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Summary   
 

You can access Parent Feedback in two ways: 

1. On your WorkCentre click on the tile Parent Feedback 
Or 

2. Click onto the Child Care menu and Select Parent Feedback 

Replying to Feedback 

1. Click the magnifying glass 
2. Click Reply 
3. Enter your response and any file uploads 
4. Click Send 

 

 

 

Parent Feedback is a fantastic way of receiving communication from 
your parents to educators.  These messages will also appear in your 
software for a service to view. 

Parents can leave a comment or ask questions via the parent portal 
through:  

• The daily diary  
• My Portfolio 
• Programming 

As a service you can then view this feedback through your system.   

This tip sheet will walk you through: 

• Accessing parent feedback 
• Searching and viewing feedback 
• Replying to feedback 
• Troubleshooting 
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Parent Feedback 
Detailed 

Accessing parent feedback 

You can access Parent Feedback via: 

1. On your Work Centre click on the tab Parent Feedback: 

 

2. Navigate to the Child Care Menu and select Parent Feedback: 
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The following will then appear displaying all feedback messages the parent and/or 
service has sent: 

 

 

Searching and Viewing Feedback 
The number displaying on the parent feedback tile will let you know the number of 
unread feedback: 

 

When you click into the Parent Feedback window you can use the filters at the top 
of the screen to narrow down the list of messages: 

 

Each column heading also has its own search filter: 
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Click on the  symbol to view the parent feedback: 

 

 

Replying to Feedback 
You can reply to any feedback displaying in the grid. To do this simply click on the 
magnifying glass to view the feedback. 

 

When the view parent feedback window opens, the display of feedback will show in 
the date/ time order from the latest information displaying at the top. Click on the 
Reply button: 

 

This will open the Reply Parent Feedback field and the attachment field: 
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Type in your feedback and attach a document if needed then click Send. 

The message within the grid will now have a status of sent. 
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Parent Feedback 
Troubleshooting 
Troubleshooting 

Issue:  I cannot see the parent feedback option within my Child Care Menu. 

Why?  This will be due to the permissions that have been applied to the role which 
is assigned to the user. 

Resolution:  The user will need to have the option called Program & Practices set to 
edit (to enable the user to make changes) or view (to enable the user to see but not 
make any changes). 

To fix this please follow the steps below: 

First you need to find what type of permission the user has: 

1. Click on the cog settings 
2. Select user/personnel 
3. Find the user within the list and click edit 
4. Click on the Sites tab 
5. View the role name assigned to the user: 

 

Next, change permissions for that role: 

1. Click on the cog settings 
2. Select setup 
3. Click on the roles tab 
4. Next to edit, click on the down arrow and select Permissions 
5. Select the component Childcare  
6. Scroll to find the sub-component Parent Feedback 
7. Drop down the permission type to select either edit or view 
8. Click save 
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Issue:  I cannot see the parent feedback tile on my dashboard. 

Why?  If you have permission to see this, then this will be due to the user hiding the 
tile from their dashboard.  

Resolution:  To bring the tile back to the dashboard follow the below process: 

1. Click on setting cog 
2. Select my profile 
3. Scroll down to dashboard configuration tile 
4. Click on green tick to show the tile on your dashboard  
5. Click Save 

 


