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What is Harmony?

Harmony is a web-based software solution used by

Educators and Family Day Care services to take care of all
their business needs.

Your Educator may streamline your sign in process by
using Harmony's electronic signature functionality.
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Child Care PIN

Your Family Day Care Service is using a technology platform designed to streamline
communication and administration processes with families. One of the important
components of this is the introduction of electronic signatures (or e-Signatures).

It is a regulatory requirement that all children are signed in and out of care each day. Your
Family Day Care service will be using a PIN to verify a person’s identity when signing child
attendances.

PIN

Please enter your pin

Cancel

A system generated random PIN will be sent to you via your email address.
PIN Security

Your PIN should never be shared with anyone else. Encryption technology will secure your
PIN. If you have forgotten your PIN, your Family Day Care service can resend a new random
generated number to your email.

Changing your PIN

You have the option of changing this PIN to a number of your choosing via the link you have
received in your email or within the Parent Portal. You can change it to any 4 to 8 digit
combinations, except for clashing numbers and weak security numbers, such as 1111 or
1234, etc.

NOTE: If you are changing your PIN via the link in your email you have 72 hours to do so.

If you miss the timeframe to change your pin just ask your educator to contact your Family
Day Care Service (or contact them directly) to request a new Child Care PIN be generated.
This will contain a new pin with a new link.

Who else can sign In and Out?

The registered guardian will be issued with a Child Care PIN. In addition, different PINs can
be provided to other persons, nominated by the registered guardian, with authorisation to
collect your children.

Incorrect PIN Entry

In the event that your Child Care PIN is entered incorrectly more than 5 times, your PIN will
become invalid. This will result in you receiving an ‘Invalid PIN’ error when attempting to
use your PIN. To have a new PIN issued, ask your Educator to contact your Family Day Care
Service (or contact them directly) to request a new Child Care PIN. The pin can be then
changed in the parent portal.




Quick 4 Step Guide

Upon arrival, your educator will have a device ready for you to use to sign in and out using

e-Signatures.

To sign your child in and out of care, follow the easy 4 step process:

Unsedected x
P

Step 1. Step 2.
Select your child by clicking their name Tell us who you are:
place card:
PIN Entry
|l Please choose from éthér Guardsens PannersAuthonsed Pickups of Other
GuardiansFartners Authonsed Pickups
p—
Mina Steboings
[
. Unseected
Eli Hobbs -
ouT —_—
Step 3. Step 4.
Enter your Child Care PIN: Click ‘Sign In” or ‘Sign Out”:
PIN Entry Friday 9 Nov 2018
10:24 AM
Please COOSE WM EEheT GUanans P annersi AL Sed PICUps oF Othed
GuardiansParinersAuhonsed Pickups - Jace Stebbings
—
Nina Sistongs o) D800 AM - 0600 PM L] Mot Present
Omer IN | 10:20 AM

CANCEL




Signing In and Out with e-Signatures

When arriving to drop off children into care, the educator will have the following screen
open:

e-Signature

Go Back fo Home Page

) Redbaume
! Chila care
Redbourne Child Care
Noah Wood

Thursday 1 Aug 2019

i k| | i. i )
Talia Bel Melanie Emilia Jony Flynn Whil
g & g o

You will need to click on your child’s name and the following window will open where you
may now select your name and enter your PIN. Once your PIN has been entered, click OK.

PIN Entry

Please choose from either Guardians/Partners/Authorised Pickups or Other.

Guardians/Partners/Authorised Pickups

Samantha Daly Albert Daly

Andrew Daly (Uncle) Martha Daly (Grandmother)
Other
|. Unselected v |
Pin

Cancel 0K

Once you have clicked OK, the e-Signature options will display:




Redbourne
Child Care

Redbourne Child Care
Noah Wood

Thursday 1 Aug 2019

SIGN OUT

NOT PRESENT

HOME

SIGN IN
To sign your child (or children) into care, please click the _ button.

