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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 CDC site.

Login Prompts

o= Menu Group

'S MANAGER

o Sim
—
oo

° CDC

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— Staff 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 Staff Record

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

Open CYMS Staff Management

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

_ Note: Templates can be set on the CYMS Staff

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

%1 ¢« Filtered Results (2)

o Q staff each user or generic ones can be created for all
v Results users to access. Each user can then set which
2o O CYMS Scaff Management template they want to be their default when

B CYMS Staff/Provider Report entering this program.

ts

Bo

o RECTRAC | V2

(@) CYMS Staff Management

CYMS Staff Management

&

@ Options B Templates  [D(0} & Refresh Staff waofs

v v 7 (0)Selected = T o | |
5o
O cocHrLa Lande! Cochran Active 580

fo

Phillps Aciive 590

©2023 by Vermont Systems 6
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Core Page

Add Change Delete

Click the Add button

This will open the CYMS Staff Update panel where we can add the Core, History, Emergency/Spouse, and
Program Links data.

Note: Some of the linking functionality can only be used once the new staff record has been saved

@ CYMs staff Update X

Core History EmergencyiSpouse  Program Links.

% CcYMs staff Update

%
Bo
missions (D)
(0) Setecteg
Last Name (@
sgiress 2 (D)
oy @ Suse O Code
v
Binhesy (O P
a
&
Phone
(=]

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

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

El
o

@ Options & Templates (1) &2 Refresh

Record Code ~  Name
v v
S01 Financial Management
S05 Marketing
582 PCS/OS
590 mC
591 SAC
so2 MST Youth Center
S92y Youth Sports
594 FCC Office
S04H FCC Provider Home
585 SKIES

©2023 by Vermont Systems 7
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Enter a Record Code for this staff person. 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.

Record Code * I:D

[ STEWA-RQ)

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

Record Status * (7)

Ll

| --- Select A Status -

--- Select & Status ---

Record Status * (D Acti
ctive

Ac:ivel = l

Inactive

Set the Permissions for the record (i.e. check 90 CDC). 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: While selecting Multiple permission codes is possible, doing so will cause errors later on.
Be certain ONLY one is selected

Permissions @

(1) 90 CDC s

[ Check all [J Uncheck all

[ 01 Financial Management

[ 05 Marketing

D&z pcsios

90 CDC

[Jo1sac

[J 92 MST Youth Center

[Jo2¥ Youth Sparts
Complete the rest of the Core tab as needed (only Site Code, Staff Code and Record Status are required at this
time).

©2023 by Vermont Systems 8



Y7) VERMONT SYSTEMS CYMS Staff Management

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.

© CYMS staff Update X

Core History Emergency/Spouse Program Links
CYMS Staff Update

Miscellaneous Information

Birth Ciry (D) Birth Seate (5) Birth Courtry (1)
‘ | ‘ — Select — = -~ Select & Country — 2
Home Of Record City (D) Home Of Record State () Haome Of Record Country ()

- Select — = - Select A Country — =
Maiden Name (1) Known Alias (D)

Camments (T)

Plain Text Editor

0 of 30000

Schooling Level

Schooling Level () College Years If No Degree (5)

— Select A Schooling Level — - 0

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

©2023 by Vermont Systems 9
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Emergency/Spouse Page

Select the Emergency/Spouse tab at the top to move to the next screen and complete as needed.

(O cYMms staff Update

Core History Emergency/Spouse  Program Links

CYMS Staff Update
Emergency Contact Information
@ Options & Templates (0] & Refresh Emergency Contacts 1to0of 0
Order 4 First Name 4 LastName Relation Phone Number 1 Info Phone Number 2 Info Phone Number 3 Info Phone Number 4 Infa
No records were found.
1 2
Add Contact Change Contact Delete Contact Add Existing Contact

Spouse Infa

Spouse Deployment Begin Date @ Spouse Deployment End Date @
[ seouse Is Active Duty? (O O spouse Is Deployed? (O = =
& Options & Templates (0) & Refresh Spouse 1t000f0
Order 4 First Name Last Name Birthday Age Gender Grade Status Email 7

No records were found.

Add Spouse Change Spouse Info Remove Spouse

Note: Add Existing Contact button will fail to work until the new Staff record has been saved.

Use the Add Spouse button in the Spouse Info section to pull in data from an existing family member.
Note: If employee and spouse 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

Note: This is linking the actual Family Member record found in Household Management

click save L=/ NEE

©2023 by Vermont Systems 10
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Open the newly saved record by double clicking on it or highlighting it and clicking Change button

CYMS— Staff Management

RecTrac 3.1

Select the Emergency/Spouse tab

Add Existing Contact

Now an emergency contact can be added using the Add Existing Contact button

Search for a family member previously created, highlight them and click the Select button or double click on their
name, they will be added as a contact

Family Member Lookup

1 Options

Last Name

v

Apfelbaum
Apfelbaum
Bryan
Bryan
Bryan
Bryan
Carterson
Carterson
Carterson
Coli

Elder
Elder
Elder
Garcia
Garcia
Garcia

Garcia

Select

o] Options

Order

Z

Note: Unlike with the spouse section, this is will create a new unique record based on the Family
Member record so any changes here will NOT impact the Family Member record in Household

a | First Name

v

Karl
Karoline
David
Gina
Luke
Trisha
Andrew
Cameron
Daniel
Brandy
Cynthia
Jake
Jonathan
Emila
Emma
Gary

Maria

& Templates (0)

~  First Name

1 David

Management

-

-

O Templates (1) & Refresh

Birthday

AT =

08/16/1985
10/05/2021
05121976
11/07/2018
01/20/2016
11/09/1982
1140172011
07/07/2020
01/01/1983
12/01/2022
11/04/2020
07/28/2022
07/13/1989
07/14/2021
07/16/2013
04/05/1988

08/14/2019

= Refresh
Last Name

Bryan

W
0 yrs 0 mos
0yrs 0 mos

37 yrs 3mos

Tyr1mo

46 yrs 6 mos

4 yrs 0 mos

Note: Be sure an adult is being selected

6 yrs 10 mos
40 yrs 0 mos
11 yrs 1 mo
2 yrs 4 mos
30 yrs 11 mos
0 yrs 0 mos
2 yrs 0 mos
0yrs 4 mos
33yrs4mos
Tyrd4mos
Oyrs 4 mos
34 yrs 7mos

3yrs3mos

Relation

Emergency Contact

Phone Number 1 Info

Cell Phone: (111)222-3455

©2023 by Vermont Systems
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Program Links Page

Select the Program Links tab

(D C€YMs staff Update - STEWA-RO X

Core History Emergency/Spouse Program Links

CYMS staff Update - STEWA-RO - Rose Steward

® Options & Templates (0) & Refresh Program Links 1% 0 of 0 (Filtered from 0)

Staff Link St..a  Acrivity Code «  Secrion Short Description Section Status Staff Code Last Name First Name Primary?

