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BOOKINGS

Creating a Booking
1. Click the Childcare menu
Select Bookings
Click on the New Booking button
Select the child, start date, room and default program
Click Create
Click Add Week
Click on the plus box on the days the child will be attending
Click Save

©ONOUEWN

Ending a Booking - via Bookings
1. Click the Childcare menu

Select Booking

Click on Edit

Enter the End Date

Click Save

R wN

Ending a Booking - via the Child’s Record
1. Click the Childcare menu

Select Children

Click on Edit

Click onto the Bookings Tab

Edit the booking

Enter End Date

Save

NoukswnN
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Creating a New Booking
Click Childcare menu and select Bookings

® Demonstration Site - Redboume Child Care Cenlre  Child Care ~  Processing ~  Accounts ~  Reporis »  Quafily~  Program & Pracfices ~  Admin ~ Support %~

arents/Guardians
Children

Parent Feedback

DASHBOARD

Work Centre

Welcome fo your Work Centre,

Fee Schedules

ACCS
MS Enroiments

Enroiments

Entitements

Daily Care Children |t Canfrmation Parent Feedback Messages EOL
“ » ﬁ Inclusion Support Cases &\ Q - .'j
o= IS Innovative Solution Cases [~ -
Fee Estimator
Wit List
Children (e Signetures Farent Portal

Children In Care

v | &

Rooms and Programs.

30 Active Children —ﬂ—

The following will display:

BOOKINGS = Bookings Awaiting Approval | EE Holiday Periods Awaiting Approval [+ RN IR AT 0
Search Keyword... - Reset Displaying 4 out of 4

Current Search Options: [EEEI e EEE

Active / Approval Approval

Child © Guardians Room Programs Inactive Date Range Default Program  Status Date By

Griffiths, Jennifer Griffiths QOSHC Care After School Care, Before School Active 21/05/2016 - LU 22/05/2018 RBSAMIN [#] Edit

Jacob Room Care ongoing

Grifitns, Toby  Jennifer Griffiths, Letty OSHC Care After School Care, Before School 21/05/2018 - Before School 23/05/2018. RESAdMIn |21 6t
Jones Room Care ongeoing Care

Jones, Caleb LDC Room 21/05/2018 - Joeys Room 18/05/2018 Resagmin | ZEM

ongeing

Jones, Keely  Jennifer Griffiths, Letty QSHC Care After School Care, Before School 21/05/2018 - After School Care 24/05/2018 RBSAdmn |2 Et

Jones Room Care ongoing

To begin creating a new booking, click the New Booking button.
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Create booking x

Child *

| Enter name v

Start Date = End Date

Room *

Default Program

=

Select the child, Start Date for the booking and Room
NOTE: If the child is booked in multiple rooms, this process will need to be repeated.

You may also choose to select a default program. This is an optional setting and
may be ignored if you wish to book the child with multiple programs.

If selected, all sessions added on the booking will default to the selected program

details.

After making your selection, click the create button and the following will appear:

ELIJAHB

Weekly Forecast

Toddler

Edit Booking

151172021

Transport Type | — Salect -

Default Transport Canfiguration

QPR ROV WSl + Greate Enoiment Confimation | 4 Greate Enroiment | @ New Booking

Nov & - Nov 14

< | mswesk | >

Wed 10/11 Thu 1114 Fri 1211 sat1311 Sun 14111

,,,,,,,,,,,,, Approved By Templste Sate  Statis
i Day Sess [ 091721 Jacinta O [ Inactive |
a
8 Dee
~|  PickUp Locst e | DropOf Locstion | ~ Selec ~
Tuesday Wednesday Thursday Friday Saturday Sunday
+ + + + + +
+ Add Week
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To add booked hours to the week, click on the + (plus) button:

Toddler
Edit Booking Cancel B Save

Approvsl Dats Approved By

[
v o2t Jacinta O

Start D Ent Dt Defaul Program

1511172021 Mid Day Session

Default Transport Configuration

Transpon Type | — Select - w | BjekUp Location | - Seisct -

+ Add Week

If a default program has been selected, the session details will prefill when a day is
added:

Toddler
Edit Booking Cancel B Save
= @ OewtPogem  AgpeowiDde Tampiate Siaia 5
181172021 i Dy Seesin ~ vzt | [ e =0  2parovea [l inscts |
a

+ Add Week
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If no default program has been selected, the session details will be blank when the
day is selected and you will select the details from the dropdown menus:

Program NEW

— Select — -
Fee Schedule

- Select - -
Fee Tier

— Select — L]
Guardian

Abby Marrows -
Start End

12:00 AM 12:00 AM

[ Delete £ Copy # Edit

o+

To add a second session to the day, click the + (plus) button beneath the first
session. This will allow you to add an additional session to the day:
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Program

Fee Schedule

Fee Tier

Guardian

Start End
0700 AM 09:00 AM

B Delete 7 Cony # Edit

Program

Before School Care ¥

Toddlers ¥

15t Fee ¥

Abby Marrows ¥

NEW

After School Care ¥

Fee Schedule

Fee Tier

Guardian

Start End
03:00 PM 06:00 PM

B Delete £F] Gy # Edit

+

Toddlers ¥

1=t Fee ¥

Abby Marrows ¥

[i]
/-/armom/ Web ..'

