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easyCLAIM

Minimum Requirements

Screen Resolution
The minimum screen resolution required to run easyCLAIM is at least 1024 x 768 pixels.

ProvideX Version
The minimum ProvideX version required to run easyCLAIM isversion 7.0.40.0.

Operating System
The minimum operating system required to run easyCLAIM is Windows 2000.

© Hatfield Integrated Technologies Pty. Ltd. 2000-2006 3



easyCLAIM v3.00 Users' Guide

Starting easyCLAIM
To start easyCLAIM:

1. Clickon
a Start
b. Programs
c. Hatfield Integrated Technologies
d. easyCLAIM v3.00

OR =
a. Double click on the easyCLAIM v3.00 desktop icon e.g. B

2. Click OK or hit Enter to enter easyCLAIM

ATION Sy easyCLAIM v3.00

Ly
s

easyCLAIM w3.00 s wour instant solution
to ladging Child Care Benefit infarmation
with CentreLink. Mowwou can take
advantage of the Australian
gowvernment's incentives for lodging your
CCB information electronicallyl t's easy
and fast...

wharning: Unauthorized copies of thiz program
iz & breach of Australian Copyright law.

(] Copyright 2000 to 2006 Hatfield Integrated
Techhologies Py Ltd.

AT FI E L D Phone: 07 3832 4822

INTEGRATED TECHWOLOGIES Faw 07 3852 4544
PTY LTD Support Email: supporti@hit. net, au

3. When starting the program for the first time, you will be prompted to enter your
service name and registration code provided. It isimportant that you ensure that
these match exactly including spaces and capitals. When you are sure the service
name and registration code are correct, click update to proceed to the Provider’s

Details Window.

Regiztration Info

Service Mame |Demc: EagyCLAIM |

Registration Code | SJN-SBRK-URD | |Update| | Cancel

© Hatfield Integrated Technologies Pty. Ltd. 2000-2006
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NOTE: Registration Info can be changed by clicking on Help and Registration Info,
changing the registration code and clicking on update.

NEW RELEASES:. Each newly released version of easyCLAIM will require a new
registration code. Your new registration code will be provided with the update.

DEMO MODE: All easyCLAIM versions will be provided with a registration code
for the service name “Demo EasyCLAIM”. This will be different with each new
version.

Provider Details Window

Provider’s Details

Provider's Detail

File Child Form Maintenance Help

Service Provider's Details

Statement Period
From: dd/mrmhansy
Today's Date: 26/07/2006

To: dd/mrndaney

—3envice Provider Detail

Service Mame: f-HIT Child Care Authorised Signatory Name:

Postal Address:
Town/Suburb:
Post Code:

[100 HATFIELD DRIVE

|HATFIELD
[4444

Position in Organization: |

Iz thiz a Primary or
Supplementary statement?

Reference No.:
Contact Officer:
Contact Phone No.: |

[ (Optianal)

@ Frimary

O Supplementary

‘What type of care does this | &fter School Hours Care

service offer?

5_Bef0re School Hours Care j

Pleaze select the period of %ggg j’

QNEEaE J

Email Address: this statement:
— - ~—Fees and Haur "
Mo. | CRN M - H M
o I I ame =ﬂ= Add Child How much time iz in the longest SR
i Fee Periad? [oo0 | [oo]
|} Edit Child . What is the maximum number of I 1 1
eligible hours available for CCB |000 | |00 | dd/mmy
¥ Delete Child purposes [Hours of Operation] and
- - - the date from which it is effective?
B For the above period. what is the - -
-- L weekly fee amount for 0-2yr olds $/0.00 dd/mmdypy
r : and the date from which it is ' )
YT ChidMaint || | effective?
77 Erase Details What iz the weekly fee amount for e .
i over 2yrs and the date $/0.00 | ddfmmdywy
Euit from which it is effective? — -
© Hatfield Integrated Technologies Pty. Ltd. 2000-2006 5
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1. Complete al non-optiona fields in the sections, Service Provider Details (only
Email is optional), Statement Period and Fees and Hours. All fields must befilled
in manually thefirst time easyCLAIM isrun.

