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New York State Office of Children and Family Services (OCFS)

Child Care Time and Attendance Project

1. Introduction

This Enhancement Guide describes Phase II A changes and updates to the version of
KinderTrack deployed for the State of New York, Office of Children and Family Services,
Child Care Time and Attendance system. Please use this guide to understand the new
functionality included in the Phase II A release.
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2. Revisions

Reason for Changes Version

Christine Dexter 05/31/2012 |Incorporated feedback from districts. |7.0
Draft ready for distribution.
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New York State Office of Children and Family Services (OCFS)

Child Care Time and Attendance Project

3. KinderTrack Changes
3.1 Family Search Page

The Family Search page is an existing page in KinderTrack that is used to search for
families in the system. This page has been updated to include a new Case Number column
in the search results.

Search Results: 29 items found [ 1
[ | summary (2370 Abams Adams, Beth
[ | Summary (2480) ie Augie, David
[ | Summary (2470 @ Bean. Bert
[ | Bummary (76 Ekﬂ Fowler, Mary
1 | Summary (2448 @ Beard. Frank
] | summary (2335) chman Bechman, Frank
1 | summary (2315 @

[ | Summary (2459) ett
[ | Summary (2461 Fhure Favre, Brett
] Summary (2453) Hpsterd Fosteri, Jmes
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New York State Office of Children and Family Services (OCFS)

Child Care Time and Attendance Project

3.2 Family Summary Page

The Family Summary page is an existing page in KinderTrack that is used to view a
summary list of information for a family. This page has been updated to include an
asterisk next to each schedule where a family fee has been assigned.

An Effective Date selector control has been added to view family size, income and fees as

of any date instead of just the date you are viewing the record. The default date for this
field is today’s date.

Search Results: Peters (Open (08/01/2011)) (2309) - Record 24 of 29

Family: Add Family
Peters (MYQO0001) Open (08/01/2011) * Eamily File
Old Title X

Parent: Add Parent
Peters. John () Need Reason Income ($2.259.60

Child: Add Child
Peters, Bethany () Tiny Tots Day Care (09/01/11-08/01/12) * >
Peters, Janet () Tiny Tots Day Care (09/0111-08/0112) *
Peters, Beverly () Wiley Coyote Day Care (05/01/11-05/01/12)
Effective as of: |4M122012

Family Size: 1 Fee: $1.00
Income: $0.00

Alerts:
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New York State Office of Children and Family Services (OCFS)

Child Care Time and Attendance Project

3.3 Family Schedule Page

The Family Schedule page is an existing page in KinderTrack that is used to create and
edit child care schedules. This page has been updated to sort items in the Select Schedule
dropdown in reverse chronological order (i.e., newest schedule on top), and to add the
Provider Vendor Number in brackets next to the Provider Name in that dropdown.

A new setting Daily Limit has been added to fixed schedules. It defines how the entered
time-in and time-out pairs are used in the calculator. The following options are available:

e Absolute: The payment calculator limits the hours that are used to the hours that
fall within the scheduled hours.

o Example: Schedule is 8:00AM - 5:00PM. The calculator will only pay for
attendance between the hours of 8:00AM and 5:00PM.

¢ Number of Hours: The payment calculator limits the hours that are used to the
total number of scheduled hours.

o Example: Schedule is 8:00AM to 5:00PM. The calculator will pay up to 9 hours
of attendance.

When adding new schedules, the Daily Limit dropdown will default to the Daily Limit
Default (Fixed Schedules) setting, which is configured on the District Settings page.

Family: Martin (Open) (82)
Family ID: 52
Case Number: ABC
Select Child: Martin, Bobby + Child Age: 11 years 11 months

Select Schedule: Sun Is Shining Day Care [3123] (03/01/2012 - 0&/M1/Z012) -
|

Sun Is Shining Day Care [S123] (03/01/2012 - 08/01/2012)
. |Daddy-0 Day Care [D123] (02/16/2011 - 05/01/2011) [Expired]
Provider: |1.. pot nay Care [TP123] (01/01/2011 - 12/01/2011) [Expired]
Profile: |Daddy-0 Day Carg[0123] (11/01/2010 - 12/2042010) [Expired]  P012
Type Of Care: Day Care-jﬁr Varying Schedule: Mo

Mrrmeamne Titla WV Immmmnm Climikle Ml §iemige Ale sdodn

*Provider: Sun |5 Shining Day Care Select == *Start Date: |3/1/2012
*Profile: Default (Inactive) *End Date: |aM/z012
*Type Of Care: Day Care - Center ~ Varying Schedule: [
*Program: Title XX — Income Eligible ~ *Daily Limit: | Absolute -
*Rate Type: Standard « )
PT Days: yysey

Flags: Select==

FT Days: Number of Hours

*Billing Cycle: Twice a month ~

Pay To Parent: [

Hotes: [schedule note for the notice...updated again and again -
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New York State Office of Children and Family Services (OCFS)

Child Care Time and Attendance Project

For varying schedules, by default, the payment calculator will limit payments first to the
daily limit, and then ensure that the weekly max is not exceeded.
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New York State Office of Children and Family Services (OCFS)

Child Care Time and Attendance Project

3.4 Family Notes Page

The Family Notes page is an existing page in KinderTrack that is used to add or edit notes
assigned to a family. This page has been updated to set the Default Start and End date
range to be 6 months back from today’s date.
—
Family: Martin (Open) (52)
Family ID: 52
Case Number: ABC

Start Date: |'1U."12.-'2EI1'1 NHote Type: Select==

End Date: |4J1z-'2012 Keyword: |
Notes List: [ options |
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New York State Office of Children and Family Services (OCFS)

Child Care Time and Attendance Project

3.5 Provider Notes Page

The Provider Notes page is an existing page in KinderTrack that is used to add or edit
notes assigned to a provider. This page has been updated to set the Default Start and
End date range to be 6 months back from today’s date.

