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What is The Purpose

Automatic Billing Setup is one of the most important steps in setting up OnCare for use in
your center. By completing the steps outlined in this User Guide, all recurring billing will
automatically run and post to the ledger. There are 4 key steps in this User Guide.

1. Billing Setup

The first step in automatic billing is to setup all the relevant billing items that are applicable
for your center. A good reference for this is your center tuition rate sheets.

There are 2 ways you can setup the billing items:

Manual Entry:
You can manually add the billing items, one billing item at a time. See the steps below

Automatic Upload:

If you have provided the billing items via Excel to upload to OnCare, you should see the
uploaded billing items under Billing Setup. If all billing items look in order, you can skip
this step and proceed to the step 2: Assign Billing Item to the Each Child Record (page 3).

Follow the steps below to manually add billing item entry:



Access path: Family Accounting --> Setup --> 1. Billing Item Setup

/ Select this

Q Main Menu () Set © Reports ) Functions

@ Center and Child @ Billing

« Age Group Setup « Billing Item Setup

« Classroom Setup « Automatic Recurring Billing Rule
« Bus Run Setup « Billing Multiplier

« Child Schedule Templates « Tuition Increase

« Child Question Setup

L @ Other
« Immunization Setup

« User Preferences

« Medication / Special Diets Setup

« Add/Edit 3rd Party Agency

In Billing Setup, create your billing item transactions for tuition payments, other charges
and credit. These billing items will become available for posting in the ledger.

To add new billing item

>> Billing Items Setup

& eack Add New

Setup billing items (tuition charges, other charges, credits and payment) for your center below: View Active v

Iransaction
| Type

Standard G/L
Amowmt Account No

Description

G/L Description Action

Infant M - F Monthly

Tultion Charge s 1,200.00 40000 Revenue - Infants/Toddlars  Active gt
Tultsor
2 Tultion Chargs Parent Co-Pay s 0.00 50000 Revenue - Dther Charges Active Edit
Tultion Charge Pre K M- Monthly s 85%0.00 42000 Ravenua - Pro K Active Ed
4 Tultion Charge Pre K MWF Monthly s 650.00 42000 Revenua - Pre K Activa Edit
S Tuition Charge Pre K T Th Manthly $ 485,00 42000 Rayvenys -« Prae K Active Edit
Preschool > 3 Year Okd
6 Tultion Char 680.00 41000 Revenue - Preschool Active dit
: o w (M W F) Monthly * ’ ey o !
Tuition Charge D;.:.)Fdl;hl' »HIJ, bt S S00.00 41000 Revenue - Preschool Active Edit



Add / Edit Billing Item

Transaction Type  Tultion Charge »
Billing Type Program Schedule Based -
Fee Type Schedule Based
Description  Preschoc Fuu Day
Calculation Unit  Flat Kats

Standard Amount  $800.00

G/L Account 41000 =

G/L Account Description  Revenus

After entering the billing

Status item details, click “Save”

2. Assign Recurring Billing Item to Each Child Record
After setting up the billing items for your center, the next important step is to assign the
appropriate billing item to each Child Record so that the recurring billing will run
automatically.

Within the Child Record, go to the Child Tuition section. Click on “Add New Billing”, select
the Billing Cycle (weekly or monthly), and then fill in the appropriate billing item for that

child.
Select this



Parent Information Child Information

Child Selection:

Selected Name Age
& Winne Land
Chrissy Land
Child Name
Winne Land
Select Type Select Schedule Type v

Vacation Days 0

e Billing

Status
Active

Incoming

Save

Add New Child

Action

Select Schedule & Billing Immunization Time Card

Select Schedule & Billing Immunization Time Card

Monthly Contracted Hours

Add New Billing

Any billing item added here in the Billing section will be used for Automatic Recurring Billing.

Add / Edit Tuition =

Billing Type  Frogram Schedule Sas

Ledger Type S

Transaction Type Tulio
Billing Cycle  Monthly
Billlng Description  Sye x

few Type &

Cadculation Uait

Amosnt

Comments  Sita Colly

Start Date

Erd Dote

Status

Discounts

for each child and click “Save”

Enter the appropriate recurring billing item

If there is any credit such as a sibling discount, please add at this time. For discounts, you

have 2 options:

* Add a separate billing item with a fixed discount amount
* Add the discount as a percentage of the tuition amount by click on "Add %

Discount"

Billing Item Start and End Date

You can use the Billing Item Start and End date to control the automatic billing. The billing

item Start and End Date are optional.



If you leave the start and end date blank, the system will initiate automatic billing in the
immediate next cycle based on the Automatic Recurring Posting setup in Step 4 below.

If you enter a billing item Start or End date, the system will check this date against the

Automatic Recurring Billing Rule in deciding whether to process that billing item during each
billing cycle.

3. Run Child Billing Item Setup Report

Family Accounting --> Report --> 3. Child Billing Item Setup Report

o Billing and Deposit

« Child Billing Item Setup Report

* Children Without Billing

« Bank Deposit Report

« Deposit on Account

>> Child Billing Item Setup Report

&« Back

Show child record with empty billing item o Yes No
Show past billing items Yes & No

Select Classroom /" All

¥ Monkeys W/ Owls

Y Piglets v Tigers

¥ Beavers  §/ Bunnles
v Kangaroos v Unassigned

Select Billing Status All
B Active: T roctive Make the suggested selection
above and click “Submit”
Report Type  Pdf  Csv ‘.H“"I/
_Submit |

This report conveniently double checks the status and accuracy of all the billing items you have
entered. You will also notice any child that you might have missed.



Note: For a drop-in care child that does not have a fix recurring billing, it is ok to leave
the recurring billing blank.

Chidd 8illing Box Setup Report

Famwlty Account Key  Parent Name Chod Name  Billing Cycle Lecger  Transaction Type 'g':"‘g:‘;:::" ::":::'\' Comments

Fro K MF Noethy | 3 8% 00 Pia AveanAncton 1204

DERSON ansersan o Ch ot Fioraw| 3 70kRay Anceraon.
BAXER M arvoat Sladat M (L Y Spensol Tudonchape Pro K WAF Moty ] 5600 00N Barsr

Banes eawuen | S
IEMJ‘EE Richargsen Bames  [Glanna Wartny Sponzar Tutionchaps :;;'I:‘:’l"u“’f'::" 3960 0} Glanna Sames
[pases Richazsen Bamis Sising Diszeurt
IIILN(!;H ll mid ey Benoer Casans I“’"“' I!_'-p:nwv [hnnrrmup- Pre K WF Monthiy §850 ‘X{l Teans Dender
o oo N e T v T
IEL:-:m |Axan Bizom Pose ]mm IEp:our Irumm:m |','L',‘;:'ﬂ"'" vorty | 512m CCanw Bloam

4. Setup Automatic Recurring Billing Rules

The last step in the Automatic Billing Setup is to set the Automatic Recurring Billing
rules. Family Accounting --> Setup --> 1. Billing Setup - 3. Automatic Recurring
Billing Rules

7} Family Accounting

o Main Menu Q Setup o Reports () Functions

@ Billing
« Billing Item Setup /

« Automatic Recurring Billing Rule

Select This

« Billing Multiplier

« Tuition Increase




ou\ Marny ol;_ Reports °~

>> Automatic Recurring Billing Rule

- Select This \

Setup automatic recurning billing rules to calculate and post entries to all active account ledgers below:

Review and Automatic Post

Upsconming Pastimg

Recwrring Billing Type Post Date [ Day L Stetms | Action

For Pesiod Pasting Date
Progeam Schedub Based Mot hiby 18t of Every Month June, 2016 060172018 Acthw Ede  bost tory
Progaam Scheduk Based Wewkly Every Friday 05/30/3016 - 06/05/2016 05/27/2016 Hestey Acthve Ede  Posting Histecy

QO MainMenu () Setup (Q Reports () Functions

>> Edit Automatic Recurring Billing Rule

€ Back

Automatic Recurring Billing Rule

Recurring Billing Type Program Schedule Based

Billing Cycle Monthly
Specify Current or In Advance

Date of Automatic Recurring

Posting -
How You Bill | Current v| /
Rule Status Actve v Specify Automatic Post or Review
Billing Run Method  Automatic Post . 4« | Before Post

Email Reminders

Email Reminder to Director Yes (® No e

Email Reminder to Parents  ® Yes No 0

save |  Suspend Billing |




>> Automatic Recurring Bi

< gack

Setup automatic recurring biling rules to calculate and post entries to all active account ledgens below:
Add MNew

Review and Automatic Post

Upcamany Postag
Post Date / Day Status | Action

Bilhing

Recurring Billiog Type | B0

For Penod Posting Date

Haeien Active Ediz

Mrogram Schadus Based Woekly Every Monday 05/30/2016 - DA'05/2016 05

Review and Manually Post

Billiwy HpmA Fastng
p

yoie

Recurring Willing ype ot Date [ Day Status | Action

For Period Posting Date

Wogram Schadus Based Monthly Yoty Moot ey /2016 Baegipry Active EUl  Posling stistery

@ 2010 OnCare. All rights reserved

If Review before Post, will
see the Rule in this section




