Y7) VERMONT SYSTEMS

CYMS — Admin Assistant
Visit Processing & Absence Tracking

Vermont Systems CYMS 3.1 Training

07/07/2022

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




&) V E R M O N T SYST E M S Visit Processing & Absence Tracking

RecTrac 3.1

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/

&) V E R M O N T SYST E M S Visit Processing & Absen;zc'!'rrraacckigi

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 ..o iiiie et ettt ettt e ettt e e e sttt e e et e e e s ateeeesstaeeeasssaeesnsseaeeasteeeesnssseeansaeeannsseenannns 4
THE RECTIAC IMIBNU. ..ttt ettt ettt et e et e b e et sae e s bt sheesae e st e e st eaeeebe et e e neenresanesanenee 5

L Y | o Co Lol Ty o = S PP PPPPPPPPPPPPNt 6
PrOCESSING @ ViSIt..ciiiiiiiiiiiiii e e e e e e e et e e e e e e e e e e e e e e e e e e aaaaaes 6
CANCEIIING VSIS .uuttttiiiiee ittt e ettt e e e e e et et e e e e e e et aaeeeeeeeeeaataraeaeaeeseasaasaeseeaeseaantaaseaaeeeaassaaseaaeeesannsssseaeeessannsnrnns 8
COMIPIETING ViSIES. .uttrieiieeieiiitiie et e et e e e e e et e e e e e e e eetareeeeeeeaeasaataeaeeeeaeasstasseeaeeesanssaaseeaesesaassaaseaeeessansnrens 8

CYMS MiSCEIIaNEOUS ViSit PrOCESSING....uviieeiiiieieiiee e ciiee e ettt e eet e e e sttt e e e sataeeseaaeeeestaeeesstaeesssaeeesnsseeeassseesnsseaeasssseenannes 9
BUIK VSTt SIZN IN/OUL....teiieiie ettt ettt et e et e b e e te e e te e e b e e eaba e e st e eabaeaaseeensaeenseeeabaeanseeaasaeensaesnsaeenseesnsaeenseeants 9
TEMP VISt SIZN IN/OUL 1ottt e st e et e e st eeeab e e s beesabeesaseeeabeesaseeasseesssaesaseessseensseesaseeanseesnseennnas 9

CYMS LOCAtION DASHDOAIT ...c.ueiiiiiiiiiie ittt et ettt e st e ebb e st e e bt esaneennt e e saneennees 10
CYMS LOCatioN DAshBOard .........cooiiiiiiiiiieie ettt st st s e s be e s b e e nee e 10

Absence Entries in HOUSENOId IMaNagemMENT.......ccccuiiiiiiiie ettt e e e e e e et e e e str e e e snsaaeeesseeeensaeeennneeas 12
P Yo o H o T Lo I Y o Y=Y o Tl o YU 12
DEleting AN ADSENCE ENTIY c...ueiiiiiiiei ettt e e e ettt e e e e e e ettt e e e e e e e eesaatbeeeeeeeeaaassaaseeaeeeeassbaseeeseeesnsraneeaeeaanns 13

©2023 by Vermont Systems 3



&) V E R M O N T SYST E M S Visit Processing & Absen;zc'!'rrraacckigi

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

oz 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

Visit Processing & Absence Tracking
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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Pass Visit Processing

Processing a Visit

Click on Pass Visit Processing in the RecTrac menu. Use the Menu Search to help locate the button if desired.
The Pass Visit Processing button will open the Pass Visit Processing program in a new panel. This program opens
to a screen that shows visits at that location.

o RECTRAC | &%

(D Visit Pracessing - No Household

Visit Processing - No Household

tookip ] Dty Vist T T —

Na records were found.

P View Phata Complete Visit Cancel Visit _—
1000

The full Pass Visit Screen for reference

There are multiple ways to process a visit. Click the Lookup button in the top left of the screen. This will prompt
for a Household Datagrid. Use the Datagrid filters in the top of the screen to refine the search. Select the desired
member and click Continue.

The visit will complete with a status of “Swiped In” if there are no additional prompts. If there is an additional
prompt, it may look like the prompt on the next page. Answer all the questions and click Continue to complete
the visit.

Additionally, if there are any fees associated with the Visit after all questions are answered, there will be a
balance in the cart. The Balance needs to be paid for by going to the payment screen using the Payment button

in the bottom right-hand corner on the screen.

Use the appropriate payment amount and type to complete the transaction.

