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USER, USER PERMISSIONS
AND CCS PERSONNEL

This tip sheet will walk you through how to:

e Create Users
e Assign a Role
e Create CCS Personnel:
— Management and Control and Operation/Contact Roles
e Remove Users
e Troubleshooting

Create new user:

1. Click on the settings cog

2. Select users/personnel

3. Click create new contact

4. Enter the user’s first and surname and click Continue
5. Enter the user’s details

6. Tick Grant System Access

7. Tick Active

8. Enter a unique username

9. Click Save

10. Click Send Password Reset Email

Assign a Role:

While in the user record click sites tab
Click edit on the Site Name

Select the required role/s

Click Save

LN

Generate e-Signature PIN for user:

1. Click on the e-Signature tab

2. Tick Enable e-Signature Access

3. Select the user's start date and click Generate
4. Click Save
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CREATING A USER

Click on the settings cog and click Users/Personnel

#® Demonsiration Site - Redboume Child Care Gentre ~ Child Care ~  Processing ~  Accounfs ~  Reports ~  Quality~

Home. > Stop Impersonatigg

£ Accough®etiings

DASHBOARD o
CCS Debt Management
Work Centre

£ CCS Supporting Docs
Wieleome fo your Werk Centre.

& Site Seftings
% Parent Portal

& Approvals
Daily Care Children In Care e-Signatures Parent Feedback —— E= Users/Personnel

# Setup

t‘ ! ﬁ j Q z ™ Subscripfions
|o= =1 Email Logs

Click Create New Contact

HOME USERS Quick Search

© Create New Contact

USERS

Keywords Displaying 5 out of 5

Name © Email Is User Locked Out Is Personnel

Betty Harris No Yes [# Edit  Q View
Betty Harris No Yes [# Edit  Q View
Harmony Sandbox No Yes [# Edit  Q View
Minnie Mouse No Yes [# Edit  Q View

Enter the users first and surname then click continue:

HOME USERS NEW Quick Search

CREATE NEW USER/PERSONNEL

First Name Surname
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Enter the user's details:
CREATE NEW USER = 3
Genersd Delails
Personal Details User Access
Tia Foot e [EETe——
setect. v [image @ Ussrame Max s of i s
e ama Sunsew 20
Humghries Noote: Floles can be S81up fof Ihis L8 on & per site basis. To 40 11 click on the Siles 18D and silher SO0 & New sile 101 NS USr of Update an
Emst Dot Bem X1 018 0 1S SN IS USa 1 ok ANKEd 1o amy SAes. ey Wil DS UNADI 1o logn.
Groues
Gorser
Select - Select
- - O ncve 0 Locked Ot
nnnnnnnn turmeen) [Ep— CCMS Personnel Details
[SpTere—
Primary address
....... - Er
[—
Seect
Secondary address
o St £
Se Fravmoe
Swect

Tick Grant System Access.
Tick Active and click Save.

Click Generate Password Reset Email. The user will receive an email from which
they may set their own password.

— User Access

Revoke System Access

[m]
Usemame Max Number of Grid Rows

IndigoH 20

Send Password Reset Email

Note: Roles can be setup for this user on a per site basis. To do this click on the sites tab and either add a new site for this user or update an
existing one for this user. If this user is not linked to any sites, they will be unable to login.

Groups

Select...

Active [ Locked Out

Once you have saved the record, you will have access to additional tabs.

NOTE: Following this first process you have given the user access to log into the
system only. In order for them to be able to see data within your system you will
need to assign them a role. Please continue through to ‘assign a role’ on how to do
this.
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Assign a Role

You will assign a role in the software to let the system know what permissions/data
they are able to access. You can create new roles and customise permissions if you
are wanting to limit information the user is able to see and do. To do this please
see our tip sheet called Service Set Up and view the roles section.

Click the Sites tab and click the Edit pencil.

HOME USERS DETAILS

USER DETAILS

General Defails ~ Sites ~ Approvals

Displaying 1 of 1

Site Name Roles Active
The Sandbox Yes

Click Edit
HOME USERS EDIT ick Searck
EDIT USER INDIGO HUMPHRIES (CONTACT) = a
General Details ~ Sites ~ Approvals / CCMS Personnel Approvals
Displaying 1 of 1
Site Name Roles Active
The Sandbox Yes 7 Edt

Click the blank box and select a role from the dropdown menu.
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Site

The Sandbox

Select...

