CYMS TRAINING GUIDE

CT6-A09a - FCC PROVIDER SETUP

Updated Apr 04

THE PROCESS:

1) This module is to be used by FCC Directors, Admin/Operations/USDA staff, FCC
TACS -- all individuals responsible for monitoring Family Child Care provider files,
administrative actions, subsidies, food program reimbursements, training and
recognition.

2) Adding a new FCC applicant:

a.

Complete the 3 basic information screens (Core Information, History, Family --
during deskside orientation, if possible)

Use the Certification button to track the steps leading to certification
(Application Received, Registered Provider, RIMP Notice Sent/Received,
Provisional Certification) and beyond

Use other button screens and reports to track specific requirements leading to
certification (Background Checks, Operational Requirements, Inspections,
Medical, Pets, etc)

3) When a provider becomes certified, you must set them up like a "mini-CDC" in
CYMS so they can receive referrals from Central Registration and have children
enrolled in their homes:

a.
b.
C.

Set the provider up as a facility

Set the provider up as an activity

Complete the "Magic C" to link all of these things together and identify Program
Types, Days & Hours, Special Requirements and Age Groups.

Identify backup providers

3) Regularly use all of the "Button Screens” for daily tracking/recordkeeping (Admin
Actions, Subsidies, Endorsements, Inspections, Home Visits, Recognition, etc)

4) Use reports for recurring and annual data requirements

HINTS:

1) 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.

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

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

4) 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.
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5) 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.

6) To clear contests from a date field, use the F8 key.

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

°®° PATH: FILES - CYS - FCC MODULE  *m°

' CYMS Rel 9.4a09r File Maintenance } =10 x|
Func Global Activity Faciity Pazs POS Hental Court Spstern CY'S
FCC Provider Maintenance
Frovader 1D
AGUIR.TH  Aguinesaenz, Thadee, Mz 2164-C Hall 5t Wiahiawa, HI 96786 3l
AMNGRY ML Angry, Michelle, Ms. 1303-4 Maupaka FI Honolulu, HI 36813 3l
BaMAGEE  Banaga, Belen, Mrs. 1553-B Kiawe FI Honolula,, HI 96818 3l
BARK.S Ml Barksdale, Michelle, bs. 1440-E K.aropczyc C Wiahiawa, HI 96786 3l
BERRIME  Bemen, Melisza, Ms. 91E0-B George Washington Ct. 'wahiawa, HI 96786 3l
BISHOF G Bizhop, Gail, M. 88 Thome 5t Fort Rucker, AL 36362 3
BOSGU.BE | Bosgues, Beatnz, Mis. Tripler Keiki Co-0p Honolulu, HI 36813 3l
BRASW, C Braswell, Cynthia, Ms. 1523-B Honeyzuckle Pl Honolulu, HI 36813 Bl
| | 3

™ Include Inactive Providers In Browser? Fieposition By ™ CurmentRecord ¢ Mest Record

Certif | Backaground | Inzpections | Medical | Training | Prog Tepe | Program Links I

Admin Action | Dperation | Home Vizsits | Pets | Fiecognition | Days & Hours | Frrint I

Subsidiez | Endorse | Comments | Backup | LCred/Ewal | Spec Req | Age Groups I

Data Tranzfer | Wiew Referralz | Load Std Codes I
Add Change | Delete | Search I Clane | Imp/Exp E xit I

| 4

1. Main Browser Screen ‘

a. From this screen, you can add new providers (see detailed instructions below). Or. ..
b. You can work with existing providers:

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

(Certification, Admin Action, Background, Endorse, Home Visits, Comments,
Medical, etc) to use the daily processing screens hiding behind these buttons.
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c. If aname does not show up on the browser list, try clicking the “"Include Inactive
Providers in Browser?" button. They might have been given a "Permanently Inactive”
status on the first core screen.

