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NGPDS

Termly Data Submission

Universal Access Grant Funded Sites

This Guide is intended for services funded under the Universal Access to Preschool grant

scheme.
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Logging On

1. Open internet Explorer and go to https://www.eduportal.sa.edu.au

The DECD Application Portal login screen will open.

Application Portal

Authorised Users Only

Security ( show explanation )

@ Thisis a public or shared computer
© Thisis a private computer

‘=*Note: Every 3 months you will be
prompted to change your password. After
12 months you will need to re-apply for
access NGPDS

Username:

Password:

f you need to reset your password, please dlick here.

2. Click ‘This is a private computer’.
3. Enter your username and password.
4. Click Log On.

The Application Portal Screen will open with ‘Early Childhood Data System’ listed as the application you have
permission to access.
5. Click on ‘Early Childhood Data System’ in the ‘My Applications’ section.
Application Portal () log out

L= Government of South Australia
5 Department for Education and

leed Help? Child Development

B My Applications

Help Contact Last Access
b Early Childhood Data Tyslgm DAC system.administrator@saugov.sa.gov.au 08-Apr-2013 05:02 PM

For advice about using NGPDS or to report any issues contact DECD Service Desk on ph: 8204 1866
OR 1300 363 227 for country callers
NG-02 v1.2c UA Termly Data Submission
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The NGPDS Welcome screen will open.

Non-Government Pre School Data System

Welcome

Government of South Australia

5y Department for Education and
5/ Child Development

4/ MNotices

Hotice: Iz‘

Check notices listed on the Welcome screen. If the notice refers to a new resource, instructions or policy, a link will
be displayed at the bottom of the screen to download the document or take you to the relevant website.

Service Provider Details
Click on Menu > then Service Provider

Service Provider
Manage submizsions for a
Service Provider

Log Cut
Exit the application securely.

The Service provider details screen will open.

Non-Government Pre School Data System

Bedrock Preschool (1115)

ce Provider Details
ew Submissions
Name Phone

Fax Manager Name
Postal Address. Email
Address Suburk

Postcode

This screen has two tabs, Overview and Submissions. The tab label that is being viewed is dark blue. The
Overview tab displays the details about your site that are held by DECD.

All the fields displayed on this tab are read only, therefore cannot be edited.
Please check the information displayed and if any details need to be updated, click on the Help button from which
you can download a Form to complete and send to DECD to update your sites details.

The Submissions tab displays a list of collections for your site.

Each terms collection will be added to the list when they are set up.

Contact name and contact phone details will be displayed once you complete the overview section of that
collection.

For advice about using NGPDS or to report any issues contact DECD Service Desk on ph: 8204 1866
OR 1300 363 227 for country callers
NG-02 v1.2c UA Termly Data Submission
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Each collection will display one of the following status types and different stages of the process

Status Types | Definition

Assigned collection is ready for data to be entered

In Progress you have begun to enter data

Submitted data entry is complete and you have authorised the submission ( no further data
entry is possible but you may view the entered data)

Approved the submission has been checked and calculations will be used to determine future

funding allocations, ( no further data entry is possible but you may view the entered
data and the calculated totals)

Rejected Submission has been re-opened to allow additional data to be entered or amended.

Bedrock Preschool (1115)

Coliection Category - Submission Status -

ear -

Year  Collection Description Date Start Date End Ref. Period Start  Ref. Period End Contact Name Contact Phone
2013 |Termly Data Collection - Non Government Sites 2013 01-Apr-2013 30-Apr-2013 08-Apr-2013 19-Apr-2013 Assigned

Submission Details

1. On the Service Provider Details screen, Submissions tab, click on the current data collection in the list.
The Submission Details screen will open
This screen has a four tabs.

Non-Government Pre School Data System

Submission Details Termly Data Collection - UA Non DECD 2013 - term 4 Ref. Start Date: 14-10-2013;  Ref. End Date: 25-10-2013; Bedrock Preschool (1115)
Overiew Preschool

Contact Name Contact Phone

Contact Email Contact Position

Centact Time Comments.

H I

Status In Progress

Authorisation

By submitting this collection, | endorse that the details entered is accurate and complete, and ready for collection. Any outstanding warning messages have been reviewed and accepted as valid.

-

The DirectoriCoordinator has autherised the submissien of this data collection

Overview Tab: site contact details regarding this collection are entered on this tab as well as endorsement
and submission.

Import Tab: this tab allows data to be imported from a previous collection (not available for each site’s first
submission).

Errors Tab: This tab will list all error and warning messages that exist based on the data entered. Errors
MUST be corrected. Warnings should be reviewed as they may identify errors in data entry.

Preschool Tab: details about each child enrolled in the preschool program can be entered on this tab.

For advice about using NGPDS or to report any issues contact DECD Service Desk on ph: 8204 1866
OR 1300 363 227 for country callers
NG-02 v1.2c UA Termly Data Submission
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Each tab will display data entry fields

Mandatory Data Fields (light blue) Data must be entered in order to save the
record.

Read only Data Fields (grey) These display information for DECD use and
cannot be edited.

Optional Data Fields (white)

C{ Smart look up Fields- begin typing and a shortlist will appear to select from.

Drop down list- click on the arrow to select an option, or type the first letter of the
option you wish to select.

Overview Tab

Non-Government Pre School Data System

Submission Details Termly Data Collection - UA Non DECD 2013 - term 4 Ref. Start Date: 14-10-2013; Ref. End Date: 25-10-2013;

Bedrock Preschool (1115)
Oveniew Preschool

Contact Name

Contact Phone|

Contact Email Contact Position

Contact Time Comments

H D

Status In Progress

Authorisation

By submitting this collection, | endorse that the details entered is accurate and complete, and ready for collection. Any cutstanding warning messages have been reviewed and accepted as valid.

n The Director/Coerdinater has authorised the submission of this data collection

Enter contact details of the person who is best to speak to about the submission.

