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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 Manager user group and FCC Office site.

Login Prompts

o= Menu Group

‘S MANAGER

a e
—+
o

Si
° FCC Office
Continue

Cancel

RECTRAC %)

The Manager 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.

©2023 by Vermont Systems 4
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The RecTrac Menu

CYMS— Provider Management
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.

33‘9 Menu

a

~ Quick Access

HOTBUTTONS

& Document Center
& Global Sales

'y
Fd

Household Management
o 1, Pass Visit Processing

& Receipt Reprint

& Super Grid Processing

> Processing

> Management

> Inquiry
> Reporting

-0

P

C) e 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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Create a Provider Record

CYMS— Provider Management

Note: For later sections to have sufficient data please complete this section 3 times.

Open CYMS Provider Management

Click on CYMS Provider Management in the RecTrac menu. Use the Menu Search to help locate the button if
desired. This will launch the CYMS Provider Management program in a new panel. This program opens to a
screen that shows provider records sorted alphabetically by their Record Code. This sort option can be changed
by choosing a different header to sort on.

#1 ¢« Filtered Results (2)

-~ ‘ Q  provider ‘
~ Results
:’é I & CYMS Provider Management
B CYMS StaffiProvider Report
te
fo
fir

(D) CYMS Provider Management

CYMS Provider Management

&

@ Opuons O Templates [Z(0) & Refresh Providers

& &

c @ ¢ o

RecTrac 3.1

Note: Templates can be set on the CYMS Provider
Management data grid to have a specific sort on
the Last Name or have a preselected Record Status
filter or both. These templates can be be created by
each user or generic ones can be created for all
users to access. Each user can then set which
template they want to be their default when
entering this program.

- FirstName Last Mame Phane Number 1 Infa

RECTRAC | )

ecord Type ()

Please Select A Record Type To Show

2 Coblie Hill Rd, Wate

©2023 by Vermont Systems
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Core Page

Add Change Delete

Click the Add button

This will open the CYMS Provider Update panel where we can add the Core, History, Family, and Program Links
data.

Note: Some of the linking functionality can only be used once the new provider record has been saved or
additional Provider Codes associated with this provider.

@ CYMs Provider Update X

Core History Family Program Links

CYMS Provider Update

10) Setected

First Name (D) Last Name () Max Children Under 2 ()
0
ddress 1 @
Address2 (D Stk =10) Web Display (0
Select a School Distnct = Mo B
City (@) State Zip Code () c
w . [ Loceted O inscatovon? @
Birthday (D ®
a8
Phone 21 © Phone #1 Eutension @ Phone #1 Type
Salecca Prone Type :

Set the Site Code as appropriate by using the picklist selector. For our purposes today select the FCC Office code

that was used during login. Do so by highlighting it and then clicking the Select button.
Site Code * (5

€8 Options [ Templates  [4 (1) & Refresh

2
o

Record Code ~  Name
¥ W
501 Financial Management
s0s Marketing
582 PCS/OS
S50 coc
501 SAC
S8z MST Youth Center
592y Youth Sports
594 FCC Office
5944 FCC Provider Home
S93 SKIES

= Semen (et veen kle‘:t

©2023 by Vermont Systems 7
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RecTrac 3.1

Enter a Record Code for this provider. Traditionally this was the first 5 characters of their last name a hyphen and
the first 2 characters of their first name (LLLLL-FF) due to previous limitations. This code can now be more
descriptive and include spaces. For this current project continue with the traditional syntax until a new code
standard is decided upon.

Set the Record Status to Active. Tab into the field and start typing active to have come that option come up or
use the dropdown selector to find the Active status option

Record Status * {D
‘ Ac:ivel -
Record Status * (7)
|' Active ~ ‘ Note: There are 4 possible statuses for
. ) Providers:
: - Select A Status - Active — Fully Certified and operating
Active In Process — Still in the initial training
Permanently Inactive — Likely PCS’d
In Process . . i
Temporarily Inactive — Taking leave
Permanently Inactive This is the same as we had in prior
Temporarily Inactive versions.

Set the Permissions for the record (i.e. check 94 FCC). Expand the combo-box to see the list. Click the X at the top
of the drop down or click any where on the screen to close the combo-box.

Note: With the current site permissions we only see one code. If we leave none selected this record is
visible to all users with access to CYMS Provider Management

Permissions (3)

| (1) 94 FCC Office :|

[ Checkall [ Uncheck all

94 FCC Office -

Complete the rest of the Core tab as needed (only Site Code, Code and Record Status are required at this time).

©2023 by Vermont Systems 8
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Y7) VERMONT SYSTEMS

History Page

Select the History tab at the top to move to the next screen, complete as needed. This majority of his page was in
previous versions to assist with background checking. Decisions will need to be made about what is needed here

going forward.

(D CYMS Provider Update

Core History Family  Program Links

CYMS Provider Update

College Years If No Degres {

Note: Previous Experience is now a Record Type vs. a button in the History tab

©2023 by Vermont Systems
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Family Page

CYMS— Provider Management
RecTrac 3.1

Select the Family tab at the top to move to the next screen with a DataGrid of Other People Residing in Home.

(1) CYMS Provider Update

Core History Family Program Links

CYMS Provider Update

Other People Residing In Home

@ Options B Templates (0) & Refresh Family Members

Order = First Name Last Name Relationship Birthday Age

No records were found.

Family Member Relationship To Add @

--- Select A Family Member Relationship To Add - -

Add Family Member Change Family Member Info Remove Family Member

1w 0of 0

Gender Grade Status Email #1

Note: The Other People Residing in Home DataGrid should contain the names of everyone in the
Household who is 12 years of age or older, other than the Provider.

Expand the Family Member Relationship To Add Drop-down list to select the Family Member's Relationship to

the Provider. Then click the Add Family Member button.

Famnily Member Relationship To Add (7)

— Select A Family Member Relationship To Add — >

- Select A Family Member Relationship To Add — 1
Child
Sponsor

Spouse

Add Family Member

This will bring up the Family Member Lookup screen. From there you can look up the Family Member you wish

to add.

©2023 by Vermont Systems
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RecTrac 3.1

Family Member Loakup

@ Options 5 Templates (1) &2 Refresh Member Listing

Caragory Fae Code

T testson v ¥ el v O)selected  + T (0) Selected  +  {0) Selected 2 ) Selected

O)Selected

(B02)5556688  Cell

Select Add New Family Member Change

Note: Select the Sponsor or Spouse first, if any, and then continue to other Family Members as needed.
Note: This is linking the actual Family Member record found in Household Management

Note: All children in the Provider's home who are 12 year of age or younger should be in the database
and enrolled into the Provider's home to account for ratios. Provider's children that are under 12
should go through Parent Central Services and be enrolled just like any other children.

Other People Residing In Home

2 Options [ Templates {0) = Refresh Family Members
Order a  First MName Last Mame Relationship Birthday Age
2 1 Mom Testson Spouse 01/22/1999 23 yrs 10 mos
&£ 2 Middle Testson Child 12/01/2000 13 yrs O mos

Note: If provider and sponsor do not have a household in the database then click the Add New Family

. Add New Family Member
Member button at the bottom of the Family Member Lookup screen

click save L=/ N

©2023 by Vermont Systems 11
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Y7) VERMONT SYSTEMS

Program Links Page

In order to add Program Links the Provider records must reflect that they have completed all of the steps for
certification. This includes having an Age Group assigned to them in the Provider Records Code. Without that

code linked this message will appear:

An Error Occurred

Please link at least one Age Group to this provider befare using
this feature!

Close

Open the newly saved record by double clicking on it or highlighting it and clicking Change button

v TESTS-DA Dad Testson 123 Any St, Columbia,

Select the Program Links tab

(@ CYMS Provider Update

Core History Family Program Links

CYMS Provider Update

& Options O Templates (0) & Refresh Program Links 1t 0 of 0 (Filtered from 0)

Provider Lin..a  Activity Code 4 Section Short Description Section Status Provider Code Last Name First Name Primary?

