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Accessing the children in care dashboard
The children in care dashboard can be accessed via two locations:

1 - Via the work centre. Here you have a tile called Children in Care:

»* Redboume Family Happy Day Care PTY LTD - Family Day Care  Cnild Care = Processing = Ascounls =
DASHBOARD
Work Centre
Parent Feedback Messages
v o =

2 — Select the Child Care menu - click on Children in Care:

» "7 Redbourne Family Happy Day Care PTY LTD - Family Day Care  Child Care ¥  Processing ~  Accounts ~

Parents/Guardians
Children
Parent Feedback

DASHBOARD

Work Centre

Welcome to your Work Centre.

Educators
Fee Schedules

Educator Subscriptions

ACCS
CCMS Enrolments
CCS Enrolments

e-Signatures Parent Feedbjick

d

sages

CCS Entitlements '
Enrolment Confirmation ‘

Inclusion Support Cases

IS Innovative Solution Cases

Bookings

CCMS Fee Estimator

CCS Fee Estimator

Wait List

Booking Templates Multi-Family
e-Signatures

Children In Care

Educator In Senvice Training
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CHILDREN IN CARE SUMMARY
- Resst | Print | Email Displaying 90 out of 90 Sign InfOut
‘Gument Search Options: [T
PENDING ARRIVAL IN CARE ABSENT LEFT CARE
90 0 0 0
Child Session
. .
Pending Arrival

All children who have a session booked in for the current day will be listed under
the column Pending Arrival.

If children have multiple sessions in the day e.g. Before School Care and After
school care, the child will be listed twice.

The number displaying at the top of the column will reflect how many children who
are due to arrive for all educators on the current day.

CHILDREN IN CARE SUMMARY

- Resst | Print | Email Displaying 90 out of 90 Sign InfOut
‘Gument Search Options: [T
PENDING ARRIVAL IN CARE ABSENT LEFT CARE
90 0 0 0

Child Session
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Once the children are signed into care via e-Signature, their record will move to the
In Care column. The column heading will display the number of children in care.

IN CARE
2

Child Session

Amy Acoba 6:00 AM - 6:00 PM Q,

Judith Williams 9:00 AM - 5:00 PM Q,
Left Care

As children leave care and are signed out via e-Signatures their record will move to
the Left Care column:

LEFT CARE
1

Child Session
Stevie Acoba 7:00 AM - 9:00 AM aQ,

As the children are being signed in and out, the numbers at the top of each column
will change depending on who is being signed in/out.
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Children who are marked as Not Present (Absent) via e-Signatures will display

under the Absent column:

ABSENT

1
Child Session
Bella Rehfish 7:00 AM - 9:00 AM a,

Casual
If a child does not have a booking for the current day but has been signed in via e-
Signatures this is classified as a casual child and will display with a C next to the

child’'s name:

IN CARE
3

Child Session
Amy Acoba 6:00 AM - 6:00 PM O

Clark Barr (C) 7:25AM - 3:00 PM
Judith Williams 9:00 AM - 5:00 PM a,
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If a child is booked into overnight care, you will be able to easily identify these
sessions as the child’s name and session will display in orange:

Kevin Anderson 3:00 PM - 6:00 PM Q.
Stevie Acoba 1:00 PM - 10:45 AM Q
Stewart Tucker (C) 716 AM - 5:30 PM Q.

When clicking on view, you will then be shown the dates the session covers:

Sign In/Out Entry

Session Sign In
Educator Child Not Present Date Time Name Time
Emma Taylor Stevie Acoba 01/06/2021 13:00:00 Emma Taylor 01/06/2021
03/06/2021 10:45:00 14:20:00

Viewing e-Signatures
You have the ability view the e-Signature data and delete incorrect e-Signatures
directly from this dashboard:

CHILDREN IN CARE SUMMARY

- Reset | Prt || Emad Displaying 11 outof 11
Cument Search Options: [ZXESTo)
PENDING ARRIVAL IN CARE ABSENT LEFT CARE
6 3 1 1

Chuld Session Chid Session Child Session Chid Session
Amy Acoba AM - 6:00 PA Amy Acaba (C) 843AM - 500 PM Q Steve Tran 700 AM - 5:00 A Q Attonzo Hersy 8:00AM - 600 PM aQ
i Blake 3.00 AM M Clark Barr (C) 946 AM - 500 PM a

AM - 8:00 AM Judith Williams B:00AM - 8:00 AM Q

Sign In
Mame Time

24052021 Emma Taylor 24/05/2021

09:46:00
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Search Options
The search function gives you a range of options:

CHILDREN IN CARE SUMMARY

- Reset Print Email

| Other Options |
Educators

| Al

1 }VAL

To search for a child, just type in either their first name or surname in the search
keyword box then click Search.

To narrow your view based on an educator, click on the down arrow first, select the
educator and click search.

Your dashboard will update depending on the educators’ children in care:

CHILDREN IN CARE SUMMARY

B - Depiarng Bt 18

Cunent Soee ptons

PENDING ARRIVAL IN CARE ABSENT LEFT CARE
1 3 1 1

Child Session Child Session Child Session Child Session
Amy Acoba (C) 843AM - 500 PM a Steve Tran 700 AM - 800 AM qQ Alfonzo Henry 800 AM - 5:00 P} Q
Clark Barr (C) S46AM - 5:00 PM
Jugith Wilizms 800 AM - B-00 AM

Print/Email Options
You can print and email reports at any stage.

CHILDREN IN CARE SUMMARY

- m Reset Print Email

Current Search Options:
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Print: Available in PDF. Once you click on the print button the report will be
downloaded to your computer.

Email: When you click on the email button, a pop-up box will appear and you can
type in any email address and next click Send.

Email Children In Care Summary x

Email to: *

educators @harmonyweb com_au

Send Close

The recipient will receive an email with the PDF document attached.

Sample Report

Family Day Care

Redboumne Business Services Offices 22 Lakeview Drive
QLD Ascot 4032

07 2431 2341

Emma Taylor

Children In Care

As at 24/05/2021 01:43 PM

Report Options: Children: All

Panding Arrival In Care Absent Left Care
Steve Tran Amy Acoba (C) Steve Tran Alfonzo Henry
Clark Barr (C)
Judith Williams
Total: 1 Total: 3 Total: 1 Total: 1
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Issue: | don't have the children in care tile on my dashboard

Why? You may have hidden the tile.

Resolution: If you have hidden the tile please follow the below steps to bring it
back:

Click on setting cog

Select my profile

Scroll down to dashboard configuration heading

Below the heading hidden from dashboard you will see the daily care tile,
click on the green tick

5. Click Save

LN =
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