2. Adding a New Provider - Core Information Screen

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

+ CYMS Rel 9.4a9¢ File Maintenance 1241172003 Ol x|
Func Global Activity Facilty Pass POS  Hental Court  Swestem CYS

Q Core Info ® Hiztory W Fanily ® Meal Rates/Times

Provider 1D ADGER L& I

Mame and Address Date of &pplication 0f 200

m ILaura IAdgerton Last Home %isit [ 12

|1 23 Main Street Drate Provider ' az Suzpended _I

I Date Provider Was Terminated _i

[twishiawa JA [e57es Provider Date of Bith 1241141370 i

Courntry |USA Ernail |

Home Phone  [808222-3333 Installation Name  [ERMMMI 3 FORT SHAFTER
School Dist CEMTRAL Central S choaol Digtric

Status 1 Active ¢ Temp Inactive © Perm Inactive Houzing Area i Fart Shafter Houzing

Rsvbin  15Min & 30Min 1 How ofFost Distict [N | Located O Fost

hax Kidz Dwerall IE— Max Under 2 |2— Harme Type I FCC Multi-tge Home

Hext I Done Lancel I

b. Provider 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.

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 providers with similar first/last names, you may have to get
creative (e.g. Mary Smith and Martha J. Smith = SMITH MA and SMITH,MJ). Each
provider member must have a unique code.

c. 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) To enter a SSN, just type the numbers. You do not need to put in the dashes.
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d. 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.

e. Status: (key annual report information)

1) Active - Current employee

2) Temporarily Inactive - Provider is not currently accepting children, but is still on
your roster (e.g. maternity leave)

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

f. Reservation Minutes: Leave the default of 30 minutes.
g. Maximum Children: (Complete after certification)

1) For a Multi-Age Home, this should be 6 for Max Kids Overall and 2 for Max
Under 2

2) This enables CYMS to monitor the number of referrals for infants and total
children in the home.

3) For an Infant/Toddler home, this should be 3 for Max Kids Overall and 3 for Max
Under 2

4) If the provider does not take infants/pre-toddlers, the count would be 6 and O.

h. Dates: (administrative data for local use)
1) Date of Application, Last Home Visit, Date Suspended, Date Terminated (local
2) lésa?:r)e of Birth (optional field leading to a birthday report)
i. Home: (key identifier information)
1) Installation Name, School District, Housing Area, Off Post District:
¢ Select items from the picklists.

¢ If picklists need to be updated, contact your CYMS Super User for assistance.

2) Home Type: After certification, choose the appropriate approved home type
(Multi-Age, Infant/Toddler, School-Age, Special Needs, etc).

3. Adding a New Provider - History Screen ‘

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

+ CYMS Rel 9.4a90 File Maintenance 1241142003 10l =|
Func Global Activity Faciity Pass POS Hental Court System C¥S

#® Core Info Q History ® Family

Provider I ADGER.LA Laura Adgerton [ i0F ta Display on FCC ‘Wehsite

taiden Mame |Hanson

Aliaz I City IHouston St |T>< Critry IUSA

™ Previous Miitary Service? Prew Cv'S Exper | Home of Record
tilitary Eranch _I ’ City IHouston St ITX Chitry IUSA

Schoaling Level & HS Assoc:/Bac:h " Masters € Phd ¢ Other  College Years If Mo Degree ID

Miscellaneous Comments /

parent from 1

Mext Done LCancel

|Check if Okay to Display on FCC Website Y

b. Previous Experience

1) The history screen also provides space to collect information on previous work or
volunteer experience. Even though the button is titled Previous CYS experience, you
can use this fo log all relevant experience.

2) If youclick the ‘Previous Ccys Experience‘ 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
may find helpful in working with this individual.

CTG-AQ9a FCC Provider Setup  (Page 5 of 24)



+ CYMS Rel 9.4a9¢ File Maintenance 1241172003 (=]}
Func Global Activity Faciity Paszs POS Hental Court Swstem CYS
Previous Work Experience For ==> Laura Adgerton
[wiork Code |Description [Beginning Date] Ending Date [Miitary Base [Comments =«
VOTHER  OtherMolunteer 0#/00/2001  08712/2002  FortKnow KY Red Cross Hs
A-FCCP Army FCC Provider 1040142002 02/01/2003  Vicenza, [taly bulti-fge/E
‘ _>l_I
Add I LChange I Delete
wot coso [N
Base/Empl
‘wéork Detail Starting D ate _i
Ending D ate _I
K | LCancel |
<<Provider | Exit |
| 4

¢ 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).
Use the blue Work Detail box to record any additional information.
When you are finished, click @I 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.