No records were found.

Add Program Link From New Section Add Program Link From Existing Section Delete Program Link

Since each Provider is unique there will be a need to create a new section for them.

. Add Program Link From New Section
Click the Add Program Link From New Section button to start the process of

creating a new section.

©2023 by Vermont Systems
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Note: It is important to realize that the activity section created by the Add Program Link From New
Section button will be setup with specific settings needed for proper enrollment of children into
FCC home activities. If they are created manually there are components that will be missing.

Note: Both Add Program Link... buttons will unavailable until the new Provider record has been saved.

This will open the Program Link From New Section window.

Program Link From New Section

Site Area () Site Category ()
2
Activity Code * (D) Section* (D) Season * (D
El B
Year * () Activity Category () Activity Type ()
0 o 4
Activity SubType () Facility Class * () Fadility Location * ()

Permissians (1)
(0) Selected s

Set the Site Code as appropriate by using the picklist selector. For our purposes today select the FCC Office code
that was used during login. Do so by highlighting it and then clicking the Select button.

Site Code * (D)
[ 7
©2 Options [ Templates (1) & Refresh
Record Code 4 MName
v W
s01 Financial Managemant
505 Marketing
s82 PCS/OS
s80 coc
81 SAC
592 MST Youth Center
so2y Youth Sports
594 FCC Office
S94H FCC Provider Home
533 SKIES

599 Garrison (Tech User] Select

The Activity Code field will be a manual entry of the next available FCC activity code.

In the past it was a number something like 940001. Now we will be able to use letters and numbers in the code.
For this process we will use SFCC### (i.e. 5FCC004).

Note: If other Activity Codes are present; matching ones will appear below as you start typing the prefix.
To see what code is available next:

e  Click the Picklist icon to open the Activity Management DataGrid.

©2023 by Vermont Systems 13
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e  Enter the first two digits of your Provider numbering scheme in the Activity Code field on the DataGrid
and press the <Tab> key. The DataGrid should bring you to the first Provider code.

e Scroll down until you find the last Provider code, make a note of that code, then click the X on the upper
right-hand corner of the DataGrid.

For the Section enter 01 since providers will always have a single section.

For the Season start typing the code Year-Round and pick the code as it appears below, or click the Picklist icon
to open the System Code Management - Season DataGrid.

System Code Management - Season

@ Options [ Templates (1) & Refresh
Type «  Code -
(0) Selected =i IS I:
Season Fall
Season LeagusHistory
Season School Year
Season Spring
Season Summer
Seasan Winter

Season Year-Round

Highlight the Year-Round code and click the Select button , or double click on that code.
In the Year field enter the current fiscal year (2023).

For the Activity Category start typing the code FCC and pick the code as it appears below, or click the Picklist icon
to open the System Code Management — Activity Category DataGrid.

System Code Management - Activity Category

2 Options £ Templates (1) & Refresh
Type 4+ Code a
(0) Selected ST
Activity Category cDC
Activity Category MST
Activity Category SAC
Activity Category SKIES-Instructional
Activity Category YSF

Select

Highlight the FCC code and click the Select button , or double click on that code.

For the Activity Type start typing the code CARE — FCC and pick the code as it appears below, or click the Picklist
icon to open the System Code Management — Activity Type DataGrid.

©2023 by Vermont Systems 14
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System Code Management - Activity Type

@ Options ] Templates (1) & Refresh

Type

(0) Selected
Activity Type
Activity Type
Activity Type
Activity Type
Activity Type
Activity Type
Activity Type
Activity Type
Activity Type
Activity Type
Activity Type
Activity Type
Activity Type
Activity Type
Activity Type

Activity Type

Highlight the Care-FCC code and click the Select button , or double click on that code.

Code -

7
Academic Support-M
Arts-Recreation-Leisu...
Camp
Camp - Before
Care - Before-After Sc...
Care - FCC
Care - Full-Time
Care - Part-Day
Care - Part-Time
Clinic
Life Skills-Citizenship-
Cutreach
Sports-Fitness-Health
YSF Fitness and Health
YSF Sports - Individual

YSF Sports - Team

Ignore the Activity SubType field for now.

For the Facility Class start typing the code FCC and pick the code as it appears below, click the Picklist icon to
open the Facility Class Management DataGrid.

Facility Class Management

@ Options O Templates (1) & Refresh

Facility Class .  Short Description -
v 7

£ ARENA Riding Area/Paddock

2 BLDG Building

2 mC Child Dev Center

2 COURSE Paintball/Ropes/Climbing/Exc

£ COURT Court

2 DEK DeckiPatio

£ EVENT Private Event

2 Example Facility... Exemple Facility Class

FCC FCC Provider Home:

2 FED Field

2 LANEB Bowiing Lane

£ LANES Swim Lane

2 o1 Parking/Storage Lot

£ OUTDR Outdoor Park/Facility/Area

2 PAVIL Pavilion

2 PICNIC Picnic Site

2 POOL Pool

2 RANGE Firing/Archery Range

£ ROOM Room

Highlight the FCC code and click the Select button , or double click on that code.

For the Facility Location manually enter the Provider Code for this provider being created (i.e. TESTS-DA)

CYMS— Provider Management

RecTrac 3.1

©2023 by Vermont Systems
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RecTrac 3.1

Set the Permissions for the record (i.e. check 94 FCC). Expand the combo-box to see the list. Click the X at the top
of the drop down or click any where on the screen to close the combo-box.

Note: With the current site permissions we only see one code. If we leave none selected this record is
visible to all users with access to CYMS Provider Management

Permissions (7)

(1) 94 FCC Office -

[ Checkall [ Uncheck all

04 FCC Office -

Click on the Save button “

This new Activity Section will appear on the page.

(i) CYMS Provider Update - TESTS-DA

Zore History Family Program Links

CYMS Provider Update - TESTS-DA - Dad Testson

@ Options O Templates (0) & Refresh Program Links 1to 1 of 1 (Filtered from 1)
Provider Lin..a  Activity Code «  Section Short Description Section Status Provider Code Last Name First Name Primary?

2 Active SFCC004 01 Testson, Dad Active TESTS-DA Testson Dad O

The other button Add Program Link From Exisitng Section should only be used if, for some reason, the activity
had been previously created for this provider but abandoned. Clicking that button will show a listing of all
Activity Sections allowed to be seen by the current permissions.

If using the Add Program Link From Exisitng Section button click on it.

This opens the Section Lookup DataGrid
Double-click the desired Section or highlight it and then click on the Select button

Section Lookup

I Options ] Templates (1) & Refresh

Activity Code a  Section & Short Description Status Type
v T b (3) Active, L. = Y a”
5FCC001 01 Stetson, Amy Active Care-FCC
SFCCo04 o Testson, Dad Active CARE - FCC
Z7DefaultActivity ZZDefault.. ZZDefault Activity Section Default
Select

click save = | NI

©2023 by Vermont Systems 16
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RecTrac 3.1

Add an Age Group Record

Select a Provider Record created in the first section.
v TESTS-DA Dad Testson 123 Any St, Columbia,

In the Record Type field on the right side, expand the Drop-down list and scroll to find and select Age Group
Record Type @

— Please Select A Record Type To Show —-

ar

- Please Select A Record Type To Show —
Age Group

Program Type

Provider Admin Action

Provider Background Checks

-
D sicd e D ler e

Click the Add Age Group Record(s) button towards the bottom of the screen

4

Add Age Group Record(s) Change Bulk Change Delete View Document

This will open the Misc Code Add screen:

Misc Cade Add: Age Group

(2 Al recards creaed hare v
® Dad Testson (TESTS-04)

0 of 20000

©2023 by Vermont Systems 17
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RecTrac 3.1

Note: On the upper right the Provider Record selected on the previous screen is visible.

