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Task card – how to create session reports in the Provider Entry Point (weekly overview)
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[bookmark: _Toc200543675]Overview	
[bookmark: _Toc126923148][bookmark: _Toc126923159][bookmark: _Toc126923318][bookmark: _Toc200116993]This task card outlines how to:
· create a new session report
· report absences 
· report discounts and third-party payments
· Update care address details
This task card is for providers that use the Provider Entry Point (PEP). If you use third-party software, contact your software provider for help.
Find more task cards for the PEP on our website.
If you need further assistance, contact the Child Care Subsidy Provider Helpdesk on 1300 667 276 9am to 5pm AEST or via email anytime.
Note: Only certain special characters can be used in the PEP:
· full stop (.)
· comma (,)
· hyphen (-)
· slashes (/, \)
· apostrophe (‘).
All other special characters will cause an error in the system.


















[bookmark: _Toc115955290][bookmark: _Toc115955429][bookmark: _Toc127984570][bookmark: _Toc200543408][bookmark: _Toc200543676]Logging in
[bookmark: _Toc200543409][bookmark: _Toc200543677][bookmark: _Toc105408592]Step 1
Log in to the Provider Entry Point (PEP).
[bookmark: _Toc200543410][bookmark: _Toc200543678][bookmark: _Toc115955291][bookmark: _Toc115955430][bookmark: _Toc127984571]Creating a new session report 

[bookmark: _Toc200543411][bookmark: _Toc200543679]Step 1
From the PEP landing page, select More details in the Sessions tile. 
[image: Screenshot of the PEP home page with sessions and more details selected.]
[bookmark: _Toc200543412][bookmark: _Toc200543680]Step 2
The Sessions of Care Reporting (weekly overview) screen will display the following fields:
· Week Beginning: this is the week beginning date that sessions relate to.
· Total Enrolments for this Period: this number is based on enrolments with at least one routine session in this week.
· Reports Requiring Submission: total number of outstanding reports requiring submission. 
· Actions: select the view button to select the period you want to view.
Note: Session reports for each child can be submitted on the day that the last session of care for the week occurs. 
[image: Screenshot of the weekly overview page with week beginning, total enrolments, reports submitted, reports requiring submission and actions highlighted. ]
[bookmark: _Toc200543413][bookmark: _Toc200543681]Step 3
Locate the relevant week and select View 
[image: Screenshot of the weekly overview page with the week beginning dates and view option highlighted]
[bookmark: _Toc200543414][bookmark: _Toc200543682]Step 4
From the Update Session Report screen, you can search for the child’s name via the Name field or locate the child’s details from the list provided.
Populate the following fields:
· Session: start and end times for the session. This will be pre-filled for routine sessions. Fields can be edited if needed, for example to change the session length.  
· Attendance: Enter the accurate sign in and sign out times for the session
· Fee details: total fee by either session or hour. This will be pre-filled for routine sessions. Fields can be edited if needed, for example to reduce the fee due to a non-prescribed discount. 
· Is preschool: select this field if the session is a pre-school session. This is mandatory for Centre-Based Day Care (children aged 3-5 inclusive) 
· Absent: Select this field if the child was absent from care. Additional information will be required.
Note: All times must be entered in 24-hour time. Accurate attendance data is not required for absent sessions. 
[image: Screenshot of the session submission page with the child name, session, attendance, fee details, preschool and absent options highlighted. ]
[bookmark: _Toc200543415][bookmark: _Toc200543683]Step 5
To include additional session information such as absence details or reporting discounts or third-party payments, select Actions and select Show Advanced. 
Note: Information on these additional options are located further below
[image: Screenshot of the session submission page with actions and show advanced options highlighted]
Step 6
If you have multiple sessions in a single day these can be submitted by selecting Actions and selecting Add Another Session
[image: Screenshot of the session submission page with actions and add another session options highlighted]
Step 7
Additional session fields will generate, complete these as required.
[image: Screenshot of the session submission page with additional session submission field for the child highlighted.]
Step 8 
If a session is incorrectly added it can be removed by selecting Actions then selecting remove Session.
[image: Screenshot of the session submission page with actions and remove session options highlighted]
[bookmark: _Toc200543416][bookmark: _Toc200543684]Step 9
Navigate through the remaining days using the tabs, completing the sessions as required. 
Note: Enrolments with routine sessions must be completed with either attendance or absence information. 
[image: Screenshot of the session submission page with days options highlighted]
[bookmark: _Toc200543417][bookmark: _Toc200543685]Step 10
Once all session reports have been completed. Select Submit All. 
[image: Screenshot of the session submission page with submit all highlighted]
[bookmark: _Toc200543418][bookmark: _Toc200543686]Step 11
You will be prompted to confirm the submission, select Yes
[image: Screenshot of the confirm submission pop up with yes highlighted. ]
[bookmark: _Toc200543419][bookmark: _Toc200543687]Step 12
A receipt will be generated confirming the submission of sessions. If there are any errors identified in the submission it will also be flagged here. 
Once you have reviewed the results, select Return Home to return to the homepage. 
[image: Screenshot of the submission receipt page with error details highlighted. ]
[bookmark: _Toc200543420][bookmark: _Toc200543688]Reporting Absences
[bookmark: _Toc200543421][bookmark: _Toc200543689]Step 1
Where you have reported a session as absent you will be prompted to provide the absence reason and, if required, confirm that evidence is held. 
Select the Absence Reason from the drop down
[image: Screenshot of the session submission page with actions and remove session options highlighted] 
[bookmark: _Toc200543422][bookmark: _Toc200543690]Step 2
Select either Yes or No depending on if evidence is held. 
[image: Screenshot of the session submission page with absence evidence options highlighted]
Note: Some absences require evidence for CCS/ACCS to apply. If you are unsure if evidence is required for the absence, please check evidence requirements on the Departments website; How to manage absences - Department of Education, Australian Government. 
[bookmark: _Toc200543423][bookmark: _Toc200543691]Reporting discounts and third-party payments
If the session fee has been reduced by a prescribed or non-prescribed payment or discount you can report this as part of the session submission. How this is submitted will depend on if the payment/discount is prescribed under FAL or not. 
[bookmark: _Toc200543424][bookmark: _Toc200543692]Prescribed third-party payments and discounts

