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Residential instructions
Login

 Go to https://app.capitalguardians.com/

 Select LOG IN, enter email address and password



Change billing

Change logins to invoice by different providers i.e. Resident 

Charges (Café), Debit card, etc.  This determines where the 

money is sent.

Providers: Green indicates the account is 

linked to a particular goods and/or services 

provider to invoice.

Contact: for all departures, select and let us know if transferred 

out or passed away:

• Providers get an email giving 5 days for final invoices then 

return the balance to the account we have on file.

• Representatives (ie families), get an email regarding the 

account closure.

After login, presented with the Viewer screen, this shows you all the account names and balances.  When 

selecting a balance, a statement appears, that can be printed.

Viewing accounts and statements
Residential instructions
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Fields marked are compulsory

Unique 

invoice 

number 

generated
Can be 

overwritten

Invoices/reimbursements entered by close of business 

Thursday are paid by eft Friday for all vendors.

Residential instructions
Reimbursements – Facility Expenses 

Spend money using a debit card

 

Write description 
To enter multiple accounts

check last column “ Copy”

Submit

Communities &  

customers 
select either resident or 

organisation

Select invoice

Enter values
To enter multiple accounts

check last column “ Copy”  

Select community

For other reimbursements select Resident 

Charge to send money to bank account, café, etc

Having used the card, select Debit card so 

the money is sent back to the card












Residential instructions
Reimbursements – Facility Prepaid Card

Spend money using the prepaid 

card - select Debit card so the 

money is sent back to the card





Select – Item code (Free text 

can be added for description) 

Enter invoice value & description

Select – Send Invoice

Select - Transactions 







Transaction total  Transaction description

Progressive invoice total 

Unique invoice number 

generated

(Can be overwritten)

*** Transaction Allocations must be entered by 3pm Thursday (weekly) for the card to 

reimbursed (topped up) by the following Friday *** 

Compulsory fields



Select - Allocate





Residential Instructions
General petty cash float (where “cash” required)
 If cash is withdrawn from the facility Prepaid Card, and has not been spent can use the Cash Account

 Facilities are required to request the Cash Account to be enabled by Capital Guardians

Business withdraws will only record a 

cash outflow, and will not be reimbursed 

as not associated with an account

Cash Deposits - Where cash is 

withdrawn and not immediately 

spent/charged to an account, 

enter into Cash Deposits

Cash Account Withdrawals - When the 

cash is used, it must be linked against 

the correct account to allow 

reimbursement of the Prepaid Card

Select Balance to see a statement of the 

cash account transactions, or Prepaid Card 

transactions.

THE BALANCE MUST ALWAYS EQUAL THE VALUE 

OF CASH ON HAND if it doesn't it means deposits to 

the cash or withdraws have not been recorded.

Select - Transactions  



Residential Instructions
Entertainer payments (where applicable)
 Search, find hard-to-find aged care entertainers  Eliminates small manual entertainment payments

 Corporate control and single import of transactions for monthly accounting online  Mobile Manager/Lifestyle approvals for weekly payments

1. Select the Entertainment account in “Viewer”(or Providers tab)

2. Search “Entertainers” 

or send email invite to register

(or completed manual paper forms sent to customer@capitalguardians.com)

3. After the entertainer has invoiced, the appointed facility 

staff member receives an email to approve. Payments are made 

to the entertainer every Friday.

(search results)

Key Requirements:

1. Entertainer Account budget funded (monthly entertainment budget)

2. Manager / Lifestyle given invoice “approval” rights