Click Save

The role will now display in the table.

I Site Name Roles / Active
The Sandbox Full Access Yes [# Edit

NOTE: You will not be able to assign the “Account Admin Access” role, this can only
be assigned by the System Administrator, please make contact with our Support
Desk.

Generate a PIN

If your service is utilising our e-Signature module you will also be able to generate
a pin for your user in here.

While in the user record click on the e-Signature tab.

EDIT USER INDIGO HUMPHRIES (CONTACT)
General Details | Sites = Approvals / CCMS Personnel Approvals = CCS Personnel Roles  e-Signature /

— e-Signature PIN

[ Enable e-Signature Access

Start Date * End Date

PIN is not yet set

Tick Enable e-Signature Access
Enter a Start date and tick Generate. A pin number will now be emailed to the user.

Click Save
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PERSONNEL ROLE

Management and Control Role:

N -

5.

Click on the settings cog

Select CCS provider

Select Personnel Tab

Click the create button and fill in the details required:
a. Select Position

b. Select start Date

c. Select Authorised by

d. Answer previous history questions

e. Answer Declaration questions and upload all documents.
Click Submit

NOTE: You will not be able to submit the role until you have all relevant documents.

Operational / Contact Roles:

N -

Click on the settings cog

Select user/personnel

Select CCS Personnel Roles Tab

Click the add role button and fill in the details required:
f. Select Role (Operational or Contact)

g. Select start Date

h. Select Authorised by

I.  Answer Declaration questions and upload all documents.
Click Submit
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PERSONNEL ROLE
o

1- Management and Control
2- Operational
3- Service Contact

If you are unsure of what CCS Role to assign a user please contact CCS for further
information.

Management and Control role

This user can only be created within your CCS provider Profile.

Select £ Cog button
Select CCS Provider

® Demonsiration Site - Redbourne Child Care Cenlre ~ Chidd Care ~  Processing ~  Accounts > Reporis ~  Quality~  Program & Pracfices ~  Admin ~ Support &~

Horm

DASHBOARD
% CCS Debi Management
Work Centre 5 CS Suppotng Docs
‘Welcome to your Work Centre. = Site Seffings
% Parent Portal
5 Approvals
Daily Care C e-Signatures Parent Feedback Messages & Users/Personns!

Select Personnel tab
Select @& Edit button for the required person:

GGS PROVIDER PROFILE

Entity Type: Unincorporated Body Provider ABN: 14965143514 ACEQA Registration Code:
Name  General Address Contact  Financial = Ultimate Holding Service Partner  Personnel Messages  Comespondences

Search Keywor - Reset Displaying 2 out of 2

Current Search Options: [CET0)

FirstName Middle Name Surname Q PRODA ID (RA Number) Person Id Removal Reason Removal Text
MONTYF HOBBSE 0110130001 [#] Edit
Kiersten Mona 6250410244 0110105136 [#] Edit

Select Provider Role tab:
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Person ID: 0110210022 Name: Edwina Costello End Date:

Provider Role ervice Role | WWCC

There are no records to display

Displaying 0 out of 0

Select +Create button and the following window will open:

Create Provider Personnel

Personnel: Edwina Costello

Provider Role
Role

Management Or Control

Start Date
30105/2018

PRODA 1D (RA Number}):

Position

Select..

Authorised By

Freddie Wilson

CCS Personnel Id: 0110210023

Previous History

In the last five (5) years has the individual: O Yes O No ® NA

- been subject fo I iquidatic ?

- incurred any debis to the Commonwealth (whether or not the debt has been discharged)

In the past five (5) years has the indivi been a Direcior. O Yes 0 No ® MNA
- administration

- receivership

- liquidation (veluntary or involuntary)

- bankrupicy

- debt recovery proceedings

or Trustee of a business enfity at the time it was subject to any of the following:

Declaration

Have you sighted:

Py Check

An Australian Mational Policy Criminal History Check obtained from the relevant state or territory police service or an agency accredited by the Australian
Criminal Intelligence Commission, and obtained no more than sic months.

No file chosen

Supporting Document
Allowed Document Types: "pdf”, "png”, "tiff", and
g

An National Personal Index check using the B
Authority (AFSA).