(i) All records created here will be linked to the fallowing providers:
Dad Testson (TESTS-DA)

In the Record Code(s) to Add field click the combo-box selector
Record Code(s) to Add * @

(0) Selected =

[ Check all [ Uncheck all
I

[(Jinfants (6 Wk - 12 Ma) -

Ok ndergarten-Age (Kindergarten)
[ Middle Schoa {6th -7th Grade)
[ Middle School (8th Grade)

[ Pre-Toddler (12 Mo - 18 Ma)
[CJPre-Toddler (18 Mo - 24 Mao)
[JPre school-Age (3 - 4 ¥rs)

—

Select the ages this provider will be certified to provide care for. For a multi-Age provider multiple ages will be
selected, for Infant only it would be just that selection.

For this example please select:
Infants (6 Wk — 12 Mo)
Pre-Toddler (12 Mo-18 Mo)
Pre-Toddler (18 Mo-24 Mo)
Toddler (2 — 3Yrs)

Then click X at the top of the drop down or click anywhere else on the screen

Note: When selecting multiple records look at the number in the paranthesis after closing the pick-list.
This number indicates the number of records selected.
Record Code(s) to Add * @

(4) Infants (6 Wk - 12 Mo), Pre-Toddler (12 Mo - ... b=

. o)
Click on Save

©2023 by Vermont Systems
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CYMS— Provider Management

RecTrac 3.1
The newly added Age Groups records are now visible.
Record Type @
Age Group =
# Options [ Templates (0) & Refresh Age Group Records Ttodof4
Mame +  Record Code 4+  Document Link Camments
W (0) Selected =S T T
# [ DadTestson 1-INF
Z [ DadTestson 2-PTOD1
2 [J DadTestson 2-PTODZ
Z [ DadTestsan 3-TOD
Note: Records added today will have a green highlight to them
©2023 by Vermont Systems 19
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Add a Training Record

Select a Provider Record created in the first section.
+  TESTS-DA Dad Testson 123 Any St, Columbia,

In the Record Type field on the right side, expand the Drop-down list and scroll to find and select Provider
Training
Record Types (G)

[ — Please Select A Record Type To Show -

TTOWILeT 1 oL

4k

Provider Previous Experience
Provider Recognitions

Provider Special Requirements
Provider Subsidy

Provider Training

Click the Add Provider Training Record(s) button towards the bottom of the screen
Only Show Provider Training Records If The Following Dates Are Empty @

dk

(0) Selected

Date Oprion @

ar

All Dates Missing

Add Provider Training Record(s) Change Bulk Change Delete View Document

©2023 by Vermont Systems 20
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This will open the Misc Code Add screen:

o) Due Dare () Completed Date ()

[ @ Setected = =) 5
Credi Hours (© Clock Hours Complered By User Name ()
000 000

Document Lirk

Cammenss ()

Piain Text Editor

Note: On the upper right the Provider Record selected on the previous screen is visible.

(D All records created here will be linked to the following providers:
Dad Testson (TESTS-DA)

In the Record Code(s) to Add field click the combo-box selector
Record Codels) to Add * @

(0) Selected =

™ Check all [J Uncheck all

T Army SUDSTEnce ADUSE ITaining
() Business Operations (FCC)

(] Child Abuse Prev-ld-Rpt CY5 5td Conduct

(] Child Safery-Fire Prevention

[ Classroom Environment Assessmint Training
O Comp Course-5elf and Cultural Understand
O Comp Course-5ocial and Emotional Develop

[ Competency Course-Child Abuse |D-Report

Note: It is possible to select multiple records here. If multiple are selected they will all have the same
Due Date, Completed Date, etc.

Select Child Safety-Fire Prevention, click X at the top of the drop down or click anywhere else on the screen

Click on Due Date Field and use Date Picker to set the due date to 12/02/2022

Due Date (D)

Bl Date Picker
4 Dec v 2022 v

Su Mo Tu We Th Fr Sa

8]
w

4 5 6 7 8 9 10
12 1z 74 3 6 17

g8 19 20 20 22 23 24

25 26 27 28 29 30 3

©2023 by Vermont Systems
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.
Click on Save

The newly added A-FIRE record is now visible.

£ Options O Templates (0) & Refresh Provider Training Records Tw1ofl
MName ~ Record Code ~ Due Date Completed Date Credit Hours Clack Hours Complete
AT (0) Selected - | Y B AT = i W W
2 [J DadTestson A-FIRE 12/02/2022 0.00 0.00

©2023 by Vermont Systems 22
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Complete a Training Record

NOTE: As training codes are added if zero provider records are selected on the left side then all of the records
for the selected type (in this case Training Records) will show. It will be important to utilize filters so only the
records a user needs to focus on will appear.

Record Type (3}

Staff Training =
@ Options [ Templates {0) & Refresh Staff Training Records 110 90f30
Name = Record Code a  Due Date Completed Date Credit Hours
W (0) Selected = | Y (B AT =] AT

# [0 Landel Cochran A-CPR 12/02/2022 0.00 =
2 [ Landel Cochran A-CUSTM 12/02/2022 12/01/2022 0.00
¢ [0 Landel Cochran A-CUSTM 12/01/2023 0.00
2 [ Landel Cochran A-OTHER 120172022 12/01/2022 0.00
2 [ Landel Cochran A-PREP 12/02/2022 12/01/2022 0.00
2 [J  Landel Cochran A-PREP 120142023 0.00
2 [ Leigha Phillips A-CPR 12/01/2023 0.00
# [0 Leigha Phillips A-CPR 12/01/2022 3.00
2 [0 Leigha Phillips A-CUSTM 12/01/2023 0.00 ~
] »

Select the new line that appeared for the A-FIRE record and click Change or Double-Click it

© Options [ Templates (1) & Refresh Provider Training Records 1w 10of1
MName ~ Record Code ~  DueDate Completed Date Credit Hours Clack Hours Complete
i (0) Selected = AT = AT | AT W W
¥ Dad Testson A-FIRE 12/02/2022 0.00 0.00

Click on Completed Date field and use Date Picker to set the date to today

Due Date (D)

B Date Picker

1 2 3

4 5 6 7 8 S 10
12 13 14 15 6 17

8§ 19 20 21 22 23 24
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RecTrac 3.1

Enter Credit Hours, Clock Hours, Completed By User Name, Link a Document (there is a separate section to
show how to link docs), and add Comments as needed.

Core Information

6] Due Date (5) Completed Date (§)
fety-Fire Prevention = B 12/02/2022 B 12/09/2022
Credit Hours () Clack Hours (§) Completed By User Name (3)
3.00 4.00 tims o

Document Link (3)
\Misc Data Documents\82680% Test_Cert.pdf »

Comments ()

Plain Text Editor

This is the comments area

26 of 30000

Note: If the Code was set to have default Credit and Clock Hours they will fill in automatically

Note: On the right side details about when this record was last changed, originally created and by whom
are visible.

(D This record is linked to the following provider record:
Dad Testson (TESTS-DA)

Last Change Date ()

12/09/2022

Original Date ()
12/09/2022

Original Time ()

@ 08:13

Original User Name (D)

tims o

. o]
Click on Save

The current record now has a Completed Date and a new A-FIRE record should appear with a Due Date one year
from the completed date entered.

MName a  Record Code «  Due Date Completed Date Credit Hours Clock Hours Complete
v (0) Selected - Y G AT = W W W
2 [ Dad Testson A-FIRE 12/09/2023 0.00 0.00
2 [ Dad Testson A-FIRE 12/02/2022 12/09/2022 3.00 400 tims

Note: In order to make this work the record must have the Recurring toggle turned on and the
parameters set for the next renewal code and cycle
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7) VERMONT SYSTEMS

Bulk Training Record Add - for new due record

NOTE: Here we will do a single-provider, multi-training add. This could alternatively be multi-provider, single-
training add or multi-provider, multi-training add.

