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KinderTrack Phase II B and Phase III A Enhancements 

 

1.1 Purpose 

This Software Design Document (SDD) describes Phase II B and Phase III A changes and 

enhancements to the version of KinderTrack deployed for the State of New York, Office of 

Children and Family Services, Child Care Time and Attendance system. Items in this 

document address changes in functionality, screens or new items. For a complete list of 

items in the release, please also review the Release Notes.    

 

1.2 Module Scope 

This SDD describes the functionality of changes and enhancements identified by the State 

and end user community to KinderTrack, including screen mockups and a description of how 

the affected portions of the system are used. 

 

1.3 Intended Audience 

The intended audience of this document is the State’s core team members, all District 

project managers, and users of the KinderTrack system.   

 

1.4 Standard Conventions 

This document uses male pronouns, such as “he” and “him,” for gender non-specific 

references to improve readability by avoiding “he/she” and “his/her” combinations. 

Verbs appear in simple, present tense, except where future or past tense is needed to 

explain an operation. 

 

1.5 References 

1.5.1 Proposal for CCTA Services – Phase II – Rev F., February 10, 2012 

1.5.2 Proposal for CCTA Services – Phase III – Rev E., October 24, 2012 
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1.6 Pages and Displays 

1.6.1 Family and Provider Alerts Batch Processing 

The Family and Provider Alerts pages are existing pages in KinderTrack that are used to 

view and process family and provider alerts. These pages have been updated to include a 

way to batch process alerts.  

The following changes have been made: 

 The radio buttons to select a single alert have been replaced with check 

boxes. These allow a user to select, process, reset, snooze and delete 

multiple alerts at the same time. 

These screens appear under the Family and Provider activities and access to them is 

controlled using the role based security built into KinderTrack. 

Screen Mockup 

The Family Alerts and Provider Alerts pages are very similar. This example shows the Family 

Alerts page: 
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1.6.2 Eligibility Calculator (Scratchpad) 

The Eligibility Calculator is a new page in KinderTrack, under the Family section, that is used 

to quickly determine the income eligibility of a family without having to create a family 

record. It calculates the eligibility based on family size, income, effective date and eligibility 

levels configured in the current district.  

It has the following controls: 

 Effective Date: This is a required field. The date entered is used to get the 

eligibility levels in the district (configured in Admin – Eligibility Levels). 

 Family Size: This is a required field. The value entered is used for eligibility 

determination. 

 Wages, Alimony, Child Support, Other: Monthly Incomes used for 

eligibility determination. The $ buttons next to each control open the monthly 

income worksheet already in use on the Family – Income page. 

 Calculate: This button calculates the monthly and yearly incomes based on 

the entered incomes and populates the Eligibility data grid. 

 Monthly, Yearly Incomes: Calculated monthly and yearly incomes based on 

Wages, Alimony, Child Support and Other incomes. 

 Eligibility: Data grid listing eligibilities and fees in the current district. 

Screen Mockup 
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1.6.3 Payment/Timesheet Search  

The Payment Search page is an existing page in KinderTrack that is used to search for 

payments. 

The following changes have been made: 

 General: 

o The Timesheet Search page has been merged with the Payment Search 

page. This allows users to find timesheets and payments in a single search 

without having to switch between pages. The search results list the payment 

if it already exists for a period/child/provider, otherwise it lists the timesheet. 

o A Total Payment Amount label has been added. It shows the sum of the 

payment amounts of all payments returned in the search. It gets updated 

every time the payment search page is loaded. 

 Search criteria: 

o The Family ID has been added. 

o A Print Status multi-selector control has been added. Options are ‘Not 

Printed’ and, ‘Printed’ and both. 

o A Schedule Type multi-selector has been added. Options are ‘Fixed’, 

‘Varying’ and both. 

o The Payment ID has been replaced with a Payment/Timesheet ID control. 

o A Web Submittal drop-down control has been added. 

