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Logging In and Navigation 

Signing in to the RecTrac 3.1 CYMS 

The newest version of CYMS is a module within the web-based RecTrac 3.1 platform. Vermont Systems 
recommends using the Chrome or Firefox browser to access RecTrac 3.1.  

 

Username: Your Army email alias* 

 *The alias is everything before the @army.mil 

Password: password 

Please Note: You’re welcome to change your password. You’ll be able to do this by clicking on the User 
Details section of the sidebar menu. 

 

 

 

For this training, please sign in using the ADMIN ASST user group and CDC site.  

 

 

 

The Admin Asst user group is configured to start a transaction batch when you log in. If prompted, please leave 
your starting cash at $0.00 and continue. 
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The RecTrac Menu 

Access to all RecTrac 3.1 programs and components is done through the menu on the left side of the screen. To 
open your RecTrac menu, click on the waffle (2) in the upper left. 

 

Menu Components 

1 – Home Button: Use this button to take you back 
to the home screen where you can see all of your 
favorites. 

2 – Waffle: Use this button to expand the menu 
and see the menu buttons. 

3 – Menu Search: Type in the name, or partial 
name, of any menu button and it will pop up 
below. 

4 – Menu Buttons: All the components a user has 
access to will show as menu buttons. Click the 
menu button to open the target program. 

5 – Support Button: Access the in-application help 
from here. 

6 – Session Information Button: This button should 
show your own initials. Click on it to see the 
Username, User Group, Site, Drawer Number, and 
Batch you are currently logged into. This is also 
where you change your password. 

7 – New Tab Slider: Turn on the slider before 
clicking a menu button if you already have that 
program open and you want to open a second 
instance.  

For Example: A user can have Household 
Management open, and using this slider, 
open a second tab of Household 
Management so they can work on two 
households at once.   

8 – Logout Button: Click this button to log out. 
When you do, the system will prompt you to close 
your batch. 
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CYMS Free Hours Posting Process 

When care is offered outside of the normal hours of operation or a child’s swipe is missing for the hourly care 
process to apply benefit hours; the CYMS Free Hours Posting program will allow a benefit entry to be created. 
This is presuming that the child is eligible for the benefit. 

Ensure Household Benefits are Applied 

Click on Household Management in the RecTrac menu. Use the Menu Search to help locate the button if desired.  
This will launch Household Management in a new panel.  

From the Household Management screen lookup and highlight the household that is eligible for Benefits (i.e. 
Total Army Strong). Please use a household created during previous UAT sessions. 
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Click on the Household Benefits button this will open the Household Benefits tab where 
benefits can be added, changed, or deleted. 

 

Clicking the Add Benefit button or highlighting an existing benefit and clicking Change Benefit will open the 
Household Benefits – Core Information window.  

Here the proper Benefit Code, Qualifying Family Member, Begin Date and End Date must be added, and 
Comments can be added. 
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To choose or change the Benefit Code click the dropdown list icon and choose the appropriate code. For our 
example the Deployed Contingency Operations 180+ Days is to be selected. 

 

To choose or change the Qualifying Family Member click the dropdown list icon and choose either the Sponsor 
or the Spouse. For our example the Sponsor has been selected. 

 

NOTE: The Qualifying Family Member must either be the Sponsor or the Spouse 

Enter the Begin Date and the End Date using the date picker function to ensure the data is correct. 

    

NOTE: The Begin Date and End Date should be the actual dates on any orders. The Benefit Code will have the 
buffer dates set (i.e. 60 days prior and 30 days after) to apply automatically. 

Enter any Comments that are needed. 
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Click the Save button  

Close the Household Benefits panel using the X on the tab of that panel.  

Open CYMS Free Hours Posting 

Click on CYMS Free Hours Posting in the RecTrac menu. Use the Menu Search to help locate the button if 
desired.  This will launch the CYMS Free Hours program in a new panel. This panel will allow the user to log 
individual or bulk visits. 

 

 

Click the dropdown list icon on the Visit Option field to change the default selection from Individual to Bulk if 
necessary. We will be staying with Individual. 

 

Note: For our example we will only be covering the 
Individual option here. The Bulk option requires an 
activity to be setup for a Kids on Site type of event 
and enrollments be processed. 
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For the Household Number field, click the picklist Icon to open the Household Lookup DataGrid. Lookup, 
Highlight and Select the household that benefits were ensured to be on in the previous section. The selected 
household’s number will appear in the field. 

       

For the Location field, click the picklist Icon to open the Facility Location Management DataGrid. Lookup, 
highlight and select your location. This may already be filled in as seen here. If there options please select CDC. 

 

NOTE: We should only see the locations we have permissions to work with. If there are extras then they need to 
be addressed. 

 

Click the dropdown list icon on the Visit Classification field to a valid selection. Today we are using Facility Based.  

 

 

Click the dropdown list icon on the Visit Type field to a valid selection. Today we are using Hourly TAS Respite 
Care 
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Enter the Visit Date using the date picker function to ensure the data is correct. For today select 01/17/2023. 

 

 

Enter the Visit Start Time by typing in the hour (08) and selecting the appropriate time that appears below. 
Choose 08:00 for this example. 

