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The Help Center and Agency Customization
The articles in the Help Center and videos in the Learning Library are based on the default
setup of ChildPlus and assume full security access to all platforms, modules, features and
fields. If you cannot find or access a feature referenced in an article, be aware that your
agency's specific customization of ChildPlus determines:

l Your access to each platform
l Your access to specific modules or features
l Security or location restrictions for your level of access to ChildPlus
l Whether a module or feature has been turned on
l Which fields are available in each module
l The content of drop-down fields

Contact your ChildPlus administrator to verify your security access and the availability of a
feature referenced in an article.

If you are a ChildPlus administrator and need to configure security access or turn on a
feature, see User Security Groups or contact us for additional assistance.

Help Center Updates and ChildPlus Platforms

The Help Center is continually updated to reflect the current version of ChildPlus. Ensure
that you are using the latest version of ChildPlus and referencing an article for the
appropriate ChildPlus platform. Instructions for modules often differ between ChildPlus
Online and ChildPlus Desktop and are unique for the Attendance App.

l To find out which version of ChildPlus you are using, see About ChildPlus.
l For more information about the different platforms and how to access them, see
Platform Comparison.

l To learn about the differences between the modules in ChildPlus Desktop and
ChildPlus Online, see Module Comparison.

User Security Groups.htm
Customer Support.htm
What's New in ChildPlus.htm
../../../../../../Content/Navigation/View Software Details.htm
../../../../../../Content/Getting Started/About ChildPlus/Platform Comparison.htm
../../../../../../Content/Getting Started/About ChildPlus/Platform Comparison.htm
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Fee Management Suite
The ChildPlus Fees module gives you the ability to track participant fees and accounts receivable directly in
ChildPlus. You can use this module to keep all of your participant accounts up-to-date with the ability to man-
age fees, payments and balance adjustments. You can also use the Fees module to print receipts, monthly
statements and end-of-year tax statements.

The Fees module provides you with the flexibility to manage transactions (fees, payments or balance adjust-
ments) for both individual participants and larger groups of participants (for example, entire classrooms).

Enabling Fee Tracking in ChildPlus
There are two things that you must do before you can begin using the Fees module in ChildPlus. First, you'll
need to enable fee tracking for your entire ChildPlus system. Once you've enabled global fee tracking in
ChildPlus, you will also need to enable fee tracking for each program term that you want to use with the Fees
module.

ENABLE FEE TRACKING IN CHILDPLUS

Follow these steps to Enable Fee Tracking in ChildPlus:

1. Click on Setup > System Setup > System Preferences.
2. Click on the Fees tab.
3. Click Enable Fee Tracking.

Tip: Once you Enable Fee Tracking in ChildPlus, you'll also need to set up each pro-
gram term that you want to use with the Fees module.

ENABLE FEE TRACKING FOR PROGRAM TERMS

Follow these steps to Enable Fee Tracking for your program terms in ChildPlus:

1. Click Setup > Agency Configuration > Program Info.
2. Select the program term that you want to enable.
3. Click on the Fees tab.
4. Click Enable Fee Tracking.
5. Click Automatically set up billing for children added to this program term if you want ChildPlus

to automatically activate billing for any participant who has a participation record added for this pro-
gram term.

6. Choose which participants are billed by selecting one of the following:
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Option Description

Charge participants a normal amount each
billing period, regardless of attendance

Choose this option if you want to charge
your participant a set amount each billing
period. If you choose this option, all par-
ticipants will be charged the same
amount, regardless of how many days
they actually attended the program.

Charge participant a daily rate based on
their attendance

Choose this option if you want to charge
your participant a daily rate that is based
on how many days they actually attended
your program. For example, if you
charge a participant $8.00 per day and
they attended for 10 days during a billing
period, then they would be billed
$180.00.

If you choose this option you can also
choose to Only charge participants
for each day their attendance code
is set to a specific status. If you choose
to charge based on attendance code,
select each attendance code that par-
ticipants should be billed for. Participants
will be charged the daily rate for each
day during the billing period that their
attendance code is equal to one you
select here.

