Y7) VERMONT SYSTEMS

CYMS -Admin Assistant

Hourly Care
Vermont Systems CYMS 3.1 Training

07/07/2022

12 Market Place, Essex Junction, VT 05452 | 877-883-8757




Y7) VERMONT SYSTEMS et 2

Copyright Information
© 2023 by Vermont Systems

This document is the property of Vermont Systems and is provided in conjunction with an agreement between the
customer and Vermont Systems for Licensed Software or Software as a Service (SaaS). The document(s) and
software referred to in this publication may not be copied, distributed, electronically transmitted, posted on the
web or altered in any way without the express written consent of Vermont Systems. The information contained in
this document is subject to change without notice.

Vermont Systems
12 Market Place
Essex Junction, VT 05452

www.vermontsystems.com

©2023 by Vermont Systems 2


http://www.vermontsystems.com/

Y7) VERMONT SYSTEMS et 2

Contents

LOZEINE IN AN NAVIZATION ... e e e e e e cb e e e e e e e e e et aaaeeaeeeesasbaaaeeaaeesaanssaaeaeaeseansssaaseeeesannsnrens 4
Signing in t0 the RECTIAC 3.1 CYIMIS ...oiiiiiiieecieee et ettt e ettt e e e ettt e e et e e e s abeeeasstaeeeanssaeeanssaeeeanseeeesnsseaeanseeeansseeeannns 4
B g[S A CTol W Tol 1Y =TT TP TP P PO U PSPPSR 5

(O1gF Y u ] oY= N o =T (o] A TSSO UUPTRN 6
Y [o ] 1Y Ta T T={=T s 1T ) P U PP PPRPRRRRRPIOt 6
2T L Lo Y A O =T (=Y A0 L= 1=y TR 7

Hourly Care SUPErGrid ENFOIMENT ........uiie ettt e e et e e et e e et e e e e sta e e e e ateeeeaseeeeassseeessnsaeessseeeannsseeennnenas 9
U] o =T € To I =1 T 1 [ 4T o PSR URSPPSRN 9
= oo [T Y= T 2Ty =Y V= o o SRR 12

HOUTIY Care Pass ViSit PrOCESSING ... ..cciuuieeiiiiiesiieeeesieeeeetteessiteeesseseeeessteeesssseaeassseeeasssseesssssseeasseeeasssssesssseeesansseeennnes 15
ChecKiNg IN @ RESEIVATION ....uiiiiiiiiiciiie et e et e e e e e st e e e e e e e e sataaaeeaeeeeeatbaaeeaeeeeaasasseeaeeeeaasssaeseeaesannsnrens 15
(o101 g VA T ¢ Do T o 1 [ TR UPURN 16
[© g 1=Tel 4l =g @ 1V =Y a ol o 1Y o T=Y o | USSR 17

©2023 by Vermont Systems 3



Y7) VERMONT SYSTEMS et 2

Logging In and Navigation

Signing in to the RecTrac 3.1 CYMS

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

Username: Your Army email alias*
*The alias is everything before the @army.mil
Password: password

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

For this training, please sign in using the Admin Asst user group and CDC site.

Login Prompts

o Menu Group

S ADMIN ASST

Cancel

RECTRAC | %)

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

©2023 by Vermont Systems 4
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The RecTrac Menu

Hourly Care
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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Creating Time Slots

Slot Management

Click on Slot Management in the RecTrac menu. Use the Menu Search to help locate the button if desired. The
Slot Management button will open the Slot Management program in a new panel. This program opens to a
screen that shows current slots:

@ RECTRAC 2
Slot Management

Slot Management

Hourly Care

@ Opuions O Templates  E1(0) & Refrash Slots. 66 10 85 of 102 (Fitered from 102)

Dare 2 Location + CYMSReservatio s BeginTime & ToealSiess

v Bnoenn vV ST J ¥V O v

1/08i2022 sac APSESASKND 1330

sac SHIND,4-PS 65

SAC SKINDAPSESA 1400

SKIND4-PS6-5A

sac SHIND4-PS5-SA

SaC SKNDAPSSSA 1530

s SKINDAPSESA 1600 4 [

SRR R R R R R RS RN AR RN DR

[ < I

Add Changs Bulk Creste/Delets More =+

To add an individual additional time slot, click the Add button on the bottom left hand side of the screen. Fill out
the onscreen fields for Date, Begin Time, End Time, Total Slots (Number of children you can provide care for
during this time), and the Facility.