©2023 by Vermont Systems 6
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RecTrac 3.1

Pass Visit for Child Pass on 11/16/2022 at 15:47 for Little Testson (Visit)

CYMS Check In
(i) Liztle Testson is in the Infants (6 Wk - 12 Mo) Age Group.

Choose the class or reservation below for this visic

--- Select a Classroom for Check-In --4

-- Select a Classroom for Check-In — H -
CDCRm1

CDCRm2

CDCRm3

CDCRm4

An example of additional pass visit options.

Once all prompts are completed the visit will display as “Swiped In” in the Visit Datagrid. The next child can be
swiped in.

@ Options O Templates (0) & Refresh

Visits
Photo Transaction D...  Tranmsaction Ti..  HHID Pass Code Pass No First Name Last Name Status
11/17/2022 12:43 17 CbC 58 Litde Testson Swiped In

A successful swipe in Result.

©2023 by Vermont Systems
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RecTrac 3.1

To swipe in a pass, make sure that the cursor is blinking in the field to the right of Name lookup.

Lookup - [ |

This field has several functions that assist with swiping in a child. If there is a scanner at the workstation, A pass
can be scanned while the cursor is in this field. It will bring up the child assigned to the pass that was scanned. If
there is trouble reading a pass, the cross reference number on the pass can be manually typed in. Hit the Enter
Key after typing in the pass number to start the search.

A unique numbered pass can also typed in the field and then searched with the
down arrow option on lookup. Type in the pass number and left click on the
Lookup arrow. Click Pass Number Lookup to begin that search.

Lookup -

Hame Lookup

Pass Mumber Luaku@:’_

Cancelling Visits Cancel Visit
e

To cancel a visit, highlight a “swiped in” visit record in the Pass Visit Processing Datagrid. Select the Cancel Visit
button and follow any questions or prompts.

Completing Visits

Cnmpletecl.lynlisit

To complete a visit, locate an incomplete record in the Datagrid. It will have a status of incomplete. Highlight the
record and select Complete visit button. Any prompts or questions will need to be answered and the visit will be
completed as a “Swiped In” record.

©2023 by Vermont Systems 8
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CYMS Miscellaneous Visit Processing

Bulk Visit Sign In/Out

Use the menu to locate “CYMS Miscellaneous Visit Processing”. This program allows for multiple children to be
signed in or out at one time. The options below are very flexible and drive all the actions in the Process step.

CYMS Miscellaneous Visit Processing Bulk Visit Sign In/Out Options

1 — Visit Option: Select Bulk or Temp to control

which Visit option is used.
Visit Option (5) P

Bulk Visit Sign In/Cut o

Process Option (D

Sign In e

2 —Process Option: Select Sign in or out based on
the desired action

LI

3 — Activity/Section: Use the picklist to select the
activities that involve children that need visits

ip

Activity/Section (5) processed.
3 :
° 4 —Build Records: Finally Select this button to build
out the Datagrid results based on your selections
(O FrircLog © of the previous options.

Build Records °

Settings Options for Bulk Visit Sign In/Out

Once the selected settings have been built, Select the children in the Datagrid that will be signed in or out based
on the settings. Click Process to run this action for all the selected children.

CYMS Miscellaneous Visit Processing

Temp Visit Sign In/Out naxosn© )

Temp Visit Sign In/Out 5

Process Option (7)) o

Use the menu to locate “CYMS Miscellaneous Visit Processing” again. It is Sl S
important to note that changing the Visit Option drives the use of Temp Visit ~ **>*== 0 €

Sign In/Out. The only Option change is the location field labeled 4 in the e o :
diagram on the right. Select the appropriate location. e ,

Once the selected settings have been built, Select the children in the
Datagrid that will be signed in or out based on the settings. Click Process to
run this action for all the selected children.

D Print Log (D

Build Records e [

©2023 by Vermont Systems 9
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CYMS Location Dashboard

CYMS Location Dashboard

Search the menu for “CYMS Location Dashboard” This is a tool that allows staff to move children, view contact
information, maintain attendance and so much more.

CYMS Location Dashboard

o) Days Heatth Assessmen: Good For (D) Days Physical Good For (3)

coc oA £ 365

@ Options Dl Templstes  [(1) & Refrash Current Attendance 1101 of 1 (Filtared from 24)

Name ~ Passhumber « Class Room Age Group Stanus Begin Time End Time Temp Our Pu

v v v v v (1) Swiped In B |7 v v T

0 FD o) Am S Pre-Toddler (12 Mo - 18 Mo)

Mave
Children

Temp In/Out
Check-iniOut

Ho-Show

Full location dashboard. The options on the right show when a child is selected.

