Harmony for Educators
Processing
Electronic Timesheet Forms
The timesheet forms will prepopulate based on the child’s booking created by your service.
You may alter the timesheet as required, produce fee estimates and submit directly to your
service. Once the timesheet has been processed, the subsidy estimates will automatically
update with the amounts paid.
Opening your Timesheet Forms
Click ‘Processing’ and select ‘Timesheets’:

The ‘Timesheet’ Window will appear:

Enter a week ending date. Your search results will appear below:

Click on a child’s name to open their timesheet:

The child’s timesheet form will appear:

1. Child Attendance Details
This will display timesheets details such as parent, child, enrolment, subsidy type etc.
It will also show you the status of the timesheet. The status will change as your
timesheet passes through each part of processing:
New – The timesheet has been populated based on the booking and has not yet been
updated and saved.
Draft – The timesheet has been updated and saved.
Submitted to Scheme – The timesheet has been submitted to your service for
submission.
Approved – Your service has approved the timesheet for CCMS submission.
Submitted to CCMS – Your service has submitted your timesheet to CCMS.
Note: Timesheets in the status of draft are subject to change. If you or your service
alters the timesheet, fee estimates given to parents may change.
2. Charged Hours
This is the hours that you are charging for. These hours will populate based on the
booking. You can update the hours and add new sessions as required.

To update a time, click into the box and press the key. You
can then select a time from the dropdown that appears:

Alternatively, you can type the times into the box following the format HH:MM
followed by ‘a’ or ‘p’ and the ‘tab’ key (e.g. 7:30a for 07:30am).
Click the + button to add a second set of times:

A second set of times will appear:

You may also click the – button to remove the set of times. You may add as many
sets of times as you require.
Absences
To mark a session as absent, click the ‘Absent’ box:

If you charge a different rate for absences, you may apply this in the ‘Other’ options:

Click ‘Other’ and select ‘Absence Rt’:

The Absence Rate will be applied to the session. You will need to complete this same
process for any other absence sessions you would like to apply the rate to.
NOTE: The Absence Rate will need to have been setup in your fee schedule in order
for it to apply a different rate.

Casual Sessions
If you charge a casual fee for casual sessions, follow the below process:
Click ‘Other’:

Select ‘Casual’:

The casual rate will be applied to the session. You will need to complete this same
process for any other casual sessions you would like to apply the rate to.
NOTE: The casual rate will need to have been setup in your fee schedule in order
for it to apply a different rate.

Before and After School Care
Before and After School Care can be flagged against each session (if it has not
already been entered on the child’s booking).
Click ‘Other’:

Select ‘Before Sch’ or ‘After Sch’:

The session will be flagged as before or after school care and will charge the
corresponding rate.
Public Holidays
If you charge a different rate for children in care on a public holiday, you may apply
this in the ‘Other’ options:

Click ‘Other’:

Select ‘Public Hol’:

The public holiday rate will be charged for the session. Remember to complete this
step for any additional sessions you would like to charge this rate for.

24 Hour Care
When entering 24 hour care on a timesheet, the beginning of each 24 hour care
period will need to be marked.
Enter both sets of times (for overnight care, finish the session on the 1st day at 12am,
and begin the session on the following day at 12am).

Click ‘Start 24’.
The below example is 7am Monday until 7am Tuesday:

3. Booked Hours
Booked Hours will display the hours from the booking. This will not change if you
alter the timesheet hours.

4. Fees
Additional Fees may be entered here. The fees created on you fee schedule will
appear here. You can also add your own. This is also where you may change your fee
schedule (if you have more than one).
Fee Schedule
The fee schedule in use will display with a checked box next to it:

To change, simply click and tick the box of the fee schedule you require to be used.
Additional Fees
The fees populated here will be direct from your fee schedule. You will simply need
to enter the quantity or value. You may only add daily fees to days with hours
attended.
The below example includes a daily breakfast charge and 50km of travel charges
across 2 days:

You may also add an additional one-off fee by clicking the + button:

You will then need to add in a fee name, the fee amount and the quantity. You will
also need to specify whether you would like the fee to be submitted to CCMS as part
of the total fee for subsidy to be paid against.

5. Educator Comments
These notes will be visible to your service. Click into the box to type a note:

6. Service Comments
An audit trail of any changes that you service makes to your timesheet will display
here. This will help you to identify changes to total hours, total fees etc.

7. Fee Estimation
By pressing the ‘Calculate’ button, you will be provided with a fee estimate based on
the timesheet details entered, and the child’s enrolment details.

Note: Make sure you recalculate after making changes to ensure that the estimate is
still valid. The estimation may change if the service makes changes to the timesheet.
Once the timesheet has been processed by CCMS, the estimate will be replaced by
the true subsidy values.

Printing
To print a blank version of the timesheet form, click ‘Print Blank’

To print the complete timesheet form, click ‘Print’

Saving the Timesheet Form
To save you timesheet, click ‘Save’ located at the bottom of the form:

To discard your changes without saving, click ‘Discard’ located at the bottom of the form:

To close the timesheet form, click ‘Close’ located at the top of the form:

Submitting the Timesheet Form
Once you are happy with your timesheet form and would like to submit it to your service for
processing, click ‘Submit’.

The timesheet will be submitted to your service for processing. It will now be locked for
editing.
If you have made a mistake, you may revoke the timesheet to make updates and resubmit.

You may only revoke the timesheet if your service has not yet begun processing it. If your
service has begun processing, the button will not appear.
The service may reject the timesheet if something is incorrect. In this case, the status will
display as ‘Rejected’.

In this scenario, the timesheet form will be returned to draft mode. This will enable you to
make changes and resubmit to your service.

The Completed Timesheet Form
Completed timesheet forms will display in the status of ‘Submitted to CCMS’.

Once CCMS has finished processing the records, the values displaying on these timesheets
will be the true values, and will match reports you receive from your service.

Payment Advice Report
Once your service has finalised the billing period, you may download a copy of your
Payment Advice.
Navigate to ‘Accounts’ and select ‘Payment Advice’:

Select the billing period from the dropdown list and click ‘Download’:

Your Payment Advice will open as a PDF file:

