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• daily
information

• invoices
• reports
• records
• forms
• documents

• home page

• calendar • notifications

• settings
• change details
• change password

• create post
• casual bookings
• handover form
• mark child not attending

• filter your posts
• by room
• by popularity

Home Page 01
Once you have logged in you will automatically be on the home page.
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from home page

Sign your child’s
Incident Reports

Record medication that
needs to be given to
your child

View All Posts

Developmental Summary Report

View Incident Reports

Child’s Goals

View Documents

Create Medication Record

View Medication Records

Attendance History

Upload Immunisation Record

Sign CWA Sign CWA Form

Records & Reports
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Medical records, attendance history and CWA form
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Book casual days or be
alerted when available.

Leave handover
information for centre.

Let us know if your child
won’t be coming in.

Contactless Sign in/out

Create Your Own Post
You can also book a casual day, fill in handover information and let 
your centre know if your child is not attending
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Create your own post. 
Upload images, videos and
private message for centre.
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from home page
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Change Your Details
Reset your pin, password and update your details here

Documents & Policies
Access fact sheets, forms and Centre information

1

Update your details

Reset Password

Reset Pin

Scroll to the bottom
under ‘Centre’.

2023

© 2016 -2022 OWNA | www.owna.com.au



05

fro
m

 ho
me page

Sign the Complying Written 
Arrangement (CWA) Form 
(Please check with your Centre if this feature is available)

Read, scroll through the CWA 

and sign the signature box.

Select “Sign CWA”
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2022
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Sign Direct Debit Request (DDR) Form
(Please check with your Centre if this feature is available)

Click DDR form button

Fill in the form,
sign and submit.
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Select your preferred
method of payment
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Statements & Invoices
(Please check with your Centre if this feature is available)

2

1

Print your statements 
and invoices whenever
you see this icon.

View your statements
from the last 30 days
or up to 24 months.

Scroll to the bottom 
to make a one off payment.
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