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Early Tree Support - Billing Early Tree 2026.1

BILLING

Billing

WHO IT'S FOR WHERE TO FIND IT

Manager  Owner  Administrator Invoices & Payments

Early Tree invoices from what each child is booked for. Session types set what a session costs (or that
it's funded), each child's booking pattern says which sessions they come for, and the monthly billing run

turns those into invoices for you to check, approve and release to parents.

Funded and paid time are always separate sessions. A funded session has no price and counts against
the child's funding entitlement; a paid session has a price. Invoices show funded hours at £0.00, on their

own lines, so parents and local authority audits can see exactly what was funded.

Guides in this area

Guide When
Sessions and booking patterns Setting prices, and booking a child in
Monthly invoices and payments Each month's billing run, payments, credit notes and arrears
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BILLING

Billing: sessions and booking patterns

WHO IT'S FOR WHERE TO FIND IT TIME YOU NEED

Manager ~ Owner Settings > Session A few minutes per Permission to change

Administrator Types session or child settings (session

types) and children's
records (booking
patterns)

Purpose

Set what each session costs, or that it's funded, and say which sessions each child comes for. Registers,

ratios and invoices all follow from the booking pattern.

Before you start

e Decide your sessions: for example a funded core of 08:00 to 12:00, with paid time before or after.
e A child's booking needs a room: assign one on their record first.

Session types

a Open Settings and select Session Types. Each session shows its times and either Funded @) or

its price @.

o Select Add Session Type @).
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Q Search., | ctris

Session Types

16 session types configured

08 Dashboard

2, Children & Families
Qo Staff

© Safeguarding

MODULES

Q Daily Care
Attendance

f8 Rota & Timesheets
Invoices & Payments
Finance

Funding

Learning

O 8 4 0 =

Kitchen

B Documents

ASSISTANT
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Help Whats new

® Session types: funded (no charge) and paid.

help.earlytree.co.uk

Q Search session types...

NAME

0800-0830 - Paid
0800-1200 - Funded
0800-1800 - Funded Full Day
0800-1800 - Paid
0830-1600 - Funded
0900-1500 - paid
1300-1600 - Funded
13:00-1800 - funded
1400-1500 paid hour
1500-1600 - paid hour
1600-1700 - paid hour

1600-1800 - paid

Choose which nurseries it's for.

Select Save Session Type.

TIMES

08:00 - 08:30

08:00 -12:00

08:00 - 18:00

08:00 - 18:00

08:30 - 16:00

09:00 - 15:00

13:00 -16:00

13:00 - 18:00

14:00 - 15:00

15:00 - 16:00

16:00 -17:00

16:00 - 18:00

funding types it can be claimed under.

TYPE

£16.00 per session
Funded (@)
Funded

£80.00 per session
Funded

£5000 per session
Funded

Funded

£10.00 per session
£1000 per session
£10.00 per session

£24.00 per session

Enter the Name, and the Start Time and End Time.

(3]

SCOPE

Al Nurseries

All Nurseries

All Nurseries

All Nurseries

All Nurseries

All Nurseries

All Nurseries

All Nurseries

All Nurseries

All Nurseries

All Nurseries

All Nurseries

Early Tree 2026.1

0 + Add Session Type

DURATION

0.5h

4.0h

100h

1000

75h

60h

30h

5.0h

10h

10h

10h

20h

STATUS

Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

Under Funded or paid, choose Paid session @) and enter the Price (£) @), charged for the
session, per hour or per half hour. For a funded session, choose Funded session and tick the
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s . ] T . .

