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This module captures information about licensing/certification fees and collections. This module works
similarly to an accounting system with debits and credits. If the agency charges a fee, the fee is entered
into the Transactions module. As soon as the fee is entered, the Transactions screen shows a Balance
Due. Once collections are entered and applied to the fees, the balance is adjusted accordingly.

Because the Transactions module works similarly to an accounting system, fees that have been collected
or adjusted cannot be deleted. However, fees can be withdrawn and collections reversed.
Display Transactions for a Provider/Center

To view transaction information for a provider/center, click on the Transactions link in the left-side
navigation menu. Below is a screen print of the Transactions screen:

Transaction Summary

T 2000000269 Late Foe (550,00} {§110.50) 4
1 | C 2000000070 Check $75.00 {§35.50) | Appliad Details
2000000067 Check £50.00 50.00 | Appliad Details

05/05/11 [T 00295 Refund $14.50 $14.50 open Refund created from: C 2000000087

053/05/11 | T 2000 El:‘:.'i“") Decrease Dalarce $14.50 -5.7'7.(:.(: | Open
05/05/11 | T 2000000311 Forfeiture Fee ($500.00) $0.00 |open Details

07/11/13 | T 2000001075 Automated Background ($10.00) {$10.00) Collected Details
Check Fee
Cash $150.00 $140.00 Appiiad Detalls
Autometed Bockoround | {$10.00) $130,00 trvolced Details
Check Fea \

Total Ameunt Dua: $130.00 W

Collections

Links on this page are (they are all explained in more detail later in this user guide):

e New Fee/Adjustment: This link takes you to a screen that is used to enter new fees/adjustments.

e Collection: This link takes you to a screen that displays history of all collections applied towards fees
for a facility/provider. This is also the screen that allows deletion of a collection to unlock
fees/adjustments. A garbage icon will appear if the system allows you to delete the collection.

e Fees/Adjustments: This link takes you to a screen that displays history of all fees/adjustments for a
provider/center in a chronological order. On this page, you can access the Modify Fee/Adjustment
screen or Delete (withdraw) Fee/Adjustment screen, view history and upload documents pertaining to
a fee/adjustment. This screen is also the best way to see exactly where the balance due and refund
amounts are coming from.

Show Withdrman Trasssctions | Search» |

ey =
— Fees/ Adjustments ——

New Fee/Adjusimen: e " Hew Collaction
g Anvmrant Balanue Greation Date: [ St
Austornated Background Chieck Fee ($10.00) $0.00 07f11/13 Colected ()
Autornated Background Check Fee ($10.000 {51000} 06/02/15 Invelced (&

Licnnge Foe ($60.50) $0.00 05/05/11 Collectod (£
Late Fea ($50.00) $0.00 05/05/11 Collected (0
Refund $14.50 $14.50 05/05/11 Open
Decrese Balance $14.50 514,50 03/05/11 Open @
Forteiture Fee [$500.040) ($360.00) o50%/11 O 2
Total Amount Due: {$370.00)

e New Collection: This link takes you to a screen that is used to enter new collection information.
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New Fee/Adjustment Screen

Below is a print of the screen.

New Fee/Adjustment

Type *l I

Amount *
Background Chack
Comments
Decrease Balance

Late
License
License Fee Adjustment

Nsf - Licensing

Forfeiture Fee Adjustment

Add >

If you have licensing update access, you will see the following values in the Type field:

Fee Type

Description

Background Check

This fee is used in the following scenarios:

1. Automatically inserted for automated name based Annual and
Initial DOJ (minor employees) background checks. The
Transaction module includes the name of the person whom the
check fee applies to.

2. Ad hoc name-based checks: This fee is inserted when an Ad
hoc DOJ check is triggered and ‘Already Paid by Provider’
option is chosen.

Decrease Balance

Use this type if the Balance Due needs to be lowered. This could be due
to an error made during data entry.

Forfeiture

When a forfeiture is entered into the Enforcement module, a fee is
assessed for each violation and the fee is brought into the Transaction
module. A comment is automatically added referring to the Enforcement
ID the forfeiture applies to.

Forfeiture Fee Adjustment

Use this type if the forfeiture amount needs to be increased. Note: This
does not change the original forfeiture amount tied to a violation.

