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Setup > Semester Deployment - Dec
2018

Last Modified on 12/19/2018 12:39 pm EST

&ﬁ DayCare” ‘&t‘k SchoolCare ,%xRecCare-

TWORKS “WORKS WORKS

We've recently updated some of the options related to semester setup. The articles
below will explain the new Setup > Semester screens and assist in the setup process.

Please Note: Going forward, semester settings may calculate registration fees
differently. Please review current and future semester settings to ensure they will bill
properly.

e Setup > Semester
o Setup > Semester, Room/Program
s Click here to view Registration Fee Examples
o Setup > Semester, Semester Family
o Setup > Semester, Semester Participant

o Setup > Semester, Semester Family & Room/Program

If you were unable to attend the Semester and Fee Setup Refresh Presentation, below
are the slides for your reference.

Setup Semester PPT.pdf §
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System Notifications

Last Modified on 12/31/2018 9:04 am EST

As features are added or updated in the system, links to documentation are below.

If you have additional questions or require assistance, please contact our Care team!

Date Feature
Sequential rate category- under the setup > rates screen > actions > rate category
12/17/2018 users are now able to number rate categories to display in a particular order
Check in priority indicator- if children should automatically check into camp type
rooms be sure the priority option is selected under the setup > room > select room
12/17/2018 name, then scroll to the collect attendance field (set to yes or priority)
Remove closed days on parent managed calendars when closed due to capacity- if
a parent managed calendar day has reached capacity parents will now be able to
remove the day (if the remove days option is selected on the setup > system config
12/17/2018> general config > daycare works family tab screen)
Disable remove button for particular parent managed calendars -

e A new field has been added to "Allow Days to be removed" at the room
category level, this will turn on or off the remove days option by category of
calendars for parents in the Connect Portal.

o |If General Config setting "Allow Days to be removed" is set to Yes, then
look to room category level setting to determine if remove option is
available for that room category. If room category level config is set to
yes, then remove is available for that room. If room category level config
is set to no, then remove option is not available for that room.

o |f General Config setting "Allow Days to be removed" is set to No,

remove is disabled for all rooms for that business level/center level
12/17/2018

Update existing schedules with semester dates - from the setup > semester
screen within the Semester Summary users have the option to apply semester
date changes to existing student schedules

® Yes button: "Update all schedules", if selected all children with active PRAs for
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this room-semester will be changed to reflect new start or end time saved for
this room-semester
= No button: "Don't update schedules", if selected all children with active PRAs

for this room-semester will maintain the start or end times
12/17/2018

Document Checklist - required document types can be added from the setup >

system config > child docs screen, this allows admin level users to see if business

defined required documents have been added for individual children under the
12/17/2018 family record > child tab > more > documents/checklist option

Mobile App Configuration Screen - consolidated the location of mobile app
12/17/2018 configuration on the admin side of the site- setup > system config > mobile apps

Re-labeled the Capacity Fields on the classroom configuration (setup > classroom )

screen to 'Licensed' and 'Operating', use the Operating Capacity field for ratio
12/17/2018functions within the system

A new filter has been added on the payments > outstanding screen for Children

12/17/2018 with Active Schedules
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Home Screen Overview

Last Modified on 10/24/2017 8227 am EDT

When first logging in, the initial screen that will display is the Home > Information
page. From this page users are able to see basic information within the tile area,
approve registrations, child change requests, program change requests, add families
and run billing. At any time users can return to this page by selecting the home menu
, then selecting the information option.

Search._ - Business Level - DCW - Transactional ¥

¥ Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup Q

i Information
Checklist h
(1]

At the very top of the screen you will see the menu bar, this bar will display as you
navigate through the system. To the left you will see a search bubble. In the search
bubble you can enter a child's first name, last name, parents first name, parents last
name, family name, family ID or child ID. When you start typing results will begin to
display- you must enter at least three characters for results to display.
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ch... Business Level - DCW - Transactional 9

% Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup Q

Home Information

By

Billing

e
0 0 &
Waitlist EL‘;SII.?:; Live Ratios

Classroom List

Center Classroom M T W Th F

When viewing the search results, the parent/guardian results will display in white, if
you click on one of the white records you will be taken to the family's financial screen.
The children that match the search criteria will display in yellow, if you select one of
the children you will be taken to the child screen in the family's record. Only active
families will display when using this search feature.

frozen|

DCW Transactional- Center 1
Frozen Family - Frozen, King (Id: 317246) Connect Approvals

DCW Transactional- Center 1
Frozen Family - Frozen, Queen (ld: 317248)

Frozen, Elsa (1d: 411018)

DCW Transactional- Center 1 _
Frozen, Anna (Id: 411022)
| 24 I

5
i, DCW Transactional- Center 1
¥

Center

To the very right on the black bar, you will see the center or business level name where

14



you are signed into. If you have access to multiple sites you will see a drop down list
where the site name is, this is how you will navigate between business level and

center/site levels.

Business Level - DCW - Transactional ¥

Business Level - DCW - Transactional *

DCW Transactional- Center 1

The last icon on the black bar is the user icon. When you click on the icon, a menu will
display, the first line shows the name of the user that is currently logged in.

Business Level - DCW - Transactional e

Kristina Gass *

O Wy Account
Cirrus Support
© Help

™ Logout

Classroom

If you would like to see an overview of your user account click on the My Account link.

If you need additional help and would like a quick link to the help documentation,
select the Cirrus Support Help line.

At the end of the day, this is also where you are able to logout.

Below the header bar you will see the main menu, the first feature is a star icon- when
you click on the star, there are two options.
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Search._.

w Home Family Payments Attendance Lessons Me

QUuICK Links - Things To Do

Favorite Links

The first option is Quick Links- Things to Do, these are commonly preformed tasks
users will find themselves doing on a regular basis.

Search...

w Home Family Payments Attendance Lessons Meals

Quick Links - Things ToDo |} Add A New Child |

Favorite Links Submit Payments

Take Attendance
New Feature: Spreadsheet U
View Room Report
View Outstanding Payments .

Information Current Statements

View Payment Report

Print Batch Statements
Batch And Report
Billing Financial Reports
Assignment Billing

Attendance Journal

Al LRy |

e Add A New Child- a shortcut to add a new family to the system
e Submit Payments- links to the Payment > Journal page where you are able to
receipt payments

e Take Attendance- allows a user to take or edit attendance from the Attendance >
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Entry page
e View Room Report- a shortcut to the Reports > Room/Program page where
child, family and staff reports can be accessed
o Rosters & Sign In Sheets
o Staff and Child Attendance Sheets
o Health & Allergy Reports

o Staff Details

View Outstanding Payments- a shortcut to the Payments > Outstanding page,

filter on outstanding credits/debits to view related families.

View Payment Report- a shortcut to the Payments > Payments screen, here
users can view payments that have received with in a particular time frame,
search by payment method and pull reporting of results

Current Statements- Creates a PDF version of current statements that can be

accessed by selecting the Print Batch Statements link.

Print Batch Statements- Allows users to create and access PDF statements

Batch and Report- Users are able to batch payments together to match what has

been sent to the bank or received on a bank statement

Financial Reports- a shortcut to the Reports > Financial screen where financial
reports can be created

o Revenue Reports

o Accounts Receivable Reports

o General Ledger Posting Reports

Assignment Billing- a screen that allows users to do a billing audit for a defined

period of time

Attendance Journal- a shortcut to the Attendance > Attendance Journal page, all
check ins/outs can be viewed for a period of time. This page will also display any

errors that may have occurred
The next option allows users to select their own pages to favorite. To add a favorite

select the star icon, then hover over Favorite Links, select the Add New Favorite
option.
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Business Level - DCW - Transactional 9

Yf Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup Q

Payments

Payment History Statistics ﬁ
Payment Forecast Report Classraom s AT
nal- Center 1 AM, Before Schoel Care 8 7 8
Manual Attendance
nal- Center 1 Flexible Care, AM o 1 0
Campaign Management - Tab hal- Center 1 Flex_rble (_:hild Care 0O 00 0 0
Registration
Add New Favorite nal- Center 1 PM, After School Care 2 2 2 2 2
[—
[y N

When you click on each of the headers you will see available pages. To see an overview
of each tab- select the System Walk Through option to the left. Each main menu
option has it's own page and will provide additional detail.

rch... Business Level - DCW - Transactional ¥

Home Family Payments Atftendance Lessons Meals Connect Approvals Reports Staff Setup Q

| Information
Checklist

Dashboard

sheet Upload for Semester Availability.

Classroom List
Center Classroom M T W Th F
Semester

End Of Week |
es
— i

General

Hours

Validation

Alerts

End Of Day E

I Reminders
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Quick Links- Things to Do

Last Modified on 02/09/2018 9:57 am EST

From the menu bar select the star icon, hover over the Quick Links- Things to Do
option.

Search... v Business Level - DCW - Transactional e

w Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup o}

Quick Links - Things To Do G Add A New Child

Favorite Links

Information

Submit Payments

Take Attendance
View Room Report Classroom MBS VT E
S

chedule:

. . actional- Center 1 AM, Before School Care 8 7 8 7 8
View Outstanding Payments
actional- Center 1 FIe){lbIe (,:h”d Care 0 0 0 0 O
b View Payment Report Registration
w0 actional- Center 1 PM, After School Care 813|333
Current Statements . X
Birthday actional- Center 1 Weekly Enrichment 1 1 1 1 1

Print Batch Statements

0

Registrations

0 Batch And Report

Financial Reports

Assignment Billing

1 Attendance Journal

|

m

From anywhere in the system users are able to select this list and jump to the actions

Program

listed below.

e Add a New Child - add a new family to the system

e Submit Payments - receipt payments from the Payments > Journal screen

e Take Attendance - take attendance for a classroom Attendance > Entry screen

e View Room Report - pull room/program reports from the Reports >
Room/Program screen

e View Outstanding Payments - send outstanding balance emails, add late fees or
pull balance reports

e View Payment Report - pull a report displaying payments that have been
receipted during a user defined time frame

e Current Statements- select this link to batch create current statements in a PDF
file. Go to Print Batch Statements to open the file.

e Print Batch Statements- download PDF files of statement batches
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Batch and Report- group received payments together to make bank
reconciliation easier

Financial Reports - pull revenue, balance and ledger reports from the Reports >
Financial screen

Assignment Billing

Attendance Journal - review clock ins/outs and see any errors that may have

occurred from the Select or Provider InSite Applications.
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Quick Links- Add A New Child

Last Modified on 05/30/2018 2:23 pm EDT
Families/New Children can be added to a center/site several ways.

1. Through the center's new registration page- parents/guardians must add all
detail and submit payment (in most cases) before their submission is sent to the
center. The family would be approved into the center by a staff or admin user
from the Home > Information, Registration tile or the Approval > Registration
menu option.

2. Once a family is in the system for a school, the option to allow parents to add new
children can be enabled on the family portal (connect.schoolcareworks.com or
family.daycareworks.com). One the child's detail is entered into the system the
child will need to be approved into the system from the Approval > Child screen.

3. The family or child can be added to the system from the admin side of the

system (schoolcareworks.com or daycareworks.com).

To add a new family to the system from the admin side select the star icon from the
home screen, then select the option to Add a new child.

Search... v [ Business Level - DCW - Transactional 9

% Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup
Quick Links - Things To Do » Add A New Child “

Favorite Links

Submit Payments

This will open an empty child record. The first step in creating a family record is to add
a child. The ONLY detail that is required to add a child is marked with an *. All of the
other fields are not mandatory- it will be up to a center what is required when a staff
or admin user manually adds a child to the system.

e Last Name

e First Name

e Date of Birth

e Start Date- date the child will begin at the site

e Enroll Date- date the child registered
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pid Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup Q

Add a New Child
Doctor/Health Program/Room Assignment
Last Name * Status
) * = Active -
First Name * Enrollment Date *
s * *
Middle Name Start Date *
s *
Preferred Name Withdraw Date
o B
Date of Birth * Date of Last Registration/Re-Registration Charge
5 =
Gender Voucher/EAN Exp Date
O Male O Female O None given 3]
Include in Directory Voucher/EAN Exp Hours
O Yes O No z

Once this information is entered into the system press Save.

After pressing Save, the family record will expand and additional fields will display. The
staff or admin user should enter available information to the Doctor/Health tab, add a
program/room assignment for the child and add any Parent information on the
Parent/Guardian tabs for Parent 1and Parent 2. Be sure to scroll to the bottom of the
page and press Save on each page before moving onto the next screen.
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w Home Family Payments Attendance

Upthehill Family
< Family ID 334656

Internal Note:

Lessons Meals

1

Student(s)

Connect Approvals

Reports Staff Setup Q

Regular
Statement Type

Balance Outstanding >

Add/View Journal Notes

Summary | Family |ReJiLIENW Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation | Financials | Receipts | Merge

V SUCCESS
Save was successful.
Jill e
Upthebhill Add Sibling
Age 11 &
I
Admission/Personal Doctor/Health Program/Room Assignment Calendar View More v
n
o
Personal Information Admission Child dent ID: 434264
Last Name * Status
&  Upthehil * = Active v
First Name * Enrollment Date *
& il * 12/18/2017 *
Middle Name Start Date *
& 12/18/2017 *
Preferred Name Withdraw Date
&) 2
Date of Birth * 11 years or 11.2 years Date of Last Registration/Re-Registration Charge
W 12/16/2006 ol &
To add a child to an existing family select the Add Sibling button.
his Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup (o}
Upthehill Family 1 Regular
( Family ID 334656 Student(s) Statement Type Balance Outstanding )

Internal Note:

Add/View Journal Notes

Summary | Family [NeGHLIEHE Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation | Financials | Receipts | Merge

N

V SUCCESS
Save was successful.

Jill
Upthehill
Age 11 4

o
Add SibliEE

Enter required and optional information as available, then scroll to the bottom of the

page and press Save.
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Upthehill Family
( Family ID 334656

Internal Note:

Summary | Family (Re(Y{i[E=N

Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation

1 Regular 0.00

Student(s) Statement Type Balance Outstanding )

Add/View Journal Notes

Financials | Receipts | Merge

Gender
O Male O Female
Include in Directory

Ow @

Address 1

Jill
Upthehill
Age 11 4 New Sibling
Doctor/Health Program/Room Assignment
Last Name * Status
& Upthehil * = Active -
First Name * Enrollment Date *
& Jack * 12/18/2017 *
Middle Name Start Date *
& 12/18/2017 *
Preferred Name Withdraw Date
o &
Date of Birth * Date of Last Registration/Re-Registration Charge
o 12/13/2012 * &

Voucher/EAN Exp Date

O None given

Voucher/EAN Exp Hours

Food Program

Once saved a confirmation box will appear and the new child will have an icon display

next to the original child.

Upthehill Family
( Family ID 334656

Internal Note:

Summary | Family Parents

1 Regular 0.00

Student(s) Statement Type Balance Outstanding )

Add/View Journal Notes

Third Party | Volunteers | Communication | Auto-Pay | Vacation | Financials | Receipts

V SUCCESS
Save was successful.

Jill Jack
Upthehill Upthehill Add Sibling
Age 11 4 Age 5 4
I
]
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Quick Links- Submit Payments

Last Modified on 05/30/2018 2:28 pm EDT

The Payments > Journal-page allows users to receipt payments by family in batch
format. Do not receipt online payments through this method that need to be
processed through a payment gateway, the only payments that should be receipted
here are typically- cash, check, money order or another type of off-line payment.

From the payments drop down menu select the Journal option.

Business Level - DCW - Transactional v

h* ¢ Home Family Payments Attendance Lessons Meals Connect Approvals

Reports Staff Setup Q

Home InformaticiieasiuEl

Deposit
O information
Third Party Journal

To start, select either the letter range or the individual letter of the family's last name
for the payment you want to receipt. Press All if you want to see all families.

Payments Journal
Payment Journal
Q_Letter Range Search Q, Individual Letter Search « Total Payments: 0.00
Save
A-D
E-H
I-L
Payment Check Date -
M-P Balance Amount Type Number Hened Notes Prepay
Q-T

v-z Complete Batch
ALL

or

Payments Journal

Payment Journal
Q, Letter Range Search = Individual Letter Search - Total Payments: 0.00
Save
A

Family Balance A Check Date -

| Number Received LoD HEE

Complete Batch

T & M m o o m
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This will bring up families that have the last name that matches the search criteria. In
the journal list the below fields display-

e Family- last name of the family and date of the family's last balance due

e Balance- amount the family owes

e Amount- amount of the payment (this will be entered by the user creating the
receipts)

e Payment Type- the type of payment being receipted (the options in the drop-
down list are populated by going to setup > system config, Valid Values)

e Check Number- enter the check number only if the payment type is a check

e Date Received- date the payment was received

e Notes- if any notes should be added to the payment

e Prepay- if the payment should be added as a prepay deposit to the family's

ledger
Payments Journal
Payment Journal
Q, Letter Range Search - Q_ Individual Letter Search + Total Payments: 0.00
Save
. Payment Check Date -
Family Balance Amount Type Number Received Notes Prepay
Baggins Family v P
1072212017 to 10/28/2017 0o S foEnze O Add
Beanstalk Family v p—
1012212017 to 10/28/2017 0o S foEnze O Add
Brave Family v P
01/01/2017 to 12/31/2017 SA Gesn 102712017 O i
Doolittle Family v p—
01/01/2017 to 12/31/2017 105.00 Gesn 102712017 O Add

Apply To All: - v MNotes: Apply ‘
Complete Batch

To add a note to a payment click the plus button.



Payments Journal

Payment Journal
Total Payments: 85.00
Save

Q Letter Range Search -

Journal List

Family
Baggins Family
10/22/2017 to 10/28/2017

Beanstalk Family
10/22/2017 to 10/28/2017

Brave Family
01/01/2017 to 12/31/2017

Doolittle Family
01/01/2017 to 12/31/2017

Apply To All:

Q, Individual Letter Search

Balance

.00

00

85.00

105.00

Amount

a5

Payment
Type

Cash b
Cash T
Check v

Check b

Check
Number

MNotes:

Date

Received

1002772017

1002712017

102772017

1002772017

Notes

Y

\

Enter the text of your payment note, then press save.

Payment Notes

Motes:

Complete Batch

Prepay
Add
Add
Add

Add

‘ Extra payment notd

If a user navigates away from a letter grouping before pressing save or completing
the batch the entered payment will not save. If you press save, the payment will post.
The total of the payments being receipted will always display at the top of the page
next to the save button.
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Payments Journal

Payment Journal

Q Letter Range Search ~ Q Individual Letter Search Total Payments: 416.00
ave
Journal List
. Payment Check Date
Family Balance Amount Type e Rt Notes Prepay
Baggins Family R
10/22/2017 to 10/28/2017 00 Cazn v 102712017 +| Add
Beanstalk Family J—
10/22/2017 to 10/28/2017 00 Casn v 102712017 | Add
Brave Famil J—
01/01/2017 to 12/31/2017 00 Cash M 102772017 +] Add
Doaolittle Family J—
01/01/2017 to 12/31/2017 00 Casn v 102712017 | Add
Frozen Family
01/01/2017 to 12/31/2017 “iBimy 18 Cazh M [iozrzo1 ] +| Add
Giant Family J—
10/22/2017 to 10/28/2017 00 Casn v 102712017 | Add
Oz Family . ———
10/22/2017 to 10/28/2017 00 Cash 102772017 +| Add
Peter Pan, Wendy JE—
01/0172017 to 12/31/2017 00 Casn v 102712017 | Add
Peter Pan, Peter JR—
01/01/2017 to 12/31/2017 00 Cash v 102772017 +| Add
Wonderland Family JE—
01/01/2017 to 12131/2017 252.00 Camn v 102712017 O Add
Apply To All: - v Motes: Apply ‘

% Complete Batch

! »
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Payments Journal

Payment Journal

Q Letter Range Search - Q Individual Letter Search = Total Payments: 405.00
Save
. Payment Check Date -
Family Balance Amount Type oo Received Notes Prepay
Baggins Family P
10/22/2017 to 10/28/2017 00 Cash M 1002712017 +| Add
Beanstalk Family - J—
10/22/2017 to 10/28/2017 00 Cash 102712017 ] Add
Brave Famil o
01/01/2017 to 12/31/2017 00 Cash v 102772017 +| Add
Doolittle Family J—
01/01/2017 to 12/31/2017 105.00 105 Casn v 102712017 O Add
Frozen Family - P
01/01/2017 to 12/31/2017 716.00 300 Check v 10/27/2017 |:| Add
Giant Family J—
10/22/2017 to 10/28/2017 00 Casn v 1002712017 | Add
Oz Family J—
10/22/2017 to 10/28/2017 0o Casn v PR — +| Add
Peter Pan, Wendy - P
01/01/2017 to 12/31/2017 00 Casn 102712017 O Add
Peter Pan, Peter J—
01/01/2017 to 12/31/2017 00 Cazn v 102712017 + Add
Wonderland Family J—
01/01/2017 to 12/31/2017 252.00 Can v 10272017 O Add
Apply To All: - v Motes:
: »

Once Complete Batch is selected, the screen will direct the user to the Batch and
Report screen. On the Batch and Report screen, users can group payments together
that are going to be or have been deposited to the bank in the same batch.
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Quick Links- Take Attendance

Last Modified on 05/11/2018 1:33 pm EDT

The Attendance > Entry screen is where users will be able to check in children or staff
from the web side, alter attendance records and review historical check-ins/outs by
day.

[E Business Level - DCW - Transactional 9

Search...

w Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup Q

Home Information
Agency Attendance

The system offers different methods for administrators to record the attendance for
the center. To switch between attendance modes select the action drop down menu-
then select the "Switch To" option.

Attendance Entry (Edit)

Showing results for:
View: Student  Classrool m: DCW - Transactional - AM, Before School Care  Attendance Date: 12/05/2017 Search Criteria v

Actions v

2 Switch to Normal Mode @ ‘

Student Attendance List

No results found for the search criteria.

Attendance Detail Export - Excel
Import Attendance

e The Normal Mode attendance section allows an administrator to check a child
into a center or out of a center as the child enters or exits the center. It is similar
to using the touchscreen application to check a child in or out of the center.

e The Edit Mode attendance section allows an administrator to enter the time a
child entered or exited the center. This can be used to record when a child

entered a center as it happens, or at the end of the day.

To take or view attendance select the Search Criteria button and enter the detail for
the children that should display-

e Semester

e Category- select a category to pull a larger grouping of children (than just
classroom)

e Classroom- select a specific room or select Show All to display all expected
children

e Student ID- enter a student ID to pull just one student's attendance detail for the
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selected day

e Attendance Date- the day's attendance that should be displayed

Attendance Entry (Edit)

Showing results for:
View: Student  Classroom: DCW - Transactional - AM, Before School Care  Attendance Date: 12/05/2017 Search Criteriakv

care riteria Q @ Student O Teacher
Student Attendance List Semester

pis e -
No results found for the search criteria. Category Classroom
] - v DCW - Transactional - AM, Befor v
Student ID
¥

Attendance Date

s} 12/05/2017

After selecting View, children will display.

In edit mode enter the check in or out time for each child, as times are entered tab
over- the record will save automatically. When a check-in/out is completed a new line
will display below the record in case the child is checking in/out again within the same
room/day.

If an entry needs to be changed or deleted this is the view the user would be able to
make changes in, select the red x to delete a check in/out or click into the time fields
and update as needed. Each time a new piece of data is entered press tab to be sure
the detail is saved.

Attendance Entry (Edit)

Showing results for:

View: Student  Classroom: DCW Transactional- Center 1 - AM, Before School Care  Attendance Date: 12/05/2017 Search Criteria v

Student Attendance List

Student / Classroom Check-In Check-Out Code Total Units

D Baggins, Bilbo % 08:00:00 AM EST dew_kgass 09:00:00 AM EST dcw_kgass 1:00 Units

AM, Before School Care 8 :00 | AM v 9 : 00| AM ¥ NORM M -
Saved
0 Units
v : v NORM v

To add detail for multiple children at once, select the square to the left of the child's
name, then go to the apply all selected area and enter times.
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Attendance Entry (Edit)

Showing results for:

View: Student  Classroom: DCW Transactional- Center 1 - AM, Before School Care  Attendance Date: 12/05/2017 Search Criteria ~

Acti
Student Attendance List
Student / Classroom Check-In Check-Out Code Total Units
D Baggins, Bilbo % 08:00:00 AM EST dew_kgass 09:00:00 AM EST dcw_kgass 1:00 Units
AM, Before School Care 8 :00 | AM ¥ 9 100 AM ¥ NORM v m
0 Units
v : M NORM v
E Baggins, Frodo 0 Units
AM, Before School Care : M : v NORM v
Ii‘ Brave, Merida (| NS 0 Units
AM, Before School Care : M : v NORM v
I:‘ Doolittle, Eliza 0 Units

AM, Before School Care M : v NORM v

Select All Select All Scheduled Uncheck All

aotosaecid |7 |30 |[awv] s |30 | Avv %

Once times are entered click apply to apply the times to the selected children, then
click Save All.

Student Attendance List

Student / Classroom Check-In Check-Out Code Total Units
D Baggins, Bilbo % 08:00:00 AM EST dew_kgass 09:00:00 AM EST dcw_kgass 1:00 Units.
AM, Before School Care 8 |:|00 || AM ¥ 9 ;00| AM v NORM v m
0 Units
v H v NORM v
E Baggins, Frodo 0 Units
AM, Before School Care 7 ;|30 AM ¥ 8 ;30| AM v NORM v
D Brave, Merida | NS 0 Units
AM, Before School Care 7 |80 AM ¥ 8 /30| AM ¥ NORM v
D Doolittle, Eliza 0 Units
AM, Before School Care : M : v NORM v

Select All Select All Scheduled Uncheck All

Apply to Selected | 7 .30 AM v 8 :130 AM v NORM v Apply

Please review the attendance applied, then click Save All.

Once the fields turn green, the records have been saved.
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Student Attendance List

Student / Classroom Check-In Check-Out Code Total Units
D Baggins, Bilbo % 08:00:00 AM EST dew_kgass 09:00:00 AM EST dcw_kgass 1:00 Units -~
AM, Before School Care 8 |:|00[|AM ¥ 9 100 AM v NORM v m
0 Units
v : v NORM v

E Baggins, Frodo % 07:30:00 AM EST dew_kgass 08:30:00 AM EST dcw_kgass 1:00 Units
AM, Before School Care 7 |:30]|AM ¥ 8 :30 AM v NORM v m
0 Units
M : v NORM v
E Brave, Merida (NS % 07:30:00 AM EST dcw_kgass 08:30:00 AM EST dcw_kgass 1:00 Units
AM, Before School Care 7 |:30||AM ¥ 8 1|30 AM ¥ NORM v

To see attendance over a period of time go to reports > room/program and pull one of
the below reports- be sure you enter a date range and select the data you want to see
by center, category or room!

e Reports > Room/Program, Attendance- Child Attendance Detail - Excel

e Reports > Room/Program, Attendance- Site Summary Attendance - Excel
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Quick Links- View Outstanding
Payments

Last Modified on 05/11/2018 1:36 pm EDT
The Payments Outstanding screen will display amounts owed by families within the

system. Use search criteria to display related families. Statement and Reminder
emails can be sent from this page, Outstanding balance reports can also be pulled.

From the Payment menu, select the Outstanding option-

Search... Business Level - DCW - Transactional v

v Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup Q

Home Informatiq Journal

Deposit
O Information
Third Party Journal

New Feature: Sprea 4 y/E dit Third Party Refund

Third Party Refund Allocation

Payments/Adjustments

Information

Classroom IMETREVVART I B

Mass Change

ransactional- Center 1 AM, Before School Care 8 7 8 7 8
Outstanding . .
'ransactional- Center 1 E:ﬁlst:clrzt(i:::d Care 0 0 0 0 O

abin Autopay Batch g

. ranecartinnal. Cantar 1 DM Aftar CrhAanl Cava 2 92 2 92 2

As a default the first screen will display families that have outstanding balances.
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Payments Outstanding

Showing resulits for:

Include/Exclude Selected Group::: Include this Group Balance Type:: Outstanding Family Status:: N/A  Auto-Pay:: N/A

Include Zero Balance Families:: No  Include Third Party Families:: Yes ~ Past Due:: Greater Than Search Criteria v

Actions v

Qutstanding Payments List

(] Family Balance Due Parent Due 30 Days Past Due 60 Days Past Due
Wonderland Family (ID: 320245) 52.00 52.00
Total: $52.00 $0.00

To change from the default criteria, select the Search Criteria button.

o Center- select a center to see results for a particular center (at the business level)

e Category- select a category to see results for families who have children enrolled
in programs within a category

e Classroom- select a classroom to see results for families who have children
enrolled

e Semester- select a semester to see results for families enrolled in programs
attached to a semester

e Reporting Group- select a reporting group, then select if the group should be
included or excluded from results

o Include/Exclude Selected Group

e Balance Type
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o OQutstanding- displays family with balances due

o Credit- displays families with credit totals

o Any- displays families with either credit or debit balances
Family Status

o N/A- results will not filter by status

o Active- displays only active families

o Withdrawn- displays only withdrawn family balances
Auto-Pay

o N/A- results will not filter by auto-pay type

o Only- displays only auto-pay families

o Exclude- does not display families with auto-pay
Include Zero Balance Families

o No- results will not include families with a zero balance on their financial

ledger

o Yes- results will include families with a zero balance on their financial ledger
Include Third Party Families

o No- results will not include families who receive third party sponsorship

o Yes- results will include families who receive third party sponsorship
Statement ID- to search for a particular statement ID- found on a family's
financial ledger
Assigned Invoice No- to search for a particular invoice number- found on a
family's financial ledger
Past Due- select Greater Than, Less Than or Equal to either an amount or a
number of days

o Amount- enter an amount threshold to search on based on the past due

selection above
o Days- enter a number of days threshold to search on based on the past due

selection above
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Payments Qutstanding

Showing results for:

Include/Exclude Selected Group::: Include this Group

Balance Type:: Outstanding  Family Status:: N/A ~ Auto-Pay:: N/A

Include Zero Balance Families:: No  Include Third Party Families:: Yes ~ Past Due:: Greater Than

Outstanding Payments List

Search Criteria Q

() Family

Wonderland Family (ID: 320245) 53

Center:
Category
]
Semester
Reporting Group:

a

Balance Type:
@ Qutstanding O Credit O Any

Auto-Pay:

@ N/A O Only O Exclude

Statement ID:

e
Past Due: Amount:
*] Greater Than =~ S

Classroom

a -- v

Include/Exclude Selected Group::

@ Include this Group O Exclude this Group
Family Status:

@ N/A O Active Only O Withdrawn
Include Zero Balance Families:

@ No O Yes

Include Third Party Families:

Orn @

Assigned Invoice Nbr:

Q

Days:

Once families are displaying, select the Actions menu to send statement or reminder

emails, pull balance reports, and more-

e Email Statement- emails the families their current balance

e Email Reminder- emails a reminder that includes the billing invoice to the

families

Email Invoice-sends an invoice to the families, user is able to select a specific date
range to include on the statement

Pay Registered- submits a payment to all of the families with an auto-pay setup,
click on the Pay Registered link. Families with auto-pay setup will have an arrow
circle icon to the left of their names

Funding Export- a report that will display if a family is sponsored, and the type of

funding they have had applied to their balance (third party payments)
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Center

Parent First Name

DCW Transactional- Center 1 Guardian 1
DCW Transactional- Center 1 Guardian 1
DCW Transactional- Center 1 Guardian 1
DCW Transactional- Center 1 King Fergus
DCW Transactional- Center 1 Henry
DCW Transactional- Center 1 Queen
DCW Transactional- Center 1 Queen
DCW Transactional- Center 1 Guardian 1
DCW Transactional- Center 1 Guardian 1
DCW Transactional- Center 1 Wendy
DCW Transactional- Center 1 Jane

Parent Last Name

Child First Name

Baggins Bilbo
Baggins Frodo
Beanstalk Jack

Brave Merida
Doolittle Eliza
Frozen Anna
Frozen Elsa

Giant Jolly Green
oz Dorthy
Peter Pan Tinkerbell
Wonderland Alice

e Funding Exp
e Funding Exp

ort Active

ort Terminated

e Open Detail Export

e Center Copay

e Outstanding
e Outstanding
e Collection Le

e Email Sent R

Payments Qutstanding

Showing results for:

Include/Exclude Selected Group::

Include Zero Balance Families:: No

Outstanding Payments

Balance Export
Balance- Detalil
tter

eport

Include this Group

Include Third Party Families:: Yes

List

Balance Type:: Outstanding

Child Last Name
Baggins
Baggins
Beanstalk
Brave
Doolittie
Frozen
Frozen
Giant

oz

Peter Pan
Wonderland

Date Applied Funding

Past Due:: Greater Than

0-30

cooococooooo

Family Status:: N/JA  Auto-Pay: N/A

3160

6190 91120  Over120 TOTAL  Report Date 11/01/2017

coocococococococoo
coooococooooo
cococococococococoo
coococococooocoo
cooococooooo

Search Criteria v

Actions v

EAEmail Statement

O Family

Wonderland Family (ID: 320245) 3

Balance Due Parent Due

52.00

30 Days Past Du

EAEmail Reminder

EAEmail Invoice

Pay Registered

Funding Export

Funding Export Active

Funding Export Terminated

Open Detail Export

Center Copay

Qutstanding Balance Export

Outstanding Balance - Detail

Collection Letter

Email Sent Reports

Late Fees can also be added from this page, scroll to the very bottom of the page to

the Add Fees sect

ion.
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e Fee Type- Select the type of fee that should be charged. From this page, you
should only add Late Payment or Pickup fees

e Fee Amount- Enter the amount that should be charged per family

e Post Date- Enter the date that should display on family statements

e Email Family- Select No if you do not want to email families, select Yes to email

families that a charge has been added to their statement

Once detail has been entered, press Add Fee. Any family that was selected above will
have a fee added to their financial ledger.

Add Fee

Fee Type: Fee Amount:

9 Select a Fee v S
Post Date:
= Email Family: @ No O Yes

Add Fee
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Quick Links- View Payment Report

Last Modified on 05/11/2018 1:39 pm EDT

The Payments > Payments screen allows users to search and display payments
received in a particular period.

From the Payments menu, select Payments/Adjustments-

Search... v Business Level - DCW - Transactional ¥

¥ Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup Q

Home Informatiq Journal

Deposit
© Information
Third Party Journal

MNew Feature: Sprea

D

Select the Search Criteria button to begin searching. As much or as little detail can be
added as desired, but always enter an entry begin date and an entry end date to see
results.

Add/Edit Third Party Refund

Third Party Refund Allocation

Payments/Adjustments
] Classroom M T W
Mass Change

ransactional- Center 1 AM, Before School Care g8 7 8 7 8

e Center- view by center payments that have been receipted
e Deposit Begin Date
e Deposit End Date
e Entry Begin Date-required
e Entry End Date-required
e Funding Type
o Copay/Parent Only
o All- including third party/sponsor payments
o Third Party/Sponsor Only
e Payment Type- if the user would only like to see one type of payment in the
results
e Display Pre-Pay Deposits
o Yes- pre-pay deposits will display in results

o No- prepay deposits will not display in results
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e Batch #- enter specific batch number (assigned by Cirrus Group)

e Assigned Batch #- enter specific batch number (assigned by user on Batch &

Report screen)

e Check #- to search by specific check number

e Posted By (User ID)- to see only payments posted by a specific user

e Family ID- to see only one family's payments

e Include Allocated Agency Payments- to display outstanding credits from third

party/sponsors
e From Letter- to search a range of the alphabet

e To Letter-to search a range of the alphabet

e Advanced Search- will allow users to search by brand, district or division of the

values have been setup

Once criteria has been added select View.

Payments Payments/Adjustments

m fastmen

Showing results for:

Funding Type: All Display Pre-Pay Deposits? - No Include Pay Corrections? - No Include Unallocated Agency Payments? - Yes Search Criteria ~

Search Criteria Q,

Center:

Deposit Begin Date
8

Entry Begin Date
]

Funding Type
Q All

Payment Report

Display Pre-Pay Deposits?
© No O Yes

Batch #
9

Check #
Q

Family ID
v

vacy Policy

¥0:00.003 - Session will expire in approx 90 minutes
pyright © 2017 - Cirrus Group LLC - All rights reserved Q
2D26EEC3750B84F?D25F56AAC110CA dew-provider-beta

From Letter

Advanced Search

Deposit End Date
|
Entry End Date

|

Payment Type
@ All -

Assigned Batch #
9

Posted By (User ID)
a

Include Unallocated Agency Payments?

© Yes O No | T

To Letter
Q -- -
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Search results will display in the Payment Report box, with a summary of the
payments in the Summary section.

m S

Showing results for:

Search Criteria =

Funding Type: All Display Pre-Pay Deposits? : No Include Pay Corrections? : No Include Unallocated Agency Payments? : Yes

Actions ~

Payment Report

Amount

Family — Payment Type  Check Number = Date Received Batch Notes Posted

] Brave Family 85.00 Check 12345 102772017 0/ Extra payment note CGTransactional
| Doolittle Family 105.00 Cash 102772017 0/ CGTransactional
(] Frozen Family 300.00 Check 12345 1012772017 0/ CGTransactional
[ Frozen Family 416.00 Cash 1002772017 0/ CGTransactional
(] Frozen Family 300.00 Check 12345 10,2772017 0/ Prepay for next week. CGTransactional
[ Wonderland Family 200.00 Check 2223 1002772017 0/ Partial pay CGTransactional

-

] »

Check All / Uncheck All

Summary

Total Cash: $521.00
Total Check: $885.00
Total: $1,406.00

To pull a report listing the payments press the Actions menu.

e Payment Allocations Report- Allows users to see payments that have not been
fully allocated

e Export- CSV- creates an excel report for the payments that are displaying on the
screen

e Export- PDF- creates a PDF report for the payments that are displaying on the

screen
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e Payment Program History- A list of the transactions, both incoming and outgoing
to a facility.

e Allocation Listing Report- Displays allocations for payments

e View Deposit Ticket- select the check boxes next to payments in the payment
report list before selecting this option, then when you select View Deposit Ticket,
payments will display on a deposit ticket in PDF format for each payment that
was selected.

e View Payment Receipt- select the check boxes next to payments in the payment
report list before selecting this option, then when you select View Payment

Receipt, receipts will pull in PDF format for each payment that was selected.

m S

Showing results for:
Funding Type: All  Display Pre-Pay Deposits?: No  Include Pay Corrections? : No  Include Unallocated Agency Payments? - Yes Search Criteria ~
Actions ~

Payment Report Payment Allocation Report
Amount n

Family . Payment Type | Check Number = Date Received Batch Note Export-CSV
Received

(] i 85.00 Check 12345 102772017 o/ Extra payment note

| Brave Family 0 | [ Export-PDF

[ Doolittle Family 105.00 Cash 1002772017 o/

i 300.00 Check 12345 1072712017 0/

L Frozen Family & Payment Program History

[ Frozen Family 416.00 Cash 1002772017 o/

[ Frozen Family 300.00 Check 12345 102772017 o/ Prepay for next W€ Allocation Listing Report

[ wonderland Family 200.00 Check 2223 107272017 o/ Partial pay

[ View Deposit Ticket

B View Payment Receipt
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Quick Links - Batch and Report

Last Modified on 12/04/2018 9:33 am EST

Batch and Report compiles the transaction information for the facility and displays the

results.

