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Diaries

Diary entries are where you can record what activities are
happening during the day or week for the room as a whole, not just
for an individual child.

Diary entries created can be published to the Parent Portal. These
will then be viewable to the family of the selected child/children.

This tip sheet will walk you through:

Creating a Diary Template

Creating a Diary Entry

Searching and Printing Diary Entries
Troubleshooting

Summary

Create a Diary Template

N -

Click on Program & Practices Menu

Select Diary

Under the Templates tab click on +Create New Template

Main Details:

a. Enter title

b. Tick if you want images/video uploads

c. Select heading colour

Program Category

a. Tick if you want program categories to write to

b. If selected, tick which category headings

P.P.LO

a. Select Type from drop down menu

b. Then tick if you want the following options on your template: Principles,
Practices, Learning Outcomes.

Other Sections

a. Then tick if you want the following options on your template: Philosophy,
Follow Ups/Extensions, Theorists
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8. Custom Text Fields
a. If you wish, you can add new headings by clicking on +Add button
b. Then type in a heading

9. Family Input
a. Tick if you want this field to write to

10. Scroll up and click Save

Create a Diary Entry

1. Click on Program & Practices Menu

2. Select Diary

3. Under the Templates tab, find the template you want to use and click Create
New Record

4. Main Details
a. Enter aTitle
b. Select Date
c. Select Program
d. Select Room
e. Then select Children

5. From here on is based on what you have selected when creating your
template. You may need to add media, or tick headings that relate to the
diary entry and enter information where required.

NOTE: You may have more headings/information depending on how you customise
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Diaries
Detailed

To open the Diaries module, click on the Program & Practices menu and select
Diary:

® Demonstration Site - Redboumne Child Care Centre ~ ChildCare v Processing v Accounts ~  Reports v Quality~  Program & Practices ~

Program Setup

Programming

Portfolio Entries

DASHBOARD
WO rk Ce ntre Evidence of Learning

Daily Care
Welcome to your Work Centre.

The Diaries page will open:

DIARIES

Templates = Manage Records

Search Keyword Reset Displaying 1 out of 1 © Create New Template

Template Name Created By Q@ Date Created

Diary (EYLF) 27/11/2018 Edit Template Create New Record

The Diary Templates determine the headings and content which you can write
about and link to when creating a diary entry.

To create a new template, click the +Create New Template button.

The New Form Template page will appear:
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NEW FORM TEMPLATE cancel

Main Details

Title

[ Allow imagehideo uploads

Heading Colour [Jlij

Program Category

Select the Program Category headings to include on the template. When the user creates an instance of this template, a text area will appear below each heading giving them the opportunity to enter
text.

[ Enable Program Categories

P.P.LO
Enable the Principles Practices & Learning Outcomes required for this template below
Type

EYLF (0-5yr old) A

(] Principles
[ Practices

[J Learning Outcomes

Other Sections
Select additional headings to include on the template. When the user creates an instance of this template, a text area will appear below each heading giving them the opportunity to enter text
() Philnsophy
[J Follew Ups / Extensions

[ Theorists

Custom Text Fields

You can define as many free text fields as you like. Enter a title and when the user creates an instance of this template a text area will appear below each heading giving them the opportunity to enter
text

=+ Add

Family Input

[ Family Input

Main Details:
Title — Give the template a name. This helps you to identify the template,
particularly if you have multiple templates.

Allow Image/Video Uploads - Check this box if you wish to upload images and
videos to your program.

Heading Colour - Click on the colour box to change the colour of the headings
throughout your program.

Program Category:

Enable Program Categories — Check this box if you wish to write to Program
Categories within your Diary. Once checked, you may check the specific entries to
include.
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You may also opt to allow image uploads to each entry by checking the Enable
Image Upload box.

NOTE: If you wish to add your own program category headings please see the tip
sheet called Program Setup

P.P.L.O:
Select either EYLF (0 - 5yr old) or MTOP (school age).

If required, check the boxes to include Principles, Practices and Learning Outcomes.

Other Sections:
If required, check the boxes to include Philosophy, Follow Ups/Extensions and
Theorists.

Custom Text Fields:

Click the ‘Add’ button to add custom headings in your diary templates. As with the
Program Categories, these headings will appear in your diary with a textbox
underneath for you to write in.

Family Input:
If required, check the boxes to include Family Input.

Once your template is complete, click the Save button. Your template will now
display in the list.

You may edit a template by clicking the Edit Template button.

To begin creating a Diary entry, select the template you wish to use and click the
Create New Record button.