Late

Use this type to record late fees.

License

Use this type to record license fees.

License Fee Adjustment

Previously Increase Balance and Cap Increase Fee. Use to increase
license fee.

NSF Fee - Licensing

Use this type to record an NFS fee.

Record Request — Licensing

This is used by CBU to record various fees associated with out-of-state
checks, etc. This fee is not visible for providers in CCPP because the
fee is usually covered by DCF.

Refund

If a collection is entered into the system that exceeds the Balance Due,
the system creates a refund that can be applied to future fees or
refunded to the provider.

DCF-P-2973 (R. 02/2020)
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If you have certification update access, you will see the following values:

Fee Type

Description

Background Check Fee -
Certification

Mostly displayed for historical records.

Background Check

This fee is used in the following scenarios:

1. Automatically inserted for automated name based Annual
and Initial DOJ (minor employees) background checks. The
Transaction module includes the name of the person whom
the check fee applies to.

Ad hoc name-based checks: This fee is inserted when an
Ad hoc DOJ check is triggered and ‘Already Paid by
Provider’ option is chosen.

Certification Fee Adjustment

Replaces Cap Increase Fee and Increase Balance.

Decrease Balance -
Certification

Used to decrease the balance.

Initial Certification

Use this type to record fees for new certification applications.

Late Fee - Certification

Use this type to record late fees.

NSF Fee - Certification

If the agency charges a fee for a Non-Sufficient Funds (NSF) check, use
this type to record the additional fee.

Re-certification Fee

Use this type to record fees that the agency charges for re-certification
applicants.

Refund If a collection is entered into the system that exceeds the Balance Due,
the system creates a refund (positive value) that can be applied to future
fees or refunded to the provider.

Credit Note Displays a positive value if an invoiced fee has been adjusted by issuing

a credit note.

After the fee has been added to New Fee/Adjustment page, the Fee/Adjustment page will display:

Fees/Adjustments

New Collection
Type Amount Balance Creation Date Comments Status
License ($15.12) £0.00 04/14/11 Collected @ ™ Documents
License ($60.50) £0.00 01/08/14 Collected @ ™ Documents
Forfeiture ($200.00) £0.00 01/22/14 Enforcement Id:2000000584 Collected @ ™, Documents
Forfeiture ($500.00) ($260.50) 01/22/14 Enforcement Id:2000000584 Open 2 =, Documents
Forfeiture ($100.00) ($100.00) 01/22/14 Enforcement Id:2000000584 Open @ (@ ™ Documents
Forfeiture ($100.00) ($100.00) 01/22/14 Enforcement Id:2000000584 Open @ @ T Documents
License ($60.50) ($60.50) 03/04/15 Open @ 1:11 ™ Documents
Late ($5.00) ($5.00) 01/27/16 Open @ @ 7™ Documents
Forfeiture Fee Adjustment ($100.00) ($100.00) 01/27/16 Open @ 1:11 ™ Documents
License ($60.50) ($60.50) 07/28/16 Open @ @ T Documents
License ($60.50) ($60.50) 01/26/18 Open @ (@ ™ Documents
License ($60.50) ($60.50) 02/18/20 Open @ (@ ™ Documents
Total Amount Due: ($807.50)

DCF-P-2973 (R. 02/2020) 4
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The Transaction page displays the amounts due and total balance. The module has the following

columns:

Column

Description

Type

This column shows the fee types.

Amount

This column shows the amount associated with the fee.

Balance

This column shows the balance after the fee has been entered.

Creation Date

The date the fee was created.

Comments

This column shows any comments related to the fee. When creating
forfeiture fees, the system automatically inserts the Enforcement ID
associated with the forfeiture. If the fee is a Background Checks, the
system inserts the name of the Individual whose background check the fee
covered.

Status

This column shows the status of the fee. The values are:

e Open. Fees remain open until the collection has been entered.

e Collected. Once collection has been applied to a fee, the status of the
fee is changed to Collected.

e Ready to Invoice. This status is shown on automated Background
Checks only.

e Invoiced. This status is shown on automated Background Checks only
once the invoice has been sent. Fees in Invoiced status cannot be
withdrawn.

e Withdrawn. If a fee is withdrawn, the status is changed to Withdrawn.