To Upload Batch File from Unity

1. Pull the “Settlement Report” from Unity and save to the computer

o Please Note: If you do not have access, speak with Rachel from Unity to

request access

2. From the Star menu option, click Quick Links, then select Batch and Report

i Home Family Payments Attendance Lessons Meals

Quick Links - Things ToDo

Favorite Links

Include negative payments?:: |

View Outstanding Payments
Payment List =
View Payment Report

Mothing found to display.

Add A New Child
Submit Payments
Take Attendance

View Room Report

Current Statements
Print Batch Statements
Financial Reports

Attendance Journal

3. Click Actions, then select Upload Batch File

Showing results for:

Include negative payments?: No

Mothing found to display.

Prepay Deposits?: No

View All Batches

I Upload Batch File (Authorize Net/EasyDraft Only)l

Export Report
Export AutoPay Report

Export Report with Semester

4. Complete the Upload Batch File section

o Payment Service - select Unity or Card Connect depending on the payment

processor used

o Batch Number — enter a batch number. For example, use the date of the

upload: 11132018
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o Click in the Browse field to select the file exported from Unity

Upload Batch File

Payment Service: Batch Number:

m Unity v E 10292018

File (C5V or TXT for Authorize.net /f XL5 for EasyDraft):

m Spreadsheet xlsx E3

SAVE

5. Click Save

Pulling Reports

Pull multiple reports depending on the information needed:

e Under the Report > Financial screen, pull the following:
o Settlement/Allocation by Room Report
o Settlement/Allocation by Semester
o Settlement/Allocation Report
e Under the Batch and Report screen, click Actions and pull the Export Report with

Semester report

Batch & Report Cash/Check/Money Order Process

To assign a batch number to cash, check, or money order, follow the steps below:

1. From the Star menu option, click Quick Links, then select Batch and Report
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2.

2.

b d Home Family Payments Attendance Lessons Meals

Quick Links - Things ToDo Add A New Child

Favorite Links

Submit Payments

Include negative payments?:: |
S Take Attendance

View Room Report
View Outstanding Payments
Payment List =
View Payment Report
Mothing found to display.
Current Statements
Print Batch Statements
Batch And Report
Financial Reports

Attendance Journal

Click Search Criteria

Reports Payment Batch and Report

Showing results for:
Include negative payments?:: No  Prepay Deposits?: No Search Criteria

Actions ~

Payment List =

Mothing found to display.

Enter any necessary search criteria

System Batch Mumber Assigned Batch Number
= &
Post Date Include negative payments?:
E © No O Yes
Payment Type Reporting Group
[ Select Payment Type - e Select Reporting Group -
Prepay Deposits?:
© No O Yes
Q, Find Batch

o System Batch Number — the system automatically generates zero as the
batch number. Enter O for all payments that have not been batched yet

o Assigned Batch Number - if a batch number was previously assigned, enter
that number here

o Post Date — enter a date to pull payments from a specific period. For all
payments, leave this field blank

o Include Negative Payments
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m Yes —display payments and corrections
» No —display only payments

Payment Type — select the payment type to view or leave blank to view all types

5. Reporting Group - to view payments from a specific reporting group, select from

10.

11.
12.

13.

the dropdown
Prepay Deposits

o Yes —view prepaid deposits

o No-do not include prepaid deposits
Click Find Batch

Place a check mark next to each line to assign a batch number to

DCW Doclittle $6000 & Cash 0%/29/2017 dcw_kgass 4861421 0O
Transactional- Family
CENTER 1

DCwW Giant $10.00 : Cash 11/01/2018 dew_bgrabenstein = 7602135 0
Transacticnal- Family
CENTER 1

Scroll down to the Assign Batch section

Enter a new batch number in the New Assigned Batch Number field

Assign Batch &

Mew Assigned Batch Mumber
- 11132018

Click Update Batch to complete the batch number assignment
The following message will appear at the top to confirm the batch has been

updated

v SUCCESS
Batch Updated

Repeat steps 2-8 for additional payment types. Batch numbers can be assigned to
Mmultiple batches. For example, cash, check, and money order must be done

separately, but can be assigned the same batch number

Find Batch with all Payment Types

1.
2.

Click Search Criteria

Enter search criteria
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o Ensure System Batch Number is blank

o Enter the Assigned Batch Number

o Ensure Payment Type is set to Select Payment Type

Search Criteria Q,

System Batch Mumber
Post Date
=

Payment Type
=]

Select Payment Type

Assigned Batch Mumber

- 11132018

Include negative payments?:
@ MNo o Yes

Reporting Group

Prepay Deposits?:

@ O

Select Reporting Group

Q Find Batch

3. Click Find Batch

4. All payments/payment types assigned to the batch number will be listed below.

Payment List =

System -
Amount Payment | Transaction Date Payment Batch Assigned Batch
Center Family Received Type 2 Received Notes Posted 1D Nbr Batch Nbr User
v DCW Transactional- Doolittle $6000 Cash 09/29/2017 dow_kgass 4861421 1 11132018
CENTER 1 Family
# = DCW Transactional- Brave $277.25  Check 12345 05/17/2018 dew_kgass 6676584 2 11132018
CENTER 1 Family
¥| DCW Transactional- Doolittle $105.00 Check 10/27/2017 CGTransactional = 5042943 2 11132018
CENTER 1 Family
# = DCW Transactional- Frozen $ 30000  Check 12345 10/27/2017 CGTransactional = 5042942 @ 2 11132018
CENTER 1 Family

5. List can be reordered by Center, Family, Payment Type, or Date Received by

clicking on the title

Payment List =

System -
A t Payment || Transaction Date Payment Batch Assigned Batch
Center Family Received Type # Received Notes Posted 1D Nbr Batch Nbr | User
|« DCW Transactional- Doolittle $6000 Cash 09/29/2017 dow_kgass 4861421 1 11132018
CENTER 1 Family
¥ | DCW Transactional- Brave $277.25  Check 12345 05/17/2018 dow_kgass 6676584 @ 2 11132018
CENTER 1 Family

6. Payment List can also be exported to CSV, Excel, or XML formats
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Center

[« | DCW Transactional-
CENTER 1

[« : DCW Transactional-
CENTER 1

[« = DCW Transactional-
CENTER 1

[« : DCW Transactional-
CEMNTER 1

Family

Doolittle
Family

Brave
Family

Doolittle
Family

Frozen
Family

Amount

Received

$ 60,00

$277.25

$105.00

£ 300.00

Payment

Type

Cash

Check

Check

Check

Transaction
-3

12345

12345

Export options: CSV | Excel | XML
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Favorites

Last Modified on 12/27/2017 11:06 am EST

From the menu bar, select the star icon. Hover over the Favorites Links option- any
existing favorites will display. To add or remove a favorite option select the Add New
Favorite option.

Search...

X Home Family Payments Attendance Lessons Meals Connect Approvals Reports

Quick Links - Things To Do

Favorite Links » Payments
. .. st
Py U eomerttisansatsce: TN

Payment Forecast Report
Information

tional- Center 1
Manual Attendance g Hional- Lenter

ictional- Center 1
Campaign Management - Tab

P ictional- Center 1
ew Favorite

On the Add New Favorite screen select the plus button to add or the x button to
remove.

Search... Business Level - DCW - Transactional e

w Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup [}

User Favorites List

Category Name Descritpion
‘Quick Links - Things To Do List IAdd A New Child IQuick Links - Things To Do List tﬂr
Teacher IAdd New Teacher/Staff IAdd New Teacher/Staff N
Search IAdv. Search Search for a Child Using Child or Family Information o
Center Information lAdverse Action Count IAdverse Action Count *
/Attendance Menu IAgeny Attendance IAgeny Attendance o
Portal Menu IAnnouncements Create an Announcement for the Facility =
Communication IApplication Messages IApplication Messages =
/Attendance Menu |Attendance Record the Students Attendance On-Demand o
Reports - Room/Program Tab lAvailable Merged Documents Displays the Documents Merged List o
‘Quick Links - Things To Do List Batch and Report IQuick Links - Things To Do List "
Reports - Payment Tab Batch and Report Compiles the transaction information for the facility and displays the results. -
Setup Menu Bus Setup the School and bus information =
Quick Links - Things To Do List Bus Roster (Quick Links - Things To Do List o
Portal Menu Calendars Create a Calendar for the Facility o
Family Menu Campaign Management - Tab Search for Advertising Campaigns for the Facility
Reports - Room/Program Tab Category Room Count Displays the Category/Room List section for the Facility =
Reports - Room/Program Tab Category/Program Trend Report Displays the Current Trends within the Facility o
Checklist Checklist - Recreate Statement Checklist - Recreate Statement H

Note: Not every page or report is available in this favorites section. Favorites are
dictated for each individual user- not globally or by user group.
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Home > Information

Last Modified on 11/06/2018 4:13 pm EST

When logging into the system the first screen you will see is the Information screen.
This screen contains several pieces of information.

e The currently billing period dates

e Tiles on the left side of the screen. Clicking the tiles will either direct you to the
requested page (i.e., Registrations, Waitlist, Billing, etc.) or display information on
the right

e Various information on the right side of the screen

The screen is made up of tiles on the left and information on the right. Each tile will
either direct you to the correct page or will display information on the right. Upon
initially logging in, the Classroom List will display. This list contains the Center,
Classroom, and how many children per day.

o Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff  Setup Q

Harie Infaemation

Billing Pericd: 07/01/2018 o 07/ 31/ 2018

ﬂ ' Classroom List

Canter Classraom M T
Informaticn
DWW D Ciritier 1 Flaacide Care Currént Year Registration 0 0
DCW- Defined Center 1 Infant 1 1
DCW- Defined Center 1 Preschool 2 1
DWW Defined Center 1 Schaal Age - After School AN
DOW- Defined Ceniter 1 Toddler 1 1
L] L]
Reconds from 1 to 5 __l- Pogel = E 50 rows per page -
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Home > Information, Tiles

Last Modified on 12/04/2018 9:46 am EST

On the home page, the square icons display the navigation tiles.

Information

Basic site information
o Information is updated in batch format and may not be up to
date
o Displays information such as: Pending students, total net

revenue, total payments, registration requests

Schedule information
o Center
o Classroom

o Number of students scheduled per day

Total enrollment for a semester
o By site and room

o Click the magnifying glass to see child details

Displays child birthdays and staff anniversaries & birthdays

o Staff details will be noted with an icon

View billing period summaries

Able to view Pending and Rejected student registration

Any new family registration from the site's new registration page

Children can be approved/rejected from this page

Children who have pending changes for approval

Personal information updates are submitted via parent portal
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MNew Family

Must add a new child before a family can be created

This icon will direct you to the “Add a New Child " page

Displays existing child registration from the parent portal or
waitlist registration if a room is full

o Registration can be approved/rejected from here

Displays requests for schedule changes enter by parents

o This option must be enabled at the category/room to allow

Live Ratios displays the student/teacher ratios for each site
o To review these details, you must be in the center level, not

business level

Will display FTE for current week
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Home > Checklist

Last Modified on 10/02/2017 3:07 pm EDT

Based on user role, checklists can be created to let staff know essential tasks that
should be completed. When a user logs in and navigates to Home > Checklist, the list
of tasks that have been assigned will display.

Search... v Business Level - DCW - Transactional ~ e

w Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup Q

b Information

I Dashboard !l 2 “

To view specific tasks to complete the user would select the three black line icon to the
left of the Checklist item.

- Business Level - DCW - Transactional v 9

Search...

77 Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup Q

Home Checklist

Your Checklist

Checklist Description Start End Process Start Process End Status
[DIEHY = TEMEEE ] = T 10/02/2017 10/02/2017 Pending
Attendance

-

Task Description Activity Start End Status
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Tasks display below the Checklist item, to Start the task select the "Start" link.

Your Checklist

Checklist Description Start End Process Start Process End Status
DCW - Transactional - Take -
= Attendance 10/02/2017 10/02/2017 Pending

Task Description Activity Start End Status
Check in children Attendance Start Pending
Check out children Attendance Start Pending
Add a new annoucement Announcements Start Pending

To jump to the task location, select the link under the activity name.



Your Checklist

Checklist Description Start Process Start Process End Status

DCW - Transactional - Take
=

Attendance 10/02/2017 10/02/2017 Pending

Task Description Activity Start Status
Check in children Attendance Start Pending
Check out children Attendance Pending
Add a new annoucement Announcements Pending

Start

Once the task has been completed, go to Home > Checklist and mark as complete-

Home Checklist

Your Checklist

Checklist Description Start Process Start Process End Status

DCW - Transactional - Take
=

10/02/2017 10/02/2017 10/02/2017 In Progress
Attendance

-

Task Description Activity Start Status
. ) 10/02/2017 -
Check in children Attendance CGTransactiona Complete In Progress
Check out children Attendance Start Pending

Add a new annoucement Announcements Start
Complete
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Once Complete is selected a Comment box will display, after entering any related
comments select OK to continue.

Comments

Flease enter your comments:

Completed check-ins

-

Cancel

The user would then move on to complete the next task. At the end of the day all of
the user's tasks should be completed.

OClick here to see how to add checklists and tasks by user role!
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Home > Dashboard

Last Modified on 12/04/2018 9:40 am EST

The Dashboard allows users to quickly view metrics through analytics. This is most
commonly used by business level administration.

1. Click Home from the navigator bar and select Dashboard

w Home Family Payments Attendance Lessons

He Information

Checklist
Billi to 07/31/2018

General

Howurs

2. Choose a Metric Type from the drop-down menu

3. After choosing the metric type, more search options will appear

Merric Type *
#% Average Daily Attendance
Center *
#
Current Month * Current Year Previous Maonth Previous ear

£ August . ] 2018 e July ) = 2018

[¢]

Choose the center

Select the Current month and year

[¢]

Select previous month or year if necessary, but not required

[¢]

4. Click Graph to view a comparison graph of the chosen metric
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5. Click Report to receive an Excel file of the data

A B E D E F G H J K L M
Daily Average Attendance Comparison

Center |Current (Sep 2017) Previous (Sep 2016) Variation| Percent +/- Current (Sep 1:17) AM Check Previous |39p:1016} AN Check Variation | Percent +/- Current (Sep i:ﬁ} PM Check Previuus(sspimﬁ] PM Cheok Variation Percent +/-
Central Fals| [k I 12 IEEREEN 7 | 7 | o | ooo% | 4 | 5 | 2000 |

b oo
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Home > General

Last Modified on 03/14/2018 9:12 am EDT

The Home > General tab displays center information, location, license, CACFP detail
and more!

Listing Information

To edit any of the fields displayed on this page click into the field and begin typing. Be
sure to save your work by scrolling to the bottom of the page and pressing save.

The DCW ID is the site number. This number will not be displayed elsewhere in the
system.

The Center Name is the name of the center or site. This name will appear on
statements that go out to families.

Business Level - DCW - Transactional v

Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup Q

Home General

Listing Information

* Center Name

.Y DCW - Transactional

DCW ID: 4317 - 4317

Internal Center Information

Internal Center ID GL Accounting Code
i @
Payroll Center Code Cost Center Type GL
m m
Address 1 Address 2
9 445 3. Livernois U
* City State/Province
Q Rochester Q MI Michigan -
* Zip Code
9 48307

Actions Menu

The actions menu links users to specific facility information.
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Home General

Listing fsmraitar A& Export Facility Information

View Center Documents }
* Center Name

P DCW - Transactional

DCW ID: 4317 - 4317
View Licenses

Internal Center Information Upload a Company Logo

Internal Center ID GL Accounting Code |
s = Setup License
Payroll Center Code Cost Center Type GL | License Tracking
@ @ T

Select the Actions icon to:

e Export Facility Information- all business level and center detail from the Home >
General tab are exported to an Excel type file.

e View Center Documents- displays all documents that have been uploaded.

Common Documents

Common Documents {DCW - Transactional)

File Mame Description Document PDF  Effective Date End Date
Type

No Records Found |& Paget ~ [ 10rows perpage ~

New Document:

*Document:
Select file... [ 5
Description: Document Type:
N/A - [] PoF e
Effective Date: End Date:
A &=

SAVE RESET

e View Licenses- Allows users to view uploaded documents and license

information-
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Center License

Add New License

Room Attendance Group

License Name

Mo Records Found

Licening Agency Name

Contact Name

~ [ 10rowsperpage ~

License

* License Mame:

License Number:

Address 1:

&

City:

Zip:

Email:

License Agency Name:
Contact Name:

=

Address 2

SAVE

e Upload Company Logo- allows users to upload a logo for a specific site/center-

Upload Company Logo

Choose an image file to upload:

Choose File | Mo file chosen

File size must be less than 8MB
Supported File Types: jpa, jpeq, gif, or png

Up

e
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e Setup License- allows users to add license information

General Setup Licenze
License Name Category Expires Assignee

| Add New License
Create/Edit License (& Company License Track@

License Name * Category

& & v
Expires

- - D Allow Assignes

& Submit

e License Tracking-
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General Setup License

Company License Tracking

License Name Start Date

Expire Date

License #

Assgigned To

Responsible
Party

Alert
Meeded

Email Address 1 Email Addres

Track new licens

Create/Edit License Tracking (& Setup License

Select Center
& DCW - Transactional

Start Date *
&

License/Cerlificate #

Alert Heeded
a

Email Address 2
a

Internal Center Information

Internal Center Information

Internal Center ID
S

Payroll Center Code

@
Location Information

Address 1
9 445 S Livernois

* City
9 Rochester
* Zip Code
9 48307

Pick License *

&

Expire Date
&

Responsible Party
&

Email Address 1
&

GL Accounting Code
@

Cost Center Type GL
@

Address 2
U

State/Province

9 MI Michigan
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Internal Center ID- the identification used internally by the center to identify itself.

Enter the general ledger accounting code for the center in the GL Accounting Code
text box. This field can be used when setting up your general ledger codes.

The fields below will only display if you are configured for them, they are optional and
will not be used for most setups/configurations.

If the center is associated to a rate level, click on the blue i icon. The Rate Level section
will not be displayed unless a rate level is setup in the Rates section.

If the center is associated to a subsidiary, select the subsidiary in the Subsidiary drop
down list. The Subsidiary drop down list will not be displayed unless a Subsidiary is
setup in the Valid Value section.

If the center is associated to a brand, select the brand in the Brand drop down list. The
Brand drop down list will not be displayed unless a Brand is setup in the Valid Value
section.

If the center is part of a division, select the division in the Division drop down list. The
Division drop down list will not be displayed unless a Division is setup in the Valid
Value section.

If the center is a part of a district, select the district in the District drop down list. The
District drop down list will not be displayed unless a District is setup in the Valid Value
section.

If the center is associated to a GL Department, select the GL Department in the GL
Department drop down list. The GL Department drop down list will not be displayed
unless a GL Department is setup in the Valid Value section.

If the center is associated to a payroll center, enter the payroll center code in the
Payroll Center Code text box.

If the center is associated to a cost center general ledger code, enter the cost center
general ledger code in the Cost Center Type GL text box.

Location Information
Enter the street address for the center in the Address 1 text box.

If the center has secondary address information, such as a suite, floor or office number,
enter that information in the Address 2 text box.
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Enter the city the center is located in, in the City text box.
Select the state the center is located in, in the State drop down list.

Enter the zip code for the center in the Zip Code text box.

License Information

License Number License Number 2

T T

License Number 3 Agency Account Number

T m

CACFP Information

CACFP Enrolled

© Yes O No

CACFP Account Number CACFP Sponsor Name
m a

CACFP Sponsor Number
T

License Information
Enter the license number for the center in the License Number text box.

If the center has multiple licenses, enter the remaining licenses in the License Number
2 and License Number 3 text boxes.

Enter the agency account number for the center in the Agency Account Number text
box.

CACFP Information

If the center is a member of the Child and Adult Care Food Program (CACFP), select
Yes in the CACFP Enrolled section.

Enter the Center's CACFP account number in the CACFP Account Number text box.

Enter the name of the sponsor associated to the CACFP account in the CACFP
Sponsor Name text box.

Enter the phone number to contact the sponsor for the CACFP account in the CACFP
Sponsor Number text box.
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Contact Information

Center Email (Appears with listing) Phone Number
&4 .

Fax * Contact Name
12} a

* Contact Email Director Name
& a

Assistant Director Name Office Coordinator Name
a a

Area Manager Name AR Collector
a a

A/R Collector Email A/R Specialist
& a

AJR Specialist Email AR Inbox Email
&4 &4

Contact Information

Enter the contact email address for the center in the Center Email text box. This email
address will appear on the the system listing.

Enter the phone number for the center in the Phone Number text box.
If the center has a fax number, enter the phone number for the fax in the Fax text box.
Enter the name of the contact for the center in the Contact Name text box.

Enter the email address for the contact for the center in the Contact Email text box.
This is the email that will be sent child information changes and automated emails to
administrators in the system.

Enter the name of the director for the center in the Director Name text box.

If there is an assistant director, office coordinator, area manager, accounts receivable
collector or accounts receivable specialist for the center, enter the name of the
position in the respective field.
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General Information

Center URL Operating Hours

T o}
Licensed Capacity Available Capacity

& o o
Age Range

T
Center Type

Corporate Center O Employer Sponsor O Franchise Center O Developer Center O Corporate Owned/Contract Based

Op Code

T

Profile

Rsorce | O @ @& B & @ Q WE| Y-

B I USXx|&L|E:= Ely B =SS 0Ee o
HOMmM=O Q=6

Styles ~ | Format ~ | Font - | Size - A- B Q)2

O Home Based

Enter the website address for the center in the Center URL text box. This is the website
that parents will be redirected to after clicking on the Logout link from the Connect

Portal.

Enter the hours for the center in the Operating Hours text box.

Enter the capacity the center is licensed for in the Licensed Capacity text box.

Enter the total capacity available in the center in the Available Capacity text box.

Enter the age range for children that can attend the center in the Age Range text box.

Select what type of facility the center is in the Center Type section.

e Corporate Center
e Employer Sponsor
e Franchise Center

e Developer Center
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e Corporate Owned/Contract Based

¢ Home Based

If there is an operation code, enter the operation code in the Op Code text box.
Then, enter any profile information for the center in the Profile text box.

If any information has been updated or saved, be sure to select the save button before
leaving the screen.

If a new center needs to be created select the clone button. This can only be done by
Super Users and will setup a new site under the business level (charges may apply).

Once the clone button has been selected, enter the new site's name and press clone.
Logout and login to start the configuration of the new site that has been created.
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Home > Hours

Last Modified on 12/04/2018 9:39 am EST
The Hours page allows centers to input their operating hours.
Things to keep in mind regarding hours:

e Hours can be added for the school year and for summer

e Best practice would be to not overlap dates

e Hours need to be setup if you would like the system to charge a late pickup fee

Add Hours

1. Click on the Home option from the navigator bar

E

earch...

4 Home Family Payments Aftendance Lessons Meals Connect Approvals Reports

2. Select Hours

H¢ Information

Checklist
Billis to 07/31

Dashboard

General

. Validation -

3. Scroll to the Edit/Save Schedule for:
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Edit/Save Schedule for: DCW - Defined Billing

* Soart Date * End Dwte:
B 08/24/2018 =
* Swatus
) Approved -
Srhesdubed Empecied Arrbal Especied Deparfure

Apply to Al Da'f:-D

'-':-rc:.-D
T.-es.-:-:',D
Wednesday D
Tharsc-r'.D
;.':__,._D
o Enter the start date
o Select the end date
o Select a status
. Approved
= Closed — No Billing
o Select the days
o Enter the expected arrival and departure times

Click Save

5. Verify the new hours are in the Center Schedule:

section at the top

Center Schedule: DCW - Defined Billing

Start Date End Date M T W Th
@ 082452018 08/ 24,2019 o e 30AM-630PM w* B I0AM-430PM w# i 30AM-430PM W 30AM-830PM +
Records from 1t 1 _i Pagel = E 10 rows per page  + h
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Home > Validation

Last Modified on 12/21/2018 2:45 pm EST

Validation allows administrators an easy way to review potential errors related to
family records (child, parent, and financials).

1. Click the Home option from the navigator bar

Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff

2. Select Validation

w Home Family Payments

He Information

Checklist
Billi to 07/3

Dashboard

General

Hours

Validation

Alerts

3. Click Search Criteria

Showing results for:

Center: DCW - Defined Billing 3 All Issues Search Criteria ~

4. Complete the Search Criteria popup
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Search Criteria

Center

b

ssue Type

1w

DCW - Defined Billing

All

@ All lssues O Wamings O Errors

o Center — choose the center from the drop-down

o Issue Type — choose the correct issue type

o All —to view all types of issues

Center Configuration Issues
Child Tuition Issues
Program Assignment Issues
Split Family Parent Issues
Split Family Sponsor Issues
Child Attendance Issues
Child Details issues

System Issues

o Choose if you would like to view All Issues (Warnings & Errors), just

Warnings, or just Errors

5. Click Search

6. Issues will

appear in the Issue List section

Issue

Resolution

Center

No Current or Pending Room Assignments are scheduled

3% testd test

Edit Program Assignments

DCW- Defined Center 1

1

7. There will be a link to the correct screen to reconcile the

Resolution column

issue under the
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Issue Resolution Center

i Mo Current or Pending Room Assignments are scheduled
A3 pectt tect

Edit Program Assignments DCW- Defined Center 1

4 L

8. Once the issue is corrected, go back into the Validation screen and ensure it is not

longer in the Issue List
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Home > Alerts

Last Modified on 12/04/2018 9:38 am EST

The Alerts section allows administrators the ability to track alerts for children, parents,
staff, and general system information.

1. From the navigator bar, click Home and then select Alerts

o Home Family Payments Attendance

He Imformation
Checklist

Dashboand
Ca penter 1 s Types: A

General
H Haours _
Validation

‘0 Reminders

2. Click the Search Criteria drop-down

lpe: Child Alerts Search Criteria ~
Search

Center Alert Type
M Get Alerts

i DCW - Defined Billing - A Child Alerts

3. Choose the center from the drop-down
4. Select the Alert Type from the drop-down
o Child Alerts — to view alerts related to a child, including third party contracts
o Staff Alerts — view alerts for staff and administration
o Parent Alerts — view alerts related to a parent or financial information for a
parent
o System Alerts — view alerts for the entire center
o License Alerts —view alerts in regard to licensing
5. Click Get Alerts

6. The alerts will show in the Alerts section
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Description

Emall agdress s not set for the parents of Blue Family.
Email address is not set for the parents of Kent Family
Email address is ot set for the parents of test Family.

Ermail address is not set for the parents of Testd Family

Action

Edit Parent Information
Edit Parent Information
Edit Parent Information

Edit Parént Infarmation

Canter Mams

DCW- Defined Center 1
DCW- Dehined Center 1
DCW- Defined Center 1
DOW. Defined Center 1

7. The Description column describes what needs to be changed. In this example, an

email address needs to be set for the parents of the Kent family

Description

Emall agdress s not set for the parents of Blue Family.

I Email address is not set for the parents of Kent Famiily I
Ermail address is not set for the parents of test Family

Ermail address is not set for the parents of Testd Family

Action

Edit Parent Information
Edit Parent Information
Edit Parent Information

Edit Parént Infarmation

Canter Mams

DCW- Defined Center 1
DCW- Dehined Center 1
DCW- Defined Center 1
DOW. Defined Center 1

The Action column is a link to where the issue can be fixed. In this case, the issue

can be resolved in the Parent Information screen. Click the link to edit the email

address

Description

Emaill address Is not set for the parents of Blue Family.
Email address is not set for the parents of Kent Famiily
Ermail address is not set for the parents of test Family

Email address is not set for the parents of Testd Family

Aetion

Edit Parent Information

IE{:’il Parent Infermation

Edit Parent Information

Edit Parent Infermation

Ceanter Mams

DCW- Defined Center 1
LW Defined Center 1
DCW- Defined Center 1
DOW- Defined Center 1

Once the issue is fixed, go back into the Alerts screen and ensure the alert has

been removed. In this example, an email address was added to the Kent family

profile and the alert is gone



Home > End of Day

Last Modified on 12/04/2018 9:36 am EST

The End of Day screen allows administrators the ability to see any discrepancies at the
end of the day - including staff or students missing checkout, attendance issues, and
in process deposits.

1. From the navigator bar, click Home, then select End of Day

°r Home Family Payments Attendance

He Information

Chechlist
. crepanc
! Dashboard
£ of i kout: 0
2 of 0
Hours
2 of Artendance Issues: 0
Validation
£ of sndance lsswes: 0
Alerts

Reminders

End Of Week

Files

2. Review each section

o Student/Staff Discrepancy - this will show the number or missing students

and staff and possible attendance issues

Student/Staff Discrepancy

# of Students Missing Checkout: 0
# of 5taff Missing Checkout: O
# of Students with Possible Attendance |ssues: O

# of Staff with Possible Attendance Issues: O

o Missing Check Out — any student or staff not checked out for the day will

appear in this list

m To check a student or staff out, go to the Attendance>Entry screen
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Missing Check Ot

Last Mame First Mame In Time: Ot Time: Center Classre

o Schedule Differences - this list will display if a student attended a program

and was not scheduled or was scheduled and did not attend

1] Last Mame First Name Attended Scheduled
C 127824 Clark Kent L
C 415238 EBlue Bella w
C 490308 test Jennifer W
C 490309 Test Jennifer2 L

o In Process Deposits — if a deposit batch is open and has not been posted, it
will display here

m To post a deposit batch, go to Payment>Deposit

Depasit I Deposit Date Center Name Status Deposit Count
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Home > Files

Last Modified on 12/21/2018 2:51 pm EST

This area allows administrators the ability to view documents that have been
uploaded for children at the business level.

To access the Files screen, follow the steps below:

1. Click Home from the navigator bar, then click Files

Yr Home Family Payments Attendance

H¢ Information

Checklist
Sho|

Le
General

Dashboard

Hours

i _

Alerts
tument Name
Reminders

End Of Day

End Of Week

2. Click the Search Criteria drop-down

3. Enter the necessary information

Lewel: Cenler.

= center =

Dociamsani Typss R

0 - = -
Dale Hange
fram o

i B

FIND

Choose the Level

[¢]

s Center —search documents uploaded for a center

m Child — search documents uploaded for children

[¢]

[¢]

[¢]

Center — select the business level or a center
Document Type - select a document type if applicable

Room — choose the room
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o From/To - enter the date range you wish to search
4. Click Find

5. Toview the document press the green square, this will open the document
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Family Record, Summary Tab

Last Modified on 10/10/2017 12:37 pm EDT

The summary tab on the family record displays basic information about a child,
including child detail- doctor, dentist, basic health information, program/room
assignments, parent and contact information. This detail can be exported from the
summary page by selecting the Actions menu.

Each child will have their own summary page. Select the child's hame to change
views.
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iyl kI’ Family | Children | Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation | Financials | Financials2 | Receipts
= Eliza :
Age Lik
I
E General Information % Guardian Information
Name: Doolittle, Eliza /& ‘ Name: Henry Doolittle
. i Guardian
Birthday: 09/14/2011 p Home: 999-999-9992
Admission: 08/01/2017 cell: 111-111-1111
Phone: 734-111-1111 Email doolittle@cirrusgroup.com
Grade: Grade 1
SIS Teacher:
Call First: Dad [ ] Name: Mary Doolittle
Home: 222-222-2222
Cell: 111-111-111
. i . Email mary@cirrusgroup.com
QJ‘ Doctor/Dentist Information Guardian
2
Doctor Dr. Fleur 734-123-1234
Dentist
Active Session Assignments
Session/Program Effective Date  End Date Mon Tue Wed Thu Fri
AM, Before School Care ~ DCW Transactional- Center 1 09/01/2017  05/2522018 -4 -4 = =
Learn to Draw, Fall Session ~ DCW Transactional- Center 1 09/11/2017 10/20/2017 ﬁf
4 »
i= Contacts
[ ] Name: Dr. Fleur [ ] Name: Henry Higgins
Work: 734-123-1234 Home: 123-123-1234
Work: 123-123-1234
Cell: 345-345-3455
DOCT EMRG
i= Additional Information
Allergies Allergic to dust and peanut butter
Medications Medication required every three hours, provided to school nurse
Physical Conditions Gets tired easily.

If another child needs to be added to the family select the Add Sibling option. This will
open a blank Child record page- click here to see how an admin can add in a sibling.
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(il ETg"8 Family | Children | Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation | Financials | Financials2 | Receipts | Merge

ez Eliza :
Doolittle

Age ik
Add Sibling @
I— - Export to PDF l
|E| General Information @ Guardian Information
Name: Doolittle, Eliza & Name: Henry Doolittle

Guardian

From the Actions menu select Export to PDF, this will open a branded summary page
for each child.

NG EWE Family | Children | Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation | Financials | Financials2 | Receipts

2 Eliza :
Doolittle

Age &
Add Sibling
I— ‘ Export to F!DFi l
@ General Information ﬁ Guardian Information
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Family Record, Family Tab

Last Modified on 12/19/2018 3:33 pm EST

The Family Tab within the Family Record displays basic family information and allows
administrators the ability to add reporting groups, track family status and basic
settings.

Please Note: After updating anything on this screen, be sure to save before moving on!

Family ID - the first line of the Family Tab displays the Family ID number. This is the
system's unique ID for the family.

Actions Menul!

Click the actions menu to add an entry to the daily log or to link existing family
accounts.

Summary |WEWTE| Children | Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation | Financials | Receipts | Merge

Family 1D #:23532

General Information Reporting Information [# Daily Log

% Link Family Account

External 1D Reporting Group

) L) Mone hd

General Information

e External ID - this field will display if the center uses an SIS integration or imported
family detail

e Family Name - the system will automatically create the family name using the
last name of the student and "Family". This can be changed if the student and
parents have a different last name

e Active - this box should be checked if the family is still active at the center. If the
family is inactive, uncheck the box

o Center - select the family's home center. This should be the center the students
typically attend

e Easy Draft Location

e Household Size - can be used of the site tracks the information for agency or

CACFP purposes
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e Annual Income - can be used of the site tracks the information for agency or
CACFP purposes
e Family has Copayer or Agency
o Yes - the family is a split family and has a third party contract associated to
one or more students
o No - the family is not a split family and does not have a contract
e Family Discount Type - used for tracking purposes. Please Note: this will not
actually allocate a discount to the family (that is done on the child or parent tab)

options are Employee or Family

General Information

External ID

-

Family Name

- Brown Family
D Active
Center
i Central Falls v

Easy Draft Location

m Central Falls -
Household Size

»)
Annual Income

$

Family has Copayer or Agency
Yes

Farmily Discount Type

@ None -

Statement Information

e Statement Name - enter the name to display on the family's financial ledger. If
this text box is blank, the statement name will be defaulted to the Family Name
o Preferred Delivery Method
o Both - Email/Mail - the statement will be emailed and mailed
o Email - the statement will be delivered via email only
o Printed Mail - the statement will be delivered via mail only
e Discount - using this drop-down list to assign a corporate discount for a family is

not recommended; the preferred discount method for a family is a corporate
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discount setup in the parent tab
e Print Statements for Sponsors - this field will display if third party sponsors will
have a billing statement created for the student
o Yes - print a statement for the sponsor
o No - do not print a statement for the sponsor
o Apply Late Fees
o Yes - automatically assign late fees to the family as needed
o No - do not apply late fees to the family
e Room Number (Appears on Statement) - enter the room number associated to

the student’s enrollment into the center

Statement Information

Statement Mame (Appears on Statement)
(i
Preferred Delivery Method
B4 Both - Email/Mail -

Discount Setup Discount

= Mone hd
Print Statement for Sponsors

= Mo -
Apply Late Fees

S Yes -
Room Number {Appears on Statement)

#

Reporting Information

e Reporting Group - select from the list to associate a family to a specific reporting
group. Please Note: This is a group that can be associated to a discount
e Payment Reporting Group -

e Family Type -
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Reporting Information

Reporting Group
= None

Payment Reporting Group

i None
Family Type
- Normal

Internal Information

Allow Registration

o Yes - the family is able to register for a classroom online through the

Connect Portal

o No - the family is not able to register online via the connect portal

e Allow Auto Pay
o Yes - allow the family to setup auto pay

o No - the family is not allow to use auto pay

e Portal Payment Type - choose from the drop-down to indicate the method of

payment available for the parents to make thought the Connect Portal. If

anything other than Credit Card is selected, parents will be able to register for

programs online without being required to make a payment

e Check Unlock Code - this field displays a code required by the parent to make a

payment online with a check

e Accounting ID - this field displays the accounting identification number

associated to the family

e Internal Note - enter any additional notes regarding the family in the Platform

e Last Confirmation Date - the date the family last updated their information online

e Need Further Information

o Yes - the family needs to provide more information

o No - the family does not need to provide any more information

e Need Further Information Date - select a date to indicate when further



information is needed from the family
e Financial Info Required
o Yes - third party financial information is needed
o No - no financial information is needed
e Financial Info Date - this field indicates when the Financial Info Required section
was created
e Limited Enrollment
o Yes - the family is waiting because of limited enrollment
o No - the family is not waiting
e Limited Enrollment Date - indicated when the limited enrollment section was

created

Internal Information

Allow Registration

[ Yes v

Allow Auto pay

g ‘fes -
Portal Payment Type

S Credit Card -
Check Unlock Code

R
Accounting ID

&
Internal Note

t 4
Last Confirmation Date

i 10/0%/2018

Need Further Information

4 No -
Need Further Informaiton Date

&
Financial Info Required

4 No -
Financial Info Date

]
Limited Enrcllment

4 Yes -
Limited Enrcliment Date

]

When all information is complete, click Save at the bottom of the page.
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Family Record, Child Tab-
Admission/Personal

Last Modified on 06/29/2018 4:00 pm EDT
When navigating to a child's record, the first tab that will display by default is the

Admission/Personal Information tab. On this screen the only detail that is required are
the fields marked with *.
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Search...

[E] Business Level - DCW - Transactional 9

N Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup Q

Beanstalk Family 1 Regular 0.00
< Family ID 323499 Student(s) Statement Type Balance Outstanding >

Internal Note: Add/View Journal Notes

Parents | Third Party | Volunteers | Communication Receipts | Merge

Jack
Beanstalk Add Sibling
Age 6 ik
Doctor/Health Program/Room Assignment Calendar View More v
Adm
Last Name * Status
o Beanstalk * = Active v
First Name * Enrollment Date *
& Jack * 10/01/2017 *
Middle Name Start Date *
& 10/01/2017 *
Preferred Name Withdraw Date
o ]
Date of Birth * 6 years or 6.3 years Date of Last Registration/Re-Registration Charge
@ 09/27/2011 * £
Gender Voucher/EAN Exp Date
@ Male O Female O None given
Include in Directory Voucher/EAN Exp Hours
O Yes @ No b 4
Address 1 Food Program
9 '] - -
Address 2 Accounting ID
\ &
City Student ID/Record Number
\ a
State SIS Status
9 N/A © 0
Zip SIS Teacher
\ [ ]
Home Phone Center
L% = DCW Transactional- Center 1 v
Email School Attending
& a Other v
Custody papers provided? If Other
O Yes @ No O N/A (=)
The following person(s) may not remove my child from the facility Grade
) = Select A Grade v
U]
Picture
browse e
™ Save Delete
Privacy Policy
0:00:00.006 - Session will expire in approx 90 minutes
CIRRUS GROUR..;

Copyright © 2017 - Cirrus Group LLC - All rights reserved
356881D7CA24B272D1F2BFA2BEF08089.dcw-provider-beta
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e Personal Information

(e]

(e]

Last Name*- Last name of the child

First Name*- First name of the child

Middle Name- Middle name of the child

Preferred Name- Nickname of the child

Date of Birth- Child's birthday

Gender- Child's gender

Include in Directory- by default this will be set to No once the child is saved-
to include the child in a site-wide directory select Yes.