ALTERNATE: For subsequent use of easyCLAIM, click on File, New OR click on

and click on OK when prompted to load provider details from file.

NOTE: All fields except the email field, are compulsory, even the weekly amount for

0-2year olds. If this field does not apply you may enter O in this field and use the
same date as the rate for children over 2yrs.

2. To enter dates click on the “dd/mm/yyyy” labels, and select the date from the
calendar.

Family Maintenance

1. Click on Maintenance and Family Maintenance OR click on
2. The Family Maintenance window shown below is loaded onto the screen.

© Hatfield Integrated Technologies Pty. Ltd. 2000-2006 6
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Fields Definition

Field Name Default | Comments

Value
Dead Account (Y/N) | N Indicates whether the family is active in service care.
Care Types BAV Default care types family might use (for future use).
Program Code BA Program types family might use (for future use).
Other ChildrenCCB | 0 Children on CCB (for future use).

Browsing Family Record
To browse the family record:

1. Typethefull known family code and hit enter.

OR

1. Click on the navigation (arrows) buttons on the bottom left of

the window.

New Family Record

1. Typeinafamily code and hit enter. If the family code aready exists, that family
record would be displayed for viewing. If the family code does not exist, a
message box will state that the family record is missing and ask for the creation of
anew family record. Click yes when prompted.

NOTE: Family Code should be in the format of the first 4 letters of the family name
plus 2 digits e.g. the family code for Smith would be SMITO00. The digits should be
increment by 1 for each new similar family name.

2. Typeinthe family CRN and |leave dead account as“N”.

NOTE: If the family is an active family then Dead Account must be “N”. Once the
family is no longer active with the provider then Dead Account can besetto“Y”.

3. Typein known details for Parentl/Guadianl and/or Parent2/Guadian?2.
4. Click onwriteto save the family record.

NOTE: The “write” button must be clicked on for each family record to save
newly entered/changesto family data.

© Hatfield Integrated Technologies Pty. Ltd. 2000-2006 7
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Edit Family Record

1. Type the full known family code and hit enter. Or using the navigation buttons,

move through the family records until you reach the required family record.

Make required changes and click on write to save the changes to the family
record.

2.

Delete Family Record

1. Type the full known family code and hit enter. Or using the navigation buttons,
move through the family records until you reach the required family record.

2. Click on delete to delete the family record. Click yes when prompted to delete the
family record.

Child Maintenance

1. Click on Maintenance and Child Maintenance OR click on )
2. The Child Maintenance window shown below is |oaded onto the screen.

© Hatfield Integrated Technologies Pty. Ltd. 2000-2006
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Fields Definition

Field Name Default | Comments

Value
Dead Account (Y/N) | N Indicates whether the child is active in service care.
Care Types BAV Default care types child might use (for future use).
Program Code BA Program types child might use (for future use).

Browsing Child Record
To browse the child record:

1. Typethe full known child code and hit enter.

OR

1. Click on the navigation (arrows) buttons on the bottom left of

the window.

New Child Record

1. Type in a child code and hit enter. If the child code aready exists, that child
record would be displayed for viewing. If the child code does not exist, a
message box will state that the child record is missing and ask for the creation of a
new child record. Click yes when prompted.

NOTE: Child Code should be in the format of the first 4 letters of the family name
plus 4 digits e.g. the child code for the first child of Smith would be SMIT0000. The
child code is made up of the family code plus 2 digits. The last 2 digits should be
increment by 1 for each new similar child name of that family.

OR

1. Click on

to bring up a list of family records for selection as shown
below. Select required family and click ok.

© Hatfield Integrated Technologies Pty. Ltd. 2000-2006 9
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Enter the last 2 digits to complete the child code for the child record in the child

mai ntenance window, . For example, child code becomes
“ETHEO000”.

2. Typeinthe child CRN and leave dead account as “N”.

NOTE: If the child is an active child then Dead Account must be “N”. Once the
child is no longer active with the provider then Dead Account can be setto“Y”.