To alter the time or total slots for an existing slot, click the Change button and make necessary changes.

To delete an individual slot, highlight the slot you would like to delete, then select the More dropdown, followed
by the Delete.

Please Note: Slots may already be created in the test system.

©2023 by Vermont Systems
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Bulk Slot Create/Delete

The most common way to create time slots for the next 14-90 days is to use the Bulk Slot Create/Delete program.
Click on Slot Management in the RecTrac menu. Use the Menu Search to help locate the button if desired. The
Slot Management button will open the Slot Management program in a new panel. This program opens to a
screen that shows current slots. Click the Bulk Create/Delete to open the Bulk Slot Create/Delete screen.

o RECTRAC | D

Slot Management (@ Bulk Slot Create/Delete

Bulk Slot Create/Delete

The Bulk Slot Create/Delete screen is segmented into multiple sections.
Facility DataGrid

On the left side of the screen, you will see the facility DataGrid. Here, you will select the facilities for which you
will run the bulk slot create/delete program. Note that these facilities should have the same settings for dates,
times, slot time lengths, and slot children counts. To pick multiple, select them in the DataGrid, selected records
will be highlighted blue.

Facility Range

In the top right of the screen, you will see the Use Facility Range checkbox. If this is turned on, you can set a
facility range to run the bulk slot create/delete program instead of selecting the facilities on the left under the
Facility DataGrid.

Please Note: If the facility range is checked on, the system completely ignores any records selected in the
Facility DataGrid.

©2023 by Vermont Systems 7
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RecTrac 3.1

Additional Criteria

The Additional Criteria tab is where you will select the parameters for slot creation. In the example below, slots
are being created for 14-90 days in advance, from 08:00 to 16:00 Monday-Friday. Holiday Dates are being
skipped, and the slots being created are in 30-minute increments, with a maximum of 6 children allowed in each
room.

These settings may differ from the way you normally create your slots. Adjust to fit your childcare needs.

Click the Process to create time slots.

Additional Criteria

Begin Date (1) End Date (1)
Taday A 14 Taday - 90
Eegin Time @ End Time @
© 08:00 ® 16:00
Process Option (1) Week Days (1)
Create s (53) Monday, Tuesday, Wednesday, Thursday, Friday =
Skip Dates @ Slot Hours @
5 11/24/2022,12/23/2022,01/02/2023 A 0
Slot Minutes (3) Max Count (7)
30 &
Deleting Time Slots

You are also able to book delete slots. This may be done if a classroom is shutting down for an extended period
of a time, or slots were created incorrectly. To delete slots, change the Process Option under Additional Criteria
to Delete Unreserved instead of Create.

©2023 by Vermont Systems 8
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RecTrac 3.1

Hourly Care SuperGrid Enrollment

SuperGrid Enroliment

To preregister for Hourly care, open the SuperGrid. Clicking on Super Grid Processing in your RecTrac menu will
bring you to the Hourly SuperGrid screen:

o RECTRAC | )
(D) superGrid - No Household

SuperGrid - No Household

Profie Hourly 56 s SereDee £ 110812022 Nurmber of Days 7 s Faciiiy Lecation et Rerval or UPE ()
Addicional Cansrol =
shove Search Refresh Details
< = >
« o » HH Lookup Update Fees from Cart
t6:00 o
TorsiDus  Deseripmon
0630
o0
:30
£2:00 Open (4) Open (4) Open (4)|Open (4) Open (4) ¢ ) Open (4) Open id} Open (4] Ope pen (4] Open (4) Open [4)|Open (4) Open (4) Open (4)|
30 Open (4) Open (4) Open (4)|Open (4 Partial Open (4)|Open (41 Open (4) Open (4)|Open (41 Open (4 Open(4) Op en (4] Open (4) Open i4)|Open (4) Open (4) Open (4)
™
oo Open (4) Open (4) Open (4)|Open (4] Partial " Openid) Openid) Gpen(4) Op pen (4] Open (4) Open (4)|Open (4) Open 4) Open (4]
£y
wn Open (4) Open (4) Open (4)|Open (4 Partial Open (4)|Open (41 Open (4) Open (4)[Open (41 Open (4) Open (4] Op pen (4) Open (4) Open & 41 Open (4) Open (4)
5 > : - No records were found.
10:00 Partial Open (4] Open (4)|Open (4) Partial Open (4)|Open (4) Open i4) ) Open 4} Open (4] Open (4) Open (4)|Open (4) Open {4) Open (4)|
™ Py
1030 Open (4) Open (4) Open (4)|Open (41 Open (4) Open (4)|Open (41 Open (4) Open (4)|Open (41 Open (4 Gpen () Open (4) Open 4 Open (4] Open (4) Open (4)
1m00 Open (4) Open (4) Open (4)|Open (4) Open (4) Open (4)[Open (4) Open (4] ) Open (4] Open (4] Ope o Open (4] Open {4)|Open (4) Open [4) Open [4)|
130 Open (4) Open (4) Open (4)|Open (4) Open (4) Open (4)|Open (41 Open (4) Open (4)|Open (41 Open (4) Open(4) O pen (4) Opan (4] Open 14)|Open (4) Open (4) Open (4)
20 Open (4) Open (4) Open (4)|Open (4) Open (4) Opent ) Open (4] Spenid) Gpen(4) Op pen (4] Gpen [4) Open (4)|Open (4) Dpen 4) Open (4]
230 Open (4) Open (4) Open (4)|Open (4) Open (4) Open (4)|Open (41 Open (4) Open (4)|Open (41 Open (4 Open(4) Op pen (4] Open (4) Open (41| Open (4) Open (4) Open (41| ~ -