Address 1- First line of the child's address

Address 2- Second line of the child's address

City - Child's city

State - Child's state

Zip- Child's zip code/postal code

Home Phone- Child's home phone number

Email- (the main contact email)

Custody Papers Provided- Have custody papers been given to the center. If
they have the documents can be uploaded to the child's record (momore >
documents)

Do Not Remove fields- Names of people that are unable to pickup the child
Picture- The child's photo

Status- If the child is active, inactive, pending or withdrawn

Enrollment Date- Date the child enrolled in programs

Start Date- Date the child will be starting programs (this date does not
change to match program/room assignment start dates)

Withdraw Date- Date the child left the center

Date of Last Registration/Reregistration- Last date of registration
Voucher/EAN Date

Voucher/EAN Hours

Food Programe- If the child participates in the CACFP program, this field can
display if the child is free, paid or reduced
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Accounting ID

Student ID/Record Number

SIS Status

SIS Teacher

Center- Center the child is attending

School Attending- Center the child is attending
If Other

Grade- Grade level of the child
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Family Record, Child Tab-
Doctor/Health

Last Modified on 03/14/2018 9:17 am EDT

From the child record, select the Doctor/Health tab. This screen will display basic
Doctor/Health detail for the selected child. If any changes are made on this page, be
sure to press Save before continuing to the next section! If the Delete button is
selected, this child will be deleted.

Summary | Family [Reii =l Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation | Financials | Receipts | Merge

Jack

Beanstalk Add Sibling
Ape 6l

"y

Admission/ Personal Program,/Roomn Assignment Celenaar View Mire -
—
Physician
Doctor's Mame Doctor's Phone
ty .
Doctor's Address

Hospitsl Preferred Hospital Phane
-] w

Hospital Address

IBl

Health Insurance

Insurance Coversd?

o ‘fes @ Nao O BfA

Palicy Mame Paolicy Mumber
* #

In an Emergency Call First Insurance Phone
= t

Health Records Lest Tetanus

Health Incidents

Is child allergic to food or other substances? (If so, name
foods or substances to be avoided and procedure to
fiollow if reaction occurs.)

Ow @w

e

M Save ® Delete

Available fields are below-
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Doctor's Name
Doctor's Phone
Doctor's Address
Hospital Preferred
Hospital Phone
Hospital Address
Insurance Covered

o Yes

o No

o N/A
Policy Name

Policy Number

In an Emergency Call First

Insurance Phone

Health Records- Health Button- this will link to the More > Health section of the

child record

Health Records- Incident Button - this will link to the More > Incident section of

the child record
Last Tetanus

Child Allergies
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Family Record, Child Tab-
Program/Room Assignment

Last Modified on 04/03/2018 810 am EDT

The Program/Room assignment tab displays a student's scheduled classrooms, events
or programs. Once on the family record, select the Children tab, then select the
Program/Room Assignment tab. As a default only current or future schedules will

display. Select the Show All link to display program/room assignments that have
ended.
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Summary | Family (Eelfi7 @ Parents Third Party | Volunteers | Communication  Awuto-Pay | Vacathon | Financlals | Recelpts | Merge

Jack
Beanstel Add Sibling
Aol
|
Aamission/ Persongl Doctor/Healn Program/Room Assignment Celendar View More
Diiscount Setup Discownt Specizl Classroom Mote
» -- - i

Active Classroom Assignments - Beanstalk, lack

Active Clessraom Effective Date EndDete ™M T W R F  Rate Cwerrlde  Semester Creste Dste Creste W
Mo active room
sssignments.
Fl [
Records from 1 te 1 B Pagel - E 30 rows per pege  *
Shaows All
Add Mew Classroom, Rabe Assignmeant Actlons
Clazsroom
B o -
Schedule Effective Dete Schadule End Drate
= 10/01/2017 =
Diays
Scheduled Attendance Expected Arrival Expected Departuns
Apply to All Days D -
Mondey D -
Tuesdey D -
Wednesdey D -
Thiursdey D -
Fridey D -
Rate Expand Rates
® [=]
Crégrride Discount
L -- -
Cragrride End Drate
&=

On this screen, child specific discounts can be added. From the Discount drop down
menu select the discount that should be applied.

If a special classroom note should apply for the child (will display for all room/program
assignments) enter a note in the Special Classroom Note field.
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Jack
Beanstalx Add Sibling
EEE™

Admission/ Personzl Dhoctor/Heatth Program/Room Assignment Calendar View Mare =
Discount Setup Discownt Speclel Clessroom MNote
» b -]

Active Classroom Assignments - Beanstalk, lack

Active Clessroom Effective Diste End Diete M T W R F Rste Cwerride  Semester Creste Dete Creste 1
Mo active room
BESIENMENtS.
a =
Records from 1 1o 1 B Pzl ~ B SOrowsperpege -

mﬁhﬂdl

If the Show All button is selected, the label of the Classroom Assignments box will
toggle to All Classroom Assignments, select the Show Active button to return to the
active only view.

Jack
Beanstslk Add Sibling
Arm &4
|
Adrmission/Personzl Dwoctor/Healtn Program/Room Assignment Calendar View Mare =
Dhiscownt Setup Discount Special Clessroom Mote
» -- - -

All Classroom Asslgnments - Beanstalk, lack

Active Clessroom Effective Deste  End Dete M T W R F |Rate Cwerride  Semester Creste Dete Creste Uy

Mo room assignments.

Records from 1to 1 Pl ~ B SOrowsperpege -

Show Actlve

To add a new Program/Room assignment to a child, scroll to the Add New
Classroom/Rate section and enter the below detail -

e Classroom (required)
e Semester (if applicable)
e Schedule Effective Date (start date)
e Schedule End Date (end date)
e Days
o Days of the week the child will be scheduled
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o Scheduled Attendance (AM, AM/PM, PM, Full Day)

o Expected Arrival (start time)

o Expected Departure (end time)

Rate

Override Discount (if a discretionary discount has been setup)

Override End Date (if using a discretionary discount)

Override Amount (amount to charge for program/room assignment)

Max Allowed Hours

Wait List Date/Time- day and time the child should be added to the wait list as of
Save to Wait List- add child to wait list for selected program/room assignment-
this will not add an active schedule for the child.

o The child will display on the Wait List tab on the home screen- waiting for
approval. To use this feature the Add to Wait List option on the room setup
screen must be set to YES.

View Rate will allow for a preview of the selected rate for the number of days
scheduled. If a discount has been added the discounted amount will also

display.
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Add New Classroom/Rate Assignment Actions

Classroom

Schedule Effective Date

iz 10/01/2017

Drays
Apply to All DaysD
Monday D
Tuesday D
Wednesday D
Thursday D
Friday D
Rate
(€D

Override Discount

Owverride End Date

Override Amount

@

Max Allowed Hours

Wit List Date/Time

iz

© Save to Wait List

Scheduled Attendance

Schedule End Date

i

Expected Arrival

Expected Departure

Expand Rates

o Save % Delete

To Save the Program/Room assignment for the child press the Save button.

The Delete button will delete the child from the system.
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Family Record, Child Tab-
Program/Room Assignment,
Assignment Actions

Last Modified on 01/03/2018 5:06 pm EST

You can use the Assignment Actions tab to make changes to existing child/student
schedules. From the child record, go to the Program/Room Assignment tab and then
select the Assignment Actions tab.

Admission/Personal Doctor/Health Program/Room Assignment Calendar View More v

Discount Setup Discount Special Classroom Note
> - v L
Active Classroom Assignments - McTest, Test
Active  Classroom Effective Date  End Date M T W R F S S Rate Override ~ Semester Create
BC - After Care Full Day - 7,
» - -
& X 7 Rooms- contal Falis 072412017 071282017 f o & Preschool 2016 Year = ©
($175.00) -
< »
Records from 1 to 1 L. Page1 « E 50 rows per page v

Show All

Add New Classroom/Rate Assignme@ﬁActions

Change Classroom Change Rate Change Days Scheduled Change Co-pay Change Scheduled Hours

From Program

B - v
To Program

B - v
Start Date

&

& Apply Change

* The change will only apply to existing assignments that are still available after the start date.

If Change Classroom is selected, the system will end date the current Program/Room
assignment and create a new one as of the start date that is entered.
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Discount Setup Discount Special Classroom Note

v - L=

Active Classroom Assignments - McTest, Test

Active  Classroom Effective Date  End Date M T W R F S S Rate Override  Semester Create
BC - After Care [ eEy- 07,
@ x & 07/2412017 071282017 & & & Preschool 2016 Year = ©
Rooms ~ Central Falls
($175.00) -
4 »
Records from 1 to 1 |L_‘ Page1 ~ E 50 rows per page ¥
Show All

VG e EEE G GTTETEE| Assignment Actions
Change Classroom Change Rate Change Days Scheduled Change Co-pay Change Scheduled Hours

From Program

B Central Falls - BC - After Care Rooms v
To Program

B Lincoln - BC - After Care Rooms v
Start Date
07/27/2017

& Apply Change

*The cha will only apply to existing assignments that are still available after the start date.

& Save % Delete

Once Apply Change is selected the screen will refresh, once on the program/room
assignment tab old room assignment will be end dated and the new room
assignment will display.

Admission/Personal Doctor/Health Program/Room Assignment Calendar View More +

Discount Setup Discount Special Classroom Note
> - - e
Active Classroom Assignments - McTest, Test
Active Classroom Effective Date  End Date M T W R F S S Rate Override ~ Semester Create
R BC - After Care Full Day - 07
@x & 07/24/2017 071262017 o & & & & Preschool 2016 Year = @
Rooms ~ Central Falls
($175.00)
BC - After Care ey o7
@ % - 07/27/2017 07282017 o W & & Preschool 2016 Year &= @
Rooms ~ Lincoln
($175.00) -
4 »

Records from 1 to 2 L- Page1 = E 50 rows per page ¥

Show All

Change rate will update the assigned rate to a schedule-
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CGLR BT EEES G0 ETCH| Assignment Actions

Change Classroom Change Rate Change Days Scheduled Change Co-pay Change Scheduled Hours

From Rate Expand Rates

@ Full Day - Preschool -
To Rate Expand Rates

€} School Age - Full Day -
Start Date
07/26/2017

& Apply Change
*The change nly apply to existing assignments that are still available after the start date.

Select Apply Change and navigate back to the program/room assignment page to see
the change, the rate has been updated in accordance to the assignment action.

S —
Discount Setup Discount Special Classroom Note
> - - e
Active Classroom Assignments - McTest, Test
Active  Classroom Effective Date  End Date M T W R F 8 S Rate Override  Semester Create
@ % §f BC-AferCare 072412017 o7252017 o o o o Efé'iﬁi&. 2016 Year = © 07
Rooms ~ Central Falls -
($175.00)
School Age -
o BC - After Care — 07
@ % Rooms - Central Falls 0772612017 0712612017 o & & Full Day 2016 Year = @
($140.00)
School Age -
@ % S8 =i (CEE 072712017 o72e0T f o o o Full Day 2016Year =@ O
Rooms ~ Lincoln
($140.00) -
< >
Records from 1 to 3 L. Page1 = E 50 rows per page v
Show All

Change days scheduled allows users to change the days a child is scheduled to
attend-
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Show All

LGN BT S G0 TEETCEN Assignment Actions
Change Classroom Change Rate Change Days Scheduled Change Co-pay Change Scheduled Hours

From Schedule:

E Mon E Tue E Wed E Thu E Fri

To Schedule:

E Mon E Tue E Wed D Thu D Fri

Start Date

07/26/2017 |

& Apply Change

* The change wi\l apply to existing assignments that are still available after the start date.

Select Apply Change and navigate back to the program/room assignment page to see
the change, the scheduled days have been updated in accordance to the assignment
action.

Active Classroom Assignments - McTest, Test

Active  Classroom Effective Date  End Date M T W R F S S Rate Override  Semester Create
BG - After Care Full Day - 07
x & 07/2412017 07252017 ff o & & Preschool 2016 Year = @
Rooms ~ Central Falls
($175.00)
School Age -
@ % SE-isr e 07/26/2017 0772612017 i o Full Day 2016Year = @ O
Rooms ~ Central Falls
($84.00)
School Age -
@ % BC - After Care 0712712017 0772812017 f o W Full Day 2016Year = @
Rooms ~ Lincoln
($84.00) -
< »
Records from 110 3 [N Page1 ~ [ 50rowsperpage v
Shaw All

Change scheduled hours allows users to change the hours a child is scheduled to
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Discount Setup Discount Special Classroom Note

o - - e
Active Classroom Assignments - McTest, Test
Active Classroom Effective Date  End Date M T W R F S S Rate Override  Semester Create
Full Day - a
@ x § BC-AfterCare 0712412017 072512017 o o o & Preschool 2016Year = @ O
Rooms ~ Central Falls
($175.00)
School Age -
@ % SR Cae 07/26/2017 07/2612017 o o Full Day 2016Year = @ O
Rooms ~ Central Falls
($84.00)
School Age -
@ % BC - After Care 072712017 0712812017 o o Full Day 2016Year = @ O
Rooms ~ Lincoln
($84.00) -
4 »
Records from 1 to 3 |& Page1 ~ 5 50rowsperpage ~
Show All

LGOI ETHEECS GO EEICE Assignment Actions
Change Classroom Change Rate Change Days Scheduled Change Co-pay Change Scheduled Hours

Expected Arrival Expected Departure
moncay [IH] 7:00 AM 3:00 PM
Tuesday@ 7:00 AM 3:00 PM

Start Date

07/27/2017

& Apply Change

*

The change will orrfy apply to existing assignments that are still available after the start date.

attend

Select Apply Change and navigate back to the program/room assignment page to see
the change, the scheduled hours have been updated in accordance to the assignment
action.
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Show All

GLR TR E S GLT ) EICE | Assignment Actions
Change Classroom Change Rate Change Days Scheduled Change Co-pay Change Scheduled Hours

Expected Arrival Expected Departure
Monday ] 7:00 AM 3:00 PM
Tuesday@ 7:00 AM 3:00 PM

Wednesday D
Thursday D
Friday D

Start Date

07/27/2017|

& Apply Change

* The chang: only apply to existing assignments that are still available after the start date.

Change co-pay will update the copay amount for a family if not using template type
billing for third parties-

Active Classroom Assignments - McTest, Test

Active  Classroom Effective Date  End Date M T W R F S S Rate Override  Semester Create
(@ x §f BC-AfterCare 0712412017 071252017 o o o o Elrjtlalsgt?xo_l 016Year = @ -
Rooms ~ Central Falls -
($175.00)
School Age -
» BC - After Care — 07
% Rooms - Central Falls 07/26/2017  07/26/2017 7 & Full Day 2016 Year = ©
($84.00)
School Age -
% BC - After Care 071272017 071282017 o o Full Day 2016Year = @ O
Rooms ~ Lincoln
($84.00) -
! »
Records from 1 to 3 L|! Page1 = E 50 rows per page ¥
Show All

VGO T EE GLT  TEETCE| Assignment Actions
Change Classroom Change Rate Change Days Scheduled Change Co-pay Change Scheduled Hours

From Co-pay

0

To Co-pay

15

Start Date

07/28/2017|

® Apply Change

* The charde will only apply to existing assignments that are still available after the start date.
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Select Apply Change and navigate back to the program/room assignment page to see
the change, the scheduled days have been updated in accordance to the assignment
action.
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Family Record, Child Tab- Calendar
View

Last Modified on 01/03/2018 512 pm EST

From the family record, on the child tab the Calendar View option will display. The
Calendar View displays the student's schedule in a calendar format. This can not be
exported it is for admin/staff visual purposes only. The view can be changed between
Day/Month/Week. Select the triangle icons to move between time periods.

Beanstalk Family 1 Regular 0.00
< Family 1D 323499 Student(s] Statement Type Balance Outstanding }
Irmernal Mote: Add/View Joumnal Notes

Summary | Family [{e€LISN Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation | Financials | Receipts | Merge

Jack
Beanstalk Add Sibling
Age o il

Admission, Personal Doctor/Health Program,/Room Assignment Calendar View More

Day | Week | Month 12/31/2017 — 01/06/2018 Today “ E

Sun, December 31 Maon, January 1 Tue, January 2 Wed, January 3 Thu, January 4 Fri, January 5§ Sat, January

FY

12:00 AM

01:00 AM

02:00 AM

03:00 AM

04:00 AM

05:00 AM

08:00 AM

07:00 AM

08:00 AM

Anern Ane

& Save ® Delete
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Family Record, Child Tab- More,
Additional Information

Last Modified on 06/29/2018 4:33 pm EDT

From the More drop down list on the Child tab of the family record, select the
Additional Information option display detail about the child that can be collected from
the registration process or entered/updated manually.

e Parents are also able to edit detail for the child on the parent portal if correct

permissions are granted.

;| Business Level - DCW - Transactional Q

%7  Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup Q

Baggins Family 2 Regular 0.00
< Family 1D 323500 Student(s) Statement Type Balance Qutstanding )
Internal Note: Add/View Journal Notes

Children

Frodo Bilbo
Baggins Baggins Add Sibling
Age 6 Age 4 M

|

Admission/Personal Doctor/Health Program/Room Assignment Calendar View m

Height Weight Hair Color Eye Color

& 3 - \
Consent Information

(7] No = Consent to be Photographed

[2) No v Caonsent for Photographs to be Released

0 No Consent for Photographs to be Published on the Website

(7] No = Consent for Enrichment

0 N/A = Authorize release of confidential information
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Medical Authorizations: In the event | cannot be reached to make arrangements for emergency medical care, | give consent for the center
to secure emergency medical care for my child, including transportation to emergency care. | release the center and its employees and
agents from liability incurred for any act they perform on behalf of my child

© NA ~

(7] N/A - Transportation: | give permission for my child to be transported to and from school, as applicable.

(7] N/A - Field Trips: | give permission for my child to participate in field trips. | understand | will be notified in advance of any off-premises
activities, including date, time, location, etc. and a signed permission slip will be required before my child may attend a trip.

(7] N/A - Water Activities: | give consent for my child to participate in supervised water activities. Water activities vary by child's age and may
include sprinkler play, splashing/wading pools, swimming pools or water table play. | will be given a separate permission slip for all off-site
water activities,

7] N/A = Acknowledgment of Discipline Policy: | understand the center does not allow corporal punishment. Corporal punishment includes
spanking, slapping, biting, pinching, jerking or popping hands. These behaviors are not allowed on the center premises at any time or by
any individual.

Mert Information
(7] No = Is there any information that needs to be included
in an alert for this child? i
Additional Personal Information
Preferred Name Legal Name
- a
W] nistrice? [ ] chitd Previously Pre-screenec?

School Attending Kindergarten

= [

Child Resides with Child Lives with

- N/A v a
Parent 1 Mame Parent 2 Name

& &
Custody lssue? Custody lssue Court Restrictions Court Restrictions Detail

0 No = 7] No | = »

4 4

Spoken Language Secondary Language Court Order Date Personality

i ] i ' Easy v

Interpreter Needed? Interpreter Language Ethnicity
W No ~ o &

Dentist Practice Dentist Mame
& &

Dentist Address Dentist Phone

| L
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Additional Information

Telephone Authorization Code
L

Home Room Teacher

& Little BoPeep v

Foods Mot Allowed
3]

Uses Booster Seat?

¥ No v
Homework Contract

¥ No v

D Is Child Susceptible to Infections?
D Is Child subject to convulsions?
D Is there any physical condition that we should be aware of?

Pickup Motes
2

Other Special Instructions

|
Progress Information

Date of Mext Progress Repart

A
Additional Activity Information

Has an open enrollment form been completed?

& NA v

Allow to Apply Repellent?

¥ | do not authorize v

Allow tn Self Annlv Renellent?

Physical Health
v Healthy

Mental Health
L] Healthy

Control of Bladder
-

Control of Bowel

If s0, What precautions need to be taken?

What should be our procedure if one occurs?

what precautions should be taken (heart trouble, foot problem, hearing
impairment, hernia, etc.)?

Additional Comments

T-shirt Size
- Mot Applicable

Request Extra T-shirt
- No

Allow tey Swim Diving Beuard?
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Pomemn == mme s apEeg e e ess

¥ | authorize
Allow to Self Apply Sunscreens?
O | authorize

Allow to Center Apply Sunscreens?

O | do not authorize

Sunscreen and/or Repellent Supplied by Parents?

O No

D Mttended Previous Summer Program?

Attended Previous Preschool, Pre-K, or Kindergarten Program

& No
Arrival/Depature - Summer

D Will Arrive with Parent

D Will Arrive Independently

D Departure with Authorized Pickup

D Will Depart Independently
D Summer School - Direct From Home
D Summer School - Depart Direct From Summer School

D Summer School - Arrive Direct From Summer School

Arrival/Departure - School Year

D Will Arrive with Parent

D Will Arrive Independently

D Depart - Independently
D Depart - with staff member to Prel (4K)

| I Nanart - with ctaff mamhar tn Deimare Crhanl

- No

Participate In Open Swim?

No
Swim Concerns
®

D Attended Previous After School Program?

Previous School Location

Arrival Time
(0]

Departure Time
0]
Time

Time

Time Method

Arrival Time
(0]
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After School

[] Arival - walking

Time From
D Arrive - By Bus
0 1
D Time From
Arrive - Independent
0 1
[ ] Depart - With Authorized Person
D Time Method
Depart - Independent
0] m N
Enrichment Departure - School Year
D Return to school D Leave Independently
D Wait for authorized pick-up
Arrival/Departure - PreK (4K) Wrap
Time
D Arrival - will arrive with staff member
9
Time
D Departure - will continue with after school program 0
Time Bus #
[ ] Departure - Wk with taff o bus
0] 0}
Time
D Depart - picked up by authorized adult o
Transportation Information
Time
D Shuttle - Allow
0]

Infant Information

[ ] i tis chid aninfant? [ ] ses otte

D Warm bottle D Holds bottle

D Can feed themselves
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Beball |

Privacy Policy

0:00:00.005 - Session will expire in approx 8% minutes

Copyright € 2018 - Cirrus Group LLC - All rights reserved CiRRUS GROUH’-‘
9E3F2BE1A11110BEYEAEEL 75AE67FEC-n1.5cwda

Appearance

e Height
e Weight
e Hair Color

e Eye Color
Consent Information

e Consent to be Photographed

e Consent for Photographs to be Released

e Consent for Photographs to be Published on the Website

e Consent for Enrichment

e Authorize release of confidential information

e Medical Authorizations: In the event | cannot be reached to make arrangements
for emergency medical care, | give consent for the center to secure emergency
medical care for my child, including transportation to emergency care. | release
the center and its employees and agents from liability incurred for any act they
perform on behalf of my child

e Transportation: | give permission for my child to be transported to and from
school, as applicable.

e Field Trips: | give permission for my child to participate in field trips. | understand |
will be notified in advance of any off-premises activities, including date, time,
location, etc. and a signed permission slip will be required before my child may
attend a trip.

e \Water Activities: | give consent for my child to participate in supervised water

activities. Water activities vary by child's age and may include sprinkler play,
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splashing/wading pools, swimming pools or water table play. | will be given a
separate permission slip for all off-site water activities.

e Acknowledgment of Discipline Policy: | understand the center does not allow
corporal punishment. Corporal punishment includes spanking, slapping, biting,
pinching, jerking or popping hands. These behaviors are not allowed on the center
premises at any time or by any individual.

e |sthere any information that needs to be included in an alert for this child? Alert

Information
Additional Personal Information

e Preferred Name
e Legal Name
e In District?
e Child Previously Pre-screened?
e School Attending Kindergarten
e [EP
e Child Resides with
e Child Lives with
e Parent1Name
e Parent2 Name
e Custody Issue?
e Court Restrictions
o Court Restrictions Detall
e Spoken Language
e Secondary Language
e Court Order Date
e Personality
e Interpreter Needed?
e |nterpreter Language

e Ethnicity

Dental Information
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Dentist Practice

Dentist Name

Dentist Address

Dentist Phone

Additional Information

e Telephone Authorization Code

e Home Room Teacher

e Foods Not Allowed

e Uses Booster Seat?

e Homework Contract

e Physical Health

e Mental Health

e Control of Bladder

e Control of Bowel

e |s Child Susceptible to Infections?
o If so, What precautions need to be taken?

e |s Child subject to convulsions?
o What should be our procedure if one occurs?

e |sthere any physical condition that we should be aware of?
o what precautions should be taken (heart trouble, foot problem, hearing

impairment, hernia, etc.)?
e Pickup Notes
e Additional Comments

e Other Special Instructions

Progress Information

e Date of Next Progress Report

Additional Activity Information

e Has an open enrollment form been completed?

e Allow to Apply Repellent?
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Allow to Self Apply Repellent?

Allow to Self Apply Sunscreens?

Allow to Center Apply Sunscreens?

Sunscreen and/or Repellent Supplied by Parents?

T-shirt Size (based on valid values- setup > system config, valid values)
Request Extra T-shirt

Allow to Swim Diving Board?

Participate In Open Swim?

Swim Concerns
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Family Record, Child Tab- More, Health

Last Modified on 06/29/2018 415 pm EDT
The More, Health screen displays detailed information on child/student allergies and

general health information such as immunizations, additional support detail and
specific need information.
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Available fields:

Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup

Beanstalk Fa 1 Regular
< Family 1D 3234959 Stuentid Statement Type

Intarmal N

a

3 Business Level - DCW - Transactional (O

000

nce Ousianding >

AddiView Journal Notes:

Summary | Family (RSN Parents | Third Party | Volunteers | Communication Auto-Pay | Vacation | Finandials | Receipts | Merge

Jack

seanstalk
Ageodl

pmmr | @ “

Add Sibling

Health Information

B a b - e Crnen P
= s E
e i —
= o - -] o] - [~
[E— g S——
(7] No - o - (2] No
el F esee? FocerMie Averes
9 No - o No -
S—
- @ w |-
————
o N |-
= Durscciras
0 % |v R
Rl T
(7] No - -] No -
pEr—
- o No -
. — S
9 No hd o No -
S spoc P
() No - o No -
"
o N |- .
T g At
T S
Have ADD / ADHD? Had Chickenpon?
Q No - o No v
— S—
(7] No - (2] No b
= P
» ®
4
. N
» .
A
e, e
- -
y
. s i
» @ w |-
4
ereey sy prgram st 5 spedlees aing oo el g e e
L ]
[EE— ek conce g e
& -
i ot e o
» .
p

Envaliment Reeammensation

Immunization Details

IMMUNIZATION 1 2 a . 5
MR

Hepatts 8

POLIO IPV or OPV
Hepatis A

P

DTP/DTap/ OT
His

Rotavius
RUBELLA
MUMPS

Influenza
Preumacecca

MEASLE

3 |

Privacy Policy
0:00:00.00 - Session will xpire i approx 8% minutes

Copyrignt © 2018 - Cirrus Group LLC + All ignts reserves
ABOCS276541FDODAESA47 1DD37130C98 nL sewda

CIRRUS GROUR..
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Date of Measles

Date of Mumps

Date of Chicken Pox

Date of Last Physical

Date of Tuberculosis
Tuberculosis Status
Frequent Colds

# of Colds last year
Immunization Waiver
Exemption Reason?
Waiver for Religious Reason
Waiver for Personal Conviction
Special Food Needs
Food/Milk Allergies
Medication Allergies
Environmental Allergies
Other Allergies

Administer EpiPen?

Does your child have asthma and use an inhaler?
Has motor issues?

Has diabetes?

Gets seizures?
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Cognitive disabilities?

Have autism spectrum?
Behavior Issues?

Other conditions?

Special problems?
Medications?

Other Medications?
Received additional support?
Participation restrictions?
Have ADD/ADHD?

Had chickenpox?

Bottle Feed?
Glasses/Contacts?

Call Parents?

Medication Side Effects Info
Trigger that may cause problems?
When to Reassess:
Symptoms?

Other Vaccines

Additional Care

Need Accommodations?

Identify any program staff to whom specialized training/instructions to help treat
symptoms were provided
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Initial Parent Contact Date

Health concern being addressed
Summary of conversation with parent
Medications Needed at Site
Enrollment Recommendation

ImMmmunization Details
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Family Record, Child Tab- More,

Incidents

Last Modified on 04/03/2018 9:21 am EDT

From the Child record, go to the more tab- then select the Incidents option.

Doolittle Family 1
< Family ID 320241 Student(s)

Internal Note:

Regular
Statement Type

375.00
Balance Outstanding >

Add/View Journal Notes

Summary | Family |Reil[t=] Third Party | Volunteers | Communication | Auto-Pay | Vacation | Financials | Receipts
Eliza
Doolittle Add Sibling
Age7 ik
/1
|
Admission/Personal Doctor/Health Program/Room Assignment Calendar View More »
Additional Information
Discount Setup Discount Special |
+ Health
L 2 -- -
L . Incidents I
Active Classroom Assignments - Doolittle, Eliza Contacts - . . .
Sponsors Maintain Incident Information
Active Classroom Effective Date End Date M (T W R (F Information Record - PDF Create Date
AM, Before School . -
. Daily Sheets 5l
> Care ~ DCW | — 04/03/2(
ER Transactional- Center 04/08/2018 04/14/2018 v | Daily Log = 0 x 08:47
1
Attendance
AM, Before School f
> Care ~ DCW . Manage Program Templates — 04/03/2(
& x Transactional- Center ORI | @20 F{ # F{ | — 0 < 08:47
1 Documents
AM, Before School CACFP "
» Care ~ DCW ! . . — 04/03/2(
E Transactional- Center ~ O/22/2018  04/28/2018 v 7V | Registration - Excel = 0 X 08:47
1 Camps
AM, Before School
i Parent Managed Calendar ol
> Care ~ DCW | — 04/03/2(
& % Iransacﬁonal— Center QY2 | QAT # # | Reservation Weeks — 0 ES 08:47
AM. Before School Download Transportation Profile
’ . 1710 ounwdl
> Care ~ DCW AM Kids Club . —_ 04/03/2(
& x Transactional- Center 05/06/2018  05/12/2018 # # ($31.00) Agegagehlld - o % 08:47
1 A 4
4 »
Records from 1 to 5 L- Pagel =+« E 50 rows per page ~
Show All

To add a new incident, be sure the new incident option is selected in the Select an

Incident field-

122




Summary | Family (e[ W Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation | Financials | Receipts | Merge

Eliza
Doolittle Add Sibling
Age7 4k

I

Admission/Personal Doctor/Health Program/Room Assignment Calendar View m
Incident Report

Select an Incident

m New Incident v

Then enter incident detail in each of the following sections. If a field has a * next to it,
the field will be required. The rest of the fields should be completed as necessary.
Press Save when completed.
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General Incident Information

Date of Incident * Time of Incident * Place of Incident *
st 04/03/2018 O] 6:15am Q Playground
Parent Name that was Notified Parent's Telephone
O -
Date Parent Notified Time Parent Notified Caregiver in charge of child
e o a
Was first aid provided? Was medical attention required?

O Yes © No O Yes © No

What was done?

O
Z

Was EMS called? EMS time called EMS time responded
O Yes @ No o ®
Did child see his/her doctor? Date consulted Time consulted
O @ o °
Child's Doctor Doctor's Phone #

a L
Doctors Address

9

Doctor's Diagnosis or Instructions

O
e
Quality Program Notified? Form Used Licensing Notified
O Yes © No 0 Please Select a Form Used - O Please Select a Licensing Notified ~
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Type of lliness

P

Does the illness require exclusion from care?

O Yes © No

Temperature of Child

&

Medication Given

P

Describe Injury or Risk in which child was placed

O

Where and how did the incident/injury occur?

O

Staff who witnessed the incident/injury

s

Other staff who were present at the time of the incident/injury

O

If communicable: other parents notified?

O Yes © No

Notification method used

0

Health Department Notified?

Ow: @ no

Details of Onset of lliness While in Care

Date Health Department Notified

s

Details of Incident that Caused Injury or Placed Child at Risk

Save incidents will display in the incident report drop down list-
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Auto-Pay | Vacation | Financials | Receipts | Merge

Parents | Third Party | Volunteers | Communication

Summary | Family |Re{[E=0

Eliza
Doolittle Add Sibling
Age7 Hk

I
I

Admission/Personal Doctor/Health Program/Room Assignment Calendar View m

Incident Rep

Select an Incident

New Incident

New Incident

e arn mrruacri v e

Motn Al lncidant ¥ Tionn AL lncidans * Niarn Af bncidane
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Family Record, Child Tab- More,
Contacts

Last Modified on 05/10/2018 1:28 pm EDT

To add, edit or deactivate contacts for children/families- go to a family record, then
select the child tab.

On the child tab select the More option, then select Contacts.

Beanstalk Family 1 Regular 25.00
< Family ID 323499 Student(s) Statement Type Balance Outstanding >

Internal Note: Add/View Journal Notes

Summary | Family [§eliIGHE Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation | Financials | Receipts | Merge

Jack

Beanstalk Add Sibling
Age 6 4k

-y

Admission/Personal Doctor/Health Program/Room Assignment Calendar View More v

Additional Information

Personal Information AdmEEREEET |
Last Name * Status Incidents
a Beanstalk * = . Contacts @ , -
. Sponsors Viaintain Contact \nformat\onl
First Name * Enrollment [
) Jack * Information Record - PDF *
+

To add a new contact enter the contact's details in the blank fields then press Save.
The available fields are listed below-

e Contact Type- this section helps to classify what type of contact is being entered,
this is a required field (options cannot be removed from the selection list)
o Emergency Release
o First Release
o Doctor
o Dentist

o DO NOT Release
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Information

No
2r

Contact Type

Last Mame

-

Emergency Release

First Release

Release

formation
Doctor

Dentist

n/Out DO NOT Release

Disable Pin

bl Information

Ense Address

e First Name

e |[ast Name

e Relationship- the values here will populate based on the Relationship type valid
values that are setup under Setup > System Config, Valid Values

e Active

o Can be Released? check this box if the contact can pick up the child

e Release Limitations/Notes

e Payer- if the contact can pay on the account or not, if this is marked as yes, then a
username and password will display once the contact is saved. If yes is selected
an email is required.

o Yes
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o No
PIN Number- the contact's PIN number will display once the contact is saved
o Disable PIN
Drivers License
Address
Address 2
City
State
Zip
Home Phone
Work Phone
Cell Phone
Email

Picture
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Summary | Family [e{GIEWN Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation | Financials | Receipts | Merge

Jack
Beanstalk Add Sibling
Age 6 i
|
Admission/Personal Doctor/Health Program/Room Assignment Calendar View
i= Contacts Add New Contact
Last Name First Name Type Home Phone Cell Phone Wark Phone Email Payer Last Changed
-~
-
4 4
Contact Information
. Contact Type
M - -
First Name Last Name
& a
Relationship Active?
m - (7] Yes - D Can be released?
Release Limitations/Notes
>
Payer Information
Payer?
(7] No -
Check In/Out
Pin Number
&) D Disable Pin
Personal Information
Drivers License Address
q
Address 2
9
City State
9 9 -- -
Zip Home Phone
9 e
Work Phone Cell Phone
. .
Email Picture
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Family Record, Child Tab- More,

SPONSOrs

Last Modified on 01/19/2018 3:38 pm EST

The Sponsors tab on the More drop down list links users to the Third Party Screen of

the family record.

From the family record, select the Children tab. Then select the More drop down box

and select Sponsors.

Beanstalk Family 1

Family D 323499 Studentls)

Internal Mote:

Summary | Family (ReilI=W Parents | Third Party | Volunteers

Regular
Statement Type

Communication | Auto-Pay | Vacation | Financials | Receipts | Merge

Jack
Beanstalk
Age 64
|
Admission/Personal Doctor/Health Program/Room Assignment Calendar View
Personal Information
Last Mame * Status
F3 Beanstalk * =
First Mame * Enrollme
F3 Jack * 3]
Middle Mame Start Dat
)
Preferred Name Withdray

More =

Additional Information

Health

Incidents
Contacts
Sponsors

Information Record

Daily Sheets
Daily Log

Attendance

25.00
Balance Outstanding >
Add/View Journal Notes
Add Sibling
-
@ *

Maintain Sponsor Informat

ic

*

On this screen users can split a divorced family or add a third party sponsor as a payor.

Beanstalk Family 1
Family ID 323499 Studentls)

Internal Note:

Regular
Statement Type

25.00

Balance Outstanding

Add/View Journal Notes

Summary | Family | Children | Parents [RGUGEENGE Volunteers | Communication | Auto-Pay | Vacation | Financials | Receipts | Merge

Select Primary Sponsor

O Kristina Gass o Guardian 2 Beanstalk
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Click here for directions on how to use the Third Party screen.
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Family Record, Child Tab- More,
Information Record- PDF

Last Modified on 03/14/2018 918 am EDT

Information Record cards are typically state or site defined forms, when selected
mapped data for the selected child will print on the form.

From the family record, selecct the Children tab. Then select the More drop down box
and select Information Record- PDF, if a site has site specific forms mapped
Information Record 1, 2, 3 etc will display below.

Beanstalk Family 1 Regular
( Family ID 323499 Studentis) Statement Type Balant
Internal Mote: Add/View

Summary | Family |KeGil{=/8| Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation | Financials | Receipts | Merge

Jack

Beanstalk
Age & M

Admission/Personal Daoctor/Health Program/Room Assignment Calendar View More «

Additional Information

Personal Information Health

Last Name * Status Incidents
2 Beanstalk * = Contacts
] . Sponsors
First Name Enrollme
| Information Record - PDF |
a Jack * o
Middle Mame Start Dat
{ Daily Sheets —_
s :
& | Daily Log VlE"‘
e p—
Preferred Mame Withdrav: Attendance

Once the PDF has been downloaded and saved, the file will open and will display
required child informtion.
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CHILD INFORMATION RECORD
State of Michigan - Department of Licensing and Regulatory Affairs - Child Care Licensing

Instructions: Unless otherwise indicated, all requested infermation must be provided. If the information is nol Known of does not apply,
“unknown” or “none” is the required response. A blank field, a line through a field or “N/A” are nol acceptable responses.

Far Diate of Admission Date of Discharge

Providar

Lse Onily: _
Mame of Child (Last, First, Middle Initial) IChild's Date of Birth

Beanstalk Jack a0t
jiddress (Mumber and Street, Building'Apartment Number) ICity [State Fip Coda
Farent/Legal Guardian’s Mama Home Phone Parent’Legal Guardian's Mame [Optional) |Home Phona
(Gass, Kristing i 24884116401018 Beanstalk, Guardian 2 . .
Home Address (if not child's address) ICall Fhone Home Address (if not child's addrass) Call Phone
| 2488411940108
City State  |Zip Code City State |Zip Coda
Rochester Hills M 48307 -
Email Address (optional) Email Address
|Kgass{@cirmusgroup.com
Emiployer Mame [Work Phone Employer Mame Work Phone
24884119401018 i
fdame of Child's Physician or Health Clinic Physician’s or Health Clinic’s Phone Mumber
I )

Hospital Prefamred for Emergency Treatment (optional)
jillergies, Special Needs and Special Instructions (Attach additional sheels, if necessary.)