(New ] [Edit| [ Delete | | SendAlert | [Help| | Logout | | EditControls |

You will be logged outin 119:13

e —
Provider: Happy Thyme Day Care - Essex (Active) (9775)
Provider ID: 9775

Start Date: | 1072772011
End Date: |427/2012

Hote Type: General... Select ==

Keyword:

Notes: = = I
ﬂ Dexter,Christine 412712012 Provider note test.
]

i ——————————————
Reports:

Motes Report
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New York State Office of Children and Family Services (OCFS)

Child Care Time and Attendance Project

3.6 Family Notices Page

The Family Notices page is an existing page in KinderTrack that is used to create and edit
notifications that are sent to the family. This page has been updated to include the Family
Auth. To Date (from WMS) and the Family Recertification Date:

e —
Family Name: Martin (Qpen) (52)
Family ID: 52
Case Number: ABC
Auth. To Date: 11/30/2012
Recertification Date: 12M/2012

Notice List:

10M4/2010 97172010 Deleted 1001472010 Approval Mot Printed Bruce, Cathi
@ |10/27/2010 11172010 Deleted 11/18/2010 Approval Mot Printed Bruce, Cathi
11/30/2010 11142010 Mot-Active 125/2011 Approval Printed Local Bruce, Cathi
12712010 12142010 Active 127712010 Approval Mot Printed Bruce, Cathi
112512011 1152011 Mot-Active 112512011 Approval Printed Local Bruce, Cathi
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New York State Office of Children and Family Services (OCFS)

Child Care Time and Attendance Project

3.7 Payment Page

The Payment page is an existing page in KinderTrack that is used to enter attendance and
edit payments. This page has been updated with the following changes:

e Display a WPI notification if the total attendance hours entered for a single day
exceeds 12 hours.

¢ When an Absence Code is selected the Actual Hours label is changed to Claimed
Hours, and hours must be entered before a calculation can be made.

S“nday Frovider Closed Family Fes Transportation Fes Scheduled Hours:

7312011 LSJ| ot Scheduled 5000 I Actuat Hours: | | [
Monday Ngn-School Day Family Fee  Transportation Fee Scheduled Hours: 02:00 AM 11:00 AM
812011 &) apsent ~ | s18.00 ] Claimed Hours: || 02:00 A | 1100 Al |
Tuesday Non-School Day Family Fee  Transportation Fee Scheduled Hours: 02:00 AM 11:00 AM
8/2/2011 Present >~ §0.00 [ Actual Hours:| 03:00 AW | 11:00 AN |
Wednesday MNon-School Day Family Fee  Transportstion Fes Scheduled Hours: 02:00 AM 11:00 AM
8/3/2011 Present - $0.00 ] Actual Hours:| 03:00 AN | 11:00 AN |
T|"|r$(|a|‘|I Mon-School Day Family Fee Transportation Fee Scheduled Hours: 02:00 AM 11:00 AM
8/4/2011 Present ~  §0.00 [E Actual Hours:| 03:00aM | 1100 AN |

e A Clear (C) button has been added for each row in the grid. When clicked, the

attendance code is set to Not Scheduled and all attendance hours for that day are

cleared out.

Thursda.r Mgn-School Day Family Fes Transportation Fes Scheduled Hours: 02:00 AM 11:00 AM
7r28/2011 bsent - $0.00 Claimed Hours:| 03:00 4K | 11:00 A |
Friday NIn-Sd‘l ool Day Family Fee  Transportaticn Fee Scheduled Hours: 02:00 AM 11:00 AM
712912011 Fresent M $0.00 [ Actual Hours:| 03:00 AW | 11:00 AN |
Saturday Mgn-School Day Family Fes Transportation Fes Scheduled Hours: 0200 AM 11:00 AM
71302011 Fresent - %0.00 [} Actual Hours:| 03:00 A | 11:00 AN |
S“nda_y . Fipvider Closed Family Fee Transportation Fee Scheduled Hours:

731201 (S]] ot scneaue - $0.00 [ Actual Hours: | [ |
Monday Ngn-School Day Family Fee  Transportation Fee Scheduled Hours: 02:00 AM 11:00 AM
8/1/201 Absent - $18.00 ] Claimed Hours:| 03:00AM | 11:00 AM |

e The Fill feature no longer fills days that are set to Not Scheduled or Absent.

e The top section of the page has been split up into two parts:

O

The first section is stationary at the top of the screen and will always be

visible, regardless of the current scrolling position of the rest of the page.

e The Attendance grid now supports the following keyboard shortcuts.

o (-) The minus or dash key works like the Tab key. Pressing it allows you to
tab through the data fields.
o (+) The plus key places the cursor in the first time-in text box of the following

day.
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New York State Office of Children and Family Services (OCFS)

Child Care Time and Attendance Project

o (/) The slash or divide key works like the A key (for AM) in all time in and out
textboxes.

o (*) The asterisk or multiply key works like the P key (for PM) in all time in
and out textboxes.

Calculate Load Schedule Clear Attendance Copy Attendance You will be logged outin 110:55

ID: | 552 Refresh = | Child: Beard, Mark (55512623) DOB: G/7/2004, 7 years 1 month Override Weekly Limit: [ |

[[] Show Details
Show Notes

o Itincludes the following controls:

= Payment ID

= Refresh button

= Previous (<) and Next (>) buttons, for navigating between payments.
= Child Name, CIN

= Date of Birth, Age

= Override Weekly Limit checkbox, to override the maximum weekly
hours of varying or set schedules.

o The second section scrolls with the page and can be toggled on or off with the
new Show Details checkbox.

e —

ID: | 562 Refresh = | Child: Beard, Mark DOB: 6/7/2004, 7 years 1 month Override Weekly Limit: [~
Show Details ]
Payment Status: Mot Calculated Family Name: Beard Payment Characteristics: Schedule Type: Fixed
Provider: Macy's Day Care Case Number: Family Fee(s). $15.00 as of 06/01/2011
Provider Type: Day Care - Center Billing Period: 7/28/2011-8/24/2011
¥ =IowW Noes E
[ T I

o Itincludes the following controls:
= Payment Status
= Provider
= Provider Type
= Family Name
= Case Number
= Billing Period

= Payment Characteristics

NY CCTA Phase II A Change Descriptions - 12



New York State Office of Children and Family Services (OCFS)

Child Care Time and Attendance Project

A new section for Provider Rates has been added.