¢ 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 Provider - Family Screen ‘
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i CYMS Rel 9.4a9r File Maintenance 12/11/2003 -0l x|
Func Global Activity Facility Pass POS Bental Court Swstem  CY'S

® Core Info ® History o Family

Frovider 1D lm Laura Adgerton Spongor Soc Sec Mumber IW
Sponzor FAL Mame ITimoth_l,J IAdgerton kil Statuz AN T Active Duty Military
1 it /E mplower |US Ay kil Branch

Address 1 [HHC 2nd BN MilGrade [N

Address 2 ISchofieId Baracks kil B ank EI Staff Sergeant
CiwState/Zp  [Schofield Bks. | [HI | 96857 otk Phone  [B0BG66-4444 Ext |

Birth City/State/Cty [Los Angeles |E.T fusa Birthday 03/14/1972

First Mame  |Last Name

Adgerton BEE-BE-BEEE | 08/02/1997 [Yicenza
Adgerton 031441972 Las Vegas

Add b ember I Update Memberl Delete Member I
Hext I Done I Cancel I
|Enter the WORK EXT for this provider's sponsor %

a. The fop part of this screen stores the provider's sponsor information. Fill in
appropriate blanks. Select appropriate items from the picklists in the green fields.

b. The bottom section of the screen is for logging hames and key information about other
people (12 and over) who live in the provider's household. The individuals in this section
will require background checks - and are linked to the section for tracking background
checks.

c. Unfortunately, you must enter the sponsor information again in this bottom section for
it to carry over to the background check screen. (Note: this has been fixed in CYMS
Version 9.5 - you only have to enter the sponsor data once!)

d. Reminder note: All children 12 and under should be in the CYMS database and enrolled
into the provider's home to account for ratios. FCC providers and their children under
12 should go through Central Registration and be enrolled in the home just like any
other children (even if the annual registration fee is waived).

5. Adding a New Provider - Meal Rates/Times Screen ‘

a. You will "adjust” this screen later (after certification). It initially pulls in default
information from the CYS USDA rate setup tables and gives you space to record the
meal times of the provider. Specific guidance for completing and using this screen can
be found in the USDA guide.

b. 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.
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6. General Comments on the Provider Button Screens

a. All of the buttons in the middle of the Main Browser screen lead to an administrative
function related to the highlighted provider.

+ CYMS Rel 9.4a9% File Maintenance i ] 1]

Func Global Activity Facility Pazz POS Hental Cout System  C¥S

FCC Provider Maintenance

Pravider ID |Provider Hame Address City/St/Zip H =~
AGUIR.TH  Aguiresaenz. Thadee, Ms. 2164-C Hall 5t “Wahiawa, Hl 96786 al
AMGRY ML Angry, Michells, s 1303-A Maupaka Pl Hanalulu, HI 96818 81
BAMNAGBE  Banaga, Belen, brs. 1553-B Kiawe PI Honolulu,, HI 96218 al
BARKS.MI | Barksdale, Michelle, s, 1440-E Karopczpc Ct Wiahiawa, Hl 36786 gl
BERRIME  Berien. Melizza, Ms. F160-B George ‘W ashington Ct. wiahiawa, HI 96736 gl
BISHOPG | Bishop. Gail, Mz 88 Thame 5t Fort Rucker, AL 36362 3
BOSGAUBE | Bosques. Beatriz, krs. Tripler Keiki Co-Op Honolulu, HI 96819 al
BRASW,C  Braswel, Cynthia, Mz, 1529-B Honeysuckle FI Honolulu, HI 968182 8l
4 L4

~\|-Include Inactive Providers In Browser? Reposition By~ Current Record ¢ Nest Record
Cetif I Background I Ingpections | Medical | Training | Frog Type I Fragram Links I
Adrnin Action I Dperation I Home Vigits | Pets | Recaognition | Diaps & Howrs I Print I
Subzidies I Endorze I Comments | Backup | LCred/Eval | Spec Reg I Age Groups I
Drata Tranzter | Wiew Referralz I Load S5td Codes I
Add I LChange I Delete I Search | Clame | Imp/E=p | E it |
| 4

b. All of these button screens work basically the same way:
1) Highlight the provider; then click on the appropriate button.
2) When the screen appears, click the button to enter new information.