, NJA
BOALATI (Rev, §=17) Previous ediions 4-16, 518 and 7-12 may be ussd unbl Seplember 20, 2018, Sow Rowerse Side

|Emergeney Contact & Release of Child: List &8 individuals including parentaiegal gusrdians, in order of preference, o be contacted in an emergency. If
poasible, include at least one parson other than the pareniafiegal guardians to be contacied in &n emergency and to whom the child can be released. The
sacond phomne number colurnn Can be el blank. (i more individuals, attach additional sheeats. )

1.

2.
3.
|Release of Child Only: List &l indiidusls, oiher tan the parentalegal guardians, io wham the child may be released. (f mone indhiduals, aitach additional sheets )
1. [ 2. {

3. { 4. {

Parent'Legal Guardian Initials:

| ghon pominaion 1 DOV Tranasciionsl- Canter 1  bcenaad by Ma Depatment of Licensing and Requiatory AlTEIrs 1o secure

amengency medical for the above namead minor child while in cane.

| cartily that | accurately completed this form and If anything changes, | will notify the provider by updating this form.

Signature of Parent or Guardian Date Signed
Diate: Card Parent or Legal Date Card Parent of Lagal Date Card Parent of Legal Date Card | Parent or Legal
Reviewed Guardian Initlals Reviewed Guardian Initials Resiewed Guardian Initals Reviewed | Guardian Initlals

LUTHORITY: 1973 PA 116
LARA |8 an equal opporunity employesiprogranm. COMPLETION: Required
PENALTY: Rule Vielation

BOALATIN (Rev, §=1T) Previous editions 4-16, 518 and 7-12 may be used untl Seplember 30, 2018,

The state that displays as a default will be associated to the state selected on the setup
> system config, General Config screen under the Miscellaneous tab-
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Setup -> System Config -> General Configuration

Statement H Daycare Waorks Family H Integration - Gateway/OCN ” Miscellanﬁ ” Registration

A

-~ Miscellaneous Configuration |
|

State Information Card: MI Michigan ¥

Page Information Card: ® vas ) Mo

Time Zone: Eastern Standard Time ¥
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Family Record, Child Tab- More, Dally
Sheets

Last Modified on 04/03/2018 10:03 am EDT

The Daily sheet section on the child record displays daily insites that have been added
for children and also allows staff/fadmin to add individual insites.

From the child record, select the more tab- then select Daily Sheets.

Doolittle Family
< Family ID 320241

Internal Note:

1
Student(s)

Regular
Statement Type

375.00
Balance Outstanding >

Add/View Journal Notes

Summary | Family |Wefil/e) Vacation | Financials

d Eliza
; Doolittle
Age 74k
/1

Parents | Third Party | Volunteers | Communication | Auto-Pay

Receipts | Merge

Add Sibling

Calendar View m

Additional Information

Admission/Personal Doctor/Health Program/Room Assignment

Select an Incident Incidents
g New Incident Contacts .
Sponsors

Information Record - PDF

Daily Sheets @
General Incident Information Daily Log
Child Daily Sheet
Attendance
Date of Incident * Time of Incident ® Place ¢
- Manage Program Templates
s o 9
+ Documents
CACFP

Parent Name that was Notified Parent

Registration - Excel

& &
. Camps
Date Parent Notified Time Parent Notified Caregit  Parent Managed Calendar
] 0} 3 Reservation Weeks

Download Transportation Profile

Was first aid provided? Was medical attention required?

In order for detail to display the child must be attached to a program/room that has a
daily sheet added.

Categories and attributes will display according o the room that is selected in the
Room Assignment field.
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Admission/Personal Doctor/Health Program/Room Assignment Calendar View m
Daily Sheet

Room Assignment Daily Sheet Date

m AM, Before School Care - ] 04/03/2018

If insites were added they would display in each section. To add a new insite go to the
category and start completing the fields. Then scroll to the bottom of the page and
save.

Room Assignment Daily Sheet Date
o AM, Before School Care - = 04/03/2018
Book read Reading Level
Clifford the Big Red Dog 1v x
v

© Add Additional Row

Notes

L)

i= Homework

Homework was.
v

© Add Additional Row

Notes

)

i= Extra Note

Note

© Add Additional Row

Notes

L}

& Save X, Upload Photos

O
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Family Record, Child Tab- More, Dally
Log

Last Modified on 05/23/2018 8:43 am EDT

The Daily Log section allows users to view and add notes for a specific family.

From the Child screen, select the More tab, then select Daily Log-

Doolittle Family
( Family ID 320241

Internal Note:

Summary | Family |NeGHEIENY( Parents

Eliza
Doolittle
Age7 i

A

Admission/Personal

Doctor/Health

1 Regular
Student(s) Statement Type

Program/Room Assignment

Calendar View More ~

Incident Report

Select an Incident

i New Incident

Date of Incident *

e

Parent Name that was Notified

Date Parent Notified

e

Was first aid provided?

General Incident Information

Additional Information
Health

Incidents

Contacts

Sponsors

Information Record - PDF

Daily Sheets
Daily Log
Attendance
Time of Incident * Place ¢
Manage Program Templates
o Q g gl P
Documents
CACFP

Parent

o Registration - Excel
Camps
Time Parent Notified Caregii  Parent Managed Calendar

© a

Reservation Weeks

375.00
Balance Outstanding )

Add/View Journal Notes

Third Party | Volunteers | Communication | Auto-Pay | Vacation | Financials | Receipts | Merge

Add Sibling

o I

View Daily Journal

Download Transportation Profile

Was medical attention required?

To add a new entry, select the Add New Entry button.
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Baggins Family 2 Regular 445.00
( Family ID 323500 Student(s) Statement Type Balance Qutstanding >

Internal Note: Add/View Journal Notes

Summary | Family K/l Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation | Financials | Receipts

Frodo Bilbo
Baggins Baggins Add Sibling
Age b ik Age 4 4k

Admission/Personal Doctor/Health Program/Room Assignment Calendar View m
Journal for Frodo Baggins + Add New@?ntry

From Date To Date
= 05/01/2018 = 05/31/2018 QVieW Entries
Posted: 05/10/2018 02:10:55 PM (Private) (& X

Select the Entry type, then type the note into the Journal Notes section. Press Save
when complete.
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Add New Journal Entry

Journal Entry Date Entry Type

05/23/2018 -

Private
Journal Notes

Styles ~ | Normal ~ | Font v | Size
I @ Q Bj 3
& M © A- ¥ Source

This is a sample note for Frodd

Cancel

Use the From and To Date fields to change the time period notes are viewable.

To export notes go to the actions button and select Export Notes- Excel or Export
Notes- PDF.

141



Summary | Family (eYilI¢=N Third Party | Volunteers | Communication | Auto-Pay | Vacation | Financials | Receipts | Merge

Frodo
Baggins
Age 6 &

Admission/Personal Doctor/Health Program/Room Assignment Calendar View m
Journal for Frodo Baggins + Add New Entry

From Date To Date

8  05/01/2018 f 05/31/2018 Q View Entries @ Export Notes - Excel

Export Notes - PDF@ |

Add Sibling

Posted: 05/23/2018 08:40:52 AM (Private) (&

This is a sample note for Frodo

Posted: 05/10/2018 02:10:55 PM (Private) (& X

Export Notes- Excel

A | B C D

Child Journal Report

~ Center: DCW - Transactional

~ [Family: 323500 - Baggins Family

~ Child: 419209 - Frodo Baggins

~  Date Range: 05/01/2018 to 05/31/2018
Create Date |Create User ‘Type ‘Note

~05/23/2018 08:40:52 AM dcw_kgass Private This is a sample note for Frodo
05/10/2018 02:10:55 PM dcw_kgass Private

Export Notes- PDF
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Family Journal Report
Center: DCW - Transactional

Family: 323500 - Baggins Family

Child: 419209 - Frodo Baggins

Date Range: 05/01/2018 to 05/31/2018

Create Date Create User Type Note
05/23/2018 08:40:52 AM dew_kgass Private This is a sample note for Frodo
05/10/2018 02:10:55 PM dew_kgass Private
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Family Record, Child Tab- More,
Attendance

Last Modified on 03/12/2018 7:50 am EDT

From the family record, select the child tab. On the child tab the More option will
display in a tabbed menu- select the menu, then select the Attendance option.

Beanstalk Family 1 Regular 25.00
( Family ID 323499 Student(s) Statement Type Balance Outstanding )
Internal Mote: Add/View Journal Notes

Summary | Family (eI Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation | Financials | Receipts | Merge

Jack
Beanstalk Add Sibling
Age ol

Admission/Personal Doctor/Health Program/Room Assignment Calendar View More =

Additional Information

Personal Information Health I

Last Mame * Status | Incidents |
2 Beanstalk * = Contacts -
S |
First Mame * Enrollmer_ ponsors |
a Jack * - Information Record - PDF *
Middle Mame Start Datg
[ | Daily Sheets [ *
a
i Daily Log I
Preferred Mame Withdrﬁ\»\_ Attendance
© B | Manage Program Templa@
Date of Birth * & years or 6.3 years Diate of U Documents
4 09/27/2011 * (Ml cacer View Attendance
Gender Voucher/|  Registration - Excel

© Male O Female O Mone given | Camps

On the attendance screen, users can toggle between year by selecting the drop down
menu in the For Year field.
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Summary | Family |geiil N8 Parents | Third Party | Violunteers | Communication | Auto-Pay | Vacation | Financials | Receipts | Merge

Jack
Beanstalk Add Sibling
Age 6 ik

Admission/Personal Doctor/Health Program/Room Assignment Calendar View
Attendance Information

For Year

2018
Vacation/Absent Calendar View

i= Attendance Details

Classroom Check-In User Check-In Time Check-Out User  Check-Out Time Code # Hours Create Date
Actual

Once data displays select the Actions menu for export options.

Admission/Personal Doctor/Health Program/Room Assignment Calendar View m

Attendance Information

For Year

x| 2017 -

Vacation/Absent Calendar View

Classroom Check-InUser  Check:-In Time Check-Qut User  Check-Out Time Code # Hours . Create Date . @j
Actual

L | oy | vow oo RIS o

e T T B e

e . v

<ﬂM Rafora Srhnnl Cara - DAL NQ /MR T 7NN NQ/28/9017 R-N3 NQ/IR/MM7 4-17 R v

Once this opens an excel record of the attendance detail will display.
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Family Record, Child Tab- More,
Manage Program Templates

Last Modified on 04/03/2018 8:49 am EDT

Program Templates allow a user to setup a custom attedance schedule for a specific
child- attending every other week or allow a center to associate a specific set of weeks
to one sponsor or the other.

From the family record, select the Children tab. Then select the More drop down box
and select Manage Program Templates.

Beanstalk Family 1 Regular 25.00
< Family ID 323499 Studenit(s) Statement Type Balance Outstanding >
Internal Mote: Add/View Journal Notes

Summary | Family ([MeGiGIEN| Parents | Third Party | Violunteers | Communication Wacation | Financials | Receipts | Merge

Jack
Beanstalk Add Sibling
Age o il

Admission/Personal Doctor/Health Program/Room Assignment Calendar View More »

Additional Information

Personal Information Health I

Last Name * Status Incidents
- Beanstalk * = Contacts -
) Sponsors |
First Name * Enrollme
| Information Record - PDF |
- Jack * ) *
Middle Name Start Dat
i Daily Sheets t >
Y
= | Daily Log |
Preferred Name Withdray Attendance
= o | Manage Program Templates
Date of Birth * & years or 9.3 years Date of | Documents @
| 09/27/2011 o i CACFP
I Manage Program Templ
Gender Voucher) ~ Registration - Excel
@ Male m Female m Mone siven i Camps |

To add a new template select the Add New Template option-
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Summary | Family [ReiHiif=ifl| Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation | Financials | Receipts | Merge

Jack
Beanstalk Add Sibling
Ape 6 M

Admission/Personal Doctor/Health Program/Room Assignment Calendar View m

+ Add New Template

Program Templates for Jack Beanstalk

Classroom Rate Create Date

No Records Found ||=H Pagel ~ E 50 rows per page

Select the Classroom, semester, schedule type and rate.

Room number, copay amount, sponsor and override amount are optional if a family is
split due to divorce or sponsored. Select the specific days, expected arrival and
departure date- then press Save Template.
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Add New Program Template

Classroom Schedule Type

] DCW Transactional- Center 1 - AM, Before School Care v O] Full Time v

Semester

—

i 2017: 17-18 School Aged Child Care v

Rate Expand Rates

AM Kids Club -

Room Number

#

Copay Amount Sponsor Override Amount
S = - - $

Schedule

Monday Tuesday Wednesday Thursday Friday

week1 [H| - (] - (] - ] - ] =
Expected Arrival

Expected Departure

week2 [ ] - O - [ - [ - [ -
Expected Arrival

Expected Departure

weeks [ - - - - O -
Expected Arrival

Expected Departure

weeka [_] v ] - (] v ] v ] -
Expected Arrival

Expected Departure

Save Template

To apply this template to a specific time open the template, then add from and to
dates in the Create/Update Room Assignments Based on This Template section.
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Summary | Family (Me[ii:[{=4l| Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation | Financials | Receipts | Merge

Eliza
Doolittle Add Sibling
Age 7 dik
i
I

Admission/Personal Doctor/Health Program/Room Assignment Calendar View

=+ Add New Template

Program Templates for Eliza Doolittle

Classroom Rate Create Date

* AM, Before School Care AM Kids Club 04/03/2018 8:42 AM ¥

‘Edit Program Templatel
Records from1to 1 LL. Pagel ~ E 50 rows per page ¥

Press Save Template & Apply to set the schedule for a child's program/room
assignment-

Create/Update Room Assignments Based On This Template

From Date To Date

) 04/09/2018 05/11/2018 |

Save Template & Apply Save Template & ReApply Apply Only (Do Not Save Template)

‘Saves the template and creates room assignments based on template.l

A confirmation box will display when application has been completed.

Success

Template has been saved.

Template has been applied to room:
AM, Before School Care

The child's program/room assignment page will display the updated schedule-
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Summary | Family (NeGiili[{=i8| Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation | Financials | Receipts | Merge

Eliza
Doolittle Add Sibling
Age7 &

A

Admission/Personal Daoctor/Health Program/Room Assignment Calendar View More «

Discount Setup Discount Special Classroom Note
» - M o
Active Classroom Assignments - Doolittle, Eliza
Active Classroom Effective Date End Date MV R B ROt Override Semester Create Date

AM, Before School 17-18 School
» Care ~ DCW AM Kids Club : — 04/03/2018
(& x Transactional Center ~ 0#/08/2018  04/14/2018 v v ($47.00) Ag%jaghl 2 @ < 08:44
1

AM, Before School 17-18 School
» Care ~ DCW AM Kids Club q — 04/03/2018
& x Transactional- Center ~ 0#/19/2018 04/21/2018 v & ($47.00) Age(;ja?em 2 @ < 08:44
1

& x e oa22/2018 oaszsots of o of of  AMKidsClub 1718l @ 5c 04032018
Transactional- Center ($63.00) gCare - 08:44
1

AM, Before School 17-18 School
» Care ~ DCW AM Kids Club q — 04/03/2018
& x Transactional- Center ~ 0#/27/2018 05/05/2018 v ($31.00) Age(;ja?em 2 @ < 08:44
1

AM, Before School 17-18 School
» Care ~ DCW AM Kids Club : — 04/03/2018
(& x Transactional Center ~ 02/06/2018  05/12/2018 v v ($47.00) Ag%jaghl 2 @ < 08:44
1

Records from 1 to 5 L‘ Pagel =~ E 50 rows per page «

If changes must be made to the child's program/room assignment schedule on an on-
going basis, go back to the manage program template screen.

Open the schedule template.
Make changes to the days or times scheduled.

Scroll to the bottom of the page and enter the start and end date of the schedule.
Then press Save and Re-Apply. The changes that have been made will update the
child's program/room assignments.
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Family Record, Child Tab- More,
Documents/Checklist

Last Modified on 01/04/2019 12:48 pm EST

The Documents/Checklist screen from the Children tab allows users to upload student-
specific documents into the system. Administrators can create a list of required
documents for students meeting certain criteria, such as the center they attend, age or
grade of the student, etc.

For document setup instructions, click here

Viewing Required/Uploaded Documents Per Student

To view documents previously uploaded or uploads required for a student, follow the
steps below:

1. Navigate to a family's record and click the Children tab

Summary | Family Eelihi=Y Parents | Third Party | Violunteers | Communication | Auto-Pay | Vacation | Financials | Receipts | Merge

carson

miller
Agel i

2. Click the More tab

carson
riller
Age 34

Admission/Personal Doctor/Health Program/Room Assignment Calendar View

3. Select Documents/Checklist from the drop-down menu
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More =

Additional Information
Health I
Incidents
Contacts
Sponsors

Information Record - PDF

Daily Sheets

Daily Log

Attendance

Manage Program Templates

Documents

Documents/Checklist I

CACFP

Registration - Excel
Camps

Parent Managed Calendar
Reservation Weeks

Download Transportation Profile

4. The Document List section will show required and previously uploaded documents

for the selected student

Document Type Received Description File Name Display On Create Expiration Upload
Connect Date Date Required
Immunization/PDF O Yes
. B 950106-49500-Misc. 12/18/2018
Miscellaneous # Child Custody Documents Document.pdf No 11-01-01 AM EST Yes »*
) ) ) . 950106-49498-Birth 12/18/2018
Birth Certificate/PDF Birth Certificate Certificate.pdf No 10-07-54 AM EST x

o Document Type - the type of document selected from a drop-down list

o Received

document is required for selected student and has not been uploaded

#  |documentis required and has been uploaded
Blank |a document was uploaded, but was not required

5. Description —the description field is a free text field to enter the name or a
description of the document
6. File Name —the file name is the name of the document uploaded. The system will

automatically place the student’s ID and a document ID in front of the document
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name. In the below example, the student’s ID is 950106, the document ID is 49500,

and the file name uploaded was “Misc. Document”

i= Document List

Document Type Received Description File Name Display On Create Expiration Upload
Connect Date Date Required
Immunization/PDF O Yes
. B |950106-49500-M'ISC. 12/18/2018
Miscellaneous # Child Custody Documents Document.odf No 11:01-01 AM EST Yes x
) ) ) ; 950106-49498-Birth 12/18/2018
Birth Certificate/PDF Birth Certificate Certificate.pdf Mo 10-07-54 AM EST »

7. Display on Connect
o Yes - the document should be available for parents to view via the Connect
(Parent) Portal
o No -the document should not be viewable from Connect
8. Create Date - the date and time the document was uploaded
9. Expiration Date - if the document expires, the expiration date will be in this field
10. Upload Required
o Yes -adocument is required to be uploaded

o No-no upload is required

Uploading a Document to a Student’s Record

To upload a document to a student's record, follow the steps below:

1. To upload a new document, navigate to the family's record and select the Children

Tab

Summary | Family gEeGlilii=GY Parents | Third Party | Violunteers | Communication Financials | Receipts | Merge

carson

miller

Agelid

2. Click the More tab and select Documents/Checklist from the drop-down menu

154



carson

miller
Age 3 M

Admission/Personal Doctor/Health Frogram/Room Assignment Calendar View

3. Complete the Add Document section

Add Document

Decoument Type *

Description *

Document to upload Allow view on Connect portal

= juung No - Do not show on Connect -

4. Document Type — choose from the drop-down menu
Description — enter a description or name of the document

6. Document to Upload - click into the Browse File field to search and select the
document to upload from the computer

7. Allow View on Connect Portal

o No - Do no show on Connect — parents are unable to see the uploaded

document on the Parent Portal

o Yes - Display on Connect - this option will allow parents to see the uploaded

document on the Parent Portal

Allow view on Connect portal

Mo - Do not show on Connect

Mo - Do not show on Connect
Yes - Display on Connect

8. Expiration Date - if the document expires or needs to be updated annually, semi-

annually, etc., select the date from the calendar
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December 2018

Mo Tu We Th
26 27 28 29

3 4 5 6
o 11 12 13
17 e 1% 20
24 25 24 27
a1 1 2 3

Fr

30

14

21

28

>

Sa

15
22

29

9. Click Save

10. A confirmation popup will appear, click OK

Document Saved
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Family Record, Child Tab - More,
CACFP

Last Modified on 01/04/2019 10:10 am EST

Once CACFP guidelines have been setup , the status (free, reduced or paid) can be
added to each student within a family. Alternatively, the system can calculate the

student's status.

Adding a Student's Status - Manually

To manually add a student's status, follow the steps below:

1. Navigate to a family's record by searching the last name in the search field or click

the magnifying glass

-

Search...

i Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup Q

2. Ensure the Children's tab is displaying, then select the Admission/Personal tab

b+ Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup Q

Miller Family 4 Regular
< Family ID Studentis) Statement Type
Internal Note:

Summary | Family EeGiLNEY Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation | Financials | Receipts | Merge

Michael Stephanie Carson & Sarah

Mille miller Miller miller

Age 3 M Age 7 A fpe 1 M Lgs 1 A
|

Admission/Personal Doctor/Health Program/Room Assignment Calendar View More

3. Locate the Food Program drop-down and choose the correct option for the

student

157



Personal Information

Last Name *
F riller
First Name *
- carson
Middle Name
&
Preferred Name
-]
Date of Birth *

A 10/10/2017
Gender

@ Male O Female
Include in Directory

Ovws @m

Address 1
Q 220 main st

O MNone given

Address 2
v
City
Q rochester

State

Admission Child/Student 1D: 950106

Status

* = Active -

Enrollment Date *

> ol 11/01/2018 *
Start Date *
11/05/2018 *

Withdraw Date
=

1vyearsor 1.2 years Reason for Withdraw
* @ -
Date of Last Registration/Re-Registration Charge
™= 12/28/2018
‘Woucher/EAN Exp Date
Woucher/EAN Exp Hours
} 4
Food Program
1 CACFP - Not Claimable -
CACFP - Not Claimable

CACFP - Paid
CACFP - Reduced

4. Click Save. Each time a meal is served, the student will be counted towards the

selected status' total

Adding a Student's Status - Calculation

To have the system calculate the student's status by entering the family income, follow

the steps below:

1. Locate the family's record

2. On the Children tab, click More

Summary | Family (el

Admission/Personal Doctor/Heslth

Parents | Third Party | Volunteers

michael stephanie [& carson sarah
miller miller miller miller
Ape 3 M Age 2 M Age 1 bk Age 14l

Communication | Auto-Pay | Vacation | Financials | Receipts | Merge

Program/Room Assignment

Calendar View

3. Select CACFP from the More menu

158




Program/Room Assignment Calendar View More =

Additional Information

Health I

Status Incidents
¥ — . Contacts
Sponsors
Enrollme
+* = | Information Record - PDF
Start Dat
i Daily Sheets
Daily Log
Withdray  Attendance
| | Manage Program Templates
1 years or 1.2 years Reasonfi  Documents/Checklist

* @ I CACFP

Date of | Pegistration - Excel

= Camps
' Parent Managed Calendar
Woucher)
- | Reservation Weeks

Download Transportation Profile
Voucherd ______ ______

4. Click Add New CACFP Eligibility

Admission/Personal Doctor/Health Program/Room Assignment Calendar View “

+ Add New CACFP Eligibility

CACFP Assignments - carson miller

Signaturs Date  EL Year Effective Date  End Date Application Type

Mo Records Found E Pagel = E 50 rows per page -

5. Complete the Assign CACFP Eligibility section

Center *
B DCW Transactional- CENTER 1 -
Enrcliment Date =

= 11/05/2018

CACFP Enrollment Application *
E| Yes v

o Center - select the center the student is attending from the drop-down

o Enrollment Date - enter the date the student was enrolled into the center
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o CACFP Enrollment Application
= Yes - the student has submitted an application, more options will
appear
m No - the student has not submitted an application and the student will
not appear on the meal count sheets
6. Eligibility Year - choose from the drop-down
7. CACFP Signature Date - add the signature date
8. Funding Type - choose the funding type, if available
9. Application Signed By Parent
o Yes - the parent has signhed the application
o No - the parent has not signed the application
10. Race - choose the student's race from the drop-down
11. Ethnicity - select the ethnicity
12. Application Type - choose the application type. If the system should calculate the
student's status, choose one of the calculate options
o If using a non-calculate option, click Save or Save All Children in Family
o If using a calculate option, continue the steps below
13. Document Available
o Yes - adocument is available, continue below
o No - no agency document is available, this application is not CACFP eligible
14. Enter the family's income in the Income chart. The total income will be compared

to the income eligibility table previously setup

Income *

Declared Family Income for 2018-2019

Hourly Weekly BiWeckly 2x Month Maonthly Annual
Income 1
Income 2
Income 3
Income 4

Income 5

Family Size Annual Income

; 5000

15. Enter the Family Size
16. Click Calculate
17. The Classification will display
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18.

Income *

Declared Family Income for 2018-2019

Hourty Weekly BiWWeekly 2x Month Maonthly
Income 1 200
Income 2 150
Income 3
Income 4
Income 5
Family Size Annusl Income

2| 2 [ corcuta | $4,200.00

Classification

Free

A Save All Children In Family

Anrual

Click Save to save to only the selected student or click Save All Children In Family

to save the classification to all students

Income *

Declared Family Income for 2018-2019

Hourty Weekly Bivweekly 2x Month Monthly
Income 1 200
Income 2 150
Income 3
Income 4
Income 5
Family Size Annusl income

# 2 == $4,200.00

Classification
Free

Save =N Save All Children In Family

Annual
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Family Record, Child Tab- More,
Registration-Excel

Last Modified on 04/03/2018 8:33 am EDT

The Registration- Excel file displays a child's registration detail in excel format.

From the child tab of the family record, select the more menu- then select
Registration- Excel.

Doolittle Family 1 Regular 375.00
< Family ID 320241 Student(s) Statement Type Balance Outstanding >
Internal Note: Add/View Journal Notes

Summary | Family (Nei{GI-HW Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation | Financials | Receipts | Merge

Eliza
A Doolittle Add Sibling
Age 7 ik
il

Admission/Personal Doctor/Health Program/Room Assignment Calendar View More v

Additional Information

Personal Information Health

Last Name * Status | Incidents
a Doolittle * = Contacts -
First Name * Enrollm Sponsors
a Eliza * . Information Record - PDF | *
Middle Name Start D(: Daily Sheets | .
_ - Daily Log |
Preferred Name Withdrf Attendance
1= = . Manage Program Templates
Date of Birth * 7 years or 7.3 years Date of Documents
i 02/01/2011 * £ CACFP
Gender VoucheI Registration - Excel

O Male @ Female O None given E3] Camps

Parent Managed Calendar

Include in Directory Vouche
@ Ves O No ¥ ' Reservation Weeks

- Download Transportation PF@]Ie
Address 1 Food Preg.e..

The file will download and open in Excel-
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Participant Information ‘ Enrollment Start Date 09/01/2017 Email Address:

First: Eliza Middle Last: Doolittle Birth Date: 02/01/201 Gender:  F
Address: 224 Flower Lane Apt#: City: London State: MI [Zip: "48309
Home Phone: 734-111-1111 I Grade |

Home School: Student ID: Language:

Resides With Following May Not Remove:

Insurance Covered: Y Insurance Company. Fleur Insurance

Dentist: Dentist's Address Dentist Phone:

Doctor Name: Dr. Fleur Doctor's Address: 734-123-1234 Doctor's Phone:

In Emergency Call Dad Telephone Access Code

Parent/Guardian Information

Guardian Name: Henry Doolittle Email Address:  doolittle@cirrusgroup.com
Address: 1234 Flower Way Apt#: City: London State: MI [Zip: 748309
Home Phone 222-222-2222 ‘Work Phone: 333-333-3333 Cell Phone: 111-111-1111

Best Phone: Best Address:

Employer Name

Employer Address: City: State: -~ Zip:

Guardian Name: Mary Doolittle Email Address:  mary@cirrusgroup.com
Address: 1234 Flower Way Apt# [City London State: MI [Zip "48309
Home Phone: 222-222-2222 Work Phone: 555-555-5555 Cell Phone: 111-111-1111

Best Phone Best Address

Employer Name:

Employer Address: City State: - Zip

Health

Infections: ADD/ADHD

Convulsions: Autism:

Phycial Conditions Gets tired easily. Behavior Issues

Additional Conditions: Special Care:

Special Considerations Additional Support

Food Allergies Allergic to dust and peanut butter Medications:

Milk Allergies

Participation Instructions

Special Food Needs:

Medical Allergies

Environmental Allergies:

Other Allergies:

EPI-Pen: N
Asthma N

Programs and Additional Enroliment
AM, Before School Care at DCW Transactional- Center 1:MTVWRF___ starting 2017-09-01

Learn to Draw, Fall Session at DCWV Transactional- Center 1:__W_____ starting 2017-09-11
Flexible Care, AM at DCW Transactional- Center 1:MTWRF___ starting 2018-05-07

AM, Before School Care at DCW Transactional- Center 1:MTVWRF___ starting 2018-06-01
AM, Before School Care at DCW Transactional- Center 1:MTVWRF___ starting 2018-07-01

PM, After School Care at DCW Transactional- Center 1:MTW. starting 2019-02-01
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Family Record, Child Tab- More,
Parent Managed Calendar

Last Modified on 01/04/2018 8:34 am EST

The parent managed calendar option on the more drop down menu allows

admin/staff users to add parent manged calendar days for children/families from the

admin side.

From the family record, select the more tab- then select the Parent Managed Calendar

option.

Admission/Personal

Doctor/Health

Program/Room Assignment

Calendar View

Personal Information

Last Mame *

- Frozen
First Mame *

- Anna

Middle Name

&

Preferred Mame
-

Date of Birth *

L 12/31/2011
Gender

O Male © Female
nclude in Directory

Ow @

Address 1

9 1 Frozen Way

O MNone given

& years or 5.1 years
*

Status

—
—
Enrolimer
Start Datg
Withdraw
Diate of L

Voucher/|
Voucher/|

Food Prog

L]

More -

Additional Information

Health

Incidents
Contacts
Sponsors

Information Record - PDF

Daily Sheets

Daily Log

Attendance

Manage Program Templates
Documents

CACFP

Registration - Excel

Camps

Parent Managed Calendar
Reservation Weeks

Download Transportation Profile

CACFEP - Free

On the Parent Managed page, the calendar will display. In order for the calendar to
display the child must be added to the parent managed registration room.

e Select the Classroom drop down menu if the child is involved in multiple

registration room

e The calendar options will display available days for selection

e As days are selected fees will automatically be added to the family's financial
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ledger for the day once Save is selected

Admisston/Persongl Doctor/Healtn Progrem/Room Assignment Calenadar View Mare ~

Paremt Managed Calendar

Clazsraam

u DCW Transactional- Center 1 - Flexible Child Care Registration

€ Ja 018 - School Age Child Care »
Start of Week Mon Tue Wt Thu Fri
Sun 121312017 m o2 03 04 03
Flaxible Chikd Cara
Regletration
Flaxible Cara, AM
Flaxible Cars, PM
Sun HAOTE01E 08 03 10 1" 12
Flaxible Chikd Cara
Reglatration

Flaxible Cara, &AM

O
O
O
O
O

Flaxible Cara, PM D D D D D

Sun MN4201E 15 18 17 18 13

Flaxible Chlkd Cara
Reglatration

Flaxible Cars, &M D D D D
Flaxible Cara, PM D D D D

Sun 2112018 22 23 24 25 26

Flaxible Chilkd Cara
Reglatration

Flaxible Cars, &AM

O
O
O]
O
O

Flaxible Cars, PM D D D D D

Sun 7282018 23 0 :a il o2

Flaxible Chikd Cara
Reglatration

Flaxible Cara, &AM D D D
Flaxible Cara, PM D D D

e Make sure to save selected days in each month before moving to the next month.

Parent Managed Calendar

Clazzraam

B DCW Transactional- Center 1 - Flexible Child Care Registration| -

€ January 2018 - School Age Child Care

Start of Week Mon Tue ‘Wed u Fri

Sun 127512017 il o2 1] 04 05
Flaxible Chikl Cara

et Next Month

Flaxzible Cara, &M
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e Once save is selected the blue boxes change to green check marks to show the

day has been selected for the child

Parent Managed Calendar

Clscsraam

B DCW Transactional- Center 1 - Flexible Child Care Registration| =

€ January 2018 - School Age Child Care »
Start of Week Mon Tue Wied Thu Fri
Sun 12i5112017 M 0z 03 04 05
Flaxible Chikd Cara
Reglatration
Flaxible Cars, AM
Flsxible Cars, P8
Sun 0110712018 08 03 10 1 12

Flaxible Chikl Cara
Reglatration

Flaxible Cars, AM E D D D D
Flaxible Cara, PM D E D D D

Sun A48 15 16 17 1% 13

Flaxible Chikd Cara
Reglatration

Flexible Care, AM D D D D
Flexible Cara. P D D D D

Sun 0212018 2 23 24 25 28

Flaxible Chikl Cara
Reglatration

Flaxlble Cars, AM D

O
O]
O
O

Flaxible Cara, PM D D D D D

Sun /2802018 23 30 H il o2

Flaxible Chikd Cara
Reglatration

Flaxible Cana, &M D D D
Flaxible Cara, PM D D D

S

e Toremove a day press the remove box then save. The day will no longer display

as selected
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Parent Managed Calendar

Clazsroam

B DEW Transactional- Center 1 - Flexible Child Care Registration, =

Start of Week

Sun 12i51/2017 o1
Flexible Chikd Cara
Reglatration

Flaxible Cara, AM

Flaxible Cara, PM

Sun MOTI2018 0s
Flaxible Chikd Cara
Raeglairation

Flaxible Cara, AM

Flexlible Cars, PM

Sun NN42018 15
Flaxible Chikd Carng

Mon
02
0a
~
Qemuu!:D
]
16

£ January 2018 - School A

Tue

le-nm-!:D

03

10

17

Wed
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Family Record, Child Tab- More,
Download Transportation Profile

Last Modified on 04/03/2018 8:37 am EDT

The Transportation Profile can be printed for each child in order to display basic
demographic information.

From the Child record, select the More menu- then select the Download
Transportation Profile option.

Ve

Summary | Family (el

d Eliza
; Doolittle
Age 7 &k
£

A

Home Family Payments Attendance Lessons

Doolittle Family
Family ID 320241

Internal Note:

Admission/Personal

O Male
Include in Directory

@ Yes

AAAAAA

1

Student(s)

Meals Connect Approvals

Reports Staff Setup (o}

Regular
Statement Type

375.00
Balance Outstanding >

Add/View Journal Notes

Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation | Financials | Receipts | Merge

Doctor/Health

Program/Room Assignment Calendar View

Last Name *

& Doolittle
First Name *

- Eliza
Middle Name

&
Preferred Name

()
Date of Birth *

A 02/01/2011
Gender

@ Female
O No

Personal Information

O None given

7 years or 7.3 years
*

Status
=
Enrollm
Start D¢
Withdr:
&
Date of
i
Vouche
&
Vouche

More »

Additional Information
Health

Incidents

Contacts

Sponsors

Information Record - PDF
Daily Sheets

Daily Log

Attendance

Manage Program Templates
Documents

CACFP

Registration - Excel
Camps

Parent Managed Calendar
Reservation Weeks

Download Transportation Prc:ﬁl@U

The Transportation Profile will display in PDF format-

Add Sibling
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DCW - Transactional

TRANSPORTATION PASSENGER

PROFILE

Participant's Name: Doolittle, Eliza

Site/Location Name: DCW Transactional- Center 1

Gender: Male Female X

Height: N/A

Birth Date: 02/01/2011

Age: 7.2 year(s)

Phone: 734-111-1111
Branch: N/A
Hair Color: N/A

Eye Color: N/A

For identification purposes, please attach a recent photo:

ATTACH PHOTO HERE

Produced by Cirmus Group LLC - 04/03/2018 8:34 AM EDT - Page 1
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Family Record, Parents Tab

Last Modified on 12/27/2017 2:14 pm EST

The Parent tab displays parent information for Guardian 1and 2. Select the icon next
to Guardian 1 or 2 to toggle between parents/guardians.

Search...

N Home Family Payments Attendance

Beanstalk Family
< Family ID 323499

Internal Note:

Lessons

Meals Connect

1

Student(s)

Approvals

[E] Business Level - DCW - Transactional 9

Reports Staff Setup Q

Regular 0.00
Statement Type Balance Outstanding >

Add/View Journal Notes

Summary | Family | Children 21?32 Third Party | Volunteers | Communication | Auto-Pay | Vacation | Financials | Receipts | Merge

= Guardian 2

Beanstalk
Parent ID 633757

- Guardian 1

Beanstalk
Parent ID 633756

Parent ID #:633756

Check In/Out Information

Pin Number

) 633756

DCW Connect Information

Portal ID
Add Portal User

General Information

First Name

& Guardian 1

Last Name

& Beanstalk

D Copy Address

Address 1
9

Address 2
9

City

State

Q N/A
Zip

9

Best Location

9

Twitter Username
¥}

Picture

browse

Consent Information

E Include In Directory

Parent Center #:5586

D Disable Pin

ke

E Include Address In Directory

Birthday
Driver's License
Auth Code

&

Email Opt Out
= Q No v
Cell Phone
A
Home Phone
A
Work Phone
A
Best Phone Number

(8

Employee Employee ID

= No v a
Employee Type

] -
External Referal ID

a

Volunteer Status

4 Register as Volunteer

E Include Phone In Directory E Include Email In Directory
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Employer/School Informati

Employer/School Name Occupation
m =
Employer/School Location Employer/School ID
:] &
Address Employment/School Phone
Q [
City Hours of Employment/School
\ X
State Single Signon ID
9 Select a State v a
Zip Currently Working and/or In Training Program
M <& No v
Signatures and Waivers
Electronic Signature
@
Mouse Captured Signature Sign Date Waiver Form
No Date on file Click here to download Waiver.
No Signature on file.
Additional Information
Notes
L]
& Save

Privacy Policy

0:00:00.006 - Session will expire in approx 90 minutes

Copyright © 2017 - Cirrus Group LLC - All rights reserved CIRRUS GROUP.;
356881D7CA24B272D1F2BF42BEF08089.dcw-provider-beta
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Family Record, Third Party Tab

Last Modified on 01/14/2019 9:22 am EST

The Third Party tab displays split family detail, including the split between parents and
any third party contracts associated with the family.

Before detail can be added to either divorced parents or sponsored families, the family
must be split. To split the family, select the primary payer's radio button and then
select save. Once a family is split they can never have just one ledger on the same
account.

Summary | Family | Children | Parents |JiHGEEElR 0 Volunteers | Communication | Auto-Pay | Vacation | Financials | Receipts | Merge

Select Primary Sponsor

@ Steve Miller O Catherine Smith

If the parent will be paying a portion of the child's fees the Sponsor field radio button
should be set to yes for each. The percentage paid should be the portion of 100% the
parent would be responsible for. If the family also is sponsored by a third party the
percentage paid is in relation to the amount of the copay each parent is responsible
for.
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w Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup
Peter Pan Family 1 Split
< Family ID 317251 Student(s) Statement Type

Internal Note;

Summary | Family | Children Communication | Auto-Pay | Vacation | Financials | Receipts

Q

75.00
Balance Outstanding )

Add/View Journal Notes

Merge

Parents [RGIGREUME| Volunteers

Parent/Guardian: Sponsor:
Wendy Peter Pan @ Ves O No %
Parent/Guardian: Sponsor:

Peter Peter Pan

© Yes O No %

Family List
First Name Last Name
Tinkerbell Peter Pan @

Parent/Guardian Sponsor Information

Percentage Paid

50.0

Percentage Paid

50.0

& Save

Third Party Contract List (Peter Pan, Tinkerbell) (3

Agency From To Created Created By

Sample Agency 01/01/2017 12/31/2099 Q,‘ C X 12/05/2017 dcw_kgass

Modified Modified By

12/14/2017 dcw_kgass

Once the family has been split, third party contracts can be added onto the child's
record. To add a contract, select the blue square icon with the pencil.

