
WELCOME:

OHC PAYMENT 
PROCESS AND 
ATTENDANCE 
CONFIRMATION 
TRAINING 

*Record Meeting*
Hi everyone and welcome to the OHC registration system 
training.
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AGENDA
PAYMENT PROCESS, CONFIRMING ATTENDANCE,

AND CLOSING OUT THE SUMMER

• How to process OHC payment

• Understanding your payment report

• How to confirm campers’ attendance

• How to process end-of-summer 

reconciliation

Today we are going to review the OHC administrative 
steps for payment processes, confirming attendance, and 
closing out the summer.

We will send out these slides after the call. I will pause 
periodically throughout this training to answer questions. 
You can put questions in the chat anytime and I will pause 
every few slides to read and answer them. 
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PAYMENT OVERVIEW
PAYMENT PROCESS, CONFIRMING ATTENDANCE,

AND CLOSING OUT THE SUMMER

• You notify us at FJC that you are ready to start 

payment (deadline: Passover)

• FJC initiates the payment process on your behalf

• FJC sends the matching funds to you

• You send the total grant funds to the camps

• Repeat once or twice as needed

• Confirm campers’ attendance and reconcile with 

camps

• FJC will reconcile with you

This is an overview of the process. We will get into the 
details as we continue with this training.
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TIMELINE
April: Process and send initial round of payments to camps. This will be your largest round of 

payments and it’s important to camps’ cashflow to receive these payments in April/early May 

(ahead of the camp season). FJC sends you matching funds.

June/July: Process and send second round of payments to camps. This will be a smaller batch 

of campers who applied since the first round (only if needed). FJC sends you matching funds.

August: Process and send third round of payments to camps (only if needed).

August 14: 2025 OHC application closes to families.

August 14-September 19: Attendance confirmation process.

September 19: 2025 OHC system closes – no further changes can be made.

September-October: Payment reconciliation with camps based on attendance confirmation. 

FJC reconciles your matching funds with you.

Note: there will be other OHC-related things happening throughout the spring and 
summer (such as planning forms, camp visits, etc.) but these are the highlights as 
relates to the registration system.
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PROCESSING 
PAYMENT
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BEFORE PROCESSING 
PAYMENT:

• Campers must be in the status of 

“Enrollment Confirmed; Payment Pending”.

• When an application is in “Payment in 

Process,” you cannot make changes to it 

until the end of the summer attendance 

confirmation process.
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WHEN YOU’RE READY TO 
PROCESS PAYMENT

• Email ohcadmin@jewishcamp.org to inform us you’re 
ready to run payment. Deadline for this is Passover.

• FJC OHC team will run payment on your behalf in 
OHCRS, moving your campers to the of status 
“Payment in Process.” This indicates that the payment is 
being sent to the camp.

• Once an application is in the status of “Payment in 
Process,” it cannot be edited until the end of summer 
Attendance Confirmation process.
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PROCESSING PAYMENT

• FJC OHC team will send you your payment 

spreadsheet.

• FJC OHC team will process FJC’s 

matching funds. These funds will be sent to 

your organization, and you will distribute 

the OHC funds to the camps in their 

entirety.
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Each camp is in a different tab and there is a summary tab at the 

end

Each camper’s grant is broken down 

into your portion and FJC’s matched 

amount based on our grant agreement

The Excel payment report will look something like this.

9



Summary Page

The last sheet in the file will have a summary page.
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Total FJC matching 

funds you’ll receive 

for this round of 

payment

The first sheet in the file will have an invoice page.
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I’VE RECEIVED THE PAYMENT 
REPORT FROM FJC, NOW WHAT?

• Save a copy of the payment report for your organization's records.

• Reach out to each camp to collect whatever info your finance team needs to 

process payment (ACH info, W9, mailing address, etc.) We recommend 

keeping a list on file that you can reference to in future years.

• Process the payments to each camp according to your organization’s 

procedures. Remember, you’re sending the camp the full grant amount – 

your portion plus FJC’s matching portion.

