CYMS TRAINING GUIDE

CT6-A05 - ACTIVITY SETUP

Updated Apr 04
Creating a CDC/SA Class
1 Go To Files > Activity > Activity Maintenance.

I CYMS Rel 9.5a3g File Maintenance 12/02/2003 CYS
Func Global Activity Eadlity Pass POS Rental Court System Golf CYS
Activity Maintenance

Aoty Numb|Description |T_l,lpe |SubT5Jpe |Categor_l,l |Waiver Letter|8tatus |F'releq No| ~

" godTo0 1783 FO ) e | ] Ros =
900102 1783 - FD (Tod) coc Active
900103 1783 - FD [PS] coc Active
00107 1783 - FO [P coC Active
300108 1783 - FD [Pr2) coc Active
900143 Aliamanu Hrly Meal Pst coc Active
900163 1782- PDPS-3 3.5 HiPS) coc Active
300200 900 - FD {Inf] coC Active
900202 900 - FD [Tad) coc Active
900203 900 - FD [PS) coc Active
900207 900 - FD [P1] coc Active
300208 900 - FO [Fr2) coC Active
900253 900 - PDPSE [PS) coc Active
900263 900 - PDPS3 [PS) coc Active

~
£ >
After Record Update Reposition Browser By: *  Cunrent Record " Next Record
Add Change Delete Search Clone Imp/Exp Exit

2 Click Add. You will continue to the Core Information screen.

Il CYMS Rel 9.5a3g File Maintenance 12/02/2003
Func Global Activity Faclity Pass POS Rental Court System Golf C¥5S

@ Core Information : allii

Aty Number | Clazs Diescription
Pit Desc Clazs Status o ("
Soundex Credits Given Tao Each Participant

Acty Type -I v
Aoty SubType -I B
Category -I
M aiver Lbr -I
Frereq Sty -I
Day Care Fes Group -I |

TeleTrac Param _I
| | |

Hext | Done | LCancel |

Enter the ACTIVITY NUMBER to update...
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Hint: Use the Tab key to move from field to field.

Explanation of the important fields on this screen:

Activity Number - There is a very specific numbering scheme that should be used whenever possible.
If you don't know how to assign a number to your program, call VSI for assistance. In this example, you
will create a full day infant class: 900000.

Class Description - Enter a description in the following format: <building number> - <program type>
(<age group>). For example: 1234 - FD (Inf).

Prt Description - This field will be filled in automatically from the Class Description. You may need to
edit it since the print description is shorter than the class description.

Class Status - You will almost always select Active. Ask yourself, "Do I want to be able to enroll kids
into this class?” If the answer is yes, make it active.

Actv Type - Right-click in this field and select the appropriate activity type. This is a key Annual
Report field.

Category - Right-click in this field and select the appropriate category, if applicable.
Allow Installment Billing - This option must be selected.

Your screen should look similar to the following:

B CYMS Rel 9.5a3g File Maintenance 12/02/2003  CYS =1E3
Func Global Activity Faclity Pass PO5 Rental Court System Golf CY5
Q@ Core Information @ CrMS Information

Aty Mumber 00000 Clazz Degcription |'I 234 -FD [Inf)

Prt Desc 1234 - FD [Inf) Class Stabus * Active  Inactive

Soundex Credits Given To Each Participant

Aty Type I Child Development Cente v dllovy Inztalment Biling?

Acty SubType -I Mot Selected |

Categomy -I Mot Selected
i aiver Lir -I Mot Selected

Prereq Aot -I Mat Selected

Day Care Fee Group -I Mot Selected [ DayCare Clazs?
TeleTrac Param _I Mot Selected
Sectionz | Reszerve Facilityl Change Status |
Mext | Dione | LCancel |

Enter a TYPE DESCRIPTION used to group like activities together

3 Click Next to continue to the CYMS Information screen.
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Bl CYMS Rel 9.5a3g File Maintenance 12/02/2003
Func Global Activity Faclity Pass POS Rental Court System Golf C¥5S

@ Core Information @ CYMS Information

CY'S Prog Type _I Mot Selected

[ Use C¥S Rate Calculations?

Add x>
[ Link TaAn FCC Provider?
[ Include In Multi Child/Class Fee Calculation? ¢ Del
Desc

Cv'S Default Instalment Bill Freq
o WM week ( Biwesk [ Month ( Ob

Sections Done | LCancel |

Enter the CY¥S PROGRAM TYPE if applicable [FULL, B&5, etc)

Explanation of the important fields on this screen:

CYS Prog Type - Right-click in this field and select the appropriate program type. In this example, you
are creating a full day infant class, so you will select FULLDAY.

