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Related guides

Reading the screenshots. The orange numbers a on a picture match the numbers in the step text, and an
orange box marks the part of the screen a step is about. Every guide is also online, with search, at
help.earlytree.co.uk.
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Early Tree Support - Reports Early Tree 2026.1

REPORTS

Reports: occupancy, hours and finance

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

Manager ~ Owner Finance» Reports A few minutes Finance, rota or billing access

Purpose

Get the numbers you need to run the nursery: how full each room is, the hours and cost of each child's

care, and your invoices, payments and debt for the accounts.

Occupancy
0 Select Rota & Timesheets » Occupancy. Choose the Nursery and week.

o This week, from the register shows each room's occupancy against capacity. Forward capacity
shows free places on the busiest day of each coming week, from booking patterns. Staff hours
this week compares contracted and planned hours.

o Download Occupancy (.xlsx) c or Staff hours (.xlsx) Q

< Q Seorch..  ctris + Quick actions v AN @ Owner S. v

Lion Lodge v OCCUanC\/ &, Occupancy (xlsx) &, Staff hours (xlsx)

Room occupancy against capacity, forward bookings and staff hours.

Q Quick search... (Ctrl+K) | o e

Nursery

oe e
i [Dlesifiomas) ‘ Lion Lodge v < Mon16Nov-Sun22Nov >

2, Children & Families v

0,
o e h This week, from the register
© Safeguording M Room Capacity Mon 16 Nov Tue 17 Nov Wed 18 Nov Thu 19 Nov Fri 20 Nov Sat 21 Nov Sun 22 Nov
. 30% 30% 30% 30% 20% 0% 0%
(IeRULES Babies 10 3om -3 pm 3am-3pm 3om-3pm 3om -3 pm 2am-1pm 0am-0pm 0am-0pm
Q Dolly Care © 375% 375% 375% 375% 312% 0% 0%
Pre-School 16 4om-6pm 6om-5pm bom-6pm bom-6pm Sam-2pm 0am-0pm Oom-0pm
Attendance v
Toddlers 12 33.3% 50% 333% 50% 33.3% 0% 0%
. 4am-4pm 6om-4 pm 4am-4pm bom-4 pm 4.0m-2pm 0am-0pm 0om-0pm
f8 Rota & Timesheets ~

Week Planner

Forward capacity: free places on the busiest day, from booking patterns
Ratio Monitor

Timesheets Room w/cMon16Nov  w/cMon23Nov  w/cMon30Nov  w/cMon7Dec  w/cMonl4Dec  w/cMon2iDec  w/cMon28Dec  w/cMon 4 Jan
Occupancy Babies 6 6 6 6 6 6 6 6
[8 Invoices & Payments v Pre-School 7 7 6 6 6 6 6 5
& Finance v Toddlers 6 6 7 7 7 7 7 6
¢ Funding v
0 Learning o Staff hours this week (published rota)
Staff member Contracted Planned Difference Shifts Absence days
B ety e Amira Khan 350 00 -350 0 0
,::p Whats new Lucy Marchant 35.0 00 -35.0 0 0
Crama NAallav 17 nn 178 n n

@ Occupancy.
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Hours and cost

Select Attendance » Reports » Hours & Costs. For the week you choose, each child's hours by day, with
funded and paid hours, the paid amount and extras.

R el i i v s o
= P

Lion Lodge v Hours & Cost Summary
Weekly breakdown of funded and paid hours per child. 16 Nov - 22 Nov 2026