Show Provider Rates

Standard, 112011 h—

gl

Ll

Ll

Regular After Hours Regular After Hours Regular After Hours Regular After Hours
Hourly Rates 54.25 54.25 54.25 $4.25 $4.25 $4.25 54.25 54.25
1/2 Day Rates $27.00 $27.00 $27.00 $27.00 $27.00 $27.00 $27.00 $27.00
Daily Rates £55.00 $55.00 $55.00 $55.00 $55.00 £55.00 $55.00 $55.00
Weekly Rates $195.00 $195.00 $195.00 $195.00 $195.00 $195.00 $195.00 $195.00

It includes the following controls:

o

o

o

A new section for RMR Rates has been added.

Show RMR

The Show Provider Rates checkbox toggles the section on or off.

The Rates dropdown lists all provider rates and effective dates that apply to
the billing cycle. Selecting a rate and effective date loads that rate into the

Provider Rates grid.

The Provider Rates grid lists the selected provider rates.

Day Care - Center, 111/2010 - +—
Reqular After Hours Reqular After Hours Regular After Hours: Reqular After Hours
Hourly Rates $3.00 $3.00 $3.00 $3.00 $3.00 $3.00 $3.00 53.00
1/2 Day Rates £13.00 $13.00 $13.00 $13.00 $13.00 £13.00 $13.00 $13.00
Daily Rates 523.00 $23.00 $23.00 $23.00 $23.00 $23.00 $23.00 $23.00
Weekly Rates $103.00 $103.00 $103.00 $103.00 $103.00 $103.00 $103.00 5103.00

It has the following controls:

o

o

The Show RMR checkbox toggles the section on or off.

The Rates dropdown lists all provider types and effective dates that apply to
the billing cycle. Selecting a provider type and effective date loads that rate
into the RMR grid.

The RMR grid lists the selected rates.
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New York State Office of Children and Family Services (OCFS)

Child Care Time and Attendance Project

¢ A new Override Weekly Limit checkbox has been added. If checked, the payment
calculator will ignore the scheduled weekly limits for varying and fixed schedules.
This checkbox is available to anyone who had the ability to edit payments.

—

1D: Child: Beard, Mark DOB: 6/7/2004, 7 years 1 month |Override Weekly Limit: [ ]

Show Details

Payment Status; Mot Calculated Family Name:; Beard Payment Characteristics; Schedule Type: Fixed
Provider: Macy's Day Care Case Number: Family Fee(s) $18.00 as of 06/01/2011
Provider Type: Day Care - Center Billing Period: 7/28/2011-8/24/2011

Show Notes

This screen appears under the Payment activity and access to it is controlled using the role
based security built into KinderTrack.
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New York State Office of Children and Family Services (OCFS)

Child Care Time and Attendance Project

3.8 Payment Summary Page

The Payment Summary page is an existing page in KinderTrack that is used to view a
summary of a payment. This page has the following updates:

¢ A new button Reset Submitted has been added that allows a payment technician to
return a submitted payment to the provider. It clears the attendance, sets the
payment status to Returned and sends a “Returned Attendance” alert to the
Provider Portal operator. This button is hidden if the payment status is Paid or Void;
once a payment is set to Paid or Void, you cannot reset the attendance.

¢ A new payment status Void has been added. This status can be used for any
payment that will/has not actually been paid through BICS. Child care payments with
any payment status can be set to Void by clicking the existing Update Status

button.
Send Alert Logout Edit Controls
Reset Submitted You will be logged outin 110:34
Search Results: | << || = |- | = 142 (10142) - Record 1 of 1
—
Payment:
142 3M612011-3/131/2011 Authorized (4/26/2011) Total: $0.00
Family Fees: $0.00
Provider:
TeaPot Day Care Day Care - Center Provider Total: $0.00
Child and Program:
Martin, Bobby Martin{52) Title XX — Income Eligible
Additional Payments:
Add Additional Payment

Update Status Reset Submitted You will be logged outin 109:36

SearchWegsults: | <= || = | > || >> | [ Remove | 142(10142)-Record 1 of 1

a Update Payment Status -- Webpage Dialogu

*New Payment Status: Mot Calculated ~ rized (4/26/2011) Tatal: $0.00

’7“‘“ Calculated Family Fees: $0.00
Rejected
P Taid

r Provider Total: $0.00

Child and Program:

Martin, Bobby Martin{52) Title XX — Income Eligible

Additional Payments:

Add Additional Payment
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3.9 Additional Payment Page

The Additional Payment page is an existing page in KinderTrack that is used to create
additional payments (registration fees ...). This page has the following modifications:

¢ A new button Update Status has been added. It allows the payment status of
additional payments to be changed to Void.

Send Alert

Update Status
Payment ID: |ﬂ

—
Date: 4/16/2012
Status: Calculated
Type: School Closure
Amount: $50.00
Note:
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New York State Office of Children and Family Services (OCFS)

Child Care Time and Attendance Project

3.10 Operator Search Page

The Operator Search page is an existing page in KinderTrack that is used to search for and
select operators in the system. This page has been updated to include a new User Name
column in the search results grid.

Search Results: 5 items found —

Operator Roles Local Key

Programmer, Family Case
0 fali] Bruce, C cbruce 131313}222_ Worker, Family Case Worker, CBMumber0
1 Provider Case Worker
] 7065 Dexter, C cdexter Tsﬁtg L Programmer CDWaorkerMumber(2
[ 7051 Granzella, C cgranzella Programmer
] 7083 Raymer, C craymer Programmer
[l G967 Vohs, C cvohs Programmer
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New York State Office of Children and Family Services (OCFS)

Child Care Time and Attendance Project

3.11 Operator Roles Page

The Operator Roles page is an existing page in KinderTrack that System Administrators
may use to create and edit operator roles. This page has been updated to include new
Table Edit flags that are used to control edit permissions in the Admin Edit Tables page.

This screen shot shows a portion of the Operator Flags grid.

Table - Child Flags IT
Table - Closed Reason I
Table - Family File F
Table - Family Flags F
Table - Family Note Types IT
Table - Family Motice Rules IT
Table - Income Types F
Table - Need Reasons F
Table - Parent Flags IT
Table - Parent Relationship IT
Table - Program Flags F
Table - Program Types F
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New York State Office of Children and Family Services (OCFS)

Child Care Time and Attendance Project

3.12 Admin Edit Tables Page

The Edit Tables page is an existing page in KinderTrack that System Administrators may
use to modify lookup table values.