• When you send the funds to camp, be sure to include the list of their campers 

and grant amounts from the payment report for whom you're funding.
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CONFIRMING 
ATTENDANCE
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CONFIRMING CAMP 
ATTENDANCE

Confirming campers’ attendance at the end of 

the summer is a key step to closing out the 

season.

This establishes accountability between you and 

the camps, ensuring that OHC funds are applied 

as intended and returned if a camper no longer 

meets eligibility requirements.

This process begins after the system closes to new applications on August 14.
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ATTENDANCE CONFIRMATION 
PROCESS 

This process looks similar to the enrollment 

confirmation process:

1. Prompt the camp(s) to confirm attendance.

2. Camp(s) confirm attendance.

3. Review what the camp has confirmed.

4. Reconcile payment with the camp(s) (if 

needed).

15



Step 1: Prompting the camp to confirm enrollment

Select the camps to notify (or select all)
Note: If you have 25+ campers, scroll to 

the bottom and increase the number of 

campers per page. If you have 100+ 

campers, you’ll need to do this process 

more than once.
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Click "Notify Camps" button

Step 1 (continued): Prompting the camp to confirm enrollment

Make sure checkboxes 

are selected and click 

"Submit".
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Step 2: Camps should confirm attendance. Send them reminders 

as needed (FJC will also help with this).

Step 3 (on a rolling basis as camps respond): Funding 

partner confirms attendance.
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Step 3 (continued):

If a camper attended camp for different dates than those listed on the application, the new 

correct dates will appear in the column “New Session Date.” If their new dates result in a 

different grant amount, that new amount will appear in the column “New Grant Amount.”

In the column “Approve additional grant?” you can select Yes/No depending on whether 

you have funds available to provide the increase in the grant amount.

If there is a reduction in session dates resulting in a decreased grant amount, you cannot 

deny the change. FJC will match grant increases at the same % as indicated in our grant 

agreement.
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Step 3 (continued):

Once you review all of the campers, select the checkboxes on the rightmost column and 

click “Update Status.”

Click “Update” again to 

update their status.
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CAMPER CANCELLATIONS & 
RECONCILIATION

Important note: If any campers are cancelled or have a changed grant 

amount, you will need to contact ohcadmin@jewishcamp.org so we can 

reconcile payment.

• Once all your campers’ attendance has been confirmed, if any are 

cancelled or have a changed grant amount, you must notify FJC.

• FJC OHC team will send you a new payment report with the 

adjustments listed.

• You invoice/pay the camps to reconcile as needed.

• FJC will reconcile with you, invoicing or paying you for changed 

matching funds, as needed.

• This process will continue through September-October.
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CAMPER ATTENDED CAMP 
(CAC) STATUSES

• Camper Attended Camp*: standard status for when a camper attended for the 

dates listed in the application.

• Camper Attended Camp; Session Change in Process: a camper attended for 

different dates than those listed in their application and their grant amount may 

be affected. This status is before FJC has run payment for that camper.

• Camper Attended Camp; Session Change Applied*: Same as above, but this 

status happens after FJC has run payment for that camper.

• Cancelled Application; Payment Cancellation in Process: a camper cancelled 

their camp enrollment or attended for fewer than 12 days so are no longer 

eligible. This status is before FJC has run payment for that camper.

• Cancelled Application; Credit Applied*: Same as above, but this status happens 

after FJC has run payment for that camper.

The statuses with asterisks are the final statuses for the applications. All applications 
should be in one of these statuses before the system closes on September 19.
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REMINDERS & HELPFUL TIPS
• Since applications cannot be edited between the payment process and the 

attendance confirmation process, we recommend keeping a document for yourself 
listing any changes you learn of throughout the summer to ensure those 
applications are corrected during the CAC process.

• Start reaching out to camps now for their payment information if you don’t already 
have it on file – you’ll thank yourself later!

• Reminder that if a camper attended camp for fewer than 12 days, a cancellation is 
required. Cancelling their grant is important so that your funds can be returned and 
so the camper becomes eligible again for a future summer.

• If you have a waitlist, please continue to move campers off the waitlist throughout 
the summer if funds become available due to cancellations/reduced grants.

• Contact us at ohcadmin@jewishcamp.org for any support.
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