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MANAGE FAMILY
E-SIGNATURE PINS

This option allows service to enable e-Signature PINs for multiple
contacts at a time. This will include Parent/Guardian, Partner,
Family Contacts

e Family Pin Management
e |Important Notes

e e-Signature Audit Log

e Troubleshooting

Summary

Turn on feature

Click on the settings cog

Select Site Settings

Tick Enable e-Signature Family PIN Management
Click Save

N -

Generate PINS

1. Click on childcare menu

2. Select parent/guardians

3. Use search keyword menu to find the parent
4. Click edit

5. Navigate to the e-Signature tab

6. Click Manage Family Pins button

7. Select contacts
8. Select start date
9. Click generate

- Page 1 -



PART OF THE

) 6]
Child Care Central redbourne /—/;;rmom, Web ..

Experts in Child Care Software
GROUP

MANAGE FAMILY
E-SIGNATURE PINS

Detailed

You first need to start by turning on this feature. Click on the settings cog - select
site settings and click Enable e-Signature Family PIN Management and click Save

SITE SETTINGS /
S _ ‘;w‘ -

Theme Colour

To use this function, navigate to the Parent/Guardian record, and select the e-
Signature tab. Within the e-Signature tab click Manage Family PINs button:

VICTORIA HARDING =2 = a e
Defals  Chidren  Subsidles  CCMS Seftings  Reminders ~ Parner  Confacts | Bank  Noles  e-Signatur

e-Signature PIN Manage Family PINs.

Enabie e-Signafure Access
Start Date EnoDats

The following window will open:

Manage Family e-Signature PINs 2

Select the contacts below to issue e-Signature PINS for. Each contact will receive a separate email
containing their ow nature PIN. Contacts must have a valid email address to display in the list
below. Family cont I also require authorisation to drop offfcollect Please note the following:

1. If you select a contact who has already been issued a PIN, a new PIN will be sent and their existing
PIN will no longer be valid.

2. If an e-Signature start/end date already exists for a family contact, it will be replaced by the date
entered below

3. End dates will need to be applied to contacts individually:

Jan Farley
info@harmonyweb.com.au
Jeff Miles
info@harmonyweb.com.au
Zaine Chase
info@harmonyweb.com.au
May McArthur
info@nharmonyweb.com.au
Alisha James
info@harmonyweb.com.au

17/09/2020
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NOTE: Parent/quardian, partner and contacts need a valid email address in
their record to display in the list.

All records will automatically be selected with the start date as the current date
however this can be changed either by unticking records you don’t want to
generate pins for and/or changing the start date.

Then click Generate.

Record updated successfully

Close

The parent/guardian, partner and contacts will all now receive separate emails with
the e-Signature PIN number.

In your software the following will now be updated:
Parent

The e-Signature tab is updated.

JAN FARLEY

Details Children Subsidies CCMS Settings Reminders Partner Contacts Bank Not e-Signature

e-Signature PIN
Enable e-Signature Access

Start Date * End Date

14/09/2020

Generate i
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Partner:

Partner tab updated:

JAN FARLEY = = o N3
Defalls  Chiigren  Subsidies  CCMS Seftings  Reminders  Pariner Bank  Notes  e-
Details e-Signature PIN
Name 8 Enable e-Signature Access
Jefl Miles Start Date * End Date
Emai 1410872020
rognamonywen com au
Restonsno o i oate orem
Contacts
Contact e-Signature data is updated:
JAN FARLEY = = o 28
Details Chiaren Subsies  CCMS Settings  Reminders  Pafner  Conlacts _ Bank  Noles  e-Signature
‘This guardian has 3 contacts
Type Name © Heme Phone ‘Work Phone Mabile Phone
Grangfather Alsha James -
Grangmother May McArthur e-Signature |
Aunt Zaine Chase  View |
. @ Deiete
:

Email *

Name

Alisha James

Enable e-Signature Access

Start Date *
14/09/2020

PIN =

Generate R

info@harmonyweb.comau  [f

Authorise for Pickup

End Date

- Page 4 -



PART OF THE

) [i]
Child Care Central redbourne Harmom/Weé ‘.'

Experts in Child Care Software
GROUP

Detailed cont.

Important Notes

— If you select a contact who has already been issued a PIN, a new PIN will be
sent and their existing PIN will no longer be valid.

