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INCLUSION SUPPORT

Inclusion Support Subsidy (ISS) is additional funding that is
available for services to claim for the service to provide and embed
inclusive practices into their delivery of early learning programs for
all children, to address access and participation barriers and to
support the inclusion of children with additional needs, with their
typically developing peers.

)

In order to claim the funding through the program a CCMS
username and password is required. For services that received CCS
approval to operate after June 2018, you will need to request your
username and password from the CCSS Helpdesk on 1300 667 276.

This tip sheet will walk you through:

e Entering your CCMS Username/Password into your CCS
Approval

e Querying new inclusion support cases

e Additional Educators

e Creating a case claim

e Querying a case claim

e Troubleshooting

Summary

Set up (first time only)

Click on the settings cog

Select Approvals

On your CCS approvals click on edit

Enter your CCMS log in id (CCMS username) and password in the space
provided

Click on test

If successful, click save
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To Query case details:

Click Child Care menu

Select Inclusion Support Cases
Click Query Inclusion Support Cases
Select the Authorised person

Click Query

NARFOEE S

Set Up Additional Educator

Click on the settings cog

Select users/personnel

Click create new contact

Enter the user’s first and surname and click Continue
Enter the user’s details

Click Save

SA A

To submit the claims:

1. Once session reports are processed
2. Click Processing
3. Click Inclusion Support Case Claims
4. Click Create
5. Enter claim details:
a. Select Approval
elect Weekending
elect case ID
elect Authorised Person
elect Payment type
Select Service Provision (Face to face if child attended, Non face to face if
child was absent)
g. Enter total hours claimed
6. Click on Add Additional Educator
a. Select educator
b. Enter hours claimed for specific day
c. Select day of week
d. Repeat step 6 as many times as needed.
7. Click Save
8. Accept Declaration
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Under CCS, new IS Cases are created for your CCS Approval(s); however, CCS IS
Cases are queried and IS Claims submitted using the CCMS interface.

Entering vour CCMS Username/Password into vour CCS Approval

Before you can access CCMS for your CCS IS Cases and IS Claims you will need your
CCMS Username/Password.

Your CCMS Username and Password need to be entered into the CCS Approval. If
this is not completed you will receive an error when querying: Value cannot be
null. Parameter name: username

NOTE: If you are unsure of your services CCMS Username and Password CCS will
be able to give these details to you. Please contact the CCS Help Desk on 1300
/33 667.

Click on the cog settings and select approvals:

® Redbourne Child Care Services - Red Early Leaming Centre  Chiki Care ~  Processing = Accounls

DASHBOARD

Chidren In Care | e-Signature Entries | Parent Feedback (1)

- ese | P |

Cument S opene: () () (CTTEETE

PENDING ARRIVAL IN CARE ABSENT

Click on the Edit button

APPROVALS Create CCMS Approval

syword: playing 1 out of 1
Approval © Approval Type System CCRICCS id CCRICCS Status Active DEEWR Link

d Early Learming Centre LoG cos 12325 0 Yes 08 Servos Protie ” [# b=t
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When the edit approval window opens, enter your CCMS Log in Id (CCMS Username)
and the CCMS password in the space provided, then click on Test:

EDIT APPROVAL = EE3

SSSSS o8

Details
B Aoproval Type
Red Early Leaming Centre Loc

Red Early Leaming Cenre ®
Active
oS Servee i

12345

COMS Loginl CCMS Password
@ Tost

Operating Hours

‘Standard Hr. Start (Monday 1o Friday) ‘Standard Hr. End {Monday ta Friday)
00:00:00 0000:00

Note: Updating the standard hours will aflect the calculations.
1f you wish to change the standard hours for calculations, please contact Harmony Software.

If successful, click on Save.

If unsuccessful, this means that details entered in are incorrect. Double check what
you have entered and/or call the CCS help desk again to confirm the information
given to you. These details are case sensitive.

Querying a New Inclusion Support Case
You now will need to run a query to pull through the case details.

Click Child Care menu and select Inclusion Support Cases.

The following page will appear:

INCLUSION SUPPORT CASES € Guery Inclusion Support Cases

o oupayeg s oot

Click Query Inclusion Support Cases. The following popup window will appear:
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Query IS Cases

Appraval

Select... A

Select your CCS Approval, then select Query.

