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Overview

This task card outlines how to update the Hours of Operation for Services in the PEP.

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.

For hours of operation displayed on the StartingBlocks.gov.au website you will need to also update
this in the National Quality Agenda IT System (NQAITS)

If you need further assistance, contact the Child Care Subsidy Provider Helpdesk on 1300 667 276
9am to 5pm AEST or via email anytime.


https://www.education.gov.au/child-care-package/provider-tool-kit#toc-task-cards
https://portal.nqaits.gov.au/SignIn?ReturnUrl=%2F
mailto:CCSHelpdesk@education.gov.au

Note: Only certain special characters can be used in the PEP:

e full stop (.)
e comma(,)
* hyphen(-)
e slashes (/,\)

e apostrophe (‘).

All other special characters will cause an error in the system.




Logging in

Log in to the Provider Entry Point (PEP).

On the homepage select “More details” in the “Manage Details” field in the PEP.

Sessions Enrolments
Create, vary/substitute or withdraw session reports Create, view and edit child enrolments

More details ) | More details >

Manage Details My Inbox

Update, or remove details about the Provider and/or Pre r View re:

el
More details ¥ More details

Subsidy Payments

isk, create, edit and renew View your Child Care Subsidy payment information

More details ¥

Feedback

Complaint: and Compliments

More details ) | More details ¥

Hours of Operation

Under the Business Details heading select Hours of Operation



https://proda.humanservices.gov.au/prodalogin/pages/public/login.jsf?TAM_OP=login&ERROR_CODE=0x00000000&URL=%2Fmga%2Fsps%2Foauth%2Foauth20%2Fauthorize%3Fscope%3Dopenid%26state%3DalN0hw9ovD%26client_id%3DGTzCa6CRNfBsRTdfljBa%26redirect_uri%3Dhttps%253A%252F%252Fbusinessonline.humanservices.gov.au%252Fmga%252Fsps%252Foidc%252Frp%252Fchildcaresubsidy%252Fredirect%252Fproda%26response_type%3Dcode&OLDSESSION=

/‘ﬁ\ Service Details

Service name
Contact details
Financial details

Address Details

\ Circumstances and Notifications

‘ Location of records

‘ Notify matters affecting approval

‘ Approval Conditions

o Operational Details

Temporary ceasing of operations

External management

Service Operation

‘ Trustee

ACCS Cap Percentage

i’ Business Details

Contact details ‘

Hours of operation ‘

Fees and inclusions ‘

Vacancies offered ‘

i Personnel Details

Manage Personnel

Enter Date of event, this is the date your new hours are valid from.

/ﬁ\ Manage Details / Business Details Hours of Operation

Add personnel

Hours of Operation

Please provide opening and closing times for this service.

Date of event: dd/mm/yyyy...

Centre-based Day Care

Monday Tuesday Wednesday
Open hh:mm hh:mm hh:mm
Close hh:mm hh:mm hh:mm

Total hours 00:00

Thursday

hh:mm

hh:mm

Friday

hh:mm

hh:mm

Saturday

hh:mm

hh:mm

Sunday

hh:mm

hh:mm

Complete the opening hours for each relevant day:

Open: Enter the opening time. The format is required to be in HH:MM




e Close: Enter the closing time. The format is required to be in HH:MM. It must be a time later

than the opening time.
Note: You are required to enter both Open and Close times.

/ﬁ‘ Manage Details / Business Details Hours of Operation

Hours of Operation

Please provide opening and closing times for this service.

Date of event: dd/mm/yyyy...

Centre-based Day Care

Monday Tuesday Wednesday Thursday Friday Saturday Sunday
Open hh:mm hh:mm hh:mm hh:mm hh:mm hh:mm hh:mm
Close hh:mm hh:mm hh:mm hh:mm hh:mm hh:mm hh:mm

Total hours 00:00

Review the information and select Submit to submit the change.

/ﬁ‘ Manage Details / Business Details Hours of Operation

Hours of Operation

Please provide opening and closing times for this service.

ey
Date of event: dd/mm/yyyy...
Centre-based Day Care
Monday Tuesday Wednesday Thursday Friday Saturday Sunday
Open hh:mm hh:mm hh:mm hh:mm hh:mm hh:mm hh:mm
Close hh:mm hh:mm hh:mm hh:mm hh:mm hh:mm hh:mm

Total hours 00:00

You will receive a receipt confirming the submission of the new opening times. Select either Return
Home to return to the Service home page or Continue to return to the Manage Details page.