Documents

The Documents link takes you to the Transaction Document screen where
supporting documents can be uploaded/viewed.

Modify Fee/Adjustment

To Modify Fee/Adjustment, complete the following steps:

1. Click on the Transactions link in the left-side navigation menu.

2. Click on the Fees/Adjustments link on the bottom of the Transaction page.

Summary
Mew FeefAdjustment
ion fon Typa/ Ameurst Balarscn As of Current Status Commants
Date | Callection Td Callection Type Transsction Date
05/05/11 | T 2000000256 Ueense Fee ($60.50) {$60.50) Collected
05/05/11 | T 2000000269 Late Fee (550.00) ($110.50) Collected
05/05/11 | C 2000000079 Check $75.00 ($35.50) Applied
05/05/11 | C 2000000087 Check $50.00 $0.00 Applied
05/05/11 | T 2000000295 Refund $14.50 $14.50 Open Refund created from: C 2000000087 Dedails
05/05/11 | T 2000000299 Decrease Balance $14.50 $29.00 Open Details
05/05/11 | T 2000000311 Forfeiture Fee ($500.00) $0.00 Open Details
07/11/13 | T 2000001075 Automated Background ($10.00) ($10.00) Collected Details
Check Fee
04/24/15 | C 200000, 3 Cash $150.00 $140.00 Applied Details
06/02/15 | T 200 1783 Automated Background ($10.00) $130.00 Invoiced Details
Check Fee
Amount ingxcess: $29.00  Total Amount Due: $130.00
Fees/Adjustments Coflections

DCF-P-2973 (R. 02/2020)
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3. Click on the Modify icon on the Fees/Adjustments screen.

Fees/
L Collection
Amoumt Balance Creation Date Conments Status.

Automated Background Check Fee ($10.00) $0.00 07/11/13 Collected ) = Documents
Automated Background Check Fee {$10.00) ($10.00) 06/02/15 Tnvoiced -1 Docu
License Fee ($60.50) $0.00 05/05/11 Collected Documents
Late Fee ($50.00) $0.00 05/05/11 Collected 2 Docurments
Refund $14.50 $14.50 05/05/11 Open o ocuments
Decrease Balance $14.50 $14.50 05/05/11 Open 2 ® B ap ouments
Forfeiture Fee ($500.00) ($360.00) 05/05{11 Open (& o3 scuments
Cap Increase Fee ($84.80) ($84.80) 06/29/18 Cap Increase from 50-55 on 6/24/18. Open @& & T Docurments
Total Amount Due: ($454.80)

4. |If the status of the fee is Collected, only comments can be entered or modified.

Modify Fee/Adjustment

Type
Amount
Balance

Status

Comments

License Fee
($60.50)
50.00
Collected

fneck #123

If the status is Open, the Amount and Comments can be modified.

Modify FeefAdjustment

Initial Background Check Fee

1-'-'-'-"l-l—u-

Type
Amount
Balance ($20.00)
Status Open
Comments |

Delete (Withdraw) Fee/Adjustment

To access the Delete Fee/Adjustment screen, complete the following steps:

1. Click on the Transactions link in the left-side navigation menu.

2. Click on the Fees/Adjustments link on the bottom of the Transaction page.

Mew Fee/Adjustment

et Typa/

Collection Td
05/05/11 | T 2000000256
05/05/11 | T 2000000269
as/05/ 2000000079
05/05/11 | C 2000000087
05/05/11 | T 2000000295
05/05/11 | T 2000000299
05/05/11 | T 2000000311
07/11/13 | T 2000001075

04/24/15 | C 200000,
06/02/15 | T 200

Callection Type

License Fee

Late Fee
| Check
Check

Refund
Decrease Balance

Forfeiture Fee

Automated Background
Check Fee

Cash

Automated Backaround
Check Fee

Summary
Amount | Curremt Status |
($60.50) Collected
1 1 1t
(850.00) Collected A
$75.00 Applied
550,00 Applied
$14.50 Open
$14.50 Open
(§500.00) Open
(510.00) ($10.00) Collected
$150.00 £140,00 Applied
(510.00) £130,00 Invoiced

Refund created from: C 2000000087

Amount ingExcess: $29.00  Total Amount Due: $130.00
Feos/Adiustments

(_'G.‘Ie-ct-.nﬂ

3. Onthe Fees/Adjustments screen, click on the Delete icon to access the deletion page. If the status of
the fee is Collected, Invoiced or has been adjusted, the Delete icon will not display.

