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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 
 

 

Name Date Reason for Changes Version 

Christine Dexter 05/31/2012 Incorporated feedback from districts. 
Draft ready for distribution. 

7.0 
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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.  
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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. 
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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: 

• 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. 
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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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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.  
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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.  
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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: 
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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: 

• 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. 
 

 
• 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. 
 

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

• 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.  

 

• 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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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. 

 

 
o It includes 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.  

 
o It includes the following controls: 

 Payment Status 

 Provider 

 Provider Type 

 Family Name 

 Case Number 

 Billing Period 

 Payment Characteristics 
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• A new section for Provider Rates has been added.  

 
• It includes the following controls: 

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

o 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. 

o The Provider Rates grid lists the selected provider rates. 

• A new section for RMR Rates has been added.  

 
• It has the following controls: 

o The Show RMR checkbox toggles the section on or off. 

o 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. 

o The RMR grid lists the selected rates. 
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• 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. 

 

 
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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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. 
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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. 
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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.  
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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. 
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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. 

 
 

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. 

 
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: 

• 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. 

• 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. 
• The Audit button will display a popup containing a list of changes that were made to 

the special needs RMR table over time. 
• 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.  

 
The Rates grid includes the following columns: 

• Under 1½ (years) has sub-columns with textboxes for Regular and After Hours 
amounts. 

• 1½ 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.  

• 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. 

 
 

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 not

  

 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: 

• 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. 
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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: 

• 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. 
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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: 

• 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. 
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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: 
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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 
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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. 
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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. 

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

 

• 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. 

• 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.  

• 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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• Payment ID is the CCTA payment ID 
• Status is the current status of the payment in CCTA 
• Status Date is the date the status of the payment last changed 
• Period Start Date is the starting date of the billing cycle for the payment  
• 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 
• Child Name is the name of the child the payment is for 
• Amount is the payment amount 
• 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. 

 
 

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.   

• 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: 

 
• View is a link button used to display message details (described below). 
• Title is the message title. 
• 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 name of the person that first read the message details.  This field is 

blank if the message details have not been read. 
• 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: 

 
 

The popup window displays the following details about each message: 

 
• 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 name of the person that first read the message details.  This 
field is blank if the message was not previously read. 

• Title is the message title 
• 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. 

 

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

 

• 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. 

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

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

 
• 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. 

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

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

• 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. 
• Case Number is the CCTA case number. 
• Family Fee is the family fee for the case. 
• Fee Effective is the date the family fee became effective. 
• Recert Date is the case recertification date. 
• 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.  

 
 

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

• 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.   

• 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. 

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

• 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. 
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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: 

 
 
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: 
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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. 
 

 
 
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: 
 

• 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) 

• Child Name 
• Hours of attendance 
• Absences in this billing cycle 
• 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) 

• 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: 
 

• 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) 

• Child Name 
• Hours of attendance 
• Absences in this billing cycle 
• 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  

• Submitted By is the name of the person who submitted the attendance  
• Submitted On is the date the attendance was returned submitted 
• 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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