CYMS TRAINING GUIDE

CTG-FO1b - RATE SETUP -HOURLY / LATE PICKUP

Updated Apr 04

1 6o to Files > Pass - Pass Type Maintenance.

Il CYMS Rel 9.5a3g File Maintenance 11/26/2003

Func Global Activity Fadlity Pass POS Rental Court System Golf CYS
Pass Type Maintenance
55 1 BE ez(Mo Clve
Cv-M5T M54/Teen Pass 12 Yes Mo Mo Mo Active a
Cr-MZ2 'S Privledge 12 ez Mo Mo Mo |Active 0
Cv-5as Schooldge Pazs 12 Yez: |Yes Mo Mo |Active 0
< >
After Record Update Reposition Browser By * Current Recard " Mewt Recard
Add LChange Delete Search Clohe Imp/E=p Exit

2 Highlight the pass you wish to work with and click Change.

Note: If you receive a warning like the one below, simply click OK.

Warning

= Attribute SCREEMN-VALUE for the COMBO-BOX PMT-REForm has an invalid value of
H CYCHILD. (4058)

There are five screens related to the pass. The first you will visit is Core Info.
3 Click the CYS radio set at the top of the screen to go to the CYS screen.
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B CYMS Rel 9.5a3g File Maintenance ~ 11/26/2003  CYS EX
Func Global Activity Fadlity Pass POS Rental Court System Golf CYS

i Core Info ® Restr/Feak i Golf
Cr'S Houwrly Fees and Guidelines C'hMS Late Pickup Fees and Guidelines
Haourly Fee Schedule: Child #1 1.25 Hrly Late Start, Man |1 am Fri |1 am
Child #2 1.25 Tue [18:01 Sat |2359
Child #3 1.25 wwed [18:01 Sun [2353
Child #4+ 1.25 Thuy 1801
Houtly Time Block In Minutes ER Full Late Start:  Mon [18:01 Fi |[15:00
td awinurm Hourly Fee To Charge 933.933.00 Tue |1 &:m =4t |DD: Ho
v Round Hourly Fees UP Based On Time Elocks? wed |1 &:m 5un |DD:DD
Thu 1801
Wisit Fee Rounding Factor " Penny Late Fee Amount [By The Black] 10,00
" Mickel Late Fee Time Block |n Minutes 15
" Dime .
~ Ouarter M awirmum Late Fee Ta Charge 939,999.00
" Digllar v Round Late Fees UP Based On Time Blocks?
Hext Daone Statiztics LCancel |

The left side of the screen is where the hourly rate information is stored.

Hourly Fee Schedule for Child 1, Child 2, etc allows centers to charge a tiered rate structure. The
center may have an hourly rate for the first child and a different rate for the second child (if they
are both from the same family and in your center at the same time).

This rate structure can also help if you have a Cat 1 hourly rate that is different than Cat 2-6. At the
time of the swipe in the clerk would need to know the parent's income category and choose the proper
hourly rate.

On the Swipe In screen, the first hourly child would use the Child 1 rate; the second hourly child would

use the Child 2 rate, etc.

& Full/Part Day Care
" Hourly Care 15t Child
" Hourly Care 2nd Child
" Hourly Care 3rd Child
" Hourly Care 4th Child
P

Other Care

LCancel Yizit

Note: When assigning the Child 1, Child 2 rate, etc., the rate that is entered in the Hourly Fee
Schedule must match the center’s hourly block in minutes.

For example, if the center charges hourly fees in 30 minutes blocks and the hourly rate is $2.50, the
Child 1 rate would be $1.25.

CTG-FO1b Rates-Hrly & Late Pickup  (Page 2 of 7)




Hourly Time Block In Minutes - This field relates to Aow the center charges their hourly fees. For
example. if a child were in the center for 1 hour and 5 minutes, how much time would that child be
charged for? If the answer is 1.25 hours, the center charges in 15 minute blocks. If the answer is 1.5
hours, the center charges in 30 minute blocks. If the answer is 2.0 hours, the center charges in 60
minute blocks.

Maximum Hourly Fee to Charge - If there is a maximum hourly fee, it can be entered here. However,
most centers will charge hourly fees for as long as the child is in the building. Typically, this should
999,999.99.

Round Hourly Fees UP Based On Time Blocks? - When toggled, this tells the system to round up to
the nearest time block. For example, if the Hourly Time Block In Minutes is 75 and a child is in the
center for 1 hour and 5 minutes, the charge will be for 1 hr and 15. This option should always be
toggled ON.