Fees/
L Collection
Amount Balance Creation Date Comments Status.

Automated Background Check Fee ($10.00) $0.00 07/11/13 Collected ) = Do
Automated Background Check Fee {$10.00) {$10.00) 06/02/15 Tnvoiesd (@ o3 Diog
License Fee ($60.50) $0.00 05/05/11 Collected (2 o ocuments
Late Fee ($50.00) $0.00 05/05/11 Collected @ n ocumients
Refund $14.50 $14.50 05/05/11 Open @ ocuments
Decrease Balance $14.50 $14.50 05/05/11 Open 2 B uments
Forfeiture Fee ($500.00) ($360.00) 05/05/11 Open @ o Documents
Cap Increpse Fee (%84.80) ($84.80) 06/ 79/18 Cap increase from 50-55 on 6/24/18. Open @ @ W Docymuants
Total Amount Due: ($454.80)

DCF-P-2973 (R. 02/2020)
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4. On the following screen, enter a comment and then click on the Withdraw button.

Modify Fee/Adjustment

Initial Background Check Fee
($20.00)

($20.00)

Open

Type
Amount
Balance

Status
Comments

0 of 300 characters.

Updated Information

12/10/2012 11:41 AM
W01140

Updated Date
Worker 1D

Worker Mame  Lena Licensor

rF'g

Because the Transaction module in WISCCRS works similarly to an accounting system, the
deleted/withdrawn fees do not disappear but are listed in Withdrawn status.

After the screen has been processed, you will be taken back to the Fees/Adjustments page. To view the
record that you just deleted/withdrew, click on the Show Withdrawn Transactions and click Search.

Provider/Loc Number 1800039681 / 001
Facility Number 1122648
Facility Address 124 Maoney Ln

Name Tracy Transaction
Applicant/Loc Number 5800078353 / 001
Facility Name Tracys Terrific Toddlers

- Moneyville, WI 45454
| [FShow Withdrawn Transactions |_Search =
Fees/Adjustments
New Collection
Type Amount Balance  Creation Date  Comments Status
License Fee ($60.50) $0.00  12/07/12  Check #123 Collected @ §  Documents
Forfeiture Adjustment ($20.00) ($20.00)  12/07/12 open @ @ B  Documents
Fbi Fee ($50.00) ($50.00)  12/10/12 open @ @ T Documents
Total Amount Due: ($70.00)
The following page will include all fees that are in Withdrawn status:
[¥] Show Withdrawn Transactions |_Search >
Fees/Adjustments
New Fee/Adjustment
Type Amount Balance  Creation Date  Comments Status
License Fee ($60.50) 50.00 12/07/12 Check 123 Collected @ = Documents
Forfeiture Adjustment (320.00) ($20.00) 12/07/12 Open @ r@u bl Documents
Initial Background Check Fee ($20.00) ($20.00)  12/10/12 T withdrawn @ ©  Documents
Fbi Fee ($50.00) ($50.00) 12/10/12 Open @@ Documents
Total Amount Due: (570.00)

Withdrawn fees are not shown on the Child Care Provider Portal.

Collections

Once the payment from the provider/applicant has been received, the payment is recorded in WISCCRS.
Since 2/1/20, providers can pay their fees using the Child Care Provider Portal. See E-Payments section
for further detail.

DCF-P-2973 (R. 02/2020)
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New Collection

If an e-payment is pending in the Child Care Provider Portal, WISCCRS does not allow a collection to be
entered until the e-payment has been processed (overnight). The system was programmed this way to
prevent duplicate collections.

To access the New Collection screen, take the following steps:

1.
2.

Click on New Col

Click on the Transactions link in the left-side navigation menu.

Click on Fees/Adjustments in the lower left corner.

lection link on the right (the New Collection link will only appear if there is an open

transaction/balance due).

