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3 Activation of the Account & Login ¢ browser

3.1 Activation of the Account

The guardian's username is created in Paikky from the guardian's mobile phone number. The
guardian activates their username in the Paikky Guardian service. Activation takes place by using
strong authentication and setting a password for the user account.

In connection with strong identification, the Finnish Digital Agency (DVV) provides the guardian's
personal identity code against the identification transaction, which is compared with the personal
identity code in the user's Paikky. If a guardian is found in Padikky with a personal identity code, the
account will be activated. Once the authentication has been successful, the user returns to the
Paikky application.

The password must meet certain requirements. Password requirements may vary by service
provider. The password should be at least 8 characters long and contain at least two letters, one
number and one special character (., :;>*-+=1? @ $ & () /). The password is usually valid for
180 days.

Here's how:

Go to the Padikky address that the service provider has given you.
Select 'Activate account'.

Select Authenticate.

Enter your password.

Select 'Set Password'.

ukhwnNe

@ Telia

A péaikky

IDENTIFICATION TO

SERVICE Paikky
Set password
Identify yourself using either a mobile
certificate or online banking credentials.
Your username is:
Select mobile certificato
0407082560
@ Choose and set a password. Afterwards you
can login with your username and new
Soloct online bank password.
@ oP Aktia New password *
S-Pankki ~ @ssstopanka

Confirm new password *

POP Pankk Nordea

< & & e SET PASSWORD
—

If a guardian is not found in Paikky with the returned identification number, the account is not
activated. In these situations, the Paikky Guardian application prompts the user to contact the
kindergarten to verify their information.

Individuals without a Finnish personal identification number cannot authenticate electronically in
Finland. Their identification is carried out by the kindergarten staff. In the Pdikky Kindergarten
application, the person's identification is marked. After this, the person can activate their user
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4.2.1 Limits of the default plans

The default plan can only be set for weekdays, any weekend plans must always be made
separately from the calendar.

During holidays, the kindergartenmay prevent the use of default plans, in which case the days in
guestion must be planned separately in the calendar.

4.2.2 Creating default plans

The default plan for the child is set by selecting the desired days present or absent.

For attendance days, the default plan sets the start and end times.

You can set several time slots for the day if you wish, but this is rarely necessary. Paikky separates

preschool hours automatically, so there is no need to make a default plan in several parts.

You don't have to set a default plan for every day, you can leave some days blank. Empty days
should be planned weekly in planning views.
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The default plans should be updated as the service needs change.

4.3 Planning

The resourcing of early childhood education and care is strongly based on plans made in advance
by the guardians. Based on these, the daycare centre staff organises activities, meals and shifts.

At its simplest, plans are made by moving from the calendar screen to the week or day you want
to plan.
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In the case of an attendance day, the Arrival and Departure fields are entered with the times
between which the selected children are in early childhood education.

Arrival and Departure times can be set in five-minute increments and a day can consist of several
attendance periods. The hours of the day are limited so that it is not possible to save time outside
the opening hours allowed by the daycare centre for a child.

The Arrival and Departure fields are pre-populated if children have an existing plan.

Current plans will be shown separately if the selected children have different plans for the day.
One of these plans can be set as a plan for the day or you can enter a completely new plan.

If you are saving the same plan for each day of the planned period, you should select the option
"Use the same plan for selected days". In this case, the same plan will be saved for all selected
days.

Remember to save the plans made by clicking the "Save" button.

Possible errors and exceptional situations in planning

The application reports errors in the plan in red text. Mistakes could be, for example, that a day

can be planned or for some children (e.g. weekend or holiday time when children are placed in
different groups). In this case, the plan must be made for these days separately for the children.

4.4 Change of plan

Change to plan

Monday 9.9.2024

Choose children*

SA  Sohvi Alasalmi

a Veera Finni
>

DAY OFF | SICK

Additional information

CANCEL SEND

For a day that has already been locked, a change can be made to the plan if the planned
attendance is suddenly cancelled, for example due to illness. The change can only be made to
report a sudden absence.
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4.6 Balance calculation and balance view

Balances

September
2024 / week < >
36 /Thu 5.9.2024

- . .
‘3 Veera Finni
B

Plan 09:00 - 21:00
Actual No markings
Billable 09:00 - 21:00 =12

h 0 min

SA | Sohvi Alasalmi

Plan 09:00 - 21:00
Actual No markings

09:00-21:00 =12

Billabl
Hable h 0 min

The balance is calculated for the month by taking into account all days and their planned and
actual treatment times in accordance with the provider's rules. From the monthly balance
information in the calendar and planning view, you can open a detailed breakdown of hours,
which opens the balance calculation.

In the hourly breakdown, you can view the care times of all children and their composition by
month, week and day. The example shows Veera's and Sohvi's hourly breakdown for the day
6.8.2024. The number of hours billed for that day is calculated on the child's balance.

