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Daily Care Activities

The daily care activities and records will be enabled if you have
purchased the programming and practices module. You can record
when the child has had a meal/snack, rest or sleep, drink, had
sunscreen applied, used the toilet or had a nappy changed.

These records can then display in the parent portal for parents to
view.

This tip sheet will walk you through how to:

e Daily Care Dashboard Settings
e Accessing Daily Care
e Create a Activity Record
— Sleep/Rest
— Meal
— Drink
— Sunscreen
— Nappy
— Toilet
e Daily Care Activities
— Search Options
— Edit an Activity
— Delete an Activity
e Publish a Daily Care Record
e Daily Care Summary
e Printing Daily Care Report
— Daily
— Weekly
— Per Child
e Emailing Daily Care Report
e Activities in the Parent Portal
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Daily Care Activities

Summary

Create an Activity for the current day

O 00N U WN =

Click on Program and Practices Menu

Select Daily Care Activities Dashboard tab

Click on Create New

Select Date

Select Room and Program

Select Child/ren

Select Type

Fill in required fields and optional fields if needed
Click Save

Create an Activity for a day in the past

.
2

3

4
5.
6
7

8
9.
10.

Click on Program and Practices Menu
Select Daily Care
Click on daily care activities tab

. Create New

Select Date

. Select Room and Program

Select Child/ren

. Select Type

Fill in required fields and optional fields if needed
Click Save

Edit an Activity

N U WN =

Click on Program and Practices Menu
Select Daily Care

Click on daily care activities tab

Use search function to find record
Click on the actions button

Select edit

Make changes required

Click save

Delete an Activity

GaswN =

Click on Program and Practices Menu
Select Daily Care

Click on daily care activities tab

Use search function to find record
Click on the actions button

.

- Page 2 -



PART OF THE

) [ )
Child Care Central redbourne /-/;;rmom,Weé ..

Experts in Child Care Software
GROUP

6. Select delete
7. Confirm action by clicking oK

Print Activities

Click on Program and Practices Menu

Select Daily Care

Click on daily care dashboard tab

Click on print button

Select one report options: Daily, Weekly or Per child
Select from/program and/or date

Click Print

No kW=

Email Activities

Click on Program and Practices Menu

Select Daily Care

Click on daily care dashboard tab

Click on print button

Select one report options: Daily, Weekly or Per child
Select from/program and/or date

Enter an email address

Click Email

N AR WN =

Daily Care Activities
Detailed

It's important before you start using the daily care activities module that you have
your settings set up correctly.

To access the settings, click on the Settings Cog and select Site Settings:

.« Redbourne Child Care Services - Redbourne Child Care ~ ChilkiGare ~  Frocessing = Accounts = Fepons = Qually-  Program & Practicss = Aomin =

DASHBOARD

Work Centre
Welcome to your Work Centre.
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Scroll down to the heading called Program and Practice Configuration:

Program and Practice Configuration

The daily care dashboard has two viewing options that will look like the below if
selected:

The option Publish daily care record summaries to parent portal again, you have
two options:

If this option is selected it means that as soon as you
create a daily care record, the record will be instantly published to the parent
porta.

If this option is selected it means that you will need to manually
publish the care records. If the record is not published, then the daily care records
will not show in the parent portal.

Records can be manually published either via your dashboard or via the option
Daily Care activities via the program and practices menu. To learn more on how to
publish these records please see the heading within this tip sheet called Manually
Publish a Daily Care Record.
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Daily care activities can be located in 2 areas of the system:

1. Within the Work Centre on your home screen click on the Daily Care tile:

DASHBOARD

Work Centre

Welcome to your Work Centre.

Daily Care Children In Care e-Signatures Parent Feedback Messages EOL
= & » O N o]
ey 4 -

DAILY CARE

Daily Care Dashboard = Daily Care Activities

DAILY CARE DASHBOARD

- Reset || Print || Email

(ST BRI ERY Activity-Date: 05/09/2022 | Child: All Children || Room: All Rooms | Program: Al Programs

Child v | {Meal v | lm Sleep/Rest v | 4 Sunscreen v | ¥ Drink v §ToiletiNappy Cha... ~

o« n > No items to display

NOTE: You may need to customise the tiles displaying on your dashboard if you
cannot see the Daily Care tile. To do this please see the tip sheet called ‘Work
Centre’

2. Via the Program and Practices Menu and select Daily Care Activities.

® Demonstiration Site - Redboume Child Care Centre ~ Child Care ~  Processing > Accounts >~ Reporis ~  Quality~  Program & Practices ~  Admin ~

Program Setup

Programming
| Portfolio Entries
Diary

DASHBOARD

Work Centre

Evidence of Learning
Daily Care
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You have the option to create an activity for the current day or for a date in the
past.