Click .... !

DO NOT CLICK SUBMIT until all data is entered on all tabs, errors corrected and warnings reviewed.

For advice about using NGPDS or to report any issues contact DECD Service Desk on ph: 8204 1866
OR 1300 363 227 for country callers
NG-02 v1.2c UA Termly Data Submission
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Import Tab- Importing a Previous Submission
Once your site has submitted your first collection you will be able to import preschool child records from any
earlier submission. Therefore child details need only be entered once during each child’s time enrolled in your

centre then imported into subsequent collections (and updated if any details change e.g. address, number of hours
booked) if they are still attending.

1. To select a previous submission to import

1.1. From the previous submission drop down box, select the submission you wish to import, usually your
most recent submission

Non-Government Pre School Data System

Submission Details Termly Data Collection - UA Non DECD 2013 - term 4 Ref. Start Date: 14-10-2013; Ref. End Date: 25-10-2013;
Oveniew Import Errors Preschool
File Name

Bedrock Preschool (1115)

Browse Previous [Termiy Data Collection - UA Non DECD 2014 - term 4 test Term 4 Approved  |= |

Display Updates ¥ | Display New Enroiments| ¥

The file contains 1 Preschool child Import Preschool

Children: Update (Children in the Import file AND slready in NGPDS) Update Children
Children: Add (Children in the Import file but NOT in NGPDS) ‘Add Children

1.2. To select which sections to view tick the check boxes

Display Updates M Display New Enrolments]
Display updates section will allow you to re-import records that have already been imported into
the current selection if you need to overwrite exiting data.
To hide a section, ‘un-tick’ the check box
1.3. Once the previous submission is selected, the number of preschool child records contained in the file is
displayed.
1.4. To import preschool children’s records, click the .. .. button.

Non-Government Pre School Data System

Submission Details Termly Data Collection - UA Non DECD 2013 - term 4 Ref. Start Date: 14.10.2013; Ref. End Date: 25.10.2013; Bedrock Preschool (1115)
Oveniew | Impot | Emors || Preschool

File Name

Browse.. Previous Submission | Termly Data Collection - UA Non DECD 2014 - term 4 test Term 4 Approved |

Display Updates| ¥ Display New Enrolments |¥

The file contains 1 Preschool child Import Preschool

Children: Update (Children in the import file AND siready in NGPDS) Update Children
Children: Add (Children in the import file but NOT in NGPDS) Add Children

Sorting

The imported data can be sorted by First Name or Last Name by clicking on the column heading that you wish to
sort by. The screen will then refresh and a white triangle will appear alongside the column heading that was
selected for the sort order. The sort order can be reversed by clicking on the

heading again. If more than one section is displayed, e.g. Display Updates and |La-=vt Name P
Display New Enrolments, the sort order will be applied to both sections.

To complete the data entry you will need to refer to each child’s enrolment record, school starting date and
number of enrolled and attended hours in the preschool program to refer to.

The number of funded booked and attended hours entered should reflect the information provided by the child’s
parent/guardian on the disclaimer completed as part of the enrolment into the DECD funded preschool program.
Refer to Parent Disclaimer & Collection of Information Privacy Statement

For children who are accessing part of their funded preschool entitlement of 15 hours/week at another service,
which may be a child care centre, private school or DECD preschool, only the portion of hours enrolled at your site
should be entered even if the child is actually booked into the preschool program for a longer period.

— refer to page 15-16 for more information about Funded Hours

For advice about using NGPDS or to report any issues contact DECD Service Desk on ph: 8204 1866
OR 1300 363 227 for country callers
NG-02 v1.2c UA Termly Data Submission
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Errors

The errors column in each section will display Yes or No to indicate that there are issues that need to be amended
before the record can be imported.

If there are errors, the child’s check box will also be disabled.

Logout

Menu v Non-Government Pre School Data System

ly Data Collection - UA Non DECD 2013 - term 4

Hel. Start Date: 14902013 Hel. End Date: 2510.2093; Bedrock Preschool (1115)

Bruvss... Presious Submission | Anesal Dot Cobectien - UA Non DECD 2014 - 2014 Term 3 Approved =

W

The e contains 26 Preschool children Import Preschool

W

Display Updates Display Hew Enrolments

Children; Update (Childrge in the import file AND slready iv NGPDS) m

Children: &dn {Chifren b the tmpar fle Aot NOT In NGROS)

|I' Lism Eizers 23Mar2009 Preschosl and CRad Cane he
(= Jesse Whte 10-May-2008 Breschuol

[ Hay Whis 10-Jun-2008 Breschuol

|F sy Lot 28-Ian.2006 Preschonl and Caad Care

|I' Howard Weolwiz 20-Mar.2009 Preschosl and CRad Cane

|I' Javerry Shark Da-Apr2009 Preschool and Crag Cang

|F Ekise Fletcher 22.May-2008 Praschool and Chid Care

||- Rnjansh Kassmeappal 20.4un. 2005 Pesachnnl and Casd Cars

|F Penny Doe 23002006 Preschonl and Caad Care

DECIH Dischimer ! Copyright / Privacy This syatem must andy be AEoessed By aUhonsed Userm. Any Unauthonsed access i prohssed

