CYMS TRAINING GUIDE

CTG-A11l - MISC QUESTIONS & ANSWERS

Updated Apr 04

How do | fix change back on my Cash Journal?

Example: Your Cash Journal shows a debit to cash with a Pay Reference of “Change Back.” Here’s how
that happens:

CYMS has the ability to make change. On the payment screen, if the New Amount Paid field is $50 and
Total Paid field is $100, the system will give $50 change. This results in a debit to cash with “Change Back”
as the reference. The New Amount Paid field is the amount of money the customer wishes to pay against
his fees. The Total Paid field is the amount of money the customer is handing you.

To Fix: If the Change Back entry is a mistake, go to Global Sales and make a Cash payment for the amount
of the debit on your Cash Journal. For example, if the Change Back entry was a $100 (debit), make a $100
cash payment. This creates a $100 credit on the Cash Journal and offsets the debit.

How do | extend someone’s pass expiration date?

In rare cases, you may need to extend someone’s expiration date on their pass. For example, a child’s pass
is expiring on June 4, 2004 and the HH is PCSing on June 15, 2004. Rather than force the parents to re-
register and charge them a $15 re-registration fee through the Pass Renewal program, you decide to extend
their pass through June 15 at no charge.

Go to Files > Pass - Pass Member Maintenance. Look up and select the child.
Highlight the pass you wish to extend and click Select.

Bl CYMS Rel 9.5a3i File Maintenance 12/31/2003
Func Global Activity Faciity Pass League PQOS Rental Court Locker Trip System Golf CYS PT

Miranda Mestas - Detail For Pass === 4159
'ﬁ Care Infa '.i Finance/Features '.i Fees/Charges '._. Golfer Info

Type [Cv-5AS Schoal-Age Pass Current Pags Statug
Original Membership Date Last Yizit Date 12/04/2003
Currett Memberzhip D ate Lazt Visit Check-n Time 0335

0E/04/2004 | Lazt ¥izit Check-Out Time Hat &pple

Current E=piration D ate

Beginning Suspenzion Date _ 1 Current Yizits 1.00 Prich st Left Q.00

Ending Suzpenzion Date _ i Lifetirne isits 1.00

tdembership [n Months 12 Current Renewal Count i} Free Hrs Left Q.00
Uszerld That Sold Pazs  |CY5 Azzociated Guest Visitz 0.aa Prch Hrs Left 0.aa0

MHext | Done | Cancel |

Enter the EXPIBATION DATE for this pass membership

In the Current Expiration Date field, enter the new expiration date. You should also make a note of why you
are extending this person’s pass in the Comment box. Then click Done. If applicable, repeat the above
steps for the child’'s CY-MZZ pass.
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This same process can be used in the event that the Current Membership Date was entered incorrectly
during the Pass Registration. On the Pass Detail screen, you would adjust the Current Membership Date
field and the Current Expiration Date field.

Note: The Pass Member Maintenance program should NOT be used in place of the Pass Renewals
program. Pass Renewals must be used for re-registration.

How do | suspend an installment bill?

Sometimes it is necessary to suspend billing on a program. For example, when school is done for the year,
the before and after school children typically sign up for summer camp. While summer camp is taking place,
you want to stop billing households for their before and after enrollments.

Note: This process should be run after the last valid billing for the program being suspended. For example,
camp starts on July 8. The before and after billing will be run on July 1. After the July 1 billing, you would run
the suspend process on the before and after classes.

For more information on the entire summer camp process, refer to the Camp document.

To suspend billing on a program, go to Period End - System - Install Billing Status Update.
e Begin Name — Should be <blank>.
e End Name — Should be ZZ2777777777777777777.

e Range and Browser — Should be selected.
e Billing Status Option — Suspend should be selected.

o Date to Restart Billing — Leave this Blank. This is only relevant if using the Restart Billing
Option.

e Modules to Include — Select Activity Registrations. De-select all others.

e Print a Billing Change Log — Select this option to print a listing of all the people you whose
billing you suspended.
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Your screen should look similar to the following screen shot. Do NOT click Process yet.