Sessions added in error may be deleted by clicking the Delete button on the

session:

Start End

o0 MFE:E{I PhA

W Dwizin ' Copw # Edi
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Editing Sessions

To edit further session settings, click the Edit button on the session. This will open
the ‘Edit Session” window:

Edit Session for Monday x

Start End Subsidy Scheme
07:00 AM 09:00 AM ccB ¥
|| This session is not eligible for subsidy
Transport Type Pick Up Location Drop Off Location
Both A Redboume State + Redbourne State #
Program Fee Schedule Fee Tier
Before School Ca # Toddlers A 1st Fee hd
Fee for Session
§ 100.00 [ Zero Fee
Override Fee Schedule Rates
] Overide Fixed Fee

General: Times for the program will display here, the default subsidy will also pull
through however can be changed.

Transport: If transport settings have been applied to the room, they will default on
the session. The transport may be adjusted via the dropdown menus

Fees: Program, fee schedule and fee tier can be adjusted.

You can also apply a zero fee permanently on the booking. The hours of the
session will still go to CCS however no fees will be calculated if this is ticked.

Fee for Session
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Fee's can also be overridden here on a permanent bases by ticking Override Fixed
Fee and entering a fee.

Override Fee Schedule Rates

Fee Override

$

You will need to click the save button to save any updates made to the session
settings.

Casual Bookings

In the event, that a child doesn’t have any booked sessions and they are only
coming on a casual bases you will still be required to create a blank booking like
below:

OSHC Room
Edit Booking Cancel
Stant Date End Dats Defautt Program Approval Dats Approved By Tempiate State  Status
28/05/2018 -~ Select - . 28/05/18 Kristie-Lee Moyer Approved
Week 1 @ A
Default Transport Configuration
Transpert Type | Both - Pick Up Location | Redboume State Primary Schc # |  Drop Off Location | Redboumne State Primary Sche »
Monday Tuesday Wednesday Thursday Friday Saturday Sunday
+ + + + + + +
+ Add Week

NOTE: If this step is missed you will not be able to create casual daily sessions.
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Rotating Bookings
If the child is attending care on a rotating schedule, click the +Add Week button.
This will add an additional week to the booking:

LA
LRI IF

< < ¢ (i

[[[[[

LRI
LA IF

Add in the sessions required.

NOTE: The booRing will then rotate this cycle beginning from the booRking start date.
You may add as many weeks as required.

Clicking the delete button will remove a week.

Once you have finished setting up the child’s booking, click the Save button.
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Ending a Booking

You can end a booking in two ways through Bookings or through to the Child’s
Record.

Through Bookings

Click child care and select bookings find the booking in the list and click the edit
button

= Bookings Awaiting Approval 8 Holiday Perlods Awaiting Approval ew ing
i Bo Awail | IE Holiday Peri iting Ap © New Booki
Search Keyworc - Reset Displaying 20 out of 107

Current Search Opsions: EEITEERT) EZEED
child @ Guardians Room Programs Active / Inactive Date Range Default Program Status  Approval Date Approval By
a aa Koalas m 13/05/2019 - ongoing 10/05/2019 RBSAdmin Adminfl [ Edt
asd, asd Alex Mercer Koalas LDC - Koalas m 13/05/2019 - ongoing  LDC - Koalas 8/05/2019 RBSAdmin Admin] 7 Est
b, bb Joeys m 13/05/2019 - ongoing 10/05/2019 RBSAdmin Admin] 7 eat
Bass, Child Brice Ellison-9856 Koalas LDC - Koalas [ Active | 25/06/2018 -ongoing  LDC - Koalas 1/07/2018 kmoyer [# Bt
Bass, Child Brice Eliison-9856 Possums  LDC - Possums W 22/10/2018 - ongoing 23/10/2018 Kkmayer # e
Bass, Child Brice Ellison-9856 Joeys LDC - Joeys. m 8/04/2019 - ongoing LDC - Joeys 11/04/2019 Role Test #ea
Bass, Lisa Frederick Bass-2751 Possums  Banana m 25/02/2019 - ongoing ~ Banana 2710212019 kmoyer 7 Bt
Bass, Lisa Joeys m 29/04/2019 - ongoing  LDC - Joeys 26/04/2019 RBSAdmin Admin] - Est
Bass, Lisa Koalas m 22/04/2019 - ongoing ~ LDC - Koalas 26/04/2019 Kkmayer 7 En

Scroll down to your template and enter an end date

Edit Booking
Start Date End Date Default Program Approval
26/02/2018 - Select - ¥ 12/04

Once the end date has come to pass, the booking status will change to inactive and
no further sessions will be generated for dates after the end date.

