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SERVICE SETUP 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 
 

 

There may be certain fields within your software you wish to customise to suit 
your service needs. 

This tip sheet will walk you through the different areas within the setup and 
the options you have: 

• Banks 
• Child Needs 
• Guardian Reminder Categories 
• Roles 
• Groups (currently being developed) 
• Public Holidays 
• Family Contact Types 
• Priority of Access (we will generally set this up when you commence) 
• Rounding 
• Email templates 
• BPay Settings (speak to Child Care Central who will assist with this set up) 
• Transport Locations 
• RedPAY Settings (speak to Child Care Central who will assist with this set up) 
• Holiday Periods 
• Wait List Priorities 
• Wait List Location 
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SERVICE SETUP 

Detailed 
 

Accessing Set Up 
Click the Settings cog and select Setup. 

 

The following page will appear: 

 

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

 
The following window will appear: 
 

 
 
Helpful Hint: 
Bank Details (This is for your service’s bank). 
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. 
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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 ###-
### 
 
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: 

 

A similar window as below will appear: 
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Enter the name of the Child Need and click Save.  
 

Guardian Reminder Categories 
Click the Create New Category button: 
 

 
 
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: 
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 Enter in a name for the role e.g limited access and click save 

 
 
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 
 

 
 
Select the first component Admin 

 
This will open the sub-components, Permission Types and Description 
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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:  
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Enter the name of the Group, select Active and click Save 

 

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: 

 

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

 

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

 

Enter the name of the contact type and click Save.  

Priority of Access 
Click the Create Priority off Access button: 
 

 
Enter a priority reason and click Save.  

 

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

 

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

 

A window like below will appear: 

 

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: 

 

Fill the details of Location, Street and Area: 

 

Click Save. 

 

Holiday Periods 
If you are closing for a period for example school holidays, click Create Holiday 
Period button: 
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Fill the details of the Holiday period and click Save: 

 

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 

 

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

 

Enter the date range, select the reason for closure and submit 
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Wait List Priorities 
Click on Create Wait List Priority button: 

 

Click Save. 

 

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

 

Click Save.  

 

 