Note: The CYMS program type is very important for two reasons: 1) In conjunction with a household's
income level, the program type tells the system what rate to charge; 2) The program type is used in
creating the waitlist during the Search For Care process.

Use Cys Rate Calculations? - This option should always be selected. This tells the system to use the
CYS Rate Maintenance screen to determine the rate the household will be charged.

Include In Multi Child/Multi Class Fee Calculation? - This option should always be selected, except
for camps. This makes it possible for the system to automatically calculate fee discounts for
households that have more than one child enrolled in programs or one child enrolled in more than one
program.

CYS Default Installment Bill Freq - This determines how often you will be charging customers that
enroll in this class. Weekly = every Monday; Bi-weekly = twice per month (the 1°" and the 15™ of the
month); Monthly = once per month (the 15 of the month). The billing frequency is not the same as how
often a customer pays.

CYS Age Groups - Link the proper age group. In this example, you are setting up a full day infant class,
so you will link 1-INF by highlighting it in the Available column and clicking Add>>. The Age Group link
is a key component to the wait list sorting properly.

Your screen should look similar to the following:
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I CYMS Rel 9.5a3g File Maintenance 12/02/2003
Func Global Activity Fadlity Pass POS Rental Court System Golf CYS

@ Core Information

Cv'S Prog Type  [REMEBEYY T FullDay Care

[w Usze Cv'S Rate Calculations™
[ Link Takn FCC Provider?
[w Include In kulti Child/Clazs Fee Calculation?

Cv'S Default Installment Bill Freg
MM Wweek ™ Biwesk © Month Gk

Sections Done LCancel

4 Click Sections and then click Yes to add a section.
In this example, each section will be a full day infant classroom in building 1234.

B CYMS Rel 9.5a3g File Maintenance 12/02/2003 cYs CEX
Func Global Activity Facility Pass POS Rental Court System Golf CYS
=> 1234 - FD (Inf) - Section Detail
@ Corel @ Core 2 @ Comments @ Feec @ Finarce @ wehiTele

Section Spec Desc Sec Status

Fac Type _I Mot Azzigned Gender Opt _:‘

Fac Loc _I Not Azzigned Lattery Opt _:‘

Fac Id _I Mot Aszigned Fizv Mumber

Beg Date _I Bieg Time Fac Fieg Res Beg _I
End Date _I End Time 0 Feg Res End _I

Meet Days [ [ ' ' B i ' Fes Time Beg

o [ I N R -~
N N N N . e

Enroliment Links M/F Time Beg
Keyword Search
Mest | LCancel |

Explanation of the important fields on this screen:

Section - If this is your first classroom under this activity, enter O (zero one). The next infant
classrooms in this building would be 02, 03, etc.

Spec Desc - Enter a description in the following format: <building number> - <room name or number>
<program type> (<age group>). For example, 1234 - Gir FD (Inf). This is an important field—it is the
description the clerk will see when enrolling a child into this class.
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Fac Id - Right-click in this field and select the room where the class will be held. The Fac Type, Fac
Loc, and Fac Id fields will fill in when the facility is selected.

Beg Date/End Date - Since child care is ongoing, you will typically use a date range of today's date
through 12/31/2099. However, if you are setting up a camp, you need to make this the exact week the
camp is being held. For example, if section 01 represents week 1 of your summer camp, the exact week
should be entered here: 7/7/03-7/11/03. Section 02 (week 2) would be 7/14/03-7/18/03.

Beg Time/End Time - Enter the center's open and close time.

Meet Days - Select only the days of the week this class is held. Failure to toggle the correct days will
cause the system to prorate customer fees incorrectly.

Holidays - Do NOT enter holidays—your fee policy already takes holidays into account. Adding holidays
here will cause the system to prorate customer's fees incorrectly.

Your screen should look similar to this:

I CYMS Rel 9.5a3h File Maintenance 12/03/2003
Func Global Activity Faclity Pass POS5 Rental Court System Golf CYS

900000- ==> 1234 - FD (Inf) - Section Detail
© Coel @ Coe 2 % Comments i Fees ¥ Finance W Web/Tele

Section m Spec Dezc |‘| 234 - Gir FD [Inf] Sec Statuz

I Child Dew Center Gender Opt

Fac Type

Fac Loc 1 Bldg 1234 Lattery Opt Wormal Oy

Fac Id I ¢ Girsite Bldg 1234 Fisw Murber u

BegDate 8t BegTime 0600 Fac  OneFac

End Date T EndTime [12:00 © Mult Fac Reg Res End _I
teet Days rilv Tue Iv Wed Iv Thulv Fri | Sat | Sun Count Fes Time Beg  |00:00

voidss R s O : NN WRER: eohRies [E
e —

Enrallment Links |'? /R Time Beg |00:00
Kepword Search | Sel Today| All Taday |
Mext | Done Inztructars Eacilities LCancel |