Once the Sign In button has been clicked the following screen will open:

Redbourme
Child Care

Redbourne Child Care
MNoah Wood

Thursday 1 Aug 2019

01:09 PM

[:\:/:ZI ﬁ Emilia Jonas
- -

-

(v) 08:00 AM - 06:00PM  [] NotPresent

(W [ovos |

Add comment

e

GO BACK SIGH IN




Click the Sign In button and your child will be signed in at the current date/time. If you
would like to add any comments regarding this session, you can do so in the comments box
before clicking Sign In.

NOTE: If your child is absent from care, please click the ‘Not Present’ button and then click
‘Sign In’. This may also be selected directly from the e-Signature option page. Once clicked,
this button will change to red.

Once your child has been signed in you will receive the following message:

Thank Youl!

Emilia Jones

Have been successfully signed in

OK

The Sign Out process is very similar to the above steps.

When you return to pick up your child (or children), the same e-Signature screen will be
available for you to click your child’s name. Simply repeat the process of selecting your child,
selecting your name and entering your PIN.

To sign your child out of care, please click the button.

Once the Sign Out button has been clicked the following screen will display:

p Redbourne
H Child Care

Redbourne Child Care
Noah Weod

Thursday 1 Aug 2019

01:15PM

i:{/:] # Emilia Jones

-4

(/) 08:00 AM - 06:00 PM

[in] oz:10 am] [ouT o115 Pm

Add comment

r

GO BACK SIGN OUT




Please click Sign Out. Once again, if you would like to add any comments regarding this
session, you can do so in the comments box before clicking Sign Out.

Once the child has been signed out you will receive the following message:

Thank Youl!

Emilia Jones

Have been successfully signed out

QK

NOTE: that if you have more than one child, you will be able to sign all children in/out at
once. You will also be able to untick children, if you do not wish to sign specific children at

that time.

Siblings

Siblings will all be signed in/out together. In the example below Katie and Talia are siblings.

B Redbouine
[ﬁ Child Care
Redbourne Child Care
Noah Wood

Wednesday 31 Jul 2019

08:41 AM

Talia Bel
out

Melanie

IN

N

-~
Emilia Jon,
ouTr

Alyssa Whi
Ol

N

uT

Even if you only select Katie both siblings will appear to sign in:




Talia Bell

(+) D300 AM - 06:00 PM  [) Mot Prasent

Katie Bell

(+) 03:00 AM - 06:00 PM (] Mot Present

Add comment

g

GO BACK SIGN IN

If both siblings are in care then click sign in.

If one child is in care, however the other child is absent then click on Not Present for the
child that is away before clicking sign in:

) . Talia Bell
i

(v 08:00 AM - 06:00PM [ Not Present

Katie Bell

(+) 08:00 AM - 06:00 PM [ Not Present

Add comment

e
GO BACK SIGN IN




Casual Care

When your child attends care on a day you are not usually booked for, you will need to
follow a slightly different process.

You will need to click on your child’s name on the e-Signature home screen and complete
the PIN entry process.

Once again, select the Sign In button. The following window will appear:

= e-Signature

Home - Operations - Sign In

Redbourne
,]_ﬁ Child Care
Redbourne Child Care
Noah Wood

Tuesday 28 May 2019
08:11 AM

ADD SESSION

(v) Melanie Butler

% (] tmen_| [our] meou ] (a)

Add comment

GO BACK SIGN IN

] I
i

o

Click on the grey tick beside your child’s name and photo. This will change it to a green tick.
A time in and time out box will then appear underneath.

ADD SESSION

(w) . Melanie Butler

<) |[IN| Timein | [ OUT| Time out &

Enter the Time In and expected Time Out for that day using the time selector.




ADD SESSION
(/) . Melanie Butler

07:30 AM | | OUT| 06:00PM | | &

~ ~
Add comme
GO BAl ot oA

NOTE: If your child is coming in for multiple sessions (before and after school care) please
only add the before school care hours as your educator will take care of the afterschool
times.

