
 
 
 

 
 
 

Harmony for Educators 

Welcome to Harmony for Educators.  

Harmony for Educators offers you a software fully integrated between Service and Educator. 

This allows you benefits such as instant access to CCMS enrolment updates and electronic 

timesheet submission. 

This document will guide you through accessing data, processing timesheets and creating 

fee estimates. 

 

Getting Started 

Home Page 

The home screen will provide you with a Dashboard: 

 

All families assigned to you will display on this page, along with their CCMS enrolment data 

and booked days. 

The CCB%, CCB Elig. Hours and YTD Absences columns display live enrolment data. An 

overnight query runs on the enrolment data each night. Any changes queried will be 

displayed in your dashboard. Changes will be highlighted in red. 

 

 



 
 
 

 
 
 

My Profile 

This will allow you to update your password.  

Click the ‘Settings’ cog and select ‘My Profile’. 

Enter your old password. Enter your new password and confirm it. 

 

Click the ‘Save’ button. A message will appear to let you know the password has been 

successfully updated. 

You may also upload your photo in the ‘My Profile’ window. Click the ‘Change’ button: 

 

The following window will appear: 



 
 
 

 
 
 

 

Click ‘Select Image’ and select an image to upload. Click ‘Finish’. 

 

Parents and Children 

You now have access to the Parent and Child records that your service has created. This 

allows you to view live CCMS enrolment data and bookings. As the records belong to the 

service, you will only be able to view and not edit the data. 

Parents/Guardians 

Click ‘Child Care’ and select ‘Parents/Guardians’: 

 

The Parents/Guardians window will load. All active parents will display: 

 



 
 
 

 
 
 

Click ‘View’ to view a record: 

 

The record will open for you to view. 

 

Viewing Inactive Parents 

Click the search dropdown menu and select ‘Inactive’. 

 

Click the ‘Search’ button. Any inactive (archived) parents/guardians will display. 

 

Children 

Click ‘Child Care’ and select ‘Children’.

 



 
 
 

 
 
 

The Children window will load. All active children will display: 

 

Click ‘View’ to view a record: 

 

The record will open for you to view. 

 

Viewing Inactive Children 

Click the search dropdown menu and select ‘Inactive’: 

 

 



 
 
 

 
 
 

 

Click the ‘Search’ button. Any inactive (archived) children will display. 

 

Fee Schedule 

You may view your fee schedule direct from your service. 

Click ‘Child Care’ and select ‘Fee Schedules’: 

 

The following window will appear: 



 
 
 

 
 
 

 

Click the ‘View’ button. Your fee schedule details will appear: 

 

Navigate through the tabs to view different fee types. 

 

Viewing expired fee schedules 

Click the search dropdown menu and select ‘Expired’: 



 
 
 

 
 
 

 

Fee schedules that have been end dated will display here. 

 

 