 Search results data grid: 

o A Payment column has been added. It shows the payment amount or blank if 

the payment has not been calculated yet. 

o The Payment ID column has been replaced with an ID column. It shows 

timesheet and payment IDs. 

o The search results grid has been modified to always reflect the latest data. 

This prevents the user from having to do a new search after calculating a 

payment on the payment page and returning to the search page. The grid will 

now always reflect the latest payment status and payment amount. 

o A Web Submittal column has been added. It indicates whether the provider 

is a web submittal provider with a ‘Yes’ or [blank] for No. 

o A Web Submittal Date column has been added. It shows the web 

submission date for web submittals. It shows no date for records that have 

not been submitted via the web. 
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Screen Mockup  
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1.6.4 Reassign Case Worker 

The Reassign Case Worker page is an existing page in KinderTrack that is used to reassign 

family workers, provider workers and payment technicians in batches.  

The following changes have been made: 

 The Edit, Save and Cancel buttons have been replaced with Refresh and 

Reassign buttons.  

 The Transfer Types have been renamed to Family – Worker, Provider – 

Worker and Provider – Payment Technician. 

 A Status selector has been added. Once the Transfer Type has been selected, 

the Status selector will be populated with the appropriate statuses for either 

families or providers.  

 The data grid has been enhanced with the following: 

o Sorting by column has been added. 

o Paging has been fixed. The page size can be configured in the new 

grid options dialog. The current page index is being remembered when 

moving to a different page and returning to the Reassign Case Worker 

page. 

o The ID and Case # fields have been turned into hyperlinks. Clicking 

them opens the Family Summary page for the Family Worker transfer 

type and the Provider Summary page for Provider Worker and Provider 

Payment Technician transfer types. 

o Status column has been added. 

o Selections on multiple pages are now remembered. They are also 

remembered when moving to a different page and returning to the 

Reassign Case Worker page. 
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Screen Mockup  
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1.6.5 Payment Page 

The Payment page is an existing page in KinderTrack that is used to enter attendance and 

edit payments. This page has been modified with the following changes: 

 The following attendance grid filters have been added: 

o Show Scheduled Hours: Toggles the scheduled hours display in the 

attendance grid on or off.  

o Show Scheduled Days Only (already exists in version 4.1.0): Toggles 

the not scheduled days on or off. 

o Show Weekly Totals: Toggles the weekly total rows on or off. 

 New Weekly Total rows have been added after each week in the attendance 

grid. The following fields are shown: 

o Family Fee: Total family fees for this child, in this payment, for the week. 

o Normal Hours: Total normal hours in the week. 

o After Hours: Total after hours in the week. 

o Provider Amount: Provider amount for the week. 

o RMR Amount: Regional market rate amount of the week. 

o Calculated: Calculated payment amount of the week. 

o Split Week Amount: The calculated payment amount of partial weeks 

that are not part of the currently selected payment. 

 After each day, there is a new field Total Hours Attended / Claimed.  

 The Payment Override Note has been replaced with a Payment Note. It is 

always visible and editable regardless of the override status of the payment. 

 A new section Authorizations has been added. It contains a data grid listing all 

active authorizations of the family during the payment period. It has the following 

columns: 

o Fees: Yes, or No. Indicates fee assignment on that schedule. 

o Child: Name of the child. 

o Provider: Name of the provider. 

o Start: Start date of the authorization. 

o End: End date of the authorization. 