Click Sign In. If you would like to add any comments regarding this session, you can do so in
the comments box before clicking sign in.

The following window will appear:

Thank Youl!

Melanie Butler

Have been successfully signed in

OK

To sign your child/ren out of care, please follow the usual signing out process.




Signing a Timesheet

At the end of your week in care, your Educator may request that you sight and sign your
child/children’s Timesheet. This Timesheet will contain your sign in and out times, absences,
charged hours of care and additional charges (such as food and travel).

To verify the Timesheet, your Educator will have it open for you to view. At the bottom of
the page, you may select either ‘PIN’ or ‘PAD’:

7. Fee Estimation (This is the estimate as at today.)
Week Ending Date: 28-07-2019

Total Fees Tolal Hours | Total Admin Levy [ Tolal Other Total CCS Gap Fee fhis Timesheel
$0.00 0 | 5000 | 000 5000
PAD
Parent Signature Educator Signature Noah Wood
PIN
Toertify he records sh ] Forthe care provided. Care s provided by prppr— q =
W,
Harmony Web S

PAD
This option will allow you to sign using a touch pad device:

Person Picking Up
Enter name .|
Signature

Photo

(e [ oo [ e 1 cone

Select your name from the drop down list. Then sign in the signature box:

Person Picking Up

[ Charles Butler %
Signature

H

Photo




Save the record. Your signature will then display on the timesheet:

7. Fee Estimation (This is the estimate as at 01082019 2:33 PM.)

Week Ending Date: 28.07-2019

Total Fees Total Hours | Total Admin Levy | Total Other Total CCS Gap Fee this Tmeshesl
000 0 | $0.00 | $0.00 $000
Signed by Charles Buier on 01-08-2019 233 PM
Parent Signaure :L,., Educator Sgnaure NoahWood
Tcerty the records sh or he care provided. Car = =
(]
Harmomf Web ..'

PIN

This option will allow you to verify the timesheet details using your PIN. Click the ‘PIN’
button and enter your e-Signatures PIN:

7. Fee Estimation (This is the estimate as at today.)

Week Ending Date: 28-07-2019

Total Feas Total Hours [ Total Admin Levy | Total Other Toal CCS Gap Fee this Tmesheet
000 0 $0.00 | 5000 5000
PAD
Parent Signature ® Educator Signature NoahWood
PIN Submit
Tcertfy the records s e care provided. Car = o
(]
Harmom/ Web ..'
Click the ‘PIN Submit’ button and the timesheet will be verified:
7. Fee Estimation (This is the estimate as at 01.08 2019 2:27 PM.)
Week Ending Date: 28-07-2018
Total Fees Total Hours | Total Admin Levy | Tolal Gther Tolal CCS Gap Fee this Timesheal
$0.00 0 | $0.00 | $0.00 $0.00
Parent Sgnatre Electronic signature s veried for Charles Bufler on 01082019 227 PM Eduodor Sqpare Noah ood
Tcortly e records h Torthe care provided. - — =
Harmony Web ‘:l

Once the timesheet has been verified via the PIN or PAD options, it will be locked from editing.




Remote Signatures

Timesheets may be sent to you to verify externally. This will allow you to view the booked
and charged hours, e-Signature data and miscellaneous fees on the timesheet. You may
then approve or reject the timesheet.

Remote Signature Requests will be sent from your Educator via email:

Wed 31/07/2019 9:24 AM
noreply@redbourne.com.au
Timesh to sign for Redbourne Child Care

Hi Deborah Bell,

You have been given temporary access to approve timesheets for Redbourne Child Care.
Click on the following to Sign Timesheets

Regards,
Redbourne Child Care

%

L)

You will need to click the Sign Timesheets link and enter your e-Signature PIN:

Herimory Q%
Weé7 A

Parent Login

Any timesheets awaiting your approval will appear on screen:

- “Demonstration Site - Redbourne Chid Care

PARENT TIMESHEETS TO BE APPROVED

Child Educatar Week Ending Status
Wilkow Adams Naah Vicad 160212020 Waitng fo

Wilkow Agams Naan Vicad 230022020 Waitng f

Click the child’s name and the timesheet will open:




\:, Redbourne Child Care Timesheet E-Form
Itis an offence under Family Assistant Law to provide false or misleading information.
1. Attendance Details Week Ending: 28 Jul 2019
Child Tolia Bel Educator Noah Woed Status
Thereare no
Guardian Debsorsh Bell Ennolment envolments for this.
timesheet.
Appeoval 1ZUSBIASC) Subsidis [os:}
2. Charged Hours
Monday Tuesday Wecknesday Thwarsday Friday Saturchay Sunday
In 800 AM 400 AM
Ot 615 P11 600 PM
Posert
Other Ot Ceher Caer e Caher Ot
St a2 a2 San24 San24 S 24 St 24
3. Booked Hours
Monday Tuesclay Weckssday Thurselay Friday Seturtay ‘Sunday
0300 AM-06:00 PM 0300 AM-06:00 P
4. Fees
[ Eigie:
Fee Name UM Aot ey Monday Tuesday Wesdnesday Thasrsday Friday Sonurday Sunday For Totad
Subsidhy
Ereadas Daly 4 ] 0 (] 0 ] 0 ] X 5000
Dirrer Daly 5 ° [] [] ] [] [} [] X 009
Lunch Dy 4 [] [ (] ] [] 0 [ i 000
Sradk Daly 3 0 [ 0 0 ] [) [] X 000
Travel $\aue 0 [] 0 ] ] L] 0 [] X sa00
=
L]
H&rmomf A
L]

Click on the e-signature button to display in/out times for the week:

B
3. Booked Hours | |
— Tuesday Wechesday Thorsday Friday Sorurday Sunday | |
r—— 0800 AM-0600PM 0800 AM- 0500 PM I
L)
2. e Signature
[ WMonday [ Tuesday | Wednesday | Thursday | Friday | Saturday | Sunday
| | ‘ TOBAMG-612PMG ‘ ‘ 803AMG-516PMG ‘ ‘

The data will display the time stamp of when the signature was recorded. It will also indicate
who entered the signature.

G — The signature was recorded by the Parent/Guardian.
E — The signature was recorded by the Educator.
AP — The signature was recorded by a family contact authorised for pickup.

EA - This signature was recorded by the educator’s assistant.

S — The signature was recorded by a service staff member.




Check the information on your timesheet and then you may approve or reject it at the
bottom of the page:

B

Clicking Approve will send the timesheet back with an electronic verification on the bottom
of the timesheet.

Clicking Reject will prompt you to enter a comment:

Reject Timesheet

—

Reject Comments.

Robbie was absent on Menday but has been marked as attended

Reject Timesheet

This will allow you to alert your Educator to any disagreements or errors you have found on
the timesheet.

Once you have approved or rejected the timesheet, it will no longer appear in the list of
timesheets awaiting approval:

~* Redboume Family Day Care - ste 1

PARENT TIMESHEETS TO BE APPROVED [ teoor ]

Child Educator Week Ending Stats Actions




Parent Portal

The parent portal provides a range of content your service or educator shares with you
regarding your child/children. This may include Learning Stories, Observations and Daily
Diaries and staff profiles. You will also be able to view all invoices and receipts, change your
e-signature pin and log in credentials with the added ability to pay your educators directly
through the portal!

