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[bookmark: _Toc200543675][bookmark: _Toc200640180]Overview	
This task card outlines how to:
· view session reports
· vary session reports
· withdraw session reports
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.
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[bookmark: _Toc200543409][bookmark: _Toc200543677][bookmark: _Toc200640182][bookmark: _Toc105408592]Step 1
Log in to the Provider Entry Point (PEP).
[bookmark: _Toc200640183]Varying session reports weekly overview
[bookmark: _Toc200640184]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: _Toc200640185]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: _Toc200640186]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: _Toc200640187]Step 4
Select Actions and select Vary Report
[image: Screenshot of the session submission page with actions and vary report option highlighted]
[bookmark: _Toc200640188]Step 5
If you are varying reports within 28 days you will be required to select a Reason for variation. 
[image: Screenshot of the vary report page with reasons for variation highlighted]
If you are varying sessions beyond 28 days you must also include a Late variation Reason. 
[image: Screenshot of the vary report page with late variation reason field highlighted]
[bookmark: _Toc200640189]Step 6
All submitted sessions for the week will display. Locate the relevant session and update the fields as required. 
Note - When resubmitting or varying a session report update the prescribed discount amount if it is known to be inaccurate.
[image: Screenshot of the session submission page with session day details highlighted]
[bookmark: _Toc200640190]Step 7
Once you have completed the changes select Submit
[image: Screenshot of the session submission page with submit highlighted]
[bookmark: _Toc200640191]Step 8
A receipt will be generated confirming the submission. Select Return Home To return to the homepage
[image: Screenshot of the submission receipt page with return home highlighted]

[bookmark: _Toc200640192]Varying session reports child overview
[bookmark: _Toc200640193]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: _Toc200640194]Step 2
From the Child Overview select the relevant week and locate the child in the list or by using the search and/or filter options.
[image: Screenshot of the child overview page with reporting period, child name, enrolment ID, age, claimant name and status search fields highlighted. ]
[bookmark: _Toc200640195]Step 3
Select Actions and select Vary Report
[image: Screenshot of the child overview page with actions and vary report options highlighted. ]
[bookmark: _Toc200640196]Step 4
If you are varying reports within 28 days you will be required to select a Reason for variation. 
[image: Screenshot of the vary report page with reasons for variation highlighted]
If you are varying sessions beyond 28 days you must also include a Late variation Reason. 
[image: Screenshot of the vary report page with late variation reason field highlighted]
[bookmark: _Toc200640197]Step 5
All submitted sessions for the week will display. Locate the relevant session and update the fields as required
Note - When resubmitting or varying a session report update the prescribed discount amount if it is known to be inaccurate.
[image: Screenshot of the session submission page with session day details highlighted]
[bookmark: _Toc200640198]Step 6
Once you have completed the changes select Submit
[image: Screenshot of the session submission page with submit highlighted]
[bookmark: _Toc200640199]Step 7
A receipt will be generated confirming the submission. Select Return Home To return to the homepage
[image: Screenshot of the submission receipt page with return home highlighted]
[bookmark: _Toc200640200]Withdrawing session reports weekly overview
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.]
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]
Step 3
Locate the relevant child either by searching their name or from the list. 
Note: You can select any session within the week as all sessions will be withdrawn  
[image: Screenshot of the session submission page with the days and child name field highlighted]
Step 4
Select Actions and select Withdraw Report
[image: Screenshot of the session submission page with actions and withdraw report options highlighted]
Step 5
If you are withdrawing reports within 28 days you will be required to select a Reason for withdrawal. 
[image: Screenshot of the withdraw report page with reason for withdrawal highlighted]
If you are withdrawing sessions beyond 28 days you must also include a Late withdrawal Reason. 
[image: Screenshot of the withdraw report page with late withdrawal reason field highlighted]
Step 6
Once all fields are completed select Submit
[image: Screenshot of the withdraw report page with submit option highlighted]
Step 7
A receipt will be generated confirming the withdrawal. Select Return Home to return to the homepage. 
[image: Screenshot of the submission receipt page with return home option highlighted]
[bookmark: _Toc200640201]Withdrawing session reports child overview
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.]
Step 2
From the Child Overview select the relevant week and locate the child in the list or by using the search and/or filter options.
[image: Screenshot of the child overview page with reporting period, child name, enrolment ID, age, claimant name and status search fields highlighted. ]
Step 3
Select Actions and select Withdraw Report
[image: Screenshot of the child overview page with actions and withdraw report options highlighted]
Step 4
If you are withdrawing reports within 28 days you will be required to select a Reason for withdrawal. 
[image: Screenshot of the withdraw report page with reason for withdrawal highlighted]
If you are withdrawing sessions beyond 28 days you must also include a Late withdrawal Reason. 
[image: Screenshot of the withdraw report page with late withdrawal reason field highlighted]
Step 6
Once all fields are completed select Submit
[image: Screenshot of the withdraw report page with submit option highlighted]
Step 7
A receipt will be generated confirming the withdrawal. Select Return Home to return to the homepage. 
[image: Screenshot of the submission receipt page with return home option highlighted]
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