
 

WALES STREET SCHOOL AGE CARE (SAC) 
FACTSHEET #1 - NEW FAMILIES 

Getting started with ‘MY FAMILY LOUNGE’ and request/amend bookings 

The step-by-step guide will assist parents wishing to register their child/ren for the waiting list at 
Wales Street SAC. 

Step 1. Register for My Family Lounge 

To register an account, locate the My Family Lounge login screen on the Wales Street Primary 
website. On the right hand side there is the My Family Lounge Portal. 

Press the Register button. 

 

Enter your Given name & Surname. Enter and confirm your email address 

Press Register 

 

 

 You will receive a Complete Registration email. Click on the blue Complete Registration button 

 To complete the registration process create and confirm a password 

 Accept the Terms and Conditions when ready then press Complete Registration 

 You have 7 days to complete registration or it will expire and you will have to commence registration again. 
 

 
 

You have now completed your registration. Click on the Click Here 
option to log into your newly created account using your email 
address & password 

 

 

 
 
 
 
 
 
 

https://qkdoc.secure.force.com/QKDOC/?l=en_US


 
Step 2 - Entering your details 
 
 

 Complete your details by entering your 
relationship to the child, at least 1 phone 
number (leaving gaps) and address details. 

 Tick Yes to create a user account  

 Press Save & Next  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
Step 3 - Add Child Details 

 Enter the child details as prompted 

 If you wish to advise the program of 
something not included in this form, enter 
this in the Additional Information box 

 Press Make Permanent Booking 
 
Option 1:  Request permanent bookings for my 
child/ren 

 

This will take the parent to the normal enrolment 
process where they will request permanent recurring 
days for their child. Once approved by the service the 
parent will accept the Offer presented and will 
complete and submit their child enrolment form to 
confirm the booking. 

Option 2: Making a casual booking  

 

This option will take the Parent to the Parent 
Dashboard where they can immediately complete an 
enrolment form for their child and look to book the child 
in for casual days. 
(Enrolment form MUST be completed and submitted 
first). 

Option 3:  Finish registration without saving 
information which I just entered.  - This option will 
take them to the Parent dashboard however will not 
save the child information. 

 

 

 

 



Step 4 - Add Waitlist details - Bookings 

 You are now viewing your My Family Lounge account 
 

 To add your child to the waiting list go to Recurring Booking Requests and press the white + symbol 
 

 

 Select the centre type  (Before School Care/After School Care and centre name/s (Wales Street Primary) 

 Enter your preferred start date and number of days you wish your child to attend 

 Tick your preferred days 

 Tick any days that do not suit you (this is not mandatory) 

 Enter any comments if required and press Save 

 
 
 The program will be in contact once a position has been made available  

Accepting Offers and completing Enrolment form 

This guide is designed to assist parents who have accepted an offer for placement at the service  

 Accepting an offer 

 You will receive an email when the centre is offering you a place 

 Log onto your My Family Lounge account  

 Press View Offer 
 

 

  
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Accepting/declining an Offer 

 

 

 

 

 

 

 

 
 
 
 
 
 

Once the booking is accepted the parent should submit the enrolment where required, then the booking will be  
confirmed and flow into the computer system within the SAC Administration. 
 

 
 

 
 
 

 
 
 
 
 
 
 
 

N.B. the service will have the ability to edit the OFFER and change days offered whilst the OFFER is still pending. 
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Declining an Offer 
 
 
 
 
 
 
 
 
 

 If you would like to decline this offer but stay on the waitlist, press Decline & Change 

 Complete a new Waitlist application 

 Press Save 

 
 
Accepting the Offer 

 If you would like to accept this offer press Accept 

 A pop-up will be displayed if you have never enrolled your child at this centre.  

 You will be prompted to complete an enrolment form for your child 
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Parent Enrolment Form - 1 page display 

Once the Parent has accepted the Offer, they can now complete the Enrolment form.  To do this they will click on the Finish 
Enrolment button on their Dashboard. 

 

 Select  in the Services to Enrol field at the top of the enrolment form then complete all fields  
(mandatory fields must be completed) 

 Once completed press Save then Submit. An email notification will be sent to confirm the enrolment  
Form has been completed and submitted. 

Due to government legislation the program requires a signed hard copy of  

the enrolment registration to be completed every year.  

Once you have submitted your enrolment form, you must print, sign  

and return  your enrolment form  back to the service 

 

Comprehensive “fact sheets” are available on the website under “SAC” 

 

 

 

Information flowing into your QikKids Database from QK Enrol 

For new parents, account and booking information does not flow into QikKids until the parent has accepted the offer and the Enrolment 

form has been completed.   

 
This will then:  

 Create a new family account 

 Create the Contact and Child information 

 Create a new reoccurring booking for the child on the agreed start date 

 Populate all associated standard Enrolment form information into the family account where applicable  
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Downloading and using the My Family Lounge Mobile Phone App (MFL) 
 

 

Prior to using the app you will need to complete the registration process for your (MFL) account.  
The free app is available for both Android and Apple devices. Simply go to the Google Play or App store and search 'My Family Lounge'. 

 

 

 

 

Logging into your My Family Lounge account 

 Enter your email address and password  

 Press Sign In 

 Select Casual Bookings from the Menu 
 
Note:  
Grey days = unavailable  
Green days = available to book  
Red days = booked out  
 
 
 
Click on the day required  
(if the required day is red, there are no places available – contact 
SAC on 9484 3949 or email oshc.wales.street.ps@edumail.vic.gov.au 
to place your child on the waiting list  
 
Marking your child as absent 

 Click on your child's booked day (blue) 

 Check the details of the day 

 Press Mark Absent 

 A pop-up will display advising the day has been 
successfully marked as absent 

 Press OK 

 The selected day will change from booked (blue) to absent 
(yellow) 

 
 

Bookings for BSC, ASC and Curriculum Day can be made online 24/7 
via the My Family Lounge app or using the link on the SAC page on website. and must be made through the “booking calendar” on  My 
Family Lounge App on the day care is required or up to six weeks in advance on the MFL APP or MFL web portal. 

If it is not feasible to advice of any bookings or absences through My Family Lounge then families will need to contact the SAC direct by 
leaving a message on the voicemail, coming into the service, leaving a message on “message book” and notifying an educator or email 
oshc.wales.street.ps.@edumail.vic.gov.au  

Casual bookings & cancellations can be made via the APP or from the website portal via a PC 

 

How do parents advise the centre that they wish to change their child's days?  
 Ensure you are in the Enrolment Management screen 

 Scroll down to the Existing Recurring Bookings section (click on the most recent booking) 

 Press Edit 

 
 Ensure your centre is selected 

 Choose the preferred start date of the change 

 Select the number of days  

 Advise if you will accept less days 

 Tick the new days for the new booking 

 Tick any days that do not suit your family  

 Enter comments if required 

 Press Save  
 

 

mailto:oshc.wales.street.ps@edumail.vic.gov.au
mailto:oshc.wales.street.ps.@edumail.vic.gov.au
https://play.google.com/store/apps/details?id=au.com.qkenhanced.myfamilylounge&hl=en
http://https/itunes.apple.com/au/app/my-family-lounge/id933685806