Current Day:
To create an activity for the current day click on Create New while in the Daily Care

Dashboard tab:

DAILY CARE

Daily Care Dashboard | Daily Care Activities

DAILY CARE DASHBOARD

> Reset | Print | Email

(oML R Ho LD ERY Activity-Date: 05/09/2022 |l Child: All Children | Room: All Rooms | Program: All Programs

Child v | Y{Meal v lem Sleep/Rest v | 4 Sunscreen v | % Drink v @Toilet’Nappy Cha...

Date in the Past:
To create an activity for the current day and/or a date in the past click on Create

New while in the Daily Care Activities tab:

DAILY CARE

Daily Care Dashboard | Daily Care Activities

DAILY CARE ACTIVITIES

(ot ST NI Child: All Children | Room: All Rooms || Program: All Programs || Activity Type: All Activity Types

Date v | Times v | Children v | Type v | Status v | Date Created v z
29/04/2022 11:30 Sandra Black Meal Published 29/04/2022 Action ~
29/04/2022 11:30 Sandra Black Drink Published 29/04/2022 Action ~

The only difference here is that you will see a date field:

Room™ Program™

v | | --Select--

--Select--

Cancel | Save

When you click on Create New you will first select a Room and Program:
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Add Activity x
Room™* Program*
—-Select-- ‘, | ‘ --Select-- v ‘

Cancel | Save

The next field will then open where you will then be asked to select a child:
Add Activity x

Room* Program*
‘: Red Room 2-3yrs v | | Red Room |, |

Child Selector”

‘ --Select-- |

Select All

Cancel | Save

All children who have daily sessions will display here. You can select individual
children or select all.

Once you have a selected a child you now select the type of activity you are
recording from a drop down menu:

Add Activity x

Room™ Program*

| Red Room 2-3yrs v ‘ | Red Room v |

Child Selector*

|| % Andre Rodgers | |« Andrew Arrow | |« Dean Rodgers | | Lena Connor | | Rosario OBrien | |

Deselect All

Select Type*

—Select--

|'0

Sleep/Rest
Meal
Drink

Cancel | Save

Sunscreen

Nappy
Toilet
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Sleep/Rest
Add Activity
Room* Program*
| Red Room 2-3yrs v | | Red Room v |

Child Selector”

‘| » Andre Rodgers | | x Andrew Arrow | | x Dean Rodgers | | x Lena Connor | | % Rosario OBrien | ‘

Deselect All

)

Comment length /500

Select Type” Level”
| Sleep/Rest v | | —Select-- - |
From™ To"
[ o] |

+ Add Times
Comments

Cancel | Save

You will be required to fill out all information with a red asterisk before you can

save.

Level: Select from either Sleep, Rest or Quiet Time

From/To: Enter in the times the child has either slept, rested or had quiet time.

+Add Times: If the child has had multiple rest times you can add in a second set of

times.

Comments: Where you can add additional comments if needed.
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Meal
Add Activity X

Room* Program*
| Red Room 2-3yrs v | | Red Room

b |

Child Selector”

‘| » Andre Rodgers | | x Andrew Arrow | | x Dean Rodgers | | Lena Connor | | x Rosario OBrien | ‘

Deselect All .
Select Type® Time*
| Meal [ o ]

r

=+ Add Times
Meal Type*

—Selact_

Ate

Food eaten info length /500

Comments

Comment length /500

Cancel | Save

You will be required to fill out all information with a red asterisk before you can
save.

Time: Add the time the child has the meal

+Add Times: If the child has had multiple meals throughout the day, you can add in
a second set of times.

Meal Type: Select either Breakfast, Morning Tea, Lunch, Afternoon Tea, Dinner,
Snack or Dessert

Ate: You can list here what the child ate at their meal type.

