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USING THE BUS ROLL
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The bus roll may be used to bulk mark children in and out of care
during transport runs. For example - Before and After school care
children.

Prior to using the Bus Roll you will need to ensure your bookings
are set up correctly and this information has filtered through to
your daily sessions. To do this please see the tip sheet called
‘Adding Transport to Bookings and Daily Sessions’.

You also may wish to configure certain settings to best suit your
service’'s needs. To do this please see the tip sheet called ‘Bus Roll
Configuration’.

This tip sheet will walk you through:

e Navigating the Bus Roll

e Viewing a Childs Details

e Marking children as picked up, dropped off and absent
e Children signed in prior to bus roll

e Troubleshooting

Summary

Click on the bus roll button from dashboard
Select your name and enter your pin, click ok
If needed apply search filters

Select children

Select an action — Pick up / Drop off / Absent
Confirm the action by clicking OK

ORGP NONNES
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Detailed

The Bus Roll may be accessed by clicking the Bus Roll button on your Children In
Care Dashboard:

DASHBOARD

R . vt ] sornow

Or by clicking the Bus Roll button on your e-Signature Dashboard:

DASHBOARD

You will then be prompted to select your name from the drop down list and enter
your e-Signature PIN:

e-Signature PIN Authentication x

Please select your name from the list below

User *

Please select v

PIN *

Please enter your PIN

Cancel

You will then need to click the OK button to continue. This will open the Bus Roll:
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Detailed cont.

Redbourne Child Care Services - Red Early Learning Centre

Bus Roll Management Go Back to Home Page
Monday 15 Mar 2021
04:45 PM
Filter Options
" § Location Al | Room Al v Program | Al - a o Total Drop Off Children: B Total Pick Up Children” 8
© Click on a row to view deails Select Al Desslect All
Drop Off

Redbourne State School (8 children)
123 Agple Strest, Chermside

Select Child Room Program Stalus
O Anna Henderson Before School Care Before School Care
O Elli Sinclair Before School Care Before School Care
0O Elsie Lioyd Before Schoal Care Before School Care
( lqra Copeland Bafore School Care Before School Cara
a Jace Stebbings Before School Care Belore School Gare
O Jamelia Martins Before School Care Before School Care
O Jye Landon Before School Care Belore School Care
O Rosie Mccartney Bafore Schoal Care Before School Care
Pick Up

Redbourne State School (8 children)
123 Apple Street, Chermside

Select Child Room Program Status

O Anna Henderson After School Care After School Care
: Elli Sinclair After School Care After School Care
: Elsie Lioyd After School Care After School Care
0O lqra Copeland After School Care After School Care
O Jace Stebbings After Sehool Care After Scheol Care
O Jamelia Martins After School Care After School Care
O Jye Landon After Sehool Care. After School Care

Rosie Mccartney After School Care After School Care

When opening the Bus Roll, the data displayed will default to all children requiring
transport on the current day. It is important to note that the view may differ,
depending on how you have configured your Bus Roll.

The search filter may be used to search for specific children:

Filter Options
Search Keyword Location Al v Room Al v Progam Al v el

Filter Options:

e Search Keyword: This will allow you to filter for a specific child. Type in a
child’s first name or surname.

e The Location dropdown menu will allow you to filter the records for a
specific pickup/drop off location.

e The Room dropdown menu will allow you to filter records for a specific
room.
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e The Program dropdown menu will allow you to filter records for a specific
program.

Once you have entered your search requirements, click the _2 | button. Any
records matching your search criteria will appear on the Bus Roll (sorted by
Location).

Detailed cont.

Click on the button to clear all filters.

All of the children requiring transport to another location will appear under Drop
Off and be listed under their required drop off location:

Diop Off E—

Redboune State School (8 children)

..........

All of the children requiring transport from another location to your service will
appear under Pick Up and be listed under their pick up location.

Pick Up Q"

Redbourne State School (8 children)

A Basic child profile is available within the Bus Roll, providing you with details such
as child’s name, photo and parent contact information.

In the list view, this may be opened by clicking anywhere within the child’s row:
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Radboume State School (8 children)
123 Acpie Sveet Cramiion
selert onig fAaom Program staws

(m] IMmHameqson Bators School Gare. Batore Schoal Care. l
m] &n Sinciair Bafore Scnool Care Batore Sanool Gare
0 Eisie Lioyd Before School Care Betore School Care
0 iqra Copeland Before School Care Before School Care
[)  ace Siesbings Before School Care Before School Care
) | dameaMarins Before School Care Before School Care
O Jye Landon Before School Gare. Before School Care
0O Fosie Mccariney Bafore School Care Bafare School Care

In all other views, click View Details on the child's name placard:

Drop Off

Redbourne State School (8 children)
123 Apple Street, Chermside

Status: None Status: None Status: None Status: None Status: None Status: None

Dropped Off

Absent

Anna Elli Sinclair Elsie Lioyd Igra Copeland Jace Stebbings Jamelia Martins Jye Landon Rosie
Henderson Before School Before School Before School Before School Before School Before School Mocariney
Before School Care Care Care Care Care Care Before School
Care Before School Before School Before School Before School Before School Before School Care

Before School

Before School Care Care Care Care Care Care

Care View Delails View Details View Details View Details View Details View Details Care
View Details View Details

This will open a Details window with information about the child first:

Details X

Name

Anna Henderson

Pick Up Location

Not specified

Drop Off Location

Redbourne State School, 123 Apple Street, Chermside

Room
Before School Care

Program

Before School Care

Status
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Detailed cont.