Period End 12/31/2003 =] b3
Func Global Activity Faciity Pass League POS Rent Court Lock Trip Accdnt System Golf CYS FT
Installment Billing Status Update

B CYMS Rel 9.5a3i

Individual 5 elections

Begin Name |

Mame |H0usehold ID| Ag A End Marme
ek Summe_l o0 el + Range &nd Browser " Brawser Only
Abbott, D annie 437728030 3100
Abduzzalaam, Mustafa E. A I 647 1977
Abrams, Joseph 160866263 33-35! Biling Status Option  © Festatt  * Suspend
Abzher, Douglaz BEGEIAT291 87-98I »
Acosta, Kevin 5027199049 404-B Date To Restart Morthly Billing _I
#costa, Salvadar N. 576025398 6370 Date To Festart Biweekly Biling [N &
Adames, Ricky 4534113301814,
Adamsz, Charles 14362412 341710
&dams, Douglas L. 227216881 p.o. b Modules To Include
Adams, James B 41706317 2107 W Activity Registrations [ Pass Management
adamz, Thia 127884364 C-Ca ) - _
Adams, Thomas P. 247337087 21941 M [ Locker Reservations
Adame, Timothy 5. 493863046 120241 %
£ >

[v Print Billing Charge Log?

Clear Selection

Detailz »> | Process Exit

Before processing, you must go to the details screen. Click Details>>.

In the Beg Actv/Sec field, enter the program you wish to suspend. In the End Actv/Sec field, enter the last
section you wish to suspend. All activities between the beginning and ending section will have their billing
suspended. If there are programs between the beginning and ending section you don’t want included, you
must run this process for each class separately.
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Your screen should look similar to the following:

B CYMS Rel 9.5a3i Period End 12/31/2003

Func Global Activity Faciity Pass League POS Rent Court Lock Trip Accdnt System Golf CYS FT
Installment Billing/Auto Debit - Details

BegActv/Sec | i v Include Regular Installment Bills
1782 - Bef [54)

[

1782 - Bef [S4)

wildeard

End Actv/Sec

Beg Pass Type _I ‘wildcard Selecti

End Pazz Tupe T wildcard Selecti

Beg Rental ltem -t “wiildcard Selection
2 T wildeard Selection

End Rental lterm 22

Beg Locker Rim -t Wwildzard Selection

End Lacker Bm 7§ wildeard Selection

<¢ Back | Process | PreMate | Exxit

Enter the ACTIVITY# RESTRICTION [i.e. 1.... or 25...]]

Click Process. Click Yes to continue. Click Print. This will suspend billing on the program(s) you selected.
Households will not be billed for this/these programs until the Restart Billing process is run. As a result of
running this process, a memo will be generated in the affected households’ Transaction History indicating
that installment billing was suspended.

Caddell -- Transaction History

TunDate | Tan Type Tranzaction Description and Details Fee Amt| DiscAmt| MNetFee| Paid Amt| #
1243142003 Mizc Cront: Suzp Bil 0.00
12419/2003 AdjInc ActH 300710001 418.00 noo 41800 n.on
124192003 Prit Check. 0.00 0.00 0oa 218.00
12/19/2003 DC 1285 0.an n0.ao n.on n.on

How do | restart an installment bill?

If you suspend billing on a program, at some point you will probably want to restart it.

To restart billing on a program, go to Period End > System - Install Billing Status Update.
e Begin Name — Should be <blank>.
e End Name — Should be Z727277777777777777777.
e Range and Browser — Should be selected.

e Billing Status Option — Restart should be selected.

o Date to Restart Billing — Be careful here. If, for example, camp ends on 8/19, we recommend
restarting the billing on the before and after classes on 8/15, with the idea that you will need to
adjust fees after the 8/15 billing. If you don’t adjust the fees, you will be overcharging those
children on their before and after classes. If camp ends on 8/7, we recommend restarting the
billing 8/1. Again, you will need to adjust fees. The Restart Billing Date must always be the 1st
or 15th of the month.

e Modules to Include — Select Activity Registrations. De-select all others.
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e Print aBilling Change Log — Select this option to print a listing of all the people you whose
billing you restarted.

Do NOT click Process yet. Your screen should look similar to the following:

Period End 12/31/2003 FEX

Func Global Activity Faclity Pass League PQS Rent Court Lock Trip Accdnt System Golf CYS PT

B CYMS Rel 9.5a3i

Installment Billing Status Update

Individual 5elections

T

Mame Houzehold 1D LT End Mame
G Sumrnetr LA GEEL i+ Range And Browser O Brawszer Only
abbatt, D annie 497728030 9100
Abduzzalaam, Mustafa E. AWM ANE47 1977
Abrams, Joseph 1BOBEEZE3 35-35! Biling Status Option ™ Restatt  © Suspend
Abzher, Douglas BEREIT291 B7-54I -
Acosta, Kevin 507190043 4048 Date Ta Restart Manthly Billing
Acozta, Salvador M. BYE0253598 E37C Date Ta Restart Biweekly Biling
Adames, Ricky 453411330 1814,
adams, Charles 1436241294111
Adams, Douglas L. 227218331 p.o. b Modules To Include
Adams, James E 41706917 21071 [~ Pass Management
Adamsz, Thia 127884364 CLo -
Adamz. Thamas P 247397007 2194 | [ Rental Reservations [ Locker Reservations
Adamz, Tirmothy 5. 493863046 12024+
< >

Clear Selection

[v Print Billing Change Log?

