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Click on the Child Care menu

Select Children

Find the child and click edit

Click on the Booking tab

Select the room name

Click to Edit the booking

On each day the child is booked, click on the edit button
a. tick the preschool box

b. save the session

Save the booking
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Select Childcare, then children

® Demonstration Site - Redbourne Child Care Centre

Child Care ~ Processing ~

[
Harmam/ Web ‘.’

Accounts +

Home

DASHBOARD

Search Keyword...

Children In Care | e-Signature Entries | Parent Feedback J

Parents/Guardians
Children

Messaging

ACCS
GCMS Enrolments

Fee Schedules \‘

Search for the child then click edit to go into the child’s record

® Demonsiration Site - Redboume Child Care Centre.

Chid Care +

Processing v Accounts »  Repors v Qustyw

Progam & Pracices »  Library =

CHILDREN

vt Search Optons: XTI

S - =

Dispiaying 20 ot of 20

=

2 Jones. Caleb nniter Griffiths Ay Tm Yes FEm O vew
3 Jones Keely 4y 7Tm Yes FEx O vew
1. Click on the Booking Tab
2. Click on the room name
3. Find the Active Booking and Click Edit.
= q

JACOB GRIFFITHS

General Details ~ Subsidies

Booking Details

Weekly Forecast

Mon 25/3

Room: LDC Room
Program: Joeys Room
Guardian: Jennifer Griffiths
Overlaps with Tree Top

9:00 AM - 5:30 PM

Needs = Immunisations

Tue 26/3

Room: LDC Room
Program: Joeys Room
Guardian: Jennifer Griffiths
Overlaps with Tree Top

9:00 AM - 5:30 PM

Medications =~ Alerts =~ Pre-Schoal  Bookings

Guardians = CCMS Enrolments

Mar 25 - Mar 31

Wed 27/3

Room: LDC Room
Program: Joeys Room
Guardian: Jennifer Griffths
Overlaps with Tree Top

9:00 AM - 5:30 PM

Koala = LDC Room

Sessions

OSHC Care Room

Guardians

Jennifer Griffiths, Letty Jones

Pretend Room

Tree Top

Active [ Inactive

Inactive
Inactive
—

Date Range
30/04/2018 - 6/05/2018

26/03/2018 - 1/04/2018

Thu 28/3

Fri 29/3

3:00 PM - 6:00 PM
Room: OSHC Care Room
Program: After School Care
Guardian: lennifer Griffiths
Oueriaps with Tree Top

9:00 AM - 5:30 PM

Overlaps with OSHC Care Room

Default Program Status
Joeys Room

Joeys Room

Jennifer Griffiths

28/05/2018 - ongoing

Joeys Room

CCS Enrolments

Docs | Portfolio  Timesheets

< | This Week

Sat 30/3 Sun 31/3

Approval By
kylieg
Mykayla

Approval Date
4105/2018

18/06/2018

27/06/2018 K Moyer
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Scroll down to your edit booking template and click on edit for each session

Edit Booking

Cancel Save

‘Start Date End Date Default Program Approval Date ‘Approved By Template State  Status
250612018 LOC - Kealas . 10713 kmoyer Approved Il Active |
Week 1 A
Default Transport Configuration
Transport Type | No Transport ¥ PiekUp Location | — Select * |  DropOfiLocation | — Select— -
Monday Tuesday [ —— Thursday Friday Saturday Sunday
Program Program Program Program Program + +
LDC - Koalas LDC - Koalas LDC - Koalas Ll LDC - Koalas - LDC - Koalas Al
Fee Schedule Fee Schedule Fee Schedule Fee Schedule Fee Schedule
Full Day Full Day Full Day hd Full Day A Full Day L4
Fee! Fee Tier Fee Tier Fee Tier Fee Tier
1 Chi 1 Child 1 Child A 1 Child A 1 Child A
Guardian ‘Guardian Guardian ‘Guardian Guardian
Brice Ellison-X Brice Ellison-£ 9856 Brice Ellison-9856 A Brice Ellison-9856 v Brice Ellison-9856 A
Start Start End Start End Start End Start End
08:00 AM ] PM 09:00 AM 06200 PM 08:00 AM 06200 PM 08:00 AM 06:00 PM 08:00 AM 06200 PM
BDeete | [ @Cay 7 ca 8 el | [ 1Cerr sea 8 Doiess || @comy e & Doless || @Gty s € Dolen || @1 Copy P
+ + + + +

The next screen will appear where you will tick the preschool option then Save.

Edit Session for Monday x

General
Start End Subsidy Scheme

08:00 AM 06:00 PM CCB ¥
(L) This session is not eligible for subsidy I Preschool

Transport Type

/

Pick Up Locafion Drop Off Location

Pickup Only ¥ Redbourne Early # - Select - ¥
Program Fee Schedule Fee Tier

LDC - Koalas R Full Day i 1 Child ¥
Fee for Session

$  100.00 || ZeroFes

Override Fee Schedule Rates

|| Overide Fixed Fee

o (2

Once this is marked it will then automatically pull this data through to your Daily
Sessions

NOTE: If you have already forecasted your daily sessions and then change the
bookRing you will need to reforecast to pull through the updated information
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Issue: Parents has advised that they are entitled to additional hours of CCS
however, this is not showing in CCS entitlements.

Resolution: The additional hours will not show as increased within CCS
entitlements. The preschool hours will be taken into account when the session is
process and therefore will be paid in arrears if the parent is entitled to the hours.

Issue: Additional hours were not paid.
Resolution: You can check 2 things here:

1. Was preschool flagged on the session report?
To find this information follow the below process:

Processing — CCS Session Reports

Use the search function to find the child and weekending you've submitted
Click on the details tab

Click on CCS response

Select authorised by and click read

The column Is Pre-School Program will: N for NO, Y for YES.

"o a0 o

‘Session Report Details

s Pre- School Program s Transport Oy s Ghéd Absent Absence esson Is Abisence Doc. Hek

If it displays N this means that it was not flagged as a preschool session. You will
need to revise the session report and make sure it's flagged prior to sending it back
to CCS

2. Families need to contact Centrelink directly to make sure their details are
correctly updated and meet the requirements to claim the preschool hours.
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