 
 
 

Enter the Visit Hours by typing in the length of the visit (i.e. 4.00)   

Enter the current Visit Hourly Rate by typing in the current hourly rate (i.e. 8.00)   

 

Note: The times are all 24-Hour Standard so 08:00 
is 8 AM and 20:00 is 8 PM 
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For the GL Code field, click the picklist Icon to open the GL Code Management DataGrid. Lookup, highlight and 
select the appropriat code. For this example use 501. 

 

For the Cost Center field, click the picklist Icon to open the Cost Center Management DataGrid. Lookup, highlight 
and select the appropriat code. For this example use 1-JG-5R-74 (CDC – Hourly Care). 

 

Now that all the data is entered click on the Show Qualifying Children button to build the DataGrid on the right. 

NOTE: This may have started to build after entering the Visit Hours.  

NOTE: If an incorrect household was selected (i.e. one without benefits) then the below message box will appear. 

 

The eligible members of the hosuehold will appear in the DataGrid. Select the child(ren) who need visits created. 
You will notice in the screenshot we show what their hourly benefit is per month (Free Hours Benefit), how much 
is used (Free Hours Used), and how much remains (Available Hours). 

 

 

Next click the Process Visits for Selected Children button . 

This prompt will appear, click Close. 
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Repeat the process for any other households that need to have free hours logged. 

When all the needed visits have been entered click the Pring Log of Visits Created button 

. 

 

This prompt will appear, click Close. 

 

 

This is an example of the free hours log:

 

 

Close the CYMS Free Hours Posting panel using the X on the tab of that panel. 
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Reservation No Show Processing 

Note: For this section, please make a new reservation for today’s date from 0800-1100 in the morning. Please 
refer to UAT Test Plan 2 for instructions. 

Click on Reservation No Show Processing in the RecTrac menu. Use the Menu Search to help locate the button if 
desired.  This will launch the Reservation No Show Processing program in a new panel. This panel will allow the 
user to find all those children that had reservations but never came to the center at the time of their reservation. 

  

 

 

On the right side the Facilities DataGrid is showing all possible hourly reservation facilities based on permissions. 
These need to all be toggled on, if not already. 
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Leave the toggle Charge No Show Fees turned on.  

 

While it is generally anticipated that this process will be run the day of the no show reservations; the Begin 
Resservation Date and End Reservation Date entries can be set to previous days, or even leave the selection on 
Today and use a negative value to ‘look back’ that many days ago. 

        

 

In a similar manner the Begin Reservation Time and End Reservation Time can either be set to search between 
certain times of day or for certain minutes before the current time with a negative value (-120 = 2 hours before 
now) in the first field and 0 in the second field. 

   

 

For today’s example set the filters as seen here: 
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Click on the Search button  

 

The No Show Reservations DataGrid will populate if there are any reservations meeting the criteria. 

 

Select the reservation(s) made today at the start of this section.  

 

Click on the Process All Records button  

 

Click Continue on the Information box 

 

 

Click Close on the Success box 
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Now the balance is on the household(s) ready for payment through Global Sales. 
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CYMS Misc Visit Processing 

In this section we are looking at the new 3.1 program that replaces the separate 10.3 Bulk Visit Sign In/Out and 
Temp Visit Sign In/Out programs.  

NOTE: There are sub-sections to this section. For this UAT please go through the Bulk Visit Processing – Bulk Visit 
Sign In sub-section to sign in a group of kids. Then go through the Temporary Visit Processing sections using the 
kids signed in during the Bulk process. Then return to the Bulk Visit Processing – Bulk Visit Sing Out sub-section to 
sign the kids out for the day. 

Click on CYMS Misc Visit Processing in the RecTrac menu. Use the Menu Search to help locate the button if 
desired.  This will launch the CYMS Misc Visit Processing program in a new panel. This panel will allow the user to 
process either Bulk or Temporary visits. 

  

 



© 2023 by Vermont Systems 

 

Bulk Visit Processing 

As in 10.3 the purpose of the Bulk Visit Sign In/Out Visit Option is to either check in an entire activity section at 
once, or conversely check them all out at once. With this scenario the children are either entering or leaving 
center care. Generally this has been used in School Age centers when the bus drops off the groups of kids from 
school in the afternoon or picks them up in the morning. The kids are usually all in the same activity section (i.e. 
per bus). With 3.1 multiple sections can now be selected and signed in or out all at once. 

Bulk Sign In 

To choose the Bulk Visit Sign In/Out Visit Option click the dropdown list icon and choose Bulk Visit Sign 
In/Out. 

 

Next choose the Sing In Processing Option by clicking the dropdown list icon and choose Sign In. 

 

For the Activity/Section field click the picklist Icon to open the Activity Section Management DataGrid.  

 

Select the sections known to have enrollments and then click the Select button 

 

The Print Log toggle can remain off for this scenario, however feel free to use it if desired. 
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With these criteria now set use the Build Records button to populate the DataGrid to the right.

 

Select all the children in the DataGrid using the Options button to Select All Rows 

 

Note: If this were being used for signing kids in off the bus then using Select All Rows and then 
deselecting the few that are absent will likely be the fastest method here. For Example: 

  

Once the selections are correct click the Process button.  