Detailz »> | Process Exit

Before processing, you must go to the details screen. Click Details>>.

In the Beg Actv/Sec field, enter the program you wish to restart billing on. In the End Actv/Sec field, enter
the last section you wish to restart billing on. All activities between the beginning and ending section will have
their billing restarted. If there are programs between the beginning and ending section you don’t want
included, you must run this process for each class separately.
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Your screen should look similar to the following:

B CYMS Rel 9.5a3i Period End 12/31/2003 =13

Func Global Activity Faciity Pass League POS Rent Court Lock Trip Accdnt System Golf CYS FT
Installment Billing/Auto Debit - Details

Beg Actv/Sec

i v Include Regular Installment Bills
‘Wildeard 5 election

'

‘wildeard Selection

wildeard

End Actv/Sec

Beg Pass Type _I ‘wildcard Selecti

End Pazz Tupe T wildcard Selecti

Beg Rental ltem -t “wiildcard Selection
2 T wildeard Selection

End Rental ltem

Beg Locker Rim -t Wwildzard Selection
End Lacker Bm 7§ wildeard Selection

<¢ Back | Process PreMate Exxit

Enter the BEGINNING ACTIVITY to process...

Click Process. Click Yes to continue. Click Print. This will restart billing on the program(s) you selected. As
a result of running this process, a memo will be generated in the affected households’ Transaction History
indicating that installment billing was restarted.

How do | change a household ID?

For example, the household ID (which should be the sponsor’'s SSN), was entered as 123456789, but it is
actually 123456798.

Go to Utilities > System > Household Utilities - Household Transfer/Merge.
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B CYMS Rel 9.5a3i Utilities 123172003 CYs

Func Activity Eaolty Pass League POS Bental Court Lok o System Golf CYS
Household Merge

Frarm Howsehold T Howsahold
Lazt Mame |F'rs| Mame Lazt Mame IFi’31 Mame Housge Numb ~
fibas Surmmel Abaz Summed M
Abbat Dizrrie bkl Dranrie LA il
Abduzzalaam ustafz E. Abduzzalaam tustala E.
Abrams Jozeph bz Jageph
Abeher Diouglas dbrgher Dauglas
Acosta F.ewin Fite £ Faawin
Acosta Salvadar M. Acosta Salvadon M.
Audamnes Fiicky Adames Fiicky
Audame Chailes ddamz Chales
Audamns Drouglas L. Az Drauglas L.
Adamns Jamez E Az Jamesz E
Audams Thia Adams Thia
£ £
FromH/H [T rotvet Selected Tor/H  [FEEE tot et Selecied
Full Meige | Pamial Meige | Tranfer | Exil
Enter the "FROM' Household to merge

In the From H/H field, enter the wrong SSN (123456789)

OR

Click in the From Household browser and begin typing the last name of the sponsor. Double click on the
sponsor—the From H/H field will be updated.

In the To H/H field, enter the correct SSN (123456798).
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Your screen should look similar to the following:

B CYMS Rel 9.5a3i

Utilities 12/31/2003
Func Actvity Eaolty Pass League POS Bental Court Lock Trip  System  Golf

Household Merge

From Hoasehold ToHouwszhold
Laszt Mame |F'r3| Mame Lazt Mame |Fi31 Mame
Smith Dizsting Aba Sunnimed
Srrith Dl . btk Dranrie
Srrith Etary Abduszalaam tuztafa E.
Smith Falh Ak amz Jageph
Emith Frederick Abrzher Dauglas
Smith Gay L Aicosta Fawin
Sith Giregary B. Aot Salvado M.
Srrilh Hulhs . Adames Fiicky
Srrith Jannes EGET Chiales
Srith Jason P, Az Drauglas L.
Smith Jakn Az Jamesz E
Srrilh Fenneth Adzmz Thia
{ £
FramH/H QEEEEFEI T Smith, John ToH/H

Full Meige Paitial Meige Tranzfer | Ezit

Enter the 'T0O* Household to merge

Click Transfer. Click Yes to continue. When the process is complete, click OK. Click Exit to return to the
Main Menu.

Do NOT use the Full Merge or Partial Merge options without assistance from VSI.