Communication

Auto-Pay

Vacation | Financials

Peter Peter Pan

© Yes O No %

Family List
First Name Last Name
Tinkerbell Peter Pan

£

View Contracts

Parent/Guardian: Sponsor: Percentage Paid
Wendy Peter Pan @ Yes O No % 50.0
Parent/Guardian: Sponsor: Percentage Paid

50.0

Receipts | Merge

& Save

To add a contract select the + button above the agency list-
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Family List

First Name Last Name

Tinkerbell Peter Pan Ef;‘

Third Party Contract List (Peter Pan, Tinkerbell)

W

Agency From 0 Created Cre

Sample Agency 01/01/2017 12/31/2099 (& Kirl Bt 12/05/2017 dcv

Select the agency from the agency drop down list, add contract detail (the fields
displayed on this screen will change based off of the third party's settings). Once
detail has been entered press Save.

174



Family | Children | Parents |RNEEZ A Volunteers | Communication | Auto-Pay | Vacation | Financials | Receipts | Merge

Parent/Guardian Sponsor Information

Parent/Guardian: Sponsor: Percentage Paid
Wendy Peter Pan @ Yes O No % 500
Parent/Guardian: Sponsor: Percentage Paid
Peter Peter Pan @ Yes O No % 500

¢ Save

Agency Contract - Peter Pan, Tinkerbell

Agency:
#* Sample Agency -
Contract Start Date: Contract Stop Date:
| 8
Third Party Reimbursement Type: Third Party Reimbursement Amount:
L - @
CoPay Reimbursement Type: CoPay Reimbursment Dollar Amount:
L v (O] 0.0
Child Contract ID#: Case #: Case Worker:
) & )

Variable Schedule Billing Based on Attendance:
@ Yes O No

Save Cancel

%

Show All

Assignment List

Room From To M T w Th F Rate

The child's program/room assignments will display in the Assignment Lists box, select
the option to Add to Contract if the contract detail should apply to the program/room
assignment- then press Save Contract.

When billing is created the detail on the third party tab will ensure the parents are
charged their copy (and over market if applicable) and the third party is allocated for
the portion of tuition they are covering.
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Family Record, Auto-Pay Tab

Last Modified on 12/27/2017 213 pm EST

The Auto-Pay tab in the system will display if a parent is registered to have payments
deducted from their payment method automatically. The settings around this ability
can be found here..

Summary | Family | Children | Parents | Third Party | Volunteers | Communication W.XTIGR:FWA| Vacation | Financials | Receipts | Merge

Payment Method List

Account Type Account Number Exp Date Account Holder Contact Billing Schedule

No payment methods set up

Add New Auto Payment Method

Parent

@ Stewart, Guardian 1 -

Account Holder Information

First Name *

)
Address *

Q 1234 Elm Street
City *

9 Rochester

Email Address *
]

Payment Information
Payment Type

[©] Credit Card
Card Type *

= MasterCard

Expiration Month *

) 01-January

Recurrence Schedule
Recurring *
~

~ Full Amount

Start Using *
] 12/27/2017

Last Name *
&
State/Province *
* 9 MI Michigan
Phone Number *
* L 2485551200

Card Number *
#

Expiration Year *

iz 17 v

Zip Code *

9 48307 *

If a payment method already exists, it will display under the payment method list.
From this screen staff/admins can edit or delete an auto-pay method for a parent.

With proper permissions parents are able to self service their auto-pay information
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from the portal- click here for an overview.

To see all parents who have registered an auto-pay account you canpull the auto-pay
holder report.

If payments are set to process automatically, nothing further is required from
staff/fadmin users.. If batches are being created manually, to create an auto-pay batch
go to the Payments > AutoPay Batch Screen.
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Family Record, Vacation Tab

Last Modified on 01/04/2018 9:35 am EST

The vacation option on the family record allows sites to track vacation or reservation
requests. The vacation schedule for a child in the system allows administrators the
ability to schedule when a child is going on vacation or going to be absent from the
center.

e Vacation can be added day by day, the family will not be charged for vacation
days
e Reservation weeks will charge the family 1/2 of the week's tuition for the weeks

that are entered

From the Family Record, select the Vacation tab.
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Frozen Family 2
£ Family ID 317246

Regular

Studerts] Ctatement Type

Imternal Mote:

Summary | Family | Children | Parents Third Party | Volunteers | Communication  Auto-Pay |RUSEGIGE Financlals | Recelpts | Merge

555.00
Eslamcs Cutstandineg ¥

Add View Journal Motes

Vacation Request

Szl=ct one or mare child acetion Start Date
Anna Frozen - =

Elsa Frozen Mumber of Days of Vacetion

s

Howe t0 use vacation days?

O Wacetion - Deduct From Vacation Days O “Wacation - Do Mot Deduct From Vacetion Days O Subtract Vacetion Dayis)

= Enollment List

O Add Vacation Dayvlz)

& Save Request

Child Mame ‘Wacation Cycle Date Current Roocm B T W ™ =
4 Anna Aug 28 Flexiole Care, #-
Al
Flexiole Care,
Elsz Aug 28 o o

1

Status

Darys Remaming

u]

0

= Vecation Summary

Child Mame Daze % of Days

= Family Portal Requests

vacatlon Stard
11 G017

Child Hame
Elsa Fromen

Requestsd By

FrozenParent?

Request Data

# of Days
4 10HB201T

Approved By Slatus

To adjust vacation balances for children select the child that will be on vacation in the
Select one or more child section. To select multiple children, click on each of the

children’s names while holding down the Ctrl key on the keyboard.

Enter the date the vacation for the child will start in the Enter the first day of vacation

text box.

Enter the number of days the child will be on vacation or absent from the center in the

Enter the number of vacation days field.

Select the option for the child’s vacation days.
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e Select Vacation — Deduce From Vacation Days to have the vacation days
deducted from the child’s allowed vacation days.

e Select Vacation — Do Not Deduct From Vacation Days to have the vacation days
not removed from the child’s allowed vacation days.

e Select Subtract Vacation Day(s) to remove vacation days from a child without
having the child be scheduled on vacation.

e Select Add Vacation Day(s) to add additional vacation days for a child.

When finished, click on the Save Request button.

Frozen Family 2 Regular 555.00

( Family ID 317246 Student{s] Staternent Type Eslancs Cutstandineg }

Irternal Mote: Add View Journal Motes

Summary | Family | Children | Parents Third Party | Volunteers | Communication  Auto-Pay (RUSSGECSE| Financlals | Recelpts | Merge

=3

Sal=ct one or mare child Wacation Start Date
Anna Frozen - = 01/15/2018
Elsa Frozen

Mumiber of Davs of Vacstion

i 3

-

Hewe to use vacation days?

@ Vacstion - Deduct From Vacation Days O Yacation - Do Mot Deduct From Vacetion Days O Subtract Vacstion Dayis) O Add Vaceticn Dayls)

& Save Request

Child Mame Wacation Cycle Date Currant Rioom L5} T W TH E Status Diays Bemaming

After clicking on the Save Request button, the screen will refresh. The child’s vacation
schedule will be displayed in the Vacation Summary section.
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Select one or mare child Vacation Start Date
Anna Frozen - ]
Elsa Frozen

Mumber of Days of Wacstion

Hewe 2o use vacstion days?

O Wacation - Deduct From Vacstion Days O Yacation - Do Mot Deduct From Vacetion Days O Subtract Yacation Dayls) O Add Vaceticn Dayls)
& Save Request

= Enollment List

Child Name acation Cycle Date Currant Boom [0} T W TH E Status Dharys Remaming
4  Anna fug 28 Flexible Care, #r o
Al
Elsa fug 28 Flexible Care, #r o
Al
4 3
i= Vacation Summary
Child Mame Diate % of Days Status
®  Anna Frozen 01/16/2018 1 APPR
®  Anna Frozen 01/23/2018 1 APPR
®  Anna Frozen 01,30/2018 1 APPR
x Elzz Frozen 01/17/2018 1 APPR
x Elzz Frozen 01/24/2018 1 APPR
x Elzz Frozen 01/31/2018 1 APPR
4 3
i= Family Portal Requests
Chlid Hamg ‘Vacation 5tar # of Days Regquested By Regquest Dabs Approved By 313
Elsa Frozen 1162017 4 FrozenParent2 1162017 P

Enrollment List displays the programs the children are currently enrolled in and their
vacation balances.

Vacation Summary displays the vacation days that have been added for the child(ren).

The Family Portal Requests section displays pending requests families have submitted
from the portal (if vacation requests are displayed on the Family/Parent/Connect
Portal).

If a site tracks reservation weeks, select the Action button, then select Reservation
Weeks-
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Select one or mare child Vacation Start Date Reservation kg
Anna Frozen - ]
Elza Frozen
Mumiber of Days of Vacation
T e

Hevw %o use wacstion days?
O Wacation - Deduct From Vacstion Days O Yacation - Do Mot Deduct Fram Vacation Davs O Subtract Wacation Dayis) O Add Vacetion Dayls)

& Save Request

Existing reservation weeks will display in the the Reservation Weeks box.

To add a reservation week enter the week start date, select the student and add any
notes for the week. Press Save to commit changes.

Admission/Personsl Dhoctor/Heakn Progrem/Room Assignment Celendar Wiew

= Reservation Weeks

Reservation Wesk Student Comments Status

Add/Edit Reservation Weeks

Reservation Week Date

= 01/15/2018 & Frozen, Elsa

Student

Comments

A confirmation box will display, press OK to continue.
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Reservation was successfully saved.

To edit or remove a week select the edit icon (the box with pencil) or the red x to
delete.
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Family Record, Financials Tab

Last Modified on 01/11/2019 3:31 pm EST

The family Financial tab displays the family's charges, adjustments, and payments. The
look of this screen may vary depending on if a site is running defined or transactional
billing, but the functionality is generally the same.

To change the statement year, click the Year drop-down box and select the year to
display. Once in a new year, users are unable to delete prior year transactions. If a total
needs to be corrected, an adjustment/fee would need to be added to the ledger by
selecting the Actions button, then select Adjustment/Add Fee.

Summary | Family | Children | Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation |[aiEL =8| Receipts | Merge

Total Qutstanding:

User Post Date Description Fee Payment  Original Balance

+ Statement ID: 4389696 - Date Range: 01/01/2018 to 12/31/2018
=Y P . Nomal Feo

Actions Menu

There are several options under the Actions menu within the Financials tab. Click on
the links below for more information.
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Summary | Family | Children | Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation [WaliELaz S

Year Total Qutstanding:

ol o |- $ 43600

Statement List Adjustments/Add Fee
Charge/Reduce Revenue
User Post Date Description Fee Make Payment
s Statement ID: 6338221 - Date Range: 01/01/2018 to 12/31/2018 ‘
Carson Miller - Normal Fee - DCW Transactional- Deposit Correction
CENTER 1 Coupons
0 stevemillerl 11/15/2018 DCW Transactional- CENTER 1 Cub Scouts Zoo Trip - 2000 P
*School Year Care - Extracurricular Activities 2018 - Pickup Fee
11/01/2018 to 12/31/2018 Registration Fee
Carson Miller - Normal Fee - DCW Transactional- PrePay D .
o System Tl o I E T J00 ey Depest
Cub Scouts Zoo Trip - 11/05/2018 to 12/31/2018 - i Transfer Balance
Normal Fee
Carson Miller - Registration - DCW Transactional- Voided P
: CENTER 1 oided Payments
0 stevemiller 12/06/2018 Registration Fee: Cub Scouts - Lions - Extracurricular >10
Activities 2018 - 12/07/2018 to 12/31/2018 Statement Actions
Carson Miller - Tuition - DCW Transactional- CENTER
) 1
i a2l 12/06/2018 £y, Feas: Cub Scouts - Lions - Extracurricular 150/ Show Reversals
Activities 2018 - 12/07/2018 to 12/31/2018 Sort Fees before Payments for Date
Carson Miller - Registration - DCW Transactional-
() stevemiller] 12/10/2018  SENTERI 135.0) ! :
Registration Fee: Cub Scouts - Lions - Extracurricular i B4 Email Statement Options
Activities 2018 - 12/17/2018 to 12/31/2018 = Statement
Carson Miller - Tuition - DCW Transactional- CENTER :
) 1 .1 Year End
0 stevemillerl 12/10/2018 - . 150
Extra Fees: Cub Scouts - Lions - Extracurricular Ele t
Activities 2018 - 12/17/2018 to 12/31/2018 e
Carson Miller - Registration - DCW Transactional- (3 PDF
) CENTER 1 ;
0 stevemiller] LR Registration Fee: Girl Scouts - Extracurricular Activities 100 Export to CSV
2018 - 12/19/2018 to 12/31/2018 —

e Adjustments/Add Fee - add a credit or debit to a family's account

e Charge/Reduce Revenue - add a credit or debit to a family's account

e Make Payment - receipt a payment to a family's account (check, cash, money
order)

e Deposit Correction - update a deposit's amount or detail

e Coupons - add a coupon (credit) to a family's ledger

e Pickup Fee - add a late pickup fee to a family's ledger

e Prepay Deposit - accept prepayments for families in the system

e Transfer Balance - move a balance from family to family

e Voided Payments - view payments that have been voided

e Show Reversals - view any payment reversals

e Email Statement Options

e Statement - enter the Customer Statement Criteria to pull a statement for the

family
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Q Doycare‘ DCW '.[rlmua.cl.imml- Center |
WORKS sl i O

FEIN: 123456TE9)

Wendy Peter Pan Statement Date
123 Fairy Lane From: 01/012018
Neverland, AZ 85641 To: 12312018

Beginning Balance: 75.00

Post Date Descriphion = Credits Balance

dew kegass 01/04/2018  |Lase Pickup Fee Late Fee Adjusiment 4.00 79,00
Totals: 200} 00)
Ending Balance: 79.00

e Year End - pull a year end payment statement for the family. If no payments have

been received for the year selected, the statement will display as blank (no detail)

Year End Tax Statement: 2018

Q Do yca re- Wendy Peter Pan Amit Paid: 50.00
“WORKS )

Meverdand, AZ 5641

TAX IIx 1234567890

DCW Transactional- Center 1 * 445 5. Livernos ® Rochester M1 48307

Family Name: Wendy Peter Pan
Children Name: Tinkerbell Peter Pan

Date UserName Descriplion Amount
01042018 Check - Mbr: 2345 $ 50.00
Total § 50,00

e Current - displays current and prior statement detail. Please Note: this will be

most useful for defined billing clients
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Invoice Number: 4389690
Invoice Date: 01/04/2018

DayCare-
WORKS

Wendy Peter Pan

255

DCW Transactional- Center | * 445 8, Livernois * Rochester M1 48307

Wt.'nd_y Peter Pan
123 Fairy Lane
Neverland AZ E5641

Due Date: Upon Recaipt

Balance Due: 29.00
Payment Amount:

Check #:

Please Tear OfT

DCW Transactional- Center |
445 S, Livemois
Rochester M1_48307

Invoice Mo, 4 3KO6G()

Name: Wendy Peter Pan

Address 123 Fairy Lane

City: Neverland State: AZ Zip: 85641
Phone:

01012018 Previous Balance Owed
0142018 dew_kgass Late Fee Adjustment
0INE2018  dew_kgass Check - - 2345

Last Statement Details

Center | - 020172018 1o 02728201 8(MTWRF)

Tinkerbell Peter Pan - PM, After School Care ~ DCW Transactional-

Post Date: 010172018
Tax [D: 1234567890

Billing Begin: 01/01/2018
Billing End

Last Amount Recewved: § 50.00
Last Amount Pad Date: 01/042018

1273172018

75.00 75.00
4.00 T9.00
-50.00 29.00

Total: -_l'd.{in

11012017 dew_kgass 25.00 25.00
Center | - 11/01/2017 to 1 130201 T(MTWRF)

010172018 dew_kgass Tinkerbell Peter Pan - PM, After School Care ~ DCW Transactional- 25.00 50.00
Cenler | - 01/01/2018 10 01731201 5(MTWRF)

020172018 dow_kgass Tinkerbell Peter Pan - PM, After School Care ~ DCW Transactional- 25.00 75.00

Tt 7500]

e PDF - family statement detail displayed with less detail in a PDF format

DCW - Transactional
445 S, Livernois
Rochester M1 48307

Qp DayCare-
PWORKS

Payment

01/01/2018

= Previous Balance Owed -
010172018 dow_kgass = Late Pickup Fee - Late Fee Adjustment
010472018 dew_kgass Check - Nbr: 2345 - 7:59 AM

75.00
4.00

50.00

e Export to CSV - excel version of the statement
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(2] 4] L™ U

Post Date Description Fee Payment

1/1/2018 - Normal Fee - Previous Balance Owed - 01/01/2017 - 12/31/2017 405

1/4/2018 - Late Pickup Fee - Late Fee Adjustment 4

1/4/2018 Check - Nbr: 2345 - 7:59 AM 50
Total 409 50
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Family Record, Financials Tab
Adjustments/Add Fee

Last Modified on 01/09/2019 3:45 pm EST

There are several ways a credit (adjustment) or a fee could be added to a family's
account. If the adjustment/fee needs to be added for only one family, follow the steps
below:

1. Navigate to the family record, then select the Financials tab

T Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup Q

Miller Family 4 Regular 436.00
< Family ID 4131%0 Studentis) Statement Type Balance Outstanding >
Internal Mote: Add/View Journal Notes

Summary | Family | Children | Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation JfiEW==4 Receipts | Merge

Year Total Outstanding:
| 2018 | = $436.00
Statement List
User Post Date Description Fee Payment  Original Balance

+ Statement ID: 6338221 - Date Range: 01/01/2018 to 12/31/2018 -
Carson Miller - Normal Fee - DCW Transactional-
CENTER 1

0 stevemillerl 11/15/2018 DCW Transactional- CENTER 1 Cub Scouts Zoo Trip - 2000 2000

“School Year Care - Extracurricular Activities 2018 -
11/01/2018 to 12/31/2018 Registration Fee

2. Click Actions, then select Adjustments/Add Fee

Summary | Family | Children | Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation |[SfiEsE\l| Receipts | Merge

Year Total Qutstanding:

Statement List I Adjustments/Add Fee I
Charge/Reduce Revenue

User Post Date Description

Make Payment
+» Statement ID: 6338221 - Date Range: 01/01/2018 to 12/31/2018 ‘

Carson Miller - Normal Fee - DCW Transactional- Deposit Correction
CENTER 1 Coupons

0 stevemillerl 11/15/2018 DCW Transactional- CENTER 1 Cub Scouts Zoo Trip - 2000
*School Year Care - Extracurricular Activities 2018 - Pickup Fee

11/01/2018 to 12/31/2018 Registration Fee
Carson Miller - Normal Fee - DCW Transactional-

CENTER 1 PrePay Deposit
o System 1/15/2018 ¢\ Scouts Zoo Trip - 11/05/2018 to 12/31/2018 - e Balance
MNormal Fee

Carson Miller - Registration - DCW Transactional-
CENTER 1 5101 Voided Payments

o stevemillerd 12/06/2018 Registration Fee: Cub Scouts - Lions - Extracurricular

o Split Families - if an adjustment needs to be added to a split family, the
Adjustment/Add Fee option is not available if the Sponsor drop-down is set
to Combined. Use the drop-down to select a parent/agency, then navigate

to the Actions menu
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Summary | Family | Children | Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation (zlEN=E1

Year Sponsor Total Qutstanding:

= 2018 | - * Combined - $880.90 - 126.00 = $ 754.90

3. Adjustment Type - select the adjustment type from the drop-down menu.
Please Note: this list is populated fromvalid values that have been setup. The type
of adjustment selected will impact the GL detail (if setup) and will help to class
the type of transaction that users have created. Adjustment types can be generic

or specific depending on reporting requirements

Adjustment Type: *

S Please select an Adjustment Type

Please select an Adjustment Type
Bookkeeping Fee
Center Registration Fee
Late Pickup Fee
Payment Write Off
Security Depaosit
Summer Tuition

Tuition

Registration
Re-Registration

Activity Fee

Late Fee

4. Adjustment Amount - enter the amount that will be debited or credited to the
account. Please Note: to create a balance due, enter a positive number; to create
a credit, enter a negative number

5. Post Date - select the date the transaction will post from the calendar. Best
Practice: only use dates within the current month, this would ensure closed
reconciliations from prior months are not impacted

6. Student/Child - select which student's record this adjustment should be tied to

7. Due Date - if there is a due date tied to the fee, select the due date from the
calendar

8. Post Against Classroom - select which room the debit or credit should be tied to.
If no room displays, but the student has a current, prior, future room assignment,
click Show All. Best Practice: always select a room and schedule to ensure proper

allocation of the credit/fee
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9.

10.

11.

12.
13.

14.

15.

Post against Classroom:

Show All

Schedule - select the time frame of the room that should be associated to the
transaction. If no schedule displays, click Show All. Best Practice: always select a

room and schedule to ensure proper allocation of the credit/fee

Schedule:

v Mot Selected -

Show All

Notes - enter any notes for the transaction; these notes will display for parent on
the financial statement
Do Not Show Adjustment Type Label - this will hide the type of adjustment that

was selected on the family statement

D Do Mot Show Adjustment Type Label

Number of Units - enter the number of units if the adjustment is related to items

From Date/To Date - Best Practice: leave the default

Period - show on current period (mm/dd yyyy):
From Date: To Date:

M 01/09/2019 M 01/09/2019

Existing Fee List - to allocate to a specific line item, click the transaction displayed

in this section. Please Note: this is optional

Apply To: (Click On Existing Row Below)

Existing Fee List

Date Student Room Amount Due

Registration - Registration Fee: Girl Scouts - o
01/08/201% miller, Stephanie Girl Scouts Extracurricular Activities 2018 - 01/14/2019 to 10.00 10.00
05/31/201%

Registration - Registration Fee: Girl Scouts -
01/08/201%  miller, Sarah Girl Scouts Extracurricular Activities 2018 - 01/14/2019 to 10.00 10,00
05/31/2019

[ PR URTR , TR L )

4 L3

Click Save. The adjustment/fee can now be viewed on the family's financial
screen. If a statement needs to be sent to the family, navigate to Payments >

Outstanding
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Family Record, Financials Tab -
Charge/Reduce Revenue

Last Modified on 01/10/2019 10:35 am EST

The Charge/Reduce Revenue option allows administrators to simplify adjustments
made to financial ledgers for families within the system. Using this method
administrators can select what Type - Fee Valid Values can be setup in the system and
have charge revenue.

Please Note: when setting up the Type - Fee Valid Values, the Revenue Adjustment
Category must be selected.

Charge Revenue
1. Search for the family by entering the last name into the Search box or using the
magnifying glass

Search_.. s

i Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup

Miller Family
( Family ID 413190 Stu

Internal Mote:

Summary | Family | Children | Parents | Third Party | Volunteers | Communicatio

Y-Z ALL

Year Show All O Yes @ Mo

= 2018 =

) Advanced Search
Statement List

2. Select the Financials tab

T Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup Q

Miller Family 4 Regular 436.00
< Family ID 413190 Student(s) Statement Type Balance Outstanding >
Internal Note: Add/View Journal Notes

Summary | Family | Children | Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation JZEWsE\HY Receipts | Merge

Year Total Qutstanding:

o] e |- $ 43600 L

3. The click Actions and select Charge/Reduce Revenue

192



O o N o0 U

10.

Auto-Pay | Vacation | aEl=FE8| Receipts | Merge

Total Outstanding:
IChargE-f Reduce Revenuel
F
iy ‘ Make Payment
hal Fee - DCW Transactional- Deposit Correction
CENTER 1 Cub Scouts Zoo Trip - 200 Coupons
Fxtracurricular Activities 2018 - Pickup Fee
E1/2018 Registration Fee
| Fee - DCW T ctional-
hal Fee ransactiona od PrePay Deposit
-11/05/2018 to 12/31/2018 - i Transfer Balance
ttration - DCW Transactional-
510l Voided Payments
b Scouts - Lions - Extracurricular )

Select Charge Revenue from the | WANT TO drop-down

Charge/Reduce Revenue

Family: | WANT TO: *
Miller Family $

Charge Revenue -

Adjustment Type - select the adjustment type from the drop-down menu
Adjustment Amount - enter the amount of revenue to be charged
Student/Child - select the student the revenue will be charged to

Post Date - select the post date

Post Against Classroom - select the classroom the revenue will be charged to

Notes - enter an additional notes

. Period - From/To Date - select the period for the charged revenue

12.

The Summary section will show the balance before and after the adjustment

Balance before Adjustment: 436.00
Adjustment: 10:0.00
Balance after Adjustment: 5346.00
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13. Click Save

Reduce Revenue

1. Search for the family by entering the last name into the Search box or using the
magnifying glass

ch...

b Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup

Miller Family — — — —
< Family ID 413190 sl K-L || M-N || O-P
Internal Mote:
Q-R S-T u-v W- X
Summary | Family | Children | Parents | Third Party | Volunteers | Communicatio v.7 ALL |

Year Show All O Yes @ Mo

= 2018 -

) Advanced Search
Statement List

. Select the Financials tab

N

T Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup Q

Miller Family 4 Regular 436.00
< Family ID 413190 Student(s) Statement Type Balance Outstanding >
Internal Note: Add/View Journal Notes

Summary | Family | Children | Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation JZEWsE\HY Receipts | Merge

Total Qutstanding:

Year
2o |- 5 43600

3. The click Actions and select Charge/Reduce Revenue
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10.

Auto-Pay | Vacation | aEl=FE8| Receipts | Merge

Total Outstanding:
IChargE-f Reduce Revenuel
F
iy ‘ Make Payment
hal Fee - DCW Transactional- Deposit Correction
CENTER 1 Cub Scouts Zoo Trip - 200 Coupons
Fxtracurricular Activities 2018 - Pickup Fee
E1/2018 Registration Fee
| Fee - DCW T ctional-
hal Fee ransactiona od PrePay Deposit
-11/05/2018 to 12/31/2018 - i Transfer Balance
ttration - DCW Transactional-
510l Voided Payments
b Scouts - Lions - Extracurricular )

Select Reduce Revenue from the | WANT TO drop-down

Charge/Reduce Revenue

Family: I WANT TO: *
Miller Family $

Reduce Revenue

In the Existing Fee List, select the row to associate the reduced revenue to

Apply To: {Click On Existing Row Below)

Date Student Room

Registration - Registration Fee: Girl Scouts -
Extracurricular Activities 2018 - 01/14/2019 to
05/31/2019

Registration - Registration Fee: Girl Scouts -
Extracurricular Activities 2018 - 01/14/2019 to
05/31/2019

Registration - Registration Fee: Girl Scouts -
Extracurricular Activities 2018 - 01/14/2019 to
05/31/2019

01/08/2019 miller, Stephanie Girl Scouts

01/08/201%9 miller, Sarah Girl Scouts

01/08/2019 miller, Stephanie Girl Scouts

4

Amount

10.00

10.00

10.00

Due

10.00

10.00

10.00

Adjustment Amount - enter the amount of revenue to be reduced

Student/Child - the student's name, from the selected line above, will appear in

this field
Post Date - select the post date

Notes - enter an additional notes

The Summary section will show the balance before and after the adjustment
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Balance before Adjustment: 436.00

Adjustment: 20.00

Balance after Adjustment: 456,00
11. Click Save

Write-Off Family Bad Debt

Click here for more information
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Family Record, Financials Tab - Make
Payment

Last Modified on 01/11/2019 10:26 am EST

This screen only accepts paper-type payments; these include cash, check, and money
order.

1. Navigate to the family's record

.- miller|

DCW Transactional- CEMTER 1
Miller Family - miller, steve (Id: 4131%0)

nect Approvals Reports Staff Setup Q

DCW Transactional- CEMTER 1
Miller Family - N/A, N/A (Id: 413190)

DCW Transactional- CEMTER 1
Miller, Carson (Id: 950104)
Miller, Michael {ld: $533%94)

DCW Transactional- CENTER 1 Sasaan

miller, Stephanie (Id: #533%5)

2
2
¥
¥
¥
¥

DCW Transactional- CEMTER 1
miller, Sarah (Id: $533%4)

- =N N =]
2. Click the Financial tab

Summary | Family | Children | Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation JaLEUlEEd Receipts | Merge

Year Total Qutstanding:

s e |- § 43600

3. Click Actions, then select Make Payment

Total Outstanding:

Charge/Reduce Revenue
Fee

I Make Payment
S ctional- Deposit Correction
|uts Zoo Trip - 200 Coupons
ities 2018 - P|c|{up Fee
N Fee
Lactional-
AcHons o PrePay Deposit
/31/2018 - ] Transfer Balance
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4. Complete the Payment Allocation detail

Payment Allocation

Farnily:

Miller Family
Pﬁ;mem A:;;H;O D Do not auto allocate
Payment Type: Deposit Date:
H Cash - & 01/10/2019
Is this & Prepay Deposit?
= No >
Deposit For Schedule:
Miller, Michael - AM, Before School Care:12/24/2018 to 05/31/2019 o

Check #:

<

Motes:

[¢]

Payment Amount - enter the amount of the payment

o Do not auto allocate - if the payment should to be associated to specific line
item, select this option and choose the line item below in the Allocation
Details section

o Payment Type - choose the payment type

o Deposit Date - enter the date the deposit was made for the payment

o Isthis a Prepay Deposit? - if this is payment for a prepaid deposit, select the
type, if not, select No

o Deposit for Schedule - choose the student and schedule from the drop-
down list to associate the payment to

o Check # - enter the check number for the payment, if applicable

o Notes - enter any necessary notes

5. Click Save
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Family Record, Financials Tab -
Coupons

Last Modified on 01/11/2019 11:08 am EST

Coupons in the system allow administrators to advertise specific discounts as
marketing or use coupons as a reward for families in the center. Before setting up
coupons, Revenue Type Valid Values, Type - Fee Valid Values, and Rate Categories
must be setup. Coupons can be applied as a one-time coupon or for multiple billing
periods.

Adding a Coupon to a Student

1. Search for the family by entering the last name into the Search box or using the

magnifying glass

Search_..

i Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup

Miller Family
( Family ID 413190 Stu

Internal Mote:

Summary | Family | Children | Parents | Third Party | Volunteers | Communicatio

Y-Z ALL

Year Show All O Yes @ Mo

= 2018 =

) Advanced Search
Statement List

2. Select the Financials tab

T Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup Q

Miller Family 4 Regular 436.00
< Family ID 413190 Student(s) Statement Type Balance Outstanding >
Internal Note: Add/View Journal Notes

Summary | Family | Children | Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation JZEWsE\HY Receipts | Merge

Year Total Qutstanding:

o] e |- $ 43600

3. The click Actions and select Coupons
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Vacation |[WalEL == l| Receipts | Merge

P oL L SN ANS

CW Transactional-

ons - Extracurricular
h 12/31/2018

IDCW Transactional- Pickup Fee

ons - Extracurricular S04

h 12/31/2018 PrePay Deposit
LW Transactional- Transfer Balance
ons - Extracurricular 30.0

p 12/31/2018 Voided Payments

Total Outstanding:

Charge/Reduce Revenue

Fee
Make Payment

30.01 Deposit Correction

. The Coupons section will display current coupons being applied to the students

within the selected family

=z

4

Mame Coupon Amount Start End Count Status Apply Date
Miller, Carson AM Tuition 10.00% 02/01/2018 02/28/2019 0 D 01/14/2019 x

5. To add a new coupon, complete the Coupon Information section

(e]

Select Student - choose which student to apply the coupon to from the
drop-down menu

Select Coupon - select a coupon from the available coupons. Please Note:
coupons must be setup prior to this step. If a new coupon needs to be
added, click here

Redemption Code - enter a redemption code, if applicable

Coupon Amount (Only for coupons that allow overrides) - when a coupon is
selected, the section should auto-fill

Apply On Date - if there a date the coupon should be applied on, select the

date from the calendar
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o Notes - enter any additional notes

6. Click Save
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Family Record, Financials Tab - Pickup
Fee

Last Modified on 01/11/2019 11:34 am EST

Late Pickup Fees allow a center to add rules to how a family should be charged if a
student is picked up after center hours. Late Pickup Fees must be setup prior, click
here for instructions.

Adding a Late Pickup Fee to a Student

1. Search for the family by entering the last name into the Search box or using the

magnifying glass

Search...

A Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup

Miller Family
< Family ID 413120 Stul

Internal Note:

Summary | Family | Children | Parents | Third Party | Volunteers | Communicatio

Y-Z ALL

Year Show All o Yes @ No

= 2018 -

) Advanced Search
Statement List

2. Select the Financials tab

T Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup Q

Miller Family 4 Regular 436.00
< Family ID 413190 Student(s) Statement Type Balance Outstanding >
Internal Note: Add/View Journal Notes

Summary | Family | Children | Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation JZEWsE\HY Receipts | Merge

Year Total Qutstanding:

ol o |- $ 43600

3. The click Actions and select Pickup Fee
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Vacation WzN\EN'== 8| Receipts | Merge

Total Qutstanding:
Charge/Reduce Revenue
Fee
‘ Make Payment
W Transactional- Deposit Correction
Cub Scouts Zoo Trip - 20.0 Coupons
lar Activities 2018 - Pickup Fee
istration Fee
Wi ctional-
ransachons o PrePay Deposit
18 10 12/31/2018 - - Transfer Balance
W Transactional- _
. . 510l Voided Payments

. Complete the Late Pickup Fee section

Late Pickup Fee

Student/Child: *

& None -
Total minutes late for pickup: * Adjustment Amount: *

o] $
Date of |ate pickup: * Motes:

™ 01/11/2019 =

o Student/Child - select the student from the drop-down

o Total minutes late for pickup - enter the total number of minutes the
student was picked up late

o Adjustment amount - this field should auto-fill based on the Late Pickup Fee
setup

o Date of late pickup - select the date the student was picked up late

o Notes - enter any additional notes

. Click Save. The fee will be added to the family's financial ledger

Michael Miller - Center Registration Fee 16.00

(i ] dow_jhennig 01/11/2019 o (14 mim)
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Family Record, Financials Tab - PrePay
Deposit

Last Modified on 01/11/2019 3:54 pm EST

The PrePay Deposit option allows administrators to accept prepayments for families in
the system. This is frequently used by businesses that accept prepayments, but do not
want to have a large credit on a family's financial ledger.

1. Navigate to the family record, then select the Financials tab

¥ Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup Q

Miller Family 4 Regular 436.00
< Family D 413150 Studentls) Statement Type Balance Outstanding >
Internal Note Add/View Journal Notes
Summary | Family | Children | Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation JIUEUTe=Y Receipts | Merge
Year Total Outstanding:
& 208 v $436.00
Statement List
User Post Date Description Fee Payment  Original Balance
. Statement ID: 6338221 - Date Range: 01/01/2018 to 12/31/2018 -
Carson Miller - Normal Fee - DCW Transactional-
CENTER 1
0 stevemillerl 11/15/2018 DCW Transactional- CENTER 1 Cub Scouts Zoo Trip - 20.00 20.00

“School Year Care - Extracurricular Activities 2018 -
11/01/2018 to 12/31/2018 Registration Fee

2. Click Actions, then select PrePay Deposit

Summary | Family | Children | Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation [ \F1 =8l Receipts | Merge

Year Sponsor Total Qutstanding:

™ 2018 - * Guardian 1 Upthehill - $754.90
Adjustments/Add Fee
Statement List Charge/Reduce Revenue

User Post Date Description Fee Make Payment

. Statement |D: 4729750 - Date Range: 01/01/2018 to 12/31/2018 | i i
Deposit Correction

Jack Upthehill - Mormal Fee - DCW Transactional- c

CENTER 1 oupens

= dowkgass 02/01/2018 AM, Before School Care ~ DCW Transactional- Center 2400 Pickup Fee
1-02/01/2018 to 02/28/2018(M_WRF)
Jill Upthehill - Normal Fee - DCW Transactional- -
= dcw_kgass 02/01/2018 AM, Before School Care ~ DCW Transactional- Center 270.00

1 - 02/01/2018 to 02/28/2018(MTWRF) Transfer Balance

3. Navigate to the Prepay Information section and complete the information
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Prepay Information (&

Student: *

- Please Select -
Classroom *

# -- -
Payment Type: * Payment Amount: *

@ Cash - S
Parent Sponsor: *

- - -
Prepay Start Date: * Prepay End Date: *

01/09/2019
Revenue Type: *

@] -- -

o Student - from the drop-down list, select the student that will have the
prepayment allocated to them

o Classroom - choose the classroom the prepayment will be allocated against

o Room Semester - if there is a semester associated with the prepayment,
choose the semester here

o Payment Type - select the method of payment

o Payment Amount - enter the amount for the payment

o Parent Sponsor - select the paying parent

o Prepay Start Date - enter the start date for the prepayment

o Prepay End Date - enter the end date for the prepayment

o Revenue Type - select the revenue type associated to the prepayment.
Please Note: revenue types can be set up inValid Values

4. Complete the Allocations section

Allocations
Apply As: * Type of Adjustment:
m -- - m - -
o Apply As

m Payment - the prepayment will be posted on the family's financial
ledger as a payment

m Adjustment - the prepayment will be posted on the family's financial
ledger as an adjustment

o Type of Payment - select the payment type the parent is using
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5. Complete the Prepay Type section

Prepay Type

Prepay Type: *
m Prepay on Date -

Application Date:

o Prepay Type - this option will determine when the prepayment is posted to
the family's financial ledger
s Prepay on Billing Period - this will post the prepay on the family's
account for each of the billing periods
m Enter the Prepay Amount
m Select the Prepay Amount Type (percentage or dollar)
s Prepay on Date - the prepay will post on the family's account on the
provided date
m Provide the Application Date
m Prepay on Child Withdrawal - the prepay will post to the family's
account when a student withdraws from the center
6. Click Show More Fields to display the following options:
o Check Number - if the parent is paying by check, enter the check number
into this field
o Deposit Discount Type - if there is a discount setup for prepaid deposits,
select the discount from the drop-down
o Notes - enter any necessary notes regarding the prepayment
o DCW Batch Number - this option is used when payments are being batched

with user defined batch numbers, typically for reconciliation purposes. See

Batch & Report for more information
o Assigned Batch Number - this option is used when payments are being

batched with system defined batch numbers, typically for reconciliation

purposes. See Batch & Report for more information
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Family Record, Financials Tab -
Transfer Balance

Last Modified on 01/11/2019 12:19 pm EST

The Transfer Balance feature allows administrators to transfer an entire balance or
partial balance to another family.

1. Search for the family to transfer the balance from by entering the last name into

the Search box or using the magnifying glass

h..

A Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup

Miller Family
< Family ID 413120 Stul

Internal Note:

Summary | Family | Children | Parents | Third Party | Volunteers | Communicatio

Y-Z ALL

Year Show All o Yes @ No

= 2018 -

) Advanced Search
Statement List

2. Select the Financials tab

T Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup Q

Miller Family 4 Regular 436.00
< Family ID 413190 Student(s) Statement Type Balance Outstanding >
Internal Note: Add/View Journal Notes

Summary | Family | Children | Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation JZEWsE\HY Receipts | Merge

Year Total Qutstanding:

ol o |- $ 43600

3. The click Actions and select Transfer Balance

207



Vacation |WaE\lar | Receipts | Merge

Total Qutstanding:

Charge/Reduce Revenue

Fee
Make Payment

Deposit Correction
28|

Coupons

d 01/11/201% Pickup Fee

PrePay Deposit

) I Transfer Balancel
tration Fee 1,

ZS1 Voided Payments

4. In the Transfer Balance section, the From Family's information will be filled in.

Search the To Family's information using the family name or family ID

Transfer Balance (&

From Family

& 413190 To Family Search IS Q

DCW Transactional- CENTER 1<br/> - Giant Family (ld: 323498)

5. Once the To Family is selected, the fields below will be completed automatically

From Family (&' To Family (&

Family ID Family ID
& 413190 a 323498
Family Name Family Name
- Miller Family - Giant Family
Center Center
- DCW Transactional- CENTER 1 -3 DCW Transactional- CENTER 1
Balance Balance
s 260.50 S 606.00
Ledger Ledger
- v & v

6. Amount to Transfer - enter the amount of the balance to transfer to the new
family

7. Notes - enter any additional notes
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8. Click Save
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How to take a credit card or ACH
payment?

Last Modified on 05/01/2018 12:21 pm EDT

Go to the family's financial record.

Business Level - DCW Demo ¥

Central Falls
Smith Family - Smith, Granny (Id: 23513)

nect Approvals Reports Staff Setup Q

@ Central Falls

& Sith Family - Smith, Pappie (Ic: 23512)
e, Central Falls

Y Cmith lanathan (14- 204772)

On the financial page, select the actions button- then select Online Credit Card-

Smith Family 3 Regular 24482.00
( Family ID 23513 Student(s) Statement Type Balance Outstanding )
Internal Note: Test for Internal Notes Add/View Journal Notes

Summary | Family | Children | Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation Receipts | Merge

Year Total Qutstanding:

] 2017 ~ $ 24,482.00
Normal Statement List Adjustments/Add Fee

Charge/Reduce Revenue

User Post Date Description
H Make Payment

« Statement ID: 3499375 - Date Range: 05/21/2017 to 05/27/2017 ‘

Deposit Correction
o 07/20/2017 ~ Normal Fee °
Previous Balance Owed - 04/02/2017 - 04/08/2017 Online Credit Card
9 @ System 05/21/2017 Janes Smith - Normal Fee - Central Falls Coupons @

A Big Room - 05/21/2017 to 05/27/2017

On the payment screen, enter the payment amount then select the payment type.
From this screen only Credit Card and ACH payments can be made.

Enter credit card or ACH detail in the credit card information section. Then select the
payer and related detail.

Once the payment detail has been entered, select Check Out to process the payment.
ONLY CLICK THIS BUTTON ONCE.
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Smith Family 3 Regular 24482.00

< Family ID 23513 Student(s) Statement Type Balance Qutstanding >

Internal Note: Test for Internal Notes Add/View Journal Notes

Online Credit Card / ACH Payment

Please fill in the fields below and click the check out Button. Please verify your information before submitting your data.

Payment Amount *

$ 4

D Do not auto allocate

Payment Type
@ Credit Card

Credit Card Information

Card Type * Card Number *
= Select Card Type # *
Expiration Month * Expiration Year * cwv
i 01-January m 18 a
Payer/Billing Information
Paying Parent
@ -
First Name * Last Name *
a a *
Billing Address 1 * Billing Address 2
e 8490 Red Rock Dr 9
City * State/Province * Zip Code *
9 Farmington Hills 9 MI Michigan - Q 48334.0 *
Phone Number * Email Address *
L 2482871224 = *
Is this a Prepay deposit?
? No -
Deposit For Schedule
No -

***Please only click the button once

The payment will be processed through the gateway and will immediately display on
the family's financial ledger.
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Processing a refund

Last Modified on 05/01/2018 12:18 pm EDT

To process a refund go to the family's financial page and select the payment
corrections icon.

Boyd Family 1 Regular 347.00
< Family ID 1308568 Student(s) Statement Type Balance Qutstanding )
Internal Mote: Add/View Journal Motes

Summary | Family | Children | Parents | Third Party | Volunteers | Communication Financials

Year

Total Qutstanding:
Normal Statement List

User Post Date Description Fee Payment  Balance

+ Statement ID: 4321859 - Date Range: 11/01/2017 to 11/30/2017

Tuition
0 A2/2612001 Previous Balance Owed - 605.00 605.00
(@ @ ckulick 01/02/2018  Debit Card 30000 30500
-11:07 AM
] . Late Fee
i QI kulick 01/02/2018 218 =8 1 ctment 10.00 315.00
® =z |Create A Payment Correction 20,00 335.00
OF calick 01/02/2018  Late Fee 12.00 347.00

Late Fee Adjustment
Total 64700 30000  347.00

If the refund is a credit card refund select Gateway Refund/Void-

Summary | Family | Children | Parents | Third Party | Volunteers | Communication Financials

Payment Correction

Action:

n -- Please Select Action -- -
-- Please Select Action --
Return Payment & Save

Payment Correction

Payment Recovery
Payment Void

Refund

Gateway Refund/Void *
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If the refund is a check or cash refund select Refund-

Summary | Family | Children | Parents | Third Party | Volunteers | Communication Financials

Payment Correction
Action: *

n -- Please Select Action -- -

-- Please Select Action --

Payment Correction o Save

Payment Recovery

Payment Void

Enter amount being refunded, then select Save-

Summary | Family | Children | Parents | Third Party | Violunteers | Communication | Auto-Pay | Vacation |aiiEu=ES

Payment Correction

Action: * Payment Amount:
Q Refund - $ 300.00
Refund Amaount:
5 175
Mote:
Allocated Fees
Post Date  Description Amount Due  Allocation
¢ 04/05/15 Samantha Boyd-After School - 04/05/2015 to 04/11/2015 75.00 5000 -
| 10/01/15 Samantha Boyd-Infant 1 - 10/01/2015 to 12/11/2015 100.00 100.00
[ 12/14/15 Samantha Boyd-Infant 1 - 12/14/2015 to 12/17/2015 100.00 100.00
[ 12/20/16 Samantha Boyd-Central Falls BC - After Care Rooms - Test Fun Rooms - 2 25.00 2500 -
1 »

o |f the payment was made by cash or check, the refund will need to be created
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outside of our system after the Refund option has been selected and added to
the financial ledger.

e Ifthe payment was made electronically- credit card or ACH and the Gateway
Refund/Void option is selected the refund will automatically go back to the

parent's credit card or ACH account.
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Family Record, Receipts Tab

Last Modified on 01/08/2019 3:49 pm EST

The Receipts tab within the Family record contains email receipts that were sent to
parents after they register their existing student(s) into a program.

Setting up the Email Template

1. Click Setup, then select System Config

Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup Q

b Semester
Classroom
E Classroom List Classroom Summary
Center Classroay RAteS
ichedules
Fees
Vacation
Third Party
Billing
Schedule
2 Bus
Health
Changes
Checklist
1 Daily Sheets
Admins
Program y
Changes Mo Records Found \I:- System Config

2. Select Email

3. Navigate to the Template Type drop-down

Setup Email Account

*SMTP server:| 192.168.33.15:2525

*SMTP User: dow_jhennig

“SMTP Password: | sesssssss
Do Mot Reply Email: | donotreply@cirnusgroup.com
Ermail Timeout:| Default - 20 seconds ¥ | @)

Staff-Sent Emails:| Default - Send "on behalf of' staff and with staff reply-to v

Max Emails Per Staff-Sent Batch:| 50 @

SAVE CONFIG DELETE CONFIG

Custom Email Template Types
Setup Email Templates

‘ Template Type:| -- v
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4. Select the Template Type: Portal Registration Confirmation - Parent

Setup Email Templates

Template Type:| Portal Registration Confirmation - Parent v

5. Choose a message format
o PLAIN
o HTML (recommended)
6. Apply To: (This option is only available when setting up the template under the
business level)
o Current Center Only - the template will be created for the current center
o All Centers - the template will be created for all centers under the business
level
7. Enter a Subject for the email

8. Enter the email message

File=- Edit~ Insert~ View~= Format~ Table-  Tools -

- — 1 —
W T .
EL

Formats~ | B JF

i
il
hiil
1
il
-
hil

F m W ™ P A A @

Thank vou for registering with DCW Transactional!

@FinishingText

Please let us know if yvou have any questions!

9. Click Save
10. This message will appear in the Receipts tab of returning families after

registration

Please Note: Program specific Finishing Text can be setup in theroom configuration
screen.

Viewing Receipts

To view the email receipts sent to parents, follow the steps below:

1. Search by the student's last name in the top search field
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2. Click on of the parent/guardian's name

DCW Transactional- CENTER 1
Miller Family - miller, steve (Id: 4131%0)

DCW Transactional- CENTER 1
Miller Family - N/A, NAA (Id: 413190)

DCW Transactional- CENTER 1
Miller, Carson {Id: ?50104)

DCW Transactional- CENTER 1
Miller, Michael {Id: ?533%4)

=% =t =¢| B B

DCW Transactional- CENTER 1
miller, Stephanie (ld: $533%3)

.i. DCW Transactional- CENTER 1
miller, Sarah {ld: 2533%4)

3. Click the Receipts tab

Search__ - Business Level - DCW - Transactional e

i Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup Q

Miller Family 4 Regular 436.00
< Family ID 4131%0 Student(s) Statement Type Balance Outstanding >
nternal Note: Add/View Journal MNotes

Summary | Family | Children | Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation | Financials J:E030e Merge

4. Locate the receipt to view. Please Note: receipts are in order by date, newest on
top. If there were several registration confirmation emails sent, they will all be

listed separately
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4
@
@
4
=
4
=
@
=

E4

Receipt

01/08/201%
01/08/2019
01/08/2019
12/28/2018
12/28/2018
12/21/2018
12/21/2018
12/18/2018
12/10/2018
12/06/2018

11/15/2018

5. Click on the date to view. The receipt will display in the Receipt section

Receipts

Receipt

01/08/2019

IE;
=
=
=
=
=
=
=
=

(£

01/08/201%9
01/08/2019
12/28/2018
12/28/2018
12/21/2018
12/21/2018
12/18/2018
12/10/2018
12/06/2018

11/15/2018

Receipt
N/AThis is a confirmaiton email that a parent will recieve when they register for a program.

Program: DCW Transactional- CENTER 1 Girl Scouts - Extra Programs - Extracurricular Activities 2018
We look forward to seeing you for cur first Girl Scouts meeting on January 22!

Thank you for registering with DCW Transactional
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Family Record, Merge Tab

Last Modified on 01/04/2018 8:23 am EST

The Merge tab will allow users to merge families or move children from family to

family.

From the family record, select the Merge option.

Upthehill Family 2 Regular 0.00
< Farnily 1D 3345656 Student(s) Statement Type Balance Outstanding >
Internal Mote: Add/View Journal Notes
Summary | Family | Children | Parents | Third Party | Volunteers | Communication | Auto-Pay | Vacation | Financials | Receipts IRy
Family Merge
From Family To Family Portal Info to Retain
& 2 334656 | From Family -

e Enter the family ID that will be moving from or merging from in the From Family
field.
e Enter the family ID that will be moving to or merging to in the To Family field.
e Select the Portal Info to Retain-
o From Family (Family ID in the From Family field)

o To Family(Family ID in the To Family field)

Once detail has been entered, select the Show Families button.

Summary | Family | Children | Parents | Third Party | Violunteers | Communication | Auto-Pay | Vacation | Financials | Receipts (%S5

Family Merge

From Family To Family Portal Info to Retain

& 323499 & 334656 E To Family -

Once the families display check boxes will show next to each parent/guardian and
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child in the From Family column.

If the box is checked next to the user's name the user's detail will be merged over to
the To family column.

Family Merge
From Family To Family Portal Info to Retain
- 323499 & 334656 i} To Family v

& Show Families

[ Father: Beanstalk, Guardian 2 (633757) Falner. Upthehill, Guardian 2 (653666}

— Mother: Upthehill, Guardian 1 {654665)
) Mother: Beanstalk, Guardian 1 (633756)

- List of Children:
[ Beanstalk, Jack (419207)

[ Merge| Select Child v Upthehill, Jill (434264)

Upthehill, Jack (434266)

e To merge father information check the box next to the father's name

From Family To Family

#| Eather- Beanstalk, Guardian 2 (633757) Father: Upthehill, Guardian 2 (654666)
Mother: Upthehill, Guardian 1 {654665)
ther: Beanstalk, Guardian 1 (633736)

o List of Children:
[ Beanstalk, Jack (419207)

(] Merge| Select Child v Upthehill, Jill {434264)

Upthehill, Jack (434266}

e To merge mother information check the box next to the mother's name
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From Family

¥ Father: Beanstalk, Guardian 2 (633757)

j Mather: Beanstalk, Guardian 1 (633756)
“Blanstalk, Jack (419207)

[[J Merge| Select Child v

Father: Upthehill, Guardian 2 (6546566)
Mother: Upthehill, Guardian 1 (6546565)

List of Children:
Upthehill, Jill (434264)

Upthehill, Jack (434268)

e To MOVE a child from the from family to the to family select the box next to the

child's name

From Family

[ Father: Beanstalk, Guardian 2 (633757)
[ Mother- Beanstalk, Guardian 1 (633758)

[# Beanstalk, Jack (419207)
[0 Merge| Select Child v

To Family

Father: Upthehill, Guardian 2 (654666)

Mother: Upthehill, Guardian 1 (654665)

List of Children:
Upthehill, Jill (434264)

Upthehill, Jack (434266}

e To MERGE a child, select drop down box in the Select Child field, then check the

merge box and the check box next to the Child's Name- when children are

merged the detail for the selected child is added to the detail for the child that is

selected in the Select Child field.

From Family

[ Father: Beanstal k. Guardian 2 (633757)
|:| Mother: Beanstalk, Guardian 1 (633756)

¥ Beanstalk, Jack (419207)

LE7 Merge| Upthenhill, Jack (434266) v

Father: Upthehill, Guardian 2 (654666}
Mother: Upthehill, Guardian 1 (654665)

List of Children:
Upthehill, Jill (434264)

Upthehill, Jack (434266)
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If all children are moved or merged into a family the from family record will no longer
display.

Merging/moving also moves the financial detail from the from family, to the to family.

In order to merge users must have the Superuser role. If this is your first time
merging- try it on one of your test families first to experiment!
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Family > Lead Management

Last Modified on 10/24/2017 10:46 am EDT

The lead management area of the system allows centers to track potential family
activity within the system before the family has actually been created. To access the
lead management area select the Family option on the menu, then select Lead
Management.

On the Family > Lead Management screen any pending children will display
automatically. Pending children are children that are already a part of the lead
process.

Family Lead Management

Showing results for:

Status: Pending Search Criteria ~

Lead and Wait List

Center Parent First Parent Last Child Age Start Date  Create Date Accept Date Accepted By  Activity Type Status  Activity Accept R
Name MName Date
Mo Records Found L_. Page1 =~ E 10 rows per page ~

To change search criteria select the Search Criteria button. The below detail can be
used to search for children/family data-

e Submit Date- the date you want to search as of- if results should display for the
time between 7/1/17 and today, enter 7/1/17.
e Parent Last Name
e Parent First Name
e Child's First Name
e Status
o Active- Child has been approved to the system and will display in family
search results
o Pending- Child is not active yet, will not appear in family search results

o Rejected- Child's request for admittance has not been approved
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Family Lead Management

Showing results for:

Search Criteria ‘

=

Submit Date
Lead and Wait List
s
Center Parent First Parent Last Child Parent Last Name Darent Firet Name
Name Name

L )

Child's First Name Status

No Records Found B Page1 = = Pending v

Activity Search

Once criteria has been entered press Find-

Search Criteria

Submit Date
| 251 10/22/2017
Parent Last Name Parent First Name
o =
Child's First Mame Status

n Anne — Pending -

Activity Search
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To edit a record select the green edit icon on the very left side, in the Lead and Wait
List screen- Center, Parent First Name, Parent Last Name, Child Name, Age, Requested
Start Date, Create Date, Accepted Date, Who the Child Was accepted by, Last Activity
Type, Activity Status and Activity Date will display.

From this screen a child can be Accepted or Rejected into their requested program.

Family Lead Management

Showing results for:

Status: Pending Search Criteria ~

Lead and Wait List

Center Parent First Parent Last Child Age Start Date  Create Date Accept Date Accepted By  Activity Type Status  Activity Accept F
Name Name Date
‘ Eé:r:"t\;:rf”sa““’"a" Marilla  Cuthbert Anne 6 10/30/201 10/24/201 Closed Approve
Records from 1to 1 N Page1 ~ [ 10rowsperpage ~

Select the Actions drop down menu to access the following options-

e View Denied Children Information- a shortcut to see children that have been
rejected from the lead management process

e Add New Lead- Allows an admin user to manually add a lead

e Export- Exports information displayed from what has been entered in the Search
Criteria area to Excel

e Blank Lead Information Form- Opens an empty lead information form as a PDF

e Lead Activity Summary-Exports lead activities to Excel

e View Calendar- A shortcut to view lead calendar events

o Alert Report- Opens the Lead Followup Alert Report as a PDF

e Tour Availability- A shortcut to the Family > Tour Availability area
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How to add a new lead in lead
Mmanagement

Last Modified on 03/14/2018 919 am EDT

From the Family > Lead Management screen, new leads can be added. Leads should
be composed of potential families that are interested in signing up for programs or
events. Leads can be added manually from the admin side, or through a lead page
that is setup by Cirrus Group and added by a client to their webpage.

When on the Lead Management page, select the Actions drop down menu, then
select Add New Lead-

Family Lead Management

Showing results for:
Status: Pending Search Criteria v

View Denied Children Information

Add New Lead

Lead and Wait List

Center Parent First Parent Last Child Age Start Date  Create Date Accept Date Accepted By x Export R

N N
ame ame ) Blank Lead Information Form

DCW Transactional- \iarila  Cuthbert  Anne 6 10/30/201 10/24/201 € Lead Activity Summary

This will direct the user to the Lead Entry Information screen.
Note: the only required fields display with a red asterisk

The first portion of the screen will display the following fields-

e Company- select the center the child is interested in attending

e Do Not Solicit- Select Yes if the contact should be called/followed up with or No if
the contact should not be called or contacted

e Initial Phone Call Date- Date of the first phone call/interest

e Follow-Up Call Name- Enter the name of the contact that initiated interest
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Farmnily Lead Management Lead Entry Information

Lead Entry Information

Company

B DCW - Transactional -
Do Mot Solicate
Lead Date:10/24/2017
O Yes © No
Initial Phone Call Date Follow-up Call Name
& a

The next section will display Guardian fields.

Note: Guardian 1detail is required, guardian 2's information is not.

e First Name

e Last Name

e Relationship (options set under setup > system config, valid values)
e Address]|

e Address?2

e City

e State

e Zip

e Email

e Phone Number

e Cell Phone
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Guardian 1 Information

* First Name * Last Name
& a
* Relationship * Address 1
= Mother - 9
Address 2 * city
9 9
* State *Zip
9 Please Select A State - 9
Email * Phone Number
&4 .

Cell Phoner

e
Guardian 2 Information

First Name Last Name
& a
Address 1 Address 2
9 9
City State
) Q Please Select A State -
Zip Email
¢ a
Phone Number Cell Phoner
. .

The next section will display Child fields (up to four children in the same family can be
added under the same lead form).

e First Name

e Last Name

e Birthday

e Gender

e Requested Hours- enter the hours the family is interested in contracting for the
child

e Requested Days- enter the days the family is interested in contracting for the
child

e Start Date- enter the date the child will possibility begin attending the
center/programs

e Classroom- enter the program/class/room the child will be attending (be sure to

select the correct center's program)

228



e Funding- enter if the child will require sponsorship/assistance

e Food Program- select if the child will be Free, Paid or Reduced for the CACFP

program

* First Name * Last Name

& a
* Birthday *Gender

EY & Please Select -
Request Hours Request Days

X a
* Start Date *Classroom

& B >
Funding Food Program

= = i >

The Extra Information section will display the following fields-

e Hear About Us- this section will only populate if valid values have been added for
the Hear About Us Valid Value

e Hear About Us Other

e Reason for Leaving Other Daycare

e Quoted Rate

e Previous Center's Fees

e Mailing Date

e Material Mailing Date

e Comments

e Followup Notes
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Extra Information

“Hear about us Hear about us Other
E Select - a
Reason for leaving other daycare Quoted rate
a m
Previous center's fees Mailing Date
o) e
Material Mailing Date
£
Comments
0

Followup Notes

O

Once all detail has been entered, press Save.

Followup Notes

]

The Lead Entry page will refresh and display the family's information as it has been
entered. From here Activities or Calendar Events can be added to the family's lead
information. To add new activities or calendar events select the Actions drop down
menus.

e | ead Activities

e Calendar Events

230



Family Lead Management Lead Entry Information

Lead Entry Information

Company
B DCW Transactional- Center 1 -
Do Mot Solicate
Lead Date:10/24/2017
O Yes © No
Initial Phone Call Date Follow-up Call Name
s 10/24/2017 - Marilla Cuthbert

Activities

Actions -

Activity Date Activity Type Followup Date Followup Type Followup Note Complete Date Status Campaign

‘ No Activities ‘

Calendar Evenis

Actions -

Event Date Duration Activity Type User Notes Status
{Hours})

No Events ‘
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Family > Campalgns

Last Modified on 04/05/2018 2:39 pm EDT

Campaigns allow sites to track activities related to particular marketing efforts.

From the Family menu option, select the Campaigns option.

Search... v Business Level - DCW - Transactional

X ¢ Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup (o]

Family Lead Management

To add a new campaign select the actions menu, then select Add New Campaign.

Family Campaigns

Showing results for:

Status: Active Search Criteria v

Actions ~

Add New Campaign
Campaign List “

1D Description Start Date End Date Created By Create Date Action

No Records Found IL_. Pagel ~ E 10 rows per page ¥

Enter the below detail-

e Campaign Description- the name of the campaign
e Campaign Start Date- the date the campaign will begin
e Campaign End Date- the date the campaign will end
e Campaign Type- select the type of campaign that has been created
o This value is setup in the setup > system config, valid values section under
Campaign Type
e Status- set if the campaign is active or closed
e Cost- enter the cost of the campaign

e Extra- add any extra notes in this section
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Family Campaigns Campaign Information
Campaign Information

Campaign ID: Campaign Create Date: 03/13/2018 Created By:

Campaign Description

3 Discounted Registration Coupon

Campaign Start Date Campaign End Date
e 03/01/2018 i 03/31/2018
Campaign Type Status
JiiTy Newspaper Advertisement 4 iy Active -
Cost
E 40
Extra
U

Once a campaign has been created activities can be added to the campaign by
selecting the +Add Activity button.

=+ Add Activity

Parent Activity Date Activity Type Followup Date Followup Type Followup Note Complete Date Status

No Activities

By default children on the lead and wait list will display. If searching for a specific
family, enter search criteria, then press Find.

e Submit Date- the date the family was added to the lead list, when the date is
entered the results will display anything greater than
e Parent Last Name

e Parent First Name
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e Child's First Name

e Status- select if the lead is pending, approved or rejected

Family Campaigns Campaign Information Activity

Campaign Information

Campaign ID: 79 Campaign Create Date: 03/13/2018

Created By: ccarline2 Campaign Description: Discounted Registration Coupon
Campaign Start Date: 03/01/2018 Campaign End Date: 03/31/2018

Search Leads

Submit Date(>)

&
Parent Last Name Parent First Name
a &
Child's First Name Status
& o Select Status -

From the Lead and Wait List list check the box next to each family/child pairing that
should have the activity added to their record.
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Lead and Wait List

16 items found, displaying all items.1

Add P. First P. Last Child Age Child Accept Date Accepted By
O Macy Sloan 0
4] Jerry Cotton Matt 9 01/16/2012
Maggie Stone Susan " 01/23/2012
% Jackie Carter Justin 11 01/23/2012
() Jennifer Roberts Edward 11 01/30/2012
()] Mark Jackson Julia 12 01/30/2012
()] Jason Worlds Emily g 02/01/2012
(] Andrea Pasley Rebecca 9 02/01/2012
(] Ashlee Bond Charlie 9 02/01/2012
()] Mary Smith John 9 02/15/2013
()] Michelle Evans Jackie 9 08/17/2014
o Mary Smith Sammy 7 08/21/2015
() Macy Gray My 4 11/15/2016
g Wade Robbins Skylar 1 12/01/2016
() Fred Dobbbins Frank 5 11/02/2017
(] Jane jones mary 1 02/05/2018

Once families have been selected, add Activity detail in the Activity section and
Followup (next steps) detail in the Followup section.

Activity Type

m Mail Flyer o
Activity Date Activity Complete Date

M 03/13/2018 2z 03/16/2018

Description/Notes

I

Followup

Followup Type Followup Date

i Email v 03/23/2018
Followup Notes:

0

@ Add Activity

N
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Family > Batch Enroll/Edit

Last Modified on 03/14/2018 9:220 am EDT

Batch enroll/edit allows users the ability to add or edit schedules for multiple children
at a time.

From the family drop down menu select the Batch Enroll/Edit option-

Search... v Business Level - DCW - Transactional e

hxe Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup Q

Home | Lead Management

Campaigns

Classroom List

Tour List

Batch Enroll/Edit Center Classroom MESSTEIEVVITHE B

Informatio

DCW Transactional- Center 1 AM, Before School Care 8 7 8 7 8

Select the search criteria for the children you want to display, if you leave everything
blank (as default) and select Show All Children- Yes all children will display for your
business (you will not want to do this if you have many centers/many children). Once
search criteria has been selected press Find.

e Center- select the center of the children you would like to display.

e Semester- select the semester of the children you would like to display, for
children to display when you pull semester, it would mean the child had a
program/room assignment for that semester.

e Category- select a category of programs from the drop down menu- any child
that was/is associated with that category will display.

e Classroom- select a program from the drop down menu- any child that was/is
associated with that program will display.

e Show All Children- select yes if all children associated to search criteria should

display (active and inactive).
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Family Batch EnrollVEdit

Search Criteria Q,

Center Semester Show All
B - - m - -
Category Classroom
Y - - -
Show All Children
O Yes © No

The student list will display children that match the search criteria above.

The square to the very left is where a child can be selected/deselected to be included
in the batch. If the box is selected any new program/room assignment will apply.

The edit icon will allow users to add/edit a particular child's program/room
assignment.

Click on the child's name to jump to the family record.

Student List

Student

& =
P

Brave, Merida (411030)

Doolittle, Eliza (415031)

Family Name

Brave Family

Doolittle Family

‘ .
I:l (& 52 | Frozen, Anna (411022) Frozen Family

> -
I:l @ =3 Frozen, Elsa (411018) Frozen Family

" E‘ﬂ N .

& | Peter Pan, Tinkerbell (411025) Peter Pan Family {

a T, -

D Eﬂ E.. Wonderland, Alice (415036} Wonderiand Family

Check All | Uncheck All

In this example, three children are going to be batch enrolled into a program-
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Student List

Student Family Name
Iil E,f =3 Brave, Merida (411030) Brave Family
W] (& 2 pooitte, Eiiza (415031) Doolittle Family

E,f <3 Frozen, Anna (411022) Frozen Family
%Ef =3 Frozen, Elsa (411018} Frozen Family
I:l E,?‘ E: Peter Pan, Tinkerbell (411025) Peter Pan Family !ﬁ
I:l Eﬂ‘ E] Wonderland, Alice (415036) Wonderiand Family

Check All | Uncheck All

After selecting the children scroll down to the Add New Classroom/Rate area, and
select the information that will be added to the children. Remember this process is
helping you add one program/dates and rates to all children selected. Once the
program has been added to the children the children will start to display on rosters
and sign-in sheets ass of the effective date that is selected in the Add New
Classroom/Rate section.

e Classroom

e Semester

e Schedule Effective Date

e Schedule End Date

e Select Days and expected arrival/departure time
e Select arate

e Enter an override amount (if applicable)

e Enter Max Allowed Hours (if applicable)

e Enter Registration Fee (if applicable)

In the sponsor section select sponsor 1, 2 or Third party sponsor if the children you are
enrolling are part of split families. Remember- whatever settings you enter here apply
to ALL children selected.

If current schedules should be end dated check the box labeled End Date All Current
Schedules.
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Add New Classroom/Rate

Classrocom
E DCW Transactional- Center 1 - PM, After School Care -
Semester
jiniy 2017: 17-18 School Aged Child Care -
Schedule Effective Date Schedule End Date
e 087282017 e 05/25/2018
Days
Scheduled Attendancs Expected Arrival Ezpected Departure
Appiy to All Days [Il] - 3.00 PM 4:30 PM
mendzy [l - 3:00 PM 4:30 PM
Tuesday ] - 3:00 PM 4:30 PM
wiednesday [Ill] - 3:00 PM 4:30 PM
Thursday [Il] - 3:00 PM 430 PM
Friday ] - 3:00 PM 430 PM
Rate Expand Rates

@ PM Kids Club -

Crermride Amount

@

Max Allowed Hours
=
Regisiration Fee

$

Sponsors: Leave amount blank to use defaults

Sponsor % Amount Covered

Farent Sponsor 1 D 3
Farent Sponsor 2 D 3

Third Party Sponsar D 5

D End Diate All Current Schedules

© Apply to Selected $ View Rate

Press View Rate to see the expected amount selected families will be charged-note
this will only work for normal or flat rates. This will not calculate the expected hourly
rate if your site charges hourly based on schedule or attendance.

Press apply to selected to save the new program/room assignment to the selected
children.
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A confirmation box will appear at the top of the page confirming enrollment in the
new program/room assignment has been successful. Select the Child's ID to jump to
the child's record.

Family Batch Enroll/Edit

SUCCESS

« MNew program/room assignment for child (ID: 411030) saved successiully.
MNew program/room assignment for child (ID: 415031) saved successfully.
MNew program/room assignment for child (ID: 411022) saved successiully.

Continue batch enrolling as needed. New search criteria can be entered, different
children can be selected.

To add/edit a room assignment for a specific child select the edit icon-

Search Criteria Q

Center Semester Show All
B - - m - -
Category Classroom
] — - Bl _ -

Show All Children .
Ow= @ ™ Find

Student List

Stucers Famiy Name
[[] (& & erave Merida a11030) Erave Family

| | Doolittle. Eliza (415031) Daolittle Famiy

U 0 Assign/Change Child Room and Rate Information [~

[0 (&7 Frozen. eisa arioig) Frozen Family

[[] (& [&] peterpan, Tinkerbe 411025) Peter Pan Famiy B}
[] (& | wondertand, Atice j#15036) Wonderiand Famiy

Check All | Uncheck All

To edit an existing schedule select the option to Load Active Schedule-
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[#' Create Classroom Assignment

=2 | Brave, Merida

Load Active Schedule -

Classroom

B =
Schedule Efiectve Date Schedule End Date

) =
Days

Once selected active schedules will display-

(¢ Create Classroom Assignment

e Brave, Merida Load Active Schedule -

Learn to Draw, Fall Session ~ DCW - Transactional - 09112017 - 102052017 €
AM. Before School Care ~ DCW Tranzactional- Center 1 - 09/01/201 252018 6 |

PM, After School Care ~ DCW Transactional- Center 1 - 0828201 52013 &
= =
Days
Scheduled Attendance Expected Arrival Expected Departure

Enter the new effective date, then edit the schedule as needed- updating days
attending, expected arrival/departure times, rates, override amounts etc. then press
Save Changes.
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P4 Change Active Classroom Assignment

2 Brave, Merida Load Active Schedule -

Classrocom

] DCW - Transactional - Learn to Draw, Fall Session

Semester

o 2017: 17-15 Enrichment

Schedule Effective Date Schedule End Date
P 10092017 =) 1072062017

Days

Scheduled Attendance Expected Arrival Expected Departure

Appiy to Al Day5D

3:00 PM a:00 PM

Expand Rates

BB vios cu

Crverride Amount

M@

Max Allowed Hours n—
= View Semester Summary
-4

% View Rate

Save Changes Cancel Changes

Select View Rate to see an estimation of cost-
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S View Rate

Enroliment Rate
Fee 1 day PM Kids Club
Discount NIA

Enrollment Rate

7.00
0.00

7.00

Once saved confirmation text will display on the students line under the student list-

Student List

Student
|:| [ |#| erave Merida (419030) + Changed Assignment
|:| [:,f [+ Doolittie, Bliza (415031)

D [# |0 Frozen, Annaja11022)

D [# |0 Frozen Elsa (411018)

[[] (& |&:| eeterpan, Tinkerbell (411025)

D [# |0 wonderland, Alice (415036)

Check All | Uncheck All

Continue as needed.

Family Mame
Brave Family
Dioolittle Family
Frozen Family
Frozen Family
Peter Pan Family ﬁ

Wonderland Family

If a new schedule is being added for an individual child, enter classroom, semester,
effective date, end date, days, times, rate, override amount and max allowed hours. If a
current schedule should be end dated select the box next to the schedule, then press

Save Changes.
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Classroom

B DCW Transactional- Center 1 - AM, Before School Care -
Semester
i 2017: 17-18 School Aged Child Care -
Schedule Effective Date Schedule End Date
= 08282017 i) 05252018
Days
Scheduled Attendance Expected Arrival Expected Departure
Apply 1o 48 Dy ] . 7:00 AM 9:00 AM
Monday D = 700 AM 9:00 AM
Tussday D - 700 AM 9:00 AM
Wednesday E - 700 AM 9:00 Al
TI‘J'S-:&}'D - 7:00 AM 9:00 AM
Frzzy [} - 7:00 AM 9:00 AM
Rate Expand Rates

[ AN Kids Club
Owemide Amount
=

Max Allowed Hours

=

= View Semester Summary

S View Rate

Current & Future Assignments

End Date? Classrocom Begin/End Rate

D PM, After School Care ~ DOW

Transactional Canter 1 OB282017 - 087252018 FM Kids Club (335.00)

D AM, Before School Care ~

DOW Transactional- Center 1 W0 12017 - 0232018 AM Kids Club (315.00)

[[] LeartoDraw. Pal Session~ y0ng5017 . 102012017 PM Kids Club (37.00)

DCW - Transactional

Save Changes Cancel Changes
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Payments > Journal

Last Modified on 05/30/2018 2:28 pm EDT

The Payments > Journal-page allows users to receipt payments by family in batch
format. Do not receipt online payments through this method that need to be
processed through a payment gateway, the only payments that should be receipted
here are typically- cash, check, money order or another type of off-line payment.

From the payments drop down menu select the Journal option.

Business Level - DCW - Transactional v

h* ¢ Home Family Payments Attendance Lessons Meals Connect Approvals

Q

Reports Staff Setup

Home InformaticiieasiuEl

Deposit
O information
Third Party Journal

To start, select either the letter range or the individual letter of the family's last name
for the payment you want to receipt. Press All if you want to see all families.

Payments Journal
Payment Journal
Q_Letter Range Search Q, Individual Letter Search « Total Payments: 0.00
Save
A-D
E-H
I-L
Payment Check Date -
M-P Balance Amount Type Number Hened Notes Prepay
Q-T

v-z Complete Batch
ALL

or

Payments Journal

Payment Journal
Q, Letter Range Search = Individual Letter Search - Total Payments: 0.00
Save
A

Check Date -

Notes Prepay

Family Balance A

| Number Received

Complete Batch

T & M m o o m
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This will bring up families that have the last name that matches the search criteria. In
the journal list the below fields display-

e Family- last name of the family and date of the family's last balance due

e Balance- amount the family owes

e Amount- amount of the payment (this will be entered by the user creating the
receipts)

e Payment Type- the type of payment being receipted (the options in the drop-
down list are populated by going to setup > system config, Valid Values)

e Check Number- enter the check number only if the payment type is a check

e Date Received- date the payment was received

e Notes- if any notes should be added to the payment

e Prepay- if the payment should be added as a prepay deposit to the family's

ledger
Payments Journal
Payment Journal
Q, Letter Range Search - Q_ Individual Letter Search + Total Payments: 0.00
Save
. Payment Check Date -
Family Balance Amount Type Number Received Notes Prepay
Baggins Family v P
1072212017 to 10/28/2017 0o S foEnze O Add
Beanstalk Family v p—
1012212017 to 10/28/2017 0o S foEnze O Add
Brave Family v P
01/01/2017 to 12/31/2017 SA Gesn 102712017 O i
Doolittle Family v p—
01/01/2017 to 12/31/2017 105.00 Gesn 102712017 O Add

Apply To All: - v MNotes: Apply ‘
Complete Batch

To add a note to a payment click the plus button.
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Payments Journal

Payment Journal
Total Payments: 85.00
Save

Q Letter Range Search -

Journal List

Family
Baggins Family
10/22/2017 to 10/28/2017

Beanstalk Family
10/22/2017 to 10/28/2017

Brave Family
01/01/2017 to 12/31/2017

Doolittle Family
01/01/2017 to 12/31/2017

Apply To All:

Q, Individual Letter Search

Balance

.00

00

85.00

105.00

Amount

a5

Payment
Type

Cash b
Cash T
Check v

Check b

Check
Number

MNotes:

Date

Received

1002772017

1002712017

102772017

1002772017

Notes

Y

\

Enter the text of your payment note, then press save.

Payment Notes

Motes:

Complete Batch

Prepay
Add
Add
Add

Add

‘ Extra payment notd

If a user navigates away from a letter grouping before pressing save or completing
the batch the entered payment will not save. If you press save, the payment will post.
The total of the payments being receipted will always display at the top of the page
next to the save button.
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Payments Journal

Payment Journal

Q Letter Range Search ~ Q Individual Letter Search Total Payments: 416.00
ave
Journal List
. Payment Check Date
Family Balance Amount Type e Rt Notes Prepay
Baggins Family R
10/22/2017 to 10/28/2017 00 Cazn v 102712017 +| Add
Beanstalk Family J—
10/22/2017 to 10/28/2017 00 Casn v 102712017 | Add
Brave Famil J—
01/01/2017 to 12/31/2017 00 Cash M 102772017 +] Add
Doaolittle Family J—
01/01/2017 to 12/31/2017 00 Casn v 102712017 | Add
Frozen Family
01/01/2017 to 12/31/2017 “iBimy 18 Cazh M [iozrzo1 ] +| Add
Giant Family J—
10/22/2017 to 10/28/2017 00 Casn v 102712017 | Add
Oz Family . ———
10/22/2017 to 10/28/2017 00 Cash 102772017 +| Add
Peter Pan, Wendy JE—
01/0172017 to 12/31/2017 00 Casn v 102712017 | Add
Peter Pan, Peter JR—
01/01/2017 to 12/31/2017 00 Cash v 102772017 +| Add
Wonderland Family JE—
01/01/2017 to 12131/2017 252.00 Camn v 102712017 O Add
Apply To All: - v Motes: Apply ‘

% Complete Batch

! »
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Payments Journal

Payment Journal

Q Letter Range Search - Q Individual Letter Search = Total Payments: 405.00
Save
. Payment Check Date -
Family Balance Amount Type oo Received Notes Prepay
Baggins Family P
10/22/2017 to 10/28/2017 00 Cash M 1002712017 +| Add
Beanstalk Family - J—
10/22/2017 to 10/28/2017 00 Cash 102712017 ] Add
Brave Famil o
01/01/2017 to 12/31/2017 00 Cash v 102772017 +| Add
Doolittle Family J—
01/01/2017 to 12/31/2017 105.00 105 Casn v 102712017 O Add
Frozen Family - P
01/01/2017 to 12/31/2017 716.00 300 Check v 10/27/2017 |:| Add
Giant Family J—
10/22/2017 to 10/28/2017 00 Casn v 1002712017 | Add
Oz Family J—
10/22/2017 to 10/28/2017 0o Casn v PR — +| Add
Peter Pan, Wendy - P
01/01/2017 to 12/31/2017 00 Casn 102712017 O Add
Peter Pan, Peter J—
01/01/2017 to 12/31/2017 00 Cazn v 102712017 + Add
Wonderland Family J—
01/01/2017 to 12/31/2017 252.00 Can v 10272017 O Add
Apply To All: - v Motes:
: »

Once Complete Batch is selected, the screen will direct the user to the Batch and
Report screen. On the Batch and Report screen, users can group payments together
that are going to be or have been deposited to the bank in the same batch.
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Payments > Deposit

Last Modified on 03/14/2018 9:22 am EDT

The Payments > Deposit screen lets users receipt payments in batch format.