7. Click Save.

Tip: Click Set all existing participants to these values only if you want
ChildPlus to automatically populate the Participant is billed and the Normal Fee
Amount/Amount to Charge Per Day fields on the Services > Fees screen
with the default values that you set up for the program term.

Caution: Proceed with caution if you have already populated the Participant is
Billed and the Normal Fee Amount/Amount to Charge Per Day fields for par-
ticipants in this program term. Once you set all existing participants to the defaults
for the program term, ChildPlus will overwrite any existing data .



ChildPlus Services Guide

3
ChildPlus Software - childplus.com -© 2021

Adding Payments, Fees and Balance Adjust-
ments for Individual Participants
You can use the Fees module available through the Services menu to manage fees, payments and balance
adjustments for individual participant accounts. In addition, you can also specify whether a participant is
billed and how much they are normally billed per day in the Fees module.

Tip: See page 8 to learn how to add payments, fees and balance adjustments for
groups of participants.

Viewing Each Participant's Transactions

Follow these steps to view each participant's transaction history:

1. Click Services and use the Participants List to select the name of the participant whose transaction
history you want to view.

2. Click Fees.

Adding Payments

Follow these steps to add a payment transaction for a participant:

1. Click Services and use the Participants List to select the name of the participant that you want to add
a transaction for.

2. Click Fees.
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3. If it isn't already checked for the participant, select Participant is billed. Show me.
4. Click Add Payment.
5. Complete the details about the payment using the following table as a guide:

Field Name Description
Transaction Date Enter the date that the payment was made.

Amount Enter the amount that was paid for this transaction.

Payment Type Choose the payment method for this transaction (for
example, cash, check or credit card).

Statement Description If you want to include a description about this transaction
(for example, September 2021 Payment), enter it here.

Comment Use this area to enter optional notes or comments about the
payment.

6. Click Save.

Tip: Click Save and Print Receipt if you need to print a receipt for the participant.

Adding a Fee Transaction

Follow these steps to add a fee transaction for a participant:

1. Click Services and use the Participants List to select the name of the participant that you want to add
a transaction for.

2. Click Fees.
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3. Click Add Fee.
4. If it isn't already checked for the participant, select Participant is billed. Show me.
5. Complete the details about the fee using the following table as a guide:

Field Name Description
Transaction Date Enter the date that the fee was charged.

Amount

Enter the amount that was charged for this transaction.

By default, ChildPlus automatically uses the value in the
Amount to Charge Per Day field on the Fees screen.

Fee Category

If you want to associate this fee transaction with a specific
category, choose one from the list.

Tip: You can customize this list via Setup > System Setup
> Customize Dropdown Choices > Category (Fees)

Statement Description If you want to include a description about this fee trans-
action (for example, Annual Admin Fee), enter it here.

Comment Use this area to enter optional notes or comments about the
fee.

6. Click Save.

Balance Adjustments
Follow these steps to add a balance adjustment for a participant:

1. Click Services and use the Participants List to select the name of the participant that you want to add
a transaction for.

2. Click Fees.
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3. Click Add Adjustment.
4. If it isn't already checked for the participant, select Participant is billed. Show me.
5. Complete the details about the adjustment using the following table as a guide:

Field Name Description
Transaction Date Enter the date that the fee was charged.

Amount Enter the amount that was charged for this transaction.

Adjustment Type Choose whether this is a Balance Increase or Balance
Decrease adjustment.

Statement Description If you want to include a description about this adjustment
(for example, Inclement Weather Credit), enter it here.

Comment Use this area to enter optional notes or comments about the
adjustment.

6. Click Save.
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Editing and Deleting Individual Trans-
actions
Follow these steps to edit or delete a transaction for an individual participant in ChildPlus:

Tip: See page 14 if you want to edit or delete a transactions for multiple participants.

Editing a Transaction
Follow these steps to edit a transaction for a participant:

1. Click Services and use the Participants List to select the name of the participant that you want to add
a transaction for.

