. 

 

Issue:  

 

Why?  This typically is caused by an incorrect entry, for example a date, either in the 
Waitlist record or on the Online Enrolment 

Resolution: Please contact our Support Desk if you are not able to successfully 
rectify as it may be an incorrect entry on the online enrolment form. 

 

Issue:  Can’t upload documents onto the online enrolment 

Why?  Incorrect file type or size  

Resolution: Ensure the file size is no more than 10mb and is either a "jpg", "jpeg", 
"png", "gif", "bmp", "doc", "docx", "PDF", "txt" document type. 
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Question:  Where can I obtain the Online Enrolment Link? 

Answer:    Go to the settings cog and select site settings. Click on the  
This will be sent to the Primary Email address recorded for your service. 