Once your Family Day Care Service have granted you access you will receive an email with
your log in credentials:

noreply@redbourne.com.au
You've been added to Parent Portal for *Demonstration Site

Hi Anna

You have been given access to Parent Portal for *Demonstration Site

Username: Anna.Blue
Password: 8Inaj9Br

Login Now

Regards,
*Demonstration Site

Click on the log in now link, enter your credentials and sign in. This will then take you to the
home screen:

Welcome: Linda Johnson! Child Portal: Lily Johnson

Lily Johnson

Jul 2019

If you have multiple children you can change between the siblings through the option in the
top right hand corder:

16
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The Diary My Portfolio Programming My Account Lily Johnson v

Lily Johnson

Bronte Johnson

Jul 2019

The Diary

My Portfolio Programming My Service

Educators have the ability to record what activities are happening during the day or week.
When you click on The Diary menu option you are taken the most recent entry the educator
has published:

The Diary My Portfolio Programming My Service My Account Lily Johnson v

McDonald, Lucy

«  August 2019

o 0 [we 0 50

EEEEEEE

Feedback History:

Me
25/06/2019 02:11:59 PM

Thu 11 Jul 2019
Educator: McDonald, Lucy
Program: Program

Looks very healthy!

What We Did Today

Lorem ipsum dolor sit amet, dipiscing elit. Suspendisse in egestas purus, nec commodo orci. Suspendisse porta neque
ut nibh hendrerit vestibulum. Sed vitae ligula una. Nulla facilisi. Maecenas vitae ipsum et lorem pharetra tincidunt. Duis ac facilisis
diam, vitae hendrerit lectus. Proin pharetra, dolor in tempor iaculis, turpis orci malesuada mauris. et gravida sapien dolor a sem.

Scroll down to the bottom of the page and click on previous or next to move between
records:

L,‘J Previous Next Q,l ’

17
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My Portfolio

My Portfolio Programming My Service My Account

This page will display all observations and learning stories for your child:

My Portfolio

G

03

[

Painting With Lily, Helping Hands! Child Observation Rock Painting

—

Healthy Eating Fun in the Garden! Lily's Easter Craft

Select a record to view more information.

Programming

My Portfolio Programming My Service My Account

This is to show the different programs your educator is running.

My Portfolio Programming My Account Lily Johnson v

McDonald, Lucy v

«  August 2019

Feedback History: ik

Mon 01 Jul 2019 - Sun 28 Jul 2019 a
Educator: McDonald, Lucy Print
Belonging

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Suspendisse in egestas purus, nec commodo orci. Suspendisse porta neque
ut nibh hendrerit vestibulum. Sed vitae ligula urna. Nulla facilisi. Maecenas vitae ipsum et lorem pharetra tincidunt. Duis ac facilisis
diam, vitae hendrerit lectus. Proin pharetra, dolor in tempor iaculis, turpis orci malesuada mauris, et gravida sapien dolor a sem
Suspendisse ut ornare dolor. Vivamus malesuada augue quis imperdiet elementum. Cras ipsum orci, imperdiet id metus a, thoncus
lacinia lacus. Aliquam eu lacinia odio, nec facilisis metus. Donec dignissim vehicula orci. Curabitur consectetur vestibulum arcu, ut
venenatis eros interdum ac. Mauris commodo risus gravida ipsum lobortis eleifend.




My Service

My Portfolio Programming ' My Service My Account

This will display all information your Family Day Care service has published. This can include
policies, handbooks and staff profiles

Service Information

Policy Documents

View your service's policy documents.

Redbourne
Child Care

Parent Handbook

View your service's parent handbook.

Address
Chermside, QLD, 4032

Staff Profiles
View your service's staff and educator profiles. Fhone
1800020126
Fax
1800020126
L =y Email

tester1 @redboumne.com.au

My Account

My Portfolio Programming My Service

This is where you can manage your account, pin and log in credentials. As soon as you log in
you can see your balance with the educator:

Service Account Balance: You are in credil $38 90

Lucy McDonald: You owe $250 20

’ View Invoices & Receipts ‘ Pay Now w Update Online Payment Set Online Payment Code
Details

l e-Signature Pin ‘ ‘ Change Credentials ‘ ‘ Manage Access w [ Parent Feedback ‘

Click on View Invoices and Receipts to display all invoices and receipts your educator has
created. You can also download these by clicking on the view button:

Type Issued By Reference Date® Amount Invoice Balance

Invoice LucyMcDonald INV-00001019 07/03/2019 -$50.00 $50.00 View
Invoice Service INV-00001010 02/07/2018 $1.10 $0.00 View
Receipt service REC-00001006 30/04/2018 $20.00 View
Receipt Service REC-00001002 16/02/2018 520.00 View

Invoice LucyMcDonald INV-00001002 24/10/2017 -$5.00 $0.00 View




e-Signature Pin option will allow you to change your current pin.

e-Signature PIN

Qld Pin

Old PIN ®
New Pin

New PIN ®
Confim Pin

Confirm PIN ®

Cancel

Save |

NTOE: PINs may be 4 - 8 digits long, may not contain sequential or repeated numbers (eg
1234 or 1111) and must not contain a zero.

Click on Change Credentials to change your password:

Change Credentials

Usemame

Linda.Johnson 8]

New Password

Password ®
Confirm Password

Confirm Password ®

Cancel Save |

Select the Manage Access option to give additional users access into the portal!
e.g grandparents.

Click on Create new User

em——

Manage Access

First Name ~ | Last Name ~ | Username ~ | Email ~ Relationship ~ | Status A = wm)
Melissa McDonald Melissa McDonald melissam@gmail com  Other Family Member  Activated - w )
L] - - L

1-10f1items




Then follow the prompts to set up a user:

Once created successfully the user will display in the list below:

First Name
Melissa

&

o’

v | Last Name

McDonald

password attempts).

Pt you no longer want to have the user to have access click on this to log the user out

Create User

First Name:

First Name

Last Name:

Last Name

Username:

Username

Email:

Email

Relationship

@ Is active?

Send Reset Password Email

Cancel

Save '\
y

v | Username

Melissa.McDonald

~ | Email

Click on this option to edit the user record

and their status will display- deactivated.

Parent Feedback option is where you can see a history of feedback left by you and educator
replies:

~ | Relationship

melissam@gmail.com | Other Family Member

v | Status

Activated

Click this icon to unlock a user (a user can be locked out if there are too many

Messages

Date Sent
07/08/2019 08:10 PM

02/08/2019 11:16 AM

02/08/2019 08:43 AM

01/07/2019 09:23 AM
26/06/2019 01:27 PM
25/06/2019 02:11 PM
30/04/2019 02:02 PM

30/04/2019 01:59 PM

4}

~ | Status

Sent

Read

Read

Sent

Sent

Sent

Sent

Sent

~ | Educator
Lucy McDonald

Lucy McDonald

Lucy McDonald

Lucy McDonald

Lucy McDonald

Lucy McDonald

Lucy McDonald

Lucy McDenald

~ | Child

Lily Johnson

Lily Johnson

Bronte Johnson

Lily Johnson

Lily Johnson

Lily Johnson

Lily Johnson

Compose Message

~ | Subject

dft
Rock Painting 20/10/2017

End of Year Program
111272017

End of Year Program
1112/2017

May 9th

Daily Diary 20th October
2017 20/10/2017

Helping Hands! 23/10/2017

All About Cur Day
10/12/2017

(53

ek

1 -8 of 8 items




You can also send messages to your educator through here by clicking on Compose
Message:

Messages E—

Date Sent ~ | Status ~  Educator v | Child ~ | Subject v 2 l|)

07/08/2019 08:10 PM Sent Lucy McDonald dft &) -

02/08/2019 11:16 AM Read Lucy McDonald Lily Johnson Rock Painting 20/10/2017 e
End of Year P

02/08/2019 08:43 AM Read Lucy McDonald Lily Johnson e of Year Frogram a)

11122017

This will open the create feedback window. In the To field select the educator your child is
linked to. Select subject and enter your message. You can upload a file/image if you like.
Click send.

Create Feedback

To

Subject

Subject

Message

Limit to 500 characters

Message length /500

® Select File |

Cancel = Send |

Any replies from the educator will also display in this same location.

