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Introduction

About Xap

Your centre is now part of the Xap family! Xap is an all-in-one childcare management
software used by childcare centres across Australia.

The Xap guardian portal is a self-service tool that has quickly become our most popular
feature and is the most commonly used application in the childcare industry.

You can view real-time updates about your child using Xap Smile mobile app or through
the Xap guardian web portal.

Photos

Watch your child’s day unfold with shapshots delivered to Xap Smile mobile app or

Xap guardian web portal.

Stay Connected

Stay in touch with educators and strengthen your child’s learning with activities at

home.

Manage Your Family Information

Easily manage your family information through Xap Smile mobile app. Keep your child’s

information updated and add emergency contacts or nominees to pick up your child

from the centre.
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Statements and Invoices

Your Child's Community

on the Xap Smile App.

Login Credentials

01
Invitation

Before you can
use Xap, your
centre will need
toinvite you on
your nominated

email address.
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Setup

An automated
email will be sent
to your inbox with
instructions on
how to set up
your account and

password.

03

Login

Once your
accountis set up,
you will be able to
login to the Xap
guardian web
portal or Xap
Smile app.

click here

XAP SMILE - PARENT WELCOME PACK

View your statements and invoices from Xap Smile App or Xap guardian web portal.

Invite grandparents, nannies, and friends — with control over what they can do and see

04
Reset

If you forget your
password, you
will be able to
reset it here.

click here


https://id.xap.rocks/Account/Login
https://id.xap.rocks/User/ForgotPassword

Getting Started

Creating an Account

Step 1: Setting Up Your Account

When you are first invited to join Xap, you will receive an email to activate your account using a link to set a
password in order to access your Xap account. (Check the spam folder if you cannot see the email

invitation in your inbox and if the email you have provided to the centre is correct.).

View in Browser

Activate Your Xap Account

Hello Tom Anderson,
Your account is created in Xap. Welcome!
The Young Care 51 Kilda uses the Xap system to keep you and your family

updated with daily activities and leaming of your child. We can't wait lo show you
what we've got.
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Step 2: Create Your Password

Once you click on the link to set up your password, you will be taken to the Create Password screen. Once

you have confirmed the password, click on ‘Activate your account’.

Create Password

Password

¥

Confirm Password

¥

Activate your account

€ 2020 Xap Technologies Pty Ltd, All rights reserved.

Terms and Conditions | Privacy Palicy

Step 3: Login to Your Account

You can login on Xap guardian web portal on https://id.xap.rocks/ or through the Xap Smile App.
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How to Download App

Xap Smile App on App Store/Google Play

Step 1: Login to iOS App Store or Google Play Store

Go to iOS App Store or Google Play store. Ensure you are logged into a Google/ Apple account to
download Xap Smile App.

Step 2: Search and Download

In the search bar type in “Xap Smile’ and download.

R (- o 4]

App Store Preview Xap Smile - For Guardians

Xap Technologies Pty Ltd  Education
3

Xap Smile - For 3
Guardians =

Xap Technologies Py Lid

Free

2 = .
| Wiew In App Store A

[ Add to wishtis

READ MORE

Step 3: Login

To login for the first time, use the credentials you set up when activating your Xap account.
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How to Login via Web/App

If you would like to login to our web portal, follow the steps below:

o Go to www.xap.net.au

Click on Login

Enter Your Email Address

Enter Password & Click on Login

Once you have logged in, navigate to the left-hand bar
menu and click on Manage Family.
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How to Set up Direct Debit

Get ahead of your childcare bills by using the direct debit payment feature in Xap!

Xap allows you two ways to set up your direct debit profile. Just decide which one works best for you. We
offer the debit from credit card or bank account. If you need more information about the direct debit,

please contact your centre administrator or OSCH coordinator.

Step 1: Login to the Guardian Portal or Xap Smile App.

Go to www.xap.net.au. In the top-right hand corner, click on Login. Fill in your sign in credentials and click

on Login.
s TN,
\
o0)
Welcome
Ermiail
Password
£
Remember me
Forgot Password Create an Account
£ 2020 Xap Technologies Pty Ltd. All rights reserved.
Terms and Conditions | Privacy Policy
e J
B3 b4

If you are still unsure on how to login to the guardian web portal, Click here to watch the video.
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Step 2: Click on Manage Family

In order to set up the direct debit, you must first go to the family summary page. Once you are inside the

family summary page, you will be able to locate the payment account section.

