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How to View Entitlements and Payments in the Provider Entry Point (PEP)


Service in Context



1(a) Viewing your entitlements
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· In the PEP, select ‘More details’ in the ‘Enrolments’ box.

[bookmark: _Toc364946115]1(b) List of Enrolments
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· Click on the ‘select’ box that corresponds with the child you wish to view an entitlement for.


1(c) View Entitlement
[image: ]
· Click the ‘Entitlement’ box.

1(d) Child Entitlement Summary
[image: ]
· [bookmark: _Toc364946116]Total Hours per fortnight: Displays the parents fortnightly subsidised hours (activity test results)
· Apportioned Hours per fortnight: This facility will be available soon
· Child Care Subsidy %: Displays the Child Care Subsidy percentage the individual is entitled to
· Withholding %: Displays the families Withholding percentage (5 percent default for all families)
· Absence Sessions: Displays the total absence count for the financial year

2(a) Viewing your Payments
[image: ]
· In the PEP, select ‘More details’ in the ‘Payments’ box.

2(b) Payments Summary
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· Date From: Enter the start date of the period who wish to search
· Date To: Enter the end date of the period you wish to search
· Search: Once the ‘From’ and ‘To’ dates have been entered, select ‘search’ to view the corresponding payments
· Week beginning: This is start of the session week for the relevant payment
· Total paid: This is the total amount paid to your service 
· Payment reference number: This is the unique identifier of the payment. This will appear on your bank statement
· Payment date: This is the date DHS sent the payment to the reserve bank
· Actions: Select ‘view’ to display more detail about the payment on the ‘Payment Overview’ screen
2(c) Payment Overview
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· BSB Code: The is the BSB of the account the total amount paid has been paid into
· Account number: The is the account number the total amount paid has been paid into
· Account name: The is the name of the account the total amount paid has been paid into
· Total amount paid $: This is the combined total for the amounts listed in the table blow
· Find: You can search by ‘Enrolment ID’, ‘Child’s Name’, ‘Carer’ or ‘Payment for’
· Enrolment ID: This is the unique Enrolment ID for the child
· Item reference: This is the unique reference number for the Enrolment

2(d) Fee Reduction
[image: ]
· Fee Reduction: The ‘Fee Reduction’ button in the ‘Actions’ column allows you to return CCS/ ACCS payments which you were unable to pass onto a family. For example, if they moved interstate before you could credit their final CCS payment and you are unable to contact them.  

2(e) Creating a Fee Reduction
[image: ]

· Amount paid to the Carer $: This is the amount of subsidy already applied to the carer/ parent
· Amount not passed to the Carer $: This is the amount of subsidy unable to be applied to the carer/ parent
· Total Fee reduction for Week $:  This should be the same amount of subsidy not passed to the carer/ parent
· Reason for Fee Reduction: This is the reason for returning Fee Reduction
[bookmark: _GoBack]Note: A receipt will be generated upon submission.
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