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Task card - how to view, create and update session reports in the Provider Entry Point
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[bookmark: _Toc94537409][bookmark: _Toc115955288][bookmark: _Toc115955428][bookmark: _Toc127984569]Overview
This task card outlines how to:
· create a new session report
· report absences 
· vary or withdraw a session report.
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: _Toc94537410]Logging in
[bookmark: _Toc105408592]Step 1
Log in to the Provider Entry Point (PEP).
[bookmark: _Toc115955291][bookmark: _Toc115955430][bookmark: _Toc127984571]Creating a new session report (weekly overview)
[bookmark: _Toc94537411]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: _Toc94537412][bookmark: _Toc364946115]Step 2
The Sessions of Care Reporting (weekly overview) screen will display the following fields:
· Weekly overview: provides a weekly view of all enrolments and sessions per period.
· 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. 
· View button: select this 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. For example, if the last session of care for the week is on a Friday, you can submit the session report for that week at any time on Friday once the child has attended (or is confirmed as absent for absence reporting).
[image: Screenshot of sessions of care reporting page highlighting weekly overview tab, total enrolments for this period, reports requiring submission and view button highlighted.
]
[bookmark: _Toc94537413]Step 3
From the Weekly Overview screen, select View for the Week Beginning that you want to create a new session report.
[image: Screenshot of sessions of care overview page highlighting view button of reports requiring submission for week beginning 06/12/2021 in weekly overview.] 
[bookmark: _Toc94537414]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.
[image: Screenshot of sessions of care reporting update session report page highlighting viewable fields.
]
[bookmark: _Toc364946116]Populate the following fields:
· Day of the week e.g. Monday: Review session information by day.
· Session: Session data pre-fills based on enrolment information. Fields can be edited if needed, for example, to add in a casual session.
· Start and end times: Must use 24 hour clock.
· Is preschool: Mandatory field for Centre-Based Day Care (children aged 3-5 inclusive). See here for further details.
· Fee per hour or per session: Important - you can enter fees either per session OR per hour. So that entitlement can be correctly determined, please ensure that when entering fees, you choose the correct option and do not report the session fee as the per hour fee.
[bookmark: _Toc94537415]Step 5
Select Submit All to submit completed entries. 
Note: information will only be saved once you select submit. If you have not been doing anything in PEP for 30 minutes, the connection to the server will time out, which will require you to re-log in to PEP.  You will lose any updates you have made if you have not submitted your updates.  This is a security feature built into PEP.


[bookmark: _Toc94537416][bookmark: _Toc115955292][bookmark: _Toc115955431][bookmark: _Toc127984572]Reporting an absence (weekly overview)
[bookmark: _Toc94537417]Step 1
From the Weekly Overview screen, select View for the Week Beginning that you want to notify of an absence.
[image: Screenshot of sessions of care reporting overview page highlighting view button of reports requiring submission for week beginning 13/12/2021 in weekly overview.]
[bookmark: _Toc94537418]Step 2
You can search for the child’s name via the Name field or locate the child’s details from the list provided.
[image: Screenshot of sessions of care reporting update session report page highlighting absent check box.]
[bookmark: _Toc94537419]Step 3
Check the Absent check box to report an absence. This will produce other mandatory fields for you to complete.
[bookmark: _Toc94537420]Step 4
Select the Absence Reason from the drop-down menu.
The absence reason is needed to determine if additional absences can be paid (when a child has already reached 42 absence days for the year). 
[bookmark: _Hlk174447874]Please note that ‘Prescribed’ absences reasons are only valid for absences in the 6 days before the child’s first attendance or the 6 days after the last attendance. These are not additional absences and will only be paid if the child has not reached their 42 absences for the year. 
If the absence meets the criteria for both a ‘prescribed’ absence and an additional absence, select the additional absence reason to ensure the absence can be paid. 
[image: Screenshot of record absence page with highlighting absence reason drop down, subsidy information no radio button selected. ]

[image: A screenshot of a computer
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The Educator, Subsidy Information, Update location/Transport Only and Session Address sections will be pre-filled and can be edited if needed.

[bookmark: _Toc94537421]Step 5
Continue to make any necessary updates for the other children in care for the week.
[bookmark: _Toc94537422]Step 6 
Select Submit All to submit completed entries.
Note: information will only be saved once you select submit. 
[bookmark: _Toc94537423]Step 7
Confirm the information is correct.
 [image: Screen shot of confirm pop up box for session reports.]
[bookmark: _Toc94537424]Step 8
A receipt will be generated when a new record has been submitted. 
If a report has not been successfully submitted, the status will display as Failed and a reason provided. This will need to be rectified before resubmitting the session report again.
[image: Screenshot of sessions of care reporting update session report receipt.]
 