Any new Inclusion Support Cases will appear in the list:

HOME CHILD CARE INCLUSION SUPPORT CASES

INCLUSION SUPPORT CASES & Query Inclusion Support Gases

e e PR

iscaseld @ Approval i start Date 5 End Date 15 Review Date i5 Case Type 15 Case Status settings
25026 2.5307H (FDC) 17/08/2015 140872016 177072018 158 Approved Jaha Smith @, Vew 7] Creste Ciam

Click View to see the details for the case.

IS CASE DETAILS M| 7 Croaia Coon Glak
Detals  Days | CareHours = SupportHours | IS Enroiments | Claim History
Details Carers
b sisiansts s SSCueld Primary Carer First Name Last Name SP Personnel Id Postcode
190016362L FDCTopUpPayment 4-AQUSYYK
15 0rg Name 134 Rsgon settng
ISF First Name ISF Last Name stms
Approved
15 Non Face To Face s Baiance ot 5 Non Face To Face Hrs Alowed
0.00 000
stat Date Revew Date Enapae
251172019 12:00:00 AM 1/01/0001 12:00:00 AM 280672020
Care Provison Care Environment Name Incksion Agency Regen
RegularCareYearRound Jerry Salmi
Inclusion e it Ne Name
Wilfred Francios

When you start submitting case claims you will also be able to view the details and
history of this via the Claim History tab.
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Additional Educators

You will need to set up the name/s of educators who are working to increase the
educator-to-child ratio in the care environment to support the inclusion of a child

(or children) with high ongoing support needs.

Prior to creating your case claims you will create the educator within your
user/personnel. You do not need to set them up with log in details.

Click on the settings cog and click Users/Personnel

@ Demonstration Site - Redbourns

@ Child Care Centra  CMg Care = Processing = Accouns ~

Homa

DASHBOARD

Children In Care _ e-Signature Entries | Parent Feedback.

Search Keyword - ELCl Resst  Print  Email

Curent sere Optors: (D) (D) (IR

Click Create New Contact

8 Sile Settings
8 Parent Portal Permissions
& Approvals

& Users/Personnsl

# Selup

HOME USERS

USERS

Quick Search I
@ Create New Contact

Displaying 5 out of 5

Name @ Email Is User Locked Qut 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:
EhE | el LW Quick Search [

CREATE NEW USER/PERSONNEL

First Name Surname
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Enter the user’s details:

CREATE NEW USER =
General Details
Personal Details User Access
™ Fivt e [T ——
Salect v mage a Usemame M e of s P
Mhccle Name. Surarre 2
Humgries
"Nole: ol Can 1 SE1Up for i Ser o & per it basis. To 40 1S CIck on e S158 12D &N Siler 300 8 néw e 1or 148 USe o Update an
Emal Dot B ‘XISt on o IS USSH. I I USS 1S nat AKed o &ny Shes. ey wil be unabis 1 login.
Grows
Gaeaer
ey . Select
Moote P O ke 0 Loched 0t
nnnnnnnn - - CCMS Personnel Details
O 1s GoMS Persomet

Primary address

ross . s;&m

Suce Featode

Setect

Secondary address

PooseSiest Sun

Sune Postde

Setect

Then click Save.

Creating a Case Claim
In order to submit a case claim, you must first submit the session report. Once the
session report is processed, you may proceed to submitting the claim:

Click Processing
Click Inclusion Support Case Claims

Click Create and the following window will appear:

CREATE INCLUSION SUPPORT CASE CLAIM =
Claim Details
sopeona sk enang
Red Early Leaming Centre (LOC) ~ | 1amzeoz
scueia Auorsea Person
Select. ~ Select
Payment Type Servee Povoon
IDF Subsidy-Centre Based Care . Face to-Face
[rp—
2 u]

Add Addisonal Educator

Enter all relevant details:

Approval - Select the required approval (In most cases this will now be the CCS
approval).
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Week Ending - Enter the week ending date of the claim.

IS Case ID - Select the case ID. Only cases for the selected approval will appear.
Authorised Person - Select the authorised person completing the transaction.
Payment Type - Select the type of ISS hours.

Service Provision

Face-to-Face - Used for the days/hours the child is in care with the service
Non Face-to-Face - Used for the days/hours the child is absent.

Hours claimed - Enter the hours to claim.