Comments: Where you can add additional comments if needed.
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Drink
Add Activity X

Room* Program*
| Red Room 2-3yrs - | | Red Room | v |

Child Selector™

‘| » Andre Rodgers | | x Andrew Arrow | | » Dean Rodgers | |» Lena Connor || x Rosario OBrien | ‘

Deselect All

Select Type* Time*
| Drink | o)
<+ Add Times
Drink Type* From
: —Select- |. |
Amount
Comments

Comment length /500

Cancel | Save

You will be required to fill out all information with a red asterisk before you can
save.

Time: Add the time the child has had the drink

+Add Times: If the child has had multiple drinks throughout the day, you can add
in a second set of times.

Drink Type: Where you need to enter what type of drink the child had: Milk, Water,
Juice etc.

From: Select from either a bottle or cup.
Amount: You can enter the amount of drink the child has had.

Comments: Where you can add additional comments if needed.
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Add Activity
Room™* Program*
|. Red Room 2-3yrs v | | Red Room v |

Child Selector”

|| % Andre Rodgers || % Andrew Arrow || x Dean Rodgers | | x Lena Connor || x Rosario OBrien | ‘

Select Type*

Application Time*

Deselect All

Sunscreen

J |

Comments

Comment length /500

o]

+ Add Times

Cancel | Save

You will be required to fill out all information with a red asterisk before you can

save.

Application Time: Add the time the child has had the sunscreen applied.

+Add Times: If the child has had sunscreen applied multiple times throughout the
day, you can add in a second set of times.

Comments: Where you can add additional comments if needed.
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Nappy
Add Activity X
Room™ Program™
|' Red Room 2-3yrs v | | Red Room | v |
Child Selector*
‘| » Andre Rodgers || » Andrew Arrow | |« Dean Rodgers || % Lena Connor || » Rosario OBrien | ‘
. Deselect All .
Select Type” Time Changed™
| Nappy ‘| [ @ ]
<+ Add Times
Condition* Treatment Applied
[ -Select-- v |
Comments

Comment length /500

Cancel = Save

You will be required to fill out all information with a red asterisk before you can

save.

Time Changed: Add the time you changed the child’s nappy

+Add Times: If the child has had multiple nappy changes, you can add in a second

set of times.

Condition: Select either wet, soiled, dry or wet and soiled

Treatment Applied: Free text field for you to list if you have applied any treatment

such as Nappy Rash Cream.

Comments: Where you can add additional comments if needed.
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Toilet
Add Activity X

Room* Program*
|. Red Room 2-3yrs

- | | Red Room

g |

Child Selector”

‘. | % Andre Rodgers || Andrew Arrow || x Dean Rodgers || % Lena Connor || % Rosario OBrien | ‘

Deselact All

Select Type* . Time*
J | o]

Toilet

=+ Add Times
Condition Treatment Applied

—Select--

Assisted/Self

—Select--

Comments

Comment length /500

Cancel | Save

You will be required to fill out all information with a red asterisk before you can
save.

Time: Add the time the child went to the toilet

+Add Times: If the child has had multiple toilet trips you can add in a second set of
times.

Condition: Select between either wet or soiled

Treatment Applied: Free text field for you to list if you have applied any treatment
such as Nappy Rash Cream.

Assisted/Self: Drop down meu where you can select if Assistance was Provided or
Self Managed.

Comments: Where you can add additional comments if needed.
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Whether you are in child view or grid view you will be able to see the option Care
Summary against each child’s name:

Gerry Dillon (1y-8m)
Care Summary

5P
.

-~
= " fom & - g
o 09:00AM, 08:00AM,
09:00AM,
08:15AM, 11:30AM, 11:15AM,
11:30AM, 12:00PM
02:30PM 01:30PM, 01:15PM,
02:00PM
03:00PM 03:03PM

When you click on this option the following summary will appear for the child:

Daily Care Summary x

17/03/2021

Daily Care Summary for:
Gerry Dillon

& | had a toilet trip at 8:00 AM

{é} | had sunscreen applied at 8:15 AM

'ﬂ | ate Shapes, Cheese stick for Morning Tea at 9:00 AM

WP | drank Water at 9:00 AM

& | had a toilet trip at 11:15 AM

WP | drank Water at 11:30 AM

'" | ate Vegemite Sandwich & Grapes. for Lunch at 11:30 AM

|=m | slept from 12:00 PM to 1:00 PM

& L had a toilet trip at 1:15 PM

WP | drank Water at 1:30 PM

'" | ate Watermelon & Strawberries for Afternoon Tea at 2:00 PM

{é} | had sunscreen applied at 2:30 PM

WP | drank Water at 3:00 PM

& L had a toilet trip at 3:03 PM

Close
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Search Options
You have search options within both the Daily Care Dashboard tab and Daily Care
Activities tab.

