GETTING STARTED WITH

VIEWING A FAMILY'S ACCOUNT

You can work with a family’s account from:

Family Accounts > View A Family’s Account >

Family Details > Family Centre > Family Account tab >

You can use this function to view the full account history, produce receipts and usage statements and to
make account holder charges and set opening balances.

Load Tutorial Data Set 5

Home > Family Accounts > View a Family’s Accounts > Click “Date range” > enter Start
date 31 August 2006 and End date 31 December 2006 > OK

Now choose the Whale family by clicking in the left hand window.

When the account is displayed you can sort the order of the rows by clicking the column headings.

(@ Y
M, Superfox - TUTORIAL[DATA SET5 - Management Reports.stf) - Pagily Account o | 5[
File View Workflow Help \
oW Naager * | Account Holders rt date: 31 August 2006 End date: 31December 2006 [Date Range |
Family A " Surname  FirstName Tile FH
amily Accounts : Mr Joseph Whale
Haddock Sarah Mrs = FLIESE
From here you can Halbut  Phillipa Mrs * Address: \The Old Spooky Cottage, 1 Beachview Grove, Foxholes, Northumberland, AA1 5927
View and Edit Hamm...  Julie Mrs  * Transactions
Hedge... Harriet Mrs = P} L
Heron Carole br . Day Date Payment Charge C InvoiceDate ChargeDate  Name Description ot
Booking Cenire Kangaroo Katherine Ms  ® 050ct 2006 £100.00 310ct2006 —MNA-— —MNA— Voucher (Busy Termit=
Statements / Invoices Kingfis... Calvin Mro 05 Oct 2005 310ct 2006 Cheque
Leopard  Jil Mrs = L L} £50.00 06— = — e
Payments Received Llama Louise Mrs  * & £50.00 2006
Bank Paying-In Summary Macaque Caroline  Mrs = £50.00 GE"
Manatee Joanne Mrs  * £50.00
Voucher Summary Marmot  Mary Mrs = | £50.00
£50.00
View A Famity's Accounts Mayfly  Alison Mrs =
Porpoise  Fiona Mrs = £30.00
Late Fees / Reminders Puma Pauline Mrs = £50.00
i i £50.00
Credit Control Graph Sidewi...  Saly Ms = .
Snapper  Mavis Mrz * £50.00 Dec 2006
Tutorials & Guides Sparrow  Susie Mrs * £20.00 310ct 2006  — —
Squirrel  Sam Mrs ® ||| | Mon 06Mov200s  £15.00 30Mov 2006 —MNfA—  —MNfA—  Cash
@ Starfish  Melanie Mrz = T Mon 11 Dec 2006 £3.00 23Dec 2006 —NA -— —Mfa — Cash
Sticke... Jody Miss * Thu 21Dec 2008 £12.25 30Mov 2006 30 Mov 2006 Tallulzh, W... Pre-School Part Day
B Y ﬁ\ Tapir Tamsin Mrs * Thu 21Dec 2006 £0.00 23Dec 2006  21Dec 2006  Tallulah, W... Free Entilement Session
o Tiger Tina Miss * Wed 20 Dec 2006 £12.25 30Mov 2006 30 Mov 2006 Tallulah, W... Pre-School Part Day
Whale Joseph M * Wed 20 Dec 2006 £0.00 23Dec 2006  20Dec 2006  Tallulzh, W... Free Entittement Session
Wombat  Wendy Miss * Fri 15 Dec 2006 £12.25 30Mov 2006 30 Mov 2006 Tallulah, W... Pre-School Part Day
Zebra Mikki Miss = Fri_15Mec 200& £ nn 21 Mer MNA 15 Ner 2NNA Talhilah Free Frtilament Secsinn
B Total selected payments:  £620.00 Total selected charges:  £0.00
A
[ Back ” Fwd “ Home: I View Children ] [Wmtlm][mtm][wm lAmothsage” Help ]
For Help, press F1 MNUM i
- oy

If you select a number of account lines using the mouse and the keyboard Ctrl
or Shift keys the totals for the selected range are shown at the base of the list.