[bookmark: _Toc200543425][bookmark: _Toc200543693]Step 1
Select Yes. Select the relevant prescribed third-party payment or discount category from the options and enter the payment/discount amount. 
[image: Screenshot of the session submission page with absence evidence options highlighted]
[bookmark: _Toc200543426][bookmark: _Toc200543694]Step 2
If there are multiple prescribed third-party payments or discounts, select the Add option, select the relevant category and enter the estimated payment/discount amount. 
[image: Screenshot of the session submission page with additional prescribed third party payment or discount options highlighted. ]
[bookmark: _Toc200543427][bookmark: _Toc200543695]Non-prescribed third-party payments and discounts
[bookmark: _Toc200543428][bookmark: _Toc200543696]Step 1
It is not a requirement to report non-prescribed third-party payments or discounts; however, you are able to do so if you chose to. 
Select Yes. Select the relevant third-party payment or discount category from the options, enter the name and details of the discount and enter the estimated payment/discount amount. 
[image: Screenshot of the session submission page with non-prescribed third party payment or discount options highlighted. ]
[bookmark: _Toc200543429][bookmark: _Toc200543697]Step 2
If there are multiple third-party payments or discounts, select the Add option, select the relevant category, enter the name and details of the discount and enter the estimated payment/discount amount. 
[image: A Screenshot of the session submission page with additional non-prescribed third party payment or discount options highlighted. ]
[bookmark: _Toc200543430][bookmark: _Toc200543698]Both prescribed and non-prescribed third-party payments and discounts
[bookmark: _Toc200543431][bookmark: _Toc200543699]Step 1
Where both a prescribed and non-prescribed third-party payment or discount applies you can report both in the session. 
Select Yes to both options and complete the fields. 
[image: A screenshot of the session submission page with both prescribed and non-prescribed third party payment or discount options highlighted. ]
[bookmark: _Toc200543432][bookmark: _Toc200543700]Transport only and changing the location for care 
[bookmark: _Toc200543433][bookmark: _Toc200543701]Step 1
If a session is transport only select Yes. This will remove the address details as they are not relevant to the session. 
If you select No, the address details will remain and will be pre-filled with the regular care address. If the address has changed you are able to manually 
[image: A screenshot of the session submission page with both prescribed and non-prescribed third party payment or discount options highlighted.]
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