No records were found.

Add Program Link Delete Program Link

Add Program Link

Click the Add Program Link button
Note: Add Program Link button will fail to work until the new Staff record has been saved.

Highlight the primary section this staff person is working with and click Select, or double click on it

Section Lookup
1 Options (5] Templates (1) & Refresh Activity Sections
Activity Code a4  Section & Short Description Status Type SubType Caregory Fac Class Fac Loc
N FART i (3) Active, L. = | Y PR FURT T
SFTCOO1 01 FD (Inf) Rm 5 Active Care - Full-Time cDC ROOM
SFTCO01 03 FD (Inf) Rm 3 Active Care - Full-Time DC ROOM C
SFTCO02 0z FD(PT1)Rm 3 Active Care - Full-Time DC ROOM DC
SFTCO03 0z FD (PT2)Rm 1 Active Care - Full-Time DC ROOM CoC
SFTCO04 03 FD (Tod) Rm 1 Active Care - Full-Time cDC ROOM cDC
SFTCO0S 03 FD (PS)Rm 2 Active Care - Full-Time DC ROOM DC
]
Select

Note: For this screenshot the Fac Loc filter has been set to CDC

. [ | N
Click on Save

©2023 by Vermont Systems
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RecTrac 3.1

Add a Training Record

Select a Staff Record created in the previous section.

¥ STEWA-RO 59 Garrison

In the Record Type field on the right side, expand the Drop-down list and scroll to find and select Staff Training

Record Type (5)

— Please Select A Record Type To Show —

V=TT TV W T

4k

Staff Medical Requirements B
5taff Previous Experience

5taff Recognitions

Staff Room Visit

5taff Training -

Click the Add Staff Training Record(s) button towards the bottom of the screen

Oy Shorer StalT Training Records I The Follawing Dales Are Cmply @

10 Selmcted -
Date Option (1)

Al Daves Missing -

Add Staff Training Recordis) Change Bulk Change Wiew Document: Del=te

©2023 by Vermont Systems 13
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This will open the Misc Code Add screen:

Misc Code Add: Staff Training i 7 X
(D Al records created here will be linked to the fallowing staff:
Record Code - Due Date () Completed Date (D) Rose Steward (STEWA-RC)
(0) Selected o (=] =]
Credit Hours () Clock Hours () Complesed By User Name (D)
0.00 0.00 o
Document Link ()
=

Comments (D)

Plain Text Editor

0 of 30000

Cancel “

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

() All records created here will be linked to the following staff:
Rose Steward (STEWA-RQ)

In the Record Code(s) to Add field click the combo-box selector
Rec tdd* (D) Due Date (1)

[ (0) Selected :l B

ode(s)

[ Checkall O Uncheck all

[ Accountability-Supervision Child-Youth -
[ Adminstering Medications

[ Annual Observation

[ Child Abuse Prev-Id-Rpt CYS Std Conduct

[ child Safety-Fire Prevention

[ Competency Course-Child Abuse ID-Report

[ Competency Course-Guidance

PR - AU PR

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

©2023 by Vermont Systems 14
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CYMS— Staff Management

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
4 Dec v 2022 v b
Su Mo Tu We Th Fr 3Sa
1 2 3
4 5 6 7 8 9 10
12 13 4 73 6 17
8 19 20 21 22 23 24
25 26 27 28 2% 30 N
Cancel Save
Click on Save =)
The newly added A-FIRE record is now visible.
B Options [ Templates (D) & Refresh Staff Training Records Tto1of1
Name s Record Code a2 Due Darte Campleted Date Credit Hours Clo
A4 {0) Selected = | ¥ [E AT i W
Z [J RoseSteward A-FIRE 12/02/2022 0.00
©2023 by Vermont Systems 15
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Complete a Training Record

NOTE: As training codes are added if zero staff 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 1t0 9 of 30
Name = Record Code a  Due Date Completed Date Credit Hours
T (0) Selected AT =] Y B8 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
¢z O 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

Note: Records added today will have a green highlight to them

B Options [ Templates (0) & Refresh Staff Training Records Two1ofl
Name a Record Code a  Due Date Completed Date Credit Hours Cla
kT (0) Selected -+ Y B AT = i U
Z [J RoseSteward A-FIRE 12/02/2022 0.00

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

Due Date (D)

& Date Picker

4 Dec v 2022 v o

Su Mo Tu We Th Fr Sa

1 2 3

4 5 6 7 8 9 10
12 13 14 15 6 17

8§ 19 20 21 22 23 24

2 26 27 28 29 30 N

©2023 by Vermont Systems 16
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RecTrac 3.1

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

Core Information

de* (D) Due Date (1) Completed Date (5)

ild Safety-Fire Prevention = B 12/02/2022 B 12/02/2022
Credit Hours (§) Clock Hours () Completed By User Name (1)
1.00 2.00 A
Document Link @
\Misc Data Documents\825625\Test_Cert. pdf ¥

Comments (1)
Plain Text Editor

This is the comments area
25 of 30000

Note: If the Code was set to have default Credit and Clock Hours they will fill in automatically
Note: Completed By User Name is intended for use with Room Visits and can be ignored for now.