If you are wanting to search for records created against an individual child utilise
the search keyword bar at the top of the page, where you can type in either the
child’s first or surname:

- =

Then click search to view the results.

If you click on the down arrow within the search keyword box you will get a variety
of search options.

Daily Care Dashboard additional search options:

PAILY CARE DASHBOARD

f Activity Date | 26/03/2021

chidNIGlicI'

Child

| Al Children o |

Room _ Amelia Jeffrie|
|_ All Rooms | v | Care Summary
Program

| All Programs | v | L

Daily Care activity additional search options:

DAILY CARE ACTIVITIES

| Date From Date To nm: All Rooms m
Chilg o Times
| Al Children I
. d 12:00PM
Room
| Al Rooms I 11:30AN
Program _ 09:00AM
| All Programs | v | I

09:00AM, 1130

Activity Type |
| All Activity Types | - | 08:15AM, 02:30
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Once you have applied the filter, click on search to view the results.

To clear the filters you've applied via the search keyword box/menu, click on the
reset button:

- Reset Print Email
Curtent Search Optios

Alternatively, each of your column headings have filter options within them.
Within in Daily Care Activities you can also search via each column heading.

To access the filter, click on the down arrow, click on filter, and enter the data you
wish to search for and click search.

In the example below, | want to see all records that haven't yet been published to
the parent portal. I've clicked on the status tab, clicked on filter, and typed in
unpublished, then clicked search:

DAILY CARE ACTIVITIES

- B

B o e | oo At s Prora: A Progyams | Acovey Ty Aa Ay ypes

011022021 03.004M

01022021 08-15AM, 0230P1

011022021 0B00AM, 11:15AM, 01.15PM

All results containing the word ‘unpublished’ will display:

JDAILY CARE ACTIVITIES el
- I
s s Optos:

Date ~  Times ~ Type - Stalss ~  DateCreated ~ ] - |
— e fr— prm—" =
ounzann i W abien ” ouzas
— e o praww— pr— e
fa— S p— o [r— wmn [ e
— [—p— JRUSE— Sunsereen fE— ovzzs rcon =
oz [o—— JR— ot R P

To clear the filters you've applied via the column headings, click on the bin icon:
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Rt b ] cvac: A Crtowen | roo: s oo | rogram: As Progras | Acety ype: An Acovey 1ype | \ﬂ
Date ~  Times = Children = Type v Stausa ~  Date Created gk <
oz 2000 Ao, amta Seseres unesasnes oz Aczoas
oveaan o Ao A, At Th e oveaaun Actons
oz o ons At oo et unasasnes ovnzenn Aczoa=

Edit an Activity
There are two different locations you can edit an activity.

1 - Whether you are on the Daily Care Dashboard tile you will be able to see the

option Care Summary against each child’s name:

\ Amelia Thompson (6y1m)
Care Summary
1 - " »

g‘" =
- 09:00AM, 11:30AM,
09:00AM, 11:30PM 12:00PM 08:15AM, 02:30PM

01:30PM, 03:00PM

L]
08:00AM, 11:15AM,
01:15PM, 03:00PM,

04:25PM

When you click on this option the following summary will appear for the child. Each
of the activities listed are a hyperlink. If you click on an activity:

Daily Care Summary for:
Gerry Dillon
& | had a toilet trip at 8:00 AM

{é} | had sunscreen applied at 8:15 AM

'" | ate Shapes, Cheese stick for Morning Tea at 9:00 AM

WP | drank Water at 9:00 AM

& | had a toilet trip at 11-15 AM

WP | drank Water at 11:30 AM

'" | ate Vegemite Sandwich & Grapes. for Lunch at 11:30 AM

mm from 12:00 PM to 1:00 PM
& Lhad a toilet trip at 115 PM

WP | drank Water at 1:30 PM

'“ | ate Watermelon & Strawberries for Afternoon Tea at 2:00 PM

{5} | had sunscreen applied at 2:30 PM

WP | drank Water at 3:00 PM

§ L had a toilet trip at 3:03 PM

17/03/2021

Close

It will then take you to the Edit Activity screen:
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Date™

