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Task card – How to Report Vacancies in the Provider Entry Point (PEP)
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[bookmark: _Toc203729297]Overview
This task card outlines how to report vacancies in the Provider Entry Point (PEP) to meet your reporting obligations under Family Assistance Law (FAL).
Under FAL you are required to report vacancies for each day of the following week by 8am AEST/AEDT each Friday
You can find instructions on how to report:
· Vacancies by Age
· General Availability
· Weekend Vacancies

Find more task cards for the PEP on our website.
[bookmark: _Int_BYDqEOi0]If you need further assistance, contact the Child Care Subsidy Provider Helpdesk on 1300 667 276 from 9 am to 5 pm 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: _Toc203564981][bookmark: _Toc203729298]Logging In
[bookmark: _Toc203564982][bookmark: _Toc203729299][bookmark: _Toc105408592]Step 1
Log in to the Provider Entry Point (PEP).
[bookmark: _Toc203729300]Vacancies
[bookmark: _Toc203729301]Step 1
Navigate to the homepage of the service where you want to report vacancies. 
It is important that you are in the appropriate service context for the vacancies you will be reporting. 
Select the Manage Details tile.
[image: Screenshot of the PEP homepage with more details in the manage details tile highlighted]
[bookmark: _Toc203729302]Step 2
Under the Business Details heading select Vacancies offered
[image: A screen shot of the PEP manage details homepage with vacancies offered highlighted]
[bookmark: _Toc203729303]Step 3
Enter the date for the week you are reporting vacancies.
Note – You can report vacancies for the current week and one week ahead. Vacancy information cannot be backdated for past weeks.
[image: screenshot of the anticipated vacancies page with the week commencing calendar open and the two Monday dates highlighted]
[bookmark: _Toc203729304]Vacancies by Age
You can report vacancies to display on Startingblocks.gov.au by Age Group. This will mean that vacancies will display per age group and as either casual or permanent. 
[bookmark: _Toc203729305]Step 1
For each day select either Yes or No if vacancies exist and select Advanced 
[image: screenshot of the anticipated vacancies page with the daily vacancy yes or no options and the advanced buttons highlighted ]
[bookmark: _Toc203729306]Step 2
Select available vacancies for each relevant Age Group and Session 
[image: screenshot of the advanced options highlighted. these are the vacancy boxes by age group and session type ]
[bookmark: _Toc203729307]Step 3
Complete the above step for all relevant days and select Submit to submit vacancies
[image: screenshot of the anticipated vacancies page with the submit button highlighted]
[bookmark: _Toc203729308]Step 4
You will receive a receipt confirming the submission of vacancy information. Select either Return Home to return to the Service home page or Continue to return to the Manage Details page.
[image: screenshot of the submission receipt and the return home and continue buttons highlighted]
[bookmark: _Toc203729309]General Availability
You can report vacancies to display on Startingblocks.gov.au as General Availability. This will mean that vacancies will display as only yes or no per day and not the ages or session type.
[bookmark: _Toc203729310]Step 1
For each day select either yes or no if vacancies exist
[image: screenshot of the anticipated vacancies page with the daily vacancy yes or no options highlighted ]
[bookmark: _Toc203729311]Step 2
Select Submit to submit vacancies
[image: screenshot of the anticipated vacancies page with the submit button highlighted]
[bookmark: _Toc203729312]Step 3
You will receive a receipt confirming the submission of vacancy information. Select either Return Home to return to the Service home page or Continue to return to the Manage Details page.
[image: screenshot of the submission receipt and the return home and continue buttons highlighted]
[bookmark: _Toc203729313]Weekend Vacancies
[bookmark: _Toc203729314]Step 2
From the Anticipated Vacancies page, select Add Weekend 
[image: screenshot of the anticipated vacancies page with the add weekend button highlighted]
[bookmark: _Toc203729315]Step 3
From here follow the same above steps for either Age Group Vacancies or General Availability and select Submit to submit vacancies. 
[image: screenshot of the anticipated vacancies page with Saturday and Sunday options and the advanced buttons highlighted]
[bookmark: _Toc203729316]Step 4
You will receive a receipt confirming the submission of vacancy information. Select either Return Home to return to the Service home page or Continue to return to the Manage Details page.
[image: screenshot of the submission receipt and the return home and continue buttons highlighted]
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