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[bookmark: _Toc200543675][bookmark: _Toc200703293]Overview	
This task card outlines how to:
· view session reports
· View session report history
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][bookmark: _Toc200703294]Logging in
[bookmark: _Toc200543409][bookmark: _Toc200543677][bookmark: _Toc200703295][bookmark: _Toc105408592]Step 1
Log in to the Provider Entry Point (PEP).
[bookmark: _Toc200703296]Viewing session reports weekly overview
[bookmark: _Toc200703297]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: _Toc200703298]Step 2
Under Weekly Overview locate the relevant week and select View
[image: Screenshot of the weekly overview page with the week beginning dates and view option highlighted]
[bookmark: _Toc200703299]Step 3
Locate the relevant day using the day tabs and locate the child either by searching their name or from the list. 
[image: Screenshot of the session submission page with the days and child name field highlighted]
[bookmark: _Toc200703300]Step 4
Select Actions and select View Report
[image: Screenshot of the session submission page with actions and view report options highlighted]
[bookmark: _Toc200703301]Step 5
All submitted sessions for the week will display. Once you have reviewed these select Cancel to return to the sessions home screen. 
[image: Screenshot of the submitted sessions page with cancel highlighted]
[bookmark: _Toc200703302]Viewing session reports child overview
[bookmark: _Toc200703303]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: _Toc200703304]Step 2
Under Child Overview select the relevant week and locate the relevant child in the list or by using the search or filtering options 
[image: Screenshot of the child overview page with reporting period, child name, enrolment ID, age, claimant name and status search fields highlighted. ]
[bookmark: _Toc200703305]Step 3
Select Actions and select View Report
[image: Screenshot of the child overview page with actions and view report options highlighted. ]
[bookmark: _Toc200703306]Step 4
All submitted sessions for the week will display. Once you have reviewed these select Cancel to return to the sessions home screen. 
[image: Screenshot of the submitted sessions page with cancel highlighted]
[bookmark: _Toc200703307]Viewing session report history
[bookmark: _Toc200703308]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: _Toc200703309]Step 2
Under Child Overview select the relevant week and locate the relevant child in the list or by using the search or filtering options 
[image: Screenshot of the child overview page with actions and vary report options highlighted. ]
[bookmark: _Toc200703310]Step 3
Select Actions and select Show History
[image: Screenshot of the child overview page with actions and show history options highlighted. ]
[bookmark: _Toc200703311]Step 4
All submissions for the week will display, including the submission date, status and reason for change and late change.
[image: Screenshot of the session history page with submitted date, status, reason for change and reason for late change titles highlighted. ]
[bookmark: _Toc200703312]Step 5
To view a submission, select the Select option to expand and view the session details. 
[image: Screenshot of the session history page with select action and session details highlighted]
[bookmark: _Toc200703313]Step 6
To view details for a specific session, select the Select option. This will generate additional information specific to that session. 
[image: Screenshot of the session history page with select action and attendance details highlighted]
[bookmark: _Toc200703314]Step 7
Select Back to return to the Child Overview page
[image: Screenshot of the session history page with back option highlighted]
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