17/03/2021

Room*

Blue Room 0-1yrs
Child Selector”

Gerry Dillon = Jeremy Johnson

Select Type*

PART OF THE
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Program™

Blue Rooom

Stu Henderson  Tegan Ellison

*

Application Time

Sunscreen

.| [230PM

Comments

Comment length /500

*

Application Time

8:15 AM

+ Add Times

Cancel Save

Make the changes required and click Save.

2 - Via the Daily Care Activities tile. All activities you have created will display here.
Find the record, click on the action button, and select edit:
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DAILY CARE ACTIVITIES -
- e
e i Ccron | oo Py A e |ty e vty poe
Date v Times ~  Children ~  Type v Staws ~  Date Created v &8
25002021 06 00AM Ameta Thomgson, Ameia T SieapFest Pubiisned 25032021 Edit
Dekie
oamaz0z1 0B:00AM, T0:00AM AllEn ANDETS, Aly Ha.. Dk Pubineg w2021 L
- s PR - - -
- [P PR . - o

It will then take you to the Edit Activity screen:

Edit Activity x
Date”
25/03/2021
Room* Program™
Possums v LDC - Possums v
Child Selector*
Felicia Gillies
Select Type* Level”
. Sleep/Rest |. | | Quiet Time |' |
From™* To*
7:00 AM 8] 8:00 AM
+ Add Times
Comments
v
Comment length /500
Cancel | Save

Make the changes required and click Save. When editing, you cannot change the
room/program or child. Therefore, if you need to a make a change to this area you
will first need to delete the record and create it again.

Delete an Activity
When you delete a record, it will instantly remove it from the parent portal.

While in the Daily Care Activities tile, use search options as needed to find the
record. Click on the actions button and select delete:
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DAILY CARE

ily Care Dashboard  Daily Gare Activities

DAILY CARE ACTIVITIES [ Pusian | crease ew |
o -
Cumont v Optons: (ETTETTETIE) (I E o CE I T

Date v Times ~  Chikdren v Type ~  Stas v Date Greated

25002001 a.008m Felics Gilies, Felia SkenRes Pubishea 2500202 -
25032021 09 004N A T Sespfe: st Fublshed 25032021 Edit

Delete
002021 09 004N, 10:00AM Adis  Hart Dk Publshed 0221

You will then receive a confirmation message. To confirm the record being deleted
click ok:

Are you sure you want to delete this activity?

Cancel m

The record is now deleted.

If you have applied to publish daily care records to the portal instantly you will not
need to do this process, as each time you create and/or edit a record it will
instantly update the parent portal.

If you have your settings set to manually publish the daily care activities, then there
are two different areas throughout the module which you can manually publish
these records. Its up to you how often you publish the records, and you can
publish multiple times a day if you wish.

You will see the publish on both tabs.

Daily Care Dashboard:
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DAILY CARE
DAILY CARE DASHBOARD

- Reset | Print | Email
Dbl L] Aty Dot 26532021 | G- A G | Foorm: Al oo | Proggee: At Programs

Daily Care Activities:

DAILY CARE
Daily Care Dashboard [§ Daily Care Activitias \
DAILY CARE ACTIVITIES [ Puisn | cromenew |
. Faset

B = s Cun ] oo oo a1 Programs ey o vty s

No matter which area you go to, the process is all the same.