Add To Cart

c @ e o

In this view, this screen be used to give you a quick overview of how busy your centers are. Using the filters at
the top of the screen, you can change the date, the number of days you are viewing, and the center.

On the SuperGrid you will see white blocks, yellow blocks and red blocks. White blocks are slots that have no
enrollments, Yellow blocks are slots that are partially full, and red blocks are completely full time slots.

10:00 Open (4) Partial (3) Full (0) |

Start by selecting the child you would like to process a transaction for. Use the HH Lookup button above the
shopping cart to search for a child. This button will bring you to the Global Sales Lookup screen discussed in our
first document. Use the search bar at the top of the screen to find the correct household.

Once you select a household, you will be brought back to the SuperGrid screen and the household name, (HH
number), and HH balance will show in the panel label as well as the screen title. Please note, classrooms that
were showing before you picked a household may no longer be showing. This is because once you select a child,
you will only see classrooms they are able to place into. You can change the center that you are looking at by
selecting the Facility Location in the top right hand of the screen.

©2023 by Vermont Systems 9



Y7) VERMONT SYSTEMS et 2

- . Imventor
Facility Location Child Development Centeri =

All
Child Development Center
School-Age Center

Tovm 44 M0 WAL~ A 44 FAS M0

() superGrid for LeBlanc (24)

SuperGrid for LeBlanc (24)

Imeertaey, Service, Tickes, Rental or UPC ()

Pt Haurly 56 Number of Days 7

FecinyLocation | Child Developmers Cermed]