1. If No errors exist
1.1. If no errors exist, tick M the check box alongside the child’s name to select the record to be added to this

submission. 0
1.2. Click .. 9

Children: Add (Childran i the Import fils but NOT in NGEDS) 9
0 First Name Last Name Date O Birth Service Errors
I Sheldon Cooper 05-Dec-2008 Preschool and Chid Care No
I Juds Haye 07-Dec2008 Preschool and Chid Cars No
I Jean Genie 25-0c1-2008 Preschool and Chid Care No
~ Leonard Hofstadter 28-Dec-2008 Preschool and Chid Cars No
I Charlotte Tragger D1-Apr-2009 Preschool and Chid Care No
~ Matthew Elders 01-Feb-2009 Preschool and Chid Cars No
I Liam Eiders 23-Mar-2009 Preschool and Chid Care No
~ Vanessa Jones 24Fab-2009 Preschool and Chid Cars No
I Joshua Swanbure 18-Mar-2009 Preschool and Chid Care No
I Anthony MeMilan 03-Feb 2009 Preschool and Chid Cars No
I Bob Bobkins 21-Jan-2009 Preschool and Chid Care No

The selected children’s names will disappear from the Import tab and will be loaded on the Preschool tab. If

any warning messages exist, they will be listed on the Errors tab where they can be reviewed and data

amended if necessary.

Refer to the Errors Tab section to check warning messages.

Refer to the Preschool Tab section to check data imported for each child and update records as required
Enter the Preschool hours attended for the current reference period, as the previous collections
attended hours ARE NOT IMPORTED.

Enter the child’s anticipated school start date- Click on .. .. for a list of future term dates.

=?Note: children whose school start date is within 12 months of the collection end date will be
included in totals, therefore funded. If a school start date is not entered for any children they will
be excluded from totals calculations.
For advice about using NGPDS or to report any issues contact DECD Service Desk on ph: 8204 1866
OR 1300 363 227 for country callers
NG-02 v1.2c UA Termly Data Submission
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2. If errors exist, click on the child’s name in the list

2.1. The child’s record for the current collection will be displayed, with data that was brought in from the
previous collection in the relevant fields.

2.2. Red borders will appear around the fields that are incomplete, and a list of the validation messages
relating to those fields will appear at the bottom of the screen.

Non-Government Pre School Data System

Submission Details Termly Data Collection - UA Non DECD 2013 - term 4 Ref. Start Date: 14-10-2013; Ref. End Date: 25-10-2013; Bedrock Preschool (1115)
Owerview Import Errors Preschool
XML Import: Validate Data Holly White 10-Jun-2009
First name Holy Fostcode 2352 Services Accessed [preschool =
Last name White Gender| = ‘ Hrs booked preschool[1g
Structured Address. 3 MURRAY STREET, TANUNDA SA 5352 Date of birth 10_Jun-2008 Please enter Universal Access funded booked hours abov|
Site/Lot number ATS| status [ ot Aperiginal or Torres Strait lslander [=] Hrs attended praschoolg
Street number 3 Guardianship of Minister = ‘ Please enter Universal Access funded attended hours abo
Street name MURRAY Disabity | No =] School Start Date
Street type Street Main Language [English =Y Longitude [138.9531
Street suffx [=] Visaor HeathPension| no =] Lattude 3452868
card
Suburb TANUNDA (5352) qJ
alidation Messages:
Main Language
Please enter values for all mandatory fields
Gender,
Please enter values for all mandatory fields.

2.3. As you enter data in each required field, the red border will disappear. (once you click save the
validation message relating to that field will also dissappear).

2.4. Check that the imported data is still current and complete all relevant remaining fields.

2.5. Update booked hours if different from what the child was funded for in the previous submission.

2.6. Ensure that the Preschool hours attended for the current reference period, as the previous
collections attended hours ARE NOT IMPORTED.

2.7. Enter the child’s anticipated school start date. Click on .. .. for a list of future term dates.
Note: children whose school start date is within 12 months of the collection end date will be

included in totals, therefore funded. If a school start date is not entered for any children they will
be excluded from totals calculations.

Wi

2.8. Click ..

The system has validated the address entered.
Select the address below to continue.

- Click to use the provided address.

1 BOUCATT PLACE, BROMPTON SA 5007

Showing 1 matching record

. . . The address entered could not be validated.
2.9. The address validation pop-up will open as the address

Select the correct address from the list of possible matches below. Atternatively, click on t
and correct the address.

entered is validated through a geocoding service.
2.10. Click on the correct address displayed in the list to select it.

7| Click to use the provided address.

H ’ 31 STUART ROAD, SOUTH PLYMPTON SA 5038
2.11. If you have updated the child’s address from the address e Fors Ao o sase
submitted previously you may find that an exact match 31 STURT ROAD, BEOFORD PARK SA 5042
31 STURT ROAD, BRIGHTON SA 5048
could not be found and multiple addresses will be listed 31 STUART ROAD, DULIWICH S4 5065

31 STUART ROAD, PROSPECT SA 5082

from which one can be selected.

For advice about using NGPDS or to report any issues contact DECD Service Desk on ph: 8204 1866
OR 1300 363 227 for country callers
NG-02 v1.2c UA Termly Data Submission
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2.12. Check the child’s enrolment records to determine which address is correct. Click on the address you
wish to select and the address pop-up will close. If you have entered the address as provided on the
child’s enrolment form and are unable to check with the child’s family to verify it’s accuracy, click the
checkbox at the top of the pop-up to save the address as entered and only the suburb will be used in
any DECD reporting, click ....

2.13. Click .. .. to close this child’s imported and updated record, you will then return to the Import tab
and the child’s name will no longer be listed on the Import tab but will be visible on the Preschool tab.