 

 

 

 

 



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

Child Care Time and Attendance Project 

 

KinderTrack Phase II B and Phase III A User Guide for NY Time and Attendance - 12   

 

Screen Mockup  

The following screen shows the new Authorizations section between the Details and Notes 

sections: 
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The following screens show the attendance grid with various filter settings: 

Attendance grid with the least amount of data (Show Scheduled Hours = off, Show 

Scheduled Days Only = on, Show Weekly Totals = off): 

 

 

Attendance grid with scheduled days and weekly totals (Show Scheduled Hours = off, Show 

Scheduled Days Only = on, Show Weekly Totals = on): 
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Attendance grid with scheduled days, scheduled hours and weekly totals (Show Scheduled 

Hours = on, Show Scheduled Days Only = on, Show Weekly Totals = on): 
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1.6.6 Additional Payment Page 

The Additional Payment page is an existing page in KinderTrack that is used to create an 

additional payment tied to an existing childcare payment. This page has been modified with 

the following changes: 

 Added a Details section to the page. This section shows the information for the 

childcare payment that this additional payment is being created for. 

 

Screen Mockup 
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1.6.7 Need Reasons 

The concept of how the system wide list of Need Reasons is used has been changed: 

 The system wide list can no longer be edited by everybody who has permissions to 

the Admin – Tables page. The Need Reasons table is now only visible and editable if 

the operator has the Sys Admin operator role flag. 

 A new Need Reason multi selector has been added to the Admin – District 

Settings page. This allows districts to choose the need reasons they want to be 

available on the Family – Needs page. 

Screen Mockup 
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1.6.8 Schedule Page 

The Schedule page is an existing page in KinderTrack that is used to create childcare 

schedule. This page has been modified with the following changes: 

 Added a Show All checkbox next to the list of schedule dropdown. By default, this 

box is not checked, and the list will contain only schedules that are currently active, 

or active in the future. Checking the box will show all, including past expired, 

schedules. 

 Added a pop up message upon saving a schedule; “Do you wish to navigate to the 

Notice page now?” Clicking OK brings the user to the Notice page. Clicking Cancel 

keeps the user on the current page. 

Screen Mockup 

This is an example with the Show All checkbox checked: 

 

 

This is an example with the Show All checkbox unchecked: 
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Pop Up Notification After Saving  
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1.6.9 Summary Page 

The Summary page is an existing page in KinderTrack that is used to display a summary of 

case details on one screen. This page has been modified with the following changes: 

 Added the authorization state of schedules. 

Screen Mockup 
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1.6.10 Reports Print Queue 

The Print Queue page is an existing page in KinderTrack that is used to search for and 

print Timesheets, Child Schedule Forms or Recertification notices. This page has been 

modified with the following changes: 

 For Timesheets ONLY, added the ability to print Avery 5160, 5161 and 5162 address 

labels for providers. 

Screen Mockup 

 

In this scenario, labels would be printed for the three providers listed. 
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1.6.11 Additional Fees 

The Additional Fees page is an existing page in KinderTrack that is used to configure the 

collection of additional family fees.  

The following changes have been made: 

 A drop-down Type has been added. It lets the user define the type of 

additional fees that need to be collected from the family. The following 

options are available: 

o Court Ordered Fee. Used for court ordered fees. This option is always 

available. 

o [Recoupments]. A list of other recoupments defined by the District in 

Admin – Tables – Additional Fees.  

 A multi-selector Children has been added. It lists all children of the current 

family. 

 A new multi-selector Providers has been added. It lists all providers the 

family is associated with as of any date. This allows you to assign fees to a 

child plus provider combination 

 A new textbox Priority has been added. It defines the priority for each 

additional fee if multiple fees need to be collected from a family. Normal 

family share is collected first, Court Ordered Fees are always collected 

second. The Priority defines the order in which all other recoupments are 

collected. The Priority is a number between 1 and 99. 1 is the highest priority. 

This screen appears under the Family activity and access is controlled using the role based 

security built into KinderTrack. 

