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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.

Login Prompts

o Menu Group

S ADMIN ASST

Cancel

RECTRAC | &%)

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

CYMS- Before and After School Prorate
RecTrac 3.1

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.

e Menu

Q

v~ Quick Access

HOT BUTTONS

& Document Center
© Global Sales

‘T Househaold Management

o 2, Pass Visit Processing
& Receipt Reprint
& Super Grid Processing
> Processing
> Management

> Inquiry
> Reporting

[}

C) o Open Application in New Tab

Disable Screen Cache

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.

©2023 by Vermont Systems
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RecTrac 3.1

Before and After School Prorate

Before and After School Prorate

Click on Before and After School Prorate in the RecTrac menu. Use the Menu Search to help locate the button if
desired. The Before and After School Prorate button will open the Before and After School Prorate programin a
new panel. This program opens to a screen that shows activities on the left, and date ranges on the right.

Before and After School Prorate

Activity Sections. Section Ranges

@ Options [ Templates  B1(0) 2 Refrash Sections 1 15 10 of 25 (Fiftered from 25)
Section Status ()
Acwity Code + Section a ShorDescription Staws Type SubType Carego [ Use Section Range © ) Atve :
7 2|7 hd @) Active, 1.+ T 7Y 7| |7 Aesiviey Seetion WildCard (D) WildCard Option ()
O 2arw001 09 SKIES Tap/Ballet (Ages 3.5) THE  Acuve ArtsRecreation-.. Dance SKIESh I Matches :
O zcinoor 01 YSF Swim (Ages 3-5) T-TH Acve Cinic Swimming YSF
O zarw001 o SKIES Band (Ages 11-18) T-TH Active Arts R n-... Music SKIES G
O zcinoo2 01 Violin (Ages 10-14) T-TH Active Cinic Music msT = B
O 3vsto0t 07 YSF Basketball (Ages 13-18)MF Acuve YSF Sports - Team Basketball YSF
O 3vsTaoz 20 Y5F Indoor Soccer (Ages SEIFSA  Acive Y5F Sparts - Team  Saccer YSF 2
Acwal Date M=
O srccoot 01 Stetson, Amy Active Care - FCC Full-Time FCC
O srcconz 01 FD(Tod) FCC 1 Active Care - FCC Ful-Time FCC
O srccoos 01 FD(PS)FCC2 Acve Care - FCC Ful-Time FCC
O skccond o Testson, Dad Acive CARE - FCC FCC
O sFrcoot 01 FD(Inf)Rm S Active Care - Full-Time C
O srrcont 03 FD(Inf)Rm3 Active Care - Full Time c
O srrcooz 02 FO(PTIRm3 Acive Care - FullTime c
O sFreos 02 FD(PT2)Rm 1 Acive Care - FullTime c
O srrcoos 03 FD(Tod)Rm 1 Active Care - Full Time c
O srrcoos 03 FD(PS)Rm 2 Active Care - FullTime c
O ssrroo 02 MST Open Rec Acve Sports-Fimess-..  Other msT
O eBAC00t 02 Before Schosl SACRm 104 Acive Care-Before-Af.. BefareSchoal  SAC  ~
. »

Process Default Settings Last Settings

The Before and After School Prorate program is used to suspend billing for before school and after school day
care programs during periods when school is not in session. The program will prorate bills for the school end
date. It will cancel all non-prorated bills that fall between the school end and resume range. Lastly it will prorate
the bill as of the school resume date. Please see the example below:

You bill semi-monthly on the 1st and the 15th. Your School End Date and School Resume Date range is
06/25/2023 - 08/25/2023. When processing this program, the following will take place:

06/15 billing - Bills reduced, prorated for number of business days between 15 and 25 June. Business days
between 26 and 30 June are not charged.

07/01 bill - Set to S 0.00 with status of "Canceled."
07/15 bill - Set to S 0.00 with status of "Canceled."

08/01 bill - Set to S 0.00 with status of "Canceled."

©2023 by Vermont Systems 6



VO V E R M O N T SYST E M S CYMS- Before and After School Prorate

RecTrac 3.1

08/15 bill - Bills reduced, prorated for the number of business days between 25 and 31 August. Business days
between 15 and 24 August are not charged

Note: This program should be run only when the school break spans at least two (2) billing cycles.

Running Before and After School Prorate

To Run the Before and After School Prorate Program

1. Select your before and after school programs from the Sections DataGrid or enter a range of Activity
Sections in their respective fields or both.

2. Enter your School End Date.
Enter your School Resume Date.
4. Click Process. The process runs and will print a report when the process is completed.

w

Information i ? x

This process will:

1. Prorate the bill at the end of the school year.

2. Cancel all bills between the 'school end’ and 'school resume’ dates.
-

-4

3. Prorate the bill at the start of the new school year.

Do you wish to continue?

Printer {D

D Print Report @ | Printer List Not Availabld

ik

Preview Report I:D
Email Address(es) @

D Email Report (5) lucl@vermontsystems.com

Continue Cancel
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