Timesheet Invoices
Timesheet invoices are created based on the timesheets you have entered or the bookings that are
maintained by the service for the children in your care.
Some educators prefer to invoice their parents or guardians in advance based on estimated
childcare fees and subsidy payments; while others prefer to invoice their parents or guardians in
arrears once the childcare has occurred and the subsidy has been calculated by CCMS. Regardless of
your preference, the Timesheet Invoice option will cater for each option or a combination of both
options. If required, you can invoice in advance for some parents or guardians and invoice in arrears
for the others.
Invoicing in Advance
The Timesheet Invoice option will allow you to invoice up to 2 weeks in advance of today’s date.
When invoicing in advance, you can manually enter and save the timesheets before creating the
Timesheet Invoices for your parents or guardians or allow the Timesheet Invoice option to create
and save the timesheets, based on the bookings maintained by the service, before creating the
Timesheet Invoices. In either case, the childcare fees and subsidies are estimated and may change
once the timesheets have been submitted to the service and in turn the service submits the
timesheets to CCMS for the subsidy calculation.
If you have invoiced a parent or guardian in advance and the subsidy calculated by CCMS is different
to the estimated subsidy on the invoice, an adjustment timesheet invoice will automatically be
created the next time you create a Timesheet Invoice for the parent or guardian.
NOTE:
For a parent or guardian, you should only invoice in advance if the children have regular bookings
that do not change; otherwise, you will be constantly issuing adjustment invoices to the parent or
guardian, which is not very professional.
Invoicing in Arrears
There are two options for invoicing in arrears:
1. You manually enter and save the timesheets with the correct charged childcare hours and fees,
and optionally submit the timesheets to the service, before issuing the Timesheet Invoices.
This option eliminates the likelihood of incorrect childcare fees, but is still susceptible to changes in
the Subsidy calculations.
2. You manually enter and save the timesheets with the correct charged childcare hours and fees
and submit the timesheets to the service and wait for the subsidies to be calculated by CCMS before
issuing your Timesheet Invoices.
This option provides the most accurate Timesheet Invoices because they are based on actual
childcare fees and actual subsidy calculations.
NOTE:
If you haven’t already read the tip sheet “Educator Accounts Invoicing Overview”, we strongly
recommend you do before attempting to create your Timesheet Invoices. The tip sheet explains
how to enable invoicing and explains all the available options on the Invoice List, which is the
starting point for your Timesheet Invoices.
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To display the list of invoices
Click “Accounts”
Click “Invoices”

The list of invoices contains Timesheet Invoices and Non-timesheet invoices. Please refer to the tip
sheet “Educator Accounts Invoicing Overview” for an explanation of the differences between the
two invoice types and an explanation of the buttons available on the Invoice List.
NOTE:
Once a timesheet invoice has been created, you CANNOT change or delete that invoice. However,
if you invoice a timesheet in error, you can ask your service to “Delete” the timesheet if it has not
already been submitted to CCMS or “Cancel” the timesheet if it has already been submitted to
CCMS. In either case, once the timesheet has been deleted or cancelled, an adjustment invoice will
be created crediting the parent or guardian for that timesheet.
To create one or more Timesheet Invoices
Click the “Create Invoices From Time Sheets” button.
The following window will be displayed:

You must enter the “Up to Week Ending Sunday” date before you can select the “Submit” button to
create the timesheet invoices.
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The Sunday date will automatically be displayed for today’s date, but you can simply change
that date to the required date.
Although you can type in a date, it is easier to select a date from the calendar that is
displayed when you click on the date.
The minimum date that you can enter will be the “Start Invoicing” date you entered in the
“Invoicing” Tab, from the Accounts, Invoice Settings menu option.
The maximum date you can enter is 2 weeks from today’s date.

NOTE:
Timesheet Invoices will be created for any weeks that have not already been invoiced from the
“Start Invoicing” date you entered in the “Invoicing” Tab (from the Accounts, Invoice Settings
menu option), up to the specified date you enter in the “Up to Week Ending Sunday” date field.
In addition, Adjustment Timesheet Invoices will automatically be created for any timesheets that
have already been invoiced if the childcare fee or the subsidies have changed since the timesheets
were last invoiced. For example, if a timesheet was estimated at the 1-child CCB % on the original
timesheet invoice, but CCMS calculated the subsidy using the 3-child CCB % resulting in a different
subsidy amount.
If you leave the “Parent” empty, timesheet invoices will be created for all the parents or guardians;
however, if you select a specific “Parent” from the list, timesheet invoices will only be created for
that specific parent or guardian.
If you check (or tick) the “Email Invoices Created to Parents” check box, any invoices created for a
parent or guardian will be immediately emailed to the parent or guardian once it has been created,
provided the parent or guardian has an email address registered with the service.



If you prefer to visually check the timesheet invoices before emailing them to the parents or
guardians, leave the “Email Invoices Created to Parents” check box unchecked (or unticked).
Once a timesheet invoice has been created, from the list of invoices, you can:
o Click the
“View” button to view the invoice.
o Click the
”Email” button to email the invoice to the parent or guardian.
o Click the “Export” button to print the invoice

Once you have entered the details, click the “Submit” button to create the timesheet invoices.
The following message will be displayed:

Your request to create the timesheet invoices, which is referred to as an Invoice Run, will be placed
in a cue along with Invoice Run requests from other educators and should be processed within a few
minutes.
Once your Invoice Run has been completed, a message similar to the following will be displayed:
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In this case, this message indicates that the Invoice Run was successful and 6 parents were
processed and invoices were created for all 6 parents.
If an error occurred processing one or more parents or guardians, the number of errors will be
displayed in the message.
Details of the Invoice Run can be viewed by either:



Clicking the link in the “To view logs for invoicing go here.” line in the above message.
Clicking Accounts, Invoicing History.

Please refer to the “Educator Accounts Invoicing History” tip sheet for details on Invoice Run log
entries.
NOTE:
Once the Invoice Run is complete, you may need to refresh the list of invoices to see the newly
created invoice entries.
To refresh the list of invoices
If a filter has been set restricting the number of invoices that appear in the list, the
filters” button will be displayed in red.


Click the
“Clear all filters” button to remove all the filters and display all the invoices.
The ”Clear all Filters” button will now be disabled and displayed in light grey.

If a filter has not been set, the
grey.


“Clear all

Click the

”Clear all Filters” button will be disabled and displayed in light

“Search” button to update the list of invoices.

What does a timesheet invoice look like?
A Timesheet Invoice appears in two different formats depending on whether you View the invoice
details or Print the invoice:
If you click the
“View” button to view the invoice, the invoice will contain separate line items for
each timesheet, detailing the Childcare Fee; the Subsidy, such as Standard CCB, Non-Standard CCB,
Standard JFA, Non-Standard JFA, etc; and the Admin Levies. For example,
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If you click the “Export” button to print the invoice, the invoice will print the details for each
timesheet on a single line. For example,

To customise the printed timesheet invoice
You can customise the printed timesheet invoice to:





Print your Business Name instead of your name.
Print your signature from a signature file instead of having to manually sign the invoice.
Print your Full Name instead of having to manually write your name.
Print a footnote that can contain your bank details or any other relevant information.

Please refer to the “Educator Accounts Invoice and Financial Settings” tip sheet for details on
customising your invoice appearance.
NOTE:
The logo that appears on the sample invoice is the Service’s logo and not your business logo.
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