To use the location dashboard, verify that the correct location is selected in the Facility Location field.
Facility Location * (5)

CDC o’

Then select a child or multiple children and use the options that populate on the right-hand side of the screen.
Each of these options have some cross over from other parts of RecTrac and are all brought together to allow for
multiple actions in one place.

It is important to mention that all of the features require a child to be selected and then simply pick the desired
option.

The final option to mention at the bottom left of the screen, is the Print option. This will
create a list of children in the data grid which is useful for attendance and contact Print
information if desired.

©2023 by Vermont Systems 10
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Selected Options

1 — Contact Info: Select the child and click Contact Info to show any details or
emergency contact information for the selected child.

2 — Confirm Absence: Select the child or multiple children and click Confirm Absence.
This will prompt for notes and update the status of the children.

3 —Move Children: Select the child and click Move Children. This will prompt to
move the child out of the current room and into a new room of choice.

4 —Temp In/Out: This option provides a singular Temp In/Out option. Select the
child and Click Temp In/Out. Any additional questions will need to be answered.

5 — Check In/Out: This option provides a singular Swipe in/out option. Select the
child and Click Sign In/Out. Any fees will present the sales screen and need to be paid
to return to the Location Dashboard.

6 — No Show: Select a child and Click No Show, this will add any fees to the
household and will need to be completed to return to the Location Dashboard.

Contact Infuo
Confirm e
Absence

Mave
Children

Temp In/Out

Check-l m'Due
Ho-Show o

©2023 by Vermont Systems
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Absence Entries in Household Management

~ Results

T Household Management

Adding an Absence Entry |

[t

Absences are used to track when children will be out for periods of time during their enroliments. Use the menu
to locate Household Management. Search for the desired household using a last name or other form of contact
information. Lookup will default to last name, but any other search method can be used by typing in the

information in the lookup tab and changing to the matching type like email for example. Here is a list of all the
available options.

Once a result is located Click on the Childcare Absences button on the bottom of

Lookup @ smithington
Address

Email 5
Family Member

rst Nar

Household Last Hame

the screen.
Childcare Absences

This will load up childcare absences Datagrid. Click Add Absence to create an
absence record. There are a handful of fields that need to be filled out.

Heousehold Humber
i Organization Name ﬂ

Phone

Team MName

Fred Smithington (Household # 27) - Childcare Absences

@ Options O Templates (0) & Refresh Childcare Absence History

Date * Name Description Reason For Absence Additional Absence information

¥ 8 v BT v N

O 11152022 Larry Smithingtan FD(Inf)Rm 5 Family Emergency Getting a pet. Do not tell them 3

Add Absence Delete Absence

Childcare Absences DataGrid Example

©2023 by Vermont Systems 12
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Fill out the required information and click Save in the bottom right of the screen. This will create a trackable
record for the child. Here is an example of the fields.

Childcare Absence
Add a Planned Absence
Program / Child * @
(1) Larry Smithington - FD {Inf) Rm 3
Absence Start Date * @ Absence End Date * @ Reason For Absence * @
B 12/05/2022 B 12/05/2022 Other =

Additional Absence Information (3)
Plain Text Editor

Getting a dog. Do not tell them. :)

Childcare Absence Fields

Deleting an Absence Entry

Highlight the Childcare Absences Record in the DataGrid and Click the Delete Absence button.

Fred Smithington (Household # 27) - Childcare Absences

@ Options B Templates (2) & Refresh Childcare Absence History

Date ~ MName Description Reasan For Absence Additional Absence Information

Y B 12/05/2022 T T W W

Gertting a dog. Do not tell them. :)

¥ 12/05/2022 Larry Smithington FD (InfiRm 5

Childcare Absence record Example
Delete Absence

The record is immediately removed and no longer available.

©2023 by Vermont Systems

13



	Copyright Information
	Logging In and Navigation
	Signing in to the RecTrac 3.1 CYMS
	The RecTrac Menu
	Menu Components


	Pass Visit Processing
	Processing a Visit
	Cancelling Visits
	Completing Visits

	CYMS Miscellaneous Visit Processing
	Bulk Visit Sign In/Out
	Bulk Visit Sign In/Out Options

	Temp Visit Sign In/Out

	CYMS Location Dashboard
	CYMS Location Dashboard
	Selected Options


	Absence Entries in Household Management
	Adding an Absence Entry
	Deleting an Absence Entry


