CYMS TRAINING GUIDE

CT6-A08 - STAFF MODULE

Updated Apr 04

THE PROCESS:

1)

2)
3)
3)
4)
HINTS:
1)
2)

3)
4)

5)

6)
7)

This module is to be used by Managers, Admin/Operations staff, TACS/TAPS -- all
individuals responsible for personnel actions, administrative actions, training and
recognition of staff, volunteers and contractors.

First step = add a new record

Then -- complete basic information screens (during deskside orientation, if possible)
Regularly use the "Button Screens” for daily tracking/recordkeeping

Use reports for recurring and annual data requirements

Use upper and lower case capitalization for all entries - this makes data easier to
read. DO NOT use all caps - they take up too much space.

Picklists can be accessed by right-clicking in the green field or clicking in the
green field and pressing the F9 key.

The easiest way to select a picklist item is to double click it.

If it looks like you have lost part of your pick list, hit the space bar to "refresh”
the list and go back to the top.

Use the Tab key to advance to the next field instead of the mouse. If you tab too
far, you can use Shift + Tab to go to the previous field.

To clear contents from a date field, use the F8 key.

To get quickly to a name in the browser, start typing the last name. You do not have
to use the scroll bars.

-- ‘--

*®° PATH: FILES - CYS - STAFF MODULE  *“=°

i CYMS Rel 9.4a90 File Maintenance 1241042003 -3l x|
Func Global Activity Faciity Pass POS Rental Court System CY'S
Staff Maintenance
Staff 1D |5taff Name Address City/5t/Zip Hon «

ACOSTME Acost, Nena 456 Military Road Mililani, HI 95723 (208

AGBAY M Agbay, Victor 4545 Brown Steet Pearl City. HI 96782 808

AHORM ME Ahorn, Mary BE7 Main Street Fahuku, HI 96731 |08

BIKEN.CL |Akens, Clarise 7ES Northside ‘wahiawa, HI 36788 208

AEAMU AL Akamu, Alice 111 MeMilian Drive Mililari, HI 96783 o028

LLa0ER | Alao, Erin 455 5o.Jackson Aiea, HI 96701 808

ALMELKR | Almeida, Karen B, EE Reston Way Wwahiawa, HI 95786 |08

AMARAST Amara, Steven 988 Main Street ‘wahiawa, HI 96785 808

AMOER.GF Anders, Grace 993 Southside Lane Honoluly, HI 96786 o028

4 »

[~ Include Inactive Staff In Browser? Fepoziion By Curent Record ¢ Mest Record
Admin Action I Funding/Benefits | Background | Credential/E val | Floom Yisits I Biint I
Aszignments I Comments | Medical | Training | Fiecognition I Diata Transter I

Load Std Codes |
Add I Change I Delete | Search I Clone I Imp/Exp | Exit I
4
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1. Main Browser Screen ‘

a. From this screen, you can add new employees, volunteers or contractors (see detailed
instructions below). Or ...

b. You can work with existing staff:

1) Highlight/double click the name to go to the three core information screens (or
highlight the name and click the button at the bottom of the screen).

2) Highlight the name and then click one of the buttons in the middle of the screen
(Admin Action, Funding/Benefits, Comments, Background, Medical, etc) to use
the daily processing screens hiding behind these buttons.

c. If aname does not show up on the browser list, try clicking the "Include Inactive Staff
in Browser?” button. They might have been given a “resigned” status on the first core
screen.

2. Adding a New Staff Member - Core Information Screen

a. On the Main Browser Screen, click the button to get to the Core Info screen.

+ CYMS Rel 9.4a9 File Maintenance 1241042003 _ 10l x|
Func Global Activity Facilty Pasz POS  Rental Cout  Swestem C¥S
Q Core Info W Emergency

Skaff D ABRAHSU Soc Sec Humber
Drate Staff Hired
ISusan tbraham Lazt Evaluation/tppraizal Date
|1 23 Main Street Service Computation [ ate
I Staff Perzon Date of Birth
[wahiawa [HI " [96788
Country  [US& Email | Frimary Location Schofield COC (DS)
Home Phone IBDB 234-5678 Pay Flan Cv'PA Employes
Pay Grade Grade 4 [Payband 1.
Statuz O Active O LWOP " Resigned Pay &ssignment Child Development ©
Appt (o Full € Pat  Flex (' Seasonal Job Series Job Seriez 1702
=0 4-CLIBAN [Cuban) Job Title CYPA - Lead
Mext | Done I Lancel |
|Enterthe S0C SEC NO or TAX ID NO for this provider 4

b. Staff ID:

1) Type the first five letters of the last name, a comma and the first two letters
of the first name with no spaces. (e.g. Mary Smith = SMITH,MA). We want to
keep the codes standard so data can be shared between installations.
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2) If alast name is shorter than 5 letters, fill in all of the available 8 spaces with
extra letters from the first name Karen Rowe = ROWE KAR).

3) If you have two staff with similar first/last names, you may have fo get creative
(e.g. Mary Smith and Martha J. Smith = SMITH,MA and SMITHMJ). Each staff
member must have a unique code.

Social Security Number:

1) This is an optional field. If you want to keep social security numbers (SSN) in
another location, that is your choice.

2) Toenter a SSN, just type the numbers. You do not need to put in the dashes.
Name and Address:

1) First name goes in the first blank. Last name goes in the second (larger) blank. Do
not use all caps.

