V KeepCount
Getting started
The office of a licensed child care centre: an owner, or an administrator or bookkeeper an owner allows

KeepCount guide
to family billing

Fees, family accounts, the month's invoices,
payments and deposits, statements, reports
and receipts, for the centre's office. An owner
turns family billing on or off under Settings,
Organization, Features.

Family billing, set up and each month - 21 steps, one screen and one line each - a short "watch out" where
there is a catch

Setting up - 7 steps

Each month - 10 steps

Payments through Zum Rails - 3 steps
Year end - 1 steps

The screens explained

Screens from KeepCount 0.99.141, captured October 27, 2026 in a demonstration organization:
everyone in them is fictional. Sections of O. Reg. 137/15 read on e-Laws October 23, 2026.


https://keepcount.ca/guides/office-billing/more.html

Setting up

Once, before the first month: the page, the settings, the CWELCC figures, the
fees and the family accounts. An owner turns family billing on or off under

Settings, Organization, Features. The screens are from a demonstration

centre; the families, invoices and amounts in them are fictional.

€ Family billing

Billing, in the menu: one
page each, from Invoices to
Billing settings. Each page
saysinone line what it
holds.

Watch out: Family billing is for
the owners and the people an
owner allows under Logins
and access. A site supervisor
never sees it.

© Ssettings

Billing settings: the payee
and numbers printed on
invoices, the monthly run's
days, a monthly fee in a part
month, and your CWELCC
enrolment.

Watch out: The run makes
nothing until you choose "The
run starts with". Issuing by
itself and emailing invoices
are both off until you tick
them.

> Otherinspections 3

+ Billing
| Invoices
Payments
Bank deposits
Family accounts
Fee subsidy
Reports

Billing settings

[ October 2026 ] }

The first month the run drafts by itself. Leave it empty while you set up and practise: nothing is drafted or issued by itself until then.
Drafts made on day Issued on day Due on day (of the month billed)

E IE J )

At least 10 days before the due date gives families the
notice a pre-authorized debit needs.

[D Issue the drafts by themselves on that day (held ones and any above the CWELCC cap stay drafts, for you to correct or issue anyway) ]

D Email each invoice to the family’s payers when it is issued: “You have a new invoice from Demo Child Care Centre” with the number, the month,
the amount and the due date, and a button that opens it for 14 days (never a child’s name). Payers without an email address get it printed.

When a family’s payment is returned, add what KeepCount charges for it (the returned debit charge) to that family’s next invoice as one line,
D “Returned payment charges”, at your cost: the amount on KeepCount’s invoice with its HST, and no HST added to the family’s line. The line is
on the draft for you to change or remove before you issue it.

In CWELCC, some service system managers do not allow a fee for eligible children that was not charged before March 2022, and these charges are a new one. Check with yours
before you turn this on.
Returned payment fee (optional)


https://keepcount.ca/guides/office-billing/shots/tabs.png
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© The CWELCC
figures

CWELCC figures: choose

your service area and "Fill

from the regulation's table";
the base fee on December

Each program has its own figures; a fee's program decides which the check uses. Before and after school with no figures of its own is cl

If you were not enrolled in CWELCC on December 31, 2024, the regulation's table for your service area applies. KeepCount holds the fot

Oct 15, 2026). (1)

Your service area

[ Choose...

’

[ Fill from the regulation’s table ]

Full day: every age group. Table 1.

. Age group Base fee on Dec 31, 2024 The regulation’s table
31,2024 and any authorized
. . Infant —| Enter —| Enter
agreement go beside it. (]
Toddler = =
Watch out: The check uses the
lowest figure that applies, as s. Preschool ~| enter | enter
77.2(2) does. The regulation
and your own fee on
December 31, 2024 set them;
KeepCount checks against
what you enter.
o Ly
O rees
Fees, the first part of Billing " i
Setti ngs: each fee you r Last month's depasit $478.50 Last month’s deposit Any age v offered
parent handbook lists, with e Gl caretee e
its amount, its kind, the age
.. . Kindergarten, full time $478.50 a month Child care fee Kindergarten v offered
group and whether it s still
O'ﬁ:e red . Part time, aday, $22.00 a day Child care fee Any age v offered
WatCh out: A fee already on an Preschool, full time $478.50 a month Child care fee Preschool v offered
invoice keeps its kind, unit and , ,
School age, full time $478.50 a month Child care fee School age v offered
tax. A new price starts on the
first of a month you choose; Toddler, full time $478.50 a month Child care fee Toddler « offered
the months before keep the . _
Field trip $12.00 Optional item or service Any age ol
Old one. not a base fae
Late pick-up $15.00 Lateplckeup Any age v offered

not a base fee
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© Anew fee

"Add a fee": the name
families read on the invoice,
the kind, the amount and
how it is charged, the
program, the age group and
the sales tax.