Visit Rounding Factor: If your hourly rate is $2.50 and you charge in 15 minute blocks, your Child 1

rate would be 0.62 cents. If a child was in the center for 1 hour (or 4 time blocks), 4 x $.62=$2.48. If
you round to the nearest nickel, the rate will be $2.50.

In the example below, the center charges $2.50 per hour. They charge this rate in 30 minute blocks.
This means that if an hourly child is in the building for 5 minutes, they will be charged for 30 minutes
($1.25). If the child is in the building for 35 minutes, they will be charged for 60 minutes ($2.50), and
so on.

B CYMS Rel 9.5a3g File Maintenance 11/28/2003  CYS =13
Func Global Activity Faclity Pass POS Rental Court System Golf CY5
@ Core Info @ Rest/Featr
CrhS Hourly Fees and Guidelines CriS Late Pickup Fees and Guidelines
Hourly Fee Scheduls: Child #1 [ 1.25 Hrly Late Start: Mon |18:D1 Fri |18:D1
Child #2 1.25 Tue 1201 Sat |2359
Child #3 1.25 Wwhed [18:01 Sum |2359
Child 4+ 1.25 Thu |18
Houty Time Black In Minutes E FulLate Start  Mon  [18:01 Fi [1301
M awirnurn Haurly Fee Ta Charge 993,939.00 Tue |1 8:01 sat |DD:DD
[w Found Hourly Fees UP Bazed On Time Blocks? /ed |1 8:01 sun |DD:DD
Thu [18:01
‘izit Fee Rounding Factar [ Penny Late Fee Amount By The Black) 10,00
O (it Late Fee Time Block In Minutes 15
" Dime
& Ouatter b awirnum Late Fee Tao Charge 993,999.00
" Dallar v Round Late Fees UP Based On Time Blocks?
Hent | LDore Statistics LCancel |

Enter the HOURLY FEE for this type

Rule of Thumb: Once you determine whether you round to the nearest 15, 30, or 60 minute block, the
Child 1-4 rate in the Hourly Fee Schedule must match that time frame.

For example, if the above center determines that they charge their rate in 15 minute blocks, the
Hourly Time Block In Minutes would need to be changed to 15 and the Child 1-4 rate would need to be
2.50/4 ($.62)—(divided by four since there are four 15 minute blocks in one hour). With a .62 cent
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rate every fifteen minutes, one hour would be $2.48, with the Visit Fee Rounding Factor set to a
nickel to make it $2.50.

Here's an example of this rate structure:

B CYMS Rel 9.5a3g File Maintenance  11/28/2003  CYS =13
Func Global Activity Faclity Pass POS Rental Court System Golf CYs
i@ Core Infa @ Festi/Feat i Golf
CvMS Houry Fees and Guidelines CvMS Late Pickup Fees and Guidelines
Haourly Fee Schedule: Child #1 0Ee2 Hrly Late Start: Man 1 Fn (1201
Child #2 062 Tus  [18:01 Sat |2359
Child #3 062 Wwied [18:01 Sum |2359
Child #4+ nez Thu [18:01
Houly Time Black In Mintes 15 Full Late Star:  Mon  [18:01 Fi [1301
tawimurn Hourly Fee To Charge 333,333.00 Tue |1 & st |DD:DD
v Round Hourly Fees UP Based On Time Blocks? wed |1 & S |DD:DD
Thu [18:01
Vizit Fee Rounding Factor " Penrny Late Fee Amount [By The Block] 10.00
¢ Mickel Late Fee Time Block In Minutes 15
" Dime
 Quarter I axirum Late Fee To Charge 333,333.00
" Dallar [v Round Late Fees LUP Based On Time Blocks?
Mext Done Statistics Lancel |

Enter The Time To Start Charging Late Fees On MON

To determine whether you charge in fifteen, thirty or sixty minute blocks you need to ask how much
your center charges if someone is in your building for 40 minutes, or 1 hour and 5 minutes, etc.

4 Click Done to save any changes that have been made.

Changing Late Pickup Rates
1 6o to Files > Pass - Pass Type Maintenance.
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I CYMS Rel 9.5a3g File Maintenance 11/26/2003
Func Global Activity Faclity Pass POS Rental Court System Golf CYS

Pass Type Maintenance
Cv-M5T M5/Teen Pass 12 Yes Mo (M Mo |Active 1}
Cv-MZ2 'S Priviedge 12 Yex Mo Mo Mo Active ]
Cv-545 SchoaolAge Pass 12 Yes YeszMo Mo Active i}
£ [ >
After Record Update Reposition Browser By: + Current Becord " Mext Becord
Add LChange Delete Search Clone Imp/Exp E it

2 Highlight the pass you wish to work with and click Change.

Note: If you receive a warning like the one below, simply click OK.

