
How to Update Organisation Details in Child Care Finder 

in the Provider Entry Point (PEP)

Service in Context

1
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Contact 

Details

Click on the 

below to view 

relevant 

sections

Hours of 

Operation

Fees and 

Inclusions

Vacancies 

Offered
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Accessing Child Care Finder
HOME 



HOME 

Accessing Child Care Finder
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Contact Details HOME 
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Updating Contact Details
Important

• If you do not have a web address leave the Service URL section blank

• You must NOT enter NIL

Update 

relevant field/s 

with new 

contact details

Select ‘Submit’

A receipt will be generated upon submission.

HOME 

At least 

one phone 

number 

must be 

provided. 

0000 0000

0000 000 000
0000 000 000

02 0000 0000
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Hours of Operation HOME 
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HOME 

Update 

relevant field/s 

with new hours 

of operation. 

Leave fields 

blank if not 

open on these 

days.

Select ‘Submit’

A receipt will be generated upon submission.

Updating Hours of Operation

The type of service you provide, will appear here. 
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HOME Fees and Inclusions
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HOME 

A receipt will be generated upon submission.

If ‘Website 

Information’ is 

selected, enter 

your website 

url and the 

date the fee 

and inclusion 

details will 

change.  

Select ‘Submit’

Updating Fees and Inclusions
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HOME Updating Fees and Inclusions

If ‘Fee and 

Inclusion 

Details’ is 

selected, enter 

the date the fee 

and inclusion 

details will 

change.  

Follow the instructions, 

tick the relevant options 

provided, and complete 

the ‘Usual Fee’ field.  

A receipt will be generated upon submission.

Select ‘Submit’
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HOME Vacancies Offered
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HOME Updating Vacancies Offered

Select the date using the calendar icon. You 

can update the current week or next week only.

Select either ‘Yes’ or 

‘No’ for each day in the 

week to indicate if you 

have a vacancy for that 

date.  

Select ‘Advanced’ 

if you want to 

provide additional 

details for 

vacancies you 

have on that date.
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HOME Vacancies Offered

If you selected 

‘Advanced’ for a date, 

tick the vacancies you 

have for the relevant 

age groups.    

Once you have completed your 

vacancies, select ‘Submit’ to continue.

A receipt will be generated upon 

submission.