From the Payments menu, select the deposit option.

ch_.. Business Level - DCW - Transactional ¥

h# ¢ Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup Q

Journal

Home Infarmati

Deposit

Third Party Jour @

Add/Edit Third Party Refund

Third Party Refund Allocation
Payments/Adjustments
L Classroom L S AU T

© information

MNew Feature: Sprea

On the Payments > Deposit screen type-payment valid values will display that have
been enabled to allow deposit.

Note: If another payment type should display in this section go to setup > system
config, valid values- select the edit icon next to the type-payment that should display
and change the Allow Deposit setting to Yes.

Payments Deposit

Actions ~

Control Totals - 10/27/2017 - # 105410/ 1

Payment Type Control Total Running Total

Cash 0.00 0.00

Check 0.00 0.00

Third Party Payments - HOD 0.00 0.00 HOD Notification Date

#Add Pavment | Displav Voided

Select the Actions menu to-
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e View Deposits- allows users to see which deposits have been added, by who and
for how much

e Import Deposit Reconcile- an integration that can be setup to reconcile deposits

e Scan Check/CC- an integration that can be setup to allow for remote deposit of

checks and scanning of credit card payments

Payments Deposit

Actions ~

Control Totals - 10/27/2017 - # 105440/ 2 View Deposits
Payment Type Control Total Running Total
Import Deposit Reconcile
Cash 0.00 0.00
Check 0.00 0.00 Scan Check/CC
Third Party Payments - HOD 0.00 0.00 HOD Notification Date

To begin the deposit process, double click into the control total field, this will allow the
user to edit the control total amount. The control total should be the total amount for
the payment type of the payments that will be receipted. Press enter or tab once the
amount has been entered.

Payments Deposit

Conirol Totals - 10/2772017 - # 105410 /1

Payment Type Control Total Running Total

Cash 0.00 0.00

Check 500 0.00

Third Party Payments - HOD 0.00 000 HOD MNotification Date

Note- the running total now displays as a red zero. This means that no payments have
been receipted towards the control total. As payments are entered the running total
will update, once the control total is green, the batch can be posted. If the control
total and running total do not match the batch cannot be posted.
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Control Totals - 10/2772017 - # 105410 /1

Payment Type Control Total Running Total
Cash 0.00 0.00
Check 500.00 0.00

To add a payment, select the +Add Payment link above the payment box.

Control Totals - 10/27/2017 -# 105410/ 1

Payment Type Control Total Running Total

Cash 0.00 0.00

Check 500.00 0.00

Third Party Payments - HOD 0.00 0.00 HOD Motification Date

Add Payment | Display Voided

Payer Account Name Payment Type Reference # Amount

Enter the payment detail into the payment box and then press Save. In the Search
Payer box, begin typing the family's last name or the parent's last name, results will

display- select the correct family. Once the family has been selected, their current

outstanding balance will display in red.

Notes will display to families on their statements, Private Notes will only display

internally.
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n & )

. Payment Date: 10/27/2017 g
Payment Type: Check :
Search Payer: Type Payer Name
0/s Balance L0.00
Payer: Frozen Family
Family Account: 317246-Frozen Family (Elsa, Anna)
Payment Amount: | 300
_' Check #: 12345
|
Motes: Prepay for next week.
I 1 | I
Private Note:
LY
Save | | Cancel

Once save has been selected a blank payment box will open so that the next payment
can be receipted. Once all receipting is complete press Cancel or select the x at the
top right of the payment box to close out.

Once payments have been added to the deposit, they will display in the payment box.
Select the edit icon to the left of the payer name if the payment needs to be edited,
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this will bring up the payment screen so changes or adjustments can be made as

needed.

e The timer icon on the left side means the payment is pending.
e Select the red x to delete the payment from the batch.

e Select the PDF icon to pull a receipt for the payment.

$Add Pa!ment | Disilai Voided

Payer Account Name Payment Type Reference # Amount
@ Frozen Family Frozen Family Check 12345 30000 ¥ X
@ Woenderland, Frank Wonderland Family Check 2223 20000 ¥ X

13

Post Deposit Cancel Deposit

Once all payments have been entered, the control total and running total should

match-
Payment Type Control Total Running Total
Cash 0.00 0.00
Check 500.00 500.00
Third Party Payments - HOD 0.00 000 HOD Motification Date

When ready, select the Post Deposit button to post the payments to family financial
ledgers. A confirmation box will appear, press OK to complete posting.
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Confirm

Are you sure you want post the deposit?

A message will display when posting has been completed, press OK to continue.

Message

Deposit has been posted

Once the page refreshes, the deposit listing page will display. The below fields will
display on the Deposits screen-

e Select the red PDF icons to pull a batch summary for each batch deposit line
e Deposit ID- system assigned

e Deposit Date- date the deposit was completed

e Deposited By- which user added the deposit

e Center- which site or school the deposit was receipted to

e Status- is the deposit P- pending or C- completed
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Post Date- date the deposit was posted as of

Total Deposit- total amount of the payments

Deposit Count- how many payments were receipted

# Pending- the number of payments that have not been posted yet

Press the Export Weekly Deposit Summary option to pull an excel file displaying the
information displayed in the deposit section.

Payments Deposit Deposit Listing

Showing results for: Search Criteria ~

[ Export Weekly Deposit Summary

Deposits

Deposit|ID Deposit Date Deposited By Center Status  Post Date Total Deposit Deposit #
Count Pending

[A 105410 2017-10-27 CGTransactional DCW - Transactional o 2017-10-27 500.00 2 0

To change the deposits displayed in the deposit section, select the Search Criteria
button, enter as much or as little criteria as desired, then press View.

e Center- which center was the deposit receipted to?
e Deposit From Date- beginning date to pull deposits
e Deposit To Date- end date to pull deposits

e Post From Date-beginning date to pull deposits

e Post To Date- end date to pull deposits

e Deposited By- to see by user
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Payments Deposit Deposit Listing

Showing results for:

Search Criteria Q
Deposits
_

DepositID Deposit Date Deposited By

Deposit From Date Deposit To Date
105410  2017-10-27 CGTransactic | £ 10/01/2017 m 10/31/2017
Post From Date Post To Date
i i
Deposited By
&

View

258



Payments > Third Party Journal

Last Modified on 03/19/2018 114 pm EDT

To receipt payments received from a third party, first go to thepayments > deposit
screen and receipt the payment as a Third Party- HOD payment.

Search... ~/ Business Level - DCW - Transactional e

w Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup Q

Home Information| Journal

1

Double click into the Control Total column field by Third Party Payments - HOD and
enter the amount of the payment you will be receipting.

Payments Deposit

Actions ~

Control Totals - 03/19/2018 - # 118734 /1

Payment Type Control Total Running Total Control Reference
ACH Draft 0.00 0.00

Cash 0.00 0.00

Check 0.00 0.00

Money Order 0.00 0.00

Third Party Payments - HOD 1000.00% 0.00 None

Then select Add Payment-

+Add Payment | Display Voided

Payer Account Name Payment Type Reference # Amount

Post Deposit Cancel Deposit

Enter the payment date, the payment type, select the agency, center, enter the
payment amount, the authorization (check number) and any notes about the
payment. Then select the service dates the payment is being allocated towards and
press Save.
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Payments Deposit

Payment X
Payment Date: 03/19/2018 Q
Control Totals - 03/19/2018 - # 118734 / 1 Payment Type: Third Party Payments - HOD v
Payment Type Control Total Running Total
Agency: Michigan - DHS N
ACH Draft 0.00 0.00
Cash 0.00 0.00
Center: Central Falls-dev |
Check 0.00 0.00 Payer: Michigan - DHS
Money Order 0.00 0.00
Third Party Payments - HOD 1000.00 0.00 None Payment Amount: 1000
Authorization #: 12345
Notes:
#+Add Payment | Display Voided
Payer Account Name Payment Type
From Month: 04-April v
From Year: 2017 ¥
To Month: 04-April v
To Year: v
Save ‘ | Cancel
Jm
\J

Once your control total and running total are in balance select the option to Post
Deposit.

Payments Deposit

Actions ~

Control Totals - 03/19/2018 - # 118734 / 1

Payment Type Control Total Running Total Control Reference
ACH Draft 0.00 0.00

Cash 0.00 0.00

Check 0.00 0.00

Money Order 0.00 0.00

Third Party Payments - HOD 1000.00 1000.00 None

+Add Payment | Display Voided

Payer Account Name Payment Type Reference # Amount

@ Michigan - DHS Michigan - DHS Third Party Payments - HOD 12345 1000.00 3 b 4

Post Deposit

N

Cancel Deposit
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Once the payment has been posted go to payments > third party journal to create
specific allocations for individual student ledgers by third party/sponsor.

Business Level - DCW - Transactional e

Search... v

Q

Reports Staff Setup

w Home Family Payments Attendance Lessons Meals Connect Approvals

Journal

Deposit

ﬂ Third Party Journal
Add/Edit Third Party Refuhd

On the third party journal screen select the agency's payment that is being reconciled.
Once agency is selected, then select a deposit from the Select Deposit field.

Classroom

Payments Third Party Journal

Actions ~

Agency Allocation

Agency: *
4 Refresh

* Sample Agency

Select Deposit:
-

& Select Unallocated Payment/Reconciliation

Select Unallocated Payment/Reconciliation

Sample Agency - 1234-5677 @ 12/05/2017-500.00

Center:

Criteria information in the area below will all the user to select a specific center and
date range the payment is being towards. Once criteria has been entered, press
Search to display children with balances for the selected agency.
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Payments Third Party Journal

Actions ~

Agency Allocation

Agency: *

» Sample Agency v

Select Deposit:

) Sample Agency - 1234-5677 @ 12/05/2017-500.00 v

Payment Correction

Criteria

Center:

DCW Transactional- Center 1 -

Invoice Period:

a_ v
Post From Date Post To Date

™9 11/01/2017 ] 11/30/2017
First Name: Last Name:

) )
Outstanding Balance Greater Than: Qutstanding Balance Less Than:

$ $

=3

The first tab that displays in this area is the Summary tab, this is where you can see
outstanding balances that met search criteria. Select the Allocation tab to apply your
payment to specific children.

Jisummaryri” Allocation

T
Summary AIIocatioﬂheet - Read Only

Family Name Child Billing Period e Payments | Adjustment
Balance
Peter Pan Tinkerbell Peter 11/01/17- 50.0¢ 0.00 0.
Pan 11/30/17

On the Allocation tab, double click to add the payment in the current payment
column.

Summary H Allocation

Allocation Sheet
igi i Current ini
Family Name Child Billing Period Original | o nents | Adjustments | QUtStanding Comments LG
Balance Balance Payment Balance

11/30/17
[

Peter Pan Tinkerbell Peter 11/01/17- 50.00 0.00 0.00 50.00 50.00 ‘
Pan

Add the payment amount for the first child on the payment's remittance, then press
update. Continue this process until the payment has been fully allocated.
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Summary H Allocation

Allocation Sheet

Original Payments | Adjustments Outstanding | Current
Balance Balance Payment

Peter Pan Tinkerbell Peter Pan 11/01/17-11/30/17 50.00 0.00 0.00 50.00

Family Name Child Billing Period Comments

50

Remaining
Balance

.00

H Update. H Cancel |

Once the payment total and amount allocated match the payment can be posted.
Don't worry about over/under payments- those can be reconciled in the next step.

Press the post button to post the payment.

Family Name: Peter Pan Family (317251) Payment Amount:
Family: 500.00 Amount Allocated:
Child Name: Peter Pan, Tinkerbell (411025) Total Adjustments:
Child: 500.00 HOD Authorization:

500.00

500.00

0.00

1234-5677

Summary ” Allocation

Allocation Sheet

Family Name Child Billing Period Original | o ents | Adjustments | Outstanding | Current o ee RSinelnine;
Balance Balance Payment Balance
Peter Pan Tinkerbell Peter 11/01/17- 50.00 " 0.00 " 0.00 50.00 1 500 -450,00
Pan 11/30/17

4 4 | Page Yof1| b bl | &

Displaying 1-10f 1

Select OK to confirm posting.

Confirm Post

Are you sure you want to post?

CANCEL

A confirmation box will display when posting is complete, press Ok.

s q
| beta.daycareworks.com says:

Successfully Posted
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The next screen will allow the payment to be reconciled, make sure the correct
deposit is selected and the search criteria matches your reconciliation. Press Search to
display related student balances.

Payments Third Party Journal

V SUCCESS
Successfully Posted.

Actions ~

Agency Allocation

Agency: *

* Sample Agency -

Select Deposit:

& Recon - Sample Agency for 11/30/2017 - dcw_kgass v
Center:
DCW Transactional- Center 1 -

Invoice Period:

“a v
Post From Date Post To Date

i} 11/01/2017 () 11/30/2017
First Name: Last Name:

) a
Outstanding Balance Greater Than: OQutstanding Balance Less Than:

$ $

There will be two tabs in the reconciliation area- the first will be a summary tab that
will display information, then second will be the reconciliation tab.
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Total Revenue Adjustments: 0.00
Total Transfer Adjustments to Family: 0.00
Total Bad Debt Recovery/(Write-Off): 0.00

Summary H Reconciliation
Summary Allocation Sheet - Read Only
. . - . Original . Outstanding | Current Charge Transfer (Reduce |
Family Name Child Billing Period Balance Payments | Adjustments Balance Tt e Rec T =l P W/
Peter Pan Tinkerbell Peter 11/01/17- 50.0( 500.00 0.00 -450.00 N N
Pan 11/30/17
4 »
14 4 | Page 1of 1 ' | .,%" Displaying 1 - 1 of 1

Select the reconciliation tab to make adjustments as needed.

e Charge Revenue- Adds a debit to the child's third party ledger to close out open
credit (the number entered should be positive)

e Transfer to Family- Moves balance to the child's parent's ledger- this would be
done if the parent needs to pay the overage

e Reduce Revenue- Adds a credit to the child's third party ledger to close out open

debit (the number entered should be negative)

7Summary7H 7Reconciliatian7‘

Reconciliation Sheet

Family Name Child Billing Period Sighel]  ||[RemEfilig | CLETgE Transfer (Reduce '\, comments
Balance Balance Revenue To Family Revenue)
Peter Pan Tinkerbell Peter 11/01/17- 50.00 -450.00 N N
Pan 11/30/17 %

Once adjustments/charges have been added, select the post button to complete the
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reconciliation.

Total Revenue Adjustments: 450.00
Total Transfer Adjustments to Family: 0.00
Total Bad Debt Recovery/(Write-Off): 0.00

Summary ” Reconciliation 1

Reconciliation Sheet

Family Name Child Billing Period Olcal Reranin= R ICHU00 o || LS (Reduce '\ comments

Balance Balance Revenue To Family Revenue)
Peter Pan Tinkerbell Peter 11/01/17- 50.00 0.00" 450 N N
Pan 11/30/17
4 4 | Page 1of1| b bl | @ Displaying 1 - 1 of 1

Confirm the posting should be completed-

Confirm Post

Are you sure you want to post?

CANCEL

A confirmation message will display when completed.
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Payments Third Party Journal

Successfully Posted.

SUCCESS

Actions v
Agency Allocation

Agency: *

* Sample Agency v
Select Deposit:
& View Only v
——
Tips-

Receipt and allocate by center, one at a time to make posting and reporting
easier

Children must have an open balance for a particular time/room/program on their
financial ledger to display/be eligible for payment posting

Third party payments and allocations will display on the Payments > Payments
screen

Go to Reports > Financial to pull an allocation list for third party payments (Report

name- Allocated Third Party Payment Report- Excel).
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Payments > Payments/Adjustments

Last Modified on 01/11/2019 7:57 am EST

The Payments > Payments screen allows users to search and display payments
received in a particular period.

From the Payments menu, select Payments/Adjustments-

Search... v Business Level - DCW - Transactional ¥

¥ Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup Q

Home Informatiq Journal
Deposit

© Information
Third Party Journal

MNew Feature: Sprea

Add/Edit Third Party Refund
D

Select the Search Criteria button to begin searching. As much or as little detail can be

Third Party Refund Allocation

Payments/Adjustments
] Classroom M T W
Mass Change

ransactional- Center 1 AM, Before School Care g8 7 8 7 8

added as desired, but always enter an entry begin date and an entry end date to see
results.

e Center- view by center payments that have been receipted
e Deposit Begin Date
e Deposit End Date
e Entry Begin Date-required
e Entry End Date-required
e Funding Type
o Copay/Parent Only
o All- including third party/sponsor payments
o Third Party/Sponsor Only
e Payment Type- if the user would only like to see one type of payment in the
results
e Display Pre-Pay Deposits
o Yes- pre-pay deposits will display in results

o No- prepay deposits will not display in results
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e Batch #- enter specific batch number (assigned by Cirrus Group)

e Assigned Batch #- enter specific batch number (assigned by user on Batch &

Report screen)

e Check #- to search by specific check number

e Posted By (User ID)- to see only payments posted by a specific user

e Family ID- to see only one family's payments

e Include Allocated Agency Payments- to display outstanding credits from third

party/sponsors
e From Letter- to search a range of the alphabet

e To Letter-to search a range of the alphabet

e Advanced Search- will allow users to search by brand, district or division of the

values have been setup

Once criteria has been added select View.

Payments Payments/Adjustments

m fastmen

Showing results for:

Funding Type: All Display Pre-Pay Deposits? - No Include Pay Corrections? - No Include Unallocated Agency Payments? - Yes Search Criteria ~

Search Criteria Q,

Center:

Deposit Begin Date
8

Entry Begin Date
]

Funding Type
Q All

Payment Report

Display Pre-Pay Deposits?
© No O Yes

Batch #
9

Check #
Q

Family ID
v

vacy Policy

¥0:00.003 - Session will expire in approx 90 minutes
pyright © 2017 - Cirrus Group LLC - All rights reserved Q
2D26EEC3750B84F?D25F56AAC110CA dew-provider-beta

From Letter

Advanced Search

Deposit End Date
|
Entry End Date

|

Payment Type
@ All -

Assigned Batch #
9

Posted By (User ID)
a

Include Unallocated Agency Payments?

© Yes O No | T

To Letter
Q -- -
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Search results will display in the Payment Report box, with a summary of the
payments in the Summary section.

m S

Showing results for:

Search Criteria =

Funding Type: All Display Pre-Pay Deposits? : No Include Pay Corrections? : No Include Unallocated Agency Payments? : Yes

Actions ~

Payment Report

Amount

Family — Payment Type  Check Number = Date Received Batch Notes Posted

] Brave Family 85.00 Check 12345 102772017 0/ Extra payment note CGTransactional
| Doolittle Family 105.00 Cash 102772017 0/ CGTransactional
(] Frozen Family 300.00 Check 12345 1012772017 0/ CGTransactional
[ Frozen Family 416.00 Cash 1002772017 0/ CGTransactional
(] Frozen Family 300.00 Check 12345 10,2772017 0/ Prepay for next week. CGTransactional
[ Wonderland Family 200.00 Check 2223 1002772017 0/ Partial pay CGTransactional

-

] »

Check All / Uncheck All

Summary

Total Cash: $521.00
Total Check: $885.00
Total: $1,406.00

To pull a report listing the payments press the Actions menu.

e Payment Allocations Report- Allows users to see payments that have not been
fully allocated

e Export- CSV- creates an excel report for the payments that are displaying on the
screen

e Export- PDF- creates a PDF report for the payments that are displaying on the

screen
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e Payment Program History- A list of the transactions, both incoming and outgoing
to a facility.

e Allocation Listing Report- Displays allocations for payments

e View Deposit Ticket- select the check boxes next to payments in the payment
report list before selecting this option, then when you select View Deposit Ticket,
payments will display on a deposit ticket in PDF format for each payment that
was selected.

e View Payment Receipt- select the check boxes next to payments in the payment
report list before selecting this option, then when you select View Payment

Receipt, receipts will pull in PDF format for each payment that was selected.

m S

Showing results for:
Funding Type: All  Display Pre-Pay Deposits?: No  Include Pay Corrections? : No  Include Unallocated Agency Payments? - Yes Search Criteria ~
Actions ~

Payment Report Payment Allocation Report
Amount n

Family . Payment Type | Check Number = Date Received Batch Note Export-CSV
Received

(] i 85.00 Check 12345 102772017 o/ Extra payment note

| Brave Family 0 | [ Export-PDF

[ Doolittle Family 105.00 Cash 1002772017 o/

i 300.00 Check 12345 1072712017 0/

L Frozen Family & Payment Program History

[ Frozen Family 416.00 Cash 1002772017 o/

[ Frozen Family 300.00 Check 12345 102772017 o/ Prepay for next W€ Allocation Listing Report

[ wonderland Family 200.00 Check 2223 107272017 o/ Partial pay

[ View Deposit Ticket

B View Payment Receipt
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Payments > Mass Change

Last Modified on 11/01/2017 912 am EDT
The mass change payments process updates multiple payments entered into the

system at once. This is frequently used to update the deposit date, check number,
payment type, period number or adding notes to previous payments.

From the Payments menu select the Mass Change option.

Search... v Business Level - DCW - Transactional ¥

w Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup Q

Home Informatiq Journal
Deposit
© Information
Third Party Journal
Add/Edit Third Party Refund

Third Party Refund Allocation

New Feature: Sprea
Payments/Adjustments

Classroom IMETREVVATh I
Information Mass Change
h ransactional- Center 1 AM, Before School Care 8 7 8 7 8

— Outstandina
On the Mass Change page, select the Search Criteria box to find payments that need
to be updated or changed. Once you have entered criteria, press View to update
results. At the very least, search by Entry Begin Date and End Date to see payments.

o Center

e Deposit Begin Date
e End Date

e Entry Begin Date

e End Date

e Funding Type

e Payment Type

e Batch #

e Assigned Batch #
e Check #

e Posted By (User ID)
e Family ID

e Include Agency Payments
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e From Letter

e To Letter

Payments Mass Change

Showing results for:

Funding Type: All  Include Agency Payments? : Yes

Mass Change Payment List

No results found for the search criteria.

Results based on search criteria will display.

e Family

e Amount Received

e Payment Type
e Check Number

e Date Received

e Batch
e Notes
e Posted

Search Criteria Q

Center:

Deposit Begin Date
B

Entry Begin Date
B

Funding Type
Q All

Batch #

9

Check #
Q

Family ID
Q

From Letter

Q

Search Criteria 'k‘

End Date
8

End Date
i

Payment Type
O] All v

Assigned Batch #
9
Posted By (User ID)

Include Agency Payments?
@ Yes O No

To Letter

Q -- -

Select the payments in the Payment List section to identify the payments that will be
changed. By default, all of the payments in the Payment List will be automatically
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checked.

Payments Mass Change

Showing results for:

Funding Type: Al Include Agency Payments? : Yes Search Criteria »
Mass Change Payment List

Family Amo.unt Payment Type Check Number Date Received Batch Notes Posted -
Received
¥/ Brave Family 85.00 Check 12345 10/27/2017 0/ Extra payment note CGTransactional
¥ Doolittle Family 60.00 Cash 09/29/2017 0/ dew_kgass
¥ Doolittle Family 105.00 Cash 10/27/2017 0/ CGTransactional
¥ Frozen Family 300.00 Check 12345 10/27/2017 0/ Prepay for next week. CGTransactional
¥ Frozen Family 300.00 Check 12345 10/27/2017 0/ CGTransactional
) Frozen Family 416.00 Cash 10/27/2017 0/ CGTransactional
¥/ Wonderland Family 200.00 Check 2223 10/27/2017 0/ Partial pay CGTransactional
-
4 »
Check All / Uncheck All
Total Cash: $581.00
Total Check: $885.00
Total: $1,466.00

In the Payment Box enter the new detail that the payments will be updated to
include. After entering updated detail, press Save to commit changes.

e To Deposit Date- this will update the deposit date to the text entered for the

selected payments

e To Check Number- this will update the check number to the text entered for the
selected payments

e To Payment Type- this will change the payment type for the selected payments

e To Period- this option will only display if billing is set to defined, select the period
the selected payments should be moved to

e Note- this will update the note text for the selected payments
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Mass Change Payment List

) Amount -
Family ; Payment Type Check Number Date Received Batch Notes Posted
Received
¥/ Brave Family 85.00 Check 12345 10/27/2017 0/ Extra payment note CGTransactional
¥/ Doolittle Family 60.00 Cash 09/29/2017 0/ dew_kgass
¥ Doolittle Family 105.00 Cash 10/27/2017 0/ CGTransactional
¥/ Frozen Family 300.00 Check 12345 10/27/2017 0/ Prepay for next week. CGTransactional
¥/ Frozen Family 300.00 Check 12345 10/27/2017 0/ CGTransactional
¥ Frozen Family 416.00 Cash 10/27/2017 0/ CGTransactional
¥/ Wonderland Family 200.00 Check 2223 10/27/2017 0/ Partial pay CGTransactional
4 »
Check All / Uncheck All
Total Cash: $581.00
Total Check: $885.00
Total: $1,466.00
Payment Change
To Deposit Date To Check Number
(| Q
To Payment Type
@ No Change v
Note

Save

Once the change has been saved, a confirmation box will display-
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Payments Mass Change

Save Com

v

SUCCESS

plete

Showing results for:

Funding Type: All

Include Agency Payments? : Yes

Search Criteria ~

Mass Change Payment List

Family

«

Brave Family

®

Doolittle Family
D

«

oolittle Family

®

rozen Family

«

F
Frozen Family
F

®

rozen Family

«

Wonderland Family

Amount
Received
85.00
60.00
105.00
300.00
416.00
300.00
200.00

Payment Type

Check
Cash
Check
Check
Check
Check
Check

Check Number

12345

12345

12345
2223

Date Received

10/27/2017
09/29/2017
10/27/12017
10/27/12017
10/27/12017
10/27/2017
10/27/2017

Batch

0/
0/
0/
0/
0/
0/
0/

Notes

Extra payment note

Prepay for next week.

Partial pay

-
Posted

CGTransactional
dcw_kgass
CGTransactional
CGTransactional
CGTransactional
CGTransactional

CGTransactional
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Payments > Outstanding

Last Modified on 05/11/2018 1:36 pm EDT
The Payments Outstanding screen will display amounts owed by families within the

system. Use search criteria to display related families. Statement and Reminder
emails can be sent from this page, Outstanding balance reports can also be pulled.

From the Payment menu, select the Outstanding option-

Search... Business Level - DCW - Transactional v

b4 Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup Q

Home Informatic Journal

Deposit
O Information
Third Party Journal

New Feature: Sprea /e dit Third Party Refund

Third Party Refund Allocation

Payments/Adjustments

Information

Classroom METREVVARTh I B

Mass Change
ransactional- Center 1 AM, Before School Care 8 7 8 7 8

Flexible Child Care
Registration

Outstanding
@ ransactional- Center 1

Autopay Batch

framcartinnal. Cantar 1 DN Aftar CrhAanl Cara 2 2 2 2 2

As a default the first screen will display families that have outstanding balances.

277



Payments Outstanding

Showing resulits for:

Include/Exclude Selected Group::: Include this Group Balance Type:: Outstanding Family Status:: N/A  Auto-Pay:: N/A

Include Zero Balance Families:: No  Include Third Party Families:: Yes ~ Past Due:: Greater Than Search Criteria v

Actions v

Qutstanding Payments List

(] Family Balance Due Parent Due 30 Days Past Due 60 Days Past Due
Wonderland Family (ID: 320245) 52.00 52.00
Total: $52.00 $0.00

To change from the default criteria, select the Search Criteria button.

o Center- select a center to see results for a particular center (at the business level)

e Category- select a category to see results for families who have children enrolled
in programs within a category

e Classroom- select a classroom to see results for families who have children
enrolled

e Semester- select a semester to see results for families enrolled in programs
attached to a semester

e Reporting Group- select a reporting group, then select if the group should be
included or excluded from results

o Include/Exclude Selected Group

e Balance Type
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o OQutstanding- displays family with balances due

o Credit- displays families with credit totals

o Any- displays families with either credit or debit balances
Family Status

o N/A- results will not filter by status

o Active- displays only active families

o Withdrawn- displays only withdrawn family balances
Auto-Pay

o N/A- results will not filter by auto-pay type

o Only- displays only auto-pay families

o Exclude- does not display families with auto-pay
Include Zero Balance Families

o No- results will not include families with a zero balance on their financial

ledger

o Yes- results will include families with a zero balance on their financial ledger
Include Third Party Families

o No- results will not include families who receive third party sponsorship

o Yes- results will include families who receive third party sponsorship
Statement ID- to search for a particular statement ID- found on a family's
financial ledger
Assigned Invoice No- to search for a particular invoice number- found on a
family's financial ledger
Past Due- select Greater Than, Less Than or Equal to either an amount or a
number of days

o Amount- enter an amount threshold to search on based on the past due

selection above
o Days- enter a number of days threshold to search on based on the past due

selection above
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Payments Qutstanding

Showing results for:

Include/Exclude Selected Group::: Include this Group

Balance Type:: Outstanding  Family Status:: N/A ~ Auto-Pay:: N/A

Include Zero Balance Families:: No  Include Third Party Families:: Yes ~ Past Due:: Greater Than

Outstanding Payments List

Search Criteria Q

() Family

Wonderland Family (ID: 320245) 53

Center:
Category
]
Semester
Reporting Group:

a

Balance Type:
@ Qutstanding O Credit O Any

Auto-Pay:

@ N/A O Only O Exclude

Statement ID:

e
Past Due: Amount:
*] Greater Than =~ S

Classroom

a -- v

Include/Exclude Selected Group::

@ Include this Group O Exclude this Group
Family Status:

@ N/A O Active Only O Withdrawn
Include Zero Balance Families:

@ No O Yes

Include Third Party Families:

Orn @

Assigned Invoice Nbr:

Q

Days:

Once families are displaying, select the Actions menu to send statement or reminder

emails, pull balance reports, and more-

e Email Statement- emails the families their current balance

e Email Reminder- emails a reminder that includes the billing invoice to the

families

Email Invoice-sends an invoice to the families, user is able to select a specific date
range to include on the statement

Pay Registered- submits a payment to all of the families with an auto-pay setup,
click on the Pay Registered link. Families with auto-pay setup will have an arrow
circle icon to the left of their names

Funding Export- a report that will display if a family is sponsored, and the type of

funding they have had applied to their balance (third party payments)
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Center

Parent First Name

DCW Transactional- Center 1 Guardian 1
DCW Transactional- Center 1 Guardian 1
DCW Transactional- Center 1 Guardian 1
DCW Transactional- Center 1 King Fergus
DCW Transactional- Center 1 Henry
DCW Transactional- Center 1 Queen
DCW Transactional- Center 1 Queen
DCW Transactional- Center 1 Guardian 1
DCW Transactional- Center 1 Guardian 1
DCW Transactional- Center 1 Wendy
DCW Transactional- Center 1 Jane

Parent Last Name

Child First Name

Baggins Bilbo
Baggins Frodo
Beanstalk Jack

Brave Merida
Doolittle Eliza
Frozen Anna
Frozen Elsa

Giant Jolly Green
oz Dorthy
Peter Pan Tinkerbell
Wonderland Alice

e Funding Exp
e Funding Exp

ort Active

ort Terminated

e Open Detail Export

e Center Copay

e Outstanding
e Outstanding
e Collection Le

e Email Sent R

Payments Qutstanding

Showing results for:

Include/Exclude Selected Group::

Include Zero Balance Families:: No

Outstanding Payments

Balance Export
Balance- Detalil
tter

eport

Include this Group

Include Third Party Families:: Yes

List

Balance Type:: Outstanding

Child Last Name
Baggins
Baggins
Beanstalk
Brave
Doolittie
Frozen
Frozen
Giant

oz

Peter Pan
Wonderland

Date Applied Funding

Past Due:: Greater Than

0-30

cooococooooo

Family Status:: N/JA  Auto-Pay: N/A

3160

6190 91120  Over120 TOTAL  Report Date 11/01/2017

coocococococococoo
coooococooooo
cococococococococoo
coococococooocoo
cooococooooo

Search Criteria v

Actions v

EAEmail Statement

O Family

Wonderland Family (ID: 320245) 3

Balance Due Parent Due

52.00

30 Days Past Du

EAEmail Reminder

EAEmail Invoice

Pay Registered

Funding Export

Funding Export Active

Funding Export Terminated

Open Detail Export

Center Copay

Qutstanding Balance Export

Outstanding Balance - Detail

Collection Letter

Email Sent Reports

Late Fees can also be added from this page, scroll to the very bottom of the page to

the Add Fees sect

ion.

281



e Fee Type- Select the type of fee that should be charged. From this page, you
should only add Late Payment or Pickup fees

e Fee Amount- Enter the amount that should be charged per family

e Post Date- Enter the date that should display on family statements

e Email Family- Select No if you do not want to email families, select Yes to email

families that a charge has been added to their statement

Once detail has been entered, press Add Fee. Any family that was selected above will
have a fee added to their financial ledger.

Add Fee

Fee Type: Fee Amount:

9 Select a Fee v S
Post Date:
= Email Family: @ No O Yes

Add Fee
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Payments > Autopay Batch

Last Modified on 03/14/2018 9:23 am EDT

Processing auto payments in the system allows administrators the ability to charge
and collect money from parents that have an auto payment setup. Parents can add
auto-pay information from the parent portal or admins can add a payment method
from the family record's auto-pay tab.

For auto payments to be processed, a payment gateway must be setup within the
system (the site must be setup for credit card and/or ACH processing).

There are two ways auto-pays will process, the first is on an automated basis- the
system will pickup and pay open balances according to the schedule setup/selected
by parents or admins and the second on a variable/full amount basis- where an
administrator would need to go to the payments > auto-pay batch tab to batch out
payments.

Search... N Business Level - DCW - Transactional e

¢ Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup Q

Home Information Journal
Deposit
[ ) Thiret Party Journat
Add/Edit Third Party Refund b VL g
Information
Third Party Refund Allocation ansactional- Center 1 AM, Before SchoolCare 8 7 8 7 8

Flexible Child Care
Registration

ansactional- Center 1 PM, After School Care 22| 2|2 |2

ansactional- Center 1 0O 0 0 0 O

Payments/Adjustments

Mass Change

Birthday

Outstanding

n I e “

Online/POS Payments
The payments > auto-pay batch screen will only be used if a center is manually
batching out auto-pay payments. Select the Search Criteria button to open search
options. Results displayed in the Outstanding Batch List can be sorted by:

e Center

e Category

e Classroom

e Semester

e Reporting Group

e Balance Type

283



Statement ID

Assighed Invoice No

Past Due

Amount

Payments Autopay Batch Process

Showing results for:
Balance Type: Outstanding ~ Past Due:: Greater Than Search Criteria‘

Search Criteria Q

Outstanding Batch List

Center:
(] Family Name
. - -

[J No Outstanding Payments Category Classroom

L] - - a - o
Semester

- v
Reporting Group: Balance Type:

a - - @ Outstanding O Credit O Any
Statement ID: Assigned Invoice Nbr:

Q 9
Past Due: Amount:

Q Greater Than v $

View

=
Pay All Selected

Total: $0.00

Once View is selected all families that match the criteria with open balances will
display. Check or Uncheck their box to include or exclude them from the batch. Once
all families are selected that should be included press Pay All Selected to charge the
parent's auto-pay accounts on file.

A confirmation box will display when the batch is completed. A report can be ran from
the payments > online/pos payments screen or from the reports > payments screen-
then select Auto-pay Status Report. Click on the blue number to open an excel report
with detail.

Note: This will trigger the auto-pay success or auto-pay failure templates to send.
These templates can be edited by going to setup > system config and selecting the
email option.
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Payments > Online/POS Payments

Last Modified on 03/30/2018 8:36 am EDT

The Payments > Online/POS Payments screen allows users to pull a report that
displays gateway (ACH or Credit Card payments) that have been processed through
the system.

Search... N~ [E) Business Level - DCW - Transactional 9

w Home Family Payments Afttendance Lessons Meals Connect Approvals Reports Staff Setup (o}

Home Information Journal

Deposit
0 Third Party Journal
Add/Edit Third Party Refund Classroom M T W Th F
Information
Third Party Refund Allocation ansactional- Center 1 AM, Before School Care 8 7 8 7 8
. Flexible Child Care
Payments/Adjustments ansactional- Center 1 Registration 0O 0 0 0 O

= .
L ansactional- Center 1 PM, After School Care 212|222

Mass Change

Birthday
Outstanding

Autopay Batch

Online/POS Payments

Registrations

Family Payment

On the Online/POS Payments screen, select the Search Criteria button to enter search
detail. After selecting Find any payments that match criteria will display in the
Online/POS Payment List screen-

o Center

e Begin Date- start of date range

e Date- end of date range

e Batch Number- batch number will display on gateway/processor reporting
e Assigned Batch Number

e Order #- order number will display on gateway/processor reporting

e Invoice #- invoice number will display on gateway/processor reporting
e First Name on Card

e |ast Name on Card

e Email

e Phone Number

e Bank Check #
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Payments Online/POS Payments

Showing results for: Search Criteria +

Search Criteria Q
Center:
Online/POS Payment List . -

Begin Date Date
i} i}

Batch Number Assigned Batch Number
Q 9

Order # Invoice #
Q 9

First Name on Card Last Name on Card
& &

Email Phone Number
a a

Bank Check #
m

Displayed results can be exported to Excel for further reconciliation or analysis by
selecting the Actions drop-down menu.

e Export- Excel, fields that will display are below-

B (¢} D E F G H | J K L M

Family‘ Transaction DatelAccount #‘Amount‘Transaction‘Contact‘Authorization Code‘Payment ID|Invoice Number‘ Parent ID‘First Name‘Last Name

e Export (Version 2)- Excel, fields that will display are below (formatting

differences)-

Il B Il “ Il v Il E Il r Il S Il H Il ! { J Il N Il L Il i !
Center‘ A "Family‘Tu ion Date|Account # Transaction‘Contact‘Authorization Code |Payment ID [Invoice Number|Parent ID |First Name | Last Name

e Tempus Balancing Report (used only if site is setup with Tempus payment
processing)

e Exportto CSV
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Payments Online/POS Payments

Showing results for:

Online/POS Payment List

Search Criteria v

Actions

Export - Excel3&

Export (Version 2) - Excel 3&

Tempus Balancing Report

Export to CSV
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Payments > Family Payment

Last Modified on 03/30/2018 8:37 am EDT

The Payments > Family Payment screen allows users to pull different versions of year-
end tax statements. This is most useful if a site will be printing off and mailing or
distributing tax statements.

e |f a site would like to email a copy of a family's year-end statement, the email can
be sent from the Connect > Communication option (be sure to select the option
to include the year-end tax statement before sending the email).

e Parents can self-service from the parent portal .