And as you scroll down, details about the parent:
Status

Guardian Detalils
Name
Gina Henderson

Email
support@childcarecentral.com.au

Phone
0732641122

Mobile
0450 222 111

Work Phone
Not specified

Close

Marking children in the Bus Roll will create an e-Signature entry. It is important to
understand how this works prior to getting started.

Marking a child as ‘Picked Up” will sign them IN to care.
Marking a child as ‘Dropped Off" will sign them OUT of care.
Marking a child as ‘Absent’ will sign them as NOT PRESENT.

The e-Signature entries created from marking children on the Bus Roll will display
as normal e-Signature entries do (on the Dashboard, Daily Sessions etc).

The e-Signature entries created will be time-stamped as of the current time (when
a child is marked as Picked Up, Dropped Off or Absent via the Bus Roll).
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To mark children as Picked Up you will need to check the box next to their names
under Pick Up (List View):

Pick Up

Carseldine Primary School
789456 Gympie Road, Carseldine

Select Child Room Program Status
an Zan After School Care - Carseldine ASC Carseldine
Happy Zappy After School Care - Carseldine ASC Carseldine

Or select their names (all other views):

Pick Up

Carseldine Primary School
789456 Gympie Road, Carseldine

¥ Status: None ¥ Status: None ¥ Status: None Status: None Status: None Status: None

Dan Zan Happy Zappy Kappy Zappy Pan Zan Pappy Zappy San Zan Van Zan
After School Care After School Care After School Care After School Care After School Care After School Care After School Care
- Carseldine - Carseldine - Carseldine - Carseldine - Carseldine - Carseldine - Carseldine
ASC Carseldine ASC Carselding ASC Carseldine ASC Carseldine ASC Carseldine ASC Carseldine ASC Carseldine

View Details View Details View Details View Details View Details View Details View Details

Then click the Pick Up button:

Bus Roll Management
Thursday 25 Feb 2021

1045 AM
Filter Options:
‘Search Keyword. Locancn| All ~| Room| AN w  Program| After School Care - .[?J Tetal Drop O Chilcren Pick Up Chicren: &
Abseri

© Chck on a row lo view details

Confirm the action by clicking ok:

Pick Up

Proceed with the operation?

Cancel EE

This will change their status to Picked Up and create an e-Signature entry signing
them into care.
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Pick Up
Redbourne State Schoal (8 children)
123 Acgle Steet Chemsce
Select cnaa Foom Program Stats /
& Anna Henderson A Schosl Gare A Schosl Care
(] ER Sinciair ARer Schosl Gare Afer Schosl Care
= Elsie Lioya A Schoal Care A Schoal Care
& g Copelane Afer School Care Afee School Care
& sace Siebbings Aner School Gare Aer School Gare [Fcecn |
= Jamesa Martine At Schosl Care At Schos Care
(m] Jye Landon Aner Schoal Care Afer Schoal Care
0 Fosie Mccartey A Schoal Care A Schoal Care

The same process is followed for marking a child as dropped off. After selecting the
children you are dropping off, click the Drop Off button:

Bus Roll Management Go Back 1o Home Page
Thursday 25 Feb 2021
10:48 AM
Filter Options
Search Keyword Location| Al v Foon AN | Frogam| Belore Schaol Gare ~ Bl el Drop O Chilren: 8 Total Cricien: 0
© Click o a 1ow 10 view details Seecteallens 8 | Seecial | Desekal Al S Exm
Drop Off
FRedbourne State School (8 children)
123 Appe Sneet. Cremie
Soloat Foom Program Status
"Anna Henderson Befare School Care Betone Schaol Care
En sncar Batare Scnool Care Betore Scnool Care
Elsie Lioyd Batare School Care Betons Schaol Care
lgra Gopeland Betare Sehool Care Betore Schaol Care
Jace Stetbings Betare School Care Befors Schaol Care
[ Jametia Martine Befare School Care Betone Schaol Care
(J  syetancon Batare Scnool Care Betore School Care
Rasie Mccartnay Bators School Care Betors Schaol Care

Confirm the action by clicking ok:

Pick Up

Proceed with the operation?

