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Accessing Set Up
Click the Settings cog and select Setup.

® Demonstration Site - Redboume Child Care Centre ~ Chid Care ~  Processing ~  Accounts *  Reports *  Qusity  Program & Pracfices *  Admin Support £~

DASHBOARD

Work Centre

Welcome to your Work Centre,

CCS Debt Management
£ CCS Supporting Docs
£ Site Seftings

2 Farent Portal

Daily Care Children In Care e-Signatures Parent Feedback

Tii B V4 o

& Approvals
& UsersiPersonnel

% Subscriptions
3 Email Logs
= Signalure Audit Logs

% &-Signature Bus Roll Configuration

chileren Parent Porzl s & Signature Seftings
O
I My Profile (ibs-jacintac)
30 Active Children G#Log off

Redbourne. All Rights Reserved. 3.1.0,3596 5 nse Agraement

The following page will appear:

® Demonsiration Site - Redboume Child Care Cenfre ~ Child Care ~  Processing ~  Accounis ~  Repords > Quality>  Frogram & Pracfices ~  Admin ~

SETUP

Banks  Child Needs = Guardian Reminder Categories | Roles | Groups | Subsidy Schemes  PublicHolidays ~ Family Contact Types | Biling Periods | Priority of Access  Rounding | Email Templates | BPay Seftings

Transport Locations = redPAY Settings  Holiday Periods ~ \Wait List Priorities  Custom Authorisations  Wait List Location

DT BT Bl © Create New Bank

Name Code Suburb

Enter the relevant details in each of the tabs.
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Banks
Click the Create New Bank button:

e sap
SETUP

Banks  ChildNeeds  Guardian Reminder Categories | Roles | Groups | Subsidy Schemes ~ PublicHolidays ~ Family ContactTypes | Biling Periods | Priority of Access | Rounding | Email Templates | BPay Seffings

Transport Locations  redPAY Setfings  Holiday Periods | \Wait List Priorities  Custom Authorisations  Wait List Location
Displaying 0 out of 0 © Create New Bank

Name Code Suburb

The following window will appear:

Create Bank %

Bank Details

Name
Address Line 1 Address Line 2
Suburb State

VIC ¥

Postcode

Electronic Details
[] Create ABA File (] Create Debit Entry

User Bank (Bank Code) User Name User Number
Entry Description BSB (Format 999-999) Account Number
Remitter Name ABA File Name

-YYYY-MM-DD.ABA (Where YYYY-MM-DD is the period end date)

Helpful Hint:

Bank Details (This is for your service’s banR).
Name - Enter the name of the bank.
Address — Enter the Address for the Bank.

Electronic Details

Use this section if you wish to create an ABA file when the Bank Deposit Advice is
created.

Create ABA File — Tick this option to tell the system to create an ABA file when the
Bank Deposit Advice is created.

- Page 3 -



PART OF THE

) [i]
Child Care Central redbourne Harmom,Weé ‘.’

Experts in Child Care Software
GROUP

Create Debit Entry - You should only click on this option box to create a Debit Entry
if you have been instructed to generate such an entry by your bank.

User Bank - Enter a 3 character bank abbreviation. e.g. WBC for Westpac Banking
Corporation. You should check with your bank for the correct abbreviation.

User Name - Enter the account name responsible for the deposit.

User Number — Enter the Identification Number allocated by the bank to identify the
User.

Entry Description — Enter the general description of the entries that will be
contained in the deposit file. This description will be printed against the deposit on
the Educators Bank Statement e.g. FDC Payments.

BSB - Enter the Bank/State/Branch number of the User Account. In the format ###-
Hitt

Account Number — Enter the account number of the User Account.
Remitter Name — Enter the name of the remitter or originator of the entry.

ABA File Name - This file is in the required Australian Bankers Association format.
Enter the prefix you want to have at the front of the file name for the ABA file. This
will be followed by the period end date in the format YYYYMMDD and the file
extension ABA.

E.g. If you choose CBA, a file created for the period ending 14 June 2015 will be
called: CBA20150614.ABA

Enter all relevant details and click Save

Child Needs
Click the Create New Child Need button:

o Seas
SETUP

Banks | Child Needs = Guardian Reminder Categories | Roles | Groups | Subsidy Schemes — Public Holidays ~ Family Confact Types | Billing Periods | Priority of Access  Rounding | Email Templales | BPay Seffings

Transport Locations  redPAY Seftings  Holiday Periods Wit List Prioriies  Custom Authorisations | Wait List Location
Displaying 5 items O Create New Child Need

Name

Communication [ £t | @ Doein
Leaming and Applying Knoviedge % Est
Mobiiity s

Speech Hes

Dol

Dele

Dele

o o000

Allergy by choice 7 £t | @ Do

A similar window as below will appear:
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MName

Close B Save

Enter the name of the Child Need and click Save.