Search... v [l Business Level - DCW - Transactional 9

i Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup Q

Home Information  Journal

Deposit

Third Party Journal

Add/Edit Third Party Refund ‘ Classroom MBSV E

Information
Third Party Refund Allocation ansactional- Center 1 AM, Before School Care 8 7 8 7 8
. Flexible Child Care
Payments/Adjustments ‘Lnsacmonal— Center 1 Registration 0O 0 0 0 O
ansactional- Center 1 PM, After School Care 22| 2|22

Mass Change
Birthday
Outstanding

Autopay Batch

Online/POS Payments

Registrations

Family Payment

Summarv

On the Family Payment screen, select the Search Criteria button to enter detail for the
families that should display- then press View.

e Center- REQUIRED this can only be processed for one center at a time

e Category

e Classroom

e Year- year the payment was received in

e Include Email Delivery- if statements should be emailed out to families

e Include All Families with Payments in Year- will allow inactive families with

payments to display in batch
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Payments Year End Family Payment

Showing results for:

Year: 2017 Include Email Delivery: Yes  Include All Families with Payments in Year: Yes Search Criteria v

Search Criteria Q
Year End Family Payment List
Center:
- v
Category Classroom
™ . - a - -
Year Include Email Delivery Include All Families with Payments in Year
(i) 2017 |~ = Yes 04 Yes 04

Once results display in the Year End Family Payment List, select the Actions menu to
pull PDF or Excel copies of the statements.

Payments Year End Family Payment

Showing results for:

Center:: DCW Transactional- Center 1~ Year: 2017  Include Email Delivery: No  Include All Families with Payments in Year: Yes Search Criteria v

Year End Family Payment List Basic Year End

Family Name Center
Y Detail Year End
Brave Family DCW Transactional- Center 1
Doolittle Family DCW Transactional- Center 1 Tax Statement - PDF
Frozen Family DCW Transactional- Center 1

o o ) Tax Statement - Excel

Multi-Payer Tax Statement - PDF

e Basic Year End- no detail, just an amount paid in the upper right corner

Year End Tax Statement: 2017

Qﬁ DOYCQre MecTest Family Amt Paid: 100.00
TWORKS P sy 1

Test City, MI 12345
TAX ID: 123456789

Central Falls * 151 Hunt Street * Central Falls MI 02863

Family Name: McTest Family
Children Name: Test McTest
testing McTest

e Detail Year End- specific payment detail by family-
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Year End Tax Statement: 2017

aﬁ DOYCOre McTest Family Amt Paid: 100.00
TWORKS i

Test City, MI 12345

TAX ID: 123456789

Central Falls * 151 Hunt Street * Central Falls MI 02863

Family Name: McTest Family
Children Name: Test McTest
testing McTest

Date UserName Descripti Amount
03/10/2017 ccarline2 Cash Payment - $ 100.00
Total $100.00

e Tax Statement- PDF- displays a breakdown of charges and payments-

{}Q DayCare”
¥WORKS

Central Falls
151 Hunt Street
Central Falls MI 02863

248-458-9987
Tax ID: 123456789

McTest Family
Family ID: 101664

Charges:

Total Tuition:

Total Discounts:

Total Fees and Other Charges:
Total Charges for 2017:

Payments:
Total Payments for contact, test:
Total Payments for test test:
Total Payments for remainder:
Total Bad Debt Recovery:
Total Bad Debt:

Total Payments for 2017:

0.00
0.00
100.00
100.00

0.00
0.00
16.90
0.00
0.00
16.90

e Tax Statement- Excel-displays a breakdown of charges and payments-

A (&2

B
Tax Statement for 2017

1
2 [Central Falls
3151 Hunt Street

4 [Central Falls, MI 02863
5 248-458.9987

6 Tax ID: 123456789
7

8

9

0

Family Name: McTest Family
Family ID: "101664
Address:

i
B
12|Charges:

13 Total Tuition: 0.00
14 Total Discounts: 0.00
15 Total Fees and Other Charges: 100.00
16 | Total Charges for 2017: 100.00
17

18 |Payments

19 Total Payments for contact, test: 0.00
20 Total Payments for test test 0.00
21 Total Payments for remainder. 16.90
22 Total Bad Debt Recovery: 0.00
23 Total Bad Debt 0.00
24 |Total Payments for 2017: 16.90

< » .. Jaycox-23522 | Jen Smith-48788 | Johnson-Adams - 23521 | Kamnes - 23520 | Kames - 23520-2 = Kellendonk - 103401 | Kole - 23519 | Lange - 23518 McTest-{MﬁBA

e Multi-Payer Tax Statement- PDF- a basic statement broken down by payer for

split families
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DCW Demo
45 Industrial Road

Q Doyca re Cumbefl:ix:fi }\2? 02864
"WORKS

TAX ID: 123456789

The payments listed below are representative of what we, Cenlral Falls, have credited to your child's account. It is your responsibility to insure that actul

amount of tuition are reported, following the IRS “when filing your state and federal income taxes.

Center Name: Central Falls

Address: 151 Hunt Street,Central Falls MI 02863

Phone: 248-458-9987

Period: 1/1/2017 - 12/31/2017

Payee: Adams,David Children: Billy Adams Total Amount: $369.00
Jillian Adams
Mary Adam

Family: Adams D Family

Cash Payment | 11/282017 | Adams, David [ $369.00]
Total Pavments:| $ 369.00|
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Attendance > Entry

Last Modified on 05/11/2018 1:33 pm EDT

The Attendance > Entry screen is where users will be able to check in children or staff
from the web side, alter attendance records and review historical check-ins/outs by
day.

Search... [l Business Level - DCW - Transactional 9

w Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup Q

Home Information
Agency Attendance

The system offers different methods for administrators to record the attendance for
the center. To switch between attendance modes select the action drop down menu-
then select the "Switch To" option.

Attendance Entry (Edit)

Showing results for:
View: Student  Classrool m: DCW - Transactional - AM, Before School Care  Attendance Date: 12/05/2017 Search Criteria v

Actions v
2 Switch to Normal Mode @ ‘

Student Attendance List

No results found for the search criteria.

Attendance Detail Export - Excel
Import Attendance

e The Normal Mode attendance section allows an administrator to check a child
into a center or out of a center as the child enters or exits the center. It is similar
to using the touchscreen application to check a child in or out of the center.

e The Edit Mode attendance section allows an administrator to enter the time a
child entered or exited the center. This can be used to record when a child

entered a center as it happens, or at the end of the day.

To take or view attendance select the Search Criteria button and enter the detail for
the children that should display-

e Semester

e Category- select a category to pull a larger grouping of children (than just
classroom)

e Classroom- select a specific room or select Show All to display all expected
children

e Student ID- enter a student ID to pull just one student's attendance detail for the
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selected day

e Attendance Date- the day's attendance that should be displayed

Attendance Entry (Edit)

Showing results for:
View: Student  Classroom: DCW - Transactional - AM, Before School Care  Attendance Date: 12/05/2017 Search Criteriakv

care riteria Q @ Student O Teacher
Student Attendance List Semester

pis e -
No results found for the search criteria. Category Classroom
] - v DCW - Transactional - AM, Befor v
Student ID
¥

Attendance Date

s} 12/05/2017

After selecting View, children will display.

In edit mode enter the check in or out time for each child, as times are entered tab
over- the record will save automatically. When a check-in/out is completed a new line
will display below the record in case the child is checking in/out again within the same
room/day.

If an entry needs to be changed or deleted this is the view the user would be able to
make changes in, select the red x to delete a check in/out or click into the time fields
and update as needed. Each time a new piece of data is entered press tab to be sure
the detail is saved.

Attendance Entry (Edit)

Showing results for:

View: Student  Classroom: DCW Transactional- Center 1 - AM, Before School Care  Attendance Date: 12/05/2017 Search Criteria v

Student Attendance List

Student / Classroom Check-In Check-Out Code Total Units

D Baggins, Bilbo % 08:00:00 AM EST dew_kgass 09:00:00 AM EST dcw_kgass 1:00 Units

AM, Before School Care 8 :00 | AM v 9 : 00| AM ¥ NORM M -
Saved
0 Units
v : v NORM v

To add detail for multiple children at once, select the square to the left of the child's
name, then go to the apply all selected area and enter times.
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Attendance Entry (Edit)

Showing results for:

View: Student  Classroom: DCW Transactional- Center 1 - AM, Before School Care  Attendance Date: 12/05/2017 Search Criteria ~

Acti
Student Attendance List
Student / Classroom Check-In Check-Out Code Total Units
D Baggins, Bilbo % 08:00:00 AM EST dew_kgass 09:00:00 AM EST dcw_kgass 1:00 Units
AM, Before School Care 8 :00 | AM ¥ 9 100 AM ¥ NORM v m
0 Units
v : M NORM v
E Baggins, Frodo 0 Units
AM, Before School Care : M : v NORM v
Ii‘ Brave, Merida (| NS 0 Units
AM, Before School Care : M : v NORM v
I:‘ Doolittle, Eliza 0 Units

AM, Before School Care M : v NORM v

Select All Select All Scheduled Uncheck All

aotosaecid |7 |30 |[awv] s |30 | Avv %

Once times are entered click apply to apply the times to the selected children, then
click Save All.

Student Attendance List

Student / Classroom Check-In Check-Out Code Total Units
D Baggins, Bilbo % 08:00:00 AM EST dew_kgass 09:00:00 AM EST dcw_kgass 1:00 Units.
AM, Before School Care 8 |:|00 || AM ¥ 9 ;00| AM v NORM v m
0 Units
v H v NORM v
E Baggins, Frodo 0 Units
AM, Before School Care 7 ;|30 AM ¥ 8 ;30| AM v NORM v
D Brave, Merida | NS 0 Units
AM, Before School Care 7 |80 AM ¥ 8 /30| AM ¥ NORM v
D Doolittle, Eliza 0 Units
AM, Before School Care : M : v NORM v

Select All Select All Scheduled Uncheck All

Apply to Selected | 7 .30 AM v 8 :130 AM v NORM v Apply

Please review the attendance applied, then click Save All.

Once the fields turn green, the records have been saved.
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Student Attendance List

Student / Classroom Check-In Check-Out Code Total Units
D Baggins, Bilbo % 08:00:00 AM EST dew_kgass 09:00:00 AM EST dcw_kgass 1:00 Units -~
AM, Before School Care 8 |:|00[|AM ¥ 9 100 AM v NORM v m
0 Units
v : v NORM v

E Baggins, Frodo % 07:30:00 AM EST dew_kgass 08:30:00 AM EST dcw_kgass 1:00 Units
AM, Before School Care 7 |:30]|AM ¥ 8 :30 AM v NORM v m
0 Units
M : v NORM v
E Brave, Merida (NS % 07:30:00 AM EST dcw_kgass 08:30:00 AM EST dcw_kgass 1:00 Units
AM, Before School Care 7 |:30||AM ¥ 8 1|30 AM ¥ NORM v

To see attendance over a period of time go to reports > room/program and pull one of
the below reports- be sure you enter a date range and select the data you want to see
by center, category or room!

e Reports > Room/Program, Attendance- Child Attendance Detail - Excel

e Reports > Room/Program, Attendance- Site Summary Attendance - Excel
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Attendance > Attendance Journal

Last Modified on 03/30/2018 8:39 am EDT

The Attendance Journal-page will display all check-ins and outs. This is a helpful place
to come if an error is received while checking a child in our out from the InSite Select
or InSite Provider Applications.

From the Attendance, menu select the Attendance Journal option.

Search... v Business Level - DCW - Transactional 9

* Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup Q

Home Information Entry
Agency Attendance
o Program Calendar Classroom IMEERTRIEVVAThiE B
Once on the screen select the Classroom you want to see attendance for, a from date
and a to date. (Classroom is optional if a user wants to see detail for the business level

or a particular center level- depending on what level of the system the user is currently
on.)

Attendance Attendance Kiosk Journal

Search Criteria - Attendance Journal Q

Classroom

] --Select a Classroom-- v

The Attendance Journal list will display once View List has been selected. In this table,
the below data will display-

From Date To Date

= 12/01/2017 ] 12/06/2017

e Company Name- Site/Center/School Name
e Child Name

e Staff Name- who checked the child infout
e Room Name

e Check-In

e Check Out
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Attendance Code- the type of attendance (set on the admin side)

Status

o Error- attendance did not process

o Complete- attendance has been recorded

Kiosk Date- date the attendance was entered

Process Date- date the attendance was processed

Reason- the cause of the error

o Check-in date cannot be in the future
o Attendance check-in record has been skipped. An existing check-in without

checkout exists

Attendance Attendance Kiosk Journal

Search Criteria - Attendance Journal Q

Classroom
--Select a Classroom-- 04

From Date To Date

i 12/01/2017 iz 12/06/2017

Q View List
Attendance Journal List

Company Name Child Name Staff Name Room Name Check In Check Out Attendance Code Status
Central Falls Adams, Sallie @”er School 12/04/2017 10:14 AM Error
rogram
Kellendonk, After School .
Central Falls Tina1234567890123« Frsgen 12/04/2017 10:14 AM Error
Central Falls Adams, Sallie After School 12/04/2017 7:14 AM Comp|
Program
Central Falls Tyler, Rochelle By S 12/04/2017 7:14 AM Comp
Program
Account, Test .
Central Falls A Big Room 12/04/2017 7:25 AM Comp
Account
Central Falls Adam, Mary A Big Room 12/04/2017 7:25 AM Comp
Central Falls Boyd, Samantha A Big Room 12/04/2017 7:25 AM Comp
Central Falls Ellington, Thomas A Big Room 12/04/2017 7:25 AM Comp
Central Falls Adams, Rob A Big Room 12/04/2017 7:25 AM Comp
Central Falls Cramer, Tiffany A Big Room 12/04/2017 7:25 AM Comp
Central Falls Apple, Ashlee A Big Room 12/04/2017 7:25 AM Comp
Central Falls Ellington, David A Big Room 12/04/2017 7:25 AM Comp v
< »
Records from 1 to 50 > 21 LL. Pagel ~ E 50 rows per page ¥

From this page, a user may want to edit attendance that has been entered by going to
the attendance > entry page or pull attendance reporting for a particular date or date
range-reports > room/program, child attendance detail .
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Attendance > Program Calendar

Last Modified on 03/30/2018 8:39 am EDT

The Attendance > Program Calendar screen will allow an admin to enter days that are
In Session (Billable), Out of Session (non-billable) or In Session (non-billable) on a

calendar for agencies/third parties. This will tie to how an agency's attendance or
schedule days are billed.

From the Attendance drop down menu select Program Calendar-

Search... v

[E Business Level - DCW - Transactional e

w Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup o}

Home Information Entry

Agency Attendance

Attendance Journal

Program Calendar Classroom MAUETRIRVVARThIE
Information hedules “

Reconcile lactional- Center 1

AM, Before School Care 8 7 8 7 8
\

Clavikhla Child Cara

To add a day to the calendar select the third party, choose the type of billing for the
time frame and then add the dates to and from. Select Apply.

Attendance Third Party Program Calendar

Third Party

= Sample Agency -
Type
(A} Out of Session (non billable) v
Date Range
From To
s 12/06/2017 12/08/2017

e

Note: In order to use this screen the option on third party setup to allow a Allow
Flexible Schedule and Allow Program Calendar must be set to yes.
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Attendance > Reconcile

Last Modified on 03/30/2018 8:44 am EDT

The Attendance > Reconcile page will display expected vs actual attendance for a site.
This page will only display for a center or site level, data will not display at the business
level.

From the Attendance, list select the Reconcile option.

Search... ¢ [E] DCW Transactional- Center 1 e

hx¢ Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup (o}

Home Information Entry

Agency Attendance
Billing Period: 01/01/2017 to 12/31/20

Attendance Journal )
o Program Calendar
Classroom IMEERTEEVVARTh i
Information hedules Reconcile
lactional- Center 1 AM, Before School Care 8 7 8 7 8

Head Count i i
ead Coun ctional- Center 1 Flexible Child Care 00 0 0 O

Regictration

On the reconcile screen the day's detail will display as a default. To select a specific day
to enter a date in the For Date field, then press Create Report.

Attendance Reconcile

Attendance (&

For Date

&
Create Report

Reconcile List

Child Classroom Scheduled Actual
N Ar VAT F VST WV T B

Baggins, Bilbo AM, Before School Care & 77 -
Baggins, Frodo AM, Before School Care & &

Beanstalk, Jack

Brave, Merida AM, Before School Care # d # 'f #

Doolittle, Eliza AM, Before School Care & 7

FOEEEL, e Flexible Child Care Registration #

Frozen, Elsa AM, Before School Care # # # # ﬂ

Giant, Jolly Green AM, Before School Care & & 7 -4

Oz, Dorthy - AM, Before School Care # # # # ﬂ

-Fi('eter.Pa..n, 1j|n.k.(.arbell PM, After School Care ﬂ ﬂ ﬂ ﬂ ﬂ N
4 | 2| >

If schedules need to be altered go to the child's program/room assignment and edit as
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needed. If attendance needs to be updated go to attendance > entry, then select edit
mode- make updates as needed.
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Attendance > Live View

Last Modified on 03/30/2018 8:44 am EDT

The Live View screen will allow admin users to see staff and students in attendance for
ratio purposes. This screen will also allow admins to transfer students/children and
staff between rooms to meet ratio needs.

From the Attendance, menu select the Live View option.

v [E Business Level - DCW - Transactional e

Search...

w Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup (e}

Agency Attendance

Attendance Journal

Program Calendar Classroom IMEERTRRVVARThiIE R
Information

Home Information Entry
Reconcile lactional- Center 1 AM, Before School Care 8 7 8 7 8
Flexible Child Care

edules
Registration

m‘actional-(:enterl PM, After School Care 3333
Billing J
Integration

| SR

Head Count actional- Center 1 00 0 0 0

w.

Birthday

On the Live View, screen select the Company, Classroom or Attendance Group that will

display.

e The top section under Staff List will display teachers that were checked in to the

room on the date and time specified.
e The second section Student List will display children that were checked in to the

room on the date and time specified in the search criteria.

To export the results of the search press the Export option next to the view button.
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Attendance Live View

View Live Attendance Q

Company Classroom

| - = B DCW Transactional- Center 1 - AM, Before School Care v
Attendance Group Date Time

o - v =] 12/04/2017 8:00 AM

View [ Export

Staff List
Teacher Room Check In Check Out Transfer
No attendance found for -
criteria

Transfer Selected Staff To Classroom

B - v Transfer

Student List

Student Room Check In Check Out Transfer Present
Baggins, Bilbo (10/09/2013)  AM, Before School Care 12/04/2017 07:00 AM  12/04/2017 @ Present -
Baggins, Frodo (10/12/2011) AM, Before School Care 12/04/2017 07:00 AM  12/04/2017 o Present
Brave, Merida (09/19/2012) ~ AM, Before School Care 12/04/2017 07:00 AM  12/04/2017 (m] Present
Doolittle, Eliza (09/14/2011) AM, Before School Care 12/04/2017 07:00 AM  12/04/2017 o Present

To transfer students or staff between rooms select the checkbox next to their name
under the transfer column, then select the room to transfer the child(ren) to. Once

selected press Transfer- transfers can only be done in real time.

Student List

Student Room Check In Check Out Transfer  Present
| Baggins, Bilbo (10/09/2013)  AM, Before School Care 12/04/2017 07:00 AM  12/04/2017 vl Present -
Baggins, Frodo (10/12/2011) AM, Before School Care 12/04/2017 07:00 AM  12/04/2017 (m} Present
Brave, Merida (09/19/2012) ~ AM, Before School Care 12/04/2017 07:00 AM  12/04/2017 =] Present
Doolittle, Eliza (09/14/2011) AM, Before School Care 12/04/2017 07:00 AM  12/04/2017 (] Present

Transfer Selected Students To Classroom

DCW Transactional- Center 1 - PM, After School Care - %

Summary

Total Students: 4
Total Staff: 0
Current#Rooms: 1
Current Ratio: 0
Ratio: 15
Capacity: 0
Required Staff: 1
Required # Rooms: 0
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Attendance > Timeline

Last Modified on 05/23/2018 9:44 am EDT

The Timeline option on the Attendance menu will display children's movements from
room to room within a time period.

From the Attendance menu option, select Timeline-

Search...

Business Level - DCW - Transactional e

A Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup Q

Home Information Entry

Agency Attendance

Program Calendar

Classroom M |T
Information
Reconcile ransactional- Center 1 AM, Before School Care 8 6
. . ransactional- Center 1 Flexible Child Care Registration 0
Live View
ransactional- Center 1 PM, After School Care 2 2

Integration

Birthday Billing

Select the center from the drop down list, classroom and date that should be viewed-

Attendance -> Timeline

Attendance Timeline

This screen allows you to view child/staff attendance for a date range or program/room. This will allow you to view the movement of the child/staff throughout

the day.
Center Classroom

H DCW Transactional- Center 1 - DCW Transactional- Center 1 - AM, Before School C: +
From Date *

= 04/10/2018

Q Find Attendance

Results will display, if the child has moved throughout the day specific classrooms will
also show. This screen is view only.
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Attendance -> Timeline

Attendance Timeline

This screen allows you to view child/staff attendance for a date range or program/room. This will allow you to view the movement of the child/staff throughout

the day.
Center Classroom

B DCW Transactional- Center 1 - DCW Transactional- Center 1 - AM, Before School C: =
From Date *

&) 04/10/2018

Q Find Attendance

Task name Start time Duration 8z 9 am 10 am 11 am 12 pn

10 April, Tuesday

54 09 24 39 54 09 24 39 54 09 24 39 54 (

[ Frodo Baggins 2018-04-10 0 |
[=] £ Eliza Doolittle 2018-04-10 0
D Chess, Fall Sessic  2018-04-10 0
D AM, Before Scho 2018-04-10 0 I
[= £ Dorthy Oz 2018-04-10 0 Dort]
D Chess, Fall Sessic  2018-04-10 0 |
D AM, Before Scho 2018-04-10 0 I

A printable version of this information is available under Reports > Room/Program-
Transition Report

304



Taking Attendance- Best Practices

Last Modified on 05/15/2018 8:55 am EDT

Attendance can be added to the system several ways (the data will sync to the server so
you should always have the most up to date detail when running reporting):

Parents checking kids in/out by pin with the InSite Select application on a tablet

e Staff/Admins checking kids in/out with the InSite Provider application on a tablet

e Staff/Admins checking kids in/out through the teacher portal
(https://connect.schoolcareworks.com/login.jsp or
https://family.daycareworks.com/login.jsp)

e Staff/Admins checking kids in/out through the admin side of the site on the

attendance > entry page (https://daycareworks.com/cg/secure_login.jsp or

https://www.schoolcareworks.com/cg/secure_login.jsp )

Once attendance is in the system, any edits can be made by going to the aattendance >
entry screen (make sure you are in edit mode!)

Attendance Entry (Edit)

Showing results for:

View: Student ~ Room: Show Al Attendance Date: 05/15/2018 Search Criteria v

Actions v

e |f you need to switch to edit mode, go to actions and press Switch to Edit Mode:

Attendance Entry (Normal)

Showing results for:

View: Student ~ Room: Show Al Attendance Date: 05/15/2018 Search Criteria v

Actions v

Switch to Edit Mode
Current Da @

From the edit mode screen you can delete attendance by selecting the red x above a
record:
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Attendance Entry (Edit)

Showing results for:
Search Criteria v

View: Student  Classroom: Show All  Attendance Date: 05/15/2018

Actions ~

Student Attendance List
Student / Classroom Check-In Check-Out Code Total Units
% 08:00:00 AM EDT dcw_kgass 08:15:00 AM EDT dcw_kgass 1:00 Units

D Baggins, Frodo
@ ;00 AM v 8 15| AM v Normal Attendance V|

AM, Before School Care
0 Units

Normal Attendance v

Change the time a child was checked in/out by clicking into the field editing the time

then press tab:

Attendance Entry (Edit)

Showing results for:
Search Criteria v

View: Student  Classroom: Show All  Attendance Date: 05/15/2018

Actions v

Student Attendance List
Student / Classroom Check-In Check-Out Code Total Units
% 08:00:00 AM EDT dew_kgass 08:12:00 AM EDT dew_kgass 1:00 Units

E Baggins, Frodo
8 : 00| AM YV 8 : AM v Normal Attendance v

AM, Before School Care
0 Units

Normal Attendance v

If time is being entered or changed, click into the field, then press tab. The screen will

auto-save for you!

You can also mass check in/out children by selecting the box icon next to each child's

Name-
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Attendance Entry (Edit)

Showing results for:

View: Student  Classroom: Show All  Attendance Date: 05/15/2018 Search Criteria v

Actions v

Student Attendance List

Student / Classroom Check-In Check-Out Code Total Units
. & 08:00:00 AM EDT dew_kgass 08:12:00 AM EDT dcw_kgass 1:00 Units
D Baggins, Frodo
. . Normal Attendance v
AM, Before School Care 8 |:/00 | AM v 8 12|/ AM ¥
0 Units
v . v Normal Attendance v
D Baggins, Frodo 0 Units
B v . v Normal Attendance v

Flexible Child Care Registration

E Brave, Merida 0 Units
. v . v Normal Attendance v
AM, Before School Care .
Child, New OUtE
B v B v Normal Attendance v
Flexible Care, PM . .

Scroll to the apply to selected section and enter the check in, check out or the check in
AND out times and press apply- remember children can only be checked in or out in the
past- no FUTURE times!

307



Student Attendance List

Student / Classroom Check-In Check-Out Code Total Units

(] chilc, New O Units

) v . v Normal Attendance v
Flexible Care, PM .

|:| Child, New 0 Units

v . v Normal Attendance v

Flexible Child Care Registration

D Frozen, Anna 0 Units
< v c v Normal Attendance v
Flexible Care, PM .
D Frozen, Anna 0 Units
. v . v Normal Attendance v
Flexible Child Care Registration .
D Frozen, Elsa QUi
< v c v Normal Attendance v
Flexible Child Care Registration . : -

Select All Select All Scheduled Uncheck All

Apply to Selected 8 :100 AM v I:l : v v m

The time will be added to the selected students records, then press Save All.

To pull a report that displays the day's attendance go to actions and select Attendance
Detail Export- Excel

Attendance Entry (Edit)

Actions v

Showing results for:
View: Student  Classroom: Show Al Attendance Date: 05/15/2018 Search Criteria v

= Switch to Normal Mode

Student Attendance List
Attendance Detail Export - Ex::@!j

Student / Classroom Check-In Check-Out Code ' C oA

Probably more useful will be the ability to pull for a particular date range, child,
classroom etc. For those reporting options go to reports > room/program:

Child Attendance Detail Excel or PDF-
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Reports

Room/Program

Room Reports

Report Category

< Attendance

A detailed report of the time a student entered and exited a classroom.

Search Criteria Y

Center

Category

From Date
&

Agency

11/26/2017

& -
Child Last Name
&

Family Id
)

Example:

Report Name or Report Category

Report

Q

Room
@

To Date
&

Child Id
)

05/15/2018

Child First Name

a

Family Name

Child Attendance Detail - Excel

[ Create Report

g

Date of Report: 05/15/2018 Child Attendance Detail Report
Search Criteria DCW Transactional- Center 1
Date Range: 11/26/2017 - 05/15/2018 445 S. Livernois
, MI 48307
Family Id Child Id Record # First Name Last Name Center ‘ Room ‘ Date In Time In Time In User ID Time Out Time Out User ID T°::é‘":"‘ T::;:::: Attendance Code

323500 419208 Bilbo Baggins DCW Transactional- Center 1AM, Before School Care 12/04/2017 7:00 AM EST dcw_kgass 8:30 AM EST dew_kgass 1:30" 1.50 NORM
323500 419208 Bilbo Baggins DCW Transactional- Center 1 AM, Before School Care 12/05/2017 8:00 AM EST dew_kgass 9:00 AM EST dew_kgass 1:00” 1.00 NORM
323500 419208 Bilbo Baggins DCW Transactional- Center 1 AM, Before School Care 12/06/2017 8:00 AM EST dcw_kgass  10:00 AM EST dcw_kgass 2:00" 2.00 NORM
323500 419208 Bilbo Baggins DCW Transactional- Center 1AM, Before School Care 01/10/2018 2:08 PMEST” 633758 0:00” 0.00 NORM
323500 419208 Bilbo Baggins DCW Transactional- Center 1 |AM, Before School Care 102/01/2018 7:00 AM EST dew_kgass 0:00” 0.00 NORM

Bilbo Baggins Total 430 4.50]
323500 419209 Frodo Baggins DCW Transactional- Center 1 AM, Before School Care 12/04/2017 7:00 AM EST dcw_kgass 8:30 AM EST dew_kgass 1:30 1.50 NORM
323500 419209 Frodo Baggins DCW Transactional- Center 1AM, Before School Care 12/05/2017 7:30 AM EST dew_kgass 8:30 AM EST dew_kgass 1:00” 1.00 NORM
323500 419209 Frodo Baggins DCW Transactional- Center 1 AM, Before School Care 12/06/2017 8:00 AM EST dew_kgass  10:00 AM EST dew_kgass 2:00” 2.00 NORM
323500 419209 Frodo Baggins DCW Transactional- Center 1AM, Before School Care 01/10/2018 2:08 PMEST” 633758 210 PMEST” 633758 0.02 NORM
323500 419209 Frodo Baggins DCW Transactional- Center 1AM, Before School Care 02/01/2018 7:00 AM EST dew_kgass 0.00 NORM
323500 419209 Frodo Baggins DCW Transactional- Center 1 AM, Before School Care 04/02/2018  8:00 AM EDT BelleBeautyStaff 9:00 AM EDT _BelleBeautyStaff 1.00 NORM
323500 419209 Frodo Baggins DCW Transactional- Center 1AM, Before School Care 04/10/2018 9:54 AM EDT” 633758 9:55 AM EDT” 633758 0.00 NORM
323500 419209 Frodo Baggins DCW Transactional- Center 1 AM, Before School Care 04/11/2018  3:47 PM EDT 0.00 NORM
323500 419209 Frodo Baggins DCW Transactional- Center 1 AM, Before School Care 04/16/2018  11:32 AM EDT littlebopeep 0.00 NORM
323500 419209 Frodo Baggins DCW Transactional- Center 1AM, Before School Care 04/22/2018 4:03 PM EDT littlebopeep 4:20 PM EDT littlebopeep 0.28 NORM
323500 419209 Frodo Baggins DCW Transactional- Center 1 AM, Before School Care 04/22/2018  4:41 PM EDT littlebopeep 0.00 NORM
323500 419209 Frodo Baggins DCW Transactional- Center 1 AM, Before School Care 05/05/2018  2:14 PM EDT” 633758 2:14 PM EDT” 633758 0.00 NORM
323500 419209 Frodo Baggins DCW Transactional- Center 1AM, Before School Care 05/10/2018  10:19 AM EDT” 633758 10:20 AM EDT” 633758 0.02 NORM
323500 419209 Frodo Baggins DCW Transactional- Center 1 AM, Before School Care 05/10/2018  10:47 AM EDT littlebopeep ~ 10:53 AM EDT littiebopeep 0.10 NORM
323500 419209 Frodo Baggins DCW Transactional- Center 1 AM, Before School Care 05/15/2018  8:00 AM EDT dcw_kgass 8:12 AM EDT dew_kgass 0.20 NORM

Frodo Baggins Total 6.12
317254 411030 Merida Brave DCW Transactional- Center 1AM, Before School Care 12/04/2017 7:00 AM EST dew_kgass 8:30 AM EST dew_kgass 1.50 NORM
317254 411030 Merida Brave DCW Transactional- Center 1AM, Before School Care 12/05/2017 7:30 AM EST dew_kgass 8:30 AM EST dew_kgass 1.00 NORM
317254 411030 Merida Brave DCW Transactional- Center 1AM, Before School Care 12/22/2017 7:54 AM EST dcw_kgass 0.00 NORM
317254 411030 Merida Brave DCW Transactional- Center 1AM, Before School Care 04/02/2018 8:00 AM EDT BelleBeautyStaff 9:00 AM EDT BelleBeautyStaff 1.00 A
317254 411030 Merida Brave DCW Transactional- Center 1 AM, Before School Care 04/11/2018  3:47 PM EDT 3:49 PM EDT littiebopeep 0.02 NORM
317254 411030 Merida Brave DCW Transactional- Center 1AM, Before School Care 04/16/2018  11:31 AM EDT littlebopeep 0.00 NORM
317254 411030 Merida Brave DCW Transactional- Center 1 AM, Before School Care 04/22/2018  4:07 PM EDT littlebopeep 4:20 PM EDT littiebopeep 0.22 NORM
317254 411030 Merida Brave DCW Transactional- Center 1 AM, Before School Care 05/10/2018  10:47 AM EDT littlebopeep ~ 10:53 AM EDT littiebopeep 0.10 NORM
317254 411030 Merida Brave DCW Transactional- Center 1AM, Before School Care 05/15/2018 8:00 AM EDT dcw_kgass 8:15 AM EDT dew_kgass NORM

Merida Brave Total
320241 415031 Eliza Doolittle DCW Transactional- Center 1 AM, Before School Care 12/04/2017 7:00 AM EST dew_kgass 8:30 AM EST dew_kgass NORM
320241 415031 Eliza Doolittle DCW Transactional- Center 1 AM, Before School Care 12/22/2017 7:54 AM EST dcw_kgass 0.00 NORM
320241 415031 Eliza Doolittle DCW Transactional- Center 1AM, Before School Care 02/01/2018 7:00 AM EST dcw_kgass 0.00 NORM
200241 415031 Fliza Naolittle NCW Transactional- Center 1 AM Refare Schanl Care 04/10/2018  10:00 AMFDNT  littliehoneen 1010 AMFNT  littiehoneen 015 NORM

The attendance statistics summary is a nice report because it shows you expected vs
actual. This is a four tab report that breaks attendance down by site, category, room
and specific student! click here for an example of the report!Y

Note: If the child doesnt have hours in their schedule an expected number of hours will
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not populate.

Reports Room/Program

Room Reports Quick Search Attendance Statistics Summary - Excel - Attt Q

Report Category Report

L] Attendance v N Attendance Statistics Summary - Excel v

Create a 4-sheet excel report that summarizes attendance for a week. The sheets include the number of children who attended, the number of

scheduled hours, scheduled FTEs, attended number of hours, attended FTE, and the variance between scheduled and attended. This
information is visible by center, category, classroom, and student.

Search Criteria Y

Center

-

Q - v
Semester Show All

] - =
Category Room

- v Y -
From Date To Date

= 05/14/2018 = 05/18/2018
Period Number Period Year

)

[ Create Report

310



Meals > Entry

Last Modified on 01/03/2019 9:53 am EST

The Meals > Entry page allows users to record meals served from the admin side. If
using CACFP, the system will automatically report the number of Free, Reduced, or
Paid students that were marked as served and display the information on the Meals >

Summary page.

1. From the Meals menu, click Entry

Home Family Payments Attendance Lessons Meals Connect App

Information Entry

Meal Count

Summary

Cente Rates

DCv Times
pcy  Eligibility Report

DCM Eligibility Rollover

2. Use the Search area to find the program being served meals. Please Note: a

room/program must be selected

Search Q
Center Semester

= DCW - Transactional - = Select a Semester -
Category Room/Program

= Select a Category A = Select a Room/Program -
Reporting Group Attendance Date

= Select a Reporting Group - 22z 01/03/2019

VIEW

3. Click View to view the list of students in the selected room/program
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Child Name EBreakfast AM Snack Lunch PM Snack Dinner Evening Snack
Bagains, Bilbo N/A Y NJA Y N/A Y NAYN/A Y| N/A v
Baggins, Frodo N/A Y NJA Y N/A Y NAYN/A Y| N/A v
Peter Pan, Tinkerbell N/A v N/A v N/A - N/A v N/A - N/A -
Uptnentll, il N/A Y NJA Y N/A Y NAYN/A Y| N/A v
Johnson, sarah N/AL Y INJAY N/A Y NJAY N/A Y N/A v
iller, carson N/A Y NJA Y NJA Y NJA Y N/A Y N/A v
iller, michael N/A Y N/A Y N/A Y NJAY O N/A Y| N/A v .

4. To record a meal, locate the student and the meal to be served

Child Name Ereakfast AM Snack Lunch PM Snack Dinner Evening Snack -
Bagains, Bilbo N/A Y NJA Y NJA Y N/A Y N/A Y N/A v
Bagains, Frodo N/A Y NJA Y NJA Y N/A Y N/A Y N/A v
Peter Pan, Tinkerbell N/A v N/A v N/A Y NA v N Y N/A v
Upthehil, Ji N/A YO N/A Y N/A Y N/AY N/A Y| N/A v
johnson, sarah N/A - N/A v N /A - N/A v MN/A v N/ v
miller, carson Yes Y] N/A Y O N/A Y NJA Y NA Y N/A v
iller, michasl Yes Y] NJAY NJA Y N/A Y N/AY N/A v

——

o Yes - the meal was served
o No - the meal was not served
5. Once Yes/No is selected, the page automatically saves the data. There is no save

button
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Meals > Meal Count

Last Modified on 03/30/2018 8:46 am EDT

The Meal Count screen will display the number of meals served in a particular period
for a particular site. From the Meals menu, select the Meal Count option.

Search... v [ Business Level - DCW - Transactional e

w Home Family Payments Attendance Lessons Meals Connect Approvals Reports Staff Setup (o}

Home Information Entry

ﬂ Summary
Center| Menu Classroom MEETREVVERTH I E
Information Schedules Semester
DCW/| Food AM, Before School Care 8 7 8 7 8

On the meal count screen, select search criteria- then press Find.

o Center

e Semester

e Category

e Room/Program
e Reporting Group

e From Date

e To Date
Meals Meal Count
Center Semester
DCW Transactional- Center 1 - Q Select a Semester v

Category Room/Program

Q Select a Category v Q Select a Room/Program v
Reporting Group From Date:

9 Select a Reporting Group v = 12/01/2017

To Date:
= 12/31/2017

Results will display based on the rate that has been setup and linked to the child's
CACFP status. Thisis for view only purposes if a report is required, go to Meals >
Summary or Reports > Room/Program .
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Meals Meal Count

Center Semester

Qo DCW Transactional- Center 1 v Q Select a Semester v
Category Room/Program

9 Select a Category v 9 Select a Room/Program v
Reporting Group From Date:

Qo Select a Reporting Group v = 12/01/2017
To Date:

m 12/31/2017

Meal Effective Total Breakfast AM Snack Lunch PM Snack Dinner Evening Snack
Rate Date

12/11/2017  $0.00 3 3 3 3 2 1
Free 12/11/2017  $0.00 0 0 1 1 1 1
Paid 12/11/2017  $0.00 1 1 0 0 0 0
Reduced  12/11/2017  $0.00 1 1 1 1 1 1
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