The list of tables in the Table dropdown is now filtered based on the Operator Flags
assigned to the current operator. For example, this allows the Family Notice Rules table to
be hidden without removing the entire page from an operator role.

The Provider Rate Types entry has been updated to include a Not Capped at RMR
checkbox.

—

Table:

Entry:

—

Description: |After Hours

Mot Capped at RMR: [

When setting up a rate type, for example Special Needs, if this box is checked the payment
calculation will not be capped at the standard Market Rate limits. However, when entering
the rates for this rate type, the system will not allow the rates entered to be higher than the
Special Needs market rates entered (see section 3.13).
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3.13 Admin Special Needs RMR Page

The Special Needs RMR page is a new page that has been added to KinderTrack that
allows System Admin users to edit special needs RMR rates.

This screen appears under the Administration activity and access to it is controlled using the
role based security built into KinderTrack.

KinderTrack: History send Alert | [ Logout | [ Edit Controls

by Controlte e logged

< 2necial Needs .

~Home ~ Special Needs RMR: AdminSpecialNeedsRate (1)
; ¥ Effective Date: 2/1/2010

--Fam\ly
--Provider
--Paym ent Status: Active

eports
Operator
[-Program
é--Administration Hourly Rates $1.00 $5.00 $9.00 $13.00 $17.00 $21.00 $25.00 $20.00
~Configuration Keys
--Tables
~~Calendar
-Attribute Editor Weekly Rates $4.00 $8.00 $12.00 $16.00 $20.00 524.00 $28.00 $32.00
--Reassign Case Worker
WPl Settings
RMR
+-Special Needs RMR
-Eligibility Levels
~Copy Rates
-~ Districts
~(Office Locations
-Alerts
+Error Log
~-Aftendance Groups
Attendance Codes
~Logged On Users
District Seftings
--Site Settings
--Extended Help
~Activity Page Editor -

Regular After Hours Regular After Hours Regular After Hours Reqular After Hours

1/2 Day Rates $2.00 $6.00 $10.00 $14.00 $18.00 522.00 $26.00 $30.00

Daily Rates $3.00 $7.00 $11.00 $15.00 $19.00 $23.00 $27.00 $31.00

m

The controls at the top of the screen are used to select one of the special needs rates to
display or edit.

The controls include:

e The Edit button will place the page into Edit mode, allowing a user to modify values
in the rates table.

¢ When in Edit mode, the Save and Cancel buttons are displayed. These buttons
allow a user to save or cancel changes to the page.

e The Delete button will allow a user to delete rates for the currently selected effective
date. This button will only be visible in History mode.

¢ The History button will toggle the page between Normal mode and History mode.

e The Audit button will display a popup containing a list of changes that were made to
the special needs RMR table over time.

o Effective Date is a KinderTrack Effective Date selector control used to select and/or
edit an effective date for the special needs RMR rates.
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Effective Date defaults to the current date.

—

*Status: -

Regular After Hours Regular After Hours Regular After Hours Regular After Hours
Hourly | 12700 [25.00 [35.00 [513.00 [£17.00 [z21 00 [525.00 [529.00
Rates
U2Dgy |s2.00 |36.00 |s10.00 [514.00 [s18.00 [s22.00 |s28.00 [530.00
Rates
Daily |53.00 |57.00 |s11.00 |s15.00 |s19.00 [s23.00 |s27.00 [s31.00
Rates
Weeky | 154 00 | s8.00 |s12.00 |516.00 |s20.00 [s24.00 |s28.00 |s3z2.00
Rates

The Rates grid includes the following columns:

Under 12 (years) has sub-columns with textboxes for Regular and After Hours
amounts.

17> thru 2 (years) has sub-columns with textboxes for Regular and After Hours
amounts.

3 thru 5 (years) has sub-columns with textboxes for Regular and After Hours
amounts.

6 thru 12 (years) has sub-columns with textboxes for Regular and After Hours
amounts.

Each rate amount textbox includes data entry validation and formatting to ensure that only
valid currency amounts are entered.

Notes:

There is a single, system-wide, special needs RMR rate in KinderTrack.
This rate may have multiple effective dates.

Individual effective dates may be deleted, but there must remain at least one
effective date in the system.
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3.14 Attendance Code Page

The Attendance Code page is an existing page in KinderTrack that is used to configure
attendance codes on the Payment page. The following updates have been made:

¢ The Limit Attendance Paid (Varying Schedules) flag has been removed.

e A new flag Override Daily Limit has been added. This new flag works with varying
and fixed schedules as follows:

o Varying: Ignores the Daily Max Hours set on the schedule page.
o Fixed: Ignores the schedule setting Daily Limit.
—

*Description: | Parent Fee Required: [
*Display Code: Reimbursable: [
*Display Color: Excused: []

Note: | Contracted: [7]
*Attendance Group: Select == Reimburse Not Scheduled: [
*Status: - Override Daily Limit: [
Absent: [
KinderConnect Code: hd

A new Attendance Code, Present — Override, with this setting checked has been added to
the system. Districts should use this new Attendance code for days where they want the
system to use the actual hours of attendance, if they are higher than the daily limit, when
calculating the payment. NOTE - this code should net be linked to a KinderConnect code.
This will ensure that providers who submit attendance via the web will have all attendance
limited to the daily max by default.
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3.15 District Settings Page

The District Settings page is an existing page in KinderTrack that is used to configure
district specific settings and default values. The following updates have been made:

e A new dropdown Daily Limit Default (Fixed Schedules) has been added. It
defines the default value used on the Schedule page when adding a new fixed
schedule. The following options are available:

o Absolute: The payment calculator limits the hours that are used to the hours
that fall within the scheduled hours.

= Example: Schedule is 8:00AM - 5:00PM. The calculator will only pay
for attendance between the hours of 8:00AM and 5:00PM.

o Number of Hours: The payment calculator limits the hours that are used to
the total number of scheduled hours.

= Example: Schedule is 8:00AM to 5:00PM. The calculator will pay up to
9 hours of attendance.