3. Typein/select known details for the child.

NOTE: If the child has existing siblings then family name and address is retained in
the fields.

4. Click on writeto save the child record.

NOTE: The “write’ button must be clicked on for each child record to save
newly entered/changesto child data.

© Hatfield Integrated Technologies Pty. Ltd. 2000-2006 10
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Edit Child Record

1. Type the full known child code and hit enter. Or using the navigation buttons,
move through the child records until you reach the required child record.
2. Makerequired changes and click on write to save the changes to the child record.

Delete Child Record

1. Type the full known child code and hit enter. Or using the navigation buttons,
move through the child records until you reach the required child record.

2. Click on delete to delete the child record. Click yes when prompted to delete the
child record.

Add Child

1. Click on the Add Child button )
2. A Select Child to Add window appears (shown below).
3. Sdect achild and click ok to add the child to the statement claim.

© Hatfield Integrated Technologies Pty. Ltd. 2000-2006 11
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Edit Child
1. Double click on achild in the list of children (in the list box to the left of the set
of buttons). Or select achild inthelist of children (in the list box to the left of the
set of buttons).

Click on the Edit Child button :
Thiswill display the Child Care Usage Window.

W

Delete Child
1. Select achildinthelist of children (inthelist box to the left of the set of buttons).

2. Click on the Delete Child button .
3. Thechild will be deleted from the list of children for the statement.

Sort List of Children

To sort the list of children by name, click on the heading “Name”.
To sort the list of children by CRN, click on the heading “CRN".

Open Statement

1. Click onFile, “Open ...” or the“Open aClaim” button @
2. An Open Statement Period window will appear with the list of periods saved
previously with this easyCLAIM version.

© Hatfield Integrated Technologies Pty. Ltd. 2000-2006 12
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Save Statement

1.

Click on File, Save or the Save button .

NOTE: All information entered/changed will belost if not saved.

Print Children Usage Statements

1
2.

3.

4,

Click on File, Print or the Print button .

The child care usage statements for al the children listed in the list box will be
printed to a PDF file in the “easyCLAIM\pdf_statements’ directory with the
following name format “Statement yyyymmdd-yyyymmdd.pdf”  e.g.
Statement_20060626-20060709.pdf. Whereby the first date, “yyyymmdd”, is the
start date of the statement and the second date, “yyyymmdd”, is the end date of
the statement.

Adobe Reader will automatically open with the newly created PDF file. From
here you have the option to print to printer.

Close thefile or Adobe Reader and return to easyCLAIM.

Export Statement

1.
2.

SP LI S

Click on File, Export or the Export button .

The export file for the statement period will be exported to the
“easyCLAIM\claim_statements” directory with the following name format
“CCB-123456789A-yyyyTO01-P-yyyymmdd.pdf”

e.g. CCB-403263943V-2006T02-P-20060725.pdf. Whereby “123456789A” is
your provider number, “yyyyTO01” is year and period type, “P’ isprimary claim or
“S’ for supplementary claim and “yyyymmdd” is the date the statement was
exported.

In windows explorer, copy thisfileto A:driveif doing a disk lodgement.

In windows explorer, select thisfileif doing an electronic lodgement viainternet.
A message will appear indicating that the export has succeeded, click ok.

A summary message should then appear displaying the total CCB amount claimed
and total JFA reduction amount claimed. Take down thisinformation if necessary
then click ok.

NOTE: easyCLAIM will now automatically copy the export file created to the
floppy drive (A: Drive).

© Hatfield Integrated Technologies Pty. Ltd. 2000-2006 13
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Child Care Usage Window

Family Details

1. If the Customer’s CRN or Child’s CRN is incorrect, you have the option to
change them here. NOTE: Ensure you click on the save button to update the
information on file.

Select/Change the child school status.

If the child became a school child within this period, select a “Monday” date for
when the child commenced school. NOTE: if child is aready a school child then
this field should be blank.

