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Task card
[bookmark: _Toc126923147][bookmark: _Toc126923158][bookmark: _Toc126923317]How to view and update organisation details in the Provider Entry Point
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.
1(a) Updating Details (Provider in context)
[image: Screen shot of Manage Details, My Inbox, Prover and Service approval detail boxes]
If you are a Provider, select ‘More details’ in the ‘Manage Details’ box of the Provider Entry Point (PEP).
1(b) Updating Details (Service in context)
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If you are a Service, select ‘More details’ in the ‘Manage Details’ box of the PEP.
1(c) Updating Details (Provider and Service in context)
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Provider Details: Select the information you wish to update:
· Provider name
· Contact details
· Financial details
· Address details
2(a) Update name details
[image: ]
Full name of provider: Insert the new details here.
Evidence required: If evidence is required, it will be displayed here.
Upload: Select this to upload and attach the required evidence.
2(b) Update name details – select your document
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Status: The status will update when evidence has been successfully added.
Choose a file: Select and follow the prompts to attach evidence.
2(c) Update name details – edit evidence
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Edit: Select ‘Edit’ if you need to change the evidence provided.
Submit: Select ‘Submit’ to confirm changes.
2(d) Update name details – receipt
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Receipt: A receipt will present upon submission.
3(a) Update contact details
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Select the details you want to update: Select the relevant change you want to make and follow prompts to update information. You can choose the following options:
· Provider phone number/s
· Email address for general correspondence
Submit: Select ‘submit’ to confirm changes. A receipt will be generated confirming the changes have been applied.
4(a) Update financial details
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Date of current event: Note that a change of bank account can only apply from the current date.
Apply this change to: If you are a Provider select where you want the change applied to. Note that the following questions will not display if you are a Service.
Name of approved service: If you are a Provider and ‘Selected Services’ is chosen, you will need to confirm which service/s you want to apply the changes to. You can do this by searching for a service individually or by choosing from the list presented and ticking the box on the right.


4(a) Update financial details – Summary
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Submit: Select ‘submit’ to confirm the change. A receipt will be generated confirming the changes have been applied.
5(a) Update address details
[image: ]
Submit: Select ‘submit’ to confirm changes. A receipt will be generated confirming the changes have been applied.
[image: ]
image1.jpeg




image2.png
,;f% Amstraliam Government

Deperimient of [ECreation




image3.svg
                                                                                                                                                                                                                                           


image4.png
: BATONE BATLAST
Nesscar child care  (switch) Person ID: 0140437147

S Amiraan Governess SN 190008803X - Approved
Depariment of Educaton and T

AIA Manage Details (@ My Inbox
Update, add or remove details about the View received correspondence and nofifcation
Provider and/or Provider Services and messages
Personnel

(& Provider Approval (& Service Approval

Providers seeking CCS approval must complete Services seeking CCS approval must complete
the Provider Approval application the Service Approval application





image5.png
Sessions
[ ———

Moredeais >

Manage Details
Update, oo removedetls abt the Provder ndjor
ProvderSeruces snd orsonel

Moredeais >

Additional Child Care Subsidy

Forachd entied a being atisk, ceate, et and
e ceticatesand determinatons

Moredeais >

Enrolments
Crest,vew and od chi enolments

o deos >

My Inbox

View ecene correspondence and notfcaton messages

[

Payments
View your Chid Care Subsidy payment nfomaton

o deos >





image6.png
Provder rame

Contac et Addpersonel

inancildetas

Adess Dot et Home

@ Circumstances and Notifications.

Err—

[Rotbmin st e |
[remp——

Chatatlemtforproft |





image7.png
A 15725 ol Provider Name

Change of Provider Name.

FullName of rovider:

oste ot event:

237052018

Evidence Required

Eidence ofprovidername change

© upiat





image8.png
Ao rovidervame

Select your document
ocumentype:  viderce o rovisrname chonge
Accepld formats r:POF, PG, THE, G,

Toa e e cannot excee 10MB.

Plaseensure all pagesar na sl e





image9.png
B o oo Provder Name.

Change of Provider Name

oste ot evert:

Evidence Required

B oo =]




image10.png
O n D ProvderName

Receipt
Your Provider Name details have been received.

oot tent

Submited by
e




image11.png
Selectthe detait you want o updiate:
@ o phe s
s o el e





image12.png
Change of Bank Account Details

Aoty i change

s || [(® somcod o ]

e e —T——





image13.png
Summary

onwottven:
Senices chung st s





image14.png
Physical Aderes of rovider: Postal Adcres of Provider:
[rr— prva—.
[ — [ pre— -

1P s s s s





image15.jpg