Click on the publish button, select a date and click Publish:

Publish to Parent Portal

Publish Daily Care Record to Parent Portal

25/03/2021 Current Status:| Not Published

Cancel JgILlE

The status will then change from Unpublished:

DAILY CARE ACTIVITIES

a - =

LBl e crec: At Gracren | aoom: An ooms § Program: s Program | Actvny 1ype: a Acavey Types

Date ~  Times ~ Children - Type < | Staus ~ || Date Created als
vz 1200°M Alison Anders, Amala Th. SleepRest Unpublizned 021 Acton
o2z 1300 ison Andacs Aok Th oal [rer—— vz acton
o220z oat0am Ameka Thampson el Unpuined tin22021 acton
onozzez CULO0AM, T1:I0AN, D1 0PI mata Thomozon ok Unoutined 22021 acton
ovoznu o8 180, 02:30PM semuka Thomosn Sucraan [r— w2021 cton
otn2zaz1 OB00AM, 1115AM, 01 15PM. Aumeka Thampson ot Unpuines tin22021 cton
2wz o700em Ameta Jaties, Ell ¢ Hagey Pustsnea oz acton
w00 11008, 1315000 Aemaka Thompson, Angus G Ok - w002 acton
2802021 300AM, 11:00AM, 01.00PM. ‘Amelia Thompson. Angus Gi. Sunscreen Pubiished 20012021 Action
18012021 oat0am ot Chocalate Kappy Zspe Sunsireen Fubihed 15012021 aton

To Published:

- Page 21 -



PART OF THE

) ()
Child Care Central redbourne Harmom,Weé "

Experts in Child Care Software

GROUP
R
Daily care activity records successfully
DAILY CARE ACTIVITIES V' e
. Roset

LTS i o ey oAt e | Froam: At Pogane | fcovy Tpe- 4 oty s
Date ~  Times ~  Children v Type ~  Status ~  Date Created ~ L)
- - P — - - R =
premeeey e prsp—— - P P =
po— peve pr— - Py pr— s
- [ ——— PR - - - e
P prommp— po— pra— poen v s

Butiisha ounzon ach

004K 12 154N, 12 15EM. Adnela T

You will receive a successful message advising you of this.

You can access the print option while in the daily care dashboard tab:

Daily Care Dashboard | Daily Care Activities

DAILY CARE DASHBOARD

- Reset Print Email

Upon clicking on the Print button the following screen will open:

Print Daily Care Record

Report Options:*
O Daily © Weekly O Per Child

You will have the option to print 3 different reports.
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Daily

Print Daily Care Record x

Report Options:*

® Daily O Weekly © Per Child
Room

| All Rooms

Program

| All Programs

Select Date*
26/03/2021

oy

If you select daily you can then filter this per room and/or program, then select a
date. When you open the report you will see all activities that have been created
per child on the day you have selected.

Sample:

Centre Based Care Provider Id.
12 Lakeview Drive @?;j’;’g;’ Name:
Chermside QLD 4032 ABN.
07 2435 1234
Daily Care Records
As al 26/03/2021 04:37 PM
Report Options: Rooms: Koalas, Programs: LDG - Koalas, Date Range: 26/03/2021
Koalas Room
Child Name Meal Sleep/Rest Sunscreen Drink TolletNappy Change
|Amelia Thompson
|Angus Gillies 11:00AM 11:30AM 09:00AM, 12:30PM, 02:15PM 11:00AM, 03:00PM
Chelsea Gillies 11:00AM 11:30AM 09:00AM, 12:30PM, 02:15PM 11:00AM, 03:00PM
Child Bass 11:00AM 11:30AM 09:00AM, 12:30PM, 02:15PM 11:00AM, 03:00PM
Ellie Stebbings 11:00AM 11:30AM 09:00AM, 12:30PM, 02:15PM 11:00AM, 03:00PM
Elsie Lloyd 11:00AM 11:30AM 09:00AM, 12:30PM, 02:15PM 11:00AM, 03:00PM
Enrigue Copeland-T887 11:00AM 11:30AM 09:00AM, 12:30PM, 02:15PM 11:00AM, 03:00PM
Harper Lovell 11:00AM 11:30AM 09:00AM, 12:30PM, 02:15PM 11:00AM, 03:00PM
Hart Lovell 11:00AM 11:30AM 09:00AM, 12:30PM, 02:15PM 11:00AM, 03:00PM
Johnathan Thompson 11:00AM 11:30AM 08:00AM, 12:30PM, 02:15PM 11:00AM, 03:00PM
Lennon Lisgow 11:00AM 11:30AM 09:00AM, 12:30PM, 02:15PM 11:00AM, 03:00PM
Lisa Dean 11:00AM 11:30AM 09:00AM, 12:30PM, 02:15PM 11:00AM, 03:00PM
Michael Ellison 11:00AM 11:30AM 09:00AM, 12:30PM, 02:15PM 11:00AM, 03:00PM
Robbie Robards 11:00AM 11:30AM 09:00AM, 12:30PM, 02:15PM 11:00AM, 03:00PM
Stan Marsh 11:00AM 11:30AM 09:00AM, 12:30PM, 02:15PM 11:00AM, 03:00PM
toni juice 11:00AM 11:30AM 09:00AM, 12:30PM, 02:15PM 11:00AM, 03:00PM
Tracey Ellison-9856 11:00AM 11:30AM 09:00AM, 12:30PM, 02:15PM 11:00AM, 03:00PM
|Zeke Key 11:00AM 11:30AM 09:00AM, 12:30PM, 02:15PM 11:00AM, 03:00PM