Register Search service provided by the Australian Financial Security

Bankruptcy search result
Allowed Document Types: "pdf", "png", "tiii", and
"ing".

A Current and Historical persenal name extract search of the records of the

No file chosen

No file chosen

ASIC search resull
Allowed Document Types: "pdf”, "png”, "tiff", and
‘Ing”

Have the above checks revealed any adverse events?
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Select the user’s Position, enter their start date and select the person authorising
the transaction.

You will next need to answer questions relating to the user’s previous history.
All fields within the Declaration are mandatory.

You will need to complete each of these fields, upload supporting documents and
click on the Submit button.

It is important to note that this must be submitted by a user with a ‘Management or
Control’ role.

Operational Role
This role is created through the user record. While in the user record click on the
CCS Personnel Roles tab and click on Add Role

»* *Demonstration Site - Redboume Child Care Child Care =

EDIT USER ALEX MERCER (CONTACT) = q

General Detalls — Sites  Approvals | CCMS Personnel Approvals  CCS Personnel Roles  e-Signature
Displaying 0 out of 0 # Edit WWCC

There are no records o display

The following window will then appear:

Create Personnel: Alex Mercer

PRODA ID (RA Number) CCS Personnel Id

Service Role

Role Start Date
Operational - 1/04/2019
Approval Authorised By
CCS Approval - -
Declaration
Have you sighted:
An Australian National Policy Criminal Histary Check obtained from the relevant state or territory police service or an agency accredited by the Australian Criminal O Yes O No @ NA

Intelligence Cemmission, and obtained no more than six months.

Supporting Document Choose File | No file chosen

Allowed Document Types: "pdf", "png", "tiff", and

ipg"

Have the above checks revealed any adverse events? © Yes O No @ NA

Close Submit

Make sure the Operational Role is selected
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Change start date if needed
Select Authorised Person

Fill in the Declaration, you will need to complete each of these fields, upload
supporting documents and click on the Submit button.

Service Contact Role
This role is created through the user record. While in the user record click on the
CCS Personnel Roles tab and click on Add Role

*Demonstration Site - Redboume Child Care Child Care =

EDIT USER ALEX MERCER (CONTACT) = q
General Details Sites Approvals /| CCMS Personnel Approvals CCS Personnel Roles ‘e-Sgnature
Displaying 0 out of 0 # Edit WWee

There are no records o dispiay

The following window will then appear:

Create Personnel: Alex Mercer x

PRODA 1D (RA Number) CCS Personnel Id

Service Role

Role Start Date
Contact - 1/04/2019
Approval Authorised By
CCS Approval v v
Declaration

Have you sighted:

An Australian National Policy Criminal History Check obtained from the relevant state or teritory police service or an agency accredited by the Australian Criminal O Yes O No @ NA

Intelligence Commission, and obtained ne more than six months.

Supporting Document Choose File | No file chosen
Allowed Document Types: "pdf”, "png", "tiff", and

“ipg"

Have the above checks revealed any adverse events? © Yes O No @ NA

Make sure the Contact Role is selected
Change start date if needed
Select Authorised Person

Fill in the Declaration, you will need to complete each of these fields, upload
supporting documents and click on the ‘Submit’ button.
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REMOVING USERS
B

Revoke System Access

Click on the settings cog
Click Users/Personnel

Find the user and click edit
Tick Revoke System Access
Untick Active

Click Save

S

End CCS Personnel Role — Management and Control

Click on the settings cog

Select CCS provider

Select Personnel Tab

Find the User and click edit

a. Select an authorised person
b. Select end date

5. Click submit

N -

End CCS Personnel Role — Operational/Contact

Click on the settings cog

Select user/personnel

Find the User and click edit

Click on the CCS personnel roles tab
Click edit on the role

c. Select an authorised person

d. Select end date

6. Click submit

s =
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There are 2 processes to follow when a user is no longer with your service.

