Family Record, Financials Tab -
PrePay Deposit
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The PrePay Deposit option allows administrators to accept prepayments for
families in the system. This is frequently used by businesses that accept
prepayments, but do not want to have a large credit on a family's financial
ledger.

1. Navigate to the family record, then select the Financials tab

b4 Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup Q

Miller Family 4 Regular 436.00
< Family ID 413190 Studentls) Statement Type Balance Outstanding >
Internal Note: Add/View Journal Notes
Summary | Family | Children | Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation [IMSWWSMB Receipts | Merge
Year Total Qutstanding:
al o - 43600
Statement List
User Post Date Deseription Fee Payment  Original ~ Balance
« Statement ID: 6338221 - Date Range: 01/01/2018 to 12/31/2018 -

Carson Miller - Normal Fee - DCW Transactional-
R1

CENTEI

DCW Transactional- CENTER 1 Cub Scouts Zoo Trip - 2000 2000
“School Year Care - Extracurricular Activities 2018 -

11/01/2018 to 12/31/2018 Registration Fee

2. Click Actions, then select PrePay Deposit

[i] stevemillerl 11/15/2018

Summary | Family | Children | Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation WIRENVEEICR Receipts | Merge

Year Sponser Total Outstanding:

i 2018 | - * Guardian 1 Upthehill v $754.90

Adjustments/Add Fee

Statement List

Charge/Reduce Revenue

User Post Date Deseription Fee Make Payment

\ Statement ID: 4729750 - Date Range: 01/01/2018 to 12/31/2018 ‘
Deposit Correction
Jack Upthehill - Normal Fee - DCW Transactional- Coupons
CENTER 1 24001
Pickup Fee

= dow keass D2/0Y2018 A Before School Care ~ DCW Transactional- Center

1-02/01/2018 to 02/28/2018{M_WRF)

Jill Upthehill - Normal Fee - DCW Transactional-

= dcw_kgass 02/01/2018  AM, Before School Care ~ DCW Transactional- Center 2700/
1-02/01/2018 to 02/28/201B(MTWRF) Transfer Balance

3. Navigate to the Prepay Information section and complete the

information

Prepay Information (&

Student: *

& Please Select -
Classroom *

L. - -
Payment Type: * Payment Amount: *

[ Cash - S

Parent Sponsor: *

& - -
Prepay Start Date: * Prepay End Date: *
01/09/201%

Revenue Type: *

-- -

o Student - from the drop-down list, select the student that will have



the prepayment allocated to them

o Classroom - choose the classroom the prepayment will be
allocated against

o Room Semester - if there is a semester associated with the
prepayment, choose the semester here

o Payment Type - select the method of payment

o Payment Amount - enter the amount for the payment

o Parent Sponsor - select the paying parent

o Prepay Start Date - enter the start date for the prepayment

o Prepay End Date - enter the end date for the prepayment

o Revenue Type - select the revenue type associated to the
prepayment. Please Note: revenue types can be set up in Valid
Values

4. Complete the Allocations section

Allocations

Apply As: * Type of Adjustment:
(O] - - g - -

o Apply As
m Payment - the prepayment will be posted on the family's
financial ledger as a payment
m Adjustment - the prepayment will be posted on the family's
financial ledger as an adjustment
o Type of Payment - select the payment type the parent is using
5. Complete the Prepay Type section

Prepay Type

Prepay Type: ©
m Prepay on Date

Application Date-

o Prepay Type - this option will determine when the prepayment is
posted to the family's financial ledger
m Prepay on Billing Period - this will post the prepay on the

family's account for each of the billing periods



s Enter the Prepay Amount
m Select the Prepay Amount Type (percentage or dollar)
m Prepay on Date - the prepay will post on the family's account
on the provided date
m Provide the Application Date. Please Note: a batch job is
required for prepay deposits to apply on the Application
Date. See batch job details below
m Prepay on Child Withdrawal - the prepay will post to the
family's account when a student withdraws from the center
6. Click Show More Fields to display the following options:
o Check Number - if the parent is paying by check, enter the check
number into this field
o Deposit Discount Type - if there is a discount setup for prepaid
deposits, select the discount from the drop-down
o Notes - enter any necessary notes regarding the prepayment

o DCW Batch Number - this option is used when payments are

being batched with user defined batch numbers, typically for
reconciliation purposes. See Batch & Report for more information
o Assigned Batch Number - this option is used when payments are

being batched with system defined batch numbers, typically for

reconciliation purposes. See Batch & Report for more information

Application Date Batch Job

Before prepay deposits automatically apply on the entered date, a batch job
must be setup. This batch job runs daily and will automatically apply prepays
based on the "Application Date" from the above setup on each family.

Please contact support to have this batch job turned on for your location.