Fees/Adjustments

New FeofAdiustment Lf T New Collectior
Type Amount Balance Creation Date Comments Status
Automated Background Check Fee ($10.00) $0.00 07/11/13 Collected (%) 8 Documents
Automated Background Check Fee ($10.00) ($10.00) 06/02/15 Invoiced (2 = Documents
License Fee ($60.50) %0.00 05/05/11 Collected (£ = Documents
Late Fee ($50.00) $0.00 05/05/11 Collected (2 o Documents
Refund $14.50 $14.50 05/05/11 Open £ T Apply Documents
Decrease Balance $14.50 £14.50 05/05/11 Open Z @ T Apply Documents
Forfeiture Fee ($500.00) ($360.00) 05/05/11 Open oL =] Documents
Cap Increase Fee ($84.80) ($84.80) 06/29/18 Cap increase from 50-55 on 6/24/18. Open @ & B Documents
Total Amount Due: ($454.80)

The following screen will display.

New Collection

Location |gg

Type * | Check
Date *

Reference # |chack

Amount ¥ |50

Comments

12/14/2012

W

Ed

number

4. Enter the collection information.

The table below explains the fields on this screen:

Field Name Description

Location This field is defaulted to the location/facility the user is accessing the transaction
module. You can enter collections to other sites by changing the location number to
be a site s/he wants to apply the collection towards. If you are making payments for
multiple locations with one check/money order you will clear out the Location field so
the payment can be allocated to multiple locations that have a balance due.

Type Choose check, cash, money order, DOR or Covered by DCF (available only for
licensing users).

Date Enter the date the payment was received

Reference # This field can be used to record a check number. If the payment is issued via a credit
card, please do not enter the account/card number in this field for security reasons.

Amount Enter the amount

DCF-P-2973 (R. 02/2
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After this page is processed, the following information will display:

New Collection
Location
[ Type * Check
Datels/IT/20E Be sure to apply the
Reference & 52369 t to the correct
Ameount * $150.00 amoun 5
Comments  Capacity increase from 50-55. transaction. Zero out
all other fields.
Apply Collection
Type Amount Balance Crealion Date Comments Invoice ID Location
Automated Background Check Fee {$10.00) {$10.00) 06/02/15 - 2000000240 ooo
Forfelture Fee ($500.00) ($360.00) 05/05/11 \ 001
Cap Increase Fee {$84.80) {$84.80) 06/29/18 Cap increase from 50-55 on 6/24/18, $0.00 0oL

If the received amount is the same as the total balance, the system will automatically split the amount so

both/all fees are covered. If the received amount is less than the balance, you must allocate the
amounts towards outstanding fees. The system defaults to applying payment to the oldest

transactions first. If you don’t want the system to do this, you must change the way the payment

is being allocated. After submitting the collection, you are taken to the Collection screen.

The transaction page will now show $0 balance for this specific transaction and the Status is marked

Completed.

Fees/Adjustments

MNew Fee/Adjustment

Type Amaount Balance Creation Date Comments Status

Initial Certification Fee -550.00 £0.00 03/18/11 Co |.:n =

Backaground Check Fee -540.00 £0.00 03/18/11 fee includes provider and Co ) =
3 household members. -

Total Amount Due: £0.00

Collections

This page shows collection history for the provider location. This page also shows payments received via

the Child Care Provider Portal E-payments.

Collections Applied
Collection Type Date Paid Reference # Amount Collected Amount Applied Location Comments Status Updated
Date
Checking Or Savings 01/30/20 WS2CCE004304558 $50.00 $50.00 001 Applied 01/30/20 Details
Credit Card 01/27/20 $60.00 £60.00 001 Reversed 01/30/20 Details
Total: %50.00

The columns on this page are explained below.

Column Name | Description

Collection Type Values are:

Cash

Check

Covered by DCF — Credit Card (DCF users only)
Covered by DCF — Check (DCF users only)
DOR

Money order

account)

account)

Checking or Savings (payment received as an ACH transfer from provider’s

e Credit/Debit Card: (payment received as an ACH transfer from provider’s

DCF-P-2973 (R. 02/2020)
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Date Paid The date the payment was processed

Reference # This column shows reference information entered on the New Collection page. If
the payment was received via the e-payment system, the confirmation code
received from the US Bank is auto-populated in this column.