For actual days, planned and actual hours are taken into account in the billable value of the day.
For future days, saved plans and default plans are taken into account. In other words, the number
of hours per month is specified daily when the actual treatment time of the past day is taken into
account in addition to the planned time.

Billable hours take into account possible free services, such as pre-primary education.

An hourly value is calculated for absences according to the provider's rules. Typically, the value of

planned absence is zero hours, and the value of sudden absence is the value of plans recorded for
the day.

4.7 Planning examples

With the help of examples, the chapter presents typical situations that arise and the plans to be
made for them.
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4.7.1 Weekly planning
The most typical thing is to make plans for the children one week at a time.

In this case, planning begins by selecting that week from the calendar and saving the plan for each
day of the week.

10.54 o T 78

Week 45 & 25.10.2024 08:00 >

Mo @ - POO00
e ’ NO plans > 47 18 19 20 21 22

4.11. o
48 25 26 27 28 29
Tu
- No plans >
L
5'1 1 * il Choose children
We a @ Veera Finni
611 > , NO plans > . Sohvi Alasalmi
L g
Use same plan for chosen days »
Th
E D No plans >
7.11. gl November
EN ’
Fr Nolimit  10d
E D No plans >
8.11. e ol Monday 11.11. PRESENT ABSENT [
* a * X
Sa 9.11. Not plannable e .
= 2o
Calendar Messages Profile

Su 10.11. Not plannable

The plan can easily be made for several children if their plans are similar. Possible free preschool
education is taken into account automatically and does not need to be taken into account when
making plans.

4.7.2 Regular weekly plans

When children have regular plans that repeat the same week after week, it's a recommended to
use default plans. The default plans can also be used if some days of the week are always the
same.

For example, a child always has Thursday and Friday off, so a "Planned absence" is made in the
default plan for these days. Every week, Monday, Tuesday and Wednesday of the child are
planned separately.

4.7.3 Planning on alternate weeks

If you want to plan several weeks for your child at once, you can select them from the planning
view at once and plan them.
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In this case, it is advisable to start planning by selecting "Planning" from the menu in the calendar
view.

And choose the desired weeks to plan. Weeks 37 and 39 selected in the picture.

4.7.4 Planning for regular shifts

When planning is to correspond to three-week shifts, for example, morning shifts can be planned
at once by selecting morning shifts from the calendar and making plans for them.

Next, evening shifts for the period etc. can also be planned.

4.7.5 Longer absences

If the child is absent for a longer period, it can be easily reported from the calendar by selecting
the time period, children and absence. In this case, the option "Use the same plan for selected
days" is also used. You can choose days for several months, so you can report an absence that
lasts the whole summer at once, for example.
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Educators can also add multiple pictures and attachments to messages, which will be visible in the
conversation.

5.2 Bulletins

Early childhood education can publish announcements for the entire organization, kindergartens,
and groups. These announcements are visible to guardians based on their children's placements.
Announcements can include links and attachments.

Announcements are visible to guardians if the child has an active placement in the specific
kindergarten or group. Announcements are marked with a blue announcement icon.

5.3 /KIfRid aSaal-3Sa

Child-specific messages are collected in a separate message view accessible by selecting the child's
name from the list. In this view, you can see the child's entire message history. All child messages
are visible to all guardians and educators. You can also send a new message to the child from this
view.

Using the "Send Message" feature on the main page of the application allows you to quickly send
a message related to your child. "Send Message" takes you to the child's message view, where you
can compose your message.

Guardians can delete messages they have sent themselves, but not messages sent by other users.
Message deletion can be done by selecting the message and using the trash icon that appears.
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6.2.1 Notifications

You can choose how you want to receive notifications about your children on the Service. Paikky
sends notifications about e.g. new messages, reminds of answerable inquiries and missing
appointments.

< Notifications

Choose how you would like to receive
notifications (for example when you
have a new message).

@ Veera Finni
-
O No notifications
O Via email

® Via push notifications

SA) Sohvi Alasalmi
O No notifications
O Via email

® Via push notifications

Push notifications are only
visible in the mobile app,

Notifications can be selected to be sent to email or mobile app (as push notifications).
Notifications sent to the mobile application require that the user has the Pdikky application
installed on the phone.

When notifications in the mobile application are selected, new notifications will appear in the
phone's "curtain”, as in WhatsApp, for example.

6.3 Language

The guardian can also set the language of use of the application. The language of the application
changes immediately without re-login.

6.4 /KIRE lyF20Y I-ii2y

In the app, you can see and edit basic information about your children.

The service provider selects which information can be edited, but always at least the "Care
instructions/observations" field can also be edited by the guardians.

The image of the child can only be set by the kindergarten.
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6.6 Logout

You can log out of the service.
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