Accepting Offers, Completing the Enrolment Form
& Confirming Booking

This guide is designed to assist parents who have accepted an offer for
placement at the service

Accepting an Offer

How will the Accepting offer process look if the Service charges a Bond amount?

Accepting an offer
e You will receive an email when the centre is offering you a place
e Log onto your My Family Lounge account
e Press View Offer
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Accepting/Declining an Offer

e Once the booking is accepted the parent should submit the enrolment
when required, pay a Bond if applicable.
e Then the booking will need to be confirmed to flow into QikKids.


https://qkdoc.secure.force.com/QKDOC/articles/QikKids_Support_Documentation/QK-Enrol-Parents-accepting-offers-and-completing-enrolment-form#%E2%80%8BAccepting%20an%20offer
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AMELIA'S BUG-A-LUGS CENTRE

Letter of Offer
Date Submitted: 23-04-20

We are offering your child a place at the following centre:

Child Name James May
Provider

Centre Amelia's Bug-A-Lugs Centre
Care Type LDC/KIN/PRE
Start Date 310872020
Days Offered Wed,Fr

Fees $110

Normal Session TAM-EPM
Additional

Comments

Expiry Date 13/07/2020

©

Accept/Decline Offer

Please accept, decline or change the
offer

By accepting the offer, you are also accepting the Terms and Conditions specified by the service

l Decline H Decline & Change l

N.B. the service will have the ability to edit the OFFER and change days offered whilst the
OFFER is still pending.

x

EDIT OFFER
First Name James Last Name May
Senvices Amelia's Bug-A-Lugs Centre v Rooms MNursery v
Days Expiry -

1 Date 13-07-2020
Start Date g Bond

03-08-2020 Amount
Offered days Mon Tue Wed Thu Fri Sat Sun

0 O & O ¢

Slessic-n TAM-6PM Fees per $110
time day
Additional
comments:

P

Edit Offer



Declining an Offer

Decline

©

ACCEPt."DECIiI‘IE Offer
Please accept, decline or change the offer

‘ Accept | | Decline | | Decline & Change

Decline and Change
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Accept/Decline Offer

Please accept, decline or change the offer

" Accept ‘ ‘ Decline ‘ ‘ Decline & Change ‘

o If you would like to decline this offer but stay on the waitlist,
press Decline & Change

e Complete a new Waitlist application

e Press Save



EDIT WAITLIST DETAILS
Child Name: Mick Cooper Care Type: LDC/KIN/PRE

| SELECT SERVICE |

Currently selected Service(s): Vicki's Wonder & Emporium
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start date & !
Will you accept less days? YO N@®
Mon Tue Wed Thu Fn Sat  Sun

Preferred days v

Days that do not suit me

Flexibility

Comments

=

APPLICATION DATE | 27-04-2017 B | savE || CANCEL u

Accepting the Offer
o If you would like to accept this offer press Accept
e You will be prompted to complete an enrolment form for your child



AMELIA'S BUG-A-LUGS CENTRE

Letter of Offer
Date Submitted: 258-04-20

We are offering your child a place at the following centre:

Child Name James May

Provider

Centre Amelia's Bug-A-Lugs Centre
Care Type LDC/KIN/PRE

Start Date 3/08/2020

Days Offered Wed,Fr

Fees $110

Normal Session TAM-6PM

Additional
Comments
Expiry Date 13/07/2020
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Enrolment Form

James is not enrolled at this service
Please fill out and submit the form.

| Finish Enrolment |

If you are not able to complete the enrolment at this point you can access your account later to
complete this process. You will also be able to view the status of the offer which will update once the
offer has been accepted.

CHILD

TCHILDNAME STATUS 1 pos DueDate  AGE | EDT | DELETE | Enrolmentinformation |
Dylan Brennan Active 09-01-15 - am Edit x Finish Enrolment

CASUAL BOOKINGS

OFFER
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Parent Enrolment Form - 1 page display

Once the Parent has accepted the Offer, they can now complete the Enrolment
form. To do this they will click on the Finish Enrolment button on their
Dashboard.



Enrolment form preview

Enrolment Form for [Child Name]

Main Contacts

= - This person's details are used to 3 =
Primary Guardian ( P Secondary Guardian

claim government subsidy)

Relation to child ® S v Relation to child Select

Select the centre name in the Services to Enrol field at the top of the
enrolment form then complete all fields (mandatory fields must be
completed)

Once completed press Submit. An email notification will be sent to
confirm the enrolment form has been completed and submitted.