Watch out: The sales tax is
yours to choose for each fee.
Ask your accountant about
any fee that is not for child
care.

@ Family accounts

Family accounts: one
account for each family,
with who pays, the children
billed to them, the balance
and the status.

Watch out: Each child is on
one family account. "Children
not billed yet" lists the
children with no account: "Set
up the family" starts one.

A new fee

Name

[ Toddler, full time

As families will read it on the invoice.

Kind

{ Child care fee

Abase fee (0. Reg, 137/155. 1).

Amount Charged

[478.50 ] [ A month

For fewer days a week, $22 x the days x 52 + 12,
rounded down, stays at $22.00 a day in every year: 1
day $95.33, 2 days $190.66, 3 days $286.00, 4 days
$381.33.

Daily rate for part months (optional)

22.00

Used when part months are billed by the day (Settings). Empty: the fee x 12+ 261,

Program

[ Full day »J

The CWELCC check uses the figures for this program (before and after school has its own table, 5. 77.2).

Age group Sales tax

[ Any age VJ [ Exempt (child care) VJ

The CWELCC check uses it.

Child care for children 14 and under is exempt; a meal
ot item sold separately may not be. Check with your

accountant.
Cancel Save the fee

6rows

r
Account Who pays Children Balance Status
1001 Marc Ali Fatima Ali $11.00 credit ~ active
1002 Priya Okafor Liam Okafor $438.50 credit ~ active
1003 Chen Laurent Theo Laurent $0.00 ~ active
1004 Grace Chen Noah Chen $50.00 credit + active
1005 Daniel Rahman Amara Rahman $0.00 + active
1006 Chen Malik Ayesha Malik $478.50 + active

\



https://keepcount.ca/guides/office-billing/shots/new-fee.png
https://keepcount.ca/guides/office-billing/shots/families.png

@ A family account

A family account: who pays,
the children billed to the
family, the site and a note
for the office, then the
recurring fees and the
statement.

Watch out: The note for the
office is encrypted and never
printed. A payer who signs in
to KeepCount sees the family's
invoices; one who does not
gets them printed or by email.

Family account 1001

(Who pays

{ Marc Ali J [ demo-centre.family5@demo.keepcoun ]

Pays

p:ynr i second payer(a eparted pasent, ) can be addd.
Children billed to this family
Fatima All - Mon, Tue, Wed, Thu, Fri

D Aisha Hussain
D Ben Taylor
D Ethan Dubois

D Hana Yamada

[ rdrisBello
[ nes costa

[ ] Jacob wright
[ LeilaHaddad
D Lucas Moreau

Matan Garria
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Each month

The run makes the drafts; you check them, issue them, record what is paid
and take it to the bank, then close the month.

© The month's

d ft Invoices
ra S Each month’s invoices to families: drafted from the children’s schedules,

checked, then issued.

| nVOiceS: th e m O nth 's d ra fts’ Ademonstration: the families, invoices and amounts are fictional, and nothing is sent to anyone.
one for each family, with | November 2026
th e S u m m a ry “ n e, n M a ke 6 drafts, 0 issued. The run makes the drafts on the 15th; you issue them.

n " Make the drafts for November 2026 Issue 6 drafts Add a one-off invoice
the drafts" and "Issue n { ]
n
d ra fts * Search by family, child or number

Watch out: Issuing is final: p

each invoice gets its number

and goes into the books, and a " et o e o
mistake is corrected with a

credit note. Held drafts stay

drafts.

Invoice = Family = Children Total + Status =

© A draft and the
CWELCC Check Draft invoice

Open a dl"aftl its lines by Family Marc Ali - account 1001
For Nov 1,2026 to Nov 30, 2026
Ch|ld, the tax and the total. Dated Nov 1,2026 - due Nov 1,2026

Status - draft

A draft above the CWELCC i —

Cap Says so, Wlth the Toddler, full time, November 2026 Fatima Ali $478.50
arithmetic and what to

change.