Lion Lodge v
NURSERY SCOPE
['Q Quick search... (Ctrisk) Choose whether this session type is available to all nurseries or only specific ones.
Al Nurseries Specific Nurseries
q Only available at selected
o Available across all nurseries
02 Dashboard nurseries

2, Children & Families v

Lo Stoff v
© Safeguarding v
FUNDED OR PAID
MODULES o
Q Daily Care v Funded session Paid session
No price. Its hours count against Parents pay for it: per session, per
Attendance v the childs funded entitlement. hour or per half hour.
Rota & Timesheets
Eé e Price (£) Charged
[& Invoices & Payments v 32.50 e ‘ | For the session v
@ Finance v
¢ Funding v
0 Learning v
Q Kitchen v DISPLAY
B Documents v Display Order

0
ASSISTANT :

Powered by Early Tree
Early Tree 2026110 - © 2026 Early Tree

Lto
Help Whats new Cancel Save Session Type

® A paid session type.

Extras (for example, lunch or nappies) are set up the same way under Settings » Extras, with a default
amount.

A child’'s booking pattern

Open the child's record, the Bookings & funding tab, and select Set up a booking (or Change

booking).

Under When does the child come? @), choose Term time only, All year, or Term time + term
breaks (a different week for the breaks).

Under Available Sessions @), select a session, then the days. A day is a stack: a funded core, with
paid time before or after it if the child needs it. Sessions on a day can't overlap.

Set the date the pattern Starts on (or Takes effect from, for a change), and an end date if there is
one.

Check the totals at the bottom (total, funded and paid hours, and the weekly price), then select
Save Booking Pattern or Update Booking Pattern e
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Lion Lodge v < Back to Elsie

Elsie — Booking Pattern

['Q Quick search... (Ctrisk) |

?
88 Dashboard @) \HEN DOES THE CHILD COME?
. - Term time only All year Term time + term breaks
@, Children & Families A Y Y
Sessions in school term weeks; nothing in the term The same sessions every week the nursery is open, A term-time week and a different week for the term
. breaks. term or not. breaks (fewer or more sessions).
Families
Children Choose the week to edit, then pick sessions and days below.
Parents Term-time week (7) ~ Term-break week (5)
Requests >
Os Staff v
NURSERY
© Safeguarding v
v Lion Lodge Active enrolment
MODULES
Q Daily Care v
@ Funded hours: 7.5h of 15h entitled (Z5h remaining)
Attendance v

f8 Rota & Timesheets
@ AVAILABLE SESSIONS

[# Invoices & Payments v
Aday is a stack: a funded core, with paid time before or after it if the child needs it. Tap a session, then choose the days. Sessions on a day cant overlap.
& Finance v FUNDED CORE (NO CHARGE)
& [Fumeing e 0800-1200 - Funded FUNDED 0800-1800 - Funded Full Day FUNDED 0830-1600 - Funded FUNDED
T (Leaming . ®© 08:00-1200 - 4h ® 0800-1800 - 10h ®© 08:30-16:00 - 75h
26h 7.5h 18.5h £220.00

Total/week Funded sessions Paid sessions Session prices/week (£220.00 + £0.00

Powered by Early Tree
extras, before funding)

Early Tree 2026110 - © 2026 Early Tree

L (3)
Help Whats new Cancel Update Booking Pattern

® A booking pattern. The line above the sessions shows the funded hours used against the child's entitlement.
What you should see

The child's record shows the new booking pattern, and from its start date they appear on the

register and are invoiced for it.

Common problems

"A paid session needs a price" or "Choose at least one funding type".

Every session is either paid (with a price) or funded (with the funding types it can be claimed under),
never both.

Save is disabled and the funded hours line is red.
The pattern books more funded hours than the child is entitled to. Funded sessions are never part-

charged: book fewer funded sessions, or paid sessions for the extra time.

"No funding entitlement for the current term".

Record the child's entitlement first (see Funding entitlements).

"Assign a room before...".

Give the child a room on their record, then come back.

help.earlytree.co.uk Page 7 of 12
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Early Tree Support - Billing Early Tree 2026.11

Related guides

e Monthly invoices and payments

¢ Funding entitlements and agreements
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BILLING

Billing: monthly invoices and payments

WHO IT'S FOR WHERE TO FIND IT TIME YOU NEED
Manager ~ Owner Invoices & Payments About 20 minutes Permission to
Administrator » Invoices » Generate a month manage invoices

Monthly

Purpose

Bill each family once a month from what their children were booked for, with funded hours shown at
£0.00, and keep track of what's paid and owed.

