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For instances where you wish to waive a Parent/Guardian’s gap fee
(partially or in full), a Gap Fee Waiver may be applied. A gap fee
waiver will apply a credit to the outstanding invoice, reducing the

Parent/Guardian’s cost of care.

A waiver may be applied regardless of whether the Parent/Guardian

has an outstanding balance, is in credit or is paid up to date.

Before you begin, make sure you know the total amount you wish to

waive from the Parent/Guardian’s account.

This tipsheet will walk you through:

Creating a Gap Fee Waiver

Viewing Gap Fee Waiver

Cancelling Gap Fee Waivers
Troubleshooting

Summary

Create A waiver

Click on the Accounts tab

Click on Invoices

Click +Waive Timesheet Gap Fee
Select the contact name

Enter the Amount

Click Select

Select the invoice you need to waive
Click Save
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Detailed

To create a new gap fee waiver, you will need to open Invoices via the Accounts
menu:

Child Care ~ Processing ~ Accounts ~ Reporis ~
\ Dashboard
Invoices
| Receipts

In the top left, click the +Waive Timesheet Gap Fee button:

INVOICING ‘

Next, select the parent/guardian from the Contact dropdown menu, enter the fee
amount you wish to waive and click Select:

CREATE GAP FEE WAIVER

Select Contact to Waive Gap Fee
Contact Waiver Amount

Gina Henderson - % | 500

/SEIEEI

This will open the Create Gap Fee Waiver page, prefilled with the Parent/Guardian
and waiver amount you supplied on the previous page:
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CREATE GAP FEE WAIVER = B
Contact Info Waiver Info
First Name Surnamea ‘Waiver Date Wanar Amount
Gina Henderson 07/04/2020 § 200

Numiber/Strest Suburh Comments
Fee Waiver
State Pastende 4

Note: The Waner Amount must all be allocated o IMvVoIces.

Line Apply Walver To ltem?  Involce Number Involce Date Involce Total Outstanding Balance Walver Amount
1 =] INV-0000 1608 03032020 800 800 i}
z @ INV-0D001676 03032020 400 400 o

Total Waiver Applied to Invoices: $0.00

The table at the bottom of the window will display any outstanding invoices
belonging to the Parent/Guardian’s.

Similar to receipting, the waiver amount will automatically be applied to any
outstanding invoice (beginning from the oldest dated invoice).

Apply Waiver Qutstanding
Line To ltem? Invoice Number Invoice Date Invoice Total Balance Waiver Amount
1 L2 / INV-00001608 03/03/2020 800 800 800 /
2 @ INV-00001676 03/03/2020 400 400 0

Total Waiver Applied to Invoices: $800.00

The allocation of the waiver may be changed by checking/unchecking the Apply
Waiver to Item box and updating the Waiver Amount column.

If the waiver amount is equal to or less than the total amount outstanding, then it
must be allocated in full across the outstanding invoices.

The Total Waiver Applied to Invoices will display the total waiver amount you
currently have applied to the invoice/s.

Apply Waiver OQutstanding
Line To Item? Invoice Number Invoice Date Invoice Total Balance Waiver Amount
1 L4 INV-00001608 03/03/2020 800 800 200
2w INV-00001676 03/03/2020 400 400 400

Total Waiver Applied to Invoices: $600.00
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If there are no outstanding invoices OR the waiver amount is greater than the total
outstanding, the Parent/Guardian’s account will be placed into credit.

You may create the waiver by clicking the Save button at the top of the page.

You will be redirected back to the Invoicing main page and a confirmation of your
gap fee waiver invoice will display.

Viewing Gap Fee Waivers
Gap Fee Waiver Invoices may be viewed in the list of invoices. They may be
identified via the Is Waiver column:

]

INVOICING
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Gap Fee Waiver invoices will display as Yes in the Is Waiver column.