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

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

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

8) When you are finished with the screen, click the button to return to the
previous screen.
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9) Note, the button takes you all of the way out of the FCC module and puts you
back on the main CYMS menu screen. Oops!

7. FCC Button Screens - Certification ‘

a. Highlight the provider's name and click the button - you will be taken to the
following screen.

+ CYMS Rel 9.4a9¢ File Maintenance 12/15/2003 o ] 4

Func Global Activity Facility Pass POS  Bental Court Swestern CY'S

Certifications For ==> Laura Adgerton

Certifization Code|Description

Comments
Application Received® 0720200
B-REGIST Registered Provider 072652001
D-RIMP-C RIMP Certificate Received 081542001
E-PROWIS Praovizional Certification 11./23/2001
4 | o
Add | [Change Delete

Certific:ation Code 1 Full Certification

s

F-FULL
Certific:ation O ate 12/15 3

Cert Comments

oK | LCancel |

<< Pravider | Exit |

|Ent£:r the CERTIFICATION CODE...

7

b. The purpose of this screen is to track the key steps and dates leading originally to
certification (Application, RIMP Provisional, etc.) and then the steps beyond certification
(Renewal, Suspension, Termination, etc). See the pick list below.
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FCC Certifications Code Picklist =

Code |Desciiption IE
A-APPLIC Application Received®

ATAAIT whaiting Status (Mot Y'et Registered)

B-REGIST Feqistered Provider

C-RIMP-M RIMP Maotification Sent

D-RikP-C RIMF Certificate Received

E-PROVIS Provigional Certification

F-FULL Full Certifization
'G-STATEC Sta fied
G-STATEL State Licenzed [HOP)]
|-IMACTY Inactive Status
J-REMEYW Certification R enewed
K-SUSPMD Certification Suspended
L-REIMST Certification R einstated
M-REVOKE Certification R evoked

¥ Reverse Scroll on Search

Select LCancel

8. FCC Button Screens - Admin Actions ‘

1 CYMS Rel 9.4a9¢ File Maintenance 12/15/2003 =] |

Func Global Activity Facilty Pasz POS Hental Cowt Swstem CYS

Admin Actions For ==> Laura Adgerton

Action EndeIDescriptinn IEffective Diate I Through Date IActinn FleasnnlEnmments =
PANACTY _ | Voluntary Inactivation | 12/01/200_[03/00/2002 [PMATERN. |
P-TRANSF | Provider Transfered 1241142003 |12411/2003  P-PCS
-
4 »
Add | LChange Delete I
Admin Action Code _1 Effective Date _I
Action Reagon _1 Through Date _i
Dietailz/Comments
04 I Lancel I
<<Provider I E it I

| Y

a. 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.

b. Admin actions include things like:
¢ Certification denied, revoked, suspended
¢ Voluntary inactivation

¢ Withdrawal prior to certification
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c. When a provider leaves the program (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 turnover report.

d. The reasons for action include administrative reasons (starting with the letter A-),
program deficiencies (starting with D-) and personal reasons (starting with P-) including

such things as:

A-BGCHEK
A-DISCRM
A-FORMS
A-TRNG

* & & o

D-FACILT
D-FOOD
D-SAFETY

* o

*

P-HEALTH
P-INCOME
P-JOBCYS
P-REGS

* & o o

No Satisfactory Background Check
Failed - Non-Discriminatory Service
Failed - Submit Required Info/Forms
Failed - Complete Training Rqmts