W

© Hatfield Integrated Technologies Pty. Ltd. 2000-2006 14
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Absences

1. If there are absences in this statement for this child, click on the “Allowable
Absences” checkbox.

Add Absences

1. Click on Add Absences button to add an absence.
2. Add Absence window will be displayed (shown below).

3. Select an absence date and enter the number of hours and/or minutes.
4. Click ok to add the absence.

Modify Absences

1. Select the absence to be modified.
2. Click on Modify Absences button to modify the absence absence.
3. Modify Absence window will be displayed (shown below).

4. Make the required changes and click ok to modify the absence.

© Hatfield Integrated Technologies Pty. Ltd. 2000-2006 15
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Delete Absences

1. Sdect the absence to be deleted.
2. Click on Delete Absences button to delete the absence.
3. Delete Absence window will be displayed (shown below).

4. Click ok to delete the absence.

Clear Absences

1. Click on the Clear Absences button to clear al the absences. NOTE: Ensure you
are positive you want to clear the absences before clicking this button as you are
not prompted for confirmation and all absences information would be |ost.

2. If al absences information was cleared accidentally, click on the Back button but
select “NO” when prompted to save. If you re-enter the Child Care Usage
Statement window, the list of absences should be retrieved but any new changes
done will belost.

Increased Hours
1. If the child is eligible for increased hours, click on the “Increased Eligible Hours”
checkbox.
2. Click on either “Child At Risk” or “Exceptional Circumstances’ radio buttons.
3. Select a“From” and “To” date for the increased hours. NOTE: The From date
should be a“Monday” date and the To date should be a“Sunday” date.

Save

1. Toensure al the information in this window is not lost, click on the save button.
You will be prompted to save again when you click either “Page 2" or “Back”
buttons.

NOTE: All information entered/changed will belost if not saved.

© Hatfield Integrated Technologies Pty. Ltd. 2000-2006 16
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Print Child Care Usage Statement

1. Click the Print button .
2. The child care usage statement for the currently selected child will be printed to a

PDF file in the “easyCLAIM\pdf_statements” directory with the following name
format “ SurnameFnameUsageStatement_yyyymmdd-yyyymmdd. pdf” eg.
BlackmoreOrgani cUsageStatement_20060626-20060709.pdf. Whereby the first
date, “yyyymmdd”, is the start date of the statement and the second date,
“yyyymmdd”, is the end date of the statement.

3. Adobe Reader will automatically open with the newly created PDF file. From
here you have the option to print to printer.

4. Closethefile or Adobe Reader and return to easyCLAIM.

Child Care Page 2 Window

© Hatfield Integrated Technologies Pty. Ltd. 2000-2006 17
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Child Care Usage

1.
2.
3.

4,

Click on the “dd/mm/yyyy” to select a date.

Therest of the row will be enabled allowing data to be entered.

Enter data into their respective fields/rows.

NOTE: Use the horizontal scroll bar to navigate through the columns.
Click Save to save the information in this window.

NOTE: Hit “Enter” or “Tab” key to move across the columns in the row.
Active cell isnow highlighted.

Print Children Usage Statements

1
2.

3.

4,

Click on File, Print or the Print button .

The child care usage statements for al the children listed in the list box will be
printed to a PDF file in the “easyCLAIM\pdf_statements’ directory with the
following name format  “Statement yyyymmdd-yyyymmdd.pdf”  e.g.
Statement_20060626-20060709.pdf. Whereby the first date, “yyyymmdd”, is the
start date of the statement and the second date, “yyyymmdd”, is the end date of
the statement.

Adobe Reader will automatically open with the newly created PDF file. From
here you have the option to print to printer.

Close thefile or Adobe Reader and return to easyCLAIM.

Clear Row Button
To clear arow:

1.
2.

To select the desired row to be cleared, click any column of that row.
Click on the “Clear Row” button.

NOTE: If rowsarenot cleared properly using this button, there may be loading
errorsor corruption in the datafileasaresult.

No Weekly changes

To keep the same information from week to week:
1. Click onthe“Entries do NOT change each week” checkbox. Thiswill ensure that

any new weeks added after the box is checked will contain the same weekly as the
week before it. For example, if the box is checked after week 2, any new rows
added (whilst box is checked) will contain the same weekly information as week
2

2. Insert new row as normal (steps above in Child Care Usage section).

© Hatfield Integrated Technologies Pty. Ltd. 2000-2006 18
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Save
1. To ensure al the information in this window is not lost, click on the save button.
You will be prompted to save again when you click either “Provider Use” or
“Page 1" buttons.

NOTE: All information entered/changed will belost if not saved.

Provider Use Window

Child Care Provider Use

1. Thisisonly for Provider Use only and is optional.
2. Change any required valuesin the enabled rows, i.e. Payment Due amount.
3. Enter datainto their respective fields/rows.
NOTE: Usethe horizontal scroll bar to navigate through the columns.
4. Click Saveto save the information in this window.

NOTE: Hit “Enter” or “Tab” key to move across the columns in the row.
Active cell isnow highlighted.

© Hatfield Integrated Technologies Pty. Ltd. 2000-2006 19
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Save

1. To ensure dl the information in this window is not lost, click on the save button.

Y ou will be prompted to save again when you click “Save” button.

NOTE: All information entered/changed will belost if not saved.

Print

1
2.

3.

4.

Child Payment Details

Click the Print button .
The child care payment details statement for the currently selected child will be

printed to a PDF file in the “easyCLAIM\pdf_statements’ directory with the
following name format “SurnameFnamePaymentStatement yyyymmdd-
yyyymmdd.pdf” e.g. BlackmoreOrgani cPaymentStatement_20060626-
20060709.pdf. Whereby the first date, “yyyymmdd”, is the start date of the
statement and the second date, “yyyymmdd”, is the end date of the statement.
Adobe Reader will automatically open with the newly created PDF file. From
here you have the option to print to printer.

Close thefile or Adobe Reader and return to easyCLAIM.

© Hatfield Integrated Technologies Pty. Ltd. 2000-2006 20



easyCLAIM v3.00 Users' Guide

Additional Information

Calendar

Calendar will:
1. display statement start date if oneis selected and no previous date has been
selected
2. display previously selected if oneis selected
3. display current date if no previous date and/or statement start date has been
selected

Exiting

There are three ways to exit easyCLAIM:
File/Exit in the Menu drop down
“Exit” button in Provider Detail window
Pressing “Alt” + “X” in the Provider Detail window.

© Hatfield Integrated Technologies Pty. Ltd. 2000-2006
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License and Warranty

The software which accompanies this license is the property of Hatfield Integrated
Technologies Pty Ltd and is protected by copyright law. While Hatfield Integrated
Technologies Pty Ltd continues to own the software, you will have certain rights to use
the software after your acceptance of this license. Your rights and obligations with
respect to use of the software are as follows:

Y ou may:

() use one copy of the software on a single computer;

(i) make one copy of the software for archival purposes, or copy the software onto
the hard disk of your computer and retain the original for archival purposes;

(@iii)  use the software on a network provided that you have a licensed copy if the
software for each computer that can access the software over that network;

Y ou may not:

() sublicense, rent, or lease any portion of the software;

(i) reverse engineer, decompile, disassemble, modify, transate, make any attempt to
discover the source code if the software, or create derivative works from the
software;

Disclaimer of Damages

THIS SOFTWARE IS PROVIDED ON AN ‘AS IS BASIS, WHILE ALL EFFORT
HAS BEEN MADE TO ENSURE THE PROGRAM IS ERROR FREE, NO
GUARANTEE CAN BE MADE. IN NO EVENT WILL HATHELD INTEGRATED
TECHNOLOGIES PTY LTD BE LIABLE TO YOU FOR ANY SPECIAL,
CONSEQUENTIAL, INDIRECT OR SIMILAR DAMAGES, INCLUDING BUT NOT
LIMITED TO; ANY LOST REVENUE, LOST TIME, OR LOST DATA ARISING
OUT OF THE USE OF THE SOFTWARE EVEN IF HATFIELD INTEGRATED
TECHNOLOGIES PTY LTD HAS BEEN ADVISED OF THE POSSIBILITY OF
SUCH DAMAGES.
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