(See the List Selections mini guide for more ways to select things in lists.)
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Exercise: Display the Whale family’s account for 31 Aug 2006 to 31 Dec 2006 and find:

How much has been paid in cash (Hint — click the Payment column)?
How much has been paid in cheques?

How much has been paid in vouchers?

View the summary by clicking the “View” button

Account Holder View and Child View

Account Holders
The View a Family’s Account form has two views. Surname | FirstMame | Tite | FH P
When you first arrive in the form it will display in Account Ant Melissa Miss ™
Holder view. The list on the left hand side allows you to Anteater F;Eter Mr~
select an account holder. Ardvark  Wendy Mrs
Badger Roxy Mrs %
(Account holders who are Family Heads are denoted by an Barracuda Louise Mrs =
asterisk.) Bear Susan Mrs =
Beetle Alice Mrs ¥
[ vicw Chid Children
i Areren Surmame | First Mame | D.o.B -
Ant Adam 15 Sep 2004
If you press the View Children button at the foot of the list izieater ien?te; ng E:; 123:?;
the form w]II.change_ |n,to Child view. This enables you to Anteater  Colin 09 May 1399
see an individual child’s usage. Ardvark  Daniel 13 Nov 1998

The information displayed in Child View relates to a child rather than an account and as a result the
columns displayed in the form are slightly different. (Credits relate to accounts and so are omitted in
Child View.

Information displayed in Account Holder View (Payments and charges):
e |tem Day & Date
e Payment or charge amount
e Column headed ‘C’ is used to denote cancelled invoiced items

Invoice date

Charge date (for charged items)

Child’s name (for charged items)

¢ |tem description

Information displayed in Account Holder View (Charges only):

e ltem date

Charge amount

Column headed ‘C’ is used to denote cancelled invoiced items

Invoice date

Charge date

Account holder name

Iltem description
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Child View looks like this:

IS ™
;ﬁ“;z; SuperFox - TUTORIAL{DATA SET 5 - Management Reports.stf] - Family Account lilﬂlﬂ
File View Workflow Help
WorkFlow Manager % | Children Start date: 31 August 2005 End date: 31December 2006 Date Range
. Surmame FirstName D.o.B o
Family Accounts bingo Davey 3 1un 200 Full Mame: Ferret, Frankie
From here you can Dolphin ~ James 17 Jan 200 FH: Ferret, Mrs Fiona
View and Edit: Dolphin  Oiivia 27 Jul 200¢ Transactions
Doorm... Jerry 16 May 200
Doorm... Jessica 28 Nov 19¢ Day Date Charge C Invoice Date  Charge Date  MName Description
Booking Centre Feret  Fif 18 Sep 200 Mon 11 Sep 2006 £4.00 305ep 2006  115ep 2006  Ferret, Mrs Fiona Recorders
Statements / Invoices [o— kie 27 Nov 2008 Mon 18 Sep 2006 £4.00 30 5ep 2006 18 5ep 2006  Ferret, Mrs Fiona Recorders
Firefly Linda 15 Apr 199 Mon 25 Sep 2006 £4.00 30 Sep 2006 25 Sep 2006 Ferret, Mrs Fiona Recorders
Payments Received Fish Fiona 30 Dec 195 Mon 02 Oct 2006 £4.00 310ct 2006  020ct2006  Ferret, Mrs Fiona Recorders
Bank Paying-in Summary Fox Harry 23 Nov 20 Mon 09 Oct 2008 £4.00 31 0ct 2008 09 Oct 2006 Ferret, Mrs Fiona Recorders
Fox sally 090ct 200/=|| | Mon 16 Oct 2006 £4.00 310ct2008  160ct2006  Ferret, Mrs Fiona Recorders
Voucher Summary Gedko Edward 25 Sep 195 Mon 30 Oct 2006 £4.00 31 Oct 2006 30 Oct 2006 Ferret, Mrs Fiona Recorders
View A Famiy's Accounts Goose Dermot 28 Sep 200 Tue 310ct 2006 £12.00 31 Oct 2006 31 Oct 2006 Ferret, Mrs F?cna Halloween Party
Goose Samantha 02 Oct 200 Mon 06 Nov 2006 £4.00 30 Nov 2006 06 Nov 2006  Ferret, Mrs Fiona Recorders
Late Fees / Reminders Haddock Peter 02 Dec 195— Mon 13 Mov 2006 £4.00 30 Mov 2008 13Nov 2006 Ferret, Mrs Fiona Recorders
Credit Control Granh Halbut  Jason 13 Dec 200 Mon 20 Nov 2006 £4.00 30 Nov 2006 20 Nov 2006  Ferret, Mrs Fiona Recorders
redit Control Gra
Grap Halibut Sophie 13 Dec 200 Mon 27 Mow 2006 £4.00 30 Mow 2006 27 Nov 2006 Ferret, Mrs Fiona Recorders
Tutorials & Guides Hamm... Fiona 23 Sep 200 Mon 04 Dec 2006 £4.00 23Dec 2006 04Dec 2006  Ferret, Mrs Fiona Recorders
Hedge... Henry 17 Sep 200 Mon 11 Dec 2006 £4.00 23 Dec 2006 11 Dec 2008 Ferret, Mrs Fiona Recorders
Heron  Percy 31 %an 199 Thu 21Dec2006  £12.00 23Dec2006 21Dec2005  Ferret, Mrs Fiona Christmas Party
Heron Stewart 08 Feb 195
Kangaroo Kylie 30 Sep 20C
Kingfis... Bonita 01 Jun 200
Kingfis... Consuela 15 Jun 200
Kingfis... Juan 06 Feb 200
Legpard  James 155ep 20C ~
< [ ] Total selected payments:  £0.00 Total selected charges:  £0.00
Manage Account Items | | Account Balance | |Account Receipts [ Account Usage ] [ Help
»w
Far Help, press F1 \ NUM
g .y