2) Enter Address, City, State, Zip, Email, Home Phone. You can overwrite any
default template information that carries into the screen.

Status: (key annual report information)

1) Active - Current employee

2) LWOP (Leave Without Pay) - Employee is not currently working, but is still on your
payroll.

3) Resigned - This makes the individual inactive. The name will not show on the
browser unless you click the "Include Inactive Staff" toggle.

Appointment: (key annual report information)

1) Choose the appropriate category: Full Time, Part Time, Flex, Seasonal
2) Be sure to update these fields when appointment or status changes!

Ethnicity: (key information for the Boys & Girls Club annual report)

1) Choose the closest match.

2) This list came from the 2000 U.S. Census document. It gives some common ethnic
choices and then a general "other” for each category (e.g. Cuban, Mexican, Puerto
Rican, Other Spanish/Hispanic/Latin)

3) Note #7 "Multi Racial/Other (Not Listed Above)" which may apply in many
situations.

Dates: (administrative data for local use)

1) Date Staff Hired (take from personnel action)
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2) Last Evaluation/Appraisal Date (leading to a monitoring report)

3) Service Computation Date (should be on CPO paperwork - when did they start
working for the government)

4) Staff Person Date of Birth (optional field leading to a birthday report)

i. Position: (key annual report information)

1) Primary Location:

¢ This field lets you limit the number of names shown in the Main Browser. It
does not necessarily mean “this is the building where this person works" - it
means "I want all of the people with this location to be seen in one grouping.”

¢ By coding a TACS/TAPS or Manager's login to match the Primary Location, we
can make it so they can only see and access the files of their own staff,
contractors, volunteers (anyone who has the same location identified in this
field). If you have questions or need assistance call CYS or VSI.

¢ Logins of overall administrative people (CYS Coordinator, Program Ops
Specialist, etc) or dual-hatted individuals are usually not restricted by Primary
Location. These people can see all staff files.

2) Pay Plan: Choose the appropriate listing (CC, 6S, W6, etc) - this should match the
personnel action.

3) Pay Grade:
¢ Inconjunction with the Pay Plan, choose the appropriate pay grade (01-13).
¢ Be careful with your CC employees - Payband I is a grade 02 or 03 equivalent;
Payband IT is a grade 04 or 05 equivalent!

4) Pay Assignment: What CYS program does this person work for? (CDC, SAS. etc)

5) Job Series: Choose the appropriate listing - this should match the personnel action
(1701, 1702, etc). If the job series you need is not on the list, see your CYS
Super User fo get that series added to the list.

6) Job Title:
¢ Select the title closest to the actual function.
¢ Start typing codes to narrow down the browser list. (e.g. To find a director,
type in the letter D; assistant directors are under DA; for volunteers, type in V;
for contractors, type in CO; for CYPAs, type in CY, for specialists, type S, etc).

7) Click the button to go to the next screen.

3. Adding a New Staff Member - History Screen

a. Background Checks

1) This screen provides space to gather common information for conducting
background checks (Maiden Name, Alias, Place of Birth, Home of Record,
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Military Branch). Complete any appropriate fields. Use the blue Miscellaneous
comments box to log any additional notes or background check data.

W Core Info O Histary ® Emergency

Staff D ABRAH.SU Suzan Abrahamn

Maiden Marme IHernandez

Blizs |

¥ Previous CY5 Experience? Prev Experience I Home of Record
Military Branch -I City INew Orleans St ILA Chitry IUS.él

Schooling Level ¢ HS & Azsoc O Bach © Masters © Phd ¢ Other  College vears |f Mo Degres |2

Miscelaneous Commets

ce for additional backaground check information or any mis urself or for the file.

Hest Dore Lancel I

|Enter the COUNTRY that is considered HOME OF RECORD %

2) If the Civilian Personnel Office (CPO) initiates staff background checks, you do not
need to use these fields for staff in CYMS. They may help gather volunteer info.

Previous Experience

1) The history screen also provides space to collect information on previous work or
volunteer experience.

2) If this person has previous experience working with military child development or
youth programs (Army, Navy, Air Force, Marine Corps) where they may have
already received some standard Department of Defense training, click the box
marked "Previous CYS Experience.” The checks will be tallied for your annual
report.

3) Thereisalsoa ‘Pr‘evious Experience‘ button. If you click this button, a new screen
appears (see screen shot below) where you can enter information about previous
jobs or volunteer experience. This is not intended to be a complete resume - it is
just a place to log previous directly related experience and any other information
managers and TACS/TAPS may find helpful in working with this individual.

¢ To enter new experience, click the button. Your cursor will move to the
lower part of the screen.

¢ Right-click in the green Work Code field and select the appropriate code.

¢ Enter the military base or employer (if civilian) in the white box.

¢ Enter the employment date range in the fields on the right. (Right click in the
green date fields to make a calendar appear or type in the dates).
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Use the blue Work Detail box fo record any additional information.
When you are finished, click @ to move the data up into the browser box.

