CYMS TRAINING GUIDE

CT6-FO7 - USDA PROCESSES

Updated Apr 04

USDA Income Categories

1 Goto Files > CYS = CYS Financial Maintenance - USDA Income Category Maintenance.
2 Highlight the rate you want to change and click Change.
3 Update the Income Limits For Free Services and Income Limits For Reduced Services
fields.
4  Click Done.
5 Repeat steps 2—4 for each rate you want to change.
Gy HSHE ST ) R ETE e 1929942003 LYS __J __J d!
Func Global  Activity  Faciity  Pass POS  Renktal Court Syskem  CYS

Code |Descriptian |Fami|_l.J Size|EHective DatelFree Income LimitlHeduced Income Limit|
2 | Famipy2 2 o7/0/2000 1462599 20,813.00
3 Family 3 3 07/01/2000 18,395.99 26.1748.00
4 Farnily 4 4 07/01/2000 22,165.99 31.543.00
3 Farmily 5 5 07/01/2000 25,935.99 36.908.00
E Fariily & & 07/01/2000 29,705.99 42,273.00
7 Farmily 7 7 07/01/2000 33.475.99 47 ,638.00
8 Farmily 8 8 07/01/2000 37.245.99 53,003.00

After Record U pdate Reposition Browser By: [+ Cunent Becord " Mext Record
Add Change Delete Search Clone Imp/Exp E xit
FIGURE 1

6 Click Exit to return to the Main Menu.

USDA Rates and Meal Times (Defaults)

1
2

Go to Files 2 CYS - CYS Financial Maintenance - USDA Misc Rate/Fee Maintenance
Update the CDC Rates and Default Beginning Meal Times.
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3 If your FCC rates are not currently set up, please contact VSI support for more information.

Each state is different; VSI will need to work with you on a per-site basis.
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Func Global

& USD4 Reimbursement

Activity  Facility  Pass

FlledlslnisEnes

FOS  Rental

Brkfzt

08:00 AW Skck 2353

COC R ates BFree Reduced
Breakfast | | |1.00000 | 023000
Snack |0ES000 | 0.31000 | 0.05000
Lunch |237000 | 1.97000 | 0.22000
Dirner |0.00000 | 0.00000 | 0.00000

COC Admin lLp To ' Centers Flat it/ Center

Tier 1 |0 | 000000
Tier 2 |0 | 000000
Tier 3 |0 | 000000
Tier 4 [0 | 000000

et |

Courk

Dane

PR LY S

Swekem  C¥S

i Late Payment Fee Parameters

= =[]

FCC Rates Free R educed
Breakfast | 112000 | |1.12000 | 0.41000
Snack |062000 | 062000 | 017000
Lunch |2.08000 | 208000 | 1.25000
Dirrer |2.08000 | 208000 | 1.25000

FCLC Adrin Flat At/ Preve
Tier 1 | 75.00000
Tier 2 | 55.00000
Tier 3 | 0.00000
Tier 4 | 0.00000

Lunch |11:00 Pk Shck | 14:00

| LCancel |

2353

Diinner

Enter the CDC BREAKFAST REIMBURSEMENT RATE for this category

FIGURE 2

4  Click Done to return to the Main Menu.

Meal Serving Times

1 Goto Files > Facility - Facility Location Maintenance.
Highlight the location of the CDC. Click Change.

2
3 Click Next.
4

Click CYMS Defaults to fill in the fields with the information you provided in the previous

section.

5 If this location’s meal serving times are different at this location, change them here, then click

Done.
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I e | RS T FllablainiaEnes IR AN LS8 ] ]d
Func  Glabal

¥ Core Infarmation & CrMS Rates Times

Ackiviby  Facility Pass POS Rental Courk System  C¥S

Free Feduced tdeal Times B eginning Time

Breskfast  |10.00000 | |1.00000 | 0.23000 Breakfast |0s:00 |0:30
&b Smack | 0ES000 | 031000 | 0.05000 A Srack [23:59 |00 29
Lunch | 237000 | 1.97000 | 0.22000 Lunch [11:00 [11:30
Ph Smack | 0.65000 031000 | 005000 Ph Srack [14:00 [14:30
Dirner |0.00000 | 0.00000 | 0.00000 Dinrer 23:59 |00 29
Hext Done Lrhs Defaults Cancel
FIGURE 3
6 Click Exit to return to the Main Menu.

