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Extracting the data from HUBWORKS

We will be extracting 3 reports:

O Attendances
® Parent Contact information
3 Family Balances

OWNA



D Reports

Admir dstration

Click on
Reports

()
N =

1. Attendances

Balances

Parent Payments
Receipts

Charges

iPay

CCS Payments
Invoices | Statements
Bonds

CCS Calculator

Utilisation

Click on the to &
from dates (Select

T — C————
the next week)
o (L Z2ii2020 [ 280612020 | e e[ W) [ATCHED ]
Summary

Click on the Arrow &

| utiiisation

Attendances
Sign In Sheets
Family Details
Bus Rolls

Waitlist

Mess~.ge Centre

e Click on Ultilisation

you will be
presented 2 options:
Summary & Detailed

Total Acduak 836
Total 3oheduled: 226
Avg. Aotusl: 7700
Avg. Eohaduled @700

Avg. Capaol ofual] %- TT.00%

{ Eoheduled) % 77.00%

Please download
. both reports

Summary
expart utiisation info as listed abave

Detailed

includes addiional information per day such |
a5 roain, fee and session detais, lme

signed infoul and by whom.

D

The file will appear at the bottom of your screen in a
excel CSV format and is typically stored to your
Downloads folder on your computer

Note: Depending on your browser, the download
might be blocked, so please enable downloads if you
receive this message.

Tk
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D Reports

2. Parent Contact Information

Balances

Parent Payments

Create your own custom report

Family Details

Currznt Childran

The file will appear at
the bottom of your
screen in a excel CSV

Children
H Name B Immunisations 1 1
Receipts Bl Preferred Name B Health & Medical Info format and is *yp'cally
Click g Bnnaphyiasis stored to your
fck on Charges B CRN Bl Dentist's details Downloads folder on
Reports B2 Enroiment ID B2 Allergies
mesk B Diet detils your computer
iPa & Absences B Routines
ey B Scheduled Days i Emergency Contacts

B Scheduled Hours

B Enrolment Start Date

Note: Depending on

CCS P ts & Family ID & Enroiment End Date
aymen E Family Status B Indigenous Status Your browser' fhe
Custody Arrangements Withholding Percentage "
- & status B2 Arrangement Type download might be
Invoices / Statements Disability Special Neads
B Place of Birth B Fortnightly Hours blocked, SO pleose
Multiple Child Count E ACCS Eligibility °
Bonds B Room Allocation B CWA Agreement enable dOWﬂlOOdS 'f
L; ki it hol Note: H H
T e ’ you receive this
Parent 1
CCS Calculator 2 Name 2 Mobile message.
E Doe H Home Phone
Place of Birth Place of Work
B CRN B Work Phone
B Home Address B Email
B Website user name B Bank Details
B ConcessionHealth Care Card B Occupation
B Languages spoken at home
Attendances s
arent 2
E Name B Mobile
= & Do B Home Phone
Sign In Sheets B Flace of Birth B Place of Work
B CRN B Waork Phone
i = E Home Address & Email
l Family Details E Website user name B Bank Detzils
B ConcessionHealth Care Card H Occupation
B Languages spoken at home
Bus Rolls fro—
SelectAll

Waitlist

Message Cen*e

/ O Print ane child par page

Or select one of our default reports

Select one o

Click on the Arrow to run the *' i*

report and it should create a OWNA

download

a Click on Family Details



Family Account Balances (Bond & Fees)

Click on
Reports

i i Faparts

Administration

—

e Click on the to & from dates
(usually use the current week)

Click on the Arrow to |

Fron (1 151672020

To @ 21/612020

download the report

&

Balances Summary

Balances Details

The file will appear at
the bottom of your
screen in a excel CSV
format and is typically
stored to your
Downloads folder on
your computer

Note: Depending on
your browser, the
download might be
blocked, so please
enable downloads if
you receive this
message.

Collect all 4 reports
and email them to
support@Qowna.com.au

Tk
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OWNA

Get in touch at anytime... we’re here to support
you!

www.owna.com.au
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