[bookmark: _Toc94537425][bookmark: _Toc115955293][bookmark: _Toc115955432][bookmark: _Toc127984573]Additional information (weekly overview)
[bookmark: _Toc94537426]Step 1

From the Update Session Report for the week, select one of the following from the Actions drop-down menu:
· Advanced: to view or change information.
· Add Another Session: to record another session of care for a child for the day. See Creating Session Report – Step 4 for details.
· Subsidy information: These fields will show when 'Advanced' is selected. You are required to indicate ‘Yes’ where the fee for the session of care has been reduced because of a payment you have received from a third party (e.g. the parent's employer) specifically to reduce the fee the parent is required to pay.
· Update location/Transport only, Session Address: Information in this section will be pre-filled and can be edited if needed.
[image: Screenshot of sessions of care reporting update session report page highlighting action drop down menu choices.]
[bookmark: _Toc94537427]Step 2
Select Submit All to submit completed entries. 
Note: information will only be saved once you select submit.
[bookmark: _Toc94537428]Step 3
Confirm the information is correct.
 [image: Screen shot of confirm pop up box for session reports.]
[bookmark: _Toc94537429]Step 4
A receipt is generated when a new record is submitted. 
If a report has not been successfully submitted, the status will display as Failed and a reason provided. This will need to be rectified before resubmitting the session report again.
[image: Screenshot of sessions of care reporting update session report receipt.]
 

[bookmark: _Toc94537430][bookmark: _Toc115955294][bookmark: _Toc115955433][bookmark: _Toc127984574]Creating a new session report (child overview)
[bookmark: _Toc94537431]Step 1
From the Sessions of Care Reporting page, the Child overview can be used to view and search for a reporting period per child.
Use the Child name to manually search for a child individually.
Select Create report from the Actions drop-down menu to create a new report.
Note: session reports can only be submitted after the sessions of care have occurred.
[image: Screenshot of sessions of care reporting child overview page highlighting child name and actions drop down menu choices.]
[bookmark: _Toc94537432]Step 2
Create a new session report (child overview) [image: Screenshot of sessions of care reporting create session report, child overview page highlighting no sessions to report, session start and end times and actions drop down menu choices.]
[bookmark: _Toc94537433]Step 3
Check the No sessions to report box if there are no sessions of care to report for the week – this includes attendances and absences.  
[bookmark: _Toc94537434]Step 4
Actions drop down menu
[bookmark: _Toc94537435]Step 5
Add Session
[bookmark: _Toc94537436]Step 6
Start and end times: when entering start and end times, you must use 24 hour clock.
[bookmark: _Toc94537437]Step 7
Select Add Another Session to record another session for a child. Select Advanced to add/change additional session details.
[bookmark: _Toc94537438]Step 8
Select Submit when you are ready to submit the session report. 
Note that the information will only be saved once you select submit. 
[bookmark: _Toc94537439]Step 9
A receipt will be generated when a new record has been submitted.
[image: Screenshot of sessions of care reporting create session report child receipt.]


[bookmark: _Toc94537440][bookmark: _Toc115955295][bookmark: _Toc115955434][bookmark: _Toc127984575]Varying a session report
[bookmark: _Toc94537441]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: _Toc94537442]Step 2
The Sessions of Care Reporting page will display.
The Weekly overview screen provides a weekly view of all enrolments and sessions per period.
Total enrolments for this period is based on enrolments with at least one routine session in this week.
Reports submitted is the total number of submitted session reports.
[image: Screenshot of sessions of care reporting page highlighting weekly overview tab.
Total enrolments for this period, reports submitted and view button highlighted
]
[bookmark: _Toc94537443]Step 3
Select View from the Actions drop-down menu for the period you want to view.
[bookmark: _Toc94537444]Step 4
Select Vary Report from the Actions drop-down menu to vary a report that has already been submitted.
Only use Vary Report where a session report requires an update. If no sessions should have been reported, use Withdraw Report instead.
[image: Screenshot of sessions of care reporting update session report page highlighting vary report in action drop down menu choices.]
[bookmark: _Toc94537446]Step 5
[image: Screenshot of sessions of care reporting vary session report child page, highlighting reason for variation drop down menu choices and actions button.]
Select one of the following options from the Reason for variation drop-down menu and follow the relevant prompts:
· Administrative error: use where there was a mistake made in the original session report e.g. incorrect session start time
· Responding to carer’s dispute: use where a parent has disputed a session report
· General amendment: use where changes are being made before Sunday night of the session report week – before report has been processed and CCS paid (e.g. child attends another session after report submitted)
· Responding to 204C: only use if a 204C (compliance) notice has been issued requiring you to make a change to a session report
[bookmark: _Toc94537447]Step 6
From the Actions drop-down menu:
· select Add Another Session to record another session for a child on the same day
· select Advanced to change other details for the session.
[image: Screenshot of actions drop down showing add session or show advance.]
[bookmark: _Toc94537448]Step 7
Select Submit to proceed. Note that information will only be saved once you select submit. 
[bookmark: _Toc94537449]Step 8
A receipt will be generated when a new record has been submitted. 
[image: Screenshot of sessions of care reporting vary session report child receipt.]
[bookmark: _Toc94537450]

[bookmark: _Toc115955296][bookmark: _Toc115955435][bookmark: _Toc127984576]Withdrawing an existing session report (weekly overview)
[bookmark: _Toc94537451]Step 1
Select View for the Week Beginning session of care report that you want to withdraw.
[image: Screenshot of sessions of care reporting page highlighting weekly overview tab.
Total enrolments for this period, reports submitted and view button highlighted.
]
[bookmark: _Toc94537452]Step 2
Use the Name Search Bar or locate the Child’s details using the list provided. 
Select Withdraw Report from the Actions drop-down menu to withdraw an existing report.
Only use Withdraw Report where a session report was not required to be submitted in the first place. If there are still sessions to be reported in the week, use Vary Report instead.
[image: Screenshot of sessions of care reporting update session report page highlighting day of week, child's name and withdraw report in action drop down menu choices.]
Step 3
Select the Reason for withdrawal from the drop-down menu.
[image: Screenshot of sessions of care reporting withdraw session report child page highlighting reason for withdrawal drop down menu choices and submit button.]
[bookmark: _Toc94537454]Step 4
Select Submit to proceed. Note that information will only be saved once you select submit. 
[bookmark: _Toc94537455]Step 5
A receipt will be generated upon submission. 
[image: Screenshot of sessions of care reporting withdraw session report receipt.]
[bookmark: _Toc94537456]

[bookmark: _Toc115955297][bookmark: _Toc115955436][bookmark: _Toc127984577]Varying an existing session report (child overview)
[bookmark: _Toc94537457]Step 1
Select Child Overview from the Sessions of Care Reporting page.
[image: Screenshot of sessions of care reporting child overview page highlighting child name, enrolment id and vary report in actions drop down menu choices.]
[bookmark: _Toc94537458]Step 2
You can search for child using the Child’s Name or Enrolment ID. Once you have located the child, use the Actions drop-down menu and select Vary Report.
[bookmark: _Toc94537459]Step 3
Select the Reason for variation from the drop-down menu and follow the relevant prompts:
· Administrative error: use where there was a mistake made in the original session report e.g. incorrect session start time
· Responding to carer’s dispute: use where a parent has disputed a session report
· General amendment: use where changes are being made before Sunday night of the session report week – before report has been processed and CCS paid (e.g. child attends another session after report submitted)
· Responding to 204C: only use if a 204C (compliance) notice has been issued requiring you to make a change to a session report
Select Add Another Session to record another session for a child on the same day. Select Advanced to change other details for the session.
[image: Screenshot of sessions of care reporting vary session report child page, highlighting reason for variation drop down menu choices, absent check box and actions menu.]
[bookmark: _Toc94537460]Step 4
Select Submit to proceed. 
Note that information will only be saved once you select submit. 
Step 5
A receipt will be generated upon submission.
[image: Screenshot of sessions of care reporting vary session report child receipt.] 

[bookmark: _Toc94537462]

[bookmark: _Toc115955298][bookmark: _Toc115955437][bookmark: _Toc127984578]Withdrawing an existing session report (child overview)
[bookmark: _Toc94537463]Step 1
Select Child Overview from the Sessions of Care Reporting page.
[image: Screenshot of sessions of care reporting child overview page highlighting child name, enrolment id and withdraw report in actions drop down menu choices.]
[bookmark: _Toc94537464]Step 2
You can search for child using the Child’s Name or Enrolment ID. Once you have located the child, use the Actions drop-down menu and select Withdraw Report.
Only use Withdraw Report where a session report was not required to be submitted in the first place. If there are still sessions to be reported in the week, use Vary Report instead.
Step 4
[image: Screenshot of sessions of care reporting withdraw session report showing reason for withdrawal drop down menu choices.]
Select the Reason for withdrawal from the drop-down menu.
· Administrative error: use where there was a mistake made in the original session report e.g. incorrect session start time
· Responding to carer’s dispute: use where a parent has disputed a session report
· Responding to 204C: only use if a 204C (compliance) notice has been issued requiring you to make a change to a session report
[bookmark: _Toc94537465]Step 3
Select Submit to proceed. 
Note that information will only be saved once you select submit.
[bookmark: _Toc94537466]Step 4
A receipt will be generated upon submission.  
[image: Screenshot of sessions of care reporting withdraw session report receipt.]
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Reporting period:  13/12/2021 ﬁ Reset to Current Period
Child Name Enrolment ID Age Claimant Name Status Actions
All Ages v~ All Status v
ADA E800039 7 years CHRISTA Withdrawn Actions ~
JOAN E80009 7 years ALISHA Submitted
View Statement
MARGARITO E80009 7 years AUGUST Submitted
Show History
View Report
ELSIE E80009 7 years JONAS Submitted Vary Report

KRYSTAL E80009 7 years JESUS Submitted d

l
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Withdraw Session Report for: ~ JOAN

EnrolmentID:  E80009

Reason for withdrawal:

Please select... v

Please selec

Administrative error
Responding to carer's dispute
Responding to 204C

Period commencing:

No sessions to report:

13/12/2021

Cancel
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Receipt

A Sessions of Care Report has been successfully withdrawn

Report Details

Reporting Week: 2021-12-13
Child Name: JOAN
Enrolment ID: E80009

If you have withdrawn this Session of Care Report due to No sessions to report, Please Create New Report with No sessions to
report Indicator.
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