Parent’'s Cheat Sheet

Using

the OWNA




01. Home Screen [ Dashboard

02. Child Profile

03. Records & Reports

04. Quick Actions

0b. Attendances

06. Change your Details

07. Documents & Policies

08. Signing the CWA Form

09. Signhing the DDR Form

10. Statements & Invoices




01. Home Screen/Dashboard

Once you have logged in you will automatically

be on the dashboard.

* Daily info

« Today’s meals

- Statements & Invoices
- Attendances

* Person on duty lf

 Events

« Quick actions

« Menu

» Posts
Children

N  Francesco Lopez

Welcome! (»)

Jane Smith Centre Director

Responsible Person on Duty

Latest Invoice > Next Event >

$48.52
7 Aug 11,2026

Talk Like a Pirate Day
f=) Sep 19,2026

Upcoming Bookings >

Before School Care (BSC) - Omar Lopez
Thursday, 17/09/2026 (i) 7:00am

After School Care (ASC) - Omar Lopez
Thursday, 17/09/2026 (1) 3:00pm

Today’s Menu Thu, 17 Sep 2026 v

Activity Today All Children

Select to filter x

11:25
. . g_ !_
Oma, was signdéd in by I -
Franc :sco Lope N e
Ry O

Home Children Posts Menu



Ol.b Dashboard pt.2

The bottom navigation items expanded.

roday ‘ All Cru.

select to filter x
11:25

@ Omar was signed in by (
Francesco Lopez ; -

@ o ISy 3%

Home Children

Frant :sco Lop

Child profile
Daily info

Daily meals
Statements & invoices
Parents/guardians

Quick Actions
e Create Post

Documents e Casual Bookings
Incidents e Hand over form
Goals e Sign in/out (if applicable)
e Attendances
e Helpdesk (if applicable)
Posts
e Latest posts Menu
e Media gallery e Settings
* Create post/message e Forms

e Curriculum program
e Learning grids

e Parent resources
 Logout



02. Child profile

1. Click on the Children tab.

@ @ 82
00
Home Children Posts Menu

* Daily info & activities
 Daily meals
- Emergency contacts

- Developmental reports
- Medication records
- Medication forms
 Sign CWA

- Booking patterns

Related posts
Attendances
Documents
Incidents
Goals

+

- Sleep & rest updates
* Sun protection updates
- Toilet updates

= @
=@ | & E =2 §
Post: Attendances Documents Incidents Goals
[ |
4 Tuesday, 4 Aug 2026
Attendance

Friday 05/08/2026 (¢07:03 (>16:59

(55 UV Alert: Sun protectic 1 9:10am to 5:00pm

4% UV Index: Predicted to each 11 [Extreme]

Today’s Menu  Fri, 05 Aug 2026

ll Daily Timeline

8:45am

Marley was signed in by miss
Kiara M.




03. Records & Reports

1. Click on the Children tab.

l

@ 2 & B8 W+
Home Children Posts Menu

2. Select child.

3. Click on the three dots at the top right.

12:01 8

e Developmental report
QJ Developmental Summary Re...

e Create medication record

% Create Medication Record ¢ View medication records

° o o
[EA View Medication Records Othlng/non prescrlbed

cream form

G Ongoing/Non Prescribed Cre... ° Up|OCId |mmunisati0n
;‘9\ Upload Immunisation Record Record
e Sign CWA

& Sign CWA

e Update Booking Pattern

a Update Booking Pattern ® Manage PermiSSionS

@ Manage Permissions




04. Quick actions

Click on the “+"” button on the bottom nav.

Q 2 &m 8 W+

Home Children Posts Menu

e Create your own post.
Upload images, videos
and private message
for centre.

« Book casual days or & Create Post

be alerted when

available. 5] Casual Bookings

e Leave handover
information for centre.

B Handover Form

e Let us know if your child 9_ Mark Child Not Attending

won’t be coming in.

{8 Sign my Child(ren) In/Out

« Contactless Sign infout

e View all your Child’s Y= Child(ren) Attendances
previous, upcoming

and absent attendances.




05. Attendances

Click on the “+"” button on the bottom nav.

I

2 & B8 @+

Home Children Posts Menu

e Upcoming attendances
e Attendance history
* Absences

@ Create Post

fE] Casual Bookings

B Handover Form

9_ Mark Child Not Attending

{8 Sign my Child(ren) In/Out

Y= Child(ren) Attendances




06. Change your details

Click on the “Menu” button on the bottom nav.