¢ To change experience already in the browser box, highlight the experience and
double click or click the button.

i CYMS Rel 9.4a9r File Maintenance 12/10/2003 =181
Func Global Activity Faciity Pasz POS FRental Courtt System CY'S
Previous Work Experience For ==> Susan Abraham
ok Code [Desciiption [Beginring Date] Ending Date [Miltany Bas= [Comments =~
A-FCCP Army FCC Provider 12/0141938  01/26/2000  Fort Knos, KY Infant/T oddle
W-COACH  Wolunteer Coach 1 10/30/2001  Lawton, O
Cither Sve CDC/Chid Experisnce 3

4

Lidd [Change [elete

‘wark Code  |[EE 1 Other Svc COCAThild Experience

Base/Empl |Ramstein Air Force Base, Germany

LLTTAREET TP 03 - Toddler Room Starting D ate

Ending Diate

OK I LCancel I

gt | g |

[Enter the ¥WORK CODE... %

¢ When you are finished adding experience, click the button to return to
the History screen and continue working on this staff member's file.

¢ Careful -- the @ button will take you all of the way out of this file and put you
back on the main browser screen.

c. If youare finished with this screen, click the button.

4. Adding a New Staff Member - Emergency Screen ‘

1 CYMS Rel 9.4a9r File Maintenance 1271142003 1ol x|
Func  Global  Activity  Facility Pass POS  RBental Court Spstern CYS
W Core Info W History O Emergency
Staff [T ABRAHSU | Susan Abraham v SpousedFam Mem of Active Milikan/DoD?
I~ Df-Duty Miitary/Dob?
Ernerg F/L Mame IE IAbraham
Unit/E rployer IHHE 21zt BM tdilitary /Dol Details
Address 1 | SocSecMo [444444444 | (If Miltay or DaD)
Addieszs 2 I bdil Status (N1 Active Duty Militar
City/StateZip ISchofield Bks IT |222222 il Branch 'y T Amy
Phone [Eoeysssees | Ew | Wil Grade
Fielationship ISpouse il Fiank Tr Sergzant
Hext I Done LCancel
Enter the FIRST NAME of this provider's sponsor &

CTG-A08 Staff Module  (Page 6 of 23)



a. The left side of this screen stores the staff member's emergency contact information.
Who do they want you to notify if they become ill or injured on the job? This could be a
spouse, relative, neighbor, etc.

b. The right side of the screen tracks whether the staff member has any military
affiliation:

1) If the individual is the spouse or family member of an active duty military or a
Department of Defense (DoD) Civilian, click the little white box to add a check
mark. This data will be tallied on your annual report.

2) If theindividual is an off-duty military or DOD civilian, click the appropriate box.
(This is often the case with volunteers, coaches, contractors, part-time employees).
This information will also be tallied on the annual report.

3) If either of these military affiliation boxes is checked, you must complete the
Military/DOD Details section. Select the appropriate information from the pick
lists on Military Status, Military Branch, Military 6rade and Military Rank.

c. You are now finished with the Core Information screens. If you click or , you
will be taken to the Main Browser screen where you can start using the buttons for
maintaining other administrative and tracking functions related to this individual.

5. General Comments on the Staff Button Screens

a. All of the buttons in the middle of the Main Browser screen lead to an administrative
function related to the highlighted staff, volunteer or contractor.

i CYM5 Rel 9.4a90 File Maintenance o =]}
Func Global Activity Facilty Pass POS5 Hental Cout System CYS
Staff Maintenance
Staff ID | Staff Name Address City/St/Zip Hon &

ACOST.ME Acost. Nena 456 Military Road Mililani. HI 96753 [80¢
AGBAT W Agbay, Wictar 4545 Brown Shreet Pearl City, HI 95782 803
AHORMN ME Ahorn, Mary BE7 Main Street K.ahuku, HI 96731 808
AIKEMCL  Aikens. Clarise 7E5 Morthside ‘wahiawa. HI 95786 808
ARAMU AL Skamu, Alice 111 MeMilian Drive Mililani, HI 96753 808
ALAOER  Alao, Erin 455 So Jackson Aisa, HI 96701 808
ALMEILKR  Almeida, Karen R. BE Reston W ay ‘wahiawa, Hl 96786 808
AMARA ST Amara, Steven 935 Main Street “wahiawa, HI 96786 308
AMNDER.GF Anders, Grace 999 Southside Lane Honalulu, HI 96786 308
4 3 I
™ Include Inactive Staff In Browser? Reposition By Curent Record ¢ Mest Record

i Admindction ) Funding/Benefits | Backgraound I Lredential/Eval | Room Yisits I Print I

Asgsignments Comments | Medical I Training | Recaognition I Drata Transfer I

Load Std Codes |
Add LChange Delete Search Clone Imp/Exp Ezit I

| 4

b. All of these button screens work basically the same way:
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1) Highlight the staff, volunteer or contractor.
2) Click on the appropriate button.
3) When the screen appears, click the button to enter new information.

4) If you want to change or update existing information, highlight what you want to
access and double click it (or click the button)

5) Right click in any green code boxes. Select the appropriate item from the picklist
by double clicking it.

6) Right click in any green date boxes to bring up a calendar - or just type in a date.
7) Use the blue boxes to enter any additional details or comments. Use discrection.
8) When you are finished, click @l to move the data back up to the browser box.

9) When you are finished with the screen, click the |< <Staff| button to return to the
previous screen.

10) Note, the button takes you all of the way out of the staff module and puts you
on the main CYMS menu screen. Oops!