Select the previously created Provider Record
CYMS Provider Management - Provider Training

@ Options & Templates (1) & Refresh Providers Tw2of2
Record Code +  First Name Last Name Phone Number 1 Info Address
W W W W W
2 [0 sTETS-AM Amy Stetsan 12 Cobble Hill Rd, Wate
v TESTS-DA Dad Testson 123 Any 5t, Columbia,

In the Record Type field, expand the Drop-down list and scroll to find and select Provider Training
Record Type (D)

4k

— Please Select A Record Type To Show -

Provider Previous Experience
Provider Recognitions
Provider Special Requirements
Provider Subsidy

Provider Training
b

Click the Add Provider Training Record(s) button towards the bottom of the screen
Only Show Pravider Training Recards If The Following Dates Are Empty (1)

£l

(0) Selected

Date Oprion @

4

All Dates Missing

Add Provider Training Record(s) Change Bulk Change Delete View Document
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This will open the Misc Code Add screen:

6] Due Dare () Completed Date ()

| 10 Setected 2 =] 5

Credi Hours (D Clock Hours (D Complered By User Name (O
000 o0

Document Lirk

Cammenss ()

Piain Text Editor

Note: On the upper right the Provider Record selected on the previous screen is visible.

(D All records created here will be linked to the following providers:
Dad Testson (TESTS-DA)

In the Record Code(s) to Add field click the combo-box selector In the Record Code(s) to Add field click the
combo-box selector

Core Information

Record Code(s) to Add * @

(3) Competency Course-Child Abuse ID-Report, .. -

[ Checkall [ Uncheck all

O Competency Course-Communication

[ Competency Course-Creative
DC-:!I‘I‘IPEIEF‘E_‘_J Course-Environments

[ Competency Course-Family Engagement
C-:umpeter'c;.r Course-Guidance

M Competency Course-Health

(J Competency Course-Physical

Select the entry level trainings Competency Course-Child Abuse ID_Report, Competency Course-Guidance and
Competency Course-Health, click the X at the top of the combo box or click anywhere on the screen
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RecTrac 3.1

Click on Due Date Field and use Date Picker to set the due date to 12/02/2022

Due Date (1)

Bl Date Picker

Note: The records we are adding will all have the same due date

. (o)
Click on Save

The newly added Provider Training Codes (E-CAIR, E-GUIDE and E-HLTH) with the same Due Dates for each are
now visible

Record Type (1)

Provider Training

ir

fo Options = Templates (0) > Refresh Provider Training Records lto50f5
Name a Record Code «  Due Date Completed Date Credit Hours Clack Hours Camplets

AT (0) Selected s Y B Y B8 v W W

Z [ DadTestson A-FIRE 12/09/2023 0.00 0.00

£ [J Dad Testson A-FIRE 12/02/2022 12/00/2022 3.00 4.00 tms

# [ DadTestson E-CAIR 12/02/2022 0.00 0.00

# [ DadTestson E-GUIDE 12/02/2022 0.00 0.00

# [ DadTestson E-HLTH 12/02/2022 0.00 0.00
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Bulk Training Record Add - for completed record

NOTE: This should only be done if the Providers do not have training records of that type currently due. This
process will add a new entry unlike 10.3 where it would add the completed date on the due line item. The Bulk
Change section will cover how to handle those types of records.

Our scenario for this process is a special training that was completed for multiple providers, but was not
previously due.

Select at least 2 previously created Provider Records

CYMS Provider Management

@ Options B Templates (2) & Refresh Providers 1to20f2
Record Code 4 First Name Last Name Phone Number 1 Infa Address
v v N i i
¥ STETS-AM Amy Stetson 12 Cobble Hill Rd, Watg

v TESTS-DA Testson 123 Any St, Columbia,

In the Record Type field, expand the Drop-down list and scroll to find and select Provider Training
Record Type ®

--- Please Select A Record Type To Show ---

TTOWILeT T 0

Ld

Provider Previous Experience
Provider Recognitions
Provider Special Requirements
Provider Subsidy

Provider Training

Click the Add Provider Training Record(s) button towards the bottom of the screen
Only Show Provider Training Records If The Following Dates Are Empty (7)

Ak

(0) Selected

Date Cprion ()

ar

All Dates Missing

Add Provider Training Record(s) Change Bulk Change Delete View Document
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This will open the Misc Code Add screen:

Misc Code Add: Provider Training

(0] Selected

Creds Hours Clock Hours Complered By User Name
0.00 0.00

Plain Text Editor

Note: On the upper right the Provider Records selected on the previous screen are visible.

@ All records created here will be linked to the following providers:
Amy Stetson (STETS-AM)
Dad Testson (TESTS-DA)

In the Record Code(s) to Add field click the combo-box selector

Record Code(s) to Add *

qp

(1) Other Installation Requirements

[ Checkall [ Uncheck all

[ Operational Security Training -
[ Crientation Training Completed

(O other Annual Training

(O other Entry Level Training

Other Installation Requirements

[ Other Skill Leve Training

(O Parent and Family Relations

—

Select Other Installation Requirements, then click the X at the top of the combo box or click anywhere on the
screen

Click on Due Date field and use Date Picker to set the date to today
Due Date (3)

B Date Picker

a
[}

s
w
=)
~

. m
w
=)

oo

& oo
o
=}
ra
ra
[}
ra
wooo
ra
=

ra
ra
pa}
ra
53}
ra
1=}
i}
=}
w
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RecTrac 3.1

Click on Completed Date field and use Date Picker to set the date to today

Completed Date (1)

El Date Picker
4 Dec w2022 v b
S50 Mo Tu We Th Fr 58
1 2 3
4 5 & 7 8 9 10
11 12 13 4 15 & 17
B8 19 0 2 2z 023 24
23 B 27 B 219 30 A

Due Date
(1) Other Instaliation Requirements - £ 12/05/2022

Completed Date

£ 121000

Campleted By User Name

200 Fod tims

. o) .
Click on Save

The newly added Provider Training Code with the same Due Date, Completed Date and Comments for each
Provider should now be visible

Name a  Record Code a  Due Date Completed Date Credit Hours Clock Hours Complete
\Té (1) Other Installat. = ¥V 5 AT =] W W AT

¢ O Amy Stetson I-OTHER 12/09/2022 12/09/2022 2.00 3.00 tims

¢ [0 DadTestson I-CTHER 12/09/2022 12/09/2022 2.00 3.00 tims

Note: For this screenshot the Record Code filter was set to Other Installation Requirements

Camments

g
NOTE: To see the comments scroll to the

right

Winter Driving Safety Course

Winter Driving Safety Course
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Bulk Training Record Change

This scenario is for bulk updating multiple due records at the same time with the same completed date, credit
and clock hours, and comments, if applicable.

Select the Provider Record created in the first section that has 3 entry training codes assigned.
CYMS Provider Management

£ Options [ Templates (1) & Refresh Providers Tto20f2
Record Code 4 First Name Last Name Phone Mumber 1 Info Address
N v i v i
£ O  sTETS-AM Amy Stetson 12 Cobble Hill Rd, Wate

¥ TESTS-DA Testson 123 Any 5t, Columbia,

In the Record Type field, expand the Drop-down list and scroll to find and select Provider Training
Record Type (3)

—- Please Select A Record Type To Show —

Ak

Provider Previous Experience
Provider Recognitions
Provider Special Requirements
Provider Subsidy

Provider Training

In the Record Code filter expand combo-box selector

& Options O Templates [0) & Refresh Provider Training Records Ttobofb
Name 4« Record Code 4 Due Date Completed Date Credit Hours Clock Hours Completed E
v (0) Selected =S T | ¥ o8 AT W v
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RecTrac 3.1

Select Competency Course-Child Abuse ID_Report, Competency Course-Guidance and Competency Course-
Health, click the X at the top of the combo box or click anywhere on the screen

Record Code «  Due Date Complete

(3) Competency €. ¥ AT =] YV B

all O Uncheck all

[ Campetency Course-Communication

[ Competency Course-Creative

[ Competency Course-Environments

- Competency Course-Family Engagement
Competency Course-Guidance
Competency Course-Health

[] Competency Course-Physical

Select the 3 records that should now be present for the provider.