You can switch back to Account Holder view at any time by using the View Accounts button.

Account Reports

When you are in Account Holder view you can use three buttons at the bottom of the screen to produce
some reports about the account.

Account Balance ] [A::count Re::eipts][ Account Usage J [ Help

These reports are useful for many things including:

¢ Providing the account holder with written evidence of their childcare usage (e.g. for tax credits)
e Account dispute resolution

e Producing a closing account balance at an arbitrary date
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Account Usage Report

This report is a great timesaver if an account holder needs a written statement of their childcare usage
for an ad-hoc date range. This is often useful for tax credit evidence or if an institution, like a college, is
paying the account holder for some of their childcare.

This report only lists the account charges, it does not include any of the account holder's payments.

It offers the same detail options as the
statements / invoices for the account:

e Fully itemized — shows one line per charge
item for each child.

e Summary Information Only — a simple
charge total for each child.

e Daily Information — a daily charge total for
each child.

The fully itemized report looks like this:

Choose a report style

Repart Style

{(#) Fully Itemised
{3 summary Information Only
() Daily Information

QK ] [ Cancel ] [ Help

Mrs A. Fox

18 Hillside
Foxholes
Anytown
Northumberland
AR BEF

Thank you for using Kidspace.

The cost of your childcare used in this period is: £40.75

Details
ltems Hours ([Free)
Harry Fox
Mon 08-Jan-2007  Hary Fox 1.00
Harry Fox Totals: — ggg 100 000
Sally Fox
Wed 10-Jan-2007  Saly Fox 250
Wed 10-Jan-2007  Saly Fox 350
Thu 11-Jan-2007  Saly Fax 250
Thu 11-Jan-2007  Saly Fax 350
Fro12-Jan-2007  Saly Fax 250
Fro12-Jan-2007  Saly Fax 350
Sally Fox Totals: (1] 10.50 750
Report Totals: LEL] 1150 750

Kidspace

13 River Dale
Foxholes

Anytown
Northumberland
AAY 9EZ

Tel: 01224 567220

OFSTED: EYC 98765
Company Mo: G54321
Charity Nao: 123458

Date: 13 January 2011

This is the cost of your family childcare used between 1 January 2007 and 14 January 2007

Service

Recorders

Fres EntRiEmant Sesskon
Pre-SchoolPar Day
Fres EntRiEmant Sesskon
Pre-gchoolPan Day
Free EntRiement Sesshon
Pre-gchoolPan Day