\/ Q Quick search... (Ctrl+K) |

< | B9 weckstarting | 16/11/2026 8 > Thisweek
08 Dashboard -
2, Children & Families v
FRI SAT SUN
MON TUE WED THU PAID
2 Staff . CHILD W Ny wwev  wmev B & m  TOAL FUNDED e PAIDE  EXTRAS
© Safeguarding v . 100h 100h
A) Albie Acornley 75h 40n 75h 40n — — — 280 150 180 £17000 £000
Pre-School 3y 7m funded funded
MODULES
5 o A Alfie Badgerton 100h 40h — 100h — — — 240 00 240 £20500  £000
v
- Amelia Rookwood
Attendance ~ A pmelia Rookr — — — — P — — 40 00 40 £4500  £000
Daily Register B 100h
Arlo Applethwaite o o o - o o
R A fno Applethy g a0 140 75 65  £8500  £000
Reports v
g Bea Conkerton 100h 100h 100h 50h — — — 350 00 350  £28500 £000
Hours & Costs aples Bm
) ' 100h 100h
fS Rota&Timesheets v p Doisy Mossbank 75h 75h 100h 100h — — — 400 150 250 £24000  £000
Pre-School 4y im funded funded
[8] Invoices & Payments v
) 100h
Elsie Toadflax
S — . g Elsie Toadf 40h R 40h 40h P — 260 75 185 £22000  £000
@ Funding M E)) Esme Wrenfield 50h 100h 50h — — — — 200 00 200 £17000 £000
Toddlers 2y 6m
0 Learning v
E EZQ::‘:%?E‘:’UOft 50h — 50h - soh — - 150 00 150 £13500  £000
Powered by Early Tree Felix Gorseby
Early Tree 2026110 - © 2026 Early Tree F Pre-School 3y 4m - el - 50h - - - 100 00 100 £90.00 £000
Ltd
Help Whats new Florence

F Bromblecombe — — — 40h — — — 40 00 40 £45.00 £0.00

® Hours and cost summary.

n

inance reports
Select Finance » Reports.

Choose the report: Invoices, Payments, Credit notes or Aged debt 0 (overdue balances by
family in 0-30, 31-60, 61-90 and 90+ day bands).

Set the dates (From and To are inclusive) and the Nursery.
Choose Excel (.xlsx) or CSV Q Leave Only released invoices ticked for your accounts.

Select Generate & download Q
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Q Search..  ctrle

N
“¥ Early Tree <
Lion Lodge v Finance reports #eea

Bespoke CSV / Excel exports of invoices, payments, and credit notes. Drop straight into Xero, Sage, QuickBooks or your own bookkeeping.
| @ Quick search.. (Ctri+K) ‘

REPORT TYPE
08 Dashboard

@ Invoices
One row per invoice. Columns include period,
family/child, totals, allocated, outstanding.

O Payments
One row per payment. Mix of online + imported,
with method, external ref, and source.

O Credit notes
Released or pending credit notes. Useful for
offsetting Xero / Sage entries.

2, Children & Families v

Lo Staff v
© Safeguarding v O Aged debt o

Overdue balances by family as at today, in 0-30,

31-60, 61-90 and 90+ day bands. The dates don't
MODULES apply.
Q Daily Care v
£ Attend From (inclusive) To (inclusive)
endance ! :
E3 Rota & Timesheets ‘ do/mmiyy e ‘ \ aa/mmbyy e e
[#] Invoices & Payments Nursery Format

‘ All nurseries V‘ [ Excel (xlsx) csv

& Finance J

Dashboard Only released invoices

et e Untick to include drafts and pending entries (useful for internal reconciliation, not for accountancy imports).

Payment references

Orphan queue

&, Generate & download e

Sub-post review

Rules Beta surface — column sets are fixed for now. Saved templates and a column picker land in a later release.

Reports

Powered by Early Tree

Early Tree 2026110 - © 2026 Early Tree
Ltd

Help Whats new

Scheduled reports

Run a report every week (previous Monday to Sunday) or every month (previous month). Each run is saved to Documents and recipients get an email
with a link.

® Finance reports.

Scheduled reports, further down, runs a report every week or month, saves it to Documents and emails
the people you choose a link.

Funding

Funding has the headcount export for your local authority: Download spreadsheet (.xlsx) or Download

CSV. It contains parents' National Insurance numbers, so store and send it securely.

Common problems

A report is empty.

Check the dates and the nursery. Drafts aren't included while Only released invoices is ticked.

Occupancy looks too low.

It's worked out from the register. Check that registers are complete.

Related guides

¢ Billing
e Funding
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