2. Click Fees.

3. Select the transaction that you want to edit.
4. Click Edit Transaction.
5. Make your changes to the transaction.
6. Click Save.

Tip: Click Save and Print Receipt if you need to print an updated receipt for the
participant.

Deleting a Transaction

Follow these steps to delete a transaction for a participant:
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1. Click Services and use the Participants List to select the name of the participant that you want to add
a transaction for.

2. Click Fees.

3. Select the transaction that you want to delete.
4. Click Delete Transaction.
5. Click OK to confirm that you want to delete the transaction.

Adding a New Fees Batch
Batches let you create transactions for large groups of participants. Adding batches of transactions can be
really useful if you need to charge fees or record payments for multiple participants. You can also use batches
to apply balance decreases or increases for multiple participants (for example, an entire site or classroom of
participants).

ChildPlus lets you create the following types of transactions:

l Fees

l Payments

l Balance Decrease Adjustments

l Balance Increase Adjustments

Viewing Transaction Batches

Follow these steps to view a list of Transaction Batches in ChildPlus:
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1. Click Management > Fees.
2. Use the Show batches created within option if you want to filter Transaction Batches using a date

range.
3. Check each Transaction Type that you want to view on the screen.
4. Click Refresh.

Add a New Batch of Fee Transactions

Follow these steps to add a new fee batch:

1. Click Management > Fees.
2. Click Add New Batch.
3. Complete the fields in the Select Which Participants to Include section of the screen using the fol-

lowing table as a guide:

Field Name Description

Select a Program Term *

* this is a required field

Select the program term that the participants you want to
create transactions for are associated with.

Tip: If you don't see the program term that you are looking
for, make sure that you have enabled fee tracking for it.

Agency *

* this is a required field

Select the agency that the participants you want to create
transactions for are associated with.

Sites Select the site(s) the participants you want to create trans-
actions for are associated with.

Classrooms
If the participants that you want to create transactions for
are associated with specific classroom(s), check each applic-
able classroom.
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Field Name Description

Group
If the participants that you want to create transactions for
are associated with a specific group, check each applicable
group.

Program Option
If the participants that you want to create transactions for
are associated with a specific program option, check each
program option that applies.

4. Complete the fields in the Set Transaction Defaults section of the screen using the following table as
a guide:

Field Name Description

Transaction Date Enter the date that you want to associate with each of the
transactions that you create with this batch.

Transaction Type

Select Fee as your transaction type and then choose one of
the following:

l Default Amount to Normal Fee Amount - choose
this option and ChildPlus will charge the default
amount configured for the Program Term.

l Default Amount to - manually complete the default
amount you want to charge each participant that you
create a fee transaction for.

Fee Category

If you want to associate this batch of transactions with a spe-
cific fee category, choose one here.

Tip: You can add additional choices and customize this list
via Setup > System Setup > Customize Dropdown
Choices > Category (Fees).

Billing/Transaction Period

Choose the Begin Date and End Date for the period of
time that you want to create transactions for. ChildPlus will
only create transactions for participants who were enrolled
for at least one day during this period.

Statement Desc. If you want to include a description of this transaction batch,
enter it here.

Comment Use this area to enter optional notes or comments about the
transaction batch.

5. Click Next.
6. Review the list of participants for which ChildPlus will create fee transactions. If you do not want to cre-

ate a transaction for a participant, uncheck the box next to their name.
7. If necessary, make changes to the default Amount, Statement Description, Fee Category and Com-
ment associated with each participant's fee transaction. ChildPlus automatically populated these fields
based on the values you set in the Set Transaction Defaults section of the screen in step number 4.
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Tip: Do you need to change the Amount for the majority or all of your par-
ticipants? If so, there's no need to start over. Instead, you can click Reduce
Amounts to reduce the Amount for each transaction by either a certain dollar
amount or percentage.