Each column heading has a search option if you are looking for specific feedback you have
left.

Messages I
~ s =

Dale Sent ~  Stalus ~  Educator ~ Child ~ Subject

11/07/2019 02:43 P sent Lucy McDonaid Lily Johnson W Columns 3 a

010712019 0323 AM Sent Lucy McDonaid Sron Show tems wilh value that
i | contams .

260612019 01:27 PM Sent Lucy McDonald Lity Johnson
bronte
ity Diary 20th Ocld sy~
250062019 0211 PM Sent Lucy McDenald Lily Johnson T P Crear
2510672019 0211 PM Sent Lucy McDonald Lily Johnson Rock Painting 20110/
3010412019 02:02 PM Sent Lucy McDonald Lity Johnson Helping Hands| 23102017 a

All About Our Day
1011202017

30/04/2019 01:59 PM Sent Lucy McDonald Lily Johnson a

.Em. .




Parent Feedback

Parent feedback and messaging is a fantastic way of receiving and sending communication
to your educators.

Feedback: You can leave a comment or ask questions via the parent portal through:

e The Daily Diary
e My Portfolio
e Programming

Messages: You can compose a new message which is not linked to a specific record.

Creating Feedback

When you enter either The Diary, My Portfolio or Programming you will see a feedback
option on the right-hand side:

All About Our Day WcDonak, Lucy

'3 . {77
ah
4%
&

Click on feedback icon and the following screen will then open

Create Feedback

To

Lucy McDonald

Subject
End of Year Program 11/12/2017

Message

Limit to 500 characters

Message length /500

® Select File |

Cancel  Send |




To and Subject will automatically pre-fill.

Click in the message box and start typing a message for the educator, select a file to upload
if you wish and click send.

Clicking on cancel option will close the message box and not save any feedback you may
have already typed in.

A message will appear at the top of the page letting you know the feedback was successfully
sent:

Success
v

Your feedback has been sent successfully

The feedback will then appear via the Feedback History:

Feedback History: Reply

Me
01/07/2019 09:23:08 AM

Sounds like a fun program! Cannot wait
to see photos.

Or via the My Account menu.

Creating Messages

Click on My Account, then select Parent Feedback

My Portfolio Programming My Service My Account Lily Johnson v

Service Account Balance: You are in credit $38.90
Lucy McDonald: You owe $250.20

Set Online Payment Code
Details

View Invoices & Receipts ‘ ‘ Pay Now Update Online Payment

‘ e-Signature Pin ‘ ‘ Change Credentials ‘ ‘ Manage Access Parent Feedback ‘




The following page will open displaying a history of all feedback and messages you have
created/received.

Click on Compose Message

Messages

Date Sent

20/09/2019 02:05 PM
10/09/2019 04:09 PM
14/08/2019 07:55 PM
07/08/2019 08:10 PM

02/08/2019 11:16 AM

02/08/2019 08:43 AM

01/07/2019 09:23 AM
26/06/2019 01:27 PM
25/06/2019 02:11 PM

30/04/2019 02:02 PM

~ | Status ~ | Educator ~ | Child

Sent Lucy McDonald Lily Johnson
Read Lucy McDonald

Sent Lucy McDonald

Sent Lucy McDonald

Read Lucy McDonald Lily Johnson
Read Lucy McDonald Lily Johnson
Sent Lucy McDonald Bronte Johnson
Sent Lucy McDonald Lily Johnson
Sent Lucy McDonald Lily Johnson
Sent Lucy McDonald Lily Johnson

n Cur Plate 05/08/2019
TEst

adfs

dit

Rock Painting 20/10/2017

End of Year Program
11/12/2017

End of Year Program
1M12/2017

May Sth

Daily Diary 20th October
2017 20/10/2017

Helping Hands! 23/10/2017

Compose Message

v =

The following window will open:

Create Feedback

Subject

Subject

Message

Limit to 500 characters

Message length /500

® Select File |

~Cancel  Send J

Select the educator from the To option

Type in the subject of your message.