Additional Cantrols

SN WSS WU T

< = > Tue 11/08/2022 Wed 11/09/2022 Thu 11710/2022 Fri 1171172022 Mon 1171472022 Tue 11/15/2022 ‘Wed 11/16/2022
€ | ® B uee-coc COCHa.. Meieu-COE . Bamu~CDG Ha.. MEmeu-COX .. Be v~ COG Ha.. Mamibs- COC .. Bous-COC M. Matie-COC... Baas- COC .. Matiaw-CDC cwe HHlookup  Update Fees from Cart
0830 Open{4)  Opend) | Open(d)  Open(d) | Open(#)  Open(f) | Openifl  Openi#) | Open{®)  Openid) | Open(d) Openid) | Openi)  Opentyy | = = =
09:00 Open{d)  Openid) | Open(d] Open(d) | Openi4]  Open(s) | Openid)  Openi4] | Open(4)  Openis) | Open(d) Openfs) | Openid)  Open(d) el it
w0 Open(4)  Open(4) | Open(#) Open(#) | Openi)  Opent) | Openif  Openis) | Open(9) Openfs) | Open(9) Openid) | Opents)  Openty
w000 Open(s) [UEHBPEE|| Openid) Parial(3) | Openid) Partalf3) | Openi4) Partial(3) | Open(§) Openfs) | Open{d)  Openid) | Opents)  Openid)
1030 Open(4)  Partiol(3) | Open(4) Parcial(3) | Openi#) Partai(3) | Open(#) Partial(®) | Open(f) Openfsl | Open(y) Open(d) | Open(s)  Open(s
100 Open{d)  Parcal(3) | Open(4l Parcinl(3) | Open(dl Parcial(3) | Opentél Open(§)  Open(4) | Open(d)  Open(d) | Open(d)  Openmid)
1130 Open(4)  Partial(3) | Open(#) Partal(3) | Open9  Parcal(n | Openis Open#)  Openis) | Openfd) Openid) | Openi)  Open(d)
1200 Open(4)  Partisl(3] | Open(d)  Parcial(3) | Openi4] Parcial(3) | Openid) Pariai(3) | Open(4) Openis) | Open(d) Openid) | Openid)  Open(y)
No records were found.
1230 Open(4)  Partiol(3) | Open(#) Parual(3) | Openi#) Paruai(3) | Openi Parual(3) | Open(9) Openis) | Open{s) Openid) | Open(s)  Open(y
1300 Open{d)  Parcal(3) | Open(4) Parcinl(3) | Open(él Parcial(3) | Open(y) Parciai®) | Open(s) Openi4) | Opem(d]  Open(4) | Open(d)  Openm(f)
1330 Open(4)  Parcol(3) | Open(4  Parcial(3) | Open(sf Parcial(3) | Open(#i Parcial® | Open(4 Openi4) | Opem(4]  Open(d) | Open(4)  Opem(d)
14:00 Openid)  Partsl(3) | Openid)  Partai(d) | Openid Open(4) Partial(3) | Open(4) Openid) | Open(d)  Open(d) | Open(d)  Open(d)
1430 Openid)  Partial(3) | Open(4) Open(#) Openi4)  Pardal(3) | Open{d) Openi4) | Open(d)  Open{dl | Open()  Open(y)
15:00 Openid)  Parcal(3) | Openid) Open (4) Open (4] Partial (3) | Open (4) Open [4) Open (4) Open (4) Open (4) Open (4] = S
$0.00

Q@ ¢+ o

Add To Cart

To enroll into a time slot, click an available time slot for the appropriate room and time of day. That slot will turn
green when it has been selected. To enroll into more than one time slot, select consecutive time slots.

©2023 by Vermont Systems 10
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SuperGrid for LeBlanc (24)

Frofile Yy 58 : Serbas £ 1170872022 Number of Days 7 4 Faclity Loation Child Development Center &
Additional Controls =
o T Refresh Details
O Tue 11/08/2022 Wed 11/08/2022 Thu 111072022 Fri11/11/2022 Mon 11/14/2022 Tue 11/15/2022 Wed 11/16/2022
« 3 »  Mathieu-CDC... Beau-CDCHo.. Mathisu- CDC... Besu-CDC Ho.. Mathieu - CDC .. Beal-CDC Ho.. Mathisy - CDC... Bau-CDC Ho. Msthisu-CDC ... Beau-CDC Ho.. Msthieu-CDC... Besu- CDCHo.. Mathisu-CDC .. Sesu- CDC Ho.
1300 Open(4)  Parcial(3) | Open(d)  Partial(3) | Open(d) Partial(3) | Open(d) Parcal(3) | Open(d)  Open(4) | Open(d)  Open(d) | Open(d)  Opend) | °
1330 Open(4)  Partial(3) | Open(d4)  Partial(3) | Open(4)  Partial(3) | Open(4)  Partial(3) | Open(d)  Open(d) | Open(4)  Open(d) | Open(d)  Open(d)
14:00 11/08/2022 Partial (3) Open (4) Partial (3) Open (4) Partial (3) Open (4) Partial (3) Open (4) Open (4) Open (4) Open (4) Open (4) Open (4)
1430 T1I/08/2022  Partial(3) | Open(4)  Partial(3) | Open(4)  Partial(3) | Open(4) Partial(3) | Open(4)  Open(4) | Open(4)  Open(d) | Open(d)  Open(d)
15:00 TT7/08/2022 Partial(3) | Open(4)  Pardal(3) | Open(4) Parcial(3) | Open(4)  Partial(3) | Open(4) Open (4) Open (4) Open (4) Open (4) Open (4)
1530 _o::?r Partial(3) | Open(4)  Partial(3) | Open(4)  Partial(3) | Open(4)  Partial(3) | Open(d)  Open(4) | Open(d)  Open(d) | Opend) = Open(4)
16:00 Open (4) Open (4) Open (4) Open (4) Open (4) Open (4) Open (4) Open (4) Open (4) Open (4) Open (4) Open (4) Open (4) Open (4)
16:30 Closed Closed Closed Closed Closed Closed Closed Closed Closed Closed Closed Closed Closed Closed
17:00
17:30
18:00
18:30
18:00
19:30 =
Add To Cart

To complete the reservation, select the Add to Cart in the bottom right of the screen. This will add the
enrollments to the shopping cart. Even though these items are in the shopping cart, no payments will be taken
at this time. To finish the transaction, select the 0.00 Payment Button and then the green Process button on the
next screen.

©2023 by Vermont Systems 11
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Shopping Cart

HH Lookup Update Fees from Cart

Total Due Description

£ 0.00 CDC Hourly Rm Infant for Mathieu on 11...

Total Due
£ 0.00

Remove = 50.00 Pﬁrment

Extending a Reservation

To extend a preregistration for Hourly care, open the SuperGrid. Clicking on Super Grid Processing in your
RecTrac menu will bring you to the Hourly SuperGrid screen:

©2023 by Vermont Systems 12
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(@ SuperGrid - No Household

SuperGrid - No Household

Frafie

Hourly SG o

Additions! Controls

umber of Days

SchackAge Cemer &

Ihove Search Befresh Details

B S Tue 11/08:2022 Wed 11/0072022 Tha 1171002022 Fri 11712022 Wan 111472022 Tue 111572022 Wed 1171672022

€ W » sch s . 34¢ o Ao SAC P c SACHau. SACHou A Mo $A Mo SAZ M.
600 o Closes Closed  Closed Closed d d Closed Closed
o630
o700
w3
a0 Open (4) Open (4) Open (4)|Open (4) Open (4) Open (4)|Open (4) Open () O Openal Open (4] Op pen (4) Open 4) Open [4)|Open (4) Open (4) Open (4)
0820 Open (4) Open (4) Open (4)|Open (4) p.‘(;' ) Open (4) Openid] Qpen (4] Ope o Open (4] Gpen (4)|Open (4) Open (4] Open (4)|
900 Open (4) Open (4) Open ([ Open (4) Partnl Open (4)|Open (4 Open (4) Open (4)[Open (4) Open (4} Open (4] Op pen (4) Open (4) Open (4)|Open (4) Open (4) Open i4)
e30 Open (4] Open (4) Open (4] Open (4) ) Open d) Gpentd) Open 4] Op pen 4) Open [4) Open (4)|Open (4) Open 14) Open (4}
10:00 Partial Open () Open () Open () Partisl Open (4} Open (4) Open (41 O Openia) Open il Open (4) Open 14)|Open (4) Open (4) Open (4)
030 Open (4) Open (4] Open (&) Open (4) Open (4) Opentd) Gpen 4] pen ] Open (4] Open (4)|Open (4) Open 14) Open 14)
1100 Open (4) Open (4) Open (4)|Open (4) Open (4) Open (4] Open (4) Open () O Qpen ) Open (4] Op pen (4) Open (4) Open (4)|Open (4) Open (4) Open (4)
130 Open (4] Open (4) Open (4)|Open (4) Open (4) Open (4] Cpen (4] Cpen () Gpenid) Gpen (4] Op pen 4) Open (4) Open 14)|Open {4) Open 14) Open 14)
1200 Open (4) Open (4) Open (4)| Open (4) Open (4) Open (4)]Open (4) Open () O Open @t Open (4] Op pen (4) Open (4) Ope (4) Open (4) Open (4)
23 pen (4) Open (4) Open (4)|Open (4) Open (4) ) Open (4] Op: pen (4] Open (4] Gpen 4] Op pen (4] Open (4) Open (4)|Open (4) Open (4) Open (4} ~

c @ e o

Add To Cart

HH Loakup

Tatai Due

Hourly Care
RecTrac 3.1

Update Fees from Cart

No recards were found.

Tora!

Start by selecting the child you would like to process an extension for. Use the HH Lookup button above the
shopping cart to search for a child. Use the search bar at the top of the screen to find the correct household.

Once you select a household, you will be brought back to the SuperGrid screen and the household name, (HH
number), and HH balance will show in the panel label as well as the screen title. Reservations booked under that

household will show as Orange.

SuperGrid for LeBlanc (24)

5 11/08/2022

Profile Hourly SG : Stwart Date
Additional Controls
Move Search Refresh Details
< % > Tue 11/08/2022 Wed 11/09/2022
« @ »  Mathieu-CDC... Beau-CDC Ho... Mathisu-CDC ... Beau- COC Ho.
09:30 Open(d)  Open(d) | Open(d)  Open(d)
10:00 Open(d) [LeBBRGE| Open(d)  Partial(3)
10:30 Open(4)  Partial(3) | Open(4)  Partial (3)
11:00 Open(4)  Partial(3) | Open(4)  Partial (3)
11:30 Open(4)  Partial(3) | Open(4)  Partial (3)
12:00 Open(4)  Partial(3) | Open(d)  Partial (3)
12:30 Open(4)  Partial(3) | Open(4)  Partial (3)
13:00 Open(4)  Partial(3) | Open(4)  Partial (3)
1330 TTios2022 | Partial(3) | Open(4)  Partial(3)
14:00 :;‘T:M_ Partial (3) | Open(d)  Partial (3)
11/08/2022
14:30 1530 Partial (3) | Open(d)  Partial (3)
15:00 Partial(3) | Open(4)  Partial (3)
15:30 TYi/08/2022 Partial(3) | Open(d)  Partial(3)
16:00 Open(d)  Open(4) | Open(4)  Open(d)

Thu 11/10/2022

Mathieu - COC
Open (4)

Open (4)
Open (4)
Open (4)
Open (4)
Open (4)
Open (4)
Open (4)
Open (4)
Open (4)
Open (4)
Open (4)
Open (4)

Open (4)

Beau - CDC Ho
Open (4)

Partial (3)
Partial (3)
Partial (3)
Partial (3}
Partial (3)
Partial (3)
Partial (3)
Partial (3}
Partial (3)
Partial (3)
Partial (3)
Partial (3}

Open (4)

Number of Days

B Fadility Location

Child Development Center 5

Fri 11/11/2022

Matiieu - COC
Open (4)

Open (4)
Open (4)
Open (4)
Open (4)
Open (4)
Open (4)
Open (4)
Open (4)
Open (4)
Open (4)
Open (4)
Open (4)

Open (4)

Beau - CDC Ho
Open (4)

Partial (3)
Partial (3)
Partial (3)
Partial (3}
Partial (3)
Partial (3)
Partial (3)
Partial (3}
Partial (3)
Partial (3)
Partial (3)
Partial (3}

Open (4)

Mon 11/14/2022

Mt - COC
Open (4)

Open (4)
Open (4)
Open (4)
Open (4)
Open (4)
Open (4)
Open (4)
Open (4)
Open (4)
Open (4)
Open (4)
Open (4)

Open (4)

8eau- CDC Ho

Tue 11/15/2022

Mathieu - €DC

8eau- CDC Ho

Open (4) Open (4) Qpen (4)
Open(d) | Open(d)  Open(d)
Open(4) | Open(d)  Open(d)
Open(4) | Open(4)  Open(4)
Open (4) Open (4) Qpen (4)
Open(d) | Open(d)  Open(d)
Open(4) | Open(d)  Open(d)
Open(4) | Open(4)  Open(4)
Open (4) Open (4) Qpen (4)
Open(d) | Open(d)  Open(d)
Open(4) | Open(d)  Open(d)
Open(4) | Open(4)  Open(4)
Open (4) Open (4) Qpen (4)
Open(d) | Open(d)  Open(d)

=
Wed 11/16/2022
Mathieu - CDC .. Seau- CDC Ho.
Open(4)  Open(d) | =
Open(d)  Open(d)
Open(d)  Open(d)
Open (4) Open (4)
Open (4) Qpen (4)
Open(d)  Open(d)
Open(d)  Open(d)
Open (4) Open (4)
Open (4) Qpen (4)
Open(d)  Open(d)
Open(d)  Open(d)
Open (4) Open (4)
Open (4) Qpen (4)
Open(d)  Open(d) | ~
Add To Cart

©2023 by Vermont Systems
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To complete the reservation extension, select the Add to Cart in the bottom right of the screen. This will add the
enrollments to the shopping cart. Even though these items are in the shopping cart, no payments will be taken

at this time. To finish the transaction, select the 0.00 Payment Button and then the green Process button on the
next screen.

©2023 by Vermont Systems 14
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Hourly Care Pass Visit Processing

Checking In a Reservation

To check in a child who has preregistered for Hourly care, open Visit Processing. Clicking on Pass Visit Processing
in your RecTrac menu will bring you to the Visit Processing screen:

(o] RECTRAC | )

(D visit Processing - No Household

Visit Processing - No Household

HHID Pas: Code Pazzia Eist Name Lazt Name Seams Punches Left

No records were found.