Before you start

e Booking patterns and funding entitlements are up to date.
e The month's registers are signed off. Differences between the signed-off register and what was
invoiced are settled with credit and debit notes in a later run.

Run the month's invoices
In the menu, select Invoices & Payments, then Invoices » Generate Monthly.
Choose the nursery and the Billing period 0 (the month), and select Preview Billing Run Q

Read any warnings (for example, weeks not yet signed off, or no term dates for the month), and
check the counts of invoices and credit or debit notes.

Select Execute Billing Run. The invoices are created as drafts.

Review them, then Submit for review, Approve and Release, one at a time or with Submit all for

review, Approve all and Release all. Releasing emails the invoice to the parents.

help.earlytree.co.uk Page 9 of 12



Early Tree Support - Billing Early Tree 2026.1

Lion Lodge v Generate Invoices

Generate monthly invoices, credit notes, and onboarding invoices in a single batch. Only items created by this run appear in the review tables below.

@ : : :

['Q Quick search... (Ctrisk) |

08 Dashboard

2, Children & Families v Configure billing run

Lo Staff v

Nursery Billing period
© Safeguarding v Lion Lodge November 2026 0 ‘
MODULES Preview Billing Run e
Q Daily Care N
Attendance v

f8 Rota & Timesheets v
[#] Invoices & Payments A
Invoices M
Generate Monthly
Generate Onboarding
History
Credit Notes
Transactions
Statements
Bookings & costs
Powered by Early Tree

Early Tree 2026110 - © 2026 Early Tree
Ltd

Help Whats new

® Generate Invoices: choose the month, then preview.

Check an invoice

An invoice lists each week's days with their hours and amounts, and each week's totals e Funded days
show Funded and £0.00, and the totals then include the week's funded hours as well as the charged

hours. From the invoice you can Download PDF and, once it's released, Raise credit or debit note.
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Lion Lodge v Invoice LL/ET0527/05 @ Back

Elsie Toadflax — 01/08/2026 to 31/08/2026
| @ Quick search.. (Ctri+K) |

Released  Sequence #5 - Monthly Approved 15/11/2026, 23:47:11 Released 15/11/2026, 23:47:16
08 Dashboard

2, Children & Families v

. Released
s . onLodee e SR | | S
Sequence: 5 eleased on 15/11/ , 23:47:
© Safeguarding v Download PDF
TO
MODULES Hannah Toadflax Raise credit or debit note
Q Daily Care v
Elsie Toadflax DOB: 27/05/2024
Attendance v . .
03/08/2026 — 07/08/2026 Summer 26 break \ersions
f8 Rota & Timesheets v Doy Time Status Hours Amount Each draft/opprove/release/omend produces o
Monday 08:00 - 12:00 CHARGED 40hrs £45.00 new immutable version. The current version is
i hat the Download PDF button ret
8 el 2 Moz | o Tuesday 08:00 - 18:00 CHARGED 100hrs £8000 wnatthe bowrioa vitonretums
Invoices . Wednesday 0800 - 12:00 CHARGED 40hrs £4500 VI current Downioad
Thursday 08:00 - 12:00 CHARGED 40hrs £45.00 15/11/2026, 234716 - 1018 KB
Generate Monthly
Friday 0800 - 12:00 CHARGED 40hrs £4500
Generate Onboarding
@ session subtotal 260hrs £26000
lRilserRy Charged hours 260hrs
Credit Notes Period total: £260.00

Transactions

10/08/2026 —14/08/2026 Summer '26 break

Sitefiananis Day Time Status Hours Amount
Bookings & costs Monday 08:00 - 12:00 CHARGED 40hrs £4500
Tuesday 08:00 - 18:00 CHARGED 100hrs £80.00
Powered by Early Tree Wednesday 08:00 - 12:00 CHARGED 40hrs £4500
Early Tree 2026110 - © 2026 Early Tree
Ltd Thursday 08:00 - 1200 CHARGED 40hrs £45.00
Help  Whats new Friday 08:00 - 12:00 CHARGED 40hrs £45.00
Qaccinn eiihtatal 240hre 24000

® Aninvoice for August, a term break, so every hour is charged.