@ Options & Templates (0) & Refresh Provider Training Records 1 to 3 of 2 (Filtered from 3)
MName 4« Record Code 4 DueDate Completed Date Credit Hours Clock Hours Complete
AT (3) Competency C.. = v B T = AT AT AT
2 [ DadTestson E-CAIR 12/02/2022 0.00 0.00
2 [ DadTestson E-GUIDE 12/02/2022 0.00 0.00
2 [ DadTestson E-HLTH 12/02/2022 0.00 0.00

This can be done individually or all together using the Options gear dropdown and clicking on Select All Rows
& options O Templates (0} =

Clear Filters

Hide Filters

Show Only Selected

Clear Selected

Select All Rows

Turn Off Auto Filtering

Toggle Groups

Expart Comma Delimited

Print Friendly Table

Show Settings

Key:
Added Today —/
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Click the Bulk Change button

B Options O Templates (3) = Refresh
Mame +  Record Code -
W (3) Competency €. =

¥  Dad Testson E-CAIR

E-GUIDE

¥ Dad Testson

¥ Dad Testson E-HLTH

CYMS— Provider Management
RecTrac 3.1

Provider Training Recards 1 to 3 of 3 (Filtered from 3)

Due Date Completed Date Credit Hours Clock Hours Complets

AT = W W \

T =
1240242022
12/02/2022

124022022

1

Only Show Provider Training Records If The Following Dates Are Emprty

() Selected

Dare Option

All Dates Missing

Add Provider Training Record(s) Change

Bulk Change

1k

4r

Delete View Document
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This will open the Provider Training records to update: 3 window

Provider Training records to update: 3

CYMS— Provider Management
RecTrac 3.1

New Value: Due Date @ 0 5 Selected Provider Records 1to10of1
D Change Due Date? Record Code 4 First Name 4 First Name Number of Ca
v v v i Al
New Value: Completed Date
TESTS-DA Dad Testson 3 EC

D Change Completed Date?

New Value: Credit Hours

[ crang= Credit Hours?

New Value: Clock Hours

D Change Clock Hours?

New Value: Completed By User Name

D Change Completed By User Name?

D Change Comments?
New Value: Comments

Plain Text Editor

Continue

Cancel

Note: The previously selected provider record is visible on the right side of the window

Select the Change Completed Date? toggle and enter today's date using the Date Picker

MNew Value: Completed Date

Change Completed Date? B 12/09/2022

Note: Only the fields with the toggle turned on will be updated. Multiple fields could be updated at once.

Note: If there are default hours entered in Code Management they will be inserted into the completed

records.

Click on the Continue button Fontinue
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CYMS— Provider Management

RecTrac 3.1

An Information box will appear asking 'Are you sure you want to bulk change 3 records?’, Click Continue

Information

Are you sure you want to bulk change 3 records?
Continue Cancel

To see what is due for all training codes click the Options gear drop down and then Clear Filters
! Options O Templates @ &F

Clear Filters

Hide Filters

Show Cnly Selected

Clear Selected

Select All Rows

Turn Off Auta Filtering

Toggle Groups

Export Comma Delimited

Print Friendly Table

Show Settings

Key:

Added Today /1
Then to see only due items go to the 'Only Show Provider Training Records..' and expand the Drop-down box,
select Completed Date. Close the combo-box using the X on the top right or click anywhere on the screen.

heckall O Uncheck all

|

[ Due Date o

O Completed Date

(0} Selected =
Only these specific Training records for 2023 should be visible

e Options [ Templates (0) < Refresh Provider Training Records Tto2of2
Mame 4+ Record Code a  Due Date Campleted Date Credit Hours Clack Hours Complete
i (0) Selected =T = | T = W W i
2 [0 DadTestson A-FIRE 12/09/2023 0.00 0.00
¢ [J DadTestson S-CAPRV 03/09/2023 0.00 0.00
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Note: The Date Option below is useful to find records with a missing date, in this case Due or Completed,
but in Background Checks that would include Initial as well.

Note: There is a code due for S-CAPRV that we did not previously add. That is because it is set as the
recurring code for Competency Course-Child Abuse ID_Report (E-CAIR) with a due date three
months after the completion of the entry level course. In order for this to work the recurring toggle
and corresponding code criteria need to be set.

& Options [ Templates (0) = Refresh Provider Training Records 1 to 2 of 2 (Filtered from 2)
Name « Record Code «  Due Date Completed Date Credit Hours Clack Hours Complete
W (2) Competency €. = AT =] T = W W AT
2 [J Dad Testson E-CAIR 12/02/2022 12/09/2022 0.00 0.00
2 [] DadTestson S-CAPRV 03/09/2023 0.00 0.00
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Training Record Delete

This can be useful if a training record was created accidentally. For this process we will pretend the S-CAPRV was
no longer needed.

This process can also be used for multiple records at once.

Select the Provider Record created in the first section that has 3 entry training codes assigned.
CYMS Provider Management

© Options [ Templates (1) & Refresh Providers Tto20f2
Record Code 4 First Name Last Name Phone Mumber 1 Info Address
v v v v v
¢ [0 sTersam Amy Stetson 12 Cobble Hill Rd, Wate

¥ TESTS-DA Testson 123 Any 5t, Columbia,

In the Record Type field, expand the Drop-down list and scroll to find and select Provider Training
Record Type (0)

--- Please Select A Record Type To Show ---

TTOWILeT T 0

ak

Provider Previous Experience
Provider Recognitions
Provider Special Requirements
Provider Subsidy

Provider Training

In the Record Code filter expand combo-box selector

& Options O Templates [0) & Refresh Provider Training Records Ttob6of6
Name 4« Record Code 4« Due Date Completed Date Credit Hours Clock Hours Completed E
v (0} Selected AT | AT =] AT W W
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Select Competency Course-Child Abuse Prevention, then click the X button at the top of the combo box or click

anywhere on the screen
Record Code a2 Due Date Complete

{0} Selected = AT | AT =

ckall [ Uncheck all

0 L
Comp Course-Saocial and Emotional Develop :
] Competency Course-Child Abuse ID-Report

(]

Competency Course-Child Abuse Prevention

O Competency Course-Cognitive

O Competency Course-Communication

S . S S

Select the record that should be due for 2023

© Options [ Templates (1) ' Refresh Provider Training Records 1to 1 of 1 (Filtered from 7)
Name a  Record Code a  Due Date Completed Date Credit Hours Clock Hours Complete
AT (1) Competency €. = ¥V B Y B W W W
¥ Dad Testson S-CAPRV 03/00/2023 0.00 0.00

Note: If no items or only the completed items are showing double check that the date options are
unchecked.

Click the Delete button
Only Show Staff Training Records If The Following Dates Are Empty (5)

{0) Selected 2

Date Option @

qr

All Dares Missing

Add 5taff Training Record(s) Change Bulk Change View Document Delete

An Information box will appear asking 'Are you sure you want to delete selected records?’, Click Yes

Information i 7 X

Are you sure you want to delete the selected record(s)?