Note: Meal serving times and rates for providers are updated per provider.

7
8
9

Go to Files > CYS - CYS FCC Provider Module.
Highlight the provider whose meal times you want to update and click Change.

Click Next three times (or click on the button for the Meal Rates/Times screen). Click CYMS
Defaults to get the default rates, and then adjust the times for that provider.
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B CYMS Rel ST FllablainiaEnes IR AN LS8 J J d
Func Global  Ackivity  Facility  Pass P25 Rental Court Syskem  C¥S
i Core Info i History i Family & Meal Rates/Times
Feduced tdeal Times B eginning Time

Breakfast | [112000 | 1.12000 Breakfast |07.25 0215

&b Smack  |0E2000 | 062000 | 0.62000 A Srack |09:30 [10:15

Lunch | 208000 | 208000 | 208000 Lunch [11:30 [12:30

Ph Smack | 0.62000 062000 | 0062000 Ph Srack [15:00 [15:30

Dirner |0.00000 | 0.00000 | 0.00000 Dinrer |00:00 |00 00

Mewt Daone LS Defaultz LCancel

Enter the FREE BREAKFAST rate

FIGURE 4
9 Click Done. Click Exit to return to the Main Menu.

Household USDA Income Category and Family Size

Note: You will not be able to post meals for children whose household does not have a USDA income
category and family size entered.

Hint: You can use the Household Audit Report (Reports> CYS-> CYC CDC Reports—> HH Audit Report)
to list households that are missing USDA information. (For the Audit Option, select Missing Data. For the
Only Include Households with These Pass Types section, select only the CY-CHILD and CY-SAS
pass types.)

1 Goto Files - Activity - Household Maintenance.

In the Lookup field, enter the last name of the child. Click Family Member.
Select the child from the list.

Click Next two times (or click on the button for the Financial Info screen).
Update the USDA Income and Family Size fields in the center of the screen.

a b~ WODN

CTG-FO7 USDA Processes  (Page 4 of 7)




B CYMS Rel ST FllablainiaEnes IR AN LS8 J _J 31
Func Global  Activity  Facility Pass POS Rental Court System  C¥S
nzor nfo i Spouse Infa & Financial Info i EmergMise Info
Cur &/R Bal [ oo Std Discount T ables By Module sshipExpie [N
Prv 4/R Bal [ oo Activity Fieg I SShipémt | 000
Cur P/M Bal [ oo Passes I SShipUsed | 000
P Vst Bal [ oo Point-of-Sale I gshiptwal |
Cur POS Bal [ oo BadCheckCrt [0
Tot Amt Due Family Size |37 Lzt Bad Pt _I
USDA Income lm Pt Restrict -I
Spon Conzent D ate _I Family [ncome Im Account PIM Ii
Lstusoa Update [N ¢
Prafile Drate _ 1 Cv'S Income/Discount Cateqaries Program Azsignments
FcPoweDate [ UsDacCag [3  Pad Show Reg/Envoll Count |
FCP Received Date _i Income Catg IW Hougehold FeeCode
Deros/PCS Date _ 1 _I
Mewt | Daone Members | LCancel |
Enter the Scholarhip Amount Expiration Date

FIGURE 5
6 Click Done. Click Exit to return to the Main Menu.

USDA Meal Reimbursement Posting For CDC
1 Goto Daily > CYS = CYS USDA Meal Reimb Posting.
2 Right-click in the Activity No field. Select the first activity you want to post.
3 Enter the Post Date.