Record a payment
0 Open Invoices & Payments » Transactions and select Record Payment.

e Find the child, enter the Amount, Payment Method and Payment Date, and a reference if you have

one.

e Select Record Payment.

Credit and debit notes

On a released invoice, select Raise credit or debit note, choose Credit note (money back) or Debit note
(extra charge), give a reason and the lines, and select Raise draft credit note. It goes through review
and release like an invoice. Funded hours are never charged: a debit note is for paid hours and extras
only.

Arrears

Invoices & Payments » Debt shows overdue invoices, accounts in arrears and aged debt. On Accounts in
arrears, Send letter 0 sends a Friendly reminder, Firm reminder or Final notice to the family; it's kept

on the family's account.
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['Q Quick search... (Ctrisk)

- Billing

Q Search...

Accounts in arrears

Families with overdue invoices, and the reminders sent to them

08 Dashboard

2, Children & Families
2o Staff

© Safeguarding

MODULES
Q Daily Care
Attendance
f8 Rota & Timesheets
[#] Invoices & Payments
Invoices
Transactions
Statements
Bookings & costs
Debt
Overdue invoices
Accounts in arrears

Aged debt

Powered by Early Tree

Early Tree 2026110 - © 2026 Early Tree

Ltd
Help Whats new

FAMILY

FAM-0028

FAM-0026

FAM-0008

FAM-0013

FAM-0025

FAM-0031

FAM-0018

FAM-0007

Hollins

FAM-0017

FAM-0027

FAM-0029

FAM-0030

FAM-0022

FAM-0015

® Accountsin arrears.

ctrlek

NURSERY

Lion Lodge

Lion Lodge

Lion Lodge

Lion Lodge

Lion Lodge

Lion Lodge

Lion Lodge

Lion Lodge

Lion Lodge

Lion Lodge

Lion Lodge

Lion Lodge

Lion Lodge

Lion Lodge

Lion Lodge

Common problems

"N weeks not yet signed off".

OVERDUE

£6618.00

£5840.00

£5120.00

£4615.00

£4570.00

£424000

£4080.00

£4045.00

£2864.00

£2530.00

£2410.00

£2250.00

£2235.00

£1935.00

£1935.00

INVOICES

10

OLDEST (DAYS)

402

279

402

190

190

190

190

402

129

190

190

159

129

402

402

Early Tree 2026.1

LAST REMINDER

35-day reminder, 15/11/2026

35-day reminder, 15/11/2026

35-day reminder, 15/11/2026

35-day reminder, 15/11/2026

35-day reminder, 15/11/2026

35-day reminder, 15/11/2026

35-day reminder, 15/11/2026

35-day reminder, 15/11/2026

35-day reminder, 15/11/2026

35-day reminder, 15/11/2026

35-day reminder, 15/11/2026

35-day reminder, 15/11/2026

35-day reminder, 15/11/2026

35-day reminder, 15/11/2026

35-day reminder, 15/11/2026

Sign off the registers for those weeks first, so invoices and registers agree.

An invoice has nothing on it.

LAST LETTER

None

None

None

None

None

None

None

None

None

None

None

None

None

None

None

0 Send letter

Send letter
Send letter
Send letter
Send letter
Send letter
Send letter
Send letter
Send letter
Send letter
Send letter
Send letter
Send letter
Send letter

Send letter

The child has no booked sessions that month. Releasing it asks you to confirm before emailing the

parents.

An invoice is wrong after it's been released.

Don't change it: raise a credit or debit note, so the record stays complete.

Related guides

e Sessions and booking patterns

e Funding entitlements and agreements

help.earlytree.co.uk
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