DIARIES

glates  Manage Records
m Resat [EPWEEPER I © Creata New Templats
Template Hame CrealedBy @  DawmeCreated
Diary (EYLF) 2304201 EdiTemglale | Create New Record

Daily Diary (EYLF) McDanald, Lucy 220052018 EcitTerpiate | | Create New Fiscord

This will open the Create Diary window and allow you to begin.

NOTE: Your template may differ to the content listed below depending on how you
have setup your template.
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Give the Diary a title. This is the title of the record when published to the Parent
Portal.

Select the date for the record.

If applicable, select a Program to link the Child Record to.

NOTE: Your Program must have a start and end date in order to display in the drop
down menu. Any programs fitting the date range will appear for you to select from.

Select a Room/Program from the dropdown menu.

This will automatically select any children with daily sessions for the selected date
and room/program.

CREATE A DIARY (MTOP) Cancel | Preview | Save as Draft
Main Details
Title (Optional) Date Program
What We Did Today @ 15/09/2022 ¥,

Programs/Rooms

‘ [ Before School Care (OSHC Care Room) | [x After School Care (OSHC Care Room) |

Children (Open child selector)

‘ [ Alison Aledcoa | [x Sandra Black | [x Izzy Charles | [x Amy James | [x Toby Griffiths |

All children will automatically be selected to be included. You may remove children
by clicking the cross (x) next to their name.

If you need to add children, type a child’s name into the children box to dropdown
results to select:

Children {Open child selector)

san|

Sandra Black

Alternatively, click the Open Child Selector button to open the Child Selector
window.
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This window will allow you to select one, multiple or all children:

Child Selector

Christopher Day Michael Matthaws

Thomas Matthews Eradley Storer

0 children selected Cancel Select All oK

As you select a child, their name will be highlighted and ticked:

Child Selector

Christopher Day Michael Matthews

Thomas Matthews Bradley Storer

1 children selected Cancel = Select All Ok

Click the OK button to continue.
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Click the browse button to upload images/videos. If you are on a device with a
built-in camera, you may also choose to take a photo to upload.

Once your images are uploaded, you may add captions if required.

Media

% Browse

Lorem ipsum dolor sit amet Lorem ipsum dolor sit amet. Lorem ipsum dolor sit amet

These captions will display for families within the Parent Portal.

The Other Details box will include all of your headings to write to. This includes
custom text fields, Program Categories and the Principles, Practices and Learning
Outcomes etc.

Enter details as required into the text boxes:

Family Input

%

Nomal ¢ B I U S E= =

Our day was based on feed back from our parents around healthy eating and more diverse eating.
We did this in a fun way by focusing on the Hungry Caterpillar story and speak about what he ate!

You may use the text box settings to adjust the layout and sizing of the text as
required.

Tick the Program Category boxes to expand the textboxes:

Program Category
[ Intentional Teaching
(] Children Contribution
[] Parent Contribution

Extension ldeas

Normal ¢ B IUS E =

I
I
1
1]
17l
ln}
o
B

« Read the 'Very Hungry Caterpillar’ book.
+ See what other items in the garden could be used for craft.
« Identify other shapes/animals that could be made and plan a craft session around this.
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If the selected template allows image uploads per Program Category, click the [al
button to open the Manage Program Category Images window:

Manage Program Category Images ®
Program Category: Extension Ideas

& Browse

Close

This window may be used to upload and view images uploaded for each Program
Category.

Check any relevant Principles, Practices and Learning Outcomes. Each box you
check will open an optional textbox which you may optionally write to:

Learning Outcomes
Children have a strong sense of identity

|#| Children feel safe, secure and supported

Normal : B I Us ==

I
I
1h
1
Il
|
by |

[ Children develop their emerging autonomy, inter-dependence, resilience and sense of agency
[ Children develop knowledgeable and confident self-identities

] Children learn to interact in relation to others with care, empathy and respect

Check the boxes next to any Philosophy or Theorists which you wish to include.
Once again, each box you check will open an optional textbox which you may
optionally write to:

Philosophy

We believe that secure, respectful and reciprocal relationships provide children with a secure base for exploration and leaming. Positive relationships help children 1o leam about their responsibility to others, to appreciate their connectedness and
interdependence as leamings. Our educators balieve that engaging in intentional teaching recognises that leaming occurs in social context and that interations and conversations are vitally important for children’s learning. We believe young
children represent the first of the future generations which makes it important for us, as educators, to help the children realise the significance of caring for and protecting their environment. We believe in promoting sustainable practices in everyday
learning. Educalors, children and parents work together to show respect, care and appreciation for the natural environment.

Nomal & B I U S I =

=EE Kk

Don't forget to save the record before exiting.
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If you wish to save and continue editing the record at a later stage, click the Save as
Draft button:

CREATE A DlARY (EYLF) N Cancel = Preview | Save as Draft

Main Details

If the Child Record is complete, click the Save as Final button.