Deficiencies - Facility Rqmts
Deficiencies - Food/Nutrition Rgmts
Deficiencies - Safety Rqmts

Health Reasons

Not Enough Income

Taking a Job In CYS
Objections to Regulatory Rgmts

9. FCC Button Screens - Subsidies ‘

Func Global Activity Facility Pazz POS Bental Court

Subsidies For ==> Laura Adgerton

i CYMS Rel 9.4a9r

12/15/2003
System  C¥S

File Maintenance

=10l x|

INF/TOD

Fee Equity - Cat |~
Infant/Toddler Homes ™~

300.00|03/01/2003 |09/01/2003 |09/

950.00 10/01/2003 | 10/01./2003 | 10/31/0003

Aidd I Lhange [elete

Subgidy Code
Subszidy Amount
Approval Date

I Fee Equity ~ Catl ~
I 300.00

T End Date IRk

Qg Lancel I

< <Provider Ezit I

|Enter the SUBSIDY ENDING DATE...

4

a. This screen gives the beginning of a subsidy tracking system - we hope to expand this
feature in future versions.

b. People are currently using this screen to log the types of approved subsidies. Some log
data monthly as they approve/distribute the subsidies. Others log consolidated date
quarterly or annually. We hope to be able to pull annual report data from this screen.
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10. FCC Button Screens - Background Checks ‘

+CYMS Rel 9.4a9¢ File Maintenance 12/1542003 1ol =]

Func Global Activity Faciity Pass POS Hental Court System CYS

Background Checks For ==> Laura Adgerton

Background EodelDescription |Linked To IStatusI Initial D ate: |E0mpleti0n DateINext Due &
ADAPCR ADAPCP [Local Drug & Alcohalf FRYD P 10/15/2003

MP Local Military Police” FEND P 1215/2003

MF Local Military Police” Fii 1 P 12/15/2003

MP Local Military Police® 2/15/2003 ]

: of]

Add | LChange I Delete |

EBackaground Code tF| T Local Military Police®

B ackground Link FM 2 Tommy &dgerton Date Initiated 12/15/2003 |3
B ackaground Details [ ate Completed _I
Mewt Due Date _I
= Statuz ¢ Pending
' Salisfactoy
oK I Cancel | " Dierogatory
<<Brovider I Exit |
|Enterthe BACKGROUND CHECK CODE... Y

a. This screen allows you to track background checks for the provider and family members.
The pick list for the Background Link field comes from the FCC core “"Family" screen.

b. When you initiate a background check:

Click the button.

Select the appropriate check.

Select the appropriate family member.

Enter the date initiated.

Change the status to "Pending.”

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

* & & & o o

c. Use the blue box to record details and notes about tracking the report:
¢ When did you call or write?
Who did you talk to?
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 o

d. 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
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11.FCC Button Screens - Operational Requirements ‘

i CYMS Rel 9.4a90 File Maintenance 12/15/2003 _1al =l
Func Global Achwity Faciity Pasz POS Bental Cout Spstem CYS

Operational Requirements For ==> Laura Adgerton

Operational Beg  [Description |Date Completed|rext Due Date| «
CP-ACCID Contingenty Plan - Accidents” 03/22/2002 03/18/2002
YEHICLE Wehicle Insurance Documentation™ 02/02/2002 02/02/2003
-
Add | Lhange Delete

Operation Req Code I DizciplineTouch Policy®

Completion Date 1241542003 Mext Due Date _I
ju] LCancel I
<< Erovider Ezit I
|Enter the OF REQUIREMENT CODE... %

a. This screen provides space to track completion of key operational requirements leading
to certification: contingency plans, insurance, spouse/family member agreements,
sample menus, touch policy, etc.

b. Reports will eventually be able to be run to show which requirements have not yet been
completed and which requirements are coming due for renewal. This report has not yet
been developed to cover a range of providers - however, the data can be printed out as
part of an individual provider's file.