Warning

"l-., **Attribute SCREEM-VALUE for the COMBO-BOX PMT-RBForm has an invalid value of
[ CYCHILD. (4053)

There are five screens related to the pass. The first you will visit is Core Info.
3 Click the CYS radio set at the top of the screen to go to the CYS screen.
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B CYMS Rel 9.5a3g File Maintenance 11/26/2003  CYS =1E3

Func Global Activity Faclity Pass PO5 Rental Court System Golf CY5
@ Core Info @ Rest/Fealr
CriS Hourly Fees and Guidelines CrMS Late Pickup Fees and Guidelines
Hiourly Fee Scheduls: Child #1 1.25 Hrly Late Start: Maon |‘I am Fri |‘I &m
Child #2 1.25 Tue [13:00 Sat |zzm9
Child #3 1.25 Wwied |18:01 Sun |2359
Child #4+ 125 Thuy 180
Houly Time Block In Minutes ER Full Late Stat  Mon [18:01 Fi [1201
b azirnum Hourly Fee To Charge 993,993.00 Tue |1 801 Sat |DD:DD
v Round Hourly Fees UP Bazed On Time Blacks? Wed |-I &m Sun |DD:DD
Thuy 180
Wigit Fee Rounding Factor " Penny Late Fee Amount [Ep The Block) 10.00
& Nickel Late Fee Time Block In Minutes 15
" Dime
- Quarter t4 airuim Late Fee Ta Charge 993,999.00
" Dicllar [# Round Late Fees UP Based On Time Blacks?
Mext Dione Statistics LCancel |

The right side of the screen is where the late pickup information is stored.

Hrly Late Start - Some centers’ hourly programs close before their full day programs; therefore, we
allow different late pickup times for children who were swiped in as hourly. Enter the late pickup time
for each day of the week the center is open for hourly.

Full Late Start - Enter the time that children who are swiped in as Full Day are considered late being
picked up. Type in the late pickup time for each day of the week the center is open.

Late Fee Amount (By The Block) - How much you charge a parent for picking up their child late. For
example: $10.

Late Fee Time Block In Minutes - This works in conjunction with the Late Fee Amount (By The
Block) field. If the Late Fee Amount (By The Block) is $10 and the Late Fee Time Block In Minutes
is 15 minutes, this would translate into the parent being charged $10 for every fifteen minutes they
are late picking up the child.

Maximum Late Fee To Charge - Some centers don't charge more than a certain dollar amount for late
pickup. For example, if the Late Fee Amount (By The Block) is $10 and the Late Fee Time Block In
Minutes is 15 minutes and the Maximum Late Fee To Charge is $20, the system wouldn't charge more
than $20 even if the parent were more than 30 minutes late picking up their child.

Round Late Fees Up - This option is always selected.

For example, the Late Fee Amount (By The Block) is $10, the Late Fee Time Block In Minutes is 15
minutes, and Round Late Fees Up is toggled. A parent who is 9 minutes late picking up their child will

be charged $10 (as though they were 15 minutes late). If they are 16 minutes late picking up their
child they will be charged $20 (as though they were 30 minutes late).

The screen below shows the setup for a center with a late pickup fee of $1 per minute with a max of
$30.
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I CYMS Rel 9.5a3g File Maintenance 11/28/2003
Func Global Activity FEaclity Pass POS Rental Court System Golf CYS
'i Galf

e¢ and Guidelines

Haourly Fee Schedule: Child #1 ez Hrly Late Start:  Man |1 & Fri |1 &
Child #2 062 Tus 1201 Sat [2359
Child #3 062 Wwhed [18:01 Sum |2359
Child #4+ 06z Thu [18:01
Houly Time Black In Mintes 15 FullLats Start: Mo [18:01 Fi [1301
b amimurm Howrly Fee To Charge 933,333.00 Tue |1 801 sat |23;59
v Round Hourly Fees UP Based On Time Blocks? ed |1 801 sun |23;59
Thu [18:0
Vizit Fee Rounding Factor " Penny Late Fee Amount [By The Block] 1.00
e Nickel Late Fee Time Elock In Minutes 1
" Dime
- Quarter Fdaximum Late Fee To Charge 30.00
™ Dollar [v {Round Late Fees UP Based On Time Blocks?
et Done Statistics LCancel |

Select to ROUND late pickup fees to next late time block

4 Click Done to save any changes that have been made.
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