8. Click Create Transactions.

Add a New Batch of Payment Transactions

Follow these steps to add a new payment batch:

1. Click Management > Fees.
2. Click Add New Batch.
3. Complete the fields in the Select Which Participants to Include section of the screen using the fol-

lowing table as a guide:

Field Name Description

Select a Program Term *

* this is a required field

Select the program term that the participants you want to
create transactions for are associated with.

Tip: If you don't see the program term that you are looking
for, make sure that you have enabled fee tracking for it.

Agency *

* this is a required field

Select the agency that the participants you want to create
transactions for are associated with.

Sites Select the site(s) the participants you want to create trans-
actions for are associated with.

Classrooms
If the participants that you want to create transactions for
are associated with specific classroom(s), check each applic-
able classroom.

Group
If the participants that you want to create transactions for
are associated with a specific group, check each applicable
group.

Program Option
If the participants that you want to create transactions for
are associated with a specific program option, check each
program option that applies.

4. Complete the fields in the Set Transaction Defaults section of the screen using the following table as
a guide:
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Field Name Description

Transaction Date Enter the date that you want to associate with each of the
transactions that you create with this batch.

Transaction Type Select Payment as your transaction type.

Amount

Enter the default payment amount that you want ChildPlus
to use for each transaction that you create with this batch.

Tip: This field is optional, if you would rather manually fill in
the participant's payment amount, then leave this field
blank.

Payment Type

Choose the default payment type that you want ChildPlus to
use for each transaction that you create with this batch.

Tip: This field is optional, if you would rather select a pay-
ment type for each participant's transaction, then leave this
field blank.

Billing/Transaction Period

Choose the Begin Date and End Date for the period of
time that you want to create transactions for. ChildPlus will
only create transactions for participants who were enrolled
for at least one day during this period.

Statement Desc. If you want to include a description of this transaction batch,
enter it here.

Comment Use this area to enter optional notes or comments about the
transaction batch.

5. Click Next.
6. Review the list of participants that ChildPlus will create payment transactions for. If you do not want to

create a payment transaction for one or more participants in this list, uncheck the box next to their
name.

7. If necessary, make changes to the default Amount, Statement Description, Comment and Pay-
ment Type associated with each participant's transaction. ChildPlus automatically populated these
fields based on the values you set in the Set Transaction Defaults section of the screen in step num-
ber 4.

Tip: Do you need to change the Amount for the majority or all of your par-
ticipants? If so, there's no need to start over. Instead, just click Reduce
Amounts to reduce the Amount for each transaction by either a certain dollar
amount or percentage.

8. Click Create Transactions.

Add a New Batch of Balance Increase/Decrease Transactions

Follow these steps to add a new batch of balance adjustments:
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1. Click Management > Fees.
2. Click Add New Batch.
3. Complete the fields in the Select Which Participants to Include section of the screen using the fol-

lowing table as a guide:

Field Name Description

Select a Program Term *

* this is a required field

Select the program term that the participants you want to
create transactions for are associated with.

Tip: If you don't see the program term that you are looking
for, make sure that you have enabled fee tracking for it.

Agency *

* this is a required field

Select the agency that the participants you want to create
transactions for are associated with.

Sites Select the site(s) the participants you want to create trans-
actions for are associated with.

Classrooms
If the participants that you want to create transactions for
are associated with specific classroom(s), check each applic-
able classroom.

Group
If the participants that you want to create transactions for
are associated with a specific group, check each applicable
group.

Program Option
If the participants that you want to create transactions for
are associated with a specific program option, check each
program option that applies.

4. Complete the fields in the Set Transaction Defaults section of the screen using the following table as
a guide:

Field Name Description

Transaction Date Enter the date that you want to associate with each of the
transactions that you create with this batch.

Transaction Type
Depending on what you want to do, select either Adjust-
ment (Balance decrease) or Adjustment (Balance
increase) as your transaction type.

Amount

Enter the default amount that you want to decrease or
increase each participant's balance by.

Tip: Need a calculator? ChildPlus automatically displays one
on the screen when you click in the Amount field to modify
it.