Total Children: 18
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GROUP

Weekly

Print Daily Care Record x

Report Options:*
O Daily ® Weekly O Per Child
Room

All Rooms -
Program

All Programs v
From Week Starting:* Week Ending:

22/03/2021 28/03/2021

Sy

Upon selecting weekly you can then filter this per room and/or program if you wish,
and then select start date. The end date will automatically prefill and cannot be
edited. When you open the report, you will see all activities and times that have
been recorded per child for the whole week.

Sample:

Centre Based Care Provider Id:
12 Lakeview Drive vy Name:
Chermside QLD 4032 ABM:
07 2435 1234
Daily Care Records
As at 26/03/2021 04:39 PM
Report Options: Rooms: Koalas, Programs: LDC - Koalas, Date Range: 22/03/2021 - 28/03/2021
Koalas Room
Meal Sleep/Rest Sunscreen Drink Toilet/Nappy Change
Child Name Mon | Tue | Wed [ Thu Fri Mon | Tue | Wed | Thu Fri Mon | Tue | Wed | Thu Fri Mon | Tue | Wed | Thu Fri Mon | Tue | Wed | Thu Fri
[Atizan Ancers
[Riy Hart
|Ameiia Thempsan feoant
300 T00AM
|Argus ifes T00AM TranaM 12:300M C300PM
02:15PM
[Arma Henderscn
[Apsie Juce
[Agricot Jam
Blackoerry Jam
Cathy Deant
Chanel Brockwell
Chaste Knigh
- p T3 00AM FT00RM
Chotsea Gilies THO0AM TranAu 12:30PM 03.0PM
02156M
Ta00Am T00AM
Cikt Bass: TO0AM Tranau 12:30PM G00PM
021500
T2 00 T00AM
Ellie Stebsings T00AM TranaM 12:300M C300PM
02:15PM
08.00AM 1-00AM
e Loyt T 0 25000 0P
02:15PM
Eiyse Knight
- p o3 Dum T 00AM
Ervique Copeland-7887 A0 b 12.30PM 03:00PM
02:15PM
Hare Zavaia 1510
Ta00Am T00AM
Harper Lowel HD0Ad 208 12:30PM 03:00PM
021500
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GROUP

Per child
Print Daily Care Record x
Report Options:*
O Daily © Weekly @ Per Child
Child Selector”
-Select-
' Select Al
From Week Starting:" Week Ending:
22/03/2021 28/03/2021

If you select per child you have the option to select 1, multiple children or use the
select all button. Next select a week starting date. Just like the weekly report, the
end date will prefill and cannot be edited. When you open the report each child
will show on a new page and display each activity recorded per day.

Sample:

Cenire Based Care Provider Id:
12 Lakeview Drive @::f;‘g: Name:

Chermside QLD 4032 ABN:
07 24351234

Daily Care Records

As at 26/03/2021 04:57 PM

Report Options: Rooms: All, Programs: All, Date Range: 15/02/2021 - 21/02/2021

Amelia Jeffries
Date Meal Sleep/Rest Sunscreen Drink | ToiletNappy Change
Monday 15/02/2021 0B:58AM, 11:00AM, 03:00PM 0B:30AM, 11:00AM, 01:15PM,
04:00PM
Wednesday 17/02/2021
Thursday 18/02/2021 09:05AM, 12:00PM, 02:30PM 09:10AM, 02:30PM 09:004M, 12:30PM, 02:10PM 09:15AM, 12:15PM, 03:15PM 09:40AM, 11:30AM, 01:30PM

You can access the email option while in the daily care dashboard tab:
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Experts in Child Care Software
GROUP

Daily Care Dashboard | Daily Care Activities

DAILY CARE DASHBOARD

- m Reset Print Email

Upon clicking on the Email button the following screen will open:

Email Daily Care Record

Report Options:*
O Daily O Weekly O Per Child

Email To*

info@harmonyweb.com.au

Cancel Email

The same options as you had within the print option is also available for you now
in the email option.