Total $478.50

[ Addaline] [ Make the run’s lines again ] [ Hold } Delete the draft
|
issues a draft above the cap

with your name and the time
on it. Correct it instead unless
you are sure.

Watch out: "Issue anyway"
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@ Anissued invoice

Invoice INV-00007
An issued invoice: "Print the
. . non . Family Mare Ali - account 1001
InVOICe b |Ssue a Credlt For Sep 1, 2026 to Sep 30, 2026
nOte" and ucredit and Dated Sep 1,2026 - due Sep 1, 2026
Status + issued Oct27,2026,8:42a.m.
redraft". What is credited Line chi amourt

shows under it. Toddler, full time, September 2026

ima Ali 478.50
credited $11.00 Fatima Ali 5

Watch out: An issued invoice taal $478.50

is never Cha nged- ucredit and [ Print the invoice ] [ Issue a credit note } [ Credit and redraft J
redraft" credits what is left and

opens a new draft for the

same period, naming the
invoice it replaces.

@ A credit note

. Credit note for INV-00007
"Issue a credit note": why,
. A credit note lowers what the family owes. It is never more than what is left of a line.
an amount on each line up why
to whatis left of it,and a [ AP
m e m 0o th e fa m i ly rea d S. Toddler, full time, September 2026 - Fatima Ali
{ 0.00
Watch out: A credit note Up o $467.50

lowers what the family owes; e PR o TR
itis never more than what is
left of a line. "Withdraw the @[]
credit note" asks why and

makes a draft that charges its
lines back: check it, then issue
it.

[ Closed October 14 for a water main break }
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@® Record a
payment Record a payment

"Record a paymentll: the Amount Received on
. 478.50 10/27/2026
amount, the day, how it [ N
. How From (as the bank shows it)
came, who sent it and the [Imm_mnw *J =
reference. KeepCount T
SuggeStS the fa m i ly a nd Eeferencenumber[required] }
Says W h ic h i nvo i Ces it payS. The e-Transfer’s reference number or the cheque number; no names, never a card or bank account number.
Watch out: It warns of a FC:)m‘k‘ccount 1006 - Chen Malik

Pays INV-00012 $478.50. Suggested by the amount owed.

payment recorded already, a
sender who is not a payer, and

(O Another family

a debit scheduled for the O Keepitto match later
. . It waits on To match, with the sender’s name.
same invoice. Read the .
Wa rning befo re "Save it Note for the office (optional)
anyway". [

It reaches the bank on its own: it is recorded as its own bank deposit.

Record and link

MatCh the Day = What Family or office Amount = Status
Nov 6, 202, -authori haralic

bank's ﬁle ov 6, 2026 Pre-authorized debit Chen Mali $478.50 e hedilod
to come INV-00012

"Match the bank's file":

1
choose your bank's Match the bank’s file
. . Export the account's transactions from your bank as a CSV file and choase it here, The file is read on this device and never sent; anly the lines you record are saved, as payments
tra nsa CtIO ns fl le . Ea Ch with the bank’s date and amount. e-Transfers sent straight to your account are matched by their reference, the payer's name and the amount the family owes. Check the

“Columns” line the first time you use a bank’s file.

money-in line shows what
KeepCount suggests,
recorded with one tap.

Watch out: The file is read on
this device and never sent. A
line KeepCount has recorded
already says so: check it
before "Record it anyway".
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@ Bank deposits

Bank deposits: the cash and
cheques to take to the
bank, the month's bank
deposits, money paid back,
and the deposits you hold.

Watch out: Tick what goes in
the bag, then "Record the
bank deposit". Press "Mark as
checked against the bank" on
each deposit once it is on your
statement: a month closes
only then.

@ Fee subsidy

Fee subsidy: the funders,
each child's approval from
its first day, the funders'
payments, and a month's
claim to print.

Watch out: Record the
approval from its first day: the
funder's share comes off the
family's invoices, and what the
family already paid beyond its
share becomes its credit.

month’s deposits held.