To immediately publish to the Parent Portal, you may click the publish button at
the bottom of the template prior to saving:

Publish

[J| Publish to Parent Portal

Once you have selected the ‘Publish to Parent Portal’ button, you may deselect any
content you do not wish to be visible within the Parent Portal:

Publish

[#] Publish to Parent Portal

You can choose which of the below sections are visible to the parent in Parent Portal.
# Custom Text Fields #| Program Categories ¥ Theorists « PPLO

| Philosophy «#| Follow Ups | Family Input

Once you have saved the record, you will be redirected to the ‘Manage Records’ tab.
This is where you may view and edit any Diaries you have created.

DIARIES
Templates = Manage Records /

Search Keyword - Reset Displaying 1 out of 1

(o] G &R N LU EH) Published To Parent Portal: Both J| Status: All

Template Title Children Observation Date © Status  Publish to Parent Portal
What We Did Today (EYLF) Daily Diary 22/09/17 Christopher Day, Michael Matthews, Thomas 2210912017 Final Action *

Matthews, Bradley Storer, Sophie Storer. Riley
Timms, Hannah Pauli

Template - This column will indicate which template was used to create the Diary.

Title - This column will display the title you have given the Diary.
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Children - This column displays the child/children the record is for.

Observation Date - This column displays the date the record was recorded/relates
to.

Status - This column will indicate whether the Diary is still in draft or has been
finalised.

Publish to Parent Portal - This column indicates whether or not the Diary has been
published to the Parent Portal.

The Action button will allow you to View, Edit, Publish/Unpublish to Parent Portal
and Print the Diary.

Diary Entries published to the Parent Portal will display in the child’s diary:

i)

Daily Diary 20th October 2017

2 52

Fri 20 Oct 2017
Educator: McDonald, Lucy Print

Program: Program we 23/10/47

What We Did Today

Lorem ipsum dolor sit amet elit in egestas purus, nec commodo orci. Suspendisse porta neque
ut nibh hendrerit vestibulum. Sed vitae ligula umna. Nulla facilisi. Maecenas vitae ipsum et lorem pharetra tincidunt. Duis ac facilisis
diam, vitae hendrerit lectus. Proin pharetra, dolor in fempor iaculis, turpis orci malesuada mauris. et gravida sapien dolor a sem
Suspendisse ut omare dolor. Vivamus malesuada augue quis imperdiet elementum

Group Activities

Lorem ipsum dolor sit amet ipiscing elit in egestas purus, nec commodo orci. Suspendisse porta neque
ut nibh hendrerit vestibulum. Sed vitae ligula uma. Nulla facilisi. Maecenas vitae ipsum et lorem pharetra tincidunt.

Learning Outcomes

1. Children have a strong sense of identity
@ Children feel safe. secure and supported

© Children leam to interact in relation to others with care, empathy and respect

2. Children connect and contribute to their world

© Children develop a sense of belonging to groups and ties and of the rights and
for active i icipafi

© Children become strong in their social and emotional wellbeing
4. Children are confident and Involved learners
© Children transfer and adapt what they have leamed from one context to another

5. Children are effective communicators

© Children interact verbally and non-verbally with others for a range of purposes

Powew  Redboumne Child Care Chermside, QLD, 4032
CULTSTEY L. 1300020126 @ testeri@redbourne.com.au
Copyright © 2018 Redboume. All Rights Reserved

- Page 11 -



PART OF THE

) [i]
Child Care Central redbourne Harmor\yWeé .‘Q'

Experts in Child Care Software
GROUP

Searching
You may search for diary entries using the search keyword option headers:

DIARIES

Templates =~ Manage Records

| Other Options biished To Parent Porial: B
{ Date From Date To |
| I Created H
Program/Room lay K Moyer
All v |
Published to parent portal tay Lucy McDi
Both v
Status
All ~ |

i

In the search keyword you may search for the title.

Drop down the search keyword menu and you will have more options here: Date,
program/room, whether the entry has been published to the portal or not, and the
status (final or draft). Select your search options then click the search button to
view the results.