2.14. From the Import tab to update/import all other records for children still accessing the preschool
program.

Once all records from a previous submission are imported, proceed to add additional children who have
commenced in the preschool program since your last submission, refer to section ‘Enter a New Child" —page
15.

Add Children
To import preschool children’s records, click the .. .. button. The children’s names contained in
the file will be loaded to the Children: Add list

Sorting

The imported data can be sorted by First Name or Last Name by clicking on the column heading that you wish to
sort by.

The screen will then refresh and a white triangle will appear alongside the column heading that was selected for
the sort order. The sort order can be reversed by clicking on the heading again.

If more than one section is displayed, e.g. Display Updates and Display New Enrolments, the sort order will be
applied to both sections.

Errors

The errors column in each section will display Yes or No to indicate that there are issues that need to be
amended before the record can be imported.

If there are errors, the child’s check box will also be disabled.

Children: Add (Children in the Import file but NOT in NGPDS) Add Children

First Name 4 | ast Name: Date Of Birth Errors.
Abel Lee 05-Apr-2009 Preschool and Child Care
Anthony McMillan 03-Feb-2008 Preschool and Child Care o
Bob Bobkins 21-Jan-2009 Preschool and Child Care Mo
Chariotte Traeger 01-Apr-2008 Preschool and Child Care No
Jean Genie 25-0c-2002 Preschool and Child Care Mo
Joshua Swanburne 16-Mar-2008 Preschool and Child Care No
Jude Haye 07-Dec-2008 Preschool and Child Care Mo
Leonard Hofstadter 29-Dec-2008 Preschool and Child Care No
Liam Elders 23-Mar-2009 Preschool and Child Care Mo
Matthew Elders 01-Feb-2008 Preschool and Child Care No
Sheldon Cooper 05-Dec-2008 Preschool and Child Care Mo
Vanessa Jones 24-Feb-2009 Preschool and Child Care No

O (o

To view the data relating to this child from the extract, including the error and warning messages, click on the
child’s name.

For advice about using NGPDS or to report any issues contact DECD Service Desk on ph: 8204 1866
OR 1300 363 227 for country callers
NG-02 v1.2c UA Termly Data Submission
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Import: Validate Data Abel Lee 05-Apr-2009
First name Abel Street suffic = Main Language [English Qx>
Last name Lee Suburk “ (% Services Accessed  preschool and Child Care =
Structured Address 347 Church Road, Kiburn, S4 5084 Postcode: Preschool Category  Eligible Year -
Site/Lot number Gender pale = Hrs booked preschool [24
Street number Date of birth [g5_apr-2009 Hrs attended preschool [3q
Street name ATSIstatus ot Aboriginal or Torres Strait Islander - Longitude
Street type Q% Guardianship of Minister o - Latitude

Validation Messages:

Suburb:
Please enter values for all mandatory fields.

In the example above the address could not be validated by the geocoding service. The Suburb field has a red
border highlighting the location of the error.
Enter the suburb and the red border will disappear, if possible check the address and re-enter the correct
address. Check other details and update if data is incorrect or missing.
Pay careful attention to the following fields
Main Language ATSI status Guardianship of the Minister
Click .. .., click ..

XML Import: Validate Data

First name [Terry Postcode 5252 Services Accessed [Preschool and Chid Care =
Last name Bilzon Genderl Male E| Hrs booked preschool [32
Structured Address 199 MURRAY STREET, TANUNDA SA 5352 Date of birth [15-Mar-2009 Please enter Universal Access funded booked hours abov,
Site/Lot number 4TS status ot Stated [=] tirs attended preschool 32
Street number 99 Guardianship of r.|ir|isler| No E| Please enter Universal Access funded attended hours abo
Street name MURRAY Disability | Ng |Z| School Start Date
Street type Street QB Main Languﬂgelgngrgh le Longitude 138 9597
Street suffic E| VIS4 or Health/Pension B Latitude .34 52482

card
Suburb, TANUNDA (5352) Qj

Upon saving, the child’s record will be automatically imported and their name will disappear from the
Import Tab and will be listed on the Preschool Tab.

“ For advice about using NGPDS or to report any issues contact DECD CSC on ph: 8204 1866 OR 1300 363 227
NG-02bv1.2 UATermly Data Submission Page 11 of 20
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o

No errors
0 If no errors exist, tick [thle check box alongside the child’s name to select the record to be added to this
submission.

e Click ..

Children: Add (Children in the import file but NOT in NGPDS) e
0 First Name: Last Name Date Of Birth Service Errors.
v Sheldon Cooper 05-Dec-2008 Preschool and Child Care No
1= Jude Haye 07-Dec-2008 Prescheel and Child Care No
I3 Jean Genie 25-Oct-2008 Preschool and Child Care No
1= Leonard Hofstadter 26-Dec-2008 Prescheel and Child Care No
I~ Charlotte Traeger 01-Apr-2008 Preschool and Child Care No
1= Matthew Elders 01-Feb-2009 Prescheel and Child Care No
I3 Liam Elders. 23-Mar-2008 Preschool and Child Care No
1= Vanessa Jones 24-Feb-2009 Prescheel and Child Care No
I3 Joshua Swanburne 16-Mar-2008 Preschool and Child Care No
1= Anthony McMillan 03-Feb-2009 Prescheel and Child Care No
I3 Bob Bobkins 21-Jan-2008 Preschool and Child Care No

The selected children’s names will disappear from the Import tab and will be loaded on the Preschool tab. If
any warning messages exist, they will be listed on the Errors tab where they can be reviewed and data
amended if necessary. Be sure to review the following fields

Main Language ATSI status Guardianship of the Minister

Refer to the Errors Tab section to check warning messages.
Refer to the Preschool Tab section to check data imported for each child.