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

() This record is linked to the following staff record:
Rose Steward (STEWA-RO)

Last Changs Date (1)

COriginal Daze ()
Original Time ()
@ 17:46

Criginal User Nzme (D)

tims 7

. 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 4« Record Code 4 Due Date Completed Date Credit Hours
AT4 (0) Selected + |V |E YV B W
Z [ Rose Steward A-FIRE 12/02/2023 0.00
Z [J RaseSteward A-FIRE 12/02/2022 12/02/2022 1.00

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

©2023 by Vermont Systems 17
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Bulk Training Record Add - for new due record

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

Select 3 of the previously created Staff Records

CYMS Staff Management - Staff Training

& Options [ Templates (3] & Refresh Staff Tto5of5
Record Code First Name Last Mame & Record Status Site Code
W W W (0) Selected 3 W
¥ COCHR-LA Landel Cochran
2 [0 MINNS-sC Scott Minns Active S90
2 [ PHILL-LE Leigha Phillips Active 590
o

STETS-TI Timathy

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

Record Type (5)
— Please Select A Record Type To Show —

SLain Juu Luac

Ak

5taff Medical Requirements
5taff Previous Experience
5taff Recognitions

Staff Room Visit

5taff Training

Click Add Staff Training Record(s) button

Oy Shire Stall Training Records I The Follawing Dales. Are Cmply @

|0} Selected >
Diate Option (T)

Al Dares Missing H

Add Seaff Training Recordis) Change Bulk Change Wiew Document: Del=te

©2023 by Vermont Systems 18
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RecTrac 3.1

This will open the Misc Code Add screen:

Misc Code Add: Staff Training

Record Code{s) to Add * () Due Date () Completed Date (7)
[ e 5 l = = Rose Steward (STEWA-R0)
Timothy Stetson (STETS-T)
Credit Hours (D) Clock Hours () Completed By User Name ()
0.00 0.00 o7
Comments (3)

Plain Text Editor

0 of 30000

Cancel Save

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

(i) All records created here will be linked to the following staff:
Landel Cochran (COCHR-LA)
Rose Steward (STEWA-RQ)
Timothy Stetson (STETS-TI)

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

Core Information

Record Code(s) to Add * @

[ (2} Customer Service Training, Emergency...

¥ Checkall [ Uncheck all

EICDmpE:E":;.rCDurse--Eath i
O co mpetency Course-5afe

Customer Service Training

[ DaP/Youth DeviProg

Emergency Preparedness/Procedures MAC

O Entry Training Completed

) Emvironmental Assessment
Tl rmteee s

©2023 by Vermont Systems 19
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Select Customer Service Training and Emergency Preparedness/Procedures MAC, 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 due date to 12/02/2022

Due Date (3)

B Date Picker

4 Dec w2022 ~

Su Mo Tu We Th Fr

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

.
Click on Save

The newly added Staff Training Codes (A-CUSTM and A-PREP) with the same Due Dates for each Staff person are

now visible
Mame
W
¢ [ Landel Cochran
& [J Landel Cochran
# |1 Rosesteward
# [ Rosesteward
# L[] Rosesteward
# [J RoseSteward
¢ O Tirmothy Stetson
&£ [0 Timothy Stetson

-

Record Code

(0) Selected

A-CUSTM
A-PREP
A-CUSTM
A-FIRE
A-FIRE
A-PREP
A-CUSTM

A-PREP

Ak

Due Date

AT =
12/02/2022
12/02/2022
121022022
12/02/2023
12/02/2022
121022022
1210272022

12/02/2022

Completed Date

AT =

12/02/2022

Credit Hours

W

0.00

0.00

0.00

0.00

1.00

0.00

0.00

0.00

CYMS— Staff Management

RecTrac 3.1

Clock Hours

i

©2023 by Vermont Systems
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RecTrac 3.1

Bulk Training Record Add - for completed record

NOTE: This should only be done if the Staff members 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 many staff members, but not
previously due.

Select 3 previously created Staff Records

CYMS Staff Management - Staff Training

& Options & Templates (3] & Refresh Staff 1wSof5
Record Code First Name Last Mame »  Record Status Site Code
W W W {0) Selected =T
+ Cochran
2 [0 MINns-sC Scott Minns Active 590
£ [0 PHILL-LE Leigha Phillips Active 590
¥ STETSTI Timathy

STEWA-RO

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

Record Type (7)

— Please Select A Record Type To Show —

L U e

4k

5taff Medical Requirements
5taff Previous Experience
5taff Recognitions

5taff Roomn Visit

Staff Training
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Y7) VERMONT SYSTEMS

Click Add Staff Training Record(s) button

I The Following Dates Are Cmply (T

Oy Shore SLall Training Recerds
|0) Selected .
Date Option (T)
-
-

Al Dates Missing

Add Staff Training Recordis) Change Bulk Change Yiew Document Delate

This will open the Misc Code Add screen:

Misc Code Add: Staff Training

Core Information
Landel Cochran { HR-LA)

Completed Date (7

Record Code(s)to Add * () Due Date ()
(st ] e 5 oot s STETS)
Credit Hours (D Clock Hours @ Completed By User Name ()

0.00 0.00 o
Comments (3

Plain Text Editor

00f 30000

Caneel “

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

() All records created here will be linked to the following staff:
Landel Cochran (COCHR-LA)
Rose Steward (STEWA-RO)
Timothy Stetson (STETS-TI)
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In the Record Code(s) to Add field click the combo-box selector
Record Code(s) to Add * @

(1) Other Annual Training

[ Check all [ Uncheck all

L FIrsLAId

[ Food Protection Manager (5erve Safe)
[ Food Service Sanitstion

Other Annual Training

] Other Entry Level Training

[ parent Involvement and Family Relations
[ Pediztric-Adult CPR

[ Positive Guidance and Appropriate Touch

Select Other Annual Training, 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 (1)

Bl Date Picker

4 Dec w2022 vk

Su Mo Tu We Th Fr 3a

1 2 3

4 5 6 7 8 9 10
12 13 4 15 6 17

g8 19 20 20 22 23 24

25 26 27 28 29

w
=
“

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

Completed Date @

B Date Picker

4 Dec w2022 v

50 Mo Tu We Th Fr 33

oo W

o

©2023 by Vermont Systems
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RecTrac 3.1