“YES=Class Meets On This Day NO=No Class On This Day

5 Click Next to continue to the Core 2 screen.
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B CYMS Rel 9.5a3h File Maintenance 12/03/2003  CYS (=[]

Func Global Activity Fadlity Pass POS Rental Court System Golf CYS

900000-01 === 1234 - FD (Inf) - Section Detail
® Core 1 QO Care 2 @ Comments [ @ Finance

Beainning &0e [ 0.0 Beginning Grade 0.00 Aging Date 3
Ending Age 99.00 Ending Grade 93.00 [Date Uzed To Calculate Ages)

FiirnLirn Cout ID— I ax Res Cournt ’D— Res Enrollzd ’D—
tl awinnurn Count ID— I aw M/R Count ’D— MN/R Enrallzd ’D—
tlawinnurn a"List Crit ID— Slots Available ’D— Tatal Enralled ’D—

“Waiting Caunt ’D—

[ Al mge Overide [v Allow Fesident Feg Date Overide

[v v Grade Overide v Allow Non-Fes Reg Date Dveride [ Child Care &ctivity

[ Allaws Gender Overrides [ n

[ Allow Resident Count Overide [ Require Manual Fee Calculation? [ Record Visit Attendance

[ Allow Mon-Fesident Count Owveride [ Require Current Pass Membership [ Prorate Fees By Class Count

[v sl M asiriurn Count Overide Pass Types Huestion Group _1
Hext Daone | Instructors | Facilities LCancel |

Enter the MINIMUM ENROLLMENT AGE for this section

Explanation of the important fields on this screen:

Beginning Age/Ending Age - Enter the age range for this classroom. If you are setting up an infant
room, the range would be .70 (approximately 6 weeks) thru .99.

Aging Date - This field should be left blank. If there is a date in this field, tab to it and press F8 to
clear the field.

Maximum Count - The maximum number of kids allowed in this classroom. If this is a room that is split
between infants and pre-toddlers, etc., and you are setting up the infant side of the room, enter the
maximum number of infants in this field.

Require Current Pass Membership - This option must be selected since all children need valid passes
to be entered into a class.

Child Care Activity - This option must be selected; it allows a child care statement to be printed at
the end of the year.

Prorate Fees By Class Count - This option must be selected for CDC and SA classes. For Camps, this
option will not be selected.

Your screen should look similar to the following:
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B CYMS Rel 9.5a3h File Maintenance 12/04/2003 CYS
Func Global Activity Fadlity Pass POS Rental Court System Golf CYS

900000-01 ==> 1234 - FD (Inf) - Section Detail

i@ Core 1 Q Core 2 @ Comments i@ Fees @ Finance
Beqinning Age 0o Beqirning Grade 0.00 Aging Date _ 1
Ending Age 043 Ending Grade 99.00 [Date Used To Calculate Ages|

Firirnurn ot ’D— tdax Fes Count ’8— Res Ennalled ’D—
td awirum Count ,8— tdax AR Count ,8— /R Enrolled ,D—
Pl awirnurn W Lizt Crt ,D— Slots Available ,8— Tatal Enralled ,D—

W aiting Count ’D—

v Allow Age Override v Allow Resident Reg D ate Override

v Allowe Grade Dverride v Allow Mon-Fes Reg D ate Override [v Child Care Activity

¥ Allow Gender Override B B

[ &llow Rezsident Count Overide [™ Require Manual Fee Calculation? [" Record Yisit Attendance

[ Allaw Mon-Resident Count Override [v Require Curent Pazs Membership v iProrate Fees By Class Count

v Allave M aximum Court Override Pass Types (uestion Group _I

Mext Done | Inztructars | Eacilities LCancel |

“ES=Prorate Fees By Class NO=Charge Full Amount

6 Click Next to continue to the Comments screen.

B CYMS Rel 9.5a3h File Maintenance 12/04/2003
Func Global Activity Faclity Pass PO5 Rental Court System Golf CY5

900000-01 === 1234 - FD (ll‘lf} - Section Detail
i Core 1 W Core 2 & Comments i Fees ¥ Finance o Web/Tele

Comment Code _I Mot Azzigned

Mizc Comments

110

1=

Brochure Code _I Mot Assigned View

Brch Camments

dl ) ©

Maint Code _I Mok dgsigred Wiz

Mairt Comments

Tickler Code _I Mok gsigred [ Auto Digplay Tickler in DF Wiew

Tickler Crnts |

Hest | Done | Instructors Facilities LCancel |

Enter the COMMENT CODE that you want printed on forms

A Comment Code can be created to provide customers generic information about a group of classes.
This information will print on the customer’s enrollment receipt. For example, you want to create a fee
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policy comment code—FPOL. This comment code would be linked to all of your classes and it would
remind parents that they are required to pay twice per month to avoid incurring a late payment fee,
efc.