Update Children

If you have already imported some records and log in again (e.g. the next day) then browse for the same file to
import, the system will recognise that some records have been imported and the children’s names will be
listed in the Children: Update section.

Non-Government Pre School Data System

Submission Details Termly Data Collection - UA Non DECD 2013 - term 4 Ref. Start Date: 14-10-2013; Ref. End Date: 25-10-2013; Bedrock Preschool (1115)
Oveniew | 1mpor: | Emers | NPreschool
) NDECSGLAOZ\G 5 vs| | Browse Frevicus Submission [=]
Display Updates W Display New Enrolments, W

The file contains 21 Preschool children 56 Child Care children and 13 Staff members [JTRETE Import Child Care Irport Staff
Children: Update (Ghildren in the import file AND alrezdy in NGPDS) Update Chidren

u

[m] Amy Little 28-Jan-2009 Freschool and Child Care No
O Howard Wolowitz 28-Mar-2008 Freschool and Child Care No
O Jimmy Shark 04-Apr-2008 Preschool and Child Care No
[m] Eloise Flstcner 22-May-2008 Freschool and Child Care No
O Rajeesh Koothrappali 20-Jun-2008 Preschool and Child Care No
m| Penny Doe 23-0ct-2008 Preschool and Child Care No

Children: Add (Children in the import file but NOT in NGPDS) Add Children

u

] Jessica Rabbit 05-Sep-2008 Preschool and Child Care No
| m} Richard Grayson 15-0ct-2008 Preschool and Child Care Ho
O Shelden Cooper 05-Dec-2008 Preschool and Child Care No
(] Jude Haye 07-Dec-2008 Preschool and Child Care No
O Jean Genie 25-0ct-2008 Preschool and Child Care Ho
] Leonard Hofstadter 29-Dec-2008 Preschool and Child Care No
| m} Charlotte Traeger 01-Apr-2008 Preschool and Child Care Ho
O Watthew Elders. 01-Feb-200% Preschool and Child Care Ho
] Liam Elders 23-Mar-200% Preschool and Child Care No

e ]

DECD/ Disclaimer / Copyright / Privacy This system must only be accessed by authorised users. Any unauthorised access is prohibited.

Clicking on the child’s name in the Children: Update section will open that child’s record and display what is
contained in the import file (the original record) and also display what is held in NGPDS on the right (updated
during the initial import) in this collection.

If the data is different it will be highlighted yellow.

For advice about using NGPDS or to report any issues contact DECD CSC on ph: 8204 1866 OR 1300 363 227
NG-02bv1.2 UATermly Data Submission Page 12 of 20
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|mport: Validate Data Rajeesh Koothrappali 20-Jun-2008 Preschool and Child Care
First name Rajeesh Rajeesh Street suffic - Main Language |English Q
Last name Koothrappai Koothrappali Suburk | CORDMANDEL VALLEY (5051) O Services Accessed Preschooland Chid Care + g:lfg:f;“d
68 WINNS ROAD, E—
Structured Address 68 WINNS ROAD, COROMANDEL VALLEY SA 5051 | COROMANDEL Postcode 5051 5051 Preschool Category | Eigible Year -k
VALLEY B4 5051 Lt
Site/Lot number Gender Male ~ Male Hrs booked preschool |30 30
Street number 88 8 Date of birth 20-Jun-2008 20-Jun-2008 Hrs attended g
preachool
Street name WINNS WINNS ATSIstatus Mot Aboriginal or Torres Strat = ;Lﬂ‘;;zsers”'t Longitude [138.623 138,623
Guardianship of "
Street type Road Q) P ot o v ‘es Latitude |-35.03699 |35 03699
Amend the fields that need to be corrected, click .. .. then click ..
If there are several fields that are already correct in NGPDS it is quicker to click .| ., then

change any additional fields that need to be updated, click .. .. then click ..

The child’s name will disappear from the Children: Update list.

If the details displayed for this child in the current collection are already correct (NGPDS records on the right)

you do not need to do anything, click ..

For advice about using NGPDS or to report any issues contact DECD CSC on ph: 8204 1866 OR 1300 363 227

NG-02bv1.2 UATermly Data Submission
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Universal Access Grant Funded Sites

Errors Tab

The errors tab provides a summary of all the errors and warnings pertaining to the data entered so far.
Errors must be corrected before the collection can be submitted.
Warnings should be reviewed as they may alert you to an error in the data entered.

This tab has three sections:

Top section: The top section displays a list of records for which there is warning or error messages. The list can
be sorted by clicking on any of the column headings.

Middle section: The middle section displays the messages relating to the record selected in the list above.

Bottom section: The actual record will be displayed in the lower section allowing you to amend the record if
necessary.