B Aomancteatinn: tha familioc iminicac and amannte ara fictinnal and nathinm ic cant ta ammns

-

Cash and cheques to take to the bank

[j Cheque 308 - $493.50 - Priya Okafor - received Sep 3, 2026

Cash - $478.50 - Chen Laurent - received Sep 3, 2026

Slip number (optional)

Deposited on

{ 10/27/2026 ‘ .

As the bank’s slip shows it; no names.
Record the bank deposit ($478.50)

« | Rank denncitg in Octoher 2026 |

Add a funder

Children with fee subsidy

Each approval as the funder made it: the first day, the last day if there is one, and what the family pays for a month. A change is made by ending one approval and adding the
next; a mistake is undone with its reason

— —
Search by child, funder or account ‘ Columns [ Download CSV
L
lrow
Child Account Funder Days Family pays a month Funder’s shares so far Status
Liam Okafor 1002 Demo Region fee subsidy ~ Sep 1,2026 -noend date  $40.00 $438.50 + current

Record an approval
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@ The reports

Reports: what each family
owes by age, who paid
what, the deposits for your
accountant, the journal for
your bookkeeping, and
more.

Watch out: The CWELCC year
and the municipality's report
are based on your records in
KeepCount. Your service
system manager decides the
reconciliation.

@ Close the month

Settings, then "Closing a
month": the checks, then
"Close" the month once it
has ended. Its entries in the
books are then locked.

Watch out: A month closes
once every check passes, no
draft dated in it is left, each
bank deposit and money paid
back is checked against the
bank, and no payment from 14
days before its end waits.

{ Deposits

@ Deposits, October 2026 { ’ ]

Every bank depasit of the month with each payment in it, then money paid back and returned, deposits applied and credit used, from the books. Tick each deposit off against
the bank statement; open a line for its detail. Print it, or save it as a PDF from the print window.

Needs you (2)
* Sep3,2026: Cheque $493.50 received Sep 3, not deposited for 54 days: deposit it
* Sep 3,2026: Cash 5478.50 received Sep 3, not deposited for 54 days: deposit it

No deposits, refunds or returns in October 2026.
Deposits $0.00 = the bank's deposits for the period - paid out $0.00 - in transit at Oct 31: $972.00 (2 payments)

Fram the closures on the calendar and on Sites and rooms, on the site's operating days, for the reasons a monthly fee bills (Days closed that a monthly fee does not bill, above).

Closing a month

Close amonth once its invoices and credit notes are final and checked. A closed month is locked: anything that belongs to it afterwards is recorded on the first day of the open
manth. KeepCount closes it only when the checks below pass, each of its bank deposits is checked against the bank statement (Deposits), and na payment received 14 days or
mare befare its end is still waiting to be deposited.

No month closed yet.

Checks

v allpass Each invoice equals its lines, each line its quantity and fee, nothing is billed twice, and the books tie for every family, the deposits held, the
payments in transit and each bank deposit.

Check again ‘

{ Close August 2026 J

Payments with Zoim
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Payments through Zum Rails

For a centre that takes pre-authorized debits and Interac requests through

KeepCount. These payments run in Zim Rails' test system for now: no centre

takes them through KeepCount yet.

@ Payments

with Zum
Settings, "Payments with
Zam": each office or
centre's state, and the
details an owner sends to
start Zm's application.

Watch out: Only an owner
sends the details, and only
with the tick that lets
KeepCount give Zum the
owner's name and email.
Everything else Zim asks for
goes to Zum directly.

@® Approve
the debits

Payments, "Pre-authorized

debits": each run of debits
waits for "Review and
approve", with every
family's amount, invoices
and checks.

Watch out: A debit goes only
for the amount the family was
told 10 days before. A run not
approved in time does not go:
its debits are noticed again for
a later day.

Close August 2026

Payments with Zim

Each office or centre that takes debits and Interac requests through KeepCount is its own account with Zam Rails, with its own wallet and bank. Zim Rails, the payment
processor, checks every business that takes payments. After you send your details, Zim emails you (from Ziim, not KeepCount): (1) an identity check on your phone (valid photo
1D, a few selfies), (2) its application and contract to sign, with your business's owners and directors, (3) a list of documents: articles of incorporation, a utility bill from the last 90
days, a void cheque, 2 months of bank statements, proof of ownership, owners' pheto 1D. Send them to Zim only, never to KeepCount. Sign within 45 days or Zim sends a new
contract. ZUm decides; it usually asks for more if a page is unclear.