To view the family summary page, from the left navigation click on Family icon. From the mobile device,

click on bottom right corner navigation symbol and then click on Family tab.
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Step 3: Click on Edit Payment Account

On the Xap guardian web portal, click on the three dots menu that is on the right-hand side of the payment

account holder’s name.

In Xap Smile, click on Direct Debit Setup.

e Family Summary

Summary

Payments &

Guardian(s}

@ Tam Anderson

Acsionis] Reuined

E] Declaration
Arwdisin Tom

a Immunisation Detail
sz

. Immunisation Detail
L BT

L] Health And Diet Information

Paz

c | Emergency Contact
Mz

‘:_ Ermergency Contact

s

e Direct Debit Setup
Tom Anderson

Billing

= a

If you need more help on how to set up the direct debit, Click here to watch the video.
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T Approve:
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Boakings
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tomg@el mailer riet
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Tom Andersen
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Jares Anderson

oo
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Shaw Archived Medical Conditions

Olivia Andersen

Ariaphylaxls

Ep<PeniaAnapen Exp. Date
20 Nov 2020

Show Archived
o=t ]

Payment Account(s)

Tom Anderson

Arnoant in Cradit [$)
545,00 (CR)
Showr Archivasd

Click here to set up

the direct debit profile.

Card NumBer

ENRRRARV Y ARDNT

Transaction STart ars
15 Aug 2020

Baypnent Tums
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Expiry Date: 29 How 2020

i The Young Care S Kikds ¥

Shaws Archbsd.,

Payment Method

Direct Debit - Card

Expiry Datefmmiiy)
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https://xap.fleeq.io/l/7j4hqqdzg5-ut5n9xkp0a

Step 4: Set Up Your Credit Card or Bank Account

Fill-out the fields. Once complete, please click on Save and you will see a success message: “Your Direct

Debit Payment is set up successfully’.

Please complete the

|
| Dokt Froen

| Credit/Desit Card direct debit information

CREDITOEBIT SARD DETAILS

ELTIRY DATE

Edit - Payment Account

Payrment Details

Payment Method *
Direct Debit

Debit From =

Card Holder Narme =

Card Number *

Cancel

Bank

Expiry Date* CWW*

Transaction Star: Dits

15 Aug 2020

Pavrest Tope

Gap Fees

If you need more help on how to set up the direct debit, Click here to watch the video.
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How to Manage Your Family Information

From the Xap guardian web portal and Xap Smile app, you will be able to manage your family details
including adding/editing a guardian, child, or emergency contact information. As soon as you login to the

portal or app, please go through the manage family module and review all the information.

If you need to update any details, please follow the steps below:

Step 1: Add New Guardian to Your Family

Once logged in to the web portal, click on Manage Family from the left-hand menu bar. Click on the green

plus sign in the guardian section to add a hew guardian.

On the mobile app, click on the green plus sign on the right-hand side of the guardian section to add a new

guardian.

o =
(@) Home © Family Summarny h.' The Young Care St Kilda - w
(Ta) Summary  Payments & Billing  Bookings Olivia Anderson James Anderson
Guardian(s) Show Archlved n Medical Conditions
= | Tom Andersan 0423 232323 =
4 tom@ofmallsrnet "‘ E‘
5 T4 Anaphydakis
0423232 323 + 3
e mishi@af mailer net o
' | EpRanianapen Exp Dare
{ James Anderson . 20 Nov 2020
- i et Click here to Add new
MW ey i
_ cace, 5 TWThME e wemszaves s gyardian to your family
| @ Maagan Andarsan
@ O Waitsst @ Risk Mnnagement/)
e, oMW i Expiry Date: 70 Wow 2020
| Jerry Tom
@ 0 Waiist | B ik Payment Account(s) Shaw Archived
| Tom Anderson
| Guardianis) * | B anvanie
. Tam Andarson | Brmount in Credt (%)
! BB Father 845,00 [CR)
show arcrived B
Mehr Anderson
12 mincher -
D423 232323 + . o 3
dians@ofmiaiier net {4 a Billing Details
| Hemineats) - Bllisd pi A Mt e
| 0423 232 323 . e A Bl
rd;tr?:v Ar:d:rsan rostaE AR A o Tom Anderson Direct Debit - Card
srd Mimber ity Diarelrmmivy)
Diana Grover i 1
Sl e CWA Agreement 41111 10000001111 12/23
OOk g s TR Dlivia Anderson (CBC/ES Tranzaction Stark Dats
[ " | - pornes GuandEnCos Ol 15 Aug 2020
| Beeshataniony Tom Anderson
fof., g
= Q =
\ |
N - J
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Step 2: Edit Guardian Information