Non-Government Pre School Data System

Submission Details Termly Data Collection - UA Non DECD 2013 - term 4 Ref. Start Date: 14-10-2013; Ref. End Date: 25-10-2013; Bedrack Preschoal (1115}

Overview Import = Preschool
Records With Errors

Child (92993) 02-0ct-2013 0 2 0
Child (92995) 02-0ct-2013 0 2 0

Showing 2 matching records

Errors and Warnings Messages

prroste ____________________essoge ________________________________________________________________________ [eewy ______[Obectlw
Hrs attended preschool Hours attended preschool s zero. Flease verify that this is correct WARNING Chid
ATS! status Please select ATSI status if known WARNING Chid
Showing 2 matching records
First name Jean Fostcode 5016 Services Accessed | preschool and Chid Care
Last name Genie Gender [iale [=]  Hirs booked preschoolzg
Structured Address 469 NILTARY ROAD, LARGS BAY SA 5016 Date of birth |25-0t-2008 Please enter Universal Access funded booked hours above)
Site/Lat number ATS! status o Stated [<] Hrsattended praschoolp
Street number 480 Guardianship of Minister| ‘ No E| Please enter Universal Access funded attended hours abovi
Street name MILITARY Disabilty|ves = School Start Date 27 Jan-2014
Stresttype Road Q) Main Language|English &1 Longitude [133 4856
Street suffx E| VISA or Health/Pension E| Latitude |34 82571

card
Suburh LARGS BAY (5016) €Y

1. Click on arecord in the list at the top of the screen.
1.1. Review the message in the middle section.

1.2. Amend data in the field described in the message, click ..
1.3. The message will disappear once the data has been amended.
2. Review the next record in the list and amend the record as required, click ..
3. Continue until all records with messages have been reviewed and all errors have been corrected.

You will only be able to submit the collection when there are no error messages displayed (there may still be
warning messages) .

For advice about using NGPDS or to report any issues contact DECD Service Desk on ph: 8204 1866
OR 1300 363 227 for country callers
NG-02 v1.2c UA Termly Data Submission
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Preschool Tab

The preschool tab displays a list of all children whose details have been entered in the upper section of the
screen.

The list can be sorted by clicking on the column headings; the current sort order is indicated by a triangle after
the column label.

The total number of records in the list is displayed at the bottom left of the list section.

The lower section displays all details for the child selected in the list at the top. (grey row ) If

you are unsure what any of the abbreviated labels mean, TS| =
ey . S1alus | Not Aboriginal or Torres Strait Islander

position the cursor on the field and read the hover text. Refer —

to page 16 for a list of all fields required, the hover text and lndicase helhieribe il cf Shnignal aolles

. Strait Islander origin
values that can be selected from drop down lists.

Non-Government Pre School Data System

Termly Data Collection - UA Non DECD 2013 - term 4 Ref. Start Date: 14-10-2013;  Ref. End Date: 25-10-2013; Bedrock Preschool (1115)

Date of birth ATS] status

Martin Male 01-Apr-2009 Not Aboriginal or Torres Strait Islander
David Vickers Male 01-Apr-2008 Adboriginal 30 21
Terry Bilson Male 15-Mar-2009 Not Stated 32 32
Ay Little Female 28-Jan-2008 Not Aboriginal or Torres Strait Islander 30 24
Howard Wolowitz Male 28-Mar-2008 Not Aboriginal or Torres Strait Islander 30 27
L Jimmy Shark Male 04-Apr-2009 Not Stated 30 21
Eloise Fletcher Female 22-May-2008 Not Aboriginal or Torres Strait lslander 30 30
Rajeesh Koothrappali Male 20-Jun-2008 Not Aboriginal or Torres Strait Islander 30 18
Penny Doe Female 23-0ct-2008 Not Aboriginal or Torres Strait lslander 30 24

Showing § matching records.

First name Howard Postcode (5233 Services Accessed| preschool and Child Care B
Last name Wolowitz Gendarl Male E| Hrs booked preschool[3p
Structured Address 244 ANGAS CREEK ROAD, GUMERACHA SA 5233 Date of birth|25-War-2008 Please enter Universal Access funded booked hours above|
SitefLot number ATEL statusINm Aboriginal or Torres Strat Islander [¥] Hrsattended preseheol 27
Strest numbsr 244 Guardianship of M\mStEfl o = Flease enter Universal Access funded attended hours aboy
Street name [ANGAS CREEK Disability| ves = School Start Date
Street type Road Qb IMain Language English Qa Longitude 1389258
Street suffic E| VIS4 or Health/Pension |Z| Latitude|_34 84522
card
Suburk (GUMERACHA (5233) &Y
Comments
[—
B

To enter a new child

Click .... .

1. Enter details in every field.
= Clicking on the tab key on your keyboard will take you to the field below, then to the top of the
= next column.

2. The following fields display default values to assist with data entry, ensure that you check them and
enter the correct information about each child.
Main Language: English
ATSI status: Not Stated
Guardianship of the Minister: No

3. The number of funded booked and attended hours entered should reflect the information provided by the
child’s parent/guardian on the disclaimer completed as part of the enrolment into the DECD funded
preschool program.

Refer to Parent Disclaimer & Collection of Information Privacy Statement

For advice about using NGPDS or to report any issues contact DECD Service Desk on ph: 8204 1866
OR 1300 363 227 for country callers
NG-02 v1.2c UA Termly Data Submission
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For children who are accessing part of their funded preschool entitlement of 15 hours/week at another
service, which may be a child care centre, private school or DECD preschool, only the portion of hours
enrolled at your site should be entered even if the child is actually booked into the preschool program for
a longer period.

Your site Other site
Funded Preschool Hours * Total Hours As per information provided by the child’s
entered in NGPDS booked at your parent/guardian on the parent disclaimer
site may be higher completed as part of the enrolment process
3hrs/wk = *6 hrs/fortnight 24hrs [ wk Enrolled in preschool program for 12 hrs /wk
9 hrs/wk = *18 hrs/fortnight 12 hrs / wk Enrolled in Preschool program for 6 hrs/wk
15 hrs /wk = *30 hrs/fortnight 35 hrs/wk Not enrolled elsewhere
*The collection reference period is 2 weeks

4. Enter the child’s school start date. Click.. .. for a list of future term dates. Dates can be entered by
typing 280114’ then click the tab key for 28th Jan 2014 ( beginning of term 1 2014) or using the
calendar tool.