Inactive bookings will only display on the bookings page when specifically searched
for:

Search Keyword... - Reset

| Other Options

| Starting on or aiter Ending on or before

| | Room

[ Status State Blue Room

| Actve A .

| | Both Yellow
Active Room
Inactive

B I, asey Brenton QSHC f
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Through Children’s record
Select Childcare, then children, search for the child then click edit to go into the

child’s record

1. Click on the Booking Tab
2. Click on the room name
3. Find the Active Booking and Click Edit.

1 .=
HARRY HOPPER = Q
General Details ~ Subsidies Needs  Immunisations  Medications  Alerts = Pre-School — Bookings — Guardians =~ CCMS Enrolments  CCS Enrolments  Docs  Portiolio  Timesheets  Rooms
Booking Details © New Booking
Weekly Forecast May 13 - May 19 < ThisWeek >
Mon 13/5 Tue 14/5 Wed 15/5 Thu 16/5 Fri 17/5 Sat 18/5 Sun 195
Room: Koalas Room: Koalas.
Program: LDC - Koalas Program: LDC - Koalas
Guardian: Alex Mercer Guardian: Alex Mercer
Koalas %
Sessions Guardians Active / Inactive Date Ranas Default Prcgra_m sta_lus Approval Daée AEEroval By
2 Alex Mercer m 13/05/2019 - ongoing LDC - Koalas BI05/2019 RBSAdmin Admin @ Edit I

Scroll down to your template and enter an end date

Edit Booking
Start Date End Date Default Program Approval
26/02/2018 - Select - ¥ 12/044

Once a date has been selected, click the save button.

Once the end date has come to pass, the booking status will change to inactive and
no further sessions will be generated for dates after the end date.
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WeeRly Forecast
Once the booking has been saved make sure you refresh your page to see the
updated weekly forecast.

JOSIE MARROWS ta © &
Weekly Forecast May 28 - Jun 3 < ThisWeek >
Mon 28/5 Tue 29/5 Wed 30/5 Thu 31/5 Fri1/6 Sat 2/6 Sun 3/6
Room: OSHG Room
Program: Before School Care
Guardian: Abby Marrows
Room: OSHG Room
Program: After School Care
Guardian: Abby Marrows
OSHC Room
Edit Booking Cancel

If the child is booked in more than one room then the sessions will also be colour
coded by room in the weekly forecast, where more than one room is in use on the
booking:

Weekly Forecast

Mon 28/5 Tue 29/5
T:00 AM - 10:00 AM
Room: OSHC Room Room: Green Room
Program: Before School Care Program: Mormning Babies
Guardian: Abby Marmows Guardian: Abby Mamows

Room: O5HC Room
Program: After School Care
Guardian: Abby Marrows
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Issue: I'm trying to create a new booking and getting an error saying it's

overlapping e.g.

Resolution: The error message is correct, a booking with this child/room

Create booking X
* The start date for the new template overlaps a template that starts on 9/11/2020.

child *
[ ailum Bradiord x|z
Start Date ~ End Date
04/01/2021
Room * Default Program
Starfish Room - 0-1yrs | | | starfisn | |

combination already exists. Navigate to the child record and into the booking tab,

then click on the room name and have a look at the history of bookings:

KAILUM BRADFORD

Weekly Forecast

T 841 Wod &1 T 71 i sat 0t

=
pomsrnn e
— = e s o
T —— T— — =
m 1 Btartisn m 23002020

San 101
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Issue: When I'm adding a session, the parent | need isn't an option to choose from

Program NEW

Jellyfish w
Fee Scheduls

Dolphins w
Fee Tier

Main Fee w

Guardian

-- Select -

06:00 AM 06:00 PM

Resolution: This can be due to 2 reasons:

1. The parent isn’t active. Navigate to the parent record to check if they

First Name * Middle Name Surname *
Kaya B Bradfcy

Date Of Birth * CRN IsActive

04/09/1962 YES

2. The parentisn’t linked. To check this, navigate to the child record - click on
the guardian’s tab:

LUCAS BRADFORD Lo

General Details ~ Subsidies  Needs | Immumisalions = Medical  Medicalions ~ Auhorisaions  Alerts | Orders  Pre-School  Bookings  Guardians | COMS Enroiments  CCS Enrolments | Docs  Portiolio  Timesheets  Rooms

Ho guardians

This chikd has ot yet been assigned any guardians

If the parent hasn't been linked, click on Assign a Guardian and follow the prompts.
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Issue: When I'm adding a session, the new fee schedule | created isn’t available to
select.

Resolution: This will be due to the fee schedule start date is in advance to your
booking start date.

Go into Child Care - fee schedules - find the fee schedule - click edit - click correct
mistake - and change the effective date.

FEE SCHEDULE

You are changing a current fee schedule! All the changes you make will be reflected immediately in the timesheets.

Effective Date Name Std. Hour Calculation Method Tier Based on
30/12/2019 After School Care @ Daily Session

Issue: | entered the incorrect start date

Resolution: You can edit the booking and alter the start date after creation either
from the Bookings or from the child’s profile.

Please follow the steps below:
Through Bookings

Click the Childcare menu

Select Bookings

Use the search keyword option to find the booking
Click edit

Change the start date

Save

o Uk W =

Through Child’s Record

Click the Childcare menu

Select Children

Use the search keyword option to find the child
Navigate to the booking tab and find the booking
Click edit

Change the start date

Save

No s wh =
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