To edit the guardian information, click on the three dots that are on the right hand side of the guardian’s

name. Click on Edit from the drop-down menu. An edit panel will appear in the right side of your screen.

You can update the guardian information in the edit panel including setting up the KIOSK code to sign the

children in an out.

Guardian Web Portal: Click on the three dots that are on the right-hand side of the guardian’s name and

select Edit from the drop-down menu.

Xap Smile app: Click on the name of the guardian to edit the information.

‘xzu

Family Summary

Summary

Payments & Billing

Boakings

Qlivia Anderson  James Anderson

Guardian(s) Shaw Archived Medleal Conditions

Olivia Anderson

The Young Care 51 Kikda

0423232 323 + 3
lcm@o{-naﬂel.r\el L E‘
0423 232 323 ¢ AR
mehribafmaller net
James Anderson Dar
2y 3
AT Show Archived
Ayl g E T Blar
Meagan Andersan CBC, 5 TWTHMF e ST
& i WanEa
o= Bish diellilr 2
CBC, ZMw (@ actve ir Expiry Date; 20 Ko 4 . )
Jerry Tam Click here to edit the
& O WaitEsL .
15 oo i e Payment Account - guardian
—— + Tom Anderson
Tom anderson Bon
& Q0 Farher ATRANT T Coedir (5]
645.00 [CR)
Mehr Anderson Shone Archivad
L Mather
0422232 323 P— . )
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Diana Grover Card Rumber Expiry
ok view Al CWA Agreement 411111X000K1111 12423
Pof g @iivia Anderson {08 Transacten Start Cate Jetion =
Declaration Fending Bprove Guardian/CCS: Clsimant 15 Aug 2020
Torn Anderson Pending
a — ol e a =S,
= [a =
L

If you are still unsure on how to add/edit guardian, child or emergency contacts to your family,

Click here to watch the video.
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Step 3: Edit Your Child Information

The National Law and National Regulations require that an approved provider of a centre-based service

("fapproved provider’) must keep an enrolment record for each child enrolled at an education and care

service. The enrolment record must contain details relating to the child, authorisations given by parents

(or other specified persons) court orders and related legal documents (regulations 160-162).

To ensure the safety, health and wellbeing of your children attending a childcare service, the

enrolment record is required to contain accurate and complete information. Please take some time to

review your child’s information and update it if required.

To edit a child’s information, please follow the steps below:

On the web portal, click on the three dots that are on the right hand side of the child’s name. Click on Edit

from the drop- down menu. A panel will appear on the right side of your screen. Make the necessary

changes and click on Save.

On the Xap Smile app, click on the child’s name to edit the information.
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Step 4: Add Emergency Contact/Nominee

The guardian must provide the centre with the names, contact numbers and addresses of at least two

responsible persons who can collect their child(ren) in case of an emergency or illness. When contacted by

the service, the parent or a nominee must personally go to collect the as soon as possible.

To nominate an emergency contact for your children, please follow the steps below:

Web portal: After logging in, click on Manage Family from the left hand menu bar. In the Family Summary

page, click on the green plus sign in the nominee(s) section to add a new emergency contact.

Xap Smile: Once you have logged in to the the mobile app, click on the list icon at the bottom right hand

side of the screen. Select Family from the menu. Click on the green plusicon in the nominee(s) section to

add a new emergency contact.

@ Home  Family Surmmary
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If you are still unsure on how to add/edit guardian, child or emergency contacts to your family,
Click here to watch the video.
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Step 5: Add a Child to Your Waitlist

You can add a child to the service’s waitlist program through the Xap web guardian portal. To add a child

to the wait, please follow the steps below:

Web portal: Once you have logged in to the Waiting List from the left hand menu bar.