12.FCC Button Screens - Endorsements ‘

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:

13.FCC Button Screens - Inspections ‘

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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14_FCC Button Screens - Home 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:

1) Work code = the type of visit
2) Visit date
3) Visit time (unfortunately, this just gives the start time - to track duration of visit,
make an entry in the blue box)
4) Staff user ID (this defaults to the person making the entry)
5) 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

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

15. FCC 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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+CYMS Rel 9.4a9r File Maintenance 1241142003 o =] ]
Func Global Activity Facility Pasz POS Hental Courtt Spstem CYS
Comment Update For ==» Suzan Abraham
|E0mment Datel U zer IDlBriel Description -

valuation for nest monk

=8

Add Lhange Delete
Comment [ ate _I Author's User D -I
- -
;4 I Lance| I

st | Eit |

16.FCC Button Screens - Medical Requirements

+ CYMS Rel 9.4a9 File Maintenance 1241172003 : i ] |
Func Global Activity Faciity Pass POS Hental Court Swstem CY'S

Medical Requirements For ==> Suszan Abraham

Medical Type ipti -

Add | LChange Delete

Medical Type Code _I
Date Completed _I MNext Due Date _I

ok | Lancel |

<¢ Staff Exit

| /

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

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

17.FCC Button Screens - Pets

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:

18.FCC Button Screens - Background Checks ‘

' CYMS5 Rel 9.4a9r File Maintenance 121172003 =101 %]

Func Global Activity Faciity Pazs POS Bental Cout System  Cv5S

Training Requirements For ==> Laura Adgerton

Special Project (2] 0.00
B-0BSERY | Conducting Observations [1] 12A5/2003 121 242003 oy 1.00 .00
FCC Home Observation (1] 01 A15/2004 .00 0.00 Eager tc
Maodule 2 Healthy + Special M | 06/11/2004 0.00 0.00

—  sdd | Change Delte | Buick Load

Training Code _I Due Date _i
Training D etails Completion [ ate _1
Credit Hours 0.00
Clock Hours 0.00

-
(] | Lancel |

<<Provider | E xit |

| Y.

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
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¢ S - School Age

¢ T - Middle-School Teen

¢ Note: The FCC training plan is in the FCC module. It uses a slightly different
coding system (numbers instead of letters).

b. The lists for the foundation training can be further narrowed by adding a number code

d.

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):

C5 = Target Level
C6 = Foundation Training Complete

¢ C1 = Orientation

¢ (2 = Work Experience
¢ C3 = Entry Level

¢ C4 = skill Level

.

.

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/guidance 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.

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 - o 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 to 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 x|

You can enter a due date that will be loaded

far all newly zelected recards or lzave it blank.

Diue Date 06411 22004

u] 4 I LCancel |

2) 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.

FCC Training Info Code Picklist |
Code [Description =
Beeeees Skill Level Training Start Date------- =

FCC P wond Chile

2 + Special Meeds (2]
Inztallation Fequirements
|| S Hi# SKILL LEVEL (12 Mo From Prov) $H##

™ Reverse Scroll on Search

Select I Cancel I

¢ Type in the letter and number code you are working with (in our example, C3)

¢ 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. T 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.

3) To update the training plan:

¢ Highlight the item you want to change or update.

i CYMS Rel 9.4a9r File Maintenance 12/11/2003
Func Global  Activity Faciity Paszs POS  Bental Couwt Swstem CY'S

Training Requirements For ==> Laura Adgerton

Training CDdelDescription I Due Date |Completion DatelLogged B_I.JICredit HlleIock HrslTraining -
5-S4FE Module 1: Safe + Special Meed 06/17/2004 12/02/2003 [y 2.00 .00 =
5-PROJEC  Special Project [2) 061172004 0.00 0.00
5-0BSERY  Conducting Observations (1) 125/2003 Q.00 Q.00

S-HOMEOE |FCC Home Observation (1] 0647/2004) [ | ooo  ooof |
001 000

S-HEALTH  Module 2 Healthy + Special M 06/17,/2004

-

1| | »
sdd | Cherne. | Delete | Guickload |
Training Code [ue Date 061142004 8
Training Detailz Completion D ate _I

Credit Hours I 0.aa
Clock Hours I 0.00
toggedty [ ¢

u]4 | LCancel I

< Brovider | Exit I

Enter the TRAINING DETAILS... 7

¢ I

n 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
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¢ 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.