Screen Mockup 
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Assessing additional fees works like normal fees. If a fee is assigned to multiple children, 

the total amount will be assessed to the first child processed, and any remaining amount for 

the week will be assessed on the next child processed. One important distinction in the 

screen shot above. The fee for Ben is $10 a week, and will be assessed only on Ben at “A 

New Broome”. The fee for Eddie and Freddie combined is a total of $30 a week, and will be 

assessed for Eddie or Freddie (or both depending on the cost of care) at “Broome DC1”. If 

the court order was written as $30 a week for Eddie and $30 a week for Freddie, a separate 

Court Ordered fee would need to be setup, similar to the way Ben is setup. 

 

 

 

 



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

Child Care Time and Attendance Project 

 

KinderTrack Phase II B and Phase III A User Guide for NY Time and Attendance - 23   

 

1.6.12 Notice Page 

The Notice page is an existing page in KinderTrack that is used to generate all types of 

notices.  

The following changes have been made to the standard Notice page (excluding Onondaga’s 

custom notice): 

 Versioning has been added. The page now supports revisions. Existing Notices can 

be viewed and reprinted in the old format. New Notices are created, saved, viewed 

and printed using the new format. This versioning infra-structure supports future 

revisions as well. 

 A Family Name textbox has been added. It defaults to the Family Name of the 

current family. It can be modified before the notice is saved. 

 An Approval Notice can now be created without schedules. This allows districts to 

send families a notice which can be shown to providers proving that the family is 

eligible for subsidy. There are rules for determining which children will show up on 

the Notice Screen: 

1. Family is not in Open status and none of the children have schedules that 

intersect the notice effective date: Show all the children in the grid. 

2. Family is not in Open status and some of the children have schedules and 

some don’t: Show only the scheduled children. 

3. Family is Open status (via a notice created under #1) and none of the 

children have schedules: Show no children. 

4. Family is Open status (via a notice created under #1) and some children now 

have schedules: Show only the scheduled children. 

 A Family Share Date control has been added to Approval and Change Benefits 

notices. It allows the user to set a date for the family share to be different from the 

effective date of the notice action. The Family Share amount is now calculated as of 

the Family Share Date. When creating a notice, the Family Share Date defaults to 

the Notice Effective Date the user enters. 

 A Reason multi-selector has been added to the Change Benefits notice with the 

following options: 

o Change in Authorization 

o Change in Provider 

o Change in Income  

o Change in Family Size 

o HH Comp Change 

o Child Aged Out 

o Other 

 A Reason drop-down has been added to the Discontinue notice with the following 

options: 

o Over Income 

o Programmatically Ineligible 
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o Insufficient or Inadequate Documentation 

o Due to Insufficient Funding 

o Other 

 The Reason Text textbox on the Discontinue notice is now hidden unless the 

selected reason in the new Reason drop-down is Other. 

 The Comments have been removed from the Change Benefits notice. 

 Two new options have been added to the Reason drop-down on the Denial notice: 

o Due to insufficient funding the district is not opening cases at this time. 

o Due to insufficient funding the district is only able to open cases up to “x” of 

the state income standard  for a family size of” x”. Your income is “x". 

 The Stop Benefits Date has been removed from the Discontinue notice. 

 An Additional Fees data grid has been added to the Approval and Change 

Benefits notices. It lists all additional fees effective on the notice date. 

 The ability to print a Provider Copy of a notice has been removed. Based on the 

action taken, users will have the ability to print a Provider Authorization form, or a 

Provider Cancellation letter. 

This screen appears under the Family activity and access is controlled using the role based 

security built into KinderTrack. 

 

Screen Mockup 

Approval: 
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Change Benefits: 

 

 

Denial: 
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Discontinue: 

 

 

A new section, Show Effective Dates, has been added to the Notice page. When this box 

is checked, this section will display the current and future effective dates for the following: 

 

 Family  

 Parents 

 Children 

 Income 

 Eligibility 
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1.7 Reports 

1.7.1 Payment Details Report 

This report returns payment detail information all payments that were paid within the 

operator’s district for the date range specified when run from the Reports\Payment page. 