Demo — Main site: Taking payments.

Wallets and payouts

Demo — Main site: balance not read yet
Next payout: none: nothing ready - an Interac payment waits 1 business day
Reserve: $100,00 kept in the wallet, taken from your bank ance KeepCount starts reserves - it covers a returned payment befare a payout can take it off; your payouts still carry

exactly the payments, less the returns

7

+ Back to tep

Debits of Nov 6, 2026

Approve by the end of Nov 4, 2026. Where two people bill families, the person who sent an invoice in this run does not approve it alone.
1 debit, $478.50, on Nov 6, 2026 for Demo — Main site. The first run for this office.

Family account Payer and children Invoices Amount  Checks

1006 chen etk INV-00012 $478.50

All passed
Ayesha Malik E

Changes since the last run
Oct 27, 2026: credit (Gail Support)

Aug 3, 2026: Payment recorded (Gail Support)
Aug 3, 2026: Payment recorded (Gail Support)
Aug 3, 2026: Payment recorded (Gail Support)
Aug 3, 2026: Payment recorded (Gail Support)
Aug 3, 2026: Payment recorded (Gail Support)
Aug 3, 2026: Payment recorded (Gail Support)
Sep 3, 2026: Payment recorded (Gail Support)
Sep 3, 2026: Payment recorded (Gail Support)
Sep 3, 2026: Payment recorded (Gail Support)
Sep 3, 2026: Payment recorded (Gail Support)

Sep 3, 2026: Payment recorded (Gail Support)

:Print
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€ Every payment
through Zum

Payments, "Payments
through Zim": the month's
debits, Interac requests,
returned payments,
payouts and money paid
back, what is to come first.

Watch out: A payment
through Zim is reversed only
when Zum reports it returned,
never by hand.

No payments for October 2026. Record each one as it arrives: an e-Transfer with its reference, a cheque with its number, cash with the day it was
handed in.

Payments through Ziim

Every debit, Interac request, returned payment, payout to your bank and refund to a family through Ziim in October 2026, with what is still to come first, whatever its day.

Columns J { Download CSV

Llrow

Day What Family or office Amount Status
Nov 6,2026 Pre-authorized debit Chen Malik $478.50 Scheduled
to come INV-00012 Account 1006

Match the bank’s file

Export the account’s transactions from your bank as a CSV file and choose it here, The file is read on this device and never sent; only the lines you record are saved, as payments
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Year end
€@ Year-end receipts

Reports, "Year-end
receipts": each payer's
receipt for the year, with the
fees paid for each child,
your name, address and
business number.

Watch out: Check the receipts
before you give them out: your
organization issues them.
KeepCount keeps no social
insurance number.

A demonstration: the families, inveices and amounts are fictional, and nothing is sent to anyone.

Report

[ Year-end receipts

e

Year-end receipts

Year

[ 2026

One receipt for each payer: the child care and registration fees their payments received in 2026 paid for, by child, with the year of the care when it is not 2026. Late and NSF fees
and other charges are not on a receipt. A last month’s deposit counts in the year it was used, for whoever paid it and was not paid it back. A payment toward a balance carried
across from your current app counts too, for the child it was for {the family’s only child when the row named the account), as care in the year before the switch; an opening credit
is not an it (it was received, and receipted, before the switch). Your organization issues them; check them before you give them out. KeepCount stores no social insurance
number.

Print all 6 receipts ]

Chen Laurent - account 1003 - $957.00
Theo Laurent $957.00

)

Chen Malik - account 1006 - $478.50
Ayesha Malik $478.50

Daniel Rahman - account 1005 - $957.00
Amara Rahman $957.00

Grace Chen - account 1004 - $957.00
Noah Chen $957.00

I EEE

Marc Ali - account 1001 - $946.00

Print

The screens are from KeepCount 0.99.141, captured on October 27, 2026. Your centre's words for people
and its policies may differ; the screens are the same.

Section numbers are O. Reg. 137/15 (General) under the Child Care and Early Years Act, 2014, read on e-
Laws on October 23, 2026. This guide explains how KeepCount works; it is not legal advice, and the
Ministry's program advisors decide compliance.

KeepCount - KeepCount Inc., Mississauga - keepcount.ca - Sign in - hello@keepcount.ca - Privacy notice
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