District: Essex (18)

*Effective Date: [1/1/2010

*Family Fee Collection By: Provider
*Additional Family Fee Collection By: Provider
Fixed Payment Cycle: []
*Billing Cycle Start Date: [TH/2010
Flags: Family Fee Rounding To Mearest $0.50... Select ==
Non Traditional Hours RMR Increase (%): IS—

Accredited Provider RMR Increase (%): |5

Daily Limit Default (Fixed Schedules}:] HWumber of Hours =
-
Normal Hours Start Time: [salilles

Normal Hours End Time: lm

*Fiscal Year Month Start: July hd
Hours Claimed Discrepancy (%): IB—

Recertification Due Date: ’4—

Recertification Notice Generation Days: |5

Transportation Fee: |31.75

Timesheet Disclaimer: 57

this is a timesheet disclaimer e

Certificate Disclaimer: 27
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Once on the Schedule page, the default value can always be changed. For example if the
default is Number of Hours, but for one particular scheduled you want the Absolute limit to
apply you can change the value in the dropdown on the schedule page. Also, if a district
decides later that they need to change the current default, it can be done on the District
Settings page.
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3.16 Payment Search Page

The Payment Search page is an existing page in KinderTrack that is used to search for a
payment. The following updates have been made:

e The Worker search criteria has been changed to Worker/Payment Tech.
Operators with permission to view all payments in the district can filter payments by
family case worker and/or payment technicians.

—

Family Name: | *From: |3162011
Case Number: | *Tor IW
Child Last Name: | Provider Name: |
Child ID: | Provider ID: |
Payment Status: Select== Provider Type: Select==
Program: Select== Vendor Number: |
| Worker | Payment Tech: Select=> | Payment ID: |
PaymentFlag: Select=> Payment Type: Select ==
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3.17 Timesheet Search Page

The Timesheet Search page is an existing page in KinderTrack that is used to search for
timesheets. The following changes have been made:

e The Worker search criteria has been changed to Worker/Payment Tech.
Operators with permission to view all payments in the district can filter timesheets
by family case worker and/or payment technicians.

You will be logged outin 108:41
e —

Family Hame: | From: IW
Family ID: | To: [oE2011
Child Last Name: | Provider Name: Select==
Child CIN: | Provider ID: |
Program: Select=> Provider Type: Select==
IWorkerr Payment Tech: Select== I Vendor Number: |
Print Status: Select== Web Submittal: -
Schedule Type: Select== Document ID: |
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3.18 Effective Date Selector Control

The Effective Date Selector control has been updated to include a second button for
selecting today’s date.

This control is used on the following pages:

Admin > RMR Family > Family
Admin > Special Needs RMR Family > Parent
Admin > Region Settings Family > Child
Provider > Profile Family > Income
Provider > Contact Family > Eligibility
Provider > Details Program > Program

Provider > Rates

Here is an example of how the control appears on a page:

Search Results: Adams (Denied) (2370)

*Effective Date: 1011 | A —

NY CCTA Phase II A Change Descriptions - 27



New York State Office of Children and Family Services (OCFS)

Child Care Time and Attendance Project

3.19 Provider Selector Control

The Provider Selector control has been updated to replace the Tax ID/SSN search criteria
and result column with the Vendor Number. This control is used on the following pages:

Family > Schedule
Family > Search
Payment > Payment Processing

Reports > Print Queue

a Provider-5earch-5elector -- Webpage Dialog ﬁ
Business Name: |buukwurm Vendor Humber:
Last Name: | Type of Care: Day Care - Center.. Select ==
First Name: | Provider Status:  Active Select ==
Select provider from the list below:
clear-all Search Results: 1 items found
(
e Addnre D ae
Day )
5) | pootworm Care - | B456 DEEMAN legsex | 12038
Y Center ’
OK || Cancel |
L -
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4. Provider Portal Changes
4.1 Home Screen

The Home screen is an existing page in the Provider Portal that is displayed to users when
they first log onto the system. This screen has been updated to include a link button that is
displayed whenever a user has unread messages.

% KinderConnect

Languageildioma

Quick Links
Home
My Documents Welcome to
Reports . -
Attendance New York KinderConnect Develop site
Enter
Submit Monday, February 27, 2012
Exceptions
Provider Version 2.05.0
Payments @ 2010 Controltec, Inc. All Rights Reserved
Messages
Rate:
e A short, reasonable home screen messagel

Click here to view your unread messages
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4.2 Provider Payments Screen

The Provider Payments screen is a new page that has been added to the Provider Portal.
Providers use this screen to view information about the status and amounts of payments in
a Paid status for children in a specified date range. This page appears under the Provider
activity and access to it is controlled using the role based security built into the Provider
Portal.

% KinderConnect Provider Payments

Languagefidioma

Quick Links
Home

Provider: A Child's Delight (Albany) -
StartDate: o0sm12012 [

My Documents
Reports End Date:  08a30i2012  [E

Status: Paid -

Attendance

Enter
Submit

—— Search Results:

Exceptions

Provider "Status | Status Date | Period Start Date | Period e | Family Hame  Child Name | Amount |
Payment:

H?.ss]a 11_55 Paid 06/16/2012 | 05/01/2012 05/30/2012 Monroe Barnes, Mary 5455.00
Rates 134 | Paid 05/20/2012 | 05/01/2012 05/30/2012 Monroe Blythe, Betty $100.00

Cases 139 Paid 05/21/2012 | 050112012 05/30/2012 Monroe Johnson, Peter | $100.00

162 | Paid 06/M6/2012 | 05/01/2012 05302012 Monroe Barnes, Mary 5100.00

The controls at the top of the screen are used to select the payments displayed.

e The Provider is the standard Provider Portal provider selector control used to select
the provider to display payments for. If the current user is linked to more than one
provider the Provider Selector control is used to view payments for the selected
provider.

e The Start Date and End Date controls are the standard Provider Portal date
controls and are used to specify the date range for the payments to display. The
Start Date defaults to one month prior to the current date. The End Date defaults
to today’s date. NOTE - the system will only display payments from May 1, 2012
forward.

e The Status dropdown list box only contains Paid status for now.

The Search button is used to search for payments to the selected provider matching the
selected status, and having a billing cycle that intersects the date range entered. If no
payments are found, a warning message is displayed to the user.

The Clear button is used to reset all search criteria to the default values and remove any
previous search results from the screen.