Billing/Transaction Period

Choose the Begin Date and End Date for the period of
time that you want to create transactions for. ChildPlus will
only create transactions for participants who were enrolled
for at least one day during this period.
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Field Name Description

Statement Desc. If you want to include a description about this transaction
batch, enter it here.

Comment Use this area to enter optional notes or comments about the
transaction batch.

5. Click Next.
6. Review the list of participants that ChildPlus will create balance adjustment transactions for. If you do

not want to increase or decrease a participant's balance, uncheck the box next to their name.
7. If necessary, make changes to the default Amount, Statement Description and Comment asso-

ciated with each participant's transaction. ChildPlus automatically populated these fields based on the
values that you set in the Set Transaction Defaults section of the screen in step number 4.

Tip: Do you need to change the Amount for the majority or all of your par-
ticipants? If so, there's no need to start over. Instead, just click Reduce
Amounts to reduce the Amount for each transaction by either a certain dollar
amount or percentage.

8. Click Create Transactions.

Editing and Deleting Batches
Follow these steps to delete or edit transaction batches:

Tip: See page 7 if you want to edit or delete a transactions for individual par-
ticipants.

Deleting a Batch
Follow these steps to delete a transaction batch:

1. Click Management > Fees.
2. Select the transaction batch that you want to delete.
3. Click Delete.
4. Type the word delete in the box to confirm you want to delete the batch.
5. Click Delete.

.

Editing a Batch
Follow these steps to edit a transaction batch:

1. Click Management > Fees.
2. Select the transaction batch that you want to edit.
3. Click Edit.
4. Make your changes to the batch.
5. Click Update Batch to save your changes.
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Fees Reports
You can use the following reports in conjunction with the Fees module:

Fee Batch Report
This report includes details about the fee batches that you've created in ChildPlus. It also provides details
about which participants were included in a batch and how much they were charged.

Fees Receivable Report
This report provides you with a printout that shows each participant’s account balance.

Fee Statements
This report lets you print each participant’s account history. We've formatted this report so that you can easily
mail it in a standard window envelope.

Tax Statements
This report lets you print end-of-year participant account statements for tax purposes.

2600 - Fee Batch Report
This report includes details about the fee batches that you've created in ChildPlus. It also provides details
about which participants were included in a batch and how much they were charged.

Setup Options for this Report

Report Option Description

Options Information

l Include batches created within the last ___ days

l Include batches created between ___ and ___

l Include all batches

l Include batches of Transaction type: Fee, Pay-
ment, Adjustment (Balance increase), Adjustment
(Balance decrease)

l Include batches created by

l Show Participant Notes

Grouping/Type Options None

Date filters? Yes

Totals? Yes

Management Report? No
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2605 - Fees Receivable Report
This report provides you with a printout that shows each participant’s account balance.

Setup Options for this Report

Report Option Description

Options Information

l Show balances due as of ___

l Include all participants regardless of balance due

l Only include participants with a balance due > ___

Grouping/Type Options None

Date filters? Yes

Totals? Yes

Management Report? No
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2610 - Fee Statements
This report let you print each participant’s account history. We've formatted this report so that you can easily
mail it in a standard window envelope.

Setup Options for this Report

Report Option Description

Options Information
l Include charge, payments, and credits between

l Page Header Options

Grouping/Type Options
Grouping: None, Site, Classroom

Report Types: Detail, Summary, Worksheet, Individual

Date filters? Yes

Totals? No

Management Report? No
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2630 - Tax Statements
This report lets you print end-of-year participant account statements for tax purposes. These statements show
how much each participant paid during the tax year.

Setup Options for this Report

Report Option Description

Options Information

l Include all fees paid during tax year ___

l Include fees paid between ___ and ___

l Print agency name

l Print agency address

l Print agency tax id

l Print the phrase "Childcare Expense Tax Inform-
ation"

Grouping/Type Options None

Date filters? Yes

Totals? No

Management Report? No
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