All of the selected kids now have the status of Swiped In and are viewable from the CYMS Location 
Dashboard with that status checked: 

 

At this point please skip to the Temporary Visit Processing section. 
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Bulk Sign Out 

Note: Please be sure that the Temporary Visit Processing section of this UAT has been completed prior 
to completing this section. 

Note: We will now sign out all the sections signed in during the Bulk Sign In sub-section. 

To choose the Bulk Visit Sign In/Out Visit Option click the dropdown list icon and choose Bulk Visit Sign 
In/Out. 

 

 

Next choose the necessary Processing Option by clicking the dropdown list icon and choose Sign In. 

 

 

For the Activity/Section field click the picklist Icon to open the Activity Section Management DataGrid.  

 

 

Select the section used in the Bulk Sign In sub-section above and then click the Select button 

 

For the Location field be sure it is set to match the site used while logging. 

 



© 2023 by Vermont Systems 

 

 

The Print Log toggle can remain off for this scenario, however feel free to use it if desired. 

 

 

With these criteria now set use the Build Records button to populate the DataGrid to the right.

 

 

Select all the children in the DataGrid using the Options button to Select All Rows 

 

Note: This list will ONLY include the kids that have the statuses of Swiped In or Temp Out. 

 

Once the selections are correct click the Process button.  

 

All of the selected kids now have the status of Swiped Out again and are viewable from the CYMS 
Location Dashboard, with that Status selected. 
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Provided that the Temporary Visit Processing section was completed as instructed, this concludes the CYMS Misc 
Visit Processing section of this UAT. 

Temporary Visit Processing 

As in 10.3 the purpose of the Temp Visit Sign In/Out Visit Option is to either check in an entire activity section at 
once, or conversely check them all out at once. With this scenario the children are remaining in center care, just 
entering, or leaving the physical building/grounds. Generally this can be used for when an activity section leaves 
the building for a walk, or a visit to the pool. As with the bulk process multiple sections can be selected at once. It 
is useful for maintaining accountability in the event of an incident at the center while the kids are away. 

Temp Sign Out 

Note: We will now temporarily sign out one section of kids that were signed in during the Bulk Sign In 
sub-section. 

To choose the Temp Visit Sign In/Out Visit Option click the dropdown list icon and choose Temp Visit 
Sign In/Out. 

 

Next choose the necessary Processing Option by clicking the dropdown list icon and choose Sign Out. 

 

For the Activity/Section field click the picklist Icon to open the Activity Section Management DataGrid.  
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Select one of the sections used in the Bulk Sign In sub-section above and then click the Select button 

 

For the Location field be sure it is set to match the site used while logging. 

 

The Print Log toggle should be turned on and used for this scenario. 

 

When the toggle is turned on another field appears: Include On Log. Here the Allergies, Basic Care, 
Medical Conditions and Medication options can be selected. If there is corresponding data on the kids it 
will print on the log. For the UAT please select all of the options. 

 
 

With these criteria now set use the Build Records button to populate the DataGrid to the right.
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Select all the children in the DataGrid using the Options button to Select All Rows 

 

Note: If for some reason a kid is being kept at the center then deselect them from the list. For Example: 

  

Once the selections are correct click the Process button.  

Enter a purpose (i.e. Pool) in the Sign Out Purpose Information box and click Continue. 
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Click the Close button on the Success box that appears 

 

Click on the Notification Center icon to open it and find the CYMS Miscellaneous Visit 
Processing Journal and click on Preview Document link 

 

The Temp Visit Sign Out journal will open. 

 

 

All of the selected kids now have the status of Temp Out and are viewable from the CYMS Location 
Dashboard, with that Status selected. The Purpose column shows the text typed into the Purpose 
Information box along with the time of the Temp Out. 
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Temp Sign In 

Note: We will now sign in the same section of kids that were temporarily signed out during the Temp 
Sign Out sub-section. 

To choose the Temp Visit Sign In/Out Visit Option click the dropdown list icon and choose Temp Visit 
Sign In/Out. 

 

Next choose the necessary Processing Option by clicking the dropdown list icon and choose Sign In. 

 

For the Activity/Section field click the picklist Icon to open the Activity Section Management DataGrid.  

 

Select the section used in the Temp Sign Out sub-section above and then click the Select button 

 

For the Location field be sure it is set to match the site used while logging. 

 

The Print Log toggle can remain off for this scenario, however, feel free to use it if desired. 

 

With these criteria now set use the Build Records button to populate the DataGrid to the right.

 



© 2023 by Vermont Systems 

 

Select all the children in the DataGrid using the Options button to Select All Rows 

 

Once the selections are correct click the Process button.  

 

All of the selected kids now have the status of Swiped In again and are viewable from the CYMS Location 
Dashboard, with that Status selected. The Purpose column shows the text previously typed into the 
Purpose Information box along with the time of the Temp Out and the time of the Temp In 

 

 

Now that the Temporary Visit Processing section is complete please return to the Bulk Visit Processing – Bulk Sign 
Out Sub-Section. 
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