You also have an option to sort your column headings by ascending or descending
order. To do this click on the column heading:

I Template © Titke Created By Childven Observation Date Status Publish to Parent Portal I

Final [v=] Action =

Diary (EYLF) In the Garden K Moyer

Daily Diary (EYLF) Our Day Lucy McDonald

NOTE: The Children column heading is not included in this sorting option.
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Printing
The print option is available via the actions drop down menu:

DIARIES

Templates  Manage Records

Search Keyward - EEY e Displaying 2 out of 2

conensoncncpor: (D) (T )
Template Title Created By Children Observation Date © Status Publish to Parent Portal
Diary (EYLF) In the Garden K Moyer Arielle Day, lqra Copeland, Enrique Copeland, Tracey Elison, Michael  17/08/2020 Final [Fves} T

Elison, Angus Gillies, Felicia Gillies, Lena Connar, Enzo Connor

View

Daily Diary (EYLF) Our Day Lucy McDonald Envique Copeland, Jya Landan, Toby Jones, Mia Gellar, Kailum 101082020 Final | ea

Bradford, Lena Cannor, Enzo Cannor, Arielle Day, lora Copeland.

Tracey Ellison, Michae! Ellison, Ally Harl, Anna Henderson, Jackson —

Jones, Lamont Lin, Angus Gillies, Felicia Gillies, Chelsea Gllies, Tim
Loyd, Marina Lioyd, Elsie Lioyd, Elise Landon, Pete Landon

J Print

Unputiish

Selecting the Print option will display a PDF/Print Preview view of the Diary.

Our Day

Date: Thursday 17 September 2020
Programs/Rooms: Dolphins (Dolphins Room 4-5yrs)
Created By: K Moyer

Children

= Arielle Day

Igra Copeland
Enrique Copeland
Tracey Ellison
Michael Ellison
Angus Gillies
Felicia Gillies
Lena Connor
Enzo Connor

What We Did Today

Morning Outdoor Play

In the garden

Today we spent morning outside in the garden. Following on from the gardening based learning activities in last week's
program, the children watered the vegetable patch and monitored the growth of the carrots and tomatoes which we planted
last week. Eli found a lady beetle on one of the leaves and carefully picked it up on the tip of his finger. The children then took
turns looking at it. Hayden decided we should look for more lady beetles, so we then spent some time combing the leaves for
hidden beetles. We found a caterpillar and a pretty, blue butterfly. Lena collected rocks from the garden to use for outdoor
painting.

In the Outdoor Undercover Area

Once we were finished our morning gardening and bug-catching, we retired to the outdoor undercover area where we put on
our paint smocks and painted some pictures. Emilia and Bronte shared a page and together painted a garden with pink and
purple flowers. Hayden painted a red car and Eli painted a picture of his family. Lena painted the rocks she had collected from
the garden and made a caterpillar. The children thought this was an exciting idea and headed back to the garden to find more
rocks to paint.
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Troubleshooting

Issue: I'm getting an error when trying to upload images and videos.

Resolution: There are some limitations on the size and file type which is why your
upload is failing:

Type Min [Max Valid Extensions
Image 1KB 4MB png. jpg. jpeg. gif
Video 100KB |40MB mpg. mp4, avi, mov, wmv, flv

Issue: Why can't parents see the record | have created?

This will be because the diary record hasn't been published to the parent
portal (published to parent portal column)

Created Observation Date Publish to Parent
Template Title By Children o Status Portal

Child Observation EYLF Kailum's First K Moyer  Kailum Bradford 6/07/2020 Final 23 oo
(EYLF) Day

Child Observation EYLF Painting with K Moyer Lena Connor 17/04/2019 ZUETI s | Action ¥
(EYLF) Lena

Resolution: To publish the portal, click on the actions button, select publish, select
which fields you would like to be visible for the parent in the portal then click
publish

Issue: How do | upload my own template?

Resolution: We do not have this option available. We do provide you with 4
standard templates however, you can convert your paper templates to an electronic
version by adding your own program categories and then follow the steps above to
create your own template.

Issue: Can | delete or hide a template?

Resolution: No you cannot hide/delete templates. We suggest that if you are no
longer using a template to edit the template and add the wording ‘do not use'.
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Issue: The image displays upside down or sideways.
Why? This is not an issue with the system, but with the file itself.

Resolution: You can easily edit images on your computer with programs such as
‘Paint’ to rotate the image to the correct view. To edit the file using Paint, open a
new Paint project:

]
] A = . HEEEEY EEEE
0 > — H )
ot - -
| 120612 = 506px. 2 100% (= { + '

In the top left hand corner of the window, select File and Open. Browse your files
for the image, select and click Open.

The file will appear in the Paint window:

Home View ‘
' 4 102 EEEEN EEEN N |
| =i

e Color | Color Edit
1 2 colors

Click the Rotate button:
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Rotate right 90°

4. Rotate left 90°
A Rotate 180°
~ Flip vertical

Flip horizontal

Home View °
‘ . H YEEES EEEE
: . . Edit

v
S8 )

bt =] 17650 x 366px & Size: 618K 100% (= +

Save your image by clicking File and Save/Save As.

You may then upload the new image to the child’s record.
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