Note: Children whose school start date is within 12 months of the collection end date will be
included in totals, therefore funded. If a school start date is NOT entered for any children they
will be excluded from totals calculations - refer to the definitions on page 4 in the Grant
Funding Information Package for Non-Government Providers

5. Once all information is entered click .... .

6. Upon saving, the address entered is validated through a geocoding service (geocoding is the process of
finding associated geographic coordinates [latitude and longitude] from other geographic data, such as
street addresses or postcodes).

7. If the address is matched exactly the Address Validation pop-up that opens will display that address.
Click on the address to select it.

The system has validated the address entered.
Select the address below to continue.

[ | Click to use the provided address.

3 LEDGARD ROAD, EVANSTON PARK SA 5116

8. If an exact match could not be found, multiple addresses will be listed from which one can be selected.
®

The address entered could not be validated.
Select the correct address from the list of possible matches below. Alternatively, click on the check box below to use the provided address or close this scre|
and correct the address,

I | Click to use the provided address.

31 STUART ROAD, SOUTH PLYMPTON SA 5038
31 STURT ROAD, NURIDOTPA SA 5355

31 STURT ROAD, BEDFORD PARK 54 5042

31 STURT ROAD, BRIGHTON SA 5048

31 STUART ROAD, DULWICH SA 5065

31 STUART ROAD, PROSPECT SA 5082

For advice about using NGPDS or to report any issues contact DECD Service Desk on ph: 8204 1866
OR 1300 363 227 for country callers
NG-02 v1.2c UA Termly Data Submission
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In the example above, 31 Sturt Road South Plympton 5038 was entered, and 6 possible matches are
returned. Check the child’s enrolment records to determine which address is correct.

In this case the error was a spelling mistake when entering the Street name, Sturt instead of Stuart. Click
on the address you wish to select and the address pop-up will close.

9. If you have entered the address as provided on the child’s enrolment form and are unable to check with
the child’s family to verify it’s accuracy, click the checkbox at the bottom of the pop-up to save the
address as entered and only the suburb will be used in any DECD reporting, click ...

= Note: Only South Australian addresses can be entered

Female 22-May-2008 Not Aboriginal or Torres Strait Islander

10. If you attempt to save a record without data entered se 2 208 ekt Tores Sk aanier
in all the fields, an error message will be displayed g - ——— =
and the fields that need to be completed will be oe i
. . . Male Unable to save this record.
highlighted with a red border. o s
Click OK to close the message pop-up. o e e vauss for sl mandtory il
pete Urhlrtl:‘zazz enter values for all mandatory fields.
. . = mand;f&:f;:to:rl;aluet for all mandatory fields.
11. As you enter data in the mandatory fields the red e hceek
borders will disappear- Click ... . ... Genden Please enter values for all mandatory fields.
12. To enter the next child’s details, click .... veee) | — :-Q
enter all data, click ... ... P";:"El |
Date nH:irml ‘
. . . ATS| status ot Stater -
13. Continue until all children have been entered. T commmportnn g -

Other function buttons at the bottom of the screen

Select a child’s record from the list in the upper section of the screen. The child’s details are displayed in
the lower section of the screen. If you require a paper printout of the child’s details, click the Report Details
button which will generate a PDF document listing all the details entered about the selected child.

Clicking the Data Extract button will generate an excel spread sheet which includes all the data entered for all
children, it also includes data derived from the entered information; e.g. latitude and longitude based on the
child’s address.

This spread sheet can be useful in checking that all children have been entered by comparing it to other
existing lists used at your site and checking that correct data has been entered; e.g. You may wish to sort the
spread sheet by main language to check which children have which language recorded.

You may also find this spread sheet useful for creating other lists for a range of purposes. Save it
to a location on your computer to use later.

For advice about using NGPDS or to report any issues contact DECD Service Desk on ph: 8204 1866
OR 1300 363 227 for country callers
NG-02 v1.2c UA Termly Data Submission
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Submission
1. Before submitting check to ensure
O All preschool children’s details are accurately entered
O Errors have been corrected
O Warnings have been reviewed and data updated if necessary

2. Update/enter contact details on the Overview tab. Add any comments e.g. closure day during the
reference period.

3. Click..... ...

4. Tick the check box [] to authorise the submission.

Authorisation

By submitting this collection, | endorse that the details entered is accurate and complete, and ready for collection. Any outstanding warning messages have been reviewed and accepted as valid.

The DirectoriCoordinator has authorised the submission of this data collection

5. Click..... ...
You will still be able to view information on all tabs, but you will not be able to update any information.
Collection Totals

As soon as the submission is checked and approved, when you next log in the Collection Totals tab will be
visible on the Submission Details screen.

Data Administration Centre

Submission Termly Data Collection - UA Non DECD 2013 - term 4 test; Ref. Start Date: 14-10-2013; Ref. End Date: 25-10-2013;  Oasis Community Children's Centre
Details (2717)
QOverview Errors Preschool CollectionTotal

Total Enr 21 ATSIEnr 813 hrs|q VISA Enr > 25 hrs[4

Enr2-7 hrs s ATEI Enr 1449 hrs|q Total Enr VISAg

Enr&-13 s 5 ATS! Enr 20-25 hrs|y Dis Enr 2-7 hrs 1

Enr 14-18 hrs s ATSIEnr = 25 hrs[q Dis Enr 8-13 frs |z

Enr 20-25 hrs 4 VISAEnr2-7 hrs|q Dis Enr 14-18 hrs |4

Enr=2Shrs 4 VISAEnr 813 hrs|q Dis Enr 20-25 hrs 9

Total Enr ATSI 5 VISA Enr 14-19 hre |4 Dis Enr = 25 hrs |1

ATEIEnr 27 hrs. 1 VISA Enr 20-28 hrs Total Enr Dis|s

Comments
=
=

Wi

Note: Children whose school start date is within 12 months of the collection end date will be
included in totals, therefore funded. If school start date has not been entered for any children they
will be excluded from the totals.