6. Staff Button Screens - Admin Actions ‘

a. Highlight the staff member’s name and click the button - you will be

taken to the screen shown below.

i CYMS Rel 9.4a9¢ File Maintenance 1241142003

=l x]

Func Global Activity Facilty Pass POS  Bental Court Spstem C¥'S

Admin Actions For ==> Susan Abraham

Action Code|Description Effective Date | Through Date JAction Reasan|Comments -

DETAIL Detaled to Another Poszition 07401/2003 | 09401/2003 Dretailed to Operatior
RESIGHN Fesignaton 124142003 (124142003 P-SCHOOL Going back to schoc

-
4 *

Add I LChange Delete I
Adrin Action Code _I Effective Date _Tr
Action Reazon _I Through Date  REGERPEIENT
Detailzs/Comments
-
Ok I Lancel I

ccstatt | Eat |
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b. Use this screen to record all pertinent administrative actions for this individual. This
information (especially the reasons for resignation data) will eventually be tallied into a
turnover report for submission to higher headquarters.

c. Admin actions include things like:
¢ Merit Increases

¢ On the Spot Cash Awards
Time Off Awards

*

Details

Leave Without Pay
Extended Sick Leave
Employee Injury/Accident
Resignation

* & & o o

d. When an employee resigns (or is terminated) you must provide a standardized reason
for this action. Select these reasons from the appropriate pick list. This data will be
consolidated into an employee furnover report.

e. The reasons for action include administrative reasons (starting with the letter A-) and
personal reasons (starting with P-) including such things as:

¢ A-BGCHEK No Satisfactory Background Check
¢ A-DISCRM  Failed - Non-Discriminatory Service
A-TRNG Failed - Complete Training Rqmts

*

P-HEALTH Health Reasons

P-HOURS Hours/Schedule Not Satisfactory
P-JOBOTH Taking a Job Outside CYS
P-MATERN  Maternity Leave

P-WRONG Not the Right Job for Me

7. Staff Button Screens - Assignments ‘

Not used at this time.

8. Staff Button Screens - Funding/Benefits ‘

a. The “funding” part of this pick list provides critical information for the annual report:
How many APF, NAF, MWR USA employees and contractors!

* & & o o

b. Be sure to complete this screen and keep it current for every staff member when
changes/promotions occur.

c. The "benefits” part of the list is optional administrative information.
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i CYMS Rel 9.4a9r File Maintenance 1241142003

=101 x]

Func Global Activity Facilty Pass POS  Hental Court Sypstern CYS

Benefits For ==> Susan Abraham

-Funded Emplayee

Add I LChange Delete

Benefit Code _i

] Cancel

<< Staff Ezit

Staff Benefits Code Picklist

1

1-AFPFEMP APF-Funded Emplope:
2-MAFCON Pure MAF-Funded Contractor
2-MAFEMP Pure MAF-Funded Employes
3-USACOM MR US4-Funded Contractor
3-USAEMP MWw/R USA-Funded Emploves

44444444 --- Alzo Select Any Benefits from B elow
HEALTH Health/Medical Benefits

LIFE Life Insurance

LWCATI Leave Cat | [0-3 prz] Thr/20hrz
LWCATI Leave Cat |l [3-15 wrz] 1hr1 3hrs
LWCATIN Leave Cat [l [15+ vrs] Thr10hrs

WORKMAMNS  “warkman's Comp

¥ Reverse Scroll on Search

Select | LCancel I

9. Staff Button Screens - Comments ‘

a. The Comments screen gives open space for any general comments (kind of like a sticky
note). See screen shot below.

b. Comments can be logged and reviewed by authorized managers, admin staff and
TACS/TAPS.

c. Information from Word or other text programs can be copied and pasted into the blue
comments boxes. (Control C copies data; Control V pastes it)
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i CYMS Rel 9.4a90 File Maintenance 1241142003

=1o =]

Func Global Activity Facilty Paze POS RBental Court Swstem C¥S

Comment Update For ==> Suzan Abraham

|E0mment Datel Lser IDanef D escription =

valuatian far next mant

=B

Add LChange Delete
Comment [ ate _I Authar's User [0 -I
- -
[k I Lancel I

wstaff | Eat |
| 4
10. Staff Button Screens - Background Checks
+ CYMS Rel 9.4a90 File Maintenance 1241172003 : 10l =|

Func Global Activity Facilty Pass POS Hental Cowt Swystem C¥'S

Background Checks For ==> Susan Abraham

Background Code]Description Linked To |Statuz] Initial Date |Completion Date|Mext Due «

ADAPCP ADAPCP [Local Drug & Alcohol) 5 1140142003 1 11/415/2003 11415420

« _>l_I
Aidd | Lhange Delete

Background Code I Local Military Palice®

Date Initisted

[rate Completed _I
Mest Due Date _i

Status  * Pending

Background Detailz

" S atisfactory
oK | Cancel | " Derogatory
sttt | Bt |
|Enter any COMMENTS linked to this check... v

a. When you initiate a background check:

Click the Add button.

Select the appropriate check.

Enter the date initiated.

Change the Status to Pending.

Then click the OK button to move the data up to the browser.

* & & o o

b. Use the blue box to record details and notes about tracking the report:
¢ When did you call or write?
¢ Who did you talk to?
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What did they promise? Etc.

It is a good idea to include the name or initials of the person making the inquiry.
We suggest putting the most recent comments at the top of the blue box

Be sure to change the status back to Pending (it defaults back to Satisfactory).

