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What is The Purpose

To manage account ledgers in OnCare, a user can bill a family or record a payment at any
time by manually posting a ledger item.

1. Manually Post a Billing Item in the Ledger

To manually bill an item, go to the selected family account ledger and then click on the
"Post Ledger Item" button as shown below:

>> Family Ledger Card Details

& Back
‘ Quick lookup: All | A-B|CD| E-F| GH| Id| KL| M-N|Q-P| O-R| ST | U=y | WX | ¥-Z ‘
Family: Add Mew Edit Children Summary Search Select Info Sheet Authorized Person Family Notes Acct Stmt
Family Account Key : BAKER Prev Next
Sponsor : Marker Baker Payor Today's Bal. Pending Bal. Payment
lor 3 855.00 $ 855.00 TAP(Card)
Co-Sponsor : Jennifer Baker Se|ect bnsor 15.00 § 115.00 NA

Child First Name : Niki cca $ 230.00 N/A

Show Ledger | Al o| []Hide void Post Ledger Item (7]
Posting Date Description Comments Child Name

Sponsor 08/04/2014 Registration Fee - New Niki $ 125.00 E 125.00| void

Co-Sponsor|08/05/2014 Equipment Fee Miki Baker Niki g 20.00 3 205.00| Void

By clicking on the Post Ledger Item button, the system will show a new pop-up window
where you can enter and post up to 4 items to the ledger at a time. Choose the
Transaction Type, then click Post.

Enter a billing item and
click Post

Check # Comments
Ledger Posting Date (Max 15 Chars) Transaction Type Description E.l;:::s;ﬂn

Post Ledger Ttem

Sponsor v 01/10/2015 Tuition Charge v Pre K MWF Monthly v $ 650.00 Niki Baker w
Select here... v 01/10/2015 Select here... v Select here... vl|s Miki Baker v
Select here... v 01/10/2015 Select here... v Select here... v|g Miki Baker v
Select here... v 01/10/2015 Select here... v Select here... v|g Niki Baker w

Post Reset Cancel
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2. Manually Record a Payment in the Ledger

To record the receipt of a check payment, go to the selected family account ledger and
then click on the "Post Ledger Item" button as shown below:

>> Family Ledger Card Details

& Back
‘Quitkloﬂkuwﬁ_”\ﬂl@l&\%lulﬁ\M\E\D-_RIEIMIMIE ‘
Family: Add New Edit Children Summary Search Select Info Sheet Authorized Person Family Notes Acct Skmt
Family Account Key : BAKER B prev Next (B
Sponsor : Marker Baker Payor Today's Bal.  Pending Bal. Payment
or $ 855.00 § 855.00 TAP(Card)
Co-Sponsor : Jennifer Baker SE|ECt bnsor S 115.00 ' § 115.00 N/

Child First Name : Niki CCcA $ 230.00 N/A

Show Ledger | Al v| []Hide void Post Ledger Item (7]

Posting Date Description Comments Child Name
Sponsor 08/04/2014 Registration Fee - New Niki % 125.00 $ 125.00] Void
Co-Sponsor|08/05/2014 Equipment Fee Niki Baker Niki 3 80.00 E 205.00]( void

Enter Check # and choose Payment in the Transaction Type as shown below:

J

Enter check
number

Select Payment
transaction

Post Ledger Ttem

Feinabee

Comments
Transaction Type Description (Max 100

Chars)

Check #
(Max %5 Chars)

Sponsor ~ 01/10/2015 3 Payment v Payment - Check v 800 Niki Baker v
Select here... v 01/10/2015 Select here... w Select here... v g Niki Baker ~
Select here... v 01/10/2015 Select here... W Select here... v § Niki Baker W
Select here... v 01/10/2015 Select here... v Select here... v Niki Baker v

Post | Reset | Cancel |

Check payment
posted to the ledger P
T T T / T T T T
Preschool 2-3 Year Old
Sponsor 01/01/2015 (M-F) Monthly nna Barnes Gianna % 960.00 % 6,573.80| void
Sponsor 01/01/2015 Sibling Discount Gianna Gianna % 96.00| % 6,477.80| Void
Sponsor 01/08/2015 2345 Payment - Check Anna % 500.00( % 5,977.80| void

Note: If you adopt the OnCare online tuition payment solution, the payment
transaction will be posted AUTOMATICALLY to the ledger which saves
significant amount of time. Please contact: clientsupport@oncarecloud.com
to learn more about the OnCare online tuition payment solution.
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3. Bank Deposit Report

For every record of payment (cash, check, or credit card) to the ledgers, the system
organizes payments in the Bank Deposit Report. To access, follow the steps below:

W\ Family Accounting

I,

O Main Menu () Setup ) Reports () Func

Select

nternet browser pop-up blocker is turned on, the report will be blocked.

ystem, click here .