Yes Ho
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The S-CAPRYV training should now be gone

& Options O Templates (0) = Refresh Provider Training Records 1 to 0 of 0 (Limited to 0)
Name « Record Code «  Due Date Completed Date Credit Hours Clack Hours Camplete
W (1) Competency C.. = VW H AT AT W W

Mo records were found.
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Add a Background Checks Record

Select the Provider Record previously created
CYMS Provider Management X

@ Options B Templates (1) & Refresh Providers 1w20of2
Record Code 4 First Name Last Name Fhone Number 1 Infa Address
v W g W W
¢ [ steErs-am Amy Stetson 12 Cobble Hill Rd, Wate
¥ TESTS-DA Dad Testson 123 Any 5t, Columbia,

In the Record Type field, expand the Drop-down list and scroll to find and select Provider Background Checks

Record Type

ap

-~ Please Select A Record Type To Show ---I

-- Please Select A Record Type To Show -—-
Age Group

Program Type

Provider Admin Action

Provider Background Checks

[= I P . TR

Click Add Provider Background Checks Record(s) button
Only Show Provider Background Checks Records If The Following Dates Are Empty

(0) Selected =
Date Option
All Dates Missing =

Add Provider Background Checks Record(s) Change Bulk Change Delete View Document

This will open the Misc Code Add screen

Misc Code Add: Provider Background Checks

D A records cre

Due Date Invcial Date Dad Testson

| 10) Selected - (=] &

Il be inked o the following providers

Completsd Daes Backgraund Check Status Family Member

=] - Select AStatus = Wi - Linked to Provider :

Commants

Plain Text Editor

Note: On the upper right the Provider Record selected on the previous screen is visible

@ All records created here will be linked to the following providers:
Dad Testson (TESTS-DA)
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In the Record Code(s) to Add field click the combo-box selector
Record Code(s) to Add * @

(0) Selected

qp

Select CID/DCII*, then click the X at the top of the drop down or click anywhere on the screen
Record Code(s) to Add * @

(0} Selected =

[ Check all [ Uncheck all

I Army SUDSIance ADUSE Frogram
O ap/mar

[ Criminal History-5tmt of Admin (DD29817)
[J DD 2981 Annual Certification

[zl Fingerprints

[ Local Civilian Law Enforcement (LCLEY*
[ LOSS Status

[ MTF/Army Central Registry= v

Note: It is possible to select multiple records here. If multiple are selected they will all have the same Due
Date, Initial Date, Completed Date, etc. if entered here

Click on Due Date Field and use Date Picker to set the due date to 12/02/2022

Due Date @

B Date Picker
4 Dec v 2022 v

Su Mo Tu We Th F Sa

20 21 22 23 24
27 28 29 30 AN

@
[ER—
oo

25

The Family Member field allows this record to be created for the individual household members of this provider
home. For our purposes today we will do just the Provider, but in theory most need to be completed for each
member over the age of 12 in the household.

Family Member

N/A - Linked to Provider] =

N/ - Linked to Provider
Mom Testson (Spouse)

Middle Testson (Child)

. o]
Click on Save
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The newly added CID/DCII record is now visible.

@ Cptions 3 Templates (0} & Refresh Provider Background Checks Records 1wo1ofl
Name ~  Record Code ~ Due Date Initial Date Completed Date Background Check Status
W (0) Selected ERA TN = = AT =] (0} Selected
2 [ DadTestson CID/DCI 12/02/2022
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Initialize a Background Checks Record

Continuing on from the previous section.

Select the new line that has appeared for the CID/DCII record

e Options & Templates (1) & Refresh Provider Background Checks Records Twlofl
Name ~  Record Code 4 Due Dare Initial Date Completed Date Background Check Status
v {0) Selected T T B = A= {0} Selected
¥ Dad Testson CID/DCll 12/02/2022

Click on Change

Cnly Show Provider Background Checks Records If The Fallowing Dates Are Empty

(0) Selected :
Date Oprion
All Dates Missing =

Add Provider Background Checks Record(s) Change Bulk Change Delete View Document

This opens the Misc Code Update screen

D T ———

@ Tharecors s g provaer record
Due Date sl Date Dad Testson
& w0220 =]
Completed Date Background Check Status Famiy Member
a - Select A Status | =] NIA- Linked ta Provider

Doeument Link

Original Time
Commerts

Plain Text Edivor
Original User Name

0 of 30000

Note: On the right side the details about when this record was last changed, originally created and by
whom are visible.

@ This record is linked to the following provider record
Dad Testson (TESTS-DA)

Last Change Date
5 12/09/2022
Criginal Date

5 12/09/2022
Original Time

® 12:33

Original User Name

tims o
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RecTrac 3.1

Click on Initial Date field and use Date Picker to set the date to today
Initial Date (i)

B Date Picker

4 Dec v 2022 v b

Su Mo Tu We Th Fr Sa

ra
o W

=
w
.
s
&
~

25

[
&
[
)
o
o
o
=)
m
=
[

Expand the Drop-down list in the Background Check Status field and select Pending
Background Check Status (D

--- Select A Status -

ip

— Select A Status —
Pending
Satisfactory

Derogatory

.
Click on Save

The CID/DCII record now has an Initial Date and a Pending Background Check Status

a3 Options & Templates (0) & Refresh Provider Background Checks Records

Tw1ofl
Name « Record Code a  Due Date Initial Date Completed Date Background Check Status
WV (0) Selected = AT = | Y B8 Y B8 [0} Selected
2 [ DadTestson cio/oan 12/02/2022 12/09/2022 Pending
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Complete a Background Checks Record

Continuing on from the previous section.

Select the line for the CID/DCII record

Record Type

Provider Background Checks =
@ Options [ Templates (1) & Refresh Provider Background Checks Records Twlofl
Name « Record Code 4 DueDate Initial Date Completed Date Background Check Status
Y (0) Selected AT = | WV B Y B8 (0) Selected
v Dad Testson ap/oal 12/09/2022 Pending

Click on Change

Only Show Pravider Background Checks Records If The Fallowing Dates Are Empry

(0) Selected b=
Date Oprion
All Dates Missing =
Add Provider Background Checks Record(s) Change Bulk Change Delete View Document

This opens the Misc Code Update screen

Misc Code Update: Provider Background Checks i 7 %

Sliwing provider recard

Due Dae sl Dats
B 12021202 B 1000
Compleced Date. Background Check Starus Famify Member
5] fending = NIA- Linked to Provider =

Orgmal Daee

Document Link

Onginal Time

©nn

Camments

Pisin Text Editor
Originsl User Name

Click on Completed Date field and use Date Picker to set the date to today

Completed Date (§)

B Date Picker

4 Dec ~ 2022 v
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Expand the Drop-down list in the Background Check Status field and select the appropriate status (today we will

use Satisfactory)
Background Check Status (7)

Pending

qip

— Select A Status —
Pending
Satisfactory

Derogatory

If desired a document can be linked here and comments can be entered

Document Link ()

o

Comments (D)
Plain Text Editor

These are the Comments

22 of 30000

. [ |
Click on Save

The current record now has a Completed Date and Background Check Status has been updated
A new CID/DCII record should also appear with a Due Date five years from the completed date entered

& Options [ Templates (0) & Refresh Provider Background Checks Records Tw2of2
Name +  Record Code «  Due Date Initial Date Completed Date Background Check Status
? (0) Selected SRR =] A= AT = (0) Selected
2 [J DadTestson cip/ocn 12/00/2027 Pending
2 [J DadTestson CID/DaC 12/02/2022 12/09/2022 12/09/2022 Satisfactory

Reminder: In order to make this work the record must have the Recurring toggle turned on and the
parameters set for the next renewal code and cycle
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Bulk Background Checks Record Add - for new due/initialized
record

NOTE: Here we will do a multi-provider, single-background add. This could alternatively be multi-provider, multi-
background add or single-provider, multi-background add.