The Confirmed Enrolments for each term will be used as the next terms Projected Enrolments. Adjustments

will be made after the following terms collection.

If you are unsure what any of the abbreviated labels mean, click on the field displaying the total and check
the hover text.

For advice about using NGPDS or to report any issues contact DECD Service Desk on ph: 8204 1866
OR 1300 363 227 for country callers
NG-02 v1.2c UA Termly Data Submission
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Clicking the Report Details button will generate a PDF document that displays all the totals displayed on the
screen.

Print this report and save it to your computer as a record of your submission.

Data Report Data Administration Centre
Termly Data Collection - Non Government Sites 2013 - Term 2 2013 Bedrock Preschool (1115)

CollectionTotal
== W
Enr -Efigible 2 12-Ap-2013 CLDTSTO104
Total Enr a 12-Apr-2013 CLDTSTO104
Enr-age 4 [} 12-Apr-2013 CLDTSTO104
Enr-age & 2 12-Apr-2013 CLDTSTO104
Enr-Male 4 12-Apr2013 CLDTSTO104
Enr-Female 4 12-Ap-2013 CLDTSTO104
Enr - ATS| age § 1 12-Apr2013 CLDTSTO104
Enr-Male ATSlages 1 12-Ap-2013 CLDTSTO104
Tital Enr ATS 1 12-Apr2013 CLDTSTO104
Att - age 4 [:] 12-Apr2013 CLDTSTO104
Aft-age 5 2 12-Ap-2013 CLDTSTO104

D E F G H 1 J
Att-aged _ |Att-age5 _____|Enr-ATSlage5 [Enr-Male ATSiage5 [Enr-Eligible ____|Enraged |Enrage5 Enr-Female
2 1 ] ] B 2 "4

|CreatedBy ______|CreatedOn |
CLDTSTO104 12-Apr-2013'6

For advice about using NGPDS or to report any issues contact DECD Service Desk on ph: 8204 1866
OR 1300 363 227 for country callers
NG-02 v1.2c UA Termly Data Submission
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Preschool Tab

Termly Data Submission Fields

\ Label \ Description (hover text) \ Values
First name The first name of the child
Last name The surname of the child

Structured address

The structured address of the child.

Read Only: will be displayed when
address is entered and saved

Site lot Number

Indicates the physical identification of an address where no
official Road number has been assigned

Street number

The unit/street number of the address

Street name

Indicates the name of the street for the address

Street type

Indicates the street type, i.e. Avenue or Road

Select from the list available

Islander origin

Street suffix Indicates the suffix of the street type i.e Central, East e  (Central [MNorth West
e  East [MSouth
e  Extension [TSouth East
e Lower [TTouth West
e North Wpper
e NorthEast [MMvest
Suburb Indicates the suburb, town or city the child resides in. Select from the list of South Australian
suburbs
Postcode Read Only: based on Suburb entered
Gender The gender of the child e Male
e Female
Date of birth The date of birth of the child
ATSI status Indicates whether the child is of Aboriginal or Torres Strait e Aboriginal

e Torres Strait Islander

e Aboriginal and Torres Strait Islander

o Not Aboriginal or Torres Strait Islander
e Not stated

Guardianship of the Indicates whether the child is under the Guardianship of the e Yes
Minister Minister during the data collection reference period e No
Disability Indicates whether the child has a diagnosed disability e Yes
e No
Main Language The language spoken at home by the child Select from the list available
Health/Visa card Indicates whether the child/family is a current holder of a e Yes
Health Care Card or VISA or Pension Card e No
Services Accessed Service the child is using at the centre e Preschool
® Preschool and childcare
e Childcare

School Start Date

The date the child is planning to start school

Hrs booked preschool

The total of Preschool hours booked for the child during the
data collection reference period

Hrs attended preschool

The total of Preschool hours attended by the child during the
data collection reference period

Longitude

Longitude derived during Geocoding routine

Read Only: based on address entered

Latitude

Latitude derived during Geocoding routine

Read Only: based on address entered

Manual Entry Forms

The following page may be useful if you need to gather information and enter it on-line later.

The layout matches the Preschool tab of Termly Submission Details screen.

For advice about using NGPDS or to report any issues contact DECD Service Desk on ph: 8204 1866

OR 1300 363 227 for country callers
NG-02 v1.2c UA Termly Data Submission
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First name

Last name
Site/Lot number
Street number
Street name
Street type

Street suffix

Suburb
Gender
Date of birth
ATSI status
Guardianship of the Minister
Disability

Main Language

Health/Visa card
Services Accessed

Hrs booked preschool

Hrs attended preschool

School start date

Please enter Universal Access
funded booked hours above.

Please enter Universal Access
funded attended hours above.

Comments
First name Suburb Health/Visa card
Last name Gender Date Services Accessed Hrs

Site/Lot number

Street number
Street name
Street type

Street suffix

Comments

of birth
ATSI status

Guardianship of the Minister
Disability

Main Language

booked preschool

Hrs attended preschool

School start date

Please enter Universal Access
funded booked hours above.

Please enter Universal Access
funded attended hours above.

For advice about using NGPDS or to report any issues contact DECD Service Desk on ph: 8204 1866
OR 1300 363 227 for country callers
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