Amount collected | The amount collected.

Amount Applied The amount that was applied towards the fee.

Location The location the collection was applied to.
Comments Comments entered on the New Collection page.
Status This column shows the status of the collection:

e Applied: Displayed for a collection that has been applied to a fee
e Reversed: Displayed for collections that were reversed/withdrawn.

Details Link to the Applied Collections page where details on the collection can be viewed.

Reverse a collection

Collections entered in WISCCRS can be reversed by taking the following steps:

1. Access the Collection page. Then click on the delete (garbage can) icon.

Collections Applied

Collection Type Date Paid Referenca # Amount Collected Amount Applied Location Comments Status  Updated

Check 02/01/20 $60.50 $60.50 003

Total: %60.50

2. Onthe reverse Collection page, confirm the reversal by clicking on the check box. Enter a comment
why the collection needed to be reversed.

Collection Reversal

Type Check
Date 2/1/2020
Reference #
Amount § 60.50
Status  Applied

Comments

of characters.
Confirm Reversal =[]

Transaction Details for Collection

Transaction ID Transaction Type Amount Balance Creation Date Amount Applied Invoice ID Location Updated Date

2000003014 License ($60.50) $0.00 01/16/19 $60.50 003 02/18/20

Total: $60.50

After the collection has been reversed, it cannot be undone.

Payments received via e-payments cannot be reversed.

E-Payments

E-payment functionality was rolled out on 2/1/20. The provider can pay any fees that are in Open or
Invoiced status. The e-payment functionality is explained in the Child Care Provider Portal User Guide
https://dcf.wisconsin.gov/files/publications/pdf/5221.pdf

The providers can pay the following fees using the portal:

Licensed Providers:

e Automated Background Check Fee (Annual Name-based Checks and Initial DOJ- Checks for minor
employees)

o Forfeiture fees

DCF-P-2973 (R. 02/2020) 10


https://dcf.wisconsin.gov/files/publications/pdf/5221.pdf

WISCCRS User Guide — Transactions

e License fees (continuation)
e Other fees such as late fees, etc.

Milwaukee Certified Providers:

e Certification fees (renewals)

e Automated Background Check Fees (Annual Name-based Checks)
e Other fees such as late fees, etc.

Certified provider (excluding Milwaukee):
e Following fees can be paid using this portal:
o Automated Background Check fee (Annual Name-based Checks)

As soon as the provider enters the e-payment details in CCPP, the system creates a warning icon in
WISCCRS to warn the WISCCRS users that there is a pending e-payment. To avoid potential duplicate
collections, WISCCRS does not allow any collections entered until the payment has processed.

If the e-payment was initiated before 8PM, the payment usually posts the following banking day. If the
payment is initiated after 8PM, the payment posts the 2" banking day.

Transaction Summary

New Fes/Adjustment
Transaction Tr{‘\\?tticmf Transaction Type/ Amount Balance As of Current Status

Date Colléction 1d Collection Type Transaction Date
11/27/17 |T 2000002424 Background Check (£10.00) ($10.00) Collected
11/28/17 | C 2000001520 Check £10.00 $£0.00 Applied
11/28/17 | T 2000002401 Background Check (£10.00) ($10.00) Invoiced
01/22/20 .T 2000003367 Background Check (£10.00) .{520.00] m[nvuiced
01/22/20 |T 2000003368 Background Check (£10.00) ($30.00) T) finvoiced

The providers can pay either by authorizing a payment transfer (ACH) from their Checking/Savings
account or they can use a Credit or Debit card. The e-Services charges a 2% convenience fee for the
credit/debit card transactions. However, those fees are not brought into WISCCRS.

When the fee has been collected via e-payment, the type is either Checking or Savings (ACH) or
Credit/Debit Card. The system auto-populates the e-payment confirmation code into the Reference # field
in WISCCRS.