Enter a Comment about what this special training was

Misc Code Add: Staff Training

Core Information
(D) All records created here will be linked to the following staff:

Re 5) to Ad Due Date () Completed Date () Landel Cochran (COCHR-LA)
(1) Other Annual Training s £ 12/05/2022 £ 12/05/2022 :;ﬁi::::f:::;ﬁ;:?”
Credit Hours () Clock Hours (D) Completed By User Name (3
1.00 1.00 4
comments (1)

Plain Text Editor

COVID-19 Sanitation Protocols

29 of 30000

. (o)
Click on Save

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

MName + Record Code +  Due Date Completed Date
Y (1) Other annual T. 5 W B Y B8
¢ [ Landel Cochran A-OTHER 12/05/2023
yd [ Landel Cochran A-OTHER 12/05/2022 12/05/2022
£ [0  Rose Steward A-OTHER 12/05/2022 12/05/2022
Z [  Rose steward A-OTHER 12/05/2023
Z O Timothy Stetson A-OTHER 12/05/2023
£z O Timothy Stetson A-OTHER 12/05/2022 12/05/2022

This code is currently set to be recurring. However, the next due trainings are not needed. We will cover how to
delete them in a bulk process in another section.

Comments 0

Y
NOTE: To see the comments scroll to the
right

COVID-19 Sanitation Protocols

COVID-18 Sanitation Protocols

COVID-18 Sanitation Protocols
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RecTrac 3.1

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 3 previously created Staff Records

CYMS Staff Management - Staff Training

& Options [ Templates (3] & Refresh Staff Tto5of5
Record Code First Name Last Mame & Record Status Site Code
W W W (0) Selected 3 W
¥ COCHR-LA Landel Cochran
2 [0 MINNS-sC Scott Minns Active S90
2 [ PHILL-LE Leigha Phillips Active 590
v STETS-TI Timothy

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

Record Type (7)
— Please Select A Record Type To Show —

g Juu Luac

4k

5taff Medical Requirements
5taff Previous Experience
5taff Recognitions

5taff Roomn Visit

5taff Training

In the Record Code filter expand combo-box selector

@ o0 i Staff Training Records 1to8of14
MName +« Record Code «  Due Date Completed Date Cred
i (0) selected S AT = Y B W
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Select Customer Service Training and Emergency Preparedness/Procedures MAC, then click the X at the top of
the combo box or click anywhere on the screen

Record Code «  Due Date Complete:

{0) Selected = T = Y A

Check all [ Uncheck all

e B L L T T ey

(J competency Course-Safe

1

[J customer Service Training

[ paPryouth Dev/Prog

O Emergency Preparedness/Procedures MAC
(J entry Training Completed

[J Environmental Assessment

]

[ First aid -

O N FONST PN Ty el

Select the 6 records that should now be present 2 for each of the 3 staff members.

© Options & Templates (0) & Refresh Staff Training Records 1to 6 of 6 (Filtered from &)
Name 4 Record Code 4 Due Date Completed Date Credit Hours Clock Hours C
i (2) Customer Serv... = W A ¥ B W i
# [ Landel Cochran A-CUSTM 127022022 0.00 0.00
# [ Landel Cochran A-PREP 127022022 0.00 0.00
# [J RoseSteward A-CUSTM 12/02¢2022 0.00 0.00
# [J RoseSteward A-PREP 12/02/2022 0.00 0.00
2 U Timothy Stetson A-CUSTM 120022022 0.00 0.00
£ [ Timothy Stetson A-PREP 127022022 0.00 0.00

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

Clear Filters

Hide Filters

Show Only Selected

Clear Selected

Select All Rows

Turn Off Auto Filtering

Toggle Groups

Export Comma Delimited

Print Friendly Table

Show Settings

Key:
Added Today —/1
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Click the Bulk Change button
Record Type (3)

Staff Training =
1 options 3 Templates {6} =~ Refresh Staff Training Records 1to 6 of 6 (Filt
Mame a Record Code 4 Due Date= Completed Date Credit Hours Cloc
v (2) Customer Serv.. = W &= AT = W W

¥  Landel Cochran

¥  Landel Cochran

Timothy Stetson 12022022

12022022

¥ Timothy Stetson

Only Show Staff Training Records If The Following Dates Are Empry I[D
(0 Selected
Date Option (7)

All Dates Missing

Add 5taff Training Record(s) Change Bulk Change View Document Delete
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RecTrac 3.1

This will open the Staff Training records to update: 6 window

Staff Training records to update: 6 i 7 X
hew Valus: Dus Datz (D) s 8 = Selected Staff Records 1to30f3
D Change Due Date? (1) Record Code & FirstName 4 First Name Number of ... Ca
W v Y Y j
New Value: Completed Date (§)
O -| el ochran 2 AL
D Change Completed Date? (§) YRR e T -
STETSTI Timathy Stetson 2 AL
New Value: Credit Hours (D) STEWA-RO Rose Steward 2 At
D Change Credit Hours? (T)
Mew Value: Clock Hours ®
[ cnange Clock Howrs? ()
New Value: Completed By User Name (1)
D ChangeCaﬂs\stsdEgLse'Namﬂ® =
E] Change Comments? @
New Value: Comments @
Plain Text Editor
1 L3

Note: The previously selected staff 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

MNew Value: Completed Date @
Change Completed Date? @ B 12/05/2022

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 Continue
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An Information box will appear asking 'Are you sure you want to bulk change 6 records?’, Click Continue

Are you sure you want to bulk change 6 records?

Continue Cancel

To see only what is now due, go to the 'Only Show Staff 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.