I

A A~ @I 8% +

Home Children Posts Menu

12:08 N\

Settings

O Manage My Details —_ Update your details
%X%% Reset Password | L Reset pCISSWOI'd
@ Reset PIN e Reset pln

() Development Mode

@ Secondary Timeline Style

Q_! Language BE English ~

@ Security Requireme...

f Set App Icon

O App Information

Privacy Policy EULA Terms  Security Policy




07. Documents & Policies

Click on the top left “Centre Profile” button.

2. Click on “Documents & Policies”

Access fact sheets,
forms and Centre
information.

l‘ : -)‘ ’ Jane Smith Director
) ! - Responsible Person on Duty

protection 9:10am to 5:00pm

1:20 2

@ Centre Information

dicted to reach 11 [Extreme]

> Next Event >
"T Events > Sample event title here
= Apr 18,2026
@ Contact Info B
[@ Lisa Smith vw
! Staff Directory >

. Fri, 20 Mar 2026 v
O Documents & Policies
L\ Helpful Websites >
g Newsletters > Rest Nappy in the
om :
i« View QIP >

Rest Nappy in the
View Roster



08. Sighing the CWA Form

1. Click on the Children tab.

!

R S EREECUSS

Home Children Posts Menu

2. Click on child’s name.

3. 0Once in the child’s profile, click on :
the three dots at the top right. ﬁ

—

12:01 & all ¥ @)

Read through the
CWA sign the
signature box,

D_J Developmental Summary Re... and submit.

[I__E!o Create Medication Record

E View Medication Records

G Ongoing/Non Prescribed Cre...
ﬂ Upload Immunisation Record
& Sign CWA

@ Update Booking Pattern

@ Manage Permissions



09. Sighing the DDR Form

Click on “Latest Invoice”.

2. Click top right arrow.

3. Select “DDR Form”

Dashboard

?, Jane Smith Director

.
h Responsible Persen on Duty

(;5 L Alert: Sun protection $:10am Lo 5:00pm

L5 UM Indes: Pradicted to reach 11 [Extrema]

Latest Invoice MNext Event
@ $1,091.20 Sarmple evant title here
= Mar 16, 2026 = Apr 8, 2026

Activity Today @ Lisa Smith
Today's Menu  Fri, 20 Mar 2028

SF Rermove filter
9:19pm
Lisa had a Rest Mappy in the
Bahies Room
11:55pm

Lisa had a Rest Nappy in the

Make One Off Payment

2 View |nvoice Cheat Sheet

£ Aug 11, 2026
Credit Card

B Update your Payment Details

IE View Statement of Entitlements

4. Fill in form,
sigh & submit.

12:28 & all T

Direct Debii (DDR) Form

Sunnyside [ JR Authority

Select Preferred Method*

Credit Card or Debit Card

Direct Debit from Bank Account

Your Signature*

() Ihaveread the Terms and Conditions
() Ihave read the Privacy Policy

() Bysigning this Direct Debit Request, you

have understood and agreed to the terms and
conditions governing the debit arrangements
set outin this Request and inyour Direct Debit

N equest Service Agreement.




10. Statements & Invoices

Click on “Latest Invoice” from the dashboard.

Dashboard

wigkze

lane Smith Director

Responsible Persen on Duty

.?’
3 <5

é) LW AL L Sun protection $:10am Lo 5:00pm

L5 UV I se Pradicted to reach 11 [Extrema]

@ $1,091.20 Sarmple evant title here

] Latest Invoice > MNext Event >
= Mar 16, 2026

= Apr 18, 2026

Activity Today @ Lisa Smith v

Today's Menu  Fri, 20 Mar 2026 v

SF Rernove filter

9:19pam
= Lisa_ had a Rest Mappy in the
z Bahies Room

11:55pm

Lisa had a Rest Nappy in the

* View transaction history from the
last 30 days or up to 24 months

* Make a one off payments

* Sign DDR form

e Update your payment details

all T

Statements/Invoices

ACCOUNT SUMMARY

Bond 26th Aug, 2020 $500.00

BALANCE  18th Sep, 2026 $988.05

‘D View your Transaction History

LATEST INVOICE

$48.52

Credit Card

B Update your Payment Details

iE View Statement of Entitlements




