REGISTER PAGES

You can print register pages from two places in the SuperFox Booking Centre.

(These examples user the Quick Bookings tutorial data.)

From The Booking Centre Register Tab

You can print register pages from the register tab, or the calendar tab in the Booking Centre, lets see how.

Go > Home > Family Accounts > Booking Centre > go to the Register tab >

Register |1-|m.,=_5heet | Calendar | Timeling | Undo Quick Bookingl ~ Choose a day with some bookings...

6 November 2012
Choose A Date
Tuesday 06 Movember 2012 B~ Now find and click the Print Register button.

Print Register

From The Booking Centre Calendar Tab

With the calendar open simply use the right mouse button to click on the day of interest. small menu will pop up as
shown below. Choose ‘Print register for this day’.

Go > Home > Family Accounts > Booking Centre > go to the Calendar tab, Children or Service view >

| Register I Timesheet | Calendar | Timeline | IUndo Quick Bookings | Cancellation Credits I Test Manager

| Chidren -

[ Toggle Workflow ] [ Toggle Sidebar ]
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Print Register for this day % -
2 3| 4 Print Calendar 18
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Register Options

Whichever Booking Centre location you use to print the register the Register Options pop-up will now appear. This
gives you a wide choice of styles and filters to apply to your register page.

Register Cptions @

Enter the date for the report: - —
. . Show Child A
You can optionally include o nie Ages
children's ages on the @ Dally 06 November 2012 B [¥] show Age Band Colour Bars
printed register pages 1
") Between 06 November 2012 and 06 Movember 2012
) Report Type
You can optionally colour )
. @) Register
code the register pages to ] ) . .
N R | ") Detailed bookings Sundry Items Only (e.g. Lunch)
indicate the children's age
bands ") Blank register page 2
) Weekly register Midday: 12:00

Indude weekends

Under 2 Blue

e 2Years Old Yellow Filter
@) All Children

e 3-7Years Purple -
) By Grouping | J

e 8+ Years Green 5
1 By Class | J

[ Session type | Breakfast Club
[[lagerange  From: |0 To: | 5 Years

[T]Time of &y From: 07:00 > To: 12:00

Select the sort order

@ Sort by name

~) Sort by session 4

) Sort by start time

[~ order children By First Mame (un-check for Last Name Qrder)

[ 0K ] ’ Cancel ] ’ Help
The main register options are: - .
1 The Date section allows you to print the register for a single day or the registers for a range of days.
2 You can choose different styles of register.
3. You can filter the children to be included to match the group or class that you will be supervising.
4 You can choose the register sort order to suit your own setting.

* IMPORTANT *
Registers can be produced for normal attendances, and also for sundry items like lunches.
e If a booked service has a duration it will appear on a normal register.

e If a booked service has no duration it will appear on sundry item registers

Click the "OK" button to see the register.
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Register Types

Register
Report Type
. . (@ Register
The default register type that we have just () Detailed bookings Sundry Items Only (e.q. Lunch)

r is an arrival an re register. _
produced is an arrival and departure registe © Hark register page

Weekly register Midday: 12:00
This joins up the children's bookings to show
their start and end times.

Indude weekends

ol
A%

Kidzpace

Tuesday, 06-Now-2012

Printed an: 18 Jul2312

Fage T of 1
STAFF e e e e e e e e e e
Child Start  aActuz) Signature End Actual Signature
Beefle, Ralph {6m ) 09:00 15:00
Cod, Diama (Zm} 09:00 15:00
Caod, Hannan (4) 09:00 15:00

The register uses:

e The children's names, optional age and optional age band colour square.
(Blue = Under 2's, Yellow = 2 year olds, Purple = 3-7 year olds, Green = 8+ years old.)

e Their expected arrival and departure times.
e  Spaces to record actual arrival and departure times.
e Spaces to record an adult's signature if they are dropping off or picking up.

e Space to record the staff present.

If the child has a nickname set up in their details this will be shown on the register, e.g. 'Anteater, Anita ~ Annie'.
(Nicknames are agreed with parents and are used to distinguish between children with similar names.)

Detailed Bookings

The Detailed Bookings register type has similar content. There is one row per booking, so a child may have more
than row for a single attendance. (E.g. free entitiement + nursery afternoon.)