How do | find out how much an agency should be reimbursing my center?
Go to Reports > System > System Financial Reports > Pay Code Summary Cash Report.
Highlight the agency pay code in the Pay Code browser. Select the Browser Only toggle.

In the Drwr Range fields, enter your center’'s drawer range. In the Date Range fields, enter the date range
you wish to report on. In the Time Range fields, accept the default (00:00 thru 23:59). In the Rcpt Range
fields, accept the default (0 thru 9999999999).

Select the Print Detail option to show the household(s) that paid with the Agency Pay Code for the selected
ranges. Select the Beg/End Times Are Fixed option. Select the Print Pay Codes as Descriptions option.
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Your screen should look similar to the following:

Il CYMS Rel 9.5a3i Reports 12/31/2003
Func Global Activity Faciity Pass League POS Rent Court Lock Trip Accdnt System Golf CYS FT

Pay Code Summary Cash Report

Pay Code Entries: 1 Clear Entries Beg Code _i “wiildcard Selection

Fay CDde|Descripti0n | Type - End Code I System
1 Check Check
- W 'Card L3t /3 (@ Pozftd
2 Cash Cash = [ AN S ]
B AWiza & Mazter Card Cred Card " Range and Browser . Brawser Orly
| 4 American Exprass Cred Card
5 Digcower Cred Card
I 7 Jaurnal Prat Journal ey 100 Uti
10 Gift Certificates G'Certif ECNETN 12,01 /2003 Thru 2/31/2003
18 Alu Like, Ihe Mizc . ,7 li
B 19 ACS Yolunteers Misc Time fing. 0000 Thiu 2353
B 20 ACS-PLDC Misc Rcpt Bng i} Thiu  |333333933
B ZIACGATT: [E—
22 Hui 0 Na '/ ahine Mizc _ _
27 Chapel Services Mise v Print Detail?
| | 24 Family Child Care Misc v Beg/End Times Are Fixed?
28 732nd M| B att iz
| . A
5 3%t MP FRG Misc 7 [w Print Pap Codes Az Descriptions?
£ ¥ [ Print Credit Card Information?
Erint | Details »> | Last Settings Default Settings E xit

Click Print to print the report.

The Pay Code Summary Report shows every time the selected agency code was used as a method of
payment and the net amount of those payments. It shows the pay code, date and time the customer made
the payment, receipt number, drawer, user, household, pay reference, and the amount. In the Grand Totals
section at the bottom of the report, the amount the Agency owes you is listed in the Net Amount column.

Click Exit to return to the Main Menu.

How do | process the agency reimbursement check when it comes in?

When the reimbursement check arrives, go to Period End > Global = Global Misc Inc/Exp Postings.
Select the Misc module option and click Post Details.

On the Misc Income/Expense Posting screen, click Add.

In the Posting Date, enter the day you received the check. In the Amount field, enter the amount of the
reimbursement check. Select the Income for the Posting Type. In the Description field, enter a description
(e.g., Red Cross January Reimbursement).

In the G/L Code field, you will enter the receivables account that offsets the agency pay code that is
reimbursing. In the Army, this is the 140 account.

Note: To find the correct GL Code to post to, go to Files > System - Finance Code Maintenance >
Payment Code Maintenance, and look in the G/L Code Column—use the G/L code for the appropriate
Agency.

Right-click in the Cost Cntr field, highlight the appropriate Cost Center, and click Select. In the Notes field,
enter any notes you wish to make about this particular posting.

In the Pay Code field, enter the pay type the Agency used to reimburse you—typically, 1 (Check). The User
field will default to the user that is logged in. The Drawer field will default to the user that is logged in.

Your screen should look similar to the following:
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B CYMS Rel 9.5a3j Period End 01/26/2004

Func Global Activity Faclity Pass POS Rent Court System CYS

Misc Income/Expense Posting for Miscellaneous

Posting Date  |Prt Desc Type Amount|GAL Code|Cost Center|User |d

Oectober Hui Reimburzermert

Add | Change | Delete | Frint Log << Back E it
Fozting Date Amount 30,00 Posting Type ™ Income [ Expense
Dezcription |Dctober Hui Reimbursement
GiCode  [EECHN Cost Cnir
Motes
Pay Code I ser m 1 Drawer | 10

Post | Cancel |

Enter the POSTING DATE for this line item

Click Post.

Note: Finance will need to see these transactions, so you MUST run a Cash Journal, GL Distribution Report,
and DAR at the end of the day.

If you need to make any changes to this posting, highlight it and click Change. Make your changes, then
click Post. If you need to delete this posting, highlight it and click Delete.

Click Exit to return to the Main Menu.
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