


Extracting the data from Xplor

We will be extracting 3 reports:

® Attendances
©® Parent Contact information
©® Staff Contact information
O Accounts List
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1. Attendances

ATTENDANCE SUMMARY

Service

Select Service

Child
All

To Date

G Click on Attendance
summary

e Select your Service and then Enter a To &
From Date — Sunday to Saturday (example:
18/10 - 24/10)

com

v Select Room v

From Date

Generate Report

Click on Generate (this will download a file;
o Report please send us this file)
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Parent Contact Information

Click on Contact
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Daily Fees

Daily Wages
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Click on Parent &
Child Details

Daily Fees based on bookings

Dally profit based on booking fees

$4,600.00
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$4,600.00
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iew a daily breakdown.

Top Debtors & Creditors

(this will download a file;
please send us this file)

Reveal further room details by clicking on a room
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Stars {Toddlers) Room

Notifications [

BryNecten v Ay P

Notifications
Master Roll

ACCS
Office Update
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3. Staff Contact information

o Click on Contact
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B8 Dashbeard
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Locked Period FinarNal >

o Click on Parent & (this will download a file;
Child Details please send us this file)



e Click on: Reports > Financial Reports

All Services

4. Accounts List

Dashboard

Service

Master Roll

Nothing selected

B Comms
© Profiles > Email Results
® Financial > Yes @No
@ Child Care Subsidy >
B Reports >
Attendance Reports b
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| Aged Debtors |

Detail unts

Family R
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Financial Adjustment

Income Summary
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Parent Tran

Prior F
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at Date

6 Click on Aged Debtors

o Enter today’s date

From Date

04/09/2022

Click on
Export CSV

mxﬁm DEBTORS REPORT
IS report aetans a preview summary or detail of the credit and debit amount within a date period for families accounts. This report includes Active/Inactive families. Reporting parameters include As at date (end of day)

Export CSV

(this will download a file;
please send us this file)
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Get in touch at anytime... we’re here to support you!

WWW.O0whna.com.alu




