Topic Doc — CYMS Transition Matrix
(10.3 — Sept 2012)

This document addresses how to use the CYMS Transition Matrix.

RULES AND ASSUMPTIONS

o As with the CYMS Roster Reassignment the activity/section the child is moving from must have the same Bill
Codes as the activity/section the child is moving to.

e CYMS Age Groups linked to the Activity are accurate (CYMS screen in Activity Maintenance). This drives the
column headers on the Matrix screen.

e Ending Age on Activity Sections is accurate without variation from standard. (This factors into Days Over
calculation to determine if child is too old for their classroom.)

0 .99 - Infant
1.49 - Pre-Tod1
0 1.99 - Pre-Tod2 (or Pre-Tod combined)
0 2.99 - Toddler
0 4.99 - Pre-School
e PCS Bulk Transfer to History and Future to Enrolled Status Change processes are being run regularly.

GOING INTO THE MATRIX AND SCREEN DESCRIPTIONS ‘

This section describes all aspects of the Matrix screen.

e Go to DailysCYMSeCYMS Transitioning Matrix (cy0315.r)

e The first time you enter the CYMS Transitioning Matrix you will be taken directly to the Activity Picklist:
o0 You will only be able to see those activities that you have permission to view.
o Highlight the activities you will be working with.
0 Click Select

NOTE: After this first time your selection will be remembered. To reselect your activities click the Class
List button which is located on the Transition Matrix screen.

5]
900052 ZC0 BOATHr A0 Inactive

300054 CD-FD [Prek) Active
901043 D - Hily Meal Post Active

901050 MD-FD [PK.ASE) Active
901055 MD - PDTod [20/3H) Active
301056 MD - PDTod [30/3H) Active
901067 kD Camp K. anly 4-Day Active
901072 MD - PDPS 3D/8H Active
301073 WD - PDPS 50/3H Inactive
901080 D - PAPS 30/4-H Inactive
901081 MD - PdPS 2D/4-H Inactive -
b
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o The Matrix will now display a column of browsers by age group. It sorts from left to right/youngest to oldest.
To determine this it uses the CYMS Age Group link on the CYMS screen in Activity maintenance.

)-FD {Inf) - CYMS

NOTE: If there is more than one age group Linked the Matrix will display the activity in the column of the
youngest Beginning Age as defined in the age range of Age Group Maintenance.

Infants (5 W - 12 Mo] [~ | Fre-Toddler (12 mo - 18 o) Pre-Toddler [18 mo - 24 Mo) v

900000-04 CO-1198 FD (Inf] Space: 0