Click in the message box and start typing a message to the educator, select a file to upload if
you wish and click send.

A message will appear at the top of the page letting you know the message was successfully
sent:

Success
v

Your feedback has been sent successfully

And then display in the message history.

Replying to Feedback/Messages

You can reply to all feedback/messages by clicking on My Account then selecting Parent
Feedback:

MyPortfolioc | Programming | MyService | MyAccount | [T

Service Account Balance: You are in credit $38.90
Lucy McDonald: You owe $250.20

View Invoices & Receipts Pay Now Update Online Payment Set Online Payment Code
Details
——
‘ e-Signature Pin ‘ ‘ Change Credentials ‘ ‘ Manage Access Parent Feedback ‘

The following page will open displaying a history of all feedback and messages you have
created/received. Click on the @ putton:

Compose Message
Messages : 2
Date Sent ~  Status ~ | Educator ~ | Child ~ | Subject ~ z &
20/09/2019 02:05 PM Sent Lucy McDonald Lily Johnson On Our Plate 05/08/2019 Q) i
10/09/2019 04:09 PM Read Lucy McDonald TEst Q)
14/08/2019 07:55 P Sent Lucy McDonald adfs Q)
07/08/2019 08:10 PM Sent Lucy McDonald dft Q)
02/08/2019 11:16 AM Read Lucy McDenald Lily Johnson Rock Painting 20/10/2017 =
End of Year Program
02/08/2019 08:43 AM Read Lucy McDonald Lily Johnson Q
11/12/2017 =
End of Year Program
01/07/2019 09:23 AM Sent Lucy McDonald Bronte Johnson Q)
1112/2017 —
26/06/2019 01:27 PM Sent Lucy McDonald Lily Johnson May 9th Q)
) Daily Diary 20th October
25/06/2019 02:11 PM Sent Lucy McDenald Lily Johnson Q)

2017 20/10/2017




This will open the following window where you can see the message history and reply via

the box provided below:

Click Send

Create Feedback

Message History

Xcvxzc asdf asd fsdf sd sd

To
Lucy McDonald
Subject
On Our Plate 05/08/2019

20/09/2019 02:05:12PM -

IMessage

Limit to 500 characters

Cancel  Send |

Searching for feedback/messages

The message history can become quite extensive. The newest records will display first
however you can use your search options to narrow down your list.

To do this by clicking on the down arrow displaying on each column heading. Select Filter,

type in the contains box and click filter again.

Messages

Date Sent

20/09/2019 02:05 PM
10/09/2019 04:09 PM
14/08/2019 07:55 PM
07/08/2019 08:10 PM

02/08/2019 11:16 AM

02/08/2019 08:43 AM

~ | Status

Sent

Read

Sent

Sent

Read

Read

~  Educator
Lucy McDonald
Lucy McDonald
Lucy McDonald
Lucy McDonald

Lucy McDonald

Lucy McDonald

~ | Child

Lily Johnsen

Lily Johnson

Lily Johnsen

Compose Message

&)

late 05/08/2019 M cowmns N

Show items with value that:

Contains

| Helping




Legal Considerations

Redbourne’s e-signature functionality is fully compliant with the relevant state and Commonwealth
electronic transaction legislation and the Privacy Act 1988 (Cth) (Privacy Act).

Redbourne understands that some of the information captured may amount to personal information
for the purposes of the Privacy Act. Accordingly, Redbourne takes precautions to protect your
information from loss, misuse, unauthorised access, modification, interference and disclosure.

To give you peace of mind, you are able to change your PIN at any time and reports are readily
available to you documenting your PIN usage.

Redbourne will not knowingly disclose your personal information to outside third parties unless you
have provided us with your written consent.

Redbourne will not use or sell your information for the purposes of direct marketing or promotional
activities.

For more information about data privacy, please view our Privacy Policy on our website
https://redbourne.com.au.