1- Revoke system access
While in the user record Click Revoke System Access

® Demonstration Site - Redboume Child Care Centre  Chid Care =

[T

EDIT USER CHILDCARE TEST (CONTACT)

General Details | Sites  Approvals / CCMS Personnel Approvals | CGS Pers:

onnel Roles | e-Signature
Personal Details User Access
Tae First Name Revoke System Access

s v | | chideare o u]
Usemame Max Number of Grid Rows

Middle Name Sumame
Childeare 20

est
fp— ‘Send Password Resel Email
o

setup for this user on a per site basis To do this click on the sites tab and efther add a new
r or update an existing one for this user. fthis user is not linked to any sites, they will be unable:

support@childcarecentral.com.2u 01/01/1960

Gandar

Male
Mobile Phane
00000000
PRODA ID (RA Numeer) €CS Person 1D ) o
Werking With Children Numizer Expiry Date:

CCMS Personnel Details

[ 1= CCMS Personnel?

The following message will appear:

Fevoke System Access

[l

Removing user access

If you revoke this user's access, he/she will not longer be able to log into
the system.

Click Save

The user will no longer have access to the software.
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2 - End dating the CCS Role
Management or Control Role

NOTE: If you want to remove a management and control DO NOT do this until a
new management and control person has been created and queried successfully in
your software. If you are unsure of the process, please contact the Support Desk.

This role can only be ended within your CCS provider Profile.

Click on the Settings Cog button

Select CCS Provider

#® Demonsiration Site - Redboume Child Care Cenfre ~ Chid Cere ~  Processing ~  Accounfs ~  Reports ~  Quality~  Program & Prackices ~  Admin ~

e
DASHBOARD
% CCS Debl Management
Work Centre 15 65 Supportog s
Velcome ta your Work Centre % Site Seftings
% Parent Portzl
& Approvals
‘ Daily Care ‘ ‘ Children In Care ‘ ‘ e-Signatures ‘ ‘ Parent Feedback ‘ ‘ Messages = UsersiPersonnel

Select Personnel tab

Find the user/role and select Edit button for the required person:

CCS PROVIDER PROFILE

Entity Type: Unincorporated Body Provider ABN: 14965143514 ACEQA Registration Code:

Name  General Address Contact Financial = Ultimate Holding Service  Partner  Personnel  Messages  Correspondences

Search Keyword - Reset Displaying 2 out of 2

Current Search Options:

FirstName Middle Name Surname O PRODA ID (RA Number) Person Id Removal Reason Removal Text
MONTYF HOBBSE 0110130001 [#] Edit
Kiersten Mona 6250410244 0110105136 [# Edit

Again, the role will display so click edit again:

CCS PERSONNEL

Person ID: 0110105001 Mame: Joan Akbar End Date:

Provioer Role  Senvice Role ~ WWCC  Declaration  Previous History  Operation of Service  Employed in Service  Other Enterprise  Notification Of Suitabilty  Conflict Of Interests

Start Date End Date Role Position Other Position Submatied At Is Active:

610212020 31129999 Management or Gontrol General Manager General Manager Yes Fe=|-
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Now, enter the end date:

l Edit Provider Personnel x

Personnel PRODA ID (RA Number) CCS Personnel Id Phone Email
Joan Akbar
Provider Role -
Role Position
agement Or Contro v General Manager -
Start Date End Date Authorised By
6/02/2020 31/12/8999 ~

Click on Submit.

Operational and Service Contact Roles

The role for a operational and service contact user is ended via their user record.

Click the settings cog and select Users/Personnel:

® Demonsiration Site - Redboume Child Care Cenfre  Chid Care ~  Processing = Accounis ~  Repords ~  Qusiity~  Program &Practices ~  Admin ~

Herne

DASHBOARD

Work Centre

‘Welcome fo your Work Centre.

> Stop Impersonatigs
= Accougeetiings

CCS Debt Management

£ CCS Supporting Docs
% Sile Seftings
#= Parent Portal

Dally Care Children In Care

1= E

I._—|

e-Signatures

4

Parent Feedback

o

& Approvals
wh—— [T ——

[

F Selup
™ Subscriptions

= Email Logs

Find the user and click Edit:

USERS © Create New Contact
m Displaying 17 out of 17
Hama © Email s User Locked Out Is Personnal
Ablert Blundie emili@redbon Yes No
Andrew Simons talenw @redbo Yes No
Chidcare Test support comau Yes No
David Piersan Yes No
Demo Personnel support @ chidcarecentral.comau No No
Elie Hopkin suppont@chidcarecentral com.au Yes Yes

Click on the CCS Personnel Roles tab then click Edit on the role displaying.