When a payment search is executed and results matching the search criteria are found, the
following columns are displayed in the search results data grid for each payment:
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e Payment ID is the CCTA payment ID

e Status is the current status of the payment in CCTA

e Status Date is the date the status of the payment last changed

e Period Start Date is the starting date of the billing cycle for the payment
e Period End Date is the ending date of the billing cycle for the payment

¢ Family Name is the name of the family associated with the payment

e Child Name is the name of the child the payment is for

e Amount is the payment amount

e Fees is the fee amount payable by the child’s parents

Each of the columns in the search results is sortable. Clicking on a column header will sort
the column in ascending (alphabetical or numerical) order on the text in the column.
Clicking on the same column header subsequent times will toggle the sort order between
ascending and descending order.
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4.3 Provider Messages Screen

The Provider Messages screen is a new page that has been added to the Provider Portal
that is used to view messages generated by the system with information for a provider.
This page appears under the Provider activity and access to it is controlled using the role
based security built into the Provider Portal.

Provider Messages

Provider: Happy Thyme Day Care (Albany) -
Start Date: 4292012 [
End Date: sPe2012
Messages To Display: | AllMessagses -
All Messages

Unread Mes=ages
Read Mes=sages

— Search Results:

View.. = Unsubmitied Attendance | 4M0/2012 | Robert Mchall | Delets. .
View . | Unsubmitied Atendance = 4/12/2012 | RobertMcNall | Delets
View . | Unsubmitted Atendance Delete
View.. | Unsubmitted Atendance leta,.,
View . | Relumned Attendance lete

The controls at the top of the screen are used to select the range of messages to display for
a selected provider. These are:

The Provider is the standard Provider Portal provider selector control used to select
the provider who is the recipient of the messages. If the current user is linked to
more than one provider, the Provider selector control is used to view messages for
the selected provider.
The Start Date and End Date controls are the standard Provider Portal date
controls and are used to specify the date range for the messages to display.
e The Messages To Display dropdown list box contains a list of all possible message
status values to use in the search and includes the following items:

o All Messages

o Unread Messages

o Read Messages
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The Messages to Display setting defaults to All Messages.

The Search button is used to search for all messages generated for the selected provider
and status that intersects the date range entered. If no messages are found, a warning
message is displayed to the user.

The Clear button is used to reset all search criteria to the default values and remove any
previous search results from the screen.

When a message search is executed and results matching the search criteria are found, the
following columns are displayed in the search results data grid for each payment:

e View is a link button used to display message details (described below).

e Title is the message title.

e Date Read is the date the message details were first read. This field is blank if the
message details have not been read.

¢ Read By is hame of the person that first read the message details. This field is
blank if the message details have not been read.

e Delete link is used to delete a provider message you no longer want to be recorded
within the Provider Portal.

Each of the columns in the search results is sortable. Clicking on a column header will sort
in ascending order on the text in the column. Clicking on the same column header
subsequent times will toggle the sort order between ascending and descending order.

When the View link button next to any message in the search results is clicked, details of
the message are displayed in a modal popup window. An example of a message details is
as follows:

Message Details

Date Message Read:
Message Read By:

Title: Unsubmitted Attendance

Text: You have not submitted attendancea for a billing cycle that
ended three or more days ago.

The popup window displays the following details about each message:

e Date Message Read is the date the message details were first read. This field is
blank if the message was not previously read.
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¢ Message Read By is hame of the person that first read the message details. This
field is blank if the message was not previously read.

e Title is the message title
e Text contains the text (content) of the message

The Okay button is used to close the Message Details window. If the message is being read
for the first time, the message is updated to indicate that the current user first read the

message today.
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4.4 Provider Rates Screen

The Provider Rates screen is a new page that has been added to the Provider Portal that is
used to view the provider rates used to calculate payments for children receiving care.

AT ORI Provider Rates

Languagefdioma JRCRg

Quick Links Provider: A Child's Delight (Albany) -

Home

My Documents Rate Type: Standard hd

Reports Rates Effective: 02/01/2012 »

Attendance

Enter

Submit Rates:

Exceptions

Provider nde hru thru

Payments Regular After Hours Reqular After Hours Regular After Hours Regular After Hours

Messages Hourly

Rates Rates §5.00 $5.00 $5.00 §5.00 $5.00 $5.00 §5.00 §5.00
;’EIQIEDSEY §10.00 $10.00 $10.00 $10.00 $10.00 §10.00 $10.00 $10.00
Daily Rates §20.00 $20.00 $20.00 $20.00 $20.00 §20.00 $20.00 $20.00
Weekly

§75.00 $75.00 $75.00 $75.00 $75.00 §75.00 $75.00 $75.00

Rates

The controls at the top of the screen are used to select which rates to display. These are:

e The Provider is the standard Provider Portal provider selector control used to select
the provider to display rates. If the current user is linked to more than one provider,
the Provider selector control is used to view rates for the selected provider.

e The Rate Type dropdown list box is used to select the type of rate to be viewed.

e The Rates Effective dropdown list box is used to select the date the providers rates
were effective. This list box is filled in reverse chronological order with all of the
rates used by the selected provider in CCTA.
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4.5 Provider Cases Screen

The Provider Cases screen is a new page that has been added to the Provider Portal that is
used to view case details for all authorized children as of a specified date.

% KinderConnect Provider Cases : °
Language/idioma m
Quick Links Provider: A Child's Delight (Albany) ¥
Home

Cases Active As OF:  2/4/2012 G|

My Documents

Reports ——— ———

Attendance — Search Results:

Enter

Suormit “Family Fee - “FECEective “Recer Date |

Exceptions Alvarez,Renaldo 02/01M12 - 053112

) Alvarez 21445 §20.00 | 120012011 | DA3I2012 |y S 0142 - 0513412

Provider

Payments Davis 91443 §45.00 | 12(15/2011 | 01132012 | Davis Jeremy 1111511 - 05/31/12

Messages Phelps William 02/01M12 - 05/31112

Rates Phelps 21445 $0.00 | 10/01/2011 | 01/13/2012 | Phelps Bobby 02/01/12 - 05/31/12

Caces Phelps,Samantha 02/01112 - 05/3112
Williams 85449 §65.00 | 01/03/2012 | 0132012 | Williams Tyrone 10/11/41 - 05/31/12

The controls at the top of the screen are used to select which rates to display. These are:

e The Provider is the standard Provider Portal provider selector control used to select
the provider to display cases. If the current user is linked to more than one provider,
the Provider selector control is used to view cases for the selected provider.

e The Cases Active As Of date control is used to select the date to use for
determining which children to display.

e The Search button is used to search for and display cases effective as of the date
entered.

e The Clear button is used to clear the search results.