[ Checkall O Unchedk all
|
() Due Dste -

O Completed Date

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

B Options B Templates {0}

MName
W

# [ Landel Cochran
# [ Landel Cochran
# [ RoseStewsrd
# [ RoseStewsrd
£ [ Tirmothy Stetson
s U Timothy Stetson

= Refresh 5taff Training Records

&  Record Code 4 DueDate Completed Date
(2) Customer Serv.. = W A T = |
A-CUSTM 12/05/2023
A-PREP 12/05/2023
A-CUSTM 127052023
A-PREP 127052023
A-CUSTM 127052023
A-PREP 12/05/2023

Only Show Staff Training Records If The Following Dates Are Empty @

(1) Completed Date
Date Option ()
All Dates Missing

Add Staff Training Reco

rdis)

Change Bulk Change Yiew Document

CYMS— Staff Management
RecTrac 3.1

1 to 6 of 6 {Filtered from &)

Credit Hours

W

Delete

To see what is due for all training codes click the Options gear drop down and then Clear Filters

& Options 3 Templates
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 5ettings
Key:
Added Today

Mo &F

/1

Clock Hours

4k

W

0.00

0.00

0.00

0.00

0.00

0.00

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.
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Bulk Training Record Delete

NOTE: This can be useful if a training record was created accidentally in bulk and needs to be removed. In the Bulk
Training Record Add - for completed record section above the A-OTHER created a recurring record that is not
needed. So we will remove it now.

Select the 3 Staff Records previously used to add the A-OTHER training record
CYMS Staff Management - Staff Training

& Options & Templates (3) & Refresh Staff 1w50f5
Record Code First Name Last Mame a Record Status Site Code
W W i {0) Selected =T
v COCHR-LA Landel Cochran
2 [ wmINnS-sC Scott Minns Active 590
Z [ PHILL-LE Leigha Phillips Active 590
L

STETS-TI Timathy

STEWA-RO

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

Record Type (5)

— Please Select A Record Type To Show —

V=TT TV W T

4k

Staff Medical Requirements
5taff Previous Experience
5taff Recognitions

Staff Room Visit

5taff Training

In the Record Code filter expand combo-box selector

@2 O % Staff Training Records 1to8aof 14
Name +« Record Code « Due Date Completed Date Cred
W (0) Selected | ¥ B Y B8 v
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Select Other Annual Training, then click the X button at the top of the combo box or click anywhere on the

screen
Recerd Code +~  Due Date Complete
(0) Selected = AT | AT

eck all [ Uncheck all

[ Food Service Sanitation -
(O other Annual Training

[ Other Entry Level Training

[ Parent Imvohvernent and Family Relatians

[ Pediatric-Adulz CPR

(O Pasitive Guidance and Appropriate Touch

[ Principles of Adult Learning

| VO S VR N o SUPPUY Jp———
nof ovaw TRA TR

Select the 3 records that should be due for 2023

Record Type (§)

Staff Training :
& 8 £ Staff Training Records 1 to 6 of & (Filtered from &)
Name 4 Record Code 4 Due Date Completed Date Credit Hours Cl
W (1) OtherAnnual T.. = ¥ B AT = i
¥ Landel Cochran A-OTHER 12/05/2023 0.00
2 [ Landel Cochran A-OTHER 12/05/2022 12/05/2022 1.00
¥ Rose Steward 12/05/2023
2 [ RoseSteward A-OTHER 12/05/2022 12/05/2022 1.00
¥ Timothy Stetson A-OTHER 12/05/2023
2 [ Timothy Stetson A-OTHER 12/05/2022 12/05/2022 1.00
4 3

Only Show Staff Training Records If The Following Dates Are Empty (3)

(0) Selected

4

Note: If only the due or completed items are showing double check that the date options are unchecked.
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CYMS— Staff Management

RecTrac 3.1
Click the Delete button
Only Show Staff Training Records If The Following Dates Are Empty (7)
(0) Selected b=
Date Option ()
All Dates 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 selecred record(s)?
Yes Ho
The extra A-OTHER trainings should now be gone
@ 0 (4 Staff Training Records 1to 3 of 3 (Filtere
MName = Record Code = Due Date Completed Date Credit H
\T4 (1) OtherAnnual T. = T B AT =] hi
2 [ Landel Cochran A-OTHER 12/05/2022 12/05/2022
& [J RoseSteward A-OTHER 12/05/2022 12/05/2022
2 [0 Timothy Stetson A-OTHER 12/05/2022 12/05/2022
1
Only Show Staff Training Records If The Fallowing Dates Are Empty (1)
(0 Selected -
Date Option @
All Dates Missing =
Add Staff Training Record(s) Change Bulk Change View Document Delete
33
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RecTrac 3.1

Add a Background Checks Record

Select one of the Staff Records previously created

(i) CYMS staff Management

CYMS Staff Management

@ Options [ Templates (1) & Refresh Staff 1w5of53
Record Code First Name Last Name ~ Record Status Site Code Site Area
W W W (0)Selected & W P
¢ [ cocHRLA Landel Cochran Active 590 Garrison
2 [ MINNS-SC Scott Minns Active 590 Garrison
£ [ PHILLLE Leigha Phillips Active S80 Garrison
2 [ s7ersTl Timothy Stetsan Active Sa0 Garrison
4

Garrison

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

Record Type (5)

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

Ak

— Please Select A Record Type To Show —
Staff Admin Action

Staff Background Checks

Staff Benefits

5taff Comments

Com b Twmm A Caim i s meimm

Click Add Staff Background Checks Record(s) button

Cnrly Show Staff Background Checks Records If The Following Dates Are Empty (D
(0) Selected

4k

Date Option @

All Dates Missing

4

Add 5taff Background Checks Record(s) Change Bulk Change Wiew Document Delete
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This will open the Misc Code Add screen

Misc Code Add: Staff Background Checks

@ 40 recor ing sca
© Due Cae (D) il Dace (T} Rose Stewar

10) Selected : B =]
Compieced Date (2 Background Check Stasus ()

a Select A Status
Daeument Link ()

s}

Commens (D

Plain Text Editor

0.0f 30000
==

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

@ All records created here will be linked to the following staff:
Rose Steward (STEWA-RO)

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

(0} Selected =
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RecTrac 3.1

Select CID/DCII*, then click the X at the top of the drop down or click anywhere on the screen

Record Code(

(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

g
]
G o
= o~
[
o ow
=

g 198 20 21 22 23 24
25 26 27 28 28 30 3

. (o)
Click on Save

The newly added CID/DCII record is now visible.