EDIT USER SALLY JUSTIN (CONTACT)

General Details  Sites  Approvals / CCMS Personnel Approvaisl]  CC

n o
Displaying 1 out of 1 © Add Role P4 R e

PRODA ID (RA Number) Start Date © End Date Fole Submitted At
12062018 311129999 Contact 1200672018 05:34 PM He -

@ | —

- Page 14 -



PART OF THE

Child Care Central redbourne

Experts in Child Care Software
GROUP

Select an end date, authorised person and click on submit.
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Edit Personnel: Sally Justin b

Personnel PRODA ID (RA Number) CGS Personnel Id Phone
Sally Justin

Email
hhh@jhg.com

— Service Role ]
Role Start Date \ Frapme

Contact v 12/06/2018 31/12/9999
Approval Authorised By
Declaration M
Have you sighted:
Police Check

and obtained no more than six months.

Supporting Document Choose file | No file chosen
Allowed Document Types: "pdf”, "png", "tiff". and "jpg".

Have the above checks revealed any adverse events?

An Austraiian National Policy Criminal History Check obtained from the relevant state or territory police service or an agency accredited by the Australian Criminal Intelligence Commission

O Yes ONo @ NA

O Yes O No @ NA

Submit

When the system queries overnight the role will be removed from the CCS

Personnel Tab.
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USER, USER PERMISSIONS
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Troubleshooting

Issue: The user can log in but they cannot see anything.

Why? This is due to the user not being assigned to a Role. The role contains
permissions on what the user can see and do within the system.

Site Name: Roles. Active
Redbourne Chikd Care Centre s

Resolution: While in the user record click sites tab, click edit on the site name,
select the required role/s, click save.

Now advise the user to log out and log back in.

Issue: | don’'t want the user to have full access.

Resolution: You can create new roles and therefore change the permissions. To do
this process we would recommend viewing the tip sheet called Service Set Up
under the section called Roles.

Issue: If you get an error saying ‘Last Name does not match PRODA’

Resolution: There are four reasons for when we get the Last Name Does Not Match
are the following:

. Last Name Does Not Match PRODA’s records

. Documents have not been all verified

. Account has become inactive

. When entering the PRODA Id in the user record, you have entered incorrect
details or entered the RA in front of the number.

If you have checked all this, we suggest contacting PRODA for further assistance.
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Issue: | am end dating a CCS role and I'm getting an error saying the role doesn’t

exist.

Resolution: This means that the role has already been ended elsewhere.

Click on the Query CCS button and the role will be removed.

Issue: | have already created the personnel role in PEP, do | need to create it

again?

Resolution: No if you try and create it again you will get an error. In this case, we

can just pull through the role.

Management or Control Role

1. Navigate to the General Details tab and enter their CCS personal I.D in the

space provided then Save.

General Details | Sites  Approvals / CCMS Personnel Approvals

Personal Details
Title
Select

Midle Name

Email

support@childcarecentral com.au

PRODA ID (RA Number)

011554897

Click on Query Provider Profile

g W

Operational/Contact Role

Surname

01/01/1969

Phone

©GS Person ID

Click on the settings cog and select CCS Provider

Select Authorised person and click query.
The role will then display within the Personnel tab.

1. Navigate to the General Details tab and enter their CCS personal I.D in the

space provided then Save.
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General Detalls |~ Sites  Approvals / CCMS Personnel Approvals ~ CCS Personnel Roles | e-Signature
Personal Details

Title First Name:

Select v Demo @
Middle Name Sumame

Personnel

Email Date of Birth

support@childcarecentral.com.au 01/01/1969
Gender

Select v
Mobile Phone:
PRODA ID (RA Number) CCS Person D

011554897]

2. Once Saved, click on the CCS Personnel Roles tab
3. Click on Query CCS

Gt Do | S | At OUS Pacm gt | G5 Prorvt s g Saanes
\ PR o . oo PRI o o

4. Select Authorised person and click query.
5. The role will then display accordingly.

Issue: | cannot see the CCS Provider option within the cog settings.

Why? Only users with Management or Control roles with CCS will be able to access
this option within the cog settings. If you have a Management or Control role and
do not have access to this area, please contact the support team and we will be
able to assign the correct Role to your user account.
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