% Collections Applied
Collection Typa Date Paid Reference # Amount Collacted Amount Applied Location Commants Status muﬂ
Check 01/10/18 10162 $15.12 $15.12 001 Applied 01/17/18 -ﬁl’- Details
Check 08/20/18 10187 $60.50 560.50 001 Applied 09/21/18 lﬁl Details
Checking Or Savings | 02/18/20 $20.00 £20.00 001 Applied 02/18/20 Details
Total: $95.62

Failed e-Payments

If the provider is authorizing the payment using a debit/credit card, the e-payment system immediately
knows if the card is not valid and declines the payment. An ACH failure usually takes 2-3 days to come
back from the e-payment system. If the ACH transaction comes back as a failure, WISCCRS reverses the
collection amount. A report listing ACH failures will be sent to regions if they are received.

There are no fees charged for the failed ACH transactions.
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Collection

report

The regions can find the e-payments by running the Collection report. Reference# number that starts with

WS2CCE indicates an e-payment.

Child Care Collections Report

Collection Period 1112020 - 211872020 Region

Reference# Invoice# User Name

Transaction Type(s)

Provider/Location Facility ID Facility Name Description Collection Type Reference# Invoices Date Amount

Background Check

1800030971 £ 001 1123204 Chocolate Cakes Checking Or Savings WS2CCEDD 012820 $10.00
Daycare 4208546

1800030971 £ 001 1123204 Chocolate Cakes Checking Or Savings WS2CCEDD 01730020 $15.00
Daycars 4304071

2200038422 /001 1122365 Good Time Sally Credit/Debit Card WS2CCEDD 01727720 $10.00

4206661
2800040002 £ 001 1123200 Lakeland Group Miner Employes Chack 2000000371 0172420 $10.00

Amount in

Excess

Occasionally, providers submit a larger amount than what the balance is in the system. This can cause an
amount to be displayed in the Amount in Excess field.

Transaction Summary
New Fee/Adjustment
Transaction Transaction/ Transaction Type/ Amount Balance As of Current Status Comments
Date Collection 1d Collection Type Transaction Date
05/05/11 | T 2000000256 License Fee ($60.50) ($60.50) Collected pe
05/05/11 | T 2000000269 Late Fee ($50.00) ($110.50) Collected D]
05/05/11 | C 2000000079 Check $75.00 ($35.50) Applied De
05/05/11 | C 2000000087 | Check £50.00 | $0.00 Applied Dy
05/05/11 ]T 2000000295 | Refund £14.50 | $14.50 Open P.cfunLS created from: C 2000000087 De
05/05/11 | T 2000000299 Decrease Balance $14.50 $29.00 Open De
05/05/11 ] T 2000000311 |Forfeiture Fee ($500.00) |50.00 Open D
07/11/13 | T 2000001075 Automated Background | ($10.00) ($10.00) Collected Do
Check Fee |
04/24/15 ] C 2000001013 | Cash £150.00 $140.00 Applied Do
06/02/15 | T 2000001783 Automated Background ($10.00) $130.00 Invoiced D
Check Fee
06/29/18 I T 2000002686 ‘(:il]} Increase Fee ($84.80) ‘54!1.7(! Collected Cap increase from 50-55 on 6/24/18. Ded
06/29/18 | C 2000001662 [ Check £150.00 [ $130.00 Applied Capacity Increase from 50-55. D
06/29/18 |T 2000002687 Refund £65.20 | $94.20 Open Refund created from: C 2000001662 D
[Amount in Excess: $94.20 Total Amount Due: $130.00

In the case above, the amount in excess is $29.50 but there is also a $10 balance. Portion of the amount
in excess can be applied towards the fee owed.

Applying the Amount in Excess towards a Fee:

Below are the steps:

1. Click on the Fees/Adjustments link.

07/11/13 | T 2000001075

-

Collected

;i\unomateci Background | ($10.00) [ts10.00) | e
| Check Fee
04/24/15 | C 2000001013 | cash | $150.00 $140.00 Applied | De
06/02/15 | T 2000001783 Automated Background ($10,00) $130,00 Invalced | &
Check Foe
06/29/18 | T 2000002686 Cap Increase Feo | ts84.80) Collected | Cap increase from 50-55 on 6/24/18. | pe
06/29/18 | C 2000001662 Check 50.00 Applied Capacity increase from 50-55. | D
06/29/18 | T 20000026687 Refund | $65.20 Open | Refund created from: C 2000001662 [