Select 2 previously created Provider Records
CYMS Provider Management X

@ Options O Templates (2) & Refresh Providers Tw2of2
Recerd Code & First Name Last Name Phane Mumber 1 Info Address
i v W W W
¥ STETS-AM Amy Stetson 12 Cobble Hill Rd, Watg
+  TESTS-DA Dad Testson 123 Any St, Columbia,

In the Record Type field, expand the Drop-down list and scroll to find and select Provider Background Checks

Record Type

--- Please Select A Record Type To Show -| -

--- Please Select A Record Type To Show -
Age Group

Program Type

Provider Admin Action

Provider Background Checks

[= I P . TR

Click Add Provider Background Checks Record(s) button
Only Show Provider Background Checks Records If The Following Dates Are Empty

(0) Selected -
Date Option
All Dates Missing e
Add Provider Background Checks Record(s) Change Bulk Change Delete View Document

This will open the Misc Code Add screen

Misc Code Add: Provider Background Checks

e linked ta the fallawing providers:

Due Daze D=

| @ setected 3 = "

Compleed Dase Backgraund Check Staus Family Memiser

8 Select A Status : N/A - Linked to Provider 3

Cammenss

Plain Text Editor

0of 30000
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Note: When multiple records are selected the Document Link section is removed.
Note: On the upper right the Provider Records selected on the previous screen are visible.

(i) All records created here will be linked to the following providers:
Amy Stetson (STETZ-AM)
Dad Testson (TESTS-DA)

In the Record Code(s) to Add field click the combo-box selector

Select FBI Fingerprints, then click the X at the top of the combo box or click anywhere on the screen
Record Code(s) to Add * @

(0) Selected =

[ Check all [ Uncheck all

D.*"\"‘T:.-‘ Substance Abuse Program -
O comoan=

[ Criminal History-5tmt of Admin (DD2981)

[J DD 29281 Annual Certification

Oral Fingerprints

[[J Local Civilian Law Enforcement (LCLE)*

[J LOSS Status

—

Click on Due Date field and use Date Picker to set the date to 01/06/2023

Due Dat= (§)

H Date Picker

Note: The records we are adding will all have the same Due Date
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Click on Initial Date field and use Date Picker to set the date to today
Initial Date (D

Bl Date Picker

4 Dec v 2022 S

Su Mo Tu We Th Fr Sa

25 26 27 28 29 30 31

Note: The records we are adding will all have the same Initial Date

Expand the Drop-down list in the Background Check Status field and select Pending
Background Check Status (1)

--- Select A Status -

ip

— Select A Status —
Pending
Satisfactory

Derogatory

Note: The records we are adding will all have the same Status

Note: When multiple providers are selected the only option available in the Family Member drop down is
N/A - Linked to Provider.

. e ]
Click on Save

The newly added FBI Code with the same Due Date, Initial Date and Status for each Provider are now visible.
2 [0 AmySteson FEl 01/06/2023 12/09/2022 Pending

2 [J DadTestson FBI 01/06/2023 12/09/2022 Pending

Note: The Record Code filter is set to FBI Fingerprints for this screenshot
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Bulk Background Checks Record Add - for completed record

NOTE: This should only be done if the Providers do not have background records of that type currently due. This
process will add a new entry

Select 2 previously created Provider Records
CYMS Provider Management X

& Options [ Templates (2) = Refresh Providers 1to20f2
Record Code 4 First Name Last Mame Phone Mumber 1 Info Address
i\ i 7 7 g
¥ STETS-AM Amy Stetson 12 Cobble Hill Rd, Watg
¥ TESTS-DA Dad Testzon 123 Any St, Columbia,

In the Record Type field, expand the Drop-down list and scroll to find and select Provider Background Checks

Record Type

"

—- Please Select A Record Type To Show -—-I

—- Please Select A Record Type To Show —
Age Group

Program Type

Provider Admin Action

Provider Background Checks

[= IR P . TR

Click Add Provider Background Checks Record(s) button
Only Show Provider Background Checks Records If The Following Dates Are Empty

(0) Selected

4k

Date Option

All Dates Missing =

Add Provider Background Checks Record(s) Change Bulk Change Delete View Document

This will open the Misc Code Add screen

[ Y —— s ——

o hdd Oue Daze Iritsl Date
| 9) Setected ol =] (-]

Compleed Dase Backgrourd Check Status Farmily Membar
=} - Select AStatus = H/4 - Linked to Provider =

Camments

Plain Tex: Editor

06f 30000
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Note: When multiple records are selected the Document Link section is removed.
Note: On the upper right the Provider Records selected on the previous screen are visible.

@ All records created here will be linked to the following providers:
Amy Stetson (STETS-AM)
Dad Testson (TESTS-DA)

In the Record Code(s) to Add field click the combo-box selector
Record Code(s) to Add * @

(0) Selected

qp

Select MTF/Army Central Registry, then click the X at the top of the combo box or click anywhere on the screen
Record Codels) to Add * @

(0) Selected -

[ Checkall O Uncheck all

[ Criminal History-5tmit of Admin (DD2981)
[0 DD 2981 Annual Certification

)= Fingerprints

[ Local Civilian Law Enforcement (LCLEY*
[J LSS Status

] MTF/Army Central Registry*

[ Provisional Hiring Status -

Click on Due Date field and use Date Picker to set the date to today
Due Date @

B Date Picker
4 Dec w2022 v ok

S50 Mo Tu We Th F Sa

1 2 3
4 5 6 7 g 9
1 12 13 14 5 16 17

25 26 27 28 29 30 3
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Click on Initial Date field and use Date Picker to set the date to today
Initial Date (D

Bl Date Picker

4 Dec v 2022 S
Su Mo Tu We Th Fr Sa
1 2 3

4 5 6 7 8 9 10
17

25 26 27 28 29 30 31

Click on Completed Date field and use Date Picker to set the date to today
Completed Date @

B Date Picker

4 Dec ~ | 2022 voor

Su Mo Tu We Th Fr Sa

25 26 27 28 29 30 31

Expand the Drop-down list in the Background Check Status field and select Satisfactory
Background Check Status (7)

Pending

ik

— Select A Staws —
Pending
Satisfactory

Derogatory

Note: When multiple providers are selected the only option available in the Family Member drop down is
N/A - Linked to Provider.

. [ | N
Click on Save
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The newly added ACR Code with the same Due Date, Initial Date, Completed Date and Status for each Provider
are now visible.

A new ACR record should also appear with a Due Date five years from the completed date entered for each

Provider
& Options = Templates (0] © Refresh Provider Background Checks Records 1 to 4 of 4 (Filtered from 8)
Name « Record Code + DueDate Inidal Date Completed Date Background Check Status
Y (1) MTF/Army Cen. = 7 B Y B8 Y B8 (0) Selected
¢ O Amy Stetson ACR 12/00/2027 Pending
2 [J  AmyStetson ACR 12/009/2022 12/09/2022 12/00/2022 Satisfactory
2 [] DadTestson ACR 12/00/2027 Pending
2 [ DadTestson ACR 12/09/2022 12/09/2022 12/09/2022 Satisfactory

Note: The Record Code filter is set to MTF/Army Central Registry for this screenshot
Reminder: In order to make this work the record must have the Recurring toggle turned on and the
parameters set for the next renewal code and cycle
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Bulk Background Checks Record Change

Select 2 of the previously created Provider Records.
CYMS Provider Management X

@ Options [ Templates (2) & Refresh Providers Tw2of2
Record Code a«  First Name Last Name Phone Number 1 Info Address
g g w7 g i\
¥ STETS-AM Amy Stetson 12 Cobble Hill Rd, Watg
v TESTS-DA [BET: ] Testzon 123 Any St, Columkia,

In the Record Type field, expand the Drop-down list and scroll to find and select Provider Background Checks

Record Type

—- Please Select A Record Type To Show ---I -

—- Please Select A Record Type To Show —
Age Group

Program Type

Provider Admin Action

Provider Background Checks

[= I P . TR

In the Record Code filter expand combo-box selector
Record Code a  Due Date Initial Dau

{0} Selected = TN = AT =]

[ Checkall [ Uncheck all

[J Army Substance Abuse Program
Clcibioci+

[ Civilian Law Enforcement (If Available)
O Criminal History-5tmt of Admin (2981) 5
(DD 2981 Annual Certification

[ Family Housing/Building Coordinator®
(] FBI Fingerprints

Select FBI Fingerprints, then click the X at the top of the combo box or click anywhere on the screen.