When a case search is executed and results matching the search criteria entered by the user
are found, the following columns are displayed in the search results data grid for each case:

¢ Family Name is the name of the family to which the child belongs in CCTA.

e Case Number is the CCTA case number.

¢ Family Fee is the family fee for the case.

e Fee Effective is the date the family fee became effective.

¢ Recert Date is the case recertification date.

e Children column displays the list of all children in the family scheduled at the
provider and the dates they are authorized to receive care.
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4.6 Enter Attendance Screen

The Enter Attendance screen is an existing page in the Provider Portal that provider users
access in order to enter attendance for children receiving care. This screen has been
updated with various user interface enhancements designed to optimize screen layout and
reduce the amount of scrolling, particularly for users with smaller screens.

% KinderConnect Enter Attendance " . .
Language/ldioma
Quick Links Provider: A Child's Delight (Albany) =
Home
Display: Al Children hd
My Documents Py
Reports [“Save | Cancel |
Attendance 1 1 1
Enter |ii 1125201 £ | cniarenonpage: 2 -|| e apcoEFeHIKLMNOPORSTUYWRYZ | ‘
Submit
Exceptions ("R Wame  WOnGay 120~ TueSday 1128 | VUeanesday 1150 | THUrSAay A2 | FAday 12 Samirday 125 | Sunday1zA |
. In: Out: In: Out: In: Out: In: Out: In Out: In Out: In Out:
Provider ?':Ei’;‘ske”"'
Payments H'm':s 000
Messages :
Rates Absent Absent Absent Absent Absent Absent Absent
Sohed: y;‘rggg Seheal | oo y;rynugg seheal | o Y;;ryﬂlgg seneal | o Y;;ryﬂl;g seheal | oo );s;r\,ﬂl;g seheal | oo );s;r\,ﬂl;g seneal | oo };s;r\,ﬂl;g Scheal

[ Transportation [ Transportation [ Transportation [ Transportation [ Transportation [l Transportation [Tl Transportation

Note Note Nete Nete Nete Nete Nete

Collins, Bud In: out: In: out: In: out: In: out: In out: In out In out
1172009
Hours: 0:00

Absent Absent Absent Absent Absent Absent Absent

- - - - - - -
 Varying: Schoal  Varying: Schoal  Varying: Schoal  Varying: Schoal Varying: Schoal Varying: Schoal Varying: Schoal

Sehed: 56 00) Sched: 55 00) Sched: o5.00) Sched: o500) Sched: o500) Sched: o500) Sched: oe00)

] Transportation ] Transportation ] Transportation [“] Transpartation [“] Transpartation [“ITranspartation [“ITranspartation

Not= Not= Nat= Nats Nats Nots Nots

e The Children On Page dropdown specifies the number of children (rows) displayed
on each page of the attendance grid.

e The Find list of links enables the user to jump to the page containing children’s last
name starting with the selected letter of the alphabet.

e The controls in each attendance cell have been rearranged to reduce the width and
height of each cell, allowing a week to fit horizontally on smaller screens with no
horizontal scrolling.

e The Provider Portal now retains the top-most controls and column headings on the
screen while attendance detail scrolls off the page.

e The Provider Portal now uses a new calendar popup that minimizes mouse clicks
when selecting dates. Clicking on the Calendar icon to the right of the date field
brings up a Calendar, allowing the user to select a date.

NY CCTA Phase II A Change Descriptions - 37



New York State Office of Children and Family Services (OCFS)

Child Care Time and Attendance Project

4.7 Submit Attendance Screen

The Submit Attendance screen is an existing page in the Provider Portal that is used to
submit attendance data to the CCTA system for payment. This screen has been updated to
add the ability to send alerts to payment technicians and to recall submitted attendance.
The following changes have been made to this screen:

ysie

Submit Attendance e
Provider: Amy's Provider Select ==

Reqgion: -

Eﬂmmmwww
Edifl | Mote | W/1/2012 413002012 Onondaga (36) 0 | Exceptions
Editf | Mote | |3/1/2012 33112012 Onondaga (36) 1 0 | Exceplions
Edifl | Mote | j2M1/2012 212912012 Onondaga (36) 1 0 | Exceptions
Editf | Mote | 1/1/2012 1312012 Onondaga (36) 1 0 | Exceptions
Ediff | Mote | [12/1/2011 12/31/2011 | Onondaga (36) " 0 | Exceptions
Ediff | Mote | [11/1/2011 1143002011 | Onondaga (36) i 0 | Exceptions
Ediff | Mote | [10/M1/2011 10031/2011 | Onondaga (36) " 0 | Exceptions
Ediff | Mote | |9/1/2011 9/30/2011 Onondaga (36) i 0 | Exceplions
Edifj | Mote | [8/M1/2011 8131201 Onondaga (36) 9 0 | Exceptions
Ediff | Mote | [7/1/2011 713142011 Onondaga (36) 9 0 | Exceplions
Edilj | Mote | |5/1/2011 BI31201 Onondaga (36) 8 0 | Exceptions
Ediff | Mote | 4/1/2011 413042011 Onondaga (36) 16 0 | Exceplions
Ediff | Mote | |3/1/2011 331201 Onondaga (36) 16 0 | Exceptions
Ediff | Mote | 21/2011 212812011 Onondaga (36) 16 0 | Exceplions
Ediff | Mote | P1/1/2011 131201 Onondaga (36) 16 0 | Exceptions

A Note column containing a link button has been added to the billing cycle list on the main
Submit Attendance screen. When this link button is clicked, the Note popup screen is
displayed as follows:

Payment Note (Albany): 2/1/2012 - 2/29/2012

Note: We were closed on 2/13 for president's day and did not provide care for any -
children on that day.
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The Note popup is used by providers to send alerts to the payment technicians assigned to
each child receiving care during the selected billing cycle. When the Save button is clicked,
an alert is generated and placed in each payment technician’s alert queue with the text
entered by the user and the billing cycle date range for the selected cycle. The Cancel
button clears all text entered in the note field and closes the popup.