—
|.lmn||lll in Excess: $94. Amount Due: $130.00
[Feog,
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2. Then click on the Apply link next to the Refund row.

e/Adiustment
Amcunt atancs Cruation Date Comments [ Status

Automated Background Check Fee ($10.00) $0.00 07/11/13 o Colbected () o
Automated Background Check Fee ($10.00) ($10.00) 06/02/15 Involesd @ jd
License Fee {$60.50) $0.00 05/05/11 Collected @ o
Late Fee ($50.00) $0.00 05/05/11 Collected (2 =
Refund $14.50 §14.50 05/05/11 DOpen < o
Decrease Balance $14.50 $14.50 05/05/11 Open i [ = oty [
Forfeiture Fee ($500.00) ($360.00) 05/05/11 Open o
Cap |um-a:-’n-// ($84.80) $0.00 06/29/18 Cap increase from 50-55 on 6/24/18. Collected (@
Refund $65.20 £65.20 06/29/18 Open @& ™ Aol D
Total Amount Due: ($370.00)

3. The Apply link takes you to the New Collection screen. Click on Distribute

New Collection

Location |nna
Type * Refund
Reference #

Amount * |29 50

Comments =

0 of 300 characters.

Distribute >

4. Because the Amount in Excess is still larger than the balance, a warning message is displayed
stating that a new refund amount will display if the amount is applied to the fee.

[& Error - The i Have Occurred |

[& Refund: There is a Collection excess of $65.20. Click on the "Apply Collection’ button to continue. New Refunds are displayed on the Transaction page. |

Provider/Loc Number 5500039455 / 001 Name Abc Child Care
Facility Number 1122426 Applicant/Loc Number 7800075077 / 001
Facility Address 123 E New Road Rd D Facility Name Abc Child Care Anytown

Anytown, WI 45454

Provider is on a Probationary License. &

Licensor Name Pirkko Ococ User Certifier Name Clark Certifier

New Collection

Location
Type * Check
Date * 6/27/2018
Reference £ 52369
Ameount * $150.00
Comments Capacity increase from 50-55.

Apply Collection
Type Aamount Balance Creation Date Comments Amount Applied Invvolce ID Locathon
Automated Background Check Fee ($10.00) ($10.00) 06/02/15 | 2000000240 000
Forfeiture Fee ($500.00) ($360.00) 05/05/11 001
Cap Increase Fee (584.80) ($84.80) 06/29/18 Cap increasgfrom 50-55 on 6/24/18. 84.60 001

Apply Collection >

5. If a partial collection is drawn from an Amount in Excess, the system does not allow the status to be
switched to Refund Issued, however, the remainder can be applied towards future fees.

Issuing a Refund for an Amount in Excess (licensing only):

If the agency is going to issue a refund due to the entire Amount in Excess, please take the following
steps to record the transaction into WISCCRS.
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1. On the Fees/Adjustments screen, click on the Modify icon next to the Refund.

Fees/Adjustments
New Fee/Adjustment

Type Amount Balance Creation Data Comments Status

Initial Background Check Fee ($10.00) $0.00 06/26/14 Background Check Fee for Individual:  Collected () [u Documents
Patricia Walters

License Fee ($60.50) $0.00 07/20/15 Collected (4 = Documents

Refund $29.50 $19.50 07/20/15 Open \2- T Apply Documents

Initial Background Check Fee ($10.00) 50.00 07/20/1% Background Check Fee for Individual: ~ Collected (@) = Documents
Patricia Walters

Total Amount Due: $0.00

2. Onthe Modify Transaction screen, change the Status to Refund Issued. Please note: This does not
automatically generate a refund.

Modify Fee/Adjustment

Type
Amount
Balance

Status

Comments

0 of 300 characters.

This will reset the Amount in Excess to $0.

Note: Any Amount in Excess less the $5.00 should not be refunded and can remain in the system to be

used to pay a future fee owed by the provider. If the provider closes, the Amount in Excess can be

reconciled by adding a collection that zeroes out the balance with a comment that states “Fee reconciled

due to provider closure”
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