Guardian Reminder Categories
Click the Create New Category button:

[
SETUP

Banks | ChidNeeds  Guardian Reminder Categories | Roles | Groups | Subsidy Schemes ~ PublicHolidays ~ Family ContactTypes | Biling Periods | Priority of Access | Rounding | Email Templates | BPay Seftings

Transport Locations  redPAY Seffings | Holiday Periods  Wait List Priories  Custom Authorisations | Wait List Location
[ ENINE T Ny © Creale New Guardian Reminder Category

Name

Update Details @ e | @ Do
Immunisation Documentation @ e | @ Dol
Enroiment # e | @ Do

Enter the name of the Category and click Save

Roles

Where you can create roles for staff members and customise permissions. A
default Full Access role will already be created however you can utilise this option
if you are wanting to set up your own roles for specific staff members.

To do this first click on the Create New Role button:

SETUP

Banks | ChildNeeds —Guardian Reminder Calegories = Roles = Groups | Subsidy Schemes = PublicHolidays | Family ContactTypes | Billng Periods | Priority of Access  Rounding | Email Templates | BPay Seffings

Transport Locations  redPAY Seftings  Holiday Periods  \Wait List Priorities | Cuslom Authorisations  Wait List Location
m Displaying 10 out of 10 [+ Rt Sy VRIS

Name @ Action
Account Admin Access

Admin Staff e -
Chid Care #e -
Coordinators P |-
Educator e |+
&-signature e |+
Full Access 4 Prrmissions
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Enter in a hame for the role e.g limited access and click save

Role Name

The role will now appear in the list.

To customise what the users assigned to this role can see and do in your system
click on the dropdown arrow and select Permissions

Name © Action

Account Admin Access

Admin Staff [Z Edt |~
Full Access [#] Pemissions
Limited Access [7] Edt |~
Mary & Deleic ‘
0

Select the first component Admin

Permissions for Limited Access x

Select Component

Permission Typ|
+ None - User
« View - User
« Edit- User h

Sub-Component

Ccs Provider

Account Level Admin

]

Admin
Child Care
Family
Fees
Finance
Library

Program & Practices

Omiality

-

It
Hate details within the sub component
nt

Description

> Grant access to CCS Provider details

This will open the sub-components, Permission Types and Description
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Component Permission Description

Payments Mone + View and guery CCMS payments and remittances

Approvals None + Manage your approvals. Users can view details of the
approval such as service details, places, accreditations,
approval fees and messages. Note: anyone who has
access to this sub component can access all of the
approval details within your organisation

Sites None » | Manage your site details. Note: anyone who has access
o this sub component can access all of the site details
within your organisation

Users/Personnel | nope + Manage users and ccms personnel. From here users
can be created and mapped to sites and approvals

Setup None + Allow users to access setup features such as: areas,
field workers, banks, reminder categories, child needs,
training, roles, groups, subsidy schemes, public
holidays, deduction categories and levies

Parent Portal Mone » | Enable scheme users to grant parent portal access to

Guardian guardians in their sites

Access

Update CCMS None + Allows a user to send a profile update to CCMS

Profile

Read the Description and then set a permission.

The different permission types are:

None: User cannot access this area at all
View: User only view area and will not be able to make changes
Edit: User will have full access to this area

Then move onto your next component Childcare and follow the same steps until
you have moved through all components adjusting permissions within each area.

Click save when you are finished.
NOTE: We recommend after you’ve assigned the new role to a user that you log in

as the user first to double check the user can only see and have access to the areas
you've assigned as some components can be linked.

Groups
Click the Create New Group button:

SETUP

Banks = ChidNesds =~ Guardian Reminder Calegories | Roles  Groups | Subsidy Schemes  Public Holidsys  Family Contact Typss  Billng Periods | Priority of Access ~ Rounding | Email Templates  BPay Seftings

Transport Locations | redPAY Seftings  Holiday Periods  Wait List Prioriies  Custom Authorisations Wit List Location
Displaying 1 out of 1 © Creale New Group

Name © Active
Ghild Care Group Yes # e | @ Dok
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Enter the name of the Group, select Active and click Save

Add Group ®

Group Name Active

Note: This is part of a future feature.

