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Introduction 

Centre Based Care services can optionally include your provider's BPay details on Invoices and 

Parent/Guardian Statements. 

NOTE: This tip sheet does not relate to redPAY BPay, which is a different option. 

For BPay details to print on the above reports, you must request the Helpdesk staff to enable the 

"BPay" option. 

Apart from printing BPay details on reports, you can also print a BPay Reference Report that lists the 

calculated BPay Reference for each "Active" or "Inactive" parent/guardian record. 

Setup BPay Details 

You must request the Helpdesk staff to enable the "BPay" option. 

Once BPay has been enabled, you must setup the BPay rules that are used to calculate the BPay 

Reference for each parent/guardian. 

To specify the BPay Rules: 

Click  "Settings Cog" (From the Main Menu). 

Click "Setup" 

Click the "BPay Settings" tab 

 

Click  "Edit" button to allow you to enter the BPay details: 
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“Biller Code” must be entered and must contain 6 digits. 

 Your bank or accounts department will provide you with a specific biller code. 

“Customer Reference” must be selected and can be either "Debtor Code" or "Software Code". 

 Each parent's/guardian's BPay Reference will be based on this number. 

 Those services that use an external debtor system should select "Debtor Code". 

NOTE:  You enter each parent's/guardian's external debtor code in the "Account Number" field 

on the Bank tab in each parent's/guardian's record.  

Click "Child Care" (From the Main Menu). 

Click "Parents/Guardians" 

Click  "Edit" button for the required record 

Click  "Bank" tab 
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 Those services that are using this software to manage their debtors should select "Harmony 

Code".  

NOTE: The "Harmony Code" is displayed in the left-hand column for each parent/guardian record 

in the list of parents/guardians. 

Click "Child Care" (From the Main Menu). 

Click "Parents/Guardians" 

 

“Scheme Reference” is optional, but Child Care Providers that have multiple services would normally 

create a unique "Scheme Reference" to identify each service. 

 If entered, the "Scheme Reference" will be prefixed to the "Customer Reference" to 

calculate the unique check digit. 

For example, if the Scheme Reference is "123" and the Customer Reference is "45678", the 

check digit will be calculated using "12345678". 

“Hide Reference” is optional, but should only be set to "All" or "Specify" if you have specified a 

"Scheme Reference", because it is referring to the Scheme Reference. 

 The full "Scheme Reference" along with the "Customer Reference" is always used to 

calculate the check digit, but you can hide all or part of the "Scheme Reference" when the 

"Bpay Reference" is printed. 

For example, if the Scheme Reference is "123", the Customer Reference is "123456", and the 

calculated Check Digit is "6": 

If you select the "No" option, the BPay Reference would be "1231234566". 

If you select the "All" option, the BPay Reference would be "1234566". 

If you select the "Specify" option and set the number of characters to hide to "2", the first 2 

digits of the "Scheme Reference" will be hidden and the BPay Reference would be 

"31234566". 

“Check Digit Rule” must be selected from the predefined list and is used to calculate the check digit 

based on the specified "Scheme Reference" and "Customer Reference": 
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 Please check with your accounts department to determine the correct check digit rule to 

select. 

 When you enter a payment, the BPay Reference will be validated using the BPay Check Digit 

Rule. If the last digit in the BPay Reference does not match the calculated check digit, the 

BPay Reference will be treated as invalid and the payment rejected. 

“BPay Caption” must be entered. 

 Please check with your accounts department to determine the correct wording. 

 You can use a word processing program, such as "MS Word", to enter your BPay Caption 

because it will allow special characters, such as the copyright © symbol. Once you have 

created the caption, copy and paste the text into the BPay Settings. 

NOTE: The BPay Logo (supplied by us), Biller Code, and sample BPay Reference must be approved 

by your bank before the you are allowed to print the BPay details on Invoices and 

Statements. 

Click  "Save" button to save the BPay Details. 

To print a list of parents/guardians and their BPay Reference: 

Click "Reports" (From the Main Menu). 

Click "Parents/Guardians" 

Click "Select" to display the list of reports 

 

Click "BPay Reference Report" to display the report filter page: 
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“Sort Order” must be selected. 

 The list of parents/guardians can be printed in either "Harmony Code", "Name", or "BPay 

Reference" order. 

“Status” must be selected. 

 "Active" or "Inactive" parents/guardians can be included in the list. 

Click  "Download" button to print the report 
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Sample Invoice including Bpay Details: 

If BPay has been enabled for the service, the BPay details will automatically appear on invoices and 

statements. 

 