« Account Activity

= Aging Report

» Specific Charge/Credit Detail Report

* Total Charge/Credit Summary Report

o Billing and Deposit

» Child Billing Item Setup Report

* Children Without Billing

—

+« Bank Deposit Report

*» Deposit on Account
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QO Main Menu ) Setup () Reports () Functions

>> Bank Deposit Report

KL pack

All payment transactions recorded in the account ledger are captured in this Bank Deposit Report. There are two statuses for this report:

Current: The initial default status for all recorded payments before deposit
Closed: After the recorded payments have been deposited at the bank

All payment deposits are
4// considered “Current”

Select Deposit Report Type @ cyrrent Closed

until the user closes
them (see page... for

Select &) 5 to Current Date (07/20/2018) more information)
Posting Date Range
Select Ledger Type | All Ledgers v
Sort Order 1 | Posting Date - Daesc v
Sort Order 2 | Family Account Key v

Sort Order 3 | Ledger{Sponsor / Co-Sponsor / Agency) ¥

Submit |
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Current Deposit Report

Report Number

Reporting Period  : UpioC t Date (01/]

1

Payment - Cash &

The report groups the
payment by type

/
F“‘"‘}'('Z;“t Ledger Parentyléme Child FN | PostDate | Check# | Comments | Amount
AMDERSON Sponsor Erick,%rson Roy 110372014 1234 5 1,000.00
BURNIDGE Sponsor Wil%,ﬂumidge Aurea, David 10442014 $1,000.00
/ Total $2,000.00
/ Current Deposit Report
Report Number q
Reporting Period Up to Current Date (01/10/2015)
Payment - Check
Fam:z;.cct Ledger Parent Name Child FN Post Date Check # | Comments Amount
Children
LIDDLE Council lliana 09/09/2014 53425 5 800.00
Association
Children
BRIGGS Council Iris 09/09/2014 53425 5 200.00
Association
Children
BRIGGS Council Iris 1M/04/2014 1234567 5200.00
Association
OTTEM Sponsor Pater, Otten Tyler 07/01/2014 $ 1,000.00
CLARK Sponsor Danny, Clark Fredy 08072014 3445 5 800.00

4. Changing the Status of the Bank Deposit Items

When ready to make a bank deposit, change the status of the deposit items from
Current to Closed. This way, the next time Bank Deposit Report is run, it will show only
the new payments recorded.
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Click here to change the
status of the items listed
on this Deposit report

from Current to Closed

i https;//www.oncareoffice.co =1303&CTR=3&FDX&TD=01/11/2015&RP=U&RN=1&BT

X
Print PDF | Print CSV | Close Current Deposit |
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Each new deposit report is
assigned a report number

Company Name  : OnCare - System Evaluati

Center Name 101 - OnCare ation Center 1

Current Deposit Report

4

Report Number =1

Reporting Period  :  Up to Current Date (01/11/2015)

Payment - Cash

Famgz;\“t Ledger | ParentName | ChildFN | PostDate | Check# | Comments | Amount
ANDERSOM Sponsor Erick, Anderson Ray 110312014 1234 §1,000.00

To access a closed deposit report, select Closed, then use a report number.

=> Bank Deposit Report

& Back

Deposit Report Type () current @) Closed Pull up closed report by
report number

(®) Al

() Depo osed Date Range

(Z'Report Number
Sort Order 1 | Posting Date - Desc v
Sort Order 2 | Family Account Key v

Sort Order 3 | Ledger(Sponsor / Co-Sponsor / Agency) v

Report Type (®) pdr () csv ) Heml

Submit |
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