No records were found.

@ e a
(] i
[¥]

To check-in a child, you will use the lookup bar at the top of the screen. You can swipe their pass, if the pass isn’t
present, you can also look the child up by name. To look up by name, type the child’s name in the Lookup Bar,
then select the Lookup drop down and choose Name Lookup.

Visit Processing - No Household

Lookup LeBlanc, Mathieu Daily Visit AutoComplete Transaction () Vis'tDate (O

B 11/08/2022
Name Lookup h
Pass Number Lookup

This will bring you to the Pass Visit Person Lookup screen. Select the correct child and then click the Select
button in the bottom right corner. This will prompt you with the CYMS Check In options screen. Either keep the
default options or change the classroom that the child will be moved to. When the correct room is showing, click
Continue in the bottom right.

©2023 by Vermont Systems
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Pass Visit for Child Pass on 11/08/2022 at 13:58 for Mathieu LeBlanc (Visit)

CYMS CheckIn

() Mathieu LeBlanc is in the Infants (6 Wk - 12 Ma) Age Group.

Choose the class or reservation below for this visit.

Check-In Option * ()

Check-in at CDC Hourly Rm Infant from 14:00 to 16:00 >

Check-In Classroom * ®

CDC Hourly Rm Infant =

Now you should see that child in the Visit processing screen at the top of the DataGrid. Fees are not charged on
the swipe in. Instead, fees will be calculated when the child is picked up and swiped out, which is talked about
below.

Hourly Care Drop In

To check in a child who is dropping in for Hourly care, open Visit Processing. Clicking on Pass Visit Processing in
your RecTrac menu will bring you to the Visit Processing screen.

©2023 by Vermont Systems 16
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To check-in a child, you will use the lookup bar at the top of the screen. You can swipe their pass, if the pass isn’t
present, you can also look the child up by name. To look up by name, type the child’s name in the Lookup Bar,
then select the Lookup drop down and choose Name Lookup.

This will bring you to the Pass Visit Person Lookup screen. Select the correct child and then click the Select
button in the bottom right corner. This will prompt you with the CYMS Check In options screen. Select the
correct classroom for care under Check-In Classroom. Then, select Hourly Care as the Visit Type.

Pass Visit for Child Pass on 11/08/2022 at 14:06 for Beau LeBlanc {Visit)

CYMS Checkn

Beau LeBlancis in the Toddler (2 - 3 Yrs) Age Group.
B P

There are no upcoming reservations or classes meeting within the next hour for Beau LeBlanc today at this location.
If this is & drop in hourly reservation, choose the Check-In Classroom and Visit Type before you continue.

Check-In Option * ()

Drop-In Hourly Care -

Check-In Classroom * ()
| cocRm 2 2

Wisit Type * @

Hourly Care bt

Checking Out and Payment

To check out a child who has already been swiped in for Hourly care, open Visit Processing. Clicking on Pass Visit
Processing in your RecTrac menu will bring you to the Visit Processing screen.

To check out a child, you will use the lookup bar at the top of the screen. You can swipe their pass, if the pass
isn’t present, you can also look the child up by name. To look up by name, type the child’s name in the Lookup
Bar, then select the Lookup drop down and choose Name Lookup.

©2023 by Vermont Systems 17
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This will bring you to the Pass Visit Person Lookup screen. Select the correct child and then click the Select

button in the bottom right corner. This will bring you through to the payment screen. The system auto
calculates the fees based on the amount of time the child was in hourly care.

RECTRAC | 42

() Global sales Payment for LeBlanc

Pass Visit for Child Pass on 11/08/2022 at 13:58 for Mathieu LeBlanc (Visit Swipe Out)

<< Back Hame Lookup

No records were found 3 T0s2022 | 4

b

Email Addrassies) (T}
Use/Refund Credit + Add Credit

totn Lipe e O et Receir @ (1) tleblancrectrac.com

"Add Payment I Spiit Payment

When a fee is due, the Total Paid will automatically fill in the total amount due. If the Total Paid is any amount

over 0, you must select the Pay Code that the transaction is tendered with. Once the Total Paid and Pay Code are
set properly, click the Process button to finish the transaction.

©2023 by Vermont Systems 18
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