* & & o

c. When the check is completed:
¢ Enter the Completed Date (we will eventually be able to run a report showing
how long it took to complete the different reports)
¢ If applicable, enter the Next Due Date (this enables you to run a report for
checks coming due or overdue)
¢ Change the status to Satisfactory

d. If CPO is completing background checks prior to employment, we suggest you log the
completion dates and next due dates so you have a system to remind CPO when they
come due again.

11.Staff Button Screens - Medical Requirements ‘

' CYMS Rel 9.4a9¢ File Maintenance 124112003 i ] |

Func Global Activity Facility Pass POS Hental Court Sestem C¥S

Medical Requirements For ==> Susan Abraham

Medical Evaluations [Annual]

07A1/2002  07A11/2003

SHOTS Immunizations

Add | LChange Delete

Medical Type Code _I
[rate Completed _I Mext Due Date _I

0] | Lancel |

<< Staff Exit

| 4

a. Use this screen to track physicals, immunizations, TB-Tine requirements, etc.

b. The template list is very global - if you need to add more specific requirements (new
shot requirements or other health-related issues), contact your CYMS Super User.

c. By entering a Next Due Date, you gain the ability to track what is coming due or what is
overdue.

12. Staff Button Screens - Credentials/Evaluations
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L CYMS Rel 9.4a9¢ File Maintenance 12A11/2003

=10l x]

Func Global Activity Facilty Paszz POS Hental Cout Swstem CY'S

Credential/Evaluations For ==> Susan Abraham

Add I LChange Delate

Credential Code _I
Credential D ate _I

]9 Lancel

<< Staff E it

a. Use this screen to track credentials earned by employees.

b. The picklist includes things such as:

¢ Child Development Associate
CDA Representative
Military School-Age Credential
NSACA Validator
SFA/CPR Instructor
Sports Academy Credential

13. Staff Button Screens - Training ‘

' CYMS Rel 9.4a9¢ File Maintenance 1241142003 - 10l x|
Func Global Activity Faciity Pass POS  Hental Court Suestern CYS

* & & o o

Training Requirements For ==> Susan Abraham

Training Code|Diescription | Due Date [Complstion Date]Logged By|Credit His| Clack Hrs| Training =
C3H#RED  Asthma [Sample] 02M16/2004 0.00 0.000
C3-54FE Mod 1: Safe (2) + Special Ne | 02/16/200412/11/2003 Cvs 200 £.00

C3IMEDIC | Diseases/Administer Medication 02/416/2004 0.00 0.00
. 0.00]

Mod 10: Guidance [2] + Specia 02/16/2004 0.00

—,  Add | Change | Delte | Ouickload |

Training Code _I Due Date _3
Completion Date _I

Training Details

Credit Hours 0.oo
Clock Hours 0.00
oK | Lancel |
gl | Bt |
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a. The picklist on this screen contains all of the major training plans. You can /narrow the
list down by typing in the first letter of the plan you want to work with:
¢ A - Annual Plan
C - Caregiving
F - Sports and Fitness
M - Management
S - School Age
T - Middle-School Teen
Note: The FCC training plan is in the FCC module. Tt uses a slightly different
coding system (numbers instead of letters).

* & 6 & o o

b. The lists for the foundation training can be further narrowed by adding a number code
along with the letter code. We'll use caregiving as our example (you can substitute an F,
S or T for the C for the other plans):

¢ C1 = Orientation

¢ C2 = Work Experience
¢ C3 = Entry Level

¢ C4 = skill Level

¢ (5 = Target Level

.

C6 = Foundation Training Complete

c. When you are meeting with an employee to initiate/review the training plan and
progress, you can jointly discuss and enter/update the requirements. This can be done
in your office (at a convenient time for the employee) - or in the classroom using a
laptop (contact us for specific instructions on importing and exporting staff data onto
laptops). The key is doing this process "with” the employee and using it as a
training/quidance session. This should not be a “dark of night" paperwork drill for a
TACS/TAPS. Pilot installations will be identified for using, testing and perfecting this
process.

d. To establish a training plan (we will use C3 - Entry Level as our example):

1) Youand the eyee agree on the date the employee officially starts this plan.

¢ Click the button

¢ Type in C3 to get to the caregiving entry level listing

¢ Highlight and double click €C3****** Entry Level Start Date

¢ You will want to anchor start date you just agreed upon - to do this, you put that

same date in both the Due Date and the Completion Date fields. (We know this
sounds a little crazy, just trust us on this one - it will make more sense when you
see how this prints out on your reports).

¢ Click @I to move the entry up into the browser box. You have now told the
computer that the TACS and the employee agreed on a start date for this level.

2) The next step is for you both o agree on a completion date - when should all of
the requirements for this level be completed?

¢ When you have this date (example 6 months from now), click the
button and a little box will appear asking you for this date:
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Due Date Update |

You can enter a due date that will be loaded

far all newly selected records or leave it blank.

Due Date _

ok I LCancel I

3) When you enter the date and click , you are taken back to the master pick list -
only this time you have the ability to multi-select requirements by using the little
gray boxes at the far left.