— If an e-Signature start/end date already exists for a family contact, it will be
replaced by the date entered below.

— End dates will need to be applied to contacts individually.

Parent/guardian, partner and contacts need a valid email address in their record to
display in the list.

In addition, the contact also requires the authorisation to drop off/collect:

Type Name Email
Grandfather - Ricky Benton info@harmonyweb.com.au
Home Phone Mobile Fhone Work Phone

Address Line 1

Suburb

State Postcode

Select...

| Authorisations |

Do you authorise this person to drop off and collect your child/ren an your behalf?

[ Do you autharise this person to consent to medical treatment and/or authorise administration of medication to
your child on your behalf?
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The e-Signature Audit Log will display updates made to data relating to e-
Signatures.

To open the e-Signature Audit Log, click the settings cog and select e-Signature
Audit Log:

Redbourne Child Care Services - Centre Based Care

Child Care = Processing = Accounts ~ Reports = Quality = Program &

Home

& Account Settings

& CCS Provider

DASHEBOARD

| & CCS Debt Management
&= CCS Supporting Docs
& Site Settings

& Parent Porial Permissions

e-Signature | e-Signature Bus Roll

Search Keyword - Reset & Export

Current Search Options: LR B OhED

& Approvals

& Users/Personnel
& Setup

™ Subscriptions

£4 Email Logs
= e-Signature Audit Logs

K= e-Signature Bus Roll Configuration

This will open the Audit Log screen:

E-SIGNATURE AUDIT LOGS
. m Fleset Disgiaying 20 cut of 31

Date Crested © Updsied By User Active

16022021 GKye Green Harper [=] Qu
16022021 & Kylie Groen Harper [ ] o
16022021 GKye Rackch Mool [ ]

16022021 GKye Rackch Mool -]

16022021 GKye [=]

16022021 GKye [=]

15022021 Moyer K (=] Qu
15022021 GKyle [V} o
242020 Qe L]

20112020 M Clare [ =]

20112020 M Clare (=] o

To view further details, click the View Data button.

Please note that this option will not be available for PIN updates, as the PIN value
is confidential.

- Page 6 -



.

PART OF THE

. )
Child Care Central redbourne /-/armom/Weé .

Experts in Child Care Software
GROUP

MANAGE FAMILY
E-SIGNATURE PINS

Troubleshooting

Issue: | want to change my pin number; how do | do this?

Resolution: When receiving a Pin via email, the email will contain a link to reset
the PIN. This link is active for 72 hours. If the PIN is not reset, the PIN on the email
will need to be used or a new PIN will need to be issued to provide the person with
a new reset PIN link.

Issue: We are getting an invalid error when trying to sign in a child
Resolution: The invalid message is a true error and can happen for a few reasons:

1. The internet has dropped out for a few seconds and not connected properly.
The person isn't selecting their own name (maybe accidentally selecting a
parent/partner's name) before trying to sign in, therefore the PIN doesn't relate
to the person selected.

3. User may have accidentally entered the wrong PIN. If a PIN is entered
incorrectly 5 times consecutively, it will become locked and the user will receive
a message stating that their PIN is now invalid. If this occurs, a new PIN may be
issued by clicking the Generate button for the parent/guardian, partner etc.

4. Auto fill may be turned on in your web browser settings therefore prefilling a
incorrect PIN. We highly recommend turning this off in your web browser.

If the PIN has been locked due to too many incorrect attempts, please contact your
service as they will need to generate a new PIN to the family

Issue: I'm trying to change my pin but I'm getting an error saying my old pin is
incorrect and | don’'t remember my old pin

Old pin is incorrect

Resolution: The old pin we are referring to here is the PIN you just received in the
email.
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Issue: I'm trying to change my pin but I'm getting an error:

Please provide a pin that is not repetitive (e.g. 1111) and sequential (e.g. 1234)

e-Signature PIN
e-Signature PIN

Old Pin
odBin ] e ®
Old PIN ®
Mew Pin
New PIN 0] Pin must be numeric (1-9) and 4 to 8 characiers long
Confirm Pin Cenfirm Pin
Confirm PIN ® ®
—————— ————

Resolution: There are some rules around creating a new pin: PINs may be 4 - 8

digits long, may not contain sequential or repeated numbers (eg 1234 or 1111) and
must not contain a zero.
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