
 

 

                             

                                                                                   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7

An Equal Opportunity Employer 

 

New York State 

Office for Children and Family Services 

 

 

 

 

Child Care Time and Attendance System 

 

Phase IV Misc Enhancements User Guide 

Version 2.0 

September 17, 2014 

 

  New York State 

 

Office of 

Children & Family 

Services 

 

www.ocfs.state.ny.us 

 

 

 

 

Andrew M. Cuomo 

Governor 

 

Sheila J. Poole 

Acting 
Commissioner 

 

 

 

 

 

 

 

Capital View Office 
Park 

52 Washington Street 

Rensselaer, NY 12144 

 



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

Child Care Time and Attendance Project 

 

Kinder Track and Kinder Connect User Guide for CCTA Phase IV Changes - 2   

 

Contents 

1 Introduction ......................................................................................................... 3 

2 KinderTrack Enhancements .................................................................................... 4 

2.1 Family Search Page ....................................................................................... 4 

2.2 Family Need Reasons Page ............................................................................. 5 

2.3 Family Schedule Page .................................................................................... 6 

2.4 Search for Web Submittal Providers ................................................................ 8 

2.5 Provider Summary Screen .............................................................................. 9 

2.6 Dropdown Behavior ..................................................................................... 10 

2.7 Provider Transfer ........................................................................................ 10 

2.8 Payment Page Options ................................................................................. 11 

2.9 Payment Notes ........................................................................................... 12 

2.10 CCFS Number Required ............................................................................... 14 

2.11 CSOS Status Message on Home Screen ......................................................... 14 

3 KinderConnect Enhancements .............................................................................. 15 

3.1 Utility to Correct Attendance ........................................................................ 15 

3.2 Dropdown Behavior ..................................................................................... 17 

3.3 Reports ..................................................................................................... 17 

3.4 Child Record not Ready to Submit ................................................................. 18 

 



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

Child Care Time and Attendance Project 

 

Kinder Track and Kinder Connect User Guide for CCTA Phase IV Changes - 3   

 

 

Revision History 

Name Date Reason for Changes Version 
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Rob Hops 9/17/2014 Updates based on feedback 2.0 

 

 

1 Introduction 

This User Guide describes Phase IV Misc Enhancement 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 this Phase IV release. 
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2 KinderTrack Enhancements 

2.1 Family Search Page 

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

families in the system.  The Recertification Date search criteria field has been replaced 

with Recertification Start Date and Recertification End Date. The system will find any 

cases with a Recertification Date on or within this date range.   

 

Screen Mockup 
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2.2 Family Need Reasons Page 

The Family Need Reasons page is an existing page in KinderTrack that is used to create 

and edit need records.  The following new controls have been added: 

 A new Max Hours per Day control has been added. It defines the maximum of 

hours in a day for varying needs.  

 A new Travel Days control has been added. It defines the maximum number of 

travel days for varying schedules. 

Travel time is now a “per way” entry for both set and varying schedules. For example 

entering 30 minutes will add 30 minutes each way to the number of hours or time of the 

need reason. See section 2.3 for an explanation of how travel time is used when creating a 

schedule from the need reason.  

Screen Mockup 
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2.3 Family Schedule Page 

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

edit schedules. The following changes have been made: 

The text of WPI 2080 has been modified to say “School Hours without a calendar will result 

in no authorization and zero dollar payments”. It fires upon saving a schedule, if only School 

Hours have been entered but no School Calendar has been selected. 

Total Daily and Total Weekly hours have been added to the Non-School and School week 

displays. They are calculated and updated based on the entered time in and out pairs when 

a schedule is saved. 

Screen Mockup 

 

Copy From Needs popup 

The Copy From Needs button opens a popup window allowing users to create a schedule 

based on the parent needs. 

The following new controls have been added to the needs grid in the Copy From Needs 

popup window: 

 Varying Schedule: This new checkbox filters the list of needs and also defines what 

type schedule gets created. If checked, the list of needs only shows varying needs. If 

unchecked, the list only shows fixed needs. 

 The following columns have been added to the needs grid: 

o Hours per Day: This new column shows the maximum hours per day as 

defined on the Needs page. 

o Hours per Week: This new column shows the maximum hours per week as 

defined on the Needs page. 

o Travel Time: This column shows the travel time as defined on the Needs 

page. 



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

Child Care Time and Attendance Project 

 

Kinder Track and Kinder Connect User Guide for CCTA Phase IV Changes - 7   

 

o Travel Days: This column shows the number of travel days per week as 

defined on the Needs page. 

 Max Hours per Day: This control is only visible for varying schedules/needs. It gets 

populated with the Hours per Day of the selected varying need that has the most 

hours per week. It includes the travel time. For example: 

o Hours per Day = 08:00 

o Travel Time = 00:30 

o ____________________ 

o Results in Max Hours per Day = 09:00 (08:00 + (00:30 x2)) 

 Max Hours per Week: This control is only visible for varying schedules/needs. It 

gets populated with the Hours per Week of the selected varying need with the most 

hours per week. It includes the travel time and travel days. For example:  

o Hours per Week = 40:00,  

o Travel Time = 00:30 

o Travel Days = 5 

o ---------------------------- 

o Results in Max Hours per Week = 45:00 (40:00 + 5 x 00:30 x 2) 

Screen Mockup 

Copy From Needs popup window: 
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2.4 Search for Web Submittal Providers 

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

providers in the system.   