In addition to this you have an Email To field. Type in the email address you wish
to send the report to and click on email. You will then receive a successful
message:

\/ Daily care report email sent successfully

The recipient will receive an email from noreply@redbourne.com.au with the report

attached.

Not only will the daily care activities show within the parent portal, if you use our e-
signature module, the in/out times will also display here!

When the parent logs into the portal they will see a new menu heading called ‘Daily
Care Record’
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Experts in Child Care Software
GROUP

Welcome: Courtney. Thompson1! Child Portal: Jarryd Thompson Messages  Logout »

Jarryd Thompson .

Feb 2021

Centre Based Care 12 Lakeview Drive, Chermside, QLD, 4032
L 0724351234 = tester] @redboumne.com.au

If the child has a daily session for the current day, but has no activities/e-signature
data record it will display:

Daily Care Record i Jarryd Thompson v

My Daily Care Record

Monday, 01 February 2021

| am booked into care today

When the child is signed in/out via e-signatures and daily care activities are
recorded this will display in the portal:
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[
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Amelia Thompsen

My Daily Care Record

Monday, 01 February 2021

w e F =9 @ == @,

| was signed into care at 08:59 AM

| had a toilet trip at 8:00 AM

| had sunscreen applied at 8:15 AM

| ate Shapes, Cheese Stick for Morning Tea at 9:00 AM
| drank Water from a Cup at 9:00 AM

| had a toilet trip at 11:15 AM

| drank Water from a Cup at 11:30 AM

| ate Vegemite and Cheese Sandwich Grapes for Lunch at 11:30 AM
| slept from 12:00 PM to 1:00 PM

| had a toilet trip at 1:15 PM

| drank Water from a Cup at 1:30 PM

| had sunscreen applied at 2:30 PM

BEEEEEE
25 26 29

27| 28
- 2 3|4 |8
8 9 10 11 12
15 16 17 18 18
22 23 24 2B 26
1 2|3 4 5

3]
13
20
27

6

=
30 A

7
14
21
28

7

If the parent clicks on the symbol * T s et ts A G pop-up box will open
with more information (e.g comments):

#

| had sunscreen applied at 8:15 AM

Banana Boat Kids SPF 50+ Sunscreen was applied before we went outside
each time.

The parent can navigate to past records via the calendar displaying on the right
hand side. When a record is recorded the date will display in white:
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GROUP

My Daily Care Record

Archives
Monday, 01 February 2021
[ Mo] Tu | We Th Fv | Sa] 5|
; | had a toilet trip at 8:00 AM
‘H | ate Shapes, Cheese Stick for Morning Tea at 9:00 AM -

If the parent clicks on the date, the corresponding daily care records will display.

Daily Carte Activties

Troubleshooting
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Issue: | cannot see any children on my dashboard or when | try to create a record.
The children displaying here come from your daily sessions. Please forecast.
Resolution: To do this follow the below steps:

1. Processing

2. Daily Sessions
a. Select attendance date
b. Select All Rooms
c. Click on forecast

For more information on how to forecast please see the tip sheet called Daily
Sessions.

Issue: | forgot to create an activity yesterday/in the past. Can | go back and do that
now?

Resolution: Yes, absolutely.

1. Click on Program & Practices menu
2. Select Daily Care

3. Click on Daily Care Activities tab

4. Click on Create New.

Here is where you can select any date to create a new record.

Issue: | am trying to edit an activity but the field | want to change is greyed out.

There are certain fields you cannot edit while in this screen such as room
program and child.

Resolution: If the details are incorrect in these field, you will need to delete the
record and create it again with the correct details. To do this:

Click on Program & Practices menu

Select Daily Care Activities

Find the record, click on the actions button and select delete
Confirm the action by clicking on ok.

N -

The record is now deleted and you can create a new one as needed.
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