B Ogtions O Templates (0) & Refresh Staff Background Checks Records 1to1of1
Name +  Record Cods +  Due Date Initial Date Campleted Date Background Check Status
g (0) Selected - T B AT = AT = (0) Selected
2 [0 RoseSteward ciD/DCil 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

Record Type (1)
Staff Background Checks

4k

@ Options O Templates (1) & Refresh Staff Background Checks Records Twlofl
Name «  Record Code «  Due Dawe Initial Date Campleted Date Background Check Status
W (0) Selected = T Y B AT = (0) Selected
¥ Rose Steward aop/pal 12/02/2022

Click on Change

Only Show Staff Background Chacks Records if The Following Dates Are Empty @

4

() Selected

Date Option (1)

All Dates Missing

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

This opens the Misc Code Update screen

dCode* Due Dare inital Dats (@)
& 1202200 I

Complered Dae (D) Background Check Status (©)
= Select A Status | =

o

Cammams (D

Plain Text Editor

0.0f 30000
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CYMS— Staff Management
RecTrac 3.1

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 staff record:
Rose Steward (STEWA-RO)

Lsst Changs Date (i)

Original Date (3

Original Time (©)
® 09:20
Original User Name (5

tims

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

Initial Date (§)

B Date Picker

4 Dec v 2022 voor
Su Mo Tu We Th Fr 5a
1 2 3

4 5 ] 7 8 9 0

1 1212 14 5 16 7

25 26 27 28 29 30 31

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

Background Check Status ()

--- Select A Status -

qp

—- Select A Status —
Pending
Satisfactory

Derogatory

. [ | N
Click on Save

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

B Options O Templates (0) & Refresh
Mame a Record Code a“
ATl (0) Selected s

Z [ RoseSteward CID/DCll

Staff Background Checks Records

Due Date

AT =

12/02/2022

Initial Date

AT =

12/05/2022

Campleted Date

AT =

Ttol1of1

Background Check Status

(0) Selected

Pending
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RecTrac 3.1
Continuing on from the previous section.
Select the line for the CID/DCII record
Record Type (1)
Staff Background Checks =
@ Options [ Templates (1) & Refresh Staff Background Checks Records Twlofl
Name «  Record Code «  Due Dawe Initial Date Campleted Date Background Check Status
W (0) Selected R T = Y B AT = (0) Selected
¥ Rose Steward CID/DCll 12/02/2022
Click on Change
4 4
Only Show 5Staff Background Checks Records f The Following Dates Are Empty ®
(0) Selected =
Date Oprion @
All Dates Missing =

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

This opens the Misc Code Update screen

L p—

Core Information
= @ Due Dste (D) Inisal Date () Rose Steward ||
= B 1020 1210512022
Last Crange Date ()
Background Check Status () >
Perding =
Original Dae (D)
Document Link ()

g

Comments (D

@
Plain Text Editor

Grigrnai Time ()
Griginsl User Nome (D)

00f 30000
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Click on Completed Date field and use Date Picker to set the date to today

Completed Date (5)

B Date Picker

4 Dec v 2022 v ob

Su Mo Tu We Th Fr Sa

25 26 27 28 28 30 3

CYMS— Staff Management

RecTrac 3.1

Expand the Drop-down list in the Background Check Status field and select the appropriate status (today we will

use Satisfactory)
Background Check Status (5)

Pending

qp

— Select A Status —
Pending
Satisfactory

Derogatory

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

Document Link ()

Comments (©)
Plain Text Editor

These are the Comments.

. o]
Click on Save

@

22 of 30000

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 [Z](0) &2 Refresh

T
Name & | Record Code -
1
T (0) Selected :
# [ RoseStaward clo/odil
# [ RoseSteward cio/oci

Staff Background Checks Records

Due Date

AT =
12/05/2027

12/02/2022

Initial Date

Y B

12/05/2022

Completed Date

AT =]

12/05/2022

Tto2of2
Background Check Status
(0) Selected

Pending

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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RecTrac 3.1

Bulk Background Checks Record Add - for new due/initialized
record

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

Select 3 previously created Staff Records

CYMS Staff Management - Staff Training

& Options & Templates (3) & Refresh Staff 1w50f5
Record Code First Name Last Mame a Record Status Site Code
W W i {0) Selected =T
v COCHR-LA Landel Cochran
2 [ wmINnS-sC Scott Minns Active 590
Z [ PHILL-LE Leigha Phillips Active 590
L

STETS-TI Timathy

STEWA-RO

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

Record Type @

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

Ak

-- Please Select A Record Type To Show ---
Staff Admin Action

Staff Background Checks

Staff Benefits

Staff Comments

[P SR | PN PR S

Click Add Staff Background Checks Record(s) button

Only Show Staff Background Checks Records If The Following Dates Are Empty (3)
(0) Selected

4k

Date Oprion (1)

All Dates Missing

4r

Add Staff Background Checks Record(s) Change Bulk Change View Document Delete
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This will open the Misc Code Add screen

Misc Code Add: Staff Background Checks ]

: ‘® Due Date Inits Dace ()
() Selecte : =] L

Camplzced Date (D

a

Comments @

Plain Text Editar

04730000

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

(1) All records crested here will be linked to the following staff:
Landel Cochran [COCHR-LA)
Rose Steward (STEWA-ROD)
Timothy Stetson (STETS-TI)

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 =

[ Chedk all O Uncheck all

[ Army Substance Abuse Pragram -
O apman=

[ Criminal History-5tmt of Admin (DD2981)

[0 DD 2921 Annual Certification

[JFel Fingerprints

[ Local Civilian Law Enforcement (LCLE)*

[J O3S Status .

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

Due Date (D

Bl Date Picker
4 | Jan v 2023 S
54 Mo Tu We Th Fr 5Sa
1 2 3 4 5 6 7
8 9 10 1 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
20 30 3

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

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

B Date Picker

4 Dec v 2022 LA

Su Mo Tu We Th Fr Sa

25 26 27 28 29 30 3

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 (7)

--- Select A Status - =

-—-- Select A Status ---
Pending
Satisfactory

Derogatory

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

. o)
Click on Save

The newly added FBI Code with the same Due Date, Initial Date and Status for each Staff person are now visible.