Note: Always use a date within the month you are posting for. (For example, if you are posting on
November 3 for the month of October, use 10/31 as the posting date).

4 Enter the search dates. This is the date range you are posting meals for.
5 If you track them, enter the number of adult meals.
6 Choose Full Time or Hourly.

Note: For all of the regular programs, choose the Full Time option. For hourly children, there should be

one activity set up for each building that offers hourly care. Select the hourly activity and choose the
hourly option. This will post meals for all hourly children at that building, even if they are in different
rooms.

7 Confirm that the meal serving times are correct.
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Gy 5 el FGasD) Veiily Prusessing JAVaRIZ003 Y EEIEB.

Func Global  Ackivity  Eaciliew  Pass POS  Bent  Court Syskem  CYS

Actyity Mo

Post Date

Search Dates A2/2003 1141242003
Mumber of Adults IEIi

O Full Time O Houdy 0 FullTimeHourly  © Other Care

Meal Serving Times  Breakfast 02:00 to (0330

0
0

Lunch 11:00 {u] | 1:30
Pt Shack 14:00 {u] | 4:30
Dhirner 2359 {u] |EIEI:29

Ii
&M Snack W bo IW
1
1

Listing Print Journal | E it

Enter the ACTIVITY NUMBER to Post...

FIGURE 6
8 Click Listing.

9 The Meal Reimbursement screen will appear. All of the meals that were served during the
time you specified on the previous screen will be displayed.

10 To adjust the number of meals served or the meal rate, double click on the name on the list to
be adjusted. Be sure the child whose meals you are adjusting is the name displayed on the

bottom left of the screen. Make the appropriate changes to the number of meals or the meal
rate. Click Update Meal List.

CTG-FO7 USDA Processes  (Page 6 of 7)



B CY RS Hel IS Dby Mrneassing LR LR o __J__Jd
Func Global  Activiey Facility  Pass POS  Rent Courk System Y5

Name [Meal Fate [Bkit B [Bkit N[aM FlaM N]Lunch B|Lunch N[PM B]FM N|Diner ]  Diner M
Franklin, John [ Paid 1] 1] 1] 1] 1] 1] 1] 1] 1] 1]
Grabinzki, Mathaniel Paid a 0 0 0 a a a a a a
Keeler, Demesha Paid 1] 1] 1] 1] 1] 1] 1] 1] 1] 1]
tabe. Benjamin Paid 1] 1] 1] 1] 1] 1] 1] 1] 1] 1]
Mcwhite, Mya Paid 1] 1] 1] il 1] 1] 1] 1] 1] 1]
Robingon, AI'Ezra Paid I 0 0 0 I I I I I I
Fodriguez, F.ayla Faid 1] 0 0 0 1] 1] 1] 1] 1] 1]
Adults 1] 1] 1] 1] 1] 1] 1] 1] 1] 1]
Total Morédult Meals 1] 1] 1] 1] 1] 1] 1] 1] 1] 1]

| Breakfast &AM Snack Lunch  PM Snack  Dinner ¢ Free ¢ Reduced ™ Paid

Reimburseable Meals | O | 0 | 0 | 0 | 0 fedd New Enllee |
Monreimburseable Meals | a | 0 | 1] | 1] | 1] pdate Meal List |
FPozt Meal Record | <¢ Back | E it
FIGURE 7

11 Once all changes have been made, click Post Meal Record.
12 Repeat steps 2—11 for each activity and hourly location.
13 Click Exit to return to the Main Menu.

Note: If after posting the meal record, you realize you need to make an additional adjustment, you need
to make all of the changes again. When you click Post Meal Record, the following message will appear:
“A USDA Meal Posting already exists for this class on this date. Do you want to overwrite this record?”
You must click Yes to this question. If you say no, it will add to your previous posting.

USDA Meal Reimbursement Posting For FCC

Follow the steps from the previous section, with one exception: For all FCC postings, choose the Full
Time/Hourly option only.
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