The Veung Care St Kilda | ¥
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If you are still unsure on how to add a child to our wait list, Click here to watch the video.
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How to Set up Kiosk Code?

To Sign in and Sign out children from the service, you will need to set up the KIOSK code for all people who
are authorised to pick up and drop off children from the centre/service. We use Xap Kiosk which requires

your mobile number and four-digit Kiosk code to sign in and sign out children from your service.

To set up a Kiosk code, please follow the steps below.

Step 1: Click on Edit Guardian/Nominee

Guardian Web Portal: Click on the three dots that are on the right-hand side of the guardian’s/nominee’s

hame and select Edit from the drop-down menu.

Xap Smile app: Click on the name of the guardian/nominee to edit the information.

‘i_'i The Young Care 5t Kilds ¥
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Step 2: Click Edit and Enter the Kiosk Code
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How to View Statement and Invoices

Step 1: Access Statements and Invoices

Xap Smile: Once you have logged in to your mobile app, click on the Invoices and Statements menu.

By default, your statement will reflect your payments and billing for the past 60 days. You have the option
to change the time period for statements by using the filter options available. You will be able to see your
opening balance at the start of the date range, the fees incurred during this period, estimated subsidy and

the total amount due in the end.

A5 Thevoung care stxiida v

. Click On Manage ﬁ
(____._._.—-—-—-—""

Family Photos & Videos —=
Thu, 05 Aug, D9:4& PM { B
Emma, Adam and Finn are enthusiastic about experimenting and intrigued by their ability to
create and change something: We can explore the learning process of experimentation, tr T
error, cause and effect more deeply with them by intraducing .. |
w More,, = |
[ e

I= Timeline

28 Farmily
& Bookings
5 Invoices & Statements

A notifications

- Switch Centre
The Yourg Care 5t KA

&) Legout
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Step 2: Payments and Billings on the Xap Guardian Web Portal

When you click on the Payments and Billing tab, you will be presented with three options:

= Statement: A statement contains the running balance of your children’s account at the childcare

service. You can download/email the statement as well as filter it.

= Invoices: Invoices are snapshots of your charges for a particular period. It will outline the charges that

were added to your account at any given pointin time.

= Bond: If your childcare service charges a bond, you will be able to manage the bond payments via t

Bond section in your Payments and Billing module.

On your Xap Smile app, you can click on the menu and then click on Invoices & Statement tab. Once

he

clicked, you will be able to see invoices. If you need to view statement, click on the statement option on top

of your screen.

. o
Hoema © Paymants & Billing 3 The Young Care St Kikds W
summary | Payments & Billing | Beokings Olivia Anderson  James Anderson
Fayrnent Account (x1) " $645.00 £645.00 $0.00 s 40,00 £0.00 At £0.00
Tom Andersan 6 g * m ¥ D b ” E s if-]
Staterments  invoices  Bon Payment Account(s)
Tam Anderson
06/08/2020 Click on Payments & - zoz0 Q 3 Billing Details 9
Billing . . . ol =
Date o Description CCElACCE($)  Debitisl  Credit(s)  Bal(§) Tare Andaiesn :
Opening Balance 80000 - 200.00 Invoices
1 Birg, e ared chnenl ur invcoces of 4
G11111XX00O(1111 R BN S
Weekending 02 Aug 2020
==
Ollvia Andersen - Thu - Full Day 15 Aug 2020 e
96 4ug 2020 (06:30AM-06:30PM) - Babies 12 o000 - 10000 - 300.00 25
A (0-12 Manths) - EBOOGOEE1TS Braiene Ty P |
Tillvia And Fri - Full D Gap Fres |
i Ivia Andersen - Fri - Full Day o
f’“’_\fy“-‘l 2020 ag30AM-06:30PM) - Babies 12 o000 - 0000 - 1000.00 e
> (0-12 Manths) - EROOCDBELTS o
Entitlement i
Weskending 16 Aug 2020 |
. Olivia Anderson - Men - Full Day Entitlement as af + Hueiia e
104U 2020 06:304M-06:30PM) - Babies 12 10000 - 10000 - 1100.00 02/09/2020 TN =
o [0-12 Months) - EBOOGOBELTS e T, 25 Aug 2020 2
o 3 |
Olivin Andersan.- Wed - Pull Day Olivia Anderson ES000DE617S T Ty
= nder ‘
128092020 {06:304M.06:30PM) - Babies 12 10000 - 10000 - 1200.00 M e
: (0-12 Manths) - EBO0COEE175 ooy s -~
Sariice CAN Ehre o, 19 Wi 2070 &
% 0 Olivia Andersgn - Thu - Full Day
134032020 (96:30AM-06:30PM) - Babies 12 10000 - 0000 - 1400.00
\x
N\ =)
If you need more help on understanding Statement and Invoices, Click here to watch the video.
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Step 3: Download or Email a Statement