2 [J Landel Cochran FEI 01/06/2023 12/05/2022 Pending
2 [J RoseSteward FEI 01/06/2023 12/05/2022 Pending
¢z O Timothy Stetson FEI 01/06/2023 12/05/2022 Pending

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

NOTE: This should only be done if the Staff members do not have background records of that type currently due.

This process will add a new entry

Select 3 of the previously created Staff Records

CYMS Staff Management - Staff Training

& Options [ Templates (3] & Refresh Staff
Record Code First Name Last Mame
W W W
¥ COCHR-LA Landel Cochran
£ [ mMiNNs-sC Scott Minns
2 [ PHILL-LE Leigha Phillips
o

STETS-TI Timathy

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

Record Type (5)

+  Record 5tatus

{0) Selected

Active

Acrive

-
-

CYMS— Staff Management

Tto5of5

Site Code

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

Ak

— Please Select A Record Type To Show —
Staff Admin Action

Staff Background Checks

Staff Benefits

5taff Comments

L R =R PR

Click Add Staff Background Checks Record(s) button

Only Show Staff Background Checks Records If The Following Dates Are Empty (7)
(0) Selected

Date Option @

All Dates Missing

Add 5taff Background Checks Record(s) Change Bulk Change

View Document

Delete

4k

RecTrac 3.1
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This will open the Misc Code Add screen

Misc Code Add: Staff Background Checks R

) Dus Date @ Irvtisl Date () Lo
z Rose Stews

(0) Selected s &
= Timathy Stetsor

0 of 30000

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

@ All records created here will be linked to the following staff:
Landel Cochran (COCHR-LA)
Rose Steward (STEWA-ROD)
Timothy Stetson (STETS-TI)

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

(0) Selected

qp
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RecTrac 3.1

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 s

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

O rel Fingerprints

[CJ Local Civilian Law Enforcement (LCLEY*
[ L0%5 Status

O MTF/Army Central Registry*

O Provisional Hiring Status =

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

B Date Picker

4 | Dec ~ | 2022 o

Su Mo Tu We Th F  5a

1 2 3
4 5 6 7 g 9 10

ra
w
S
wn
o
B

25 26 27 28 29 30 31

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

B Date Picker

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

4 5 6 7 8 9 0

=
w
-
u
=
~

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

Completed Date (5)

B Date Picker

4 Dec v 2022 v ob

Su Mo Tu We Th Fr Sa
25 2% 27 28 20 30 3

Expand the Drop-down list in the Background Check Status field and select Satisfactory
Background Check Status @

Pending

qip

— Select A Status —
Pending
Satisfactory

Derogatory

. () .
Click on Save

The newly added ACR Code with the same Due Date, Initial Date, Completed Date and Status for each Staff
person are now visible.
A new ACR record should also appear with a Due Date five years from the completed date entered for each Staff

person
@ Options & Templates (0) w2 Refresh Staff Background Checks Records 1 to 6 of & (Filkered from 13)
MName ~ Record Code ~ DueDate Initial Date Completed Date Background Check Status
v (1) MTF/Army Cen. = YV B AT = AT = (0) Selected
[0 Landel Cachran ACR 12/05/2022 12/05/2022 12/05/2022 Satisfactory
2 [J Landel Cochran ACR 12/05/2027 Pending
# [J RoseSweward ACR 12/05/2022 12/05/2022 12/05/2022 Satisfactory
2 [ RoseSteward ACR 12/05/2027 Pending
2z [ Tirnothy Stetsan ACR 12/05/2022 12/05/2022 12/05/2022 Satisfactory
¢z O Tirnothy Stetsan ACR 12/05/2027 Pending

Note: The Record Code filter is set to ACR 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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RecTrac 3.1

Bulk Background Checks Record Change

Select 3 of the previously created Staff Records.

CYMS Staff Management - Staff Training

# Options [ Templates (3) & Refresh Staff Tto5of5
Record Code First Name Last Mame « Record Status Site Code
i v i (0)Selected 5 W
v COCHR-LA Landel Codhran
Z [ wmiNns-sC Scott Minns Active 590
2 [J PHILLLE Leigha Phillips Active 590
¥ STETSTI Timothy

STEWA-RO

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

Record Type (1)

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

ar

— Please Select A Record Type To Show —
Staff Admin Action

Staff Background Checks

Staff Benefits

Staff Comments

Comff em ATl

In the Record Code filter expand combo-box selector

Record Code 4 Due Darte Initial Dat

(0) Selected = AT | AT =

[ Army Substance Abuse Program
O oo/pai i
[ Criminal History-5tmit of Admin (DD2981) Z
(D DD 2981 Annual Certification

[JFBI Fingerprints

[ Lacal Civilian Law Enforcement (LCLE)*
[ LOSS Status

-

— E
s AR s vosmums T
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Select FBI Fingerprints, then click the X at the top of the combo box or click anywhere on the screen.

Select the 3 records that should now be present - 1 for each of the 3 staff members

& Options O Templates (1) & Refresh Staff Background Checks Records 1 to 3 of 3 (Filtered from 13)
Name ~ Record Code ~  Due Date Initial Date Completed Date Background Check Status
b (1) FBI Fingerprints = V¥ B AT = AT = (0) Selected
2 [ Landel Cochran FBI 01/06/2023 12/05/2022 Pending
2 [J RoseSteward FBI 01/06/2023 12/05/2022 Pending
¢z O Timothy Stetson FBI 01/06/2023 12/05/2022 Pending

This can be done individually or all together using the Options gear dropdown and clicking on Select All Rows
& Options 3 Templates (0) =

Clear Filters

Hide Filters

Show Only Selected

Clear Selected

Select All Rows

Turn Off Auto Filtering

Toggle Groups

Export Comma Delimited

Print Friendly Table

Show 5ettings

Key:
Added Today /1

Click the Bulk Change button
Only Show Staff Background Checks Records If The Following Dates Are Empry (5)