4) 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.

¢ 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.

5) 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.

CTG-AQ09a FCC Provider Setup ~ (Page 20 of 24)



¢ 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
into 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.

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

File Maintenance

20. Staff Button Screens - Recognition ‘
{ CYMS Rel 9 4290 1241172003

= =13
Func Global Activity Facilty Pass POS  Hental Court System CYS

Recogmitions For ==> Susan Abraham

Fecognition Code Description
ETEAR [1ea /05/2003
CDS shirt 0E/05/0303
Child Development Azsociate Pin 124142003

R ecognition Date

Add I LChange I Delete

Recognition Code _I
Recognition [ ate _i

Ok LCance|

<< Staff | Bt |
| 4
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)
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b. The items entered in this screen print out as part of the employee file.

21.FCC Button Screens - Credentials/Evaluations ‘

=10l ]

s CYMS Rel 9.4a9¢ File Maintenance 1271152003

Func Global Activity Faciity Pass POS  Hental Court System C¥'S

Credential/E valuations For ==> Sugzan Abraham

Add | LChange Delete

Credential Code _t
Credential [ ate _I

;8 Lancel

<< Staff Ezxit

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

* & & o o

22. Admin Functions - Print File
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1241172003

File Maintenance

1 CYMS Rel 9.4a9¢ . =]
Func Global Activity Facilty Pasz POS Bental Court Systen CYS

Print Detail For ==> Susan Abraham

W Print Staff Comments? W Print Staff Benefits?
W Print Staff Recognitions? W Print Staff Training Information?
V' Prirt Staff Backaround Information? V' Prirt Staff Medical Information?

V' Prirt Staff Evaluations?

¥ Print Staff Boom Visits?

Pririt AllOn AllOff << Staff E zit I

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

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

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

c. To get agood clean on-screen view 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.
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7#.¥5I Print / Preview e

Cﬁ Exit

File Help

= Frint |22 Select Printer

5taff Code —————- ABRAH,5U Soc Sec Number —- 222-22-2222 5taff Status —-—- Active ;I
Mane & Address —- Susan Abrahan — BB 234-567% hppointment -—-—- Full
123 Hain Street i - Prev Hilitary ---- Tes

Haiden Name ——- Hernandez

Country ——-—————- Ush Job Title ——————- CYPA-L Date of Hire —-—— @5/01:2002
Installation -—- Job Series —— Last Eval Date --- BG/01/2003
Birthplace ————- Houston TX Pay Grade ——-— sevc Conp Date —-- @1/06/2000
Hone of Record —— Pay Assignment —— CIC kirth late ————— B05/22/1979

STAFF PERSON COHHENTS:
late staff Conment Jetail

RECOCNITION INFORHATION:

Recognition Code Iescription Recognition Date
F-1YEAR 1-Year 5ingle Baby Pin 06/085/2003
F-SHIRT CI5 shirt 060570303
Q-CIARIN Child Developnent Associate Pin 1241172003

BACKGROUND INFORHATION

Background Code lescription Fanily Henber Initial Date Date Completed MNext Iue Ia
ACR Arny Central Registry* Susan Abrahan 1140172003
HP Local Hilitary Police* Susan Abrahan 10/01,/2003
ADARCP ADARCP (Local Drug & Alcohol) Susan Bbrahan 11012003 1121572003 11415200

CREJENTIAL INFORHATION:
Credential Code lescription Credential late

IC]JA Child Developnent Associate 1241172003 | _ILI
4 »

[ Printer: HP PhatoSmart P1000 Series | Font: ProFis 2 [ Fort Size: 8.25 [ Lines/Page: 80 [Pages: 2 [File: e:\epot CYS

23. 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 provider 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.

24. Admin Functions - Import/Export

This feature is also not working the way we would like it to work at this time. 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 fime" 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!l We will get
this problem resolved before we start fielding the new CYMS Version 9.5.
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