If you need to email or download a statement, you can do this via the Xap Smile app or Xap guardian

portal. Please follow the steps below:

On guardian web portal, from the statement screen, click on download icon to download the statement.

On Xap Smile app, from the statement screen, click on the download icon on top right corner of the screen

to download the statement.

Payments & Billing

g Case St Kilda %
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~

$645.00 cr

Mon, O3 Aug 2030

Dlivia Andersan

$100.00
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Tuw, % Aug 2030
livia Andersan 000

Eabues {012 Months)-Full Day (..
Wied, 05 Aug 2020

Dlivia Andersar
Bibéar {097 Manthe)-Full ey (2.

F100.00
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12 10000
12 10000
1z iooon
1z iooon
12 100,00
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Tom Andersen
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mt Bitled Ta Payrnent ssthod
RIS CEmeditisl] et Tom Anderson Direct Debit - Card
809.00 800.00 ) i
Aty gy L
Click here to
A Enid
1540 Download
100,00 500,00
Gap Fees
100,00 1000.00
Entitlement
Entitiement as of *
100.00 110000 02/03(2020 Q ~)
Glivia Anderson EB0000BE17S
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Servica CRN Entitlarment 26 of
109.00 130009 ©
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How to Request Casual Bookings

You can request for casual bookings via the Xap guardian web portal or Xap Smile. This step can only be
performed if your service has enabled this feature. If you do not see the green plus icon on your screen, it
means that this feature has not been enabled by your service and you would need to call them to make the

casual booking. To make a casual booking, please follow the steps below:

Step 1: Login to the Web Portal

Once logged in to the guardian web portal, click on family tab and then click on bookings tab as indicated

on the screenshot below. Click on green plusicon to request a casual booking.

On Xap Smile app, click on bookings menu and then click on green plusicon to request a casual booking.

Hame © Bookings E'] The ¥oung Care 5t Kikda ¥

Bookings

Ofivia Anderson James Anderson

Summary Payments & Billing

O3/09/200

@™o =X 0

Child « Payment Account Room - Sesslon » Fee [$] = Disc (§] « . 5ub ($) Type « Status »
ﬁ.._-:- o AR i g Bapissn,_PUIDIY (0630 10500 g0 p—_— _ @ i
| L Click on Bookings tab from . =
| wed, 02 500 2020 20A- 19500 ©.00 0.00 RW @) ererd
[ . e
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i d i : L OAi 10500 000 0.00 AW o
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Click on green plus icon
Torn Anderson Babies [D.. 105.00 .00 0.01 .
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ik Tam Anderson Babies 0. 105.00 0.00 0.00
Ly
James Ander..  yarm Anderson Bloomers..  Ful Day [0B30A. 10500 000 0.00 aw @
Olivia Anders..  1om Anderson Babies (0. 10500 000 0.00 BW &) s
S
O'fl_a Andere.  1om Anderson Babies (0. 10500 0.00 0.00 BW &) spprad
Olivia Andlers-.  Tam andersen sabies (0. Y _'(Df‘\' 5:3?"_‘" 10500 0.00 0.00 B &k
Ty 7 0630 A 0 o
lames Andar Enll Piahe IO B4

If you are still unsure on how to request casual booking, Click here to watch the video.
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Your Information on the previous

KidsXap Platform

As a result of the software upgrade, not all your information from KidsXap will be
migrated to the new Xap platform.

If you need to access your previous information including any incident records, previous
medication requests and old financial statements etc can still be accessed from the
previous system. Your login details to the previous system will still be the same.

We would also like to assure you that your information is secure, is monitored and will be
disposed securely when the platform is taken offline. You will be notified in advance

when that happens.

We thank you for using Xap and we hope that you enjoy the experience you get on the
new platform.
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