Click the view icon ‘ "Ba s L 92 45 iew the Invoice details:

INVOICE - INV-00001349 = | Adust
Contact Info (Parent) Invoice Info
First Name Sumame Invoice Date Payment Terms Due Date
Freya Winslow 09/04/2020 0 - Days [v 09/04/2020
Number/Street Suburb Status redPAY Status
123 Pelican Place Kedron Issued ~|  Not Sent [v
State Postcode Comments
QaLb 55565
Charge  Description Child (Optional) Quantity PriceEach  Apply GST?  Price Inc GST
Waiver Fee Waiver INV-00001285 1 -$1,836.75 No No
Waiver Credit Account 1 -$163.25 No No

Total Amount: -$2,000.00
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In the above example, the waiver credit of $2000 was applied to an outstanding

invoice of $1836.75. The remaining $163.25 was then credited against the
Parent/Guardian’s account.

Gap Fee Waivers will also display on the Parent/Guardian Statement report:

Parent/Guardian Statement
Firown: 28020 bo SSQTI2000

Transaction Listing Opening Balance -$4115.00
oue | mutrsoce | Troe | gty | Mon | Too [wea [ mhu [ e [ sw | sun [0 ] T [sobwer| S | pisibe | Seimes

DADNVNCD  AODOO AR Aneddlends (o WL bRk E-F ) 10 & R ) o | ] ke Sx)
Afwrdaros (Ao fraterror CRE T ) [0 1053 Ha00 00 e 5T 400 00 EEL- L]
COTOTIDD  RAOOOGIETE  ASencance (el L e o el ) s 1050 $A00 [0 el k] 400 D0 11500
CTOATIRD RECLDO0I0N  Fecespd 811500 5130000
CPOANDD BODODITIE iewamns o Fee W BB ) A S A

Cancelling Gap Fee Waivers

In the event you incorrectly create a gap fee waiver, it may be reversed. Reversing
the gap fee waiver will remove the credit that has been applied to the
Parent/Guardian’s account.

To cancel a gap fee waiver, locate the invoice and select the adjust icon:

Q I““ o]

This will open the following window:

Cancel Waiver Invoice x

Are you sure you want to create a new invoice that will reverse this waiver invoice?
Contact: Freya Winslow
Invoice No. : INV-00001349
Invoice Date :  09/04/2020

Amount: -2000

To proceed with cancelling the waiver, click the Confirm button.
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You will be redirected back to the Invoicing main page and a confirmation of your
gap fee waiver adjustment invoice will display:

&/ Adjustment Waiver Saved Successfully

A new invoice will be raised, cancelling the previously applied credit from the
Parent/Guardian’s account.

- Page 6 -



PART OF THE

) [ )
Child Care Central redbourne /-/;;rmom,Weé ..

Experts in Child Care Software
GROUP

GAP FEE WAIVER

Detailed

Issues: | only want to waive one session; how much do | enter?

Resolution: If you are only waving the gap fee for individual sessions, you will first
need to work out the amount you are waiving.

You can work this out by

1. Submitting the session report.

2. Once the session report is processed use the statement of entitlement to get
the gap fee figure for the session you want to override. E.g If | want to
override Saturday 7" July the statement below shows me the gap fee is

S64.72.
Session | Attendance | Fee before | Total Fee Hourly ccs Fee Reduction to Service | Fee Reduction to Guardian Parent
[pate [ st | End [ Hours | signin [ signOut | Hours | Discounts| (orCCS) | Fee | Hours ccs accs | ccs accs || Payment
Wesk 2/07/2018 to 8/07/2018 (CCS Week 1)
Fri 60712018 14:00 18:00 400 140300  18:00:00 395 34080 $40.80 102000 40000  32.9480 - - A 7esa
Sat 7/07/2018 08:00 20:00 12.00 08:05:00 20:03:00 11.97 $170.40 $170.40 14.2000 12.0000 1056780 - . . 64.7220
% TSSO AL oo i s o A 5 L n s A Fns e s e B A e

Total: 29.50 25.M $405.90 $405.90 295000 $257.5117 $0.0000 $0.0000 $0.0000 $148.3883

Child Total: 29.50 29.7 $405.90 $405.90 205000 $257.5117 $0.0000 $0.0000 $0.0000 $148.3883

Issues: When should | waive a gap fee?

Resolution: As your software provider we can only show you how to apply the
waiver within the system and cannot assist you with answering these types of
questions. We recommend you contact the CCS help desk for further clarification.
The CCS Help desk number is: 1300 667 276.
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