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1. Visit www.intereach.com.au  

 

2. Go to the ‘My Family Lounge’ parent portal at the bottom of the page and click on 

‘Register’ 

 

 

 

 

 

 

3. Enter your name and email address and click on ‘Register’.  

You will be sent a verification email 

 

 

 

 

 

 

4. Go to the email and click on ‘Complete Registration’. You have seven days to 

complete the registration before it will expire. If it expires, start the process again. 

 

 

 

 

 

 

 

5. Choose a password, tick the ‘Terms and Conditions’ box and click on ‘Complete 

Registration’. You are now ready to sign in and enter your details. 

 

 

 

http://www.intereach.com.au/
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6. You can now enter your details as the Primary contact. Once completed, click on ‘Add 

Another Contact’ and add anyone that will be able to collect your child from the 

service. Once all additional contacts have been added click on ‘Save & Next’. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. Enter your child’s details. When complete, add additional children if applicable (please 

ensure that the ‘Authorisations’ field is completed for each child).  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

*You will also need to enter your child’s 

CRN to claim the CCB and CCR. (This 

number will be different to yours and any 

other children) 

*You will need to enter 

your Centrelink 

Customer Reference 

Number (CRN) to claim 

the Child Care Benefit 

(CCB) and Child Care 

Rebate (CCR). 

Note: the last question ‘Would 

you like a user set up for this 

contact’, will already be answered 

‘Yes’ as you are the primary 

contact. When you enter 

additional contacts to your 

account and you select ‘Yes’ for 

this question, you must make 

sure the contact has an email 

address entered – the ‘My Family 

Lounge’ welcome email will then 

be sent to this person within 24 

hours and they will be able to 

register for this service to 

make bookings. 
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8. Once all children have been entered, choose: 

 

a) ‘Create Waitlist Application’ to apply for a permanent booking for After School 

Care only (do not use this section for Vacation Care bookings or casual After 

School Care bookings) OR  

b) ‘Register Account with No Waitlist’ - this will register your account and you will be 

able to make casual bookings for After School Care and Vacation Care whenever you 

require care. 

 

 

 

 

 

 

 

 

 

 

 

9. If you do require a permanent booking for After School Care, fill in the details on the 

waitlist screen and select ‘Save & Finish’. An email will now be sent to OOSH staff. 

Once the available days have been confirmed, you will receive an email notification of 

the days that have been offered 

 

10. Sign in to ‘My Family Lounge’, click on ‘View Offer’ and then accept or decline the 

offer or decline and change the offer within 24 hours. If you accept the offered days, 

your child/ren will then have a permanent place booked with After School Care.  

If some days were unavailable, your child will be placed on the waiting list and you will 

be notified once those days become available. Permanent bookings cannot be 

cancelled through “My Family Lounge’ – you will need to contact OOSH staff. 

 

 

 

 

 

 

 

 



Getting started with ‘MY FAMILY LOUNGE’ 

August 2023 Page 4 of 5 

11. Before your booking request can be confirmed or casual bookings made, you will need 

to complete each child’s enrolment details. Click on ‘Start Enrolment’ next to the first 

child. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

12. Click on ‘Services to Enrol’, tick the box, then fill in all the required details. 

Immunisation statements from the Australian Childhood Immunisation Register (we do 

not accept the ‘blue book’ for immunisation status), asthma plans, court orders etc can 

also be uploaded in this section 
 

Note: any details that are updated for the Primary, Secondary, additional contacts and 

the medical contact for the first child, will be saved for any other child/ren 
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13. Once complete, click on ‘Submit’ and OOSH will be notified of the enrolment. 

Complete these steps for all children who will be attending this service. You can now 

make casual bookings. 

 

Hot Tip:  

• It is easier to complete on a computer instead of a mobile device. 

• The ‘My Family Lounge’ app is for casual bookings only – enrolment information 

and permanent bookings requests are not available through the app 

• Allow 15 minutes  

• Have on hand your child’s: 

o Medicare number 

o Centrelink (Family Assistance Office) CRN number 

o Vaccination details 

o Any relevant phone number for authorised people 

o Doctor,  Dentist and any other care professional contact details 

 

How do I download the app? 
  
Visit: 

• App Store (Apple)  
https://itunes.apple.com/au/app/my-family-lounge/id933685806?mt=8  , or 
 

• Google Play Store (Android) 
https://play.google.com/store/apps/details?id=au.com.qkenhanced.myfamilylounge&h
l=en   

  
 

Need help?  
Intereach OOSH staff are on hand to help you through the process: 
Phone: 03 5890 5260 
Email: oosh@intereach.com.au 
Need a quick run-down in person? Phone OOSH staff and book a time that suits you. 
 
 
See OOSH Fact Sheet #3 for how to make and cancel casual bookings via the Intereach 
website 
 
And OOSH Fact Sheet #4 for how to make and cancel casual bookings via the ‘My 
Family Lounge’ app 
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