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How to view and update organisation details in
the Provider Entry Point

1(a) Updating Details (Provider in context)

@ Manage Details My Inbox

Update, add or remove details about the View received correspondence and notification
Provider and/or Provider Services and messages

Personnel 5 ;
More details » More details »

Provider Approval Service Approval

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

More details > ‘ More details )

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)

@ Sessions Enrolments

o, vl el edl cheld enrobmes

More details >

My Inbox

Wiew MeCened oor

Move detals

Payments

View your Child Care Subsidy payment information

More details > | More detasls }

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)

# Provider Details .* Personnel Details

Proyeded naeme Manage Personnel
Contact detmls Add persanne
Finanoal detads

Adldresy Détly Refurn Home

# Circumstances and Notifications

Cancollation of approved request
| Notification matters affecting approval

Bankruptcy, insclvency or J||:|||||:|.1r,||:|r|

L haritalsle/Mat for Pralit




Provider Details: Select the information you wish to update:

e Provider name
e Contact details
e Financial details
e Address details

2(a) Update name details

ﬂ Mamame Deta Provider Nama

Change of Provider Name

Full Mame of Prowider

Date of event

Evidence Required

Retuiresd Evidience of Provicer name ¢ !'l.:|lln::.l_' O Uplcad

e Full name of provider: Insert the new details here.
e Evidence required: If evidence is required, it will be displayed here.

e Upload: Select this to upload and attach the required evidence.




2(b) Update name details — select your document

'." hiragn Cie Provider Hame

Select your document

Dacument Typee; Evidencié of Hrosdder mame change

Accepted lormats are POF, FNG. TIFF. 198G

Iofal file size cannal sxceed 10MB

Please ensure afl pages are in a single file
Siakus Document neme Action

e Status: The status will update when evidence has been successfully added.

e Choose afile: Select and follow the prompts to attach evidence.

2(c) Update name details — edit evidence

A s DEme s Provider Mame

Change of Provider Name

Full Maarme of Providkes

m SETEROR.OF PTIMICES e CnDe s

e Edit: Select ‘Edit’ if you need to change the evidence provided.

o  Submit: Select ‘Submit’ to confirm changes.




2(d) Update name details — receipt

'"'" 1} o Proviler Mame

Receipt
Yaur Provider Mame detalls have baen recajved,

Prowider Mame

Date of Event;

Sl e By
Taibrmsirted on

v

Receipt: A receipt will present upon submission.

3(a) Update contact details

" Provides Contact Dudalls
Select the details you want to update:
'. Priyesciar phnd roamibad i

Ermad pagdreid for gl OOTELDOne oD

Phone numbay
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:



e 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:

o Provider phone number/s

o Email address for general correspondence

e Submit: Select ‘submit’ to confirm changes. A receipt will be generated confirming the changes

have been applied.

4(a) Update financial details

- Frovwliar Flrandlsl Deisls

Change of Bank Account Detalls

Dars of perEyiaEs SaEnT

Brate aif gurral Eelivi

o pvby T FaFge 1

Approed Satyiles

Hiarme wf mpyprrpyg] eet e Seeswnpw FLF Sy

o Date of current event: Note that a change of bank account can only apply from the current date.

o 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.

e 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

" Summary

Summary

BSH

ALcount Number
Arcount Mame!

Date of Eveoi:

Servides change applied to:

. m

Submit: Select ‘submit’ to confirm the change. A receipt will be generated confirming the changes

have been applied.

5(a) Update address details

o Provider Address
Phytical Addross of Provider: Postal Address of Provider:
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Submit: Select ‘submit’ to confirm changes. A receipt will be generated confirming the changes have

been applied.