Misc Comments can be created to provide customers specific information about one class. For
example, if you are setting up an infant room, you may wish o remind parents that diapers are not
provided by the center.

7 Add a Comment Code and/or Misc Comments, if applicable.
8 Click Next to continue to the Fees screen.

Il CYMS Rel 9.5a3h File Maintenance 12/04/2003
Func Global Activity Faclity Pass POS Rental Court System Golf CYS

900000-01 === 1234 - FD (Inf) - Section Detail

P Coe 1 @ Core 2 @ Comments i Fees @ Finance @ Web/Tele
BillCode Diezcription Amount Count  Reg Fee Codes Do Ine Web Dnddfter
D roesies | oo | Jooo v N N
BN 1 ot fssigned 0.00 000 N | e v N N
B vocoie | oo | Jooo v N N R
B ¢ hot pssigned 0.00 000 N | e [ N N
B ¢ ot Assigned 0.00 000 N |t v N N
B 1 ot Assigned 0.00 000 v |t [ N N
B ¢ ot Assigned 0.00 000 N |t v N N
B vocsized | oo | Jooo (v
BN ¢ Mot pssigned 0.00 000 N |t v N N
Late Fee Amount To Azsess Begin Azsezsing Late Fee On _I
Late Fee Line Mumber [7 Charge Late Fee Mult Times If Unpaid Billing

Hesit | Done | Instructors | Facilities | Cancel |
Enter the BILL CODE associated with this fee

Bill codes are linked to general ledger accounts and cost centers. When a customer enrolls into this
class, the bill code is linked o the enrollment; payments made against the enrollment will be directed
to the proper general ledger account and cost center.

Note: If the bill code that gets linked here is connected to the wrong cost center, customer payments
will post to the wrong cost center.

9 Right-click in the BillCode field on the first row and select the appropriate bill code for
the type of class you are creating.

10 Right-click in the BillCode field on the second row and select the appropriate late bill code
for the type of class you are creating.

Your screen should look similar to the following:
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Il CYMS Rel 9.5a3h File Maintenance 12/04/2003 CYS
Func Global Activity FEaclity Pass POS Rental Court System Golf CYS

900000-01 ==> 1234 - FD (Inf) - Section Detail

@ Core 1 @ Core 2 @ Comments ¥ Fees ¥ Finance W Web/Tele
BilCode Description Amaunt Count Feqg Fee Codes Dzc Inz Vst Ondbfer
EEI ¢ AMF - Ful Day Care 0.0 oo v v
[EIM ¢ AMF-FD Late PrtFe | 0.00 TN TR
B ¢ ot Assigned .00 co0 v NN
B ¢ ot Assigned .00 co0 v NN
B ¢ ot Assigned .00 co0 v NN
B ¢ ot Assigned .00 co0 v NN
B ¢ ot Assigned .00 co0 v NN
B ¢ ot Assigned .00 co0 v NN
B ¢ ot Assigned .00 co0 v NN
Late Fee Amount To Aszess Begin Azsessing Late Fee On _I
Late Fee Line Mumber [ Charge Late Fee Mult Times |f Unpaid EBiling

Mext | Done | Instructors | Facilities | LCancel |
Enter the BILL CODE associated with this fee

11 Click Done to save your changes.

I CYMS Rel 9.5a3h File Maintenance 12/04/2003 CYS

Func Global Activity Facility Pass POS Rental Court System Golf CYS
900000 === 1234 - FD (Inf) - Section Listing

Sec|Spec Print Desc BegDate | EndDate [Beg Time|End Time| Statuz  |Maw Cnt|Tat Enroll|Res Enralljida

£ >

After Recard Update Repozition Browser By: + Current Becord " Mext Becord

Add LChange Delete Beserve Facility <<[lasz List Exit

Note: In this example, if you had another infant classroom at this location you would click Add and
repeat steps 4 through 11.

If, however, you have other classrooms (e.g., pre-tod rooms, toddler rooms, etc.) you would click
<<Class List and then click Add to create a hew Activity number and repeat steps 1 through 11.
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