Public Holidays
Creating Public holiday will instruct the software to mark all booked session as
Absent.

To create Public Holidays, click on Create New Public Holiday button:

SETUP

Banks | ChildNeeds | Guardian Reminder Calegories | Roles | Groups | Subsidy Schemes  Public Hoidays | Family Contact Types | Biling Periods | Priorty of Access | Rounding | Email Templates | BPay Setfings

Transport Locations ~ redPAY Settings  Holiday Periods  \Wait List Priorities ~ Custom Authorisations | \Wait List Location
m CEEEUNEETE R © Create New Public Holiday

Name Date © All Day Start Time End Time Actions.

Anzac Day 2510412021 Ves NiA Ni& [# Fist | @ Dolaie:
baxing day 261122018 Ves NiA HiA 76t | @ Do
Christmas 251122018 Yes Ni& Ni& (7 Ft | @) Do
easter 190042018 Ves N NiA 70t | @ Do

Enter the Name, Date and whether it is an All Day Public holiday or a part day
holiday:

Public Holiday Details

Name

Date 05/11/2021

O All day holiday
Start Time End Time

12:00 AM 12:00 AM

Click Save
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Family Contact Types
Click the Create New Contact Type button:

SETUP

Banks | ChidNeeds —Guardian Reminder Categories | Roles | Groups | Subsidy Schemes  PublicHoidays  Family Contact Types | Billing Periods | Priority of Access  Rounding | Email Templates | BPay Seftings

Transport Locations: redPAY Settings Holiday Periods Wait List Priorities Custom Authorisations Wait List Location
m ST NS i ey © Creale New Contact Type

Name @

Doctor 7 5t | @ Do
Emergency Contact [ st | @ Do
Family Friend 7 5t | @ Do
Grandparent 7 ot | @ Dsies
Uncls 7 ot | @ Deiets

Enter the name of the contact type and click Save.
Priority of Access
Click the Create Priority off Access button:

SETUP

Banks | ChildNeeds = Guardian Reminder Categories | Roles | Groups | Subsidy Schemes = PubliicHolidays ~ Family ContactTypes  Billing Periods  Priarity of Access | Rounding | Email Templates  BPay Seftings

Transport Locaions ~ redPAY Seftings  Holiday Periods ~ Wail List Prioriies  Cuslom Authorisations  \Wait List Location

Displaying 4 out of 4 W Re o WV

Name
Work/Study 7 £t | @ Dok
Respite [# Ecit | @) Deket
Nl 7 Ct | @ Do
Child At Risk 7 5t | @ Dok

Enter a priority reason and click Save.

Rounding

You can set fees charged to round to the nearest cent or dollar by selecting edit:

SETUP

Banks | ChildNeeds  Guardian Reminder Categories | Roles | Groups | Subsidy Schemes ~ PublicHolidays ~ Family Contact Typss | Biling Periods | Priority of Access | Rounding | Email Templates | BPay Seftings

Transport Localions  redPAY Seltings ~ Holiday Periods  Wait List Pricriies  Cuslom Authorisations Wit List Location

Name Active \
Fee Charged Mo Rounding 7

Click Save.
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Email Templates
Click the Create Email Template button:

SETUP

Banks | ChildNeeds = Guardian Reminder Categories | Rolss ~ Groups | Subsidy Schemss | Public Holidays ~ Family Contact Types  Billing Periods | Priority of Access ~ Rounding | Email Templates | BPay Seftings

Displaying 7 outof 7 [+ Jeo SV RTR URES

Transport Locations  redPAY Settings  Holiday Perieds ~ Wait List Priorifies  Custom Authorisations ~ Wait List Location

Name Template Type

Staff Roster Staff Raster # 5t | @ Delee
Parent/Guardian Invoice Parent/Guardian Invaice (7 6t | @ D
Griine Enrolment URL Oniine Enrolment URL £t | @ Dot
Oniine Enrolment Notification to Site Oniine Enrolment Notification fa Site 7 £5t [ @ Dol
Oriine Enrolment Oniine Enrolment (7 £t | @ Dol
Communication CCB Statement 7 Est | @ Delee
Gommunication Statement of Account 7 £t [ @ Dol

A window like below will appear:

Email Template Details

Name Template

Parent/Guardian Invoice ~
Subject
Body

B I US " e HH =
Mormal : A K Sans Serif  #

= E 7T  Homal

o il
iy
%

email body goes hera.

Name the template, select the area for the template to appear in the software, Add
a subject and body.