(0) Selected -

Dare Oprian (7)

qp

All Dates Missing

Add 5taff Background Checks Record(s) Change Bulk Change View Document Delete
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This will open the Staff Background Checks record to update screen

Staff Background Checks records to update: 3 i ? X
New Valuz: Dus Date () 8 O {53 Selected Staff Records 1w 30f3
D Change Due Date? () Record Code 4 First Name a  First Name Number of ... Co
v W N W 1
New Value: Initial Date (7)
COCHR-LA Landel Cochra 1 FBI
D Change Initial Date? () an enren
STETS-TI Timothy Stetson 1 FBI
New Value: Completed Date (7) STEWA-RO Rose Steward 1 FBI

D Change Completed Date? (1)

New Value: Background Check Status ()
D Change Background Check Status? (0) --- Select A Status -- =

D Change Comments? (3)
New Value: Comments (1)

Plain Tex

Continue Cancel

Note: The previously selected staff 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

New Value: Completed Date @
Change Completed Date? @ £ 12/05/2022

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

Wew Value: Background Check Status (3)

Change Background Check Status? (1)

Satisfactory - l

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

Continue

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

Information i 7 X

Are you sure you want wo bulk change 3 records?

Continue Cancel

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

& Options [ Templates (1) & Refresh Staff Background Checks Records 1 to 3 of 3 (Filtered from 3)
Name +  Record Code 4«  DueDate Initial Date Completed Date Background Check Status
N (1) FBI Fingerprints =V & AT = AT = (0) Selected
2 [ Landel Cochran FBI 01/06/2023 12/05/2022 12/05/2022 Satisfactory
2 [ RoseSteward FBI 01/06/2023 12/05/2022 12/05/2022 Satisfactory
¢z O Tirmothy Stetson FEI 01/06/2023 12/05/2022 12/05/2022 Satisfactory

Note: This code is not set up to recur, so there will be no new 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 O Uncheck all

O Due Date -
Oinitial Date
O Completed Date

(0) Selected -

There should now be no codes visible as FBI 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 [ Templates
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

@ Options 3 Temnplates

MName

7]

Landel Cochran

[

Rose Steward

Rose Steward

[%

Timothy Stetson

[
Oo0o0o0o

%

Timothy Stetson

Cnly Show Staff Background Checks Records If The Following Dates Are Empty @

(1) Completed Date

Date Oprion @

All Dates Missing

()}

= F

@

% Refresh

«  Record Code

(0) Selected
ACR

ACR
CID/DCll
ACR

cai/oci

Add Staff Background Checks Record(s)

Change

&

Staff Background Checks Records

Due Date

AT =
12/05/2027
12/05/2027
12/05/2027
12/05/2027

12/02/2027

Bulk Change

Initial Date

T = AT =

View Document

Campleted Date

Delete

CYMS— Staff Management
RecTrac 3.1

Two5of5

Background Check Status

(0) Selected

Pending
Pending
Pending
Pending

Pending

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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Link a Document to a Record

Note: For this test use the provided Test_Cert.pdf by storing it to a local hard drive before starting

Select one of the Staff Records created during this process

(i) CYMSs staff Management

CYMS Staff Management

@ Options [ Templates (1) & Refresh Staff 1w5of3
Record Code First Name Last Name ~ Record Status Site Code Site Area
W W W (0)Selected & Y P
¢ [ cocHRLA Landel Cochran Active 520 Garrison
2 [0 MINNs-sC Scott Minns Active 520 Garrison
2 [ PHILL-LE Leigha Phillips Active S80 Garrison
¢ [ stersT Timathy Stetson Active 580 Garrison
L

Garrison

Choose a Record Type (i.e. Staff Training or Staff Background Checks)

Record Type (7)

— Please Select A Record Type To Show —

4k

Swan Jou Coae
5taff Medical Requirements
5taff Previous Experience
5taff Recognitions

5taff Roomn Visit

5taff Training
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Choose a completed record and click Change or Double-Click it

Record Type (5)

CYMS— Staff Management

RecTrac

ar

1w 7of7

Credit Hours Clack Hours Completed By

i W b
0.00 0.00
0.00 0.00
0.00 0.00

Staff Training
& Options B Templates (1) & Refresh Staff Training Records
Name s+ Record Code s+ Due Date Completed Date
v (0) Selected =T AT =
2 [ RoseSteward A-CUSTM 12/05/2023
# [ RoseSteward A-CUSTM 12/02/2022 12/05/2022
2 [J RoseSteward A-FIRE 12/02/2023
¥ Rose Steward 12/02/2022 12/02/2022
2 [J RoseSteward A-OTHER 12/05/2022 12/05/2022
2 [J RoseSteward A-PREP 12/05/2023
2 [J RoseSeward A-FREP 12/02/2022 12/05/2022

This opens the Misc Code Update screen

Misc Code Update: Staff Training

@ This recor

Due Dsee ()
2 B 1200
Ciock Hours ()

200

Comments )

Phain Text Editor

This is the comments sres

Click the file folder in the Document Link Field

Document Link (7)

Complensd Date (D)
SR

Complared By User Name (O

@

1.00 1.00
0.00 0.00
0.00 0.00

Rose Steward (STEWA-A(

Lest Change Dats (D)

Original D

Original Time (D
@17

Orgnal Usar Hame (D)

25 0f 30000

NG

31
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CYMS— Staff Management
RecTrac 3.1

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

Click on it

4 | > TimStetson > OneDrive - Vermont Systems > Documents > _Army > UAT

Organize ~

uatl,

uat2 .pdf

. [ ) N
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

To view the document highlight the row and click on the View Document button

12/02/2022 12/02/2022 1.00
12/05/2022 12/05/2022 1.00
12/05/2023 0.00
12/02/2022 12/05/2022 0.00

Only Show 5taff Training Records If The Following Dates Are Empty @
(0) Selected

ate Option (1)

All Dates Missing

Add 5taff Training Record(s) Change Bulk Change

View Document

\Misc Data Documents\825625\Test_Cert.pdf

Delete
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Duplicate processes for each Record Type

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

Some things to consider:

At this point only Staff Training and Staff 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 Staff 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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