You will then need to break down the hours per day the child has attended. To do
this click Add Additional Educator

The additional educator fields will open:

CREATE INCLUSION SUPPORT CASE CLAIM

Claim Details

Approval Week Ending

Red Early Learning Centre (LDC) ~ 14/02/2021
1S Case Id Authorised Person

Select... ~ Select... v
Payment Type Service Provision

IDF Subsidy-Centre Based Care | v ‘ ‘ Face-to-Face ‘ v |
Hours Claimed

20 @
Additional Educator Hours Claimed Day of the week

Select... v Select... v .

Add Additional Educator

Additional Educator - Select the carer name from the dropdown menu.
NOTE: The dropdown list will contain a list of Users/Personnel.

Hours Claimed - Enter the hours claimed on this day.

Day of the week - Select a days that the child was in care during the week.

If you require an additional day click on Add Additional Educator, continue this
process until all days you can claim for are entered.
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Click Save

The following window will appear:

| declare that the Additional Educator/s listed were engaged to increase the staff to child ratio above that
required by state or territory licensing and regulatory requirements.

Cancel m

Click OK to confirm and the case claim will be created.

Query IS Claims
You must remember to wait 24 hours before querying the IS claim.

Click Processing and select Inclusion Support Case Claims.

Click Query Claims

.# Redboume Family Day Care -Sie?  ChigCare =  Processing =  Finance = Reports +

HOME  CHILDCARE  INCLUSION SUPPORT CASE CLAIMS

INCLUSION SUPPORT CASE CLAIMS [ ocr- [ETREE

Displaying 0 out of @

The following Query IS Case Claims window will open:

Query IS Case Claims X

Approval
Red Early Learning Centre ~
Week Ending

FaHCSIA Case Claim Id

Service Provider Case Claim Ref.

- Page 9 -



PART OF THE

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

Experts in Child Care Software
GROUP

We would recommend entering the Weekending if you are wanting an update on
something specific.

Otherwise Select Authorised Person and click on Query.

Cancel IS Claims

For services using Billing Periods, if you must cancel an IS claim, make sure that
you do not cancel a claim immediately before you wish to finalise the billing
period. You CANNOT finalise a billing period if any IS claims are outstanding. IS
cancellations may take a while to process and delay you from finalising.

If the cancellation has not been queried within a couple of days, contact the CCSS
help desk and ask them to process the cancellation.

Click Processing and select Inclusion Support Case Claims.

Find the claim and click Details:

«* Redbourne Family Day Care -Site 2  Child Care ~

HOME CHILDCARE INCLUSION SUPPORT CASE CLAIMS.

INCLUSION SUPPORT CASE CLAIMS © Query Claims

playing 4 out of 4

Current Search Gptions: [

Iscaseid © Approval 15 Case Claim Id Week Ending 15 Payment Type Service Provision Hours Claimed 15 Case Claim Status
2.5%.26 2.5307H (FDC) 2.68D2R 2310812015 1SS T1 His Non Face-to-Face 10.00 Frocesseq
2.5%.26 2.5307H (FDC) 2.68DCZ 301082015 1SS T1His Face-to-Face 2000 Frocessed

2-5X.26 2.5307H (FDC) 2-6ABE3 2310812015 1SS T1HE Face-1o-Face 2000 Cancesea

PRt

2.5%.26 2-5307H (FDC) 2.66RAH 2310812015 1SS T1HE Face-1o-Face 1.00 Cancesea

Click Cancel Claim.
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Troubleshooting

Issue: | don't know/remember our services CCMS Username and Password

Resolution: You will need to contact the CCS help desk (1300 667 276). They will be
able to give you this information.

Issue: I've entered our services CCMS Username and Password and I'm getting an
error.

Resolution: These details are very case sensitive. Make sure capitals and lower
case letters are correct. A lowercase L and an uppercase 1 will display the same. If
you have checked this and continue to receive errors, you will need to contact CCS
and verify the details they have given you.

Issue: My claim was rejected. Why?

Resolution: We do not see reasons as to why a claim was rejected. If you have
submitted the claim after the session report was processed, you can view the claim
and check that the correct details were submitted e.g:

e Payment type?

e Service Provision

e Total Hours Claimed
e Total Hours Per Day

If you are sure the information is correct, you will need to contact the CCS help
desk for further instructions.
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