Staff Training Info Code Picklist x|
Code |Descri|:|li0n I 1=

[ Entry Lewel Stark D atge-ms-eeeeeeeesee

-GUIDE
HEALT

l C3-¥REQU Inztallation gtz [Optional)
l CI-ZHiHH #it# COC Entry Level Trng Complete #
[ | Caee= Skill Lewvel Start D abgeseewsemsseeeees

[ Reverse Scroll on Search

Select I Cancel I

¢ Type in the letter and number code you are working with (in our example, €3)

¢ Highlight all of the requirements that must be completed by the date you
entered. You can click and drag in the gray boxes at the left - or you can hold
down the Control Key and select isolated items.

¢ Note the codes near the bottom of the C3 list (the ones coded C3-XREQ1, C3-
XREQ2, C3X-REQ3, etc) - these are codes that can be used for local
requirements in conjunction with this level. The samples we have used
(borrowed from one installation) are Asthma, Introduction to Professionalism
and Food Handlers. I have also seen things like Blood-Borne Pathogens,
TIPOSH, Stress Management for Deployment. Your CYMS Super User can
assist you in adapting these installation codes to your local requirements.
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¢ The last code C3-XREQU is an open-ended code. It is not front loaded. It is
added on demand when an employee does something outside of the normal scope
(e.g. takes a college course, etc). See additional information on this below.

¢ When all are highlighted, click @I - all of the codes move up to the browser box
with the due date you selected. This now gives you the ability to use reports to
monitor when things are coming due and when things are overdue.

¢ If youwant to give the employee a copy of the plan you both just agreed upon
or make a file copy, exit out of the staff module. Go to Reports - CYS -CDC
Reports - Staff Training Report and print out a copy of the IDP.

4) To update the training plan:
¢ Highlight the item you want to change or update.

¢ In the blue box, you can:

— Shorten or extend the due date for any item

— Add notes to explain why you did this (employee needs a more structured
plan, mandatory attendance at upcoming class, maternity leave, emergency
leave, etc)

- Log your notes/comments/reminders on employee progress in completing
this requirement

— Log employee comments/concerns/requests made during your reviews

— Log scores, competencies and other data

¢ Whenan item is completed, enter a Completion Date - the default Credit Hours
and Clock Hours should fill in (unfortunately, this feature is broken in Version
9.4 and these hours must be entered manually - it will be functional again in
Version 9.5). On the IDP printout (Staff Training Report), these hours are
totaled by category (Entry, Skill, Target, etc).

¢ If you use the C3-XREQU code for a non-standard one-time requirement for
this employee, the description of the action is put into the blue box when the
code is loaded. Due Date and Completion Date can be the same date - or they
can be different. Credit and clock hours must be assigned and entered. This
code can be used more than once with different descriptions in the blue box.

5) When an employee finishes a level:

¢ When all of the requirements have completion dates, click the button. Type
in the level code (C3 in our example) and go down to the last code (C3-Z####
###CDC Entry Level Trng Complete ###). By entering this code and making
the Due Date and Completion Date the same date, you are officially telling the
computer that the employee has finished this level of training.
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¢ 6o ahead and celebrate this accomplishment - but what happens next -

something else is now due (in our example, the Target Level training). So you go

back to the top of the instructions (#13d above):

— Add the Target Level start date (with both the Due Date and Completion
Date reflecting the agreed-upon date to start this new level)

—  Agree upon the date when all of the requirements for this level need to be
completed.

- Quick load the date and the requirements - and you are off and running on
the next training level.

— Start monitoring the progress.

6) When an employee finishes their foundation training, load the C6-Z#### code and
then load the annual training.

¢ The annual training is patterned somewhat after the local requirements code
— There are some items that are mandatory and have a set date (first aid
renewal, food handlers, etc) - these can be loaded up front with appropriate
due dates.
— Other things are loaded as they are completed (readings, workshops, etc)
—  Any of these open-ended things can be given a due date when TACS/TAPS
and employee agree upon a requirement time frame.

¢ The A6 code can be used to list common recurring installation requirements
(Customer Service Training, Consideration of Others, Fire Update, etc). These
codes can be added by the CYMS Super User to save typing time. They are
loaded on demand, as needed as part of an employee’s annual plan.

¢ There is also an A6-XREQU code (totally open ended) for use in logging one-
time unique requirements. The description of the requirement should be typed
intfo the blue box. Credit and clock hours are locally assigned.

¢ Each level (A1-Workshops, A2-Readings/Videos, A3-Observations, etc) has a
completion block that can be loaded when the full requirement is met.

¢ When the entire annual plan has been completed, enter the appropriate A7 code,
print out a copy of the IDP (Staff Training Report) - and then delete or re-use
the same codes to build the next year's annual plan.

7) The Management Plan is patterned after the annual plan with both structured and
open-ended requirements.

14. Staff Button Screens - Room Visits ‘

a. Use this screen to log any type of interaction with an employee - routine classroom
visits, Quarterly TACS/TAPS review, CDA visits, Child Observations, etc.

b. Complete the following blocks:
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1 CYMS Rel 9.4a89r 12411/2003

Swstem LS

File Maintenance
Func Global Activity Facilty Pass POS Hental Court

Room Yisits For ==» Susan Abraham

=101 x|

“isit Code |Description Yigit Date  |isit Time] Staff 10| Comments -
TOUR Tour A WIP Visit 11/05/2003  00:00 CYS  Mew COR tour - positive interact
OBSERY | Child Observation 104152003 00:00 CvS  Center Director assisted with chil

-
4 13

Ehange |

Delete

Wizt Code Guartery Feview [TACS/TAPS]
Wisit [ ate Staff Llzer [0

Wisit Tirne |1 0:00

izit Commerts

LCancel I

ot | Bt |

[Enter the VISIT CODE...