Child Session Start End
Beefle, Ralph (6m} Mursery Day a9:00 15:00 _
Cad, Diana (2m} Mursery Day a9:00 15:00 _
Cad, Hannah (4} Free EntRlem ent a9:00 15:00 _
Cougar, Cralg {2} Mursery Aftemaoon 12:00 15200
Chhgo. Benlam i (2m} Mursery D3y 09:00 15:00 :

There is a single column at the end of the row - for ticking if you needed.
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Detailed Bookings - Sundry Items Option

. Report T
If you select the Sundry ltems Only option m _Ype
you can produce a register that only () Regster
includes services without a duration. 8 Detailed bookings Sundry Ttems Only (e.g. Lunch)
(7 Blank register page

- . . . Weekly register Midday: 12:00
This is well suited to showing children who e —= .
will be having lunch or tea. Include weekends

Sundry Items {/

Kidspace

Tuesday, 06-Nov-2012

Frinted on: 16 Jul 2072

Page 1 of 1

= I
Child ltem Time
Cod, Hannah {4) Late Lunch 12:30
Hammerhead, Ficna {4) Late Lunch 12:30
Kingfis her, Consuela (3) Late Lunch 12:30

The sundry items only option is also available for the weekly register to see lunches (etc) for the week ahead.

Blank Register Pages

These are blank arrival and departure register pages with spaces to record children's names, start and end times
and signatures from adults who drop off or pick up.

Register

Kidzpace

Date:

Child Start 5 lgnature nd S ignature
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Weekly Register Pages

SuperFox includes a simple Weekly Register that shows if children are attending in the morning and afternoon.

You can set a time for Midday to suit he time that mornings end and afternoons start in your setting. You can also
choose whether to include weekend days in the register.

The Weekly Register does not include the children's ages, but you can use the Sundry Items option to produce a
weekly register of lunches. etc.

Kidspace

Week Starting

Kidspace

Week Starting:

Meonday, 5 MNovember, 2012

Child
Barracuda, Jaguell Frintad an: 18 Jul2a72
Beelle, Ralph Fage 1of3
Cod, Diana
MoN TUE WHED THU FRi TOTALS
Child AP A P AP AF A P am pm all
ARt Adam 1 1 4 1
Ant, Peter 1 1 4 1
Anteater, AnEa ~ Annle 1 1 @ i
The last page of the Weekly Register has two summary tables showing the attendances by age and the
attendances by age band. (Under 2's, 2 year olds, 3 - 7 year olds, children aged 8+.)
Children Attending by Age
MON TUE WED THU FRI TOTALS
AGE
am pm am pm am pm am pm| am pm am pm all
0 3 2 i3 3 5 2 4 1 i 13 15 28
1 5 3 + 2 - i
= = Children Attending by Age Range
2 a3 1 &
3 5 14 : T MoN TUE WED THU FRI TOTALS
AGES
4 5 a 8 3 am pm am  pm am  pm am pm|( am pm| am pm all
5 a a g o Under 2 8 5 - 5 i 5 = e 4 3314 &3
[ o a a a 2 a = 1 4 3 1 3 1 Z 2 e ERER
7 0 a g a 3o T 10 10| 10 1g 16 11 14 3| =@ 8| =59 48 107
8+ 0 a g a B+ g a a o 7 a 7 al a al 14 g 14
All 18 18| 13 13 32 z2a| 3o 18| 18 12| 115 &7 202




Register Filters

You can filter the register pages so that the children shown exactly match the children you are supervising.

This can be: Filter
(71 All Children
All of the children _
‘ ) By Grouping | -
e A specific classroom _ ,
@ By Class I Under 2's j
e An activity group
e A morning session
[/]Use Classes as defined on:  Tue, 06 November 2012 E~-
...and so on.
Session type [Nurser? Morning "]
[Clagerange  From: ||:| | To: | 5 | Years

[V] Time of day  From: 08:00 |[5] To: 1200 [%]

If you choose the 'Time of day" filter the register will include children who are present during the selected time. The
register pages will show the actual start and end times, which will not be truncated to match the selected times.

The filters that you have chosen will be displayed at the top of the register pages that are produced so there is no
confusion about which children are included.

Register

Kidspace
Under2's

Tuesday, 06-Now-2012

[{:Iaaa mempbers for: 36 NMovember 2012 ]

Sessions: Numery Maming Frintagdan: 16 Jul 2012
Bookings spanning times: 0800 fn-  12:00 Fage 1 of 1
STAFF e
Child Stat  Actuzl Skgnature End Actual Signature
Doom ouse, Jemy (Sm) 02:00 12:00
Femel, FI(13m} Q9:00 12:00
Register Sort Order

Remember that you can choose how the children's names are displayed on the register, beginning with their first
name or their last name. ( 'Ant, Adam' or 'Adam Ant')

You can also choose whether to order the register by the child's name, booked session name or their start time. The
exact sorting options available depend on the filters that are selected.
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