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In this instruction:

1. Booking calendar for guardians

Booking attendance times for your child
Reporting your child’s absences

2. Booking calendar for guardians in the mobile app

Booking attendance times for your child in the mobile app
Reporting your child’s absences in the mobile app

Booking calendar for guardians

(] 70 [w]
> Sign in to eVaka at s
https://espoonvarhaiskasvatus.fi/ CI[X=2H

» At the top of the front page you will see a header
‘Calendar’

@ ESPOO evvakKa Messages

ESPOO
ESBO

Children v

» In the eVaka calendar, you can report your child’s
absences and book attendance times for your child.

g‘ Register absence Register attendance

» If your family includes several children who are in daycare,
the calendar will show all of their information.



https://espoonvarhaiskasvatus.fi/
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» The calendar will display the attendance times booked for your child as follows:

Booking attendance times for your child

» Attendance times must be booked by 6 pm on Monday of the
previous week, after which time the reservations will be locked

and can only be altered by staff.

Before the reservations are locked, you can change them by
making a new reservation for the selected date(s). The new

May 2023
Mon Tue Wed Thu Fri

18 1.5, 2.5. 3.5. 4.5. 5.5.
Holiday NN 08:00-16:00 N 07:00-16:15 MN  09:00-17:00 MN  09:00-17:00

N} No attendance

NN 07:00-15:00 08:00-16:00

10.5.

N 07:00-16:15

N} No attendance

Tn.5.

NN 09:00-17:00 PN 09:00-17:00

reservation will replace a previously made one. 20 155, 16.5. 175. 185, 195,
MN  07:00-15:00 PN  08:00-16:00 N 07:00-16:15 Holiday PN  09:00-17:00
N) No attendance
> Clle ‘Make a reservation’ 2- Register absence Register attendance
to open a pop-up window. 21 225, 23.5. 24.5. 255. 26.5.
NN 07:00-15:00 NN 08:00-16:00 N 07:00-16:15 NN 0%:00-17:00 NN 09:00-17:00
N) No attendance
» Inthe pop-up window, select: Make a reservation 2 295, 305. 315,

*  The children for whom you want
to make a reservation
o Select the children

Children the reservation is made
for

Selected children

g' Register absence Register attendance

< Tul16.5.2023 >

*  Repetition: .
o » Click on a date on the calendar to
o Select Repetition . N Nordea Demo
Daily / Weekly / Irregular Select open a pop-up window that
[y . displays the reservation for that period of attendance
o . date and the a.Ctua.l hours your Registered attendance 08:00 - 16:00
*  Validity of the reservation Validity Realized -

*  The dates for which you want
to make reservations

e Time

Make a reservation for dates
21.03.2022 - 25.03.2022

Mon-Sun 08145 - 1550

cancel m

child spent in daycare that day.

N Nordea Demo

Period of attendance

Registered attendance 08:00 - 16:00

Realized -




Reporting your child’s absence

» Click ‘Report absence’
to open a pop-up window.

2- Register ahbsence Register attendance

» In the pop-up window, select:

*  The child whose absence you want to report

Report absence

Selected children

Only report full day absences. Part-day absences can

o Tlme Of absence be reported when making a reservation.
- Moona
« Reason for absence
Absent durin
O ”Iness 28.03.2022 ) - 29.03.2022
o Absence =
. Reason for absence
holidays, days off

o  Shift work absence =
recurring days off
in accordance with
shift work agreement

(not holidays or other days off)

» The calendar will display the child’s absence as follows:

< Tu1.4.2023 >

N Nordea Demo

Period of attendance
Registered attendance 08:00 - 16:00

Realized -
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Mobile booking calendar for the guardian Booking attendance times for your ESBO
child on mobile

» Attendance times must be booked by 6 pm on Monday of the previous week,
after which time the reservations will be locked and can only be altered by staff.
Before the reservations are locked, you can change them by making a new
reservation for the selected date(s). The new reservation will replace a
previously made one.

1. Signinto eVaka B W'EI 3. Inthe calendar
https://espoonvarhaiskasvatus.fi/ e view, you can

report your child’s

absences and book

2. Open the menu from the top corner and .
attendance times

select ‘Calendar’ from the next view.

Register absence e

» Click ‘Register attendance’ to open the reservation view.

for your child. Register attendance
Qe evaKa Q e evaka > Inthe register attendance view, select:
*  The child for whom you want to make
21.6. a reservation
Applying for early childhood Th @@ 07:30-16:00 *  Repetition: » The calendar will display
education or a club and 226. o Daily / Weekly / Irregular the attendance times
enrolling for pre-primary B Bl e The dat(—?s for which you want to make reserved for your child as
education Bty reservations follows:
« Time

A child’s guardian can submit an application for

early childhood education or a club and enroll the Week 26 . X @

. ) } Register attendance
child to pre-primary education. You can also use 2
the same application to apply for a service voucher Mo PN 07:30-16:00

1 1 " 08:00-16:45

for early childhood education. To do this, you have 26.6. Children whose attendance you
to apply for a place in early childhood education at wish to register
a service voucher unit. Information on the Tu f@ o attendance Select children 08:00-16:45

guardian’'s children is automatically retrieved from

the Digital and Population Data Services Agency 27.6.

and displayed in this view. 08:00-16:45

We NN No attendance

Look up the units that you can apply to in eVaka 28.6. Validity

on the map. Select recurrence of attendance

{0 Units on the map Th MN No attendance Same time every day ~
29.6.

Absent

Enter period of attendance o
07.04.2023 -

08:00-16:45

Fr MN) No attendance
ole ndance We
30.6. Select period of attendance
Nordea Sara Demo e New application sy
Week 27 + Attendance / Absence Th NN 08:00-16:45
o
O & L = - = . = S
Calendar Messages Children Menu = H e - & w =
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] Calendar Messages Children Menu & Cancel | Calendar Messages Children Menu i




Reporting your child’s absences on mobile

» Click ‘Register absence’ to open
the ‘Register absence’ view.

» Inthe Register absence view, select:

*  The child whose absence you
want to report

«  Time of absence

* Reason for absence

o lliness

o Absence =
holidays, days off

o  Shift work absence =
recurring days off
in accordance with
shift work agreement
(not holidays or other days off)

Register absence e

Register attendance

Report absence

Selected children

Only report full day absences. Part-day absences
can be reported when making a reservation.

Absent during
18.04.2022 - 22.04.2022

Reason for absence

| Sickness Shift work absence |
Cancel ‘ Confirm

» The calendar will display the child’s absence as follows:

24.3.

Week 13

Calendar

evaKa

08:00-16:45

08:00-16:45

08:00-16:45

08:00-16:45

08:00-16:45

08:00-16:45

+ Attendance / Absence
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