1)
2)
3)

Work code = the type of visit

Visit date

Visit time (unfortunately, this just gives the start time - to track duration of visit,
make an entry in the blue box)

Staff user ID (this defaults to the person making the entry)

Visit Comments (blue box)

¢ Record your notes/observations

¢ Record employee comments/concerns

¢ You can cut paste in text from other documents or summarize your key points

4)
5)

c. Reports can be run showing all visits or certain types of visits. (6o to Reports - CYS -
CDC Reports - Staff Room Visit Report)

15. Staff Button Screens - Recognition ‘

{ CYMS Rel 9 4290

File Maintenance 1241172003

Syatem CY'S

=10l x|

Func Global Activity Facilty Pass POS  Hental Court

Recogmitions For ==> Susan Abraham

Diescription

Recognition Code

CDS shirt

06/05/0303

Child Development Assaciate Pin 12/11/2003
-
Add I LChange I Delets
Recognition Code _3
Recognition [ ate _i

LCancel

<< Staft

Exit
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a. Use this screen to log both Army and local recognition for employees, volunteers and
contractors:

1) The Army CDS recognition plan is pre-loaded into the pick list.

2) It is also possible for installations to add local recognition items to the list (our

example is a CDS shirt given at the one year mark)

¢ We also suggest using codes toward the end of the list for local recognition -
your CYMS Super User can assist you in adding these codes. It is critical to
keep the codes uniform.

¢ Use V- codes for volunteer recognition (e.g. V-CERTIF for a volunteer
certificate; V-PIN for a volunteer pin).

¢ Use X- codes for local recognition (e.g. X-COIN for Commander’s coin; X-
EMPQTR for Employee of the Quarter, etc)

b. The items entered in this screen print out as part of the employee file.

16. Admin Functions - Print File

+ CYMS Rel 9.4a90 File Maintenance 1241172003 10l =|

Func Global Activity Facilty Pass POS Hental Cowt Swystem C¥'S

Print Detail For ==> Susan Abraham

W Frint Staff Comments? ¥ Frint Staff Benefits?
¥ Frint Staff Recognitions? [+ Print Staff Training Information?
[+ Print Staff B ackground Information? W Print Staff Medical Information?

W Print Staff Evaluations?
W Print Staff Room Yisits?

Fint | alon | 2010 << Staif Exit |

|Se|ect to include staff ADMIN ACTIONS... %

a. The last button on the top row of the Main Browser screen allows you to all of
part of the information you placed in the employee’s file. Click on or off appropriate
toggles.

Device Selection
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b. You can , or even this report depending on which button you click.

c. To get a good clean on-screen preview of the report, chose one of the WIN printers in
the blue box picklist. A partial copy of an employee file printout is shown below.

4 V5] Print / Preview ; _l&] x|
File Help
= Print | #i2°2 Select Printer Cﬁ Esit
staff Code ——- ABRAH, 5L So0c Sec Number —- 222-22-2222 staff Status ———-  Active ;I
Mane & Address —- Susan Abrahan 808 234-5678 hppointaent -—-—- Full
123 Hain Street o Prev Hilitary --—-- Yes
—-— Hernandez
Job Title ————- CYPA-L late of Hire ——- 05/071/2002
Job Series — 1702 Last Eval Date —-— 06/01/2003
Birthplace ——— Houston TX Pay Grade —— [.F] Srvc Comp Date —-—— 31/06/2008
Hone of Record —- Pay Assignment -- CIC kirth late —--—-——- 85s2241979
STAFF PERSON COHHENTS
late Staff Conpent Jetail
RECOGNITION INFORHATION
Recognition Code Description Recognition Date
F-1YEAR 1-Year Single Baby Pin Q60572003
F-5HIRT CI5 shirt 06/05/0303
Q-CIARIN Child Developnent Associate Pin 1241172003
BACKCROUND INFORHATION:
Background Code Jescription Fanily Henber Initial Date Date Completed MNext Jue Da
ACR hrny Central Registry+ Susan Abrahan 11/801,2003
HP Local Hilitary Polices Suzan Abrahan 104012003
ADARCE ADARCP (Local Drug & Alcohol) Suzan Abrahan 11/01/2003 1171572003 11/15/200
\REDENTIAL INFORHATION:
Credential Code Description Credential Date
I[!]]A Child Developnent Associate 124112003 | _ILI
4 »

| Frinter: HP PhataSmart F1000 Series [ Font: ProFix 2 | Font Size: 8.25 |Lines/Page: 80 |Pages: 2 [File: e:Meport.CYS

17. Admin Functions - Data Transfer

This feature is not working properly at this time. This will eventually allow easy data transfer
of all or part of a single employee file between installations - or back and forth to a laptop to
be able to update data on site in a classroom or FCC home. Look for this enhancement in one of
the CYMS Version 9.5 releases.