RecTrac 3.1
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Select the 2 records that should now be present - 1 for each of the providers

@ Options = Templates [(0)] © Refresh Provider Background Checks Records 1to 2 of 2 (Filtered from 8)
Name «  Record Code +« DueDae Inidal Date Completed Date Background Check Status
v (1) FBI Fingerprints = W B Y B8 Y B8 (0) Selected
2 O Amy Stetson FBI 01/06/2023 12/09/2022 Pending
2 [0 DadTestson FBI 01/06/2023 12/09/2022 Pending

This can be done individually or all together using the Options gear dropdown and clicking on Select All Rows
© options O Templates (o) =

Clear Filters

Hide Filters

Show COnly Selected

Clear Selected

Select All Rows

Turn Off Auta Filtering

Toggle Groups

Export Comma Delimited

Print Friendly Table

Show Settings

Key:
Added Today /1

Click the Bulk Change button
Only Show Provider Background Checks Records If The Following Dates Are Empty

(0) Selected =
Date Option
All Dates Missing =
Add Provider Background Checks Record(s) Change Bulk Change Delete View Document
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This will open the Provider Background Checks records to update screen

Provider Background Checks records to update: 2 i ? x
New Value: Due Date B B 54 Selected Provider Records lwo2of2
D Change Due Date? Record Code 4 First Name ~  First Name Number of ... Con
Y N i v 1
New Value: Initial Date
ETS-AN T . -
D Change Initial Dace? STETS-AM Amy Stetson FBI
TESTS-DA Dad Testson 1 FBl

New Value: Completed Date

D Change Completed Dare?

New Value: Background Check Status

D Change Background Check Status? --- Select A Status -- =

D Change Comments?

New Value: Comments

Plain Text Editor

Continue

Note: The previously selected provider records are visible on the right side of the window

Select the Change Completed Date? toggle and enter today's date using the Date Picker

Mew Value: Completed Date

Change Completed Date? B 12/09/2022

Select Change Background Check Status? and select Satisfactory from the Combo-box for New Value:
Background Check Status

Mew Value: Background Check Status (7)

Change Background Check Status? (7)

Satisfactory = l

Note: Only the fields with the toggle turned on will be updated.

Continue

Click on Continue

©2023 by Vermont Systems 56



&) VERMONT SYSTEMS CYMS— Provider Management
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An Information box will appear asking 'Are you sure you want to bulk change 2 records?’, Click Continue

Information i ? b 4

Are you sure you want wo bulk change 2 records?

Continue Cancel

The FBI code is now has a Completed Date and Satisfactory Background Check Status

@ O 45 Provider Background Checks Records 1to 2 of 2 (Filtered from 2)
Mame ~ Record Code ~  DueDate Initial Date Completed Date Background Check Status
W (1) FBl Fingerprints = WV & AT = AT = (0) Selected
2z [ Amy Stetson FBI 01/06/2023 12/00/2022 12/08/2022 Satisfactory
2 [ DadTestson FBI 01/06/2023 12/009/2022 12/09/2022 Satisfactory

Note: This code is not set up to recur, so there will be no new due records

To see only what is now due, go to the '‘Only Show Background Checks Records..' and expand the Drop-down

box, select Completed Date
[ Checkall [ Uncheck all

[JDue Date -
Oinitial Date
[ Completed Date

(0) Selected o

There should now be no codes visible as FBI Fingerprints is still our Record Code filter, to see what is due for all
background check codes click the Options gear, and select Clear Filters
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! Options
Clear Filters
Hide Filters
Show Only Selected
Clear Selected
Select All Rows
Turn Off Auta Filtering
Toggle Groups
Export Comma Delimited
Print Friendly Table
Show 5Settings
Key:

Added Today

b3 Options

MName

i

[

OJ Amy Stetson

[J Dad Testsen

[

[0 Dad Testsen

[

4

O Templates

B Templates

()}

-

(@

= F

= Refresh

Record Code

(0) Selected

ACR
ACR

CiDvDCil

a

Provider Background Checks Records

Due Date Initial Date

AT =i AT =i

12/09/2027
12/09/2027

12/09/2027

Only Show Provider Background Checks Records If The Following Dates Are Empty

(1) Completed Date

Date Option

All Dates Missing

Add Provider Background Checks Record|s)

Change

Bulk Change

Campleted Date

AT =i

Delete

CYMS— Provider Management
RecTrac 3.1

Tto3of3
Background Check Status
(0) Selected

Pending
Pending

Pending

View Document

Note: The Date Option below is useful to find records with a missing date, whether it be a due, initial or
completed date or a combination of dates
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RecTrac 3.1
Note: For this test use the provided Test_Cert.pdf by storing it to a local hard drive before starting
Select one of the Provider Records created during this process
CYMS Provider Management
@ Options & Templates (1) & Refresh Providers Tw2of2
Record Code ~  First Name Last Name Phone Number 1 Info Address
b b b b b
2 [0 sTETS-AM Amy Stetsan 12 Cobble Hill Rd, Wate
v TESTS-DA Dad Testson 123 Any 5t, Columbia,
Choose a Record Type (i.e. Provider Training or Provider Background Checks)
Record Type
Provider Training =
Provider Previous Experience
Provider Recognitions
Provider Special Requirements
Provider Subsidy
Provider Training -
Choose a completed record and click Change or Double-Click it
Record Type
Provider Training :
& Options [ Templates (1) & Refresh Provider Training Records Twbofb
Name « FRecord Code a DueDate Completed Date Credit Hours Clack Hours Complete
W (0) Selected =] AT = Y B Y W i
2 [J DadTestson A-FIRE 12/09/2023 0.00 0.00
2 [J DadTestson A-FIRE 12/02/2022 12/09/2022 3.00 4.00 tims
2 [J DadTestson E-CAIR 12/02/2022 12/09/2022 0.00 0.00
# [J DadTestson E-GUIDE 12/02/2022 12/00/2022 0.00 0.00
2 [J DadTestson E-HLTH 12/02/2022 12/09/2022 0.00 0.00
¥ Dad Testson I-OTHER 12/09/2022 12/09/2022 3.00 tims
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This opens the Misc Code Update screen for that record.

Misc Code Update: Provider Training. i o7 X

" Dad Testsor

in Text Editor

Winter Driving Safety Course Original User Kame

Click the file folder in the Document Link Field

Document Link ()

=]

Browse to where the Test_Cert.pdf file has been stored in the Windows File Explorer box that opens, Double-
Click on it

4B Tm ems > Documents > _Army 5 UAT

Organize ¥

Name
Quick acc

©coco000000

°
°
°
L]
°
°
®

Note: The file name must be unique for this Provider record. If it is not you will get this message
An Error Occurred X

The document you are trying to link is already linked to another
recard.
The filename must be unique.

Close

. o)
Click on Save

Scroll the Record Type data grid over to the right and find the Document Link column, the linked document will
be visible on the line item now
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To view the document highlight the row and click on the View Document button
|

Document Link :
|

i

\Misc Data Documentsh82680%Test_Cercpdf
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Duplicate processes for each Record Type

The processes outlined for Provider Training and Provider Background Checks can be used to link each of the
other Record Types to a Provider Record in mostly the same manner. The biggest difference will be if there are
due dates (only Provider Background Checks will have the Initial Date).

Some things to consider:

At this point only Provider Training and Provider Background Checks will have recurring functionality data
present. Any item with a due date could potentially be programmed to have a recurring code status.

When adding a Provider Comments record the only Record Code set currently is Not Applicable at this time. Use
this to create a comment. A list of comment types can be created later

Comments can still be modified by other users. However, now we will see if there is a difference between the
Last Change Date and the Original Date
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