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1. What is The Purpose 
This user guide covers the steps in OnCare in the setup, billing and payment related to 
subsidy agencies (in OnCare it is called 3rd Party Agency).  OnCare maintains a separate 
Agency Ledger to track all the agency related billing and payments. 
 

2. 3rd Party (Subsidy) Agency Setup 
If you center accepts 3rd party subsidized agency payments, the first step is to setup the 3rd 
party agency in OnCare. 
 

Family Accounting --> Setup --> Other  Add/Edit 3rd Party Agency 

  
 

 
 

Note: Only Agency Name and Abbreviation are mandatory fields. 
When a 3rd party agency record is created, the system automatically creates a ledger for the 
agency. 

Select this 

Abbreviation should be 3-4 
characters only 
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3. Flag a Family as Subsidized Family 
 

In order for the subsidized function to work, the next step is to flag all subsidized families. To 
do that you need to go to the Family record and check "Subsidized" check box in the Family 
Type field within the Family Info section of the family record as shown below: 

 

  
 
 

4. Setup up Recurring Billing to 3rd Party Agency 
 

Once  you have flagged a family as subsidized family, when you go to the Child Billing section 
within the child record, you are able to setup billing items for the 3rd party agency.  Note: If 
"Subsidized" family type is not checked, the agency ledger is NOT available to be selected in 
the Ledger Type. 

 

There are two methods to setup recurring billing for subsidized families.  
Say the child tuition is $300 per month.  The 3rd party agency has indicated that it will pay 
$216 and the parent has a $84 co-pay. 
 
(a) Parent Co-Pay Net Amount Method 
In this method you would setup 2 billing items in the child billing section of the child record.  
The first billing item is to bill the 3rd party agency ledger for $216. The second billing item is 
to bill the Sponsor (parent) ledger for the $84 parent co-pay as show below:   
  

Check here 



Page 4 

 

 
 

 
 

In the parent co-pay method, the parent ledger is less cluttered and it is the more straight 
forward. However, the subsidized parents do not see the full tuition amount on their account 
statement. 
 
(b) Subsidy Offset Method 
 
In this method you would setup 3 billing items in the child billing section of the child record.  
First is to bill the 3rd party agency ledger for the total subsidy amount.  Next you setup 2 
billing items in the Sponsor ledger.  The first sponsor billing item is the parent full tuition. 
Then the 2rd associated billing item is a "subsidy offset" which is equal to the subsidy 
amount. This net of 2nd and 3rd billing item in the Sponsor ledger is equal to what the parent 
owes as the parent co-pay. 
 

 
 
 
In the Subsidy Offset method, the subsidized parents do see their full tuition in their account 
ledger and statement.   
 

Agency Ledger 

Parent Co-Pay net amount 
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Note: Depending on the method you choose, you would need to setup a tuition charge 
billing item called "Parent Co-pay" or a credit billing item called "Subsidy Offset" under 
Billing Item Setup. 
 
In either method, when the automatic recurring runs, the system automatically post the 
respective billing items to the parent and the agency ledger. 
 

 

5. Agency Payment / Transfer / Adjustment Posting 
 

When you receive a payment from the Agency, you should use the following function: 
 
Family Accounting --> Functions --> Agency --> Agency Payment Posting with Automatic 
Appication 
 

 
 
 
Subsidy Agencies typically pay for multiple children with a single check or bank direct 
deposit. With each payment, the Agency provides a statement indicating which children and 
charges are being paid for. This Agency Posting function is designed to help you allocate the 
Agency Payment to the respective children accurately as shown below. 
 

Select this 

Select this 
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First, select the billing and posting related information related to the payment received: 
 

 
 
Next, enter the agency payment amount for each child as outlined in the agency statement:  
 

 
 

Enter agency 
payment by child 
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Note: Click on the “Calculate Total” button when you are done entering the payments for all 
the children. Only when the calculated total equals to the check amount, the “Next” button 
will be enabled.  

 

On the next screen, the system will calculate and apply the difference between the payment 
amount and the billed amount.  The Underpayment and Overpayment will be automatically 
calculated and placed on the column shown below: 

• Underpayment  
o Left as outstanding balance from Agency 
o Transfer to Sponsor’s (Parent) leger 
o Write-off 

• Overpayment 
o Left as outstanding overpayment from Agency  
o True-up (automatically create a tuition charge to the agency ledger to true up 

the billing amount to match the agency payment amount)  
 

 

Once everything looks correct, click on the “Next” button to do final review before 
submitting to post these transactions to the ledgers.  
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6. Agency Payment Automatic Application Rule 
You can configure the handling of agency underpayment and overpayment with automatic 
rule as shown below:  

OnCare Office  Administrative Functions  Agency Payment Automatic Application Rule 

 

Select this 



Page 9 

 

 

 
 

Select the 
appropriate rule 
and “Save” 
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