18. Admin Functions - Import/Export

This feature is also not working the way we would like it o work at this fime. Right now, this
export feature takes all_of the Staff files and all of the Family Child Care provider files at
the same time and saves them on a disk or drive outside of CYMS. This is great for a "moment
in time" system backup - but does not help us in being able o move data back and forth between
laptops or PDA’'s and the main database. With the staff and the FCC being linked together,
this could create some major problems in moving data. So do not use this feature! We will
hopefully get this problem resolved before we start fielding the new CYMS Version 9.5.

19.Reports

o°°, oS,
L3 L3 oo,

°®° PATH: REPORTS - CYS - CYS CDC REPORTS  “m

a. All reports in CYMS work basically the same way:
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1)

2)

3)

4)

5)

6)

Range and Browser/Browser: Depending on the toggles you select, you can choose a
running “range” of data, single data items or (using the Control key and clicking in
the gray boxes) random isolated items. Browsers include things such as people's
names, locations, types of training, types of visits, etc.

Date Range: Most reports can be narrowed down with a date range. By playing with
the dates, you can see what happened during a certain time period, what is past due,
or what is coming due.

Skip and Include Boxes: Some reports have green boxes where (by using the Add
and Delete buttons) you can decide whether fo include just one item to report on or
all or several items. You can decide the scope of the report.

Details: If thereisa button at the bottom of the screen, this means
there is a second screen giving you more custom choices for designing the report.

Toggles: Many reports give you choices (with little check boxes or circles) to
include or exclude certain data from the report. You can make a report very
detailed - or very simple depending on what toggles you activate. You need to
experiment with these to get just the report you want.

Special Setup: Inthe Staff Training Report (the equivalent of the IDP), there is
a special setup that lets CYMS sub-total the Credit Hours and Clock Hours by
training level:

— Toggle the "Print Subtotals Based On Prefix in Training ID Code" on

—  Put the number 2 in the white box for "Number of Characters In Subtotal

Prefix"
+ CYMS Rel 9.4a9¢ Reports 1271172003 o ] 34
Func Global Activity Pass POS HBent Cout Swestem LS
Staff Training Record
Prowider Entries: 1 Clear Entries | Beg Staff -I wildzard S election
D Marme = End Staff it Wildcard Selection
™ Range And Browser " Browser Only
ACOSTME |Mena Acost
ADAMSOM | Regenia Adamaon
AGBATM Victor Aghay BegLoc - wildzard Selection
AHORMN MA  Mary &haorm — _ _
MEENECL | Clarise Akens End Loc 7 “wildcard Selection
AlREMNS Carla &ikens
jﬁ;dg;?l_ '::IiieA'T;k:mu ™ Inel Inacty Staff? [~ Mew Page Per Person?
ALEXAMDE | Renee dlexander
ALMEIKR  Karen R, Almeida Training Date Fange -I ) -I
AMARAST | Steven Amara . . o
AMDER M |Mama Andersan v Skip Training Date Fange Restriction?
AMDER.GR  Grace &nders
AMDERLSH | Sh And ) . -
- '| ¥ Frint Subtotals Based On Prefis In Training |0 Code?
< c Murmber of Characters In Subtatal Prefis |2
FErint Detailg »» | Lasgt Seftings | Default Seftings E xit |
A

CTG-A08 Staff Module

(Page 21 of 23)



7)

8)

9)

10)

11)

b. The
module:

Help: Pressing the F1 key in any report gives you a help screen that explains the
different fields in the report. Many help screens have a button you can click to see
a sample of the report.

Default Settings: If areport is not giving you predictable results, it is a good idea
to click the Default Settings button. This restores all of the toggles back to their
original state - then you can start playing with them again! This is like a reset
button.

Preview: To preview a report on screen, you can click the Preview button. To better
view a report on screen, select one of the WIN printers from the blue picklist.

Device Selection

Repart Printer

Email: You can also email reports by selecting the email option on the Device
Selection screen. If you have your Outlook email open on the computer you are
working on, just type the email address in the white box and click the OK button. If
you get a messaging saying “text exceeds body size" - send me an email - T can send
you easy instructions for setting up your reports as attachments to emails.

Device Selection

Enter E-M ail Ad linda. shiles@cfzc. army. mil

The reports module is a growing thing. As you use the reports, you discover what
needs to be added or changed in the reports to make them more user friendly and
functional. PLEASE, contact us immediately (by email or phone) if you have any
suggestions for improving existing reports or adding new reports. There is lots of
work to be done in this arena - we critically need your help.

following reports can be used to monitor daily operations related o the staff

¢ Background Check Report - who is due or overdue for background checks.

¢ Staff Certification Report - (not valid for staff; needs to be removed)
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Staff Listing - names, addresses, SSN - this report definitely needs some
additional sorting and data ability!

Staff Training Report - this is the equivalent of the IDP. It is usually run for
one staff member at a time - but it does give the ability to print out all IDPs for
a specified location (CDC#1 for example). You can specify training during a
specific date range - or click a toggle to skip the date restriction and view the
entire training plan. See note #6 above about having this report sub-total the
credit hours and classroom hours.

Staff Room Visit Report - you can run this for one staff or all staff - and for
one type of visit or all types of visits. It needs the ability to be run by who
conducted the visit (we're working on that one).

Staff Training Due Report - you can run this for one staff or all staff - for
one location (CDC #1, CDC#2) or all locations - for one training requirement
(Module 1, Administering Medications, etc) or for all or isolated requirements.
There is a date range so you can narrow down what was done, what is overdue,
what is coming due.
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