A new search criteria Web Submittal has been added. The following options are available: 

 Select All: The search will return all web submittal providers and all providers using 

paper timesheets. 

 Yes: The search will return all web submittal providers. 

 No: The search will return all providers using paper timesheets. 

 

Screen Mockup 
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2.5 Provider Summary Screen 

The Provider Summary page is an existing page in KinderTrack that is used to view a 

summary list of information for a provider.  The Type of Care section has been renamed to 

Profiles and includes the following columns: 

 Profile: Name of the currently active profile. Clicking the name navigates to the 

Profile page. 

 Type of Care: Name of the type of care (modality). Clicking it navigates to the Type 

of care page. 

 Type of care date range: Date range the type of care is active. 

 Rate Type: Name of the rate type. 

A provider could have multiple profiles and a profile could have multiple rate types. This 

new Profiles section lists all profiles for the provider, the type of care associated with the 

profile and the rate types currently active. 

Screen Mockup 
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2.6 Dropdown Behavior 

The current KinderTrack system displays a blank record at the top of every dropdown list 

box that is an implied “Select All” records.  This is not always intuitive to operators so the 

blank entry will be replaced with the text “Select All” to make it clear about exactly what is 

being selected in the dropdown. 

 

 

2.7 Provider Transfer 

The Provider Transfer page is an existing page in KinderTrack that is used to transfer 

schedules from one provider to another. The ID of the provider has been added to the 

Provider dropdown.  

Screen Mockup 
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2.8 Payment Page Options 

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

edit payments.  

The page has been modified so that it remembers the state of the following checkboxes 

when the user navigates between pages. It also remembers the state between sessions if 

the user clicks the Logout button. 

 Show Details 

 Show Authorizations 

 Show Notes 

 Show Attendance 

 Show Payment Summary 

This screen appears under the Payment activity and access to it is controlled using the role 

based security built into KinderTrack. 

Screen Mockup 
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2.9 Payment Notes 

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

create and edit family and provider notes. A new End Date has been added to both pages 

and is visible if the selected note type is Payment.  

The Payment page has been modified so it filters payment notes by payment period. 

Screen Mockup 

Family Notes: 
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Provider Notes: 

 

Payment page: 
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2.10 CCFS Number Required 

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

schedules.   

A new WPI ‘CCFS ID of the provider is blank’ has been added to the Schedule page. It 

fires when the user attempts to save a schedule at a provider with a blank CCFS ID. In 

order to get past this WPI, a CCFS ID will have to be entered for this provider on the 

Provider page. 

 

2.11 CSOS Status Message on Home Screen 

The Home page is an existing page in KinderTrack that is displayed once a user logs in to 

the system. This page has a section that is used to display messages to users that login. 

Currently, this screen is updated manually every week day to show the status of the CSOS 

import.  

A new section will be added to the screen that will automatically be updated based on the 

CSOS import job e-mail.  

The section will list: 

Date: <<Date of Import>> 

Services: <<Latest Services File Date>> 

Non-Services <<Latest Non-Services File Date>> 

Screen Mockup 
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3 KinderConnect Enhancements 

 

3.1 Utility to Correct Attendance 

The Submit Attendance screen is an existing page in KinderConnect that is used to submit 

attendance data to the CCTA system for payment and to recall attendance for further 

editing.  This screen has been updated to allow providers to fill in any missing attendance 

data (missing a time in, a time out, or a time in/out pair on an absence) in a new popup 

screen, eliminating the need to jump back and forth between the Enter Attendance screen 

and the Submit Attendance screen.  This will reduce the time needed to supplement any 

missing data and should clearly identify what data is missing. 

This screen appears under the Attendance activity and access to it is controlled using the 

role based security built into KinderConnect. 

 

Screen Mockup 
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Page Description 

The following changes have been made to this screen: 

The popup screen displayed when clicking the Submit link button has been modified to add 

a new column Correct containing a link button that is displayed when attendance for a child 

cannot be submitted due to missing data.  If there is no missing data for a child, the 

Correct button is not displayed.  An example of the updated screen is as follows: 

 

When the Correct link button is clicked, a new popup screen is display that allows the user 

to fill in the missing data for each day in the selected cycle that is not complete.  An 

example of this screen is as follows: 

 

The user can fill in all of the missing data in this screen without having to navigate to the 

Enter Attendance screen to fill it in.  After the data has been entered and the Save button 

is clicked, the data is updated and the user is returned to the previous screen where 

attendance for the child can be submitted.  Clicking the Cancel button returns the user to 

the previous screen with no changes to any attendance data. 
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3.2 Dropdown Behavior 

The current KinderConnect system currently displays a blank record at the top of every 

dropdown list box that is an implied “Select All” records.  This is not always intuitive to 

operators so the blank entry will be replaced with the text “Select All” to make it clear about 

exactly what is being selected in the dropdown. 

 

Screen Mockup 

The following example shows what the Select All option will look like in a dropdown list box 

throughout the system: 

 

 

3.3 Reports 

The report launch dialog box in the system does not display any kind of a description on 

what data is displayed for a selected report.  Text has been added to the report launch 

parameter screen that displays a brief description of what the report does. 

 

 

Screen Mockup 
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3.4 Child Record not Ready to Submit 

When a child’s attendance record is not ready to be submitted, the incomplete status text is 

displayed in red.  In order to further highlight that the child record is not ready for 

submittal, all of the text for that record will be displayed in red. 

Screen Mockup 

 

 