The Attendance Cycle popup screen on the Attendance Submit screen has been modified
to allow users to recall submitted attendance if it has not been viewed or processed by local
district staff.

' Attendance Cycle (Albany): 2/1/2012 - 2/29/2012

| Attendance Not Yet Submitted:

T amE OIS~ ADSEHCSE ST |~ Reumed By | “Retres oF

[] Submit | Blair, Bonita 160 1 | Ready Bales, Steffie 02/01/2012 Attendance
Carmichael, Wallie 132 4 | Incomplete Attendance
[] Submit | Davidson, Aubrey 211 3 | Ready Attendance
[7] Submit | Eckert, Daisy 131 2 | Ready Attendance
[] Submit | Fuentes, Carlos 160 1 | Ready Attendance
McBean, Edward 132 4 | Incomplete Aftendance

| Attendance Previously Submitted:

L

[[|Recan | Acama, Cydia 158 2 | Submitted Jones, Cassie 02/01/2012 Aftendance...
Barnes, James 155 1 | Processed Jones, Cassie 02/01/2012 Attendance...
Chelsea, Wendy 164 2 | Processed Jones, Cassie 020112012 Attendance...
[ Recall Fung, Judy 133 1 | Submitted Jones, Cassie 02/01/2012 Attendance...
[CIRecall Galvez, Stevie 174 1 | Submitted Jones, Cassie 02/01/2012 Aftendance...

|

The screen has been modified to split children into two separate grids. The first grid,
Attendance Not Yet Submitted, contains a list of all children with attendance that has not
yet been submitted to CCTA for payment. The following columns are displayed for each
child in the grid:

e Submit checkbox which is used to select the children whose attendance is to be
submitted (the checkbox is not displayed if the attendance is not ready to be
submitted)

e Child Name

¢ Hours of attendance

e Absences in this billing cycle

e Status contains one of the following values:

o Ready indicates that the attendance does not have any exceptions and is
ready to be submitted
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o Incomplete indicates that the attendance for this child must be corrected on
the Attendance screen before it can be submitted

¢ Returned By is the name of the person who returned the attendance back to the
provider for further editing (this column is blank if the attendance has not been
returned)

¢ Returned On is the date the attendance was returned back to the provider for
further editing (this column is blank if the attendance has not been returned)

e Attendance link to jump to the Attendance Screen for this child and billing cycle.

The second grid, Attendance Previously Submitted, contains a list of children for whom
the attendance has been submitted in this billing cycle. The following columns are displayed
for each child in this grid:

e Recall checkbox which is used to recall attendance for a child for further editing (the
checkbox is not displayed if the attendance is being processed in CCTA)
e Child Name
¢ Hours of attendance
e Absences in this billing cycle
e Status contains one of the following values:
o Submitted indicates that the submitted attendance for this child is not yet
being processed in CCTA and can be recalled for further editing
o Processed indicates that the submitted attendance for this child is currently
being processed in CCTA and cannot be recalled
e Submitted By is the name of the person who submitted the attendance
e Submitted On is the date the attendance was returned submitted
e Attendance link to jump to the Attendance Screen for this child and billing cycle
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4.8 Site Settings Screen

The Site Settings screen is an existing page in the Provider Portal that is used by the
System Administrator to configure site settings used by the application. This screen has
been updated to add the Enable In/Out Times for Absences setting. When this box is
checked, the system will require Time In and Time Out values on days when a child is
absent. This means that providers need to enter times that correspond to when the child
was scheduled to be in attendance in order for attendance to be submitted. This also applies
for Holidays, Program Closures, etc, assuming the district pays for these types of absences.
This setting is statewide, not district/provider specific, and will be set upon deployment.
NOTE - this section will not be included in the document sent to providers.
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% KinderConnect

Site Settings

Quick Links
Home

Admin

Site Settings
Permissions
Error Log

Operator
Search
Detail

My Documents
Documents
Reports

Print Queue

Attendance
Enter

Submit
Exceptions

Provider
Search
Detail
Payments
Messages
Rates

Children
Search
Detail

Sponsor
Search
Detail
Account

Devices
Search

Detail

Global Settings
Import and Export

[ —
— Site Settings:

Languageildioma

Required fields are marked with %

Site Name: *
User Forgets Password - Number to call: *
User Forgets Password - Email Address: *
User does not have an account - Number to call:*

User does not have an account - Email Address:*

Minimum Password Length: *
Minimum Number of Digits in Password: *
Logon Retry Count: *
Absence Limit: *

Timesheet Filename:

Print watermark on reports:

Mew York KinderConnect Develop site
(555) 451-5286

help@anynet.com

(555) 857-5623

help@anynet.com

7

* TmeshestrCG

Kinder Connect Home Screen hlessage.

Kinder Connect Spanish Home Screen Message:

Client Portal Home Screen Message:

Client Portal Spanish Home Screen Message

Login Page Spanish Disclosure Message:

Aftendance Submission Disclosure Message:

Attendance Submission Spanish Disclosure

Message.

Enable Self Registation

Redgister User Settings:

.

able home screen message!  ~
A short, reasonable home screen message! :
A short, reasonable home screen message! t
A short, reasonable home screen message! :

WARNING: This system and all data accessed =
through & are confidential and proprietary to the
State of New York. Access s imted to
authorized users, employees and legally
designated agents, and ONLY for authorized
purposes. Under no circumstances should

/BoldStartYou are not required to submit your &
attendance data electronically/BoldEnd. If you
prefer, you can cick the Cancel button below
and submit your attendance data on the paper
attendance forms provided to you by your
Local Social Services District. If you do not

Ho necesta someter la asistencia -
electronicamente. Si prefiere, puede presionar
¢l botén Cancelar que aparece debajo y
someter los datos de asistencia en los
formularios que proporcionados por su Distrito
Local de Servicios Sociales. Sino tiene los

Foreign Key Label.
Verification Code Label:

Page Instructions

* Forsign Key
* "
Verification Code
* Pleass get your Foreign Key and Verffication  ~

code from your provider contact before
proceeding with your registration
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