Click Save
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Transport Locations
Click on Create New Location for your pick up and drop off locations with transport:

SETUP

Banks = ChildNeeds = Guardian Reminder Calegories = Roles = Groups = Subsidy Schemes  Public Holidays ~ Family Contact Types  Billing Periods | Prionity of Access ~ Rounding = Email Templates =~ BPay Setiings

Transport Locations: redPAY Settings Holiday Periods Watt List Priorities Custom Authorisations Wait List Location
- Reset DEEVIFETE P © Create New Location

Current Search Options: (XTI

Location © Street Area Active Action
Redboume Early Leaming Centre 1234 Rode Road Chemside Bt
Redboume Primary School 671 Gympis Road Chemside ER

Fill the details of Location, Street and Area:

Enter the transport lecation details to create 3 new Pick up or Drop Of Location

Location *
Sireet

Area

- J=

Click Save.

Holiday Periods
If you are closing for a period for example school holidays, click Create Holiday

Period button:

SETUP
Banks = Child Nesds = Guardian Reminder Categories | Roles | Groups | Subsidy Schemss  Public Holidays  Family Contact Typss  Billing Periods | Priority of Access | Rounding |~ Email Templates  BPay Seftings

Transport Locations ~ redPAY Seftings  Holiday Periods | \Wait List Prioriies ~ Custom Authorisations Wit List Location

- Reset Displaying 7 out of 7 el ENE ]

Current Search Options: [EEERTE0

Name Start Date @ End Date Programs Children Active Actions
cloderue 23/09/2021 23/09i2021 ASC, Afternoon All children Yes. Edit | Delete
Training 5102020 1171012020 After School Care, Before Schoal Care, Al children Yes Edit | Delete

Joeys Room, Kangaroo Room, Prelend
Room, Flower Room. OOSH, BSC, ASC.
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Create Holiday Period S

MName *
Start Date *

End Date *

Programs

Select All

| Search programs

Children *

O ANl Children

| Search children

Note: When you submit a Holiday Period you also need to under the Family
Assistance Law send through a Temporary Closure notification to CCSS.

To do this click onto the Settings cog and select Approvals

® Demonsiration Site - Redboume Child Care Cenire  Child Care =~ Processing ~  Accounis = Reports ~  Quality =

Hame

DASHBOARD

Work Centre

‘Welcome to your Work Centre.

Program & Pracfices ~

Parent Feedback
P

Daily Care ‘ ‘
LT )

Children In Care ‘ ‘

e-Signatures ‘ ‘

P

Admin ~

& CCS Debt Management
& CCS Supporiing Docs

& Site Seftings
& Parent Portal

& Users/Personnel

Click onto CCS Service Profile, select the Temporary Ceasing tab and click create

CCS SERVICE

Name: Redbourne Centre Based Care
ACEQA Registration Code:

There are no records to display

CC5 Service Id: TTT77777TA
ACEQA Exemption Reason:

Nofifications = Serious Incidents =~ ACCS Cap Percentages  Location of Records

Type: LDC

Mame = Address Contact Fees  Child Care Places = \WeeksiYear  Approval Status =~ Approval Conditions ~ Financial =~ Trusize

External Management

& Query Service Profile

Commencement Date:

Temporary Ceasing = Stop Operating Sale

P— um

Enter the date range, select the reason for closure and submit
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Create Ceasing x

Start Date
10/M12/2021

End Date

Reason

Closure over Christmas or... W

Reason Text

Authorised By
Sally Williams hd

Close [M=ET0

Wait List Priorities
Click on Create Wait List Priority button:

SETUP

Banks = Child Needs = Guardian Reminder Categories =~ Roles  Groups | Subsidy Schemes = Public Holidays ~ Family Contact Types  Billing Periods ~ Priority of Access ~ Rounding | Email Templates ~ BPay Settings

Transport Locations redPAY Settings Holiday Periods Wait List Priorities Custom Authorisations Wait List Location
EEVEETTE RN © Create Wait List Priority

Name

Medium 7 | @ D
Low (# Ect | @ Do
High 7t | @ D

Click Save.

Wait List Location
Click on the Create button to create location:

SETUP

Banks | ChildMesds ~ Guardian Reminder Calegories | Roles  Groups | Subsidy Schemss  Public Holidays  Family Contact Types | Billing Periods | Priority of Access ~ Rounding | Email Templates  BPay Seftings

Transport Locaions  redPAY Seftings | Holiday Periods | Wail List Priorities  Custom Authorisaions Vit List Location
Displaying 0 of 0

Click Save.
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