Total Amount:
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E4.00

E40.75

Page 1ot

Amount

£4 00

£0.00
£1225
£0.00
£1225
£0.00
£1225
EIETS




The Summary
Information Only
report looks like this: Child Use Summary

Sally Fox

Mrs A. Fox Kidspace
18 Hillside 12 River Dale
Fox holes l:ox"::les
Amyh nytown
nytown Northumberand
Northumberland AA1 577
AT SZZ Tel: 01234 567830
OFSTED: EYC 98765
Company No: 654321
Charity Mo: 123456
Date: 12 January 2011
Page 1of1
Thank you for using Kidspace.
This is the cost of this child's chidcare used between 1 January 2007 and 14 January 2007.
The cost of your childcare used in this period is: £36.75
Details
Items Hours ([Free] Service Amount
Sally Fox
Wed 10-Jan-2007 Saly Fox 250 Free EniRlemant Sesshon £0.00
Wed 10-Jan-2007 Saly Fox 350 Pre-School Part Day £1225
Thu 11-Jan-2007  Sally Fox 250 Free EniRlement Sesshon £0.00
Thu 11-Jan-2007  Sally Fox 350 Pre-School Panm Day £1225
Frn 12-Jan-2007 Saly Fox 2350 Free EntRemant Sesshon £0.00
Fn 12-Jan-2007 Saly Fox Pre-3chool Pan Day £1225
Zally Fox Totals: 750 £3675
Report Totaks:

750 Total Amount: £36.75

Account Receipts Report

The 'Account Receipts' Account Receipts
button displays all of
the payments received
in the date range:

Mrs A, Fox Kidzpace
18 Hillside 13 River Dale
Fox holes Foxholes
Anytown Anytown
Morthumberand
Neorthumberland M 522
AATSZZ Tel: 01234 567830
OFSTED: EYC 98785
Company No: g54321
Charity No: 123456
Date: 13 January 2011
Page 10f1
Thank you for using Kidspace.
These are the psyments that we have received from you betwesn 1 August 2006 and 1 December 2008,
Total payments received for this period: £497.00
Summary Details
Date Received Invoice Date Payment Method and Notes Amount
Fri 08-5ep-2006 30-5ep-2006 Voucher (XYZ Woucherso) -xyz 12345675880 2 £20.00
Frl 08-3ep-2006 30-5ep-2006 Vougner (XYZ Woucherco) -xyz 12345 67890 3 £2000
Frl 08-5ep-2006 30-Sep-2006 Vougner (XYZ Woucher) -xyz 123456738903 £2000
Frl 05-5ep-2008 30-5ep-2006 Voucher (XYZ Voucherso) -xyz 12345 67890 2 £20.00
Frl 08-3ep-2006 30-5ep-2006 Vougner (XYZ Woucherco) -xyz 12345 67890 3 £2000
Fri 08-5ep-2006 30-Sep-2006 Chsgue £4700
Thy 12-0cH2006 31-0cHZ006 Wougner (XYZ Woucherco) -xyz 12345 678903 £50.00
Thy 12-0et-2008 31-0ct-2006 Vougner (XYZ Woucher) -xyz 123456738903 £50.00
Thy 12-0g¢H2006 31-0cH2006 Wougner (XYZ Wouchers) -xyz 12345 678902 £3000
Wed 01-Nw-Z006 30-Mov-2006 Vougner (XYZ Woucherco) -xyz 12345 67890 3 £50.00
Wed J1-Now-2008 F0-Mov-2006 Voucher (XYZ Woucherso) -xyz 12345675880 2 £50.00
Wed 01-Nw-Z006 30-Mov-Z2006 Wougner (XYZ Woucherco) -xyz 12345 678903 £50.00
Wed 01-Nw-2008 30-Mov-2008 Vousmer (XYZ Wouchers) -xyz 1234567390 2 £2000

Wed 01-Nw-Z006 30-Mov-Z2006 Wougner (XYZ Woucherco) -xyz 12345 678903 £50.00

Total Amount:




Account Balance Report

The ‘Account Balance’ button can produce an account balance up to any ad-hoc date.

The balance is calculated by adding up all of
the charges and payments up to and including
the cut-off date. >

You can produce balances for all account, or
for an individual account holder. ———— p

You can choose whether to use charges —»p
based on the date that services were used,
or the charge date, when payment was due.