The report returns payment detail information for payments selected by the operator in the 

payment grid on the Payment\Search, Family\Payments and or the Provider\Payments 

page. The report is also launched from the Payment\Summary page for the selected 

payment for the operator. In this version of the report new features were added so that the 

user would have visual cues for specific payment scenarios and payment components that 

occur in the KT4 system while processing payments. Report now displays red text elements 

when payments are overridden, contain a split week from a previous payment, are an 

adjustment, or an additional payment. 

The following screen shots show examples in different situations: 

Split Week 
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Overridden 
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Adjustment 
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1.7.2 Attendance Sheet 

The following modifications have been made to the Attendance Sheet: 

 Shaded weekend days. 

 Removed the Other Fees field – it was not used by any district. 

 Added a disclaimer, provided by OCFS, above the Parent Signature line stating: 

o "I have reviewed the time and attendance and attest to its accuracy. I swear 

and/or affirm under the penalties of perjury that the information to be given 

to the social service district is correct." 

 Reduced the width of the TI/TO boxes. 

 Renamed the Total Hours column “Total Hours/Comments”. 

 Added the child age, as of the start date of the attendance sheet, next to the Date of 

Birth. 
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1.7.3 Family Summary Report 

This new report will list all the active authorizations for the District as of the effective date 

of the report and the fees assigned with their respective effective dates. 

Business Rules: 

 Retrieves all of the active authorizations within the District specified as of the 

Effective Date based on the notice effective date. 

 Return the Start and End Date of the authorization as the AuthPeriodStart and 

AuthPeriodEnd. 

 Return the Family Share Effective Date that is stored with the notice for that 

authorization. 

 Return the Family Case Worker as of the Effective Date of the report. 

 The report can be run for certain or all operators. 

 The report can be run for certain or all programs. 

 Vendor Number is based on whether or not the pay to parent flag is set on the 

schedule, if it is then the family vendor number is displayed. If not the provider 

vendor number is displayed. 
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1.7.4 Payment Pre-Export Report 

This new report replaces the Pre-Export option of the BICS Export report. The report can be 

run for payments in either an Authorized or Paid status. In addition, the report now displays 

payments that will not upload, and a reason why. This allows districts to run the report and 

potentially correct any issues before actually uploading.  

In order to determine which CCTA payments will not be uploaded, the report needs to 

compare CCTA payments with BICS paylines; the same process that the export routine 

uses. The report will identify five situations that would cause the payment not to export. 

These are displayed in a field on the report as an Error Code: 

 

01 – No Payline for Vendor 

 For the payment period, there are no vouchers in the BICS file for the vendor 

number associated with the payment. 

02 – No Payline for Vendor, Case # 



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

Child Care Time and Attendance Project 

 

KinderTrack Phase II B and Phase III A User Guide for NY Time and Attendance - 36   

 

 For the payment period, there is a voucher in the BICS file for the vendor 

associated with the payment, but none of the paylines in the voucher contain 

the case number associated with the payment. 

03 – No Payline for Vendor, Case #, Child CIN # 

 For the payment period, there is a voucher in the BICS file for the vendor 

associated with the payment, and there are paylines in the voucher that 

contain the case number, but none of the paylines contain the child CIN # 

associated with the payment. 

04 – Payline exists but does not match Paid Days 

 There is a payline that matches vendor, case and child CIN #, but there are 

paid days in the CCTA payment that are outside the payline date range. For 

example 4/1 – 4/5 are Paid Days in the CCTA payment, but the payline dates 

are 4/8 – 4/30.  

05 – Payline already exported 

 Once payments are uploaded to a voucher, CCTA cannot upload to that 

voucher again. If the payment meets all other criteria for being uploaded, but 

the voucher has already been uploaded to, it will show this error code.  

 

Due to the complexity of testing this report, Controltec has used the Staging environment 

which contains real payment and payline data. Because of that, there is no screen shot of 

the report with actual data. Below is a screen shot of the header information.  

 