Information flowing into your QikKids Database from QK Enrol
For new parents, account and booking information does not flow into QikKids until the parent
has accepted the offer and the Enrolment form has been submitted. This will then:

Create a new family account

Create the Contact and Child information

Create a new re-occuring booking pattern for the child on the agreed start date (A bond
may need to be paid depending on the service policy)

Populate all associated standard Enrolment form information into the family account
where applicable (this does not include customised questions)

Additional enrolment questions created within the customised enrolment form

will NOT flow into QikKids, however the service will receive an e-mail with PDF
attachment of the completed enrolment form and any uploaded documents.

Parent confirms Offer

The final step to complete the enrolment process: you will need to view the offer and click Confirm
Booking.
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Confirm
Please confirm to finalise the booking

Confirm Booking

VICKI'S WONDER EMFORIUM

Letter of Offer
Date Submitted: 03-04-20

We are offering your child a place at the following centre:

Child Name James May

Provider

Centre Vicki's Wonder Emporium

Care Type LDC/KIN/PRE

Start Date 29/06/2020

Days Offered Tue We

Fees $99

Normal Session 6:30AM-5:30PM

Additional Please be aware, upon acceptance of this offer you will be required to pay a non refundable bond
Comments payment of $200 to secure placement.
Expiry Date 24/05/2020

O

Booking Confirmed

How will the process look if the Service charges a Bond amount?

Please note that some services charge a Bond that will require payment after the
enrolment process is complete. When you click on View Offer, any Bond
amount owing will be displayed. The Pay Bond and Confirm button will be
displayed once the enrolment form has been submitted.



VICKI'S WONDER EMPORIUM

Letter of Offer
Date Submitted: 03-04-20

We are offering your child a place at the following centre:

Child Name James May

Provider

Centre Vicki's Wonder Emporium

Care Type LDC/KIN/PRE

Start Date 29/06/2020

Days Offered Tue, We

Fees 599

Normal Session 6:30AM-5:30PM

Additional Please be aware, upon acceptance of this offer you will be required to pay a non refundable bond
Comments payment of $200 to secure placement.
Expiry Date 240572020
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Pay Bond & Confirm

Please pay $200.00 bond to secure the
placement.

| Pay Bond & Confirm |

You will be alerted at the top of your screen noting that you have payments that require attention.
Clicking on the Payments link in blue will re-direct you to the Payments section in your My Family
Lounge account.

WYF FAMILY . AM

Child Care Company: QK Test - QK Joumey's Derr v

Logged in for family: | pray B
Editing Family: May

You have payments that need attention. You can make or review payments in the Payments section, below
CON TACTS Add Contact
NAME RELATION ~ CONTACT TYPE ADDRESS CONTACT NO. EMAIL USER NAME EDIT

: : test s K y ato QK 4
AnnaMay  Mother Primary Contact lettost 1234 0412346578 e e Edit
CHILD Add Child
CHILD NAME STATUS DOB Due Date AGE EDIT DELETE Enrolment information
James May Active 09-03-20 - M Edt - View Enrolment Print
CASUAL BOOKINGS Add Casual Booking
No records found
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If you click on the Pay button in the Payments section, you will be taken to a
Debitsuccess webpage to make payment.

CASUAL BOOKINGS Add Casual Booking

No records found

OFFER

Legend
Offered ) Not Offered Change to Existing Booking Invalid

ATE

CHILD ART STATUS CARE CENTRE NAME AYSM T W T s s

HAME E-F! STATUS b CENTRENAME ~ DAYS M F S s o

I{:_;;ES 2::: 2 Q@ 0000 i View Offer
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PAYMENTS

Date Type Amount Receipt Number Status

Pending Ready Pay

Make a payment

==

Payment Details

If the payment is successful, the status of the receipt will be Paid. The receipt
can be printed by clicking on the receipt number.
If the payment is unsuccessful, the Status of the payment will say Declined.

**Please note** The booking cannot be confirmed until the Bond payment is finalised

You will need to view the offer to confirm the booking
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VICKI'S WONDER EMPORIUM

Letter of Offer

Date Submitted: 03-04-20

We are offering your
Child Name
Provider

Centre

Care Type

Start Date

Days Offered
Fees

ki's Wonder Emporium
KINPRE
2020

Normal Session
Additional
Comments
Expiry Date

Bond Paid and Booking
Confirmed

Updating Details

For existing Families, any child or contact details can be updated on your account. The
information will not update in QikKids until the parent has resubmitted the enrolment form.
The service can opt to have an email notification received each time any child or contact details
are updated on an account. This can be enabled in Settings>Company Tab

This can only be enabled buy the Database Administrator. See below:



iii iiiiii[ Senvices || Families

COMPANY INFO

Company name : QK

Logo Reset
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# Enable notification emails to receive updates every time a user updates child or contact detalls, or a child's enrolment form
gets resubmitted with changed information.

[ Enable postcode search for services.
Please click on the ‘Load service addresses’ butten after enabling it and when an update is necessary. ﬁ

Load service addresses

¥ Enable CWA components, u