Cancel EE

This will change their status to Dropped Off and create an e-Signature entry
signing them out of care:

Drop Off

Redbourne State School (8 children)

125 Ao Sremt Crarmsde

Seloct ikt Room Program Status. /

® Anna Henderson Betors Schaol Care Bators Schaol Care
&  Ensiar Betors School Gare Betore Schaol Care [ e 0 |
&  Eseloyw Betore School Care: Betore Sohaol Care:
B graCopetand Betora School Care Betore School Care: [ i 00 §
& Jace Stebbings Betore Sohool Care: Betore Sohaol Care:

- Page 8 -



PART OF THE

) [i]
Child Care Central redbourne ,L/Armo,.,/weé .,

Experts in Child Care Software
—  GROUP

Detailed cont.

To sign children as absent, select the relevant children and click the m button:

@ Cick on a row to view details Selectod ltoms: 2 | SeiectAll | Deselect Ml X

Drop Off

Redbourme State Schoal (8 children)

Setect Chad Floom Status
&  AmaHendersan Betore School Care =
®  EwSincair Batore School Care [ oreppt on |
&  Esoloyw Bators School Care D
& i Copeland Betore School Care [ roppon on |
= Stevbings Batore School Care [ oreppt on |
2 Martins Bators Senool Care
Jye Landon Before Schoal Care
4 Flosie Mecamey Batore Senooi Care Betore School Care =

Confirm the action by clicking ok:

Pick Up

Proceed with the operation?

Cancel

This will change their status to Absent and create an e-Signature entry signing
them as ‘Not Present’ for the session.

NOTE: You are still required to mark daily sessions as absent. The software will
not do this for you.

Drop Off

Redbourne State School (8 chikdren)

o p—

Seloct i Foom Status
= E==TD
& =
= =13
& qace [ orermion
B ace sietoings |=V
= mesa M c /
B yetancon Bstors e G [ s
& Fosie Mecariey Sefore School [ orerpmin |

In the event that you attempt to mark a child as dropped off from the Pick Up
menu, you will receive a message asking you to correct the data and try again:
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Pick Up
The following children may not be marked as

A Picked Up. Please confirm the details and try
again:
Lang Zang

This will also occur for children in the Pick Up menu being marked as ‘Dropped Off".

In the event that you mark a child incorrectly, you will need to return to the e-
Signatures Dashboard and delete the entry (as it will have created an e-Signature
record).

Children Signed in e-Signatures Prior to Bus Roll

If a child requiring pick up/drop off has been marked as ‘Not Present’ in the e-
Signatures (OR Daily Sessions) window, they will display as ‘absent’ in the Bus Roll
window.

If a child requiring pick up has already been signed in via e-Signatures, they will
display as ‘Picked Up’ in the Bus Roll window.

If a child requiring drop off has already been signed out via e-Signatures, they will
display as ‘Dropped Off" in the Bus Roll window.

- Page 10 -



PART OF THE

) 6]
Child Care Central redbourne /—/p\rmom/ Web Q.

Experts in Child Care Software
GROUP

USING THE BUS ROLL

Troubleshooting

Issue: The child has been Incorrectly signed in or out.

Resolution: If the service has accidently signed the child incorrectly the signature
can be removed via the dashboard. Once this has been removed the child can be
signed in correctly. Please see our tip sheet called Deleting an e-Signature Entry.

Issue: A child isn't showing on the bus roll.

In order to appear on the bus roll, a child must have transport applied to the
current day.

Resolution: Here are some things you can check:
If this is an ongoing transport session:

1. Check your bookings.
a. Click on childcare, select bookings
b. Find the child and click edit
c. Edit the session and check for transport here.
2. If your booking is correct, check the Daily Sessions.
a. Click on processing menu, select daily sessions
b. Apply your filters and navigate to the session and click on the cog button
c. Check the transport data
d. If no transport data is here this means that the transport was added to
the booking AFTER you forecasted. Therefore to pull through the
updated information from the booking you need to forecast again.

NOTE: For further instructions on how to forecast please see the tip sheet called
Daily Sessions

If the care/transport is for a non-booked session, a casual session will need to be
created via daily sessions and transport will need to be applied. For further
instructions on this process see the tip sheet called Adding Transport onto
Bookings & Daily Sessions.
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Troubleshooting cont.

Issue: Contact not showing in authorisation list

Resolution: This can be due to a couple of different reasons, please see the list
below of things to check:

1. Check the user record is active
2. Has the pin been generated
3. Check the Start Date

Issue: The service user forget their PIN, how can | help them?

Resolution: You may issue the person a brand new PIN by going into their user
record and clicking the Generate button under the e-Signature tab. The new PIN
may then be used to sign in and out with. For further instructions please see tip
sheet called Generating an e-Signature PIN.

Issue: We are getting an invalid error when trying to get into the bus roll.
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
another staff members 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 will
need to be generated.

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.
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