(This may depend on you refund policy if you

Account Balance

Cutoff date: 20 December 2008

() all accounts

(%) Account holder: | Fish, Mr Phillip (FH)

|Use charges based on:

() Delivery date
(") Payment due date

%)

are preparing a closing balance.) oK ] [ Cancd ] [ Help
The report generated has just one line for each account holder and looks like this:

Account Balances on 20-December-2006 using charges based on service delivery dates

Kidspace

Page 1 of 1

Surname First Mame Title Balances In Cradit Balances Owead All Balancas

Fish Phillip Mr £6T7.50 EBT.50

EBT.50 EBT.E0

Note

Account holders are any adult who could have account line items in their name. They are usually, but
are not always family heads. All family heads are account holders.

For example, an account holder who ceases to be a family head may still have line items in their name

and will still be an account holder.
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Making Account Holder Charges and Credits
If you need to apply account charges and credits to the account holder you can do this from:

Family Details > Family Centre > Family Account tab > Account Holder view >

Family Accounts > View a Family’s Accounts > Account Holder view >

These charges and credits are intended for making charges or credits against an account holder, they
are unrelated to the childcare service.

(The normal bookings and cancellation credits take care of charges and credits for a child’s fees.)
Account holder specific charges and credits might include:

o Late payment charges

e Opening account balances

Total selected payments: Total selected charges:

[Manage A::countltems] [A::cnunt Balance ] [Acccunt Receipts] [ Account Usage ] [ Help

T

You can use the ‘Manage Account Items’ button to apply charges and credits to the account holder.
When you click on the Manage Account Items button the Manage Account Items for will appear as
shown below.

' it
B | Manage Account [tems I. | (=) |_i3-l
Account Holder: Badger, Mrs Roxy

Date Service nit Price  Alt., Price  Alt, Lnits Start Hours Charge

03 Jul 2007  Excessive Charge £100,00  £100,00 |:| 1 Q0:00 0 £100,00

05 Jul 2007 Tiny Credit -£1.50 -£1.50 |:| 1 00:00 0 -£1.50

Delete Selected [ Apply Charge ] [ Apply Credit ] [ Finish ] [ Help
x A

\ \ / g

4

Simply apply charges and credits by using the appropriate buttons. You can continue adding credits and
charges to the list displayed in the form.

To delete one or more credit or charge, select the items in the list and press the Delete Selected button.

When you are happy with the list you can press the Finish button to apply the credits and charges.
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When you add a credit or charge you will be asked to supply a description for the charge or credit, a
date to make the charge or credit and an amount. Just enter a positive number for the credit or charge.
The program will insert the amount into the family account with the appropriate sign.

i T s '
Apply Credit Iﬁ Apply Charge ﬁ
Credit Description: Charge Description:
Opening Balance Late Payment Charge
Enter Credit Date: Enter Charge Date:
Thursday 01 June 2006 El~ Monday 16  July 2007 E~
Enter amount to credit: Enter amount to charge:
125.00 5.00
QK ] [ Cancel QK ] [ Cancel
L A e o

If you apply these charges or credits they will be itemised in their own section on the account holder's
invoices and usage summaries, ahead of the child details. For example:

Here is how we calculated the charges (F shawen, O = Bubssquenty Tanceled)
Items Hours ([Free} Service Am ount
Account Holder ltems
Tue 03-Jukz2007 1.00 Excesslre Charge £100.00
Thu 05-Jukzaadv 1.00 Tiny CredR =1.50
Account Holder Items Totaks: P} oo oan £35 50
Elizabeth Badger
Wed 04-Juk2dd7  Elzabeth Badger 250 Free Enfllem ent Sesshon £00a
Thu 05-Jukz0d7  Ellzabeth Badger 250 Free EnfRlem ent Session £00a

Extra Functions In The Family Centre

Total selected payments:  £0.00 Total selected charges:  £0.00

[ Reminders ] [ Invaices ][ Manage Account Items “A::count Balance ] [Account Receipts H Account Usage ] [ Help ]

AN i

The version of the form in use in the Family Centre has two extra buttons.

These allow you to view the stored invoices and reminders sent to the family to date without moving to
the Family Accounts section of the program.
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