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ROOMS & PROGRAMS

Rooms and Programs determine the details attached to your
bookings and daily sessions. This includes the room capacity,

transport options, program hours and default fee schedule. Reports
may also be produced by room or by program.

e Create Room
e Create Program

Click on Childcare

Select on Rooms and Programs

It will open to the Rooms tab

Click on Create New Room

a. Enter the Name and Capacity

b. Select Transport - Pickup, drop off, both or neither

c. If Transport is applicable, select the pickup and/or drop off location
5. Click on Save

Click on Childcare

Click on Rooms and Programs

Click on the Programs tab

Click on Create New Program

a. Enter the Name of the program

b. Select the Age Group, Default Fee Schedule, Approval and Room from the
dropdown menu

c. Enter the start and end time for the Program in the Schedule
5. Click on Save
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Rooms and Programs are located within the Child Care menu:

Redbourne Family Day Care - CBC  ChildCare ~  Processing ~

Home Parents/Guardians

Children
Fee Schedules

CCMS Enrolments

CCS Enrolments

Inclusion Support Cases

I3 Innovative Solution Cases
Bookings

Fee Estimator

Wait List

e-Signature

Rooms and Programs

This will open the Rooms and Programs window:

ROOMS AND PROGRAMS

Rooms | Programs

Search Keyword. - Reset Displaying 4 out of 4
Current Search Options:
Name © Capacity Transport Type Active Action
Blue Room 5 No Transport Edit
Green Room 10 Both Edit
QSHC Room 5 Both Edit
Yellow Room 25 No Transport Edit
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To begin creating a new room, click the +Create New Room button and the
following window will appear:

Create New Room ®

Name *

Name

Capacity *
Capacity

Transport =

- Select - *

Pickup Location

-- Select - -
Drop Off Location Same as Pick Location
- Select — ¥

Save Cancel

Give the room a name and enter the room'’s capacity.

Select a transport type. If no transport facility is available, select No Transport.
Otherwise, select whether transport is Pick Up or Drop Off only, or both.

If you have enabled transport, you may now select a transport location from the
dropdown menu:
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Create New Room x

Name *

OSHC Room

Capacity *
25

Transport *

Both -

Pickup Location

‘ __ Select — - ‘

Redbourne State Primary School, 960 Gympie Road, Chermside
Redbourne Preschool , 671 Gympie Road, Chermside

L Lt A

Save Cancel

Once you have entered all the relevant details for the Room, click the Save button.

You will be redirected back to the Rooms tab where your new room will display in
the list:

ROOMS AND PROGRAMS

Rooms | Programs

Search Keyword. hd Reset Displaying 4 out of 4
Current Search Options:
Name @ Capacity Transport Type Active Action
Blue Room 5 No Transport Edit
Green Room / 10 Both Edit
OSHC Room 5 Both Edit
Yellow Room 25 No Transport Yes Edit

You may inactivate a room however, It is important to note that a room may only be
inactivated if no programs or bookings are currently attached.
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To inactivate a room, edit the applicable room and uncheck the active box:

Edit Room »

Name *

After School Care

Capacity *
10

Transport *
Pickup Only v
Pickup Location

Redbourne State School, 123 Apple Street, Chermside v

Same as Pick Location

~

Active

Save Cancel

To filter inactive rooms, click the search dropdown menu and select Inactive:

ROOMS AND PROGRAMS

Rooms = Programs

Search Keyword... - Reset
‘ Other Options |
| Status

Active
Both

Once you click the Search button, only inactive rooms will appear in the list.
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To create a new program, open the Programs tab and click the +Create New
Program button:

ROOMS AND PROGRAMS

Rl Programs /

Search K - Reset Displaying 6 out of & © Create New Program
Current Search Options:
Name © Approval Room Summary Active Action

After School Care  Harmony Software - Web Registration 1.7 (LDC) OSHC Room  Mon (03:00PM - 06:00PM), Tue (03:00PM - 06:00PM), Wed (03:00PM - 06:00PM), Thu (03:00PM - 06:00PM). Fri Edit
(03:00PM - 06:00PM)

Before School Care Harmony Software - Web Registration 1.7 (LDC) OSHC Room Meon (07:00AM - 09:004M), Tue (07:00AM - 09:00AM), Wed (07:00AM - 09:00AM), Thu (07:00AM - 09:00AM), Fri Edit
(07-0DAM - 09:00AM)

Day Babies Harmony Software - \Web Registration 17 (LDC) Green Room  Mon (08:00AM - 06:00PM), Tue (08 00AM - 05-00PM), Wed (08 D0AM - 06:00PM), Thu (08:00AM - 06:00PM), Fri Edit
(08:0DAM - 0 DOPM)

Morning Babies Harmony Software - Web Registration 1.7 (LDC) Green Room Mon (08:00AM - 09:00AM) Edit

Redbourne School  Redbourne After School Care (ASC) OSHC Room Mon (03:00PM - 06:00PM), Tue (03-00PM - 06-00PM), Wed (03 00PM - 06-00FM), Thu (03:00PM - 06:00PM), Fri Edit
(03:00PM - 0:00PM)

Toddlers Redbourne After School Care (ASC) Blue Room  Mon (08:00AM - 06:00PM), Tue (03:00AM - 06:00PM), Wed (08:00AM - 06:00PM), Thu (08:00AM - 06:00PM). Fri Edit

(08:00AM - 05:00PM)

The following window will then open:

Create New Program x

Name *
Name @
Age Group *

-- Select - -

Default Fee Schedule

- Select - -

Approval ©

- Select - -

Room *

-- Select - -

Schedule *

Monday Tuesday ~ Wednesday  Thursday Friday Saturday Sunday

Start Time Start Time Start Time Start Time Start Time

End Time End Time End Time End Time

Save Cancel

Give the program a name and select an age group from the drop down menu.
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Next, select the approval, default fee schedule and room for the program.

The final step is to enter the program hours within the Schedule. When entering
the hours in, you may enter the times manually by clicking into the boxes and
typing the times in. When entering the times manually, you will need to enter an ‘a’
for ‘AM" and a ‘p’ for ‘PM’ followed by the tab key. This will format the times
correctly. E.g. 8a followed by the tab key will become 8:00AM.

Alternatively, you may click into the time box and click the down arrow key (1) on
your keyboard. This will open the time selector:

i,

713 AM
7:30 AM
745 AM
800AM 7

Monday

Select a time from the list and it will display in the box: ==

End Time

Once all relevant details for your program have been entered, click the Save button.
You will be redirected back to the Programs page and your program will display in
the list.

In the event that you need to edit the program details, find your program in the list
and click the Edit button. This will open the program details. Make any applicable
changes and click the Save button to save your changes.

When a program is no longer in use, it may be inactivated to prevent it from
displaying throughout the system unless specifically filtered. It is important to note
that a program may only be inactivated if no active bookings are currently attached.

NOTE: If a program has been used on a booking you cannot make it inactive.
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Troubleshooting

Issue: My transport locations aren’t showing as an option when creating a room.

Resolution: Click on the cog settings - select setup - click on Transport Locations
tab and check:

e Has the transport location been created?
e |sthe transport location active?

If you can answer yes to both of these questions, please contact the support desk
for further investigation.

NOTE: For further information please see the tip sheet called Adding Transport
to Bookings and Daily Sessions under the e-Signatures heading.

Issue: I'm no longer using a room/program and so | want to make it in active but it
says | can't.

|

= The room can only be made inactive as long as no active
programs or bookings are attached

« Cannot inactivate program as there are linked bookings. Please update the affected Bookings and try
again.

Why? If a room or program has been used on a booking. Even if the booking has
ended.

There is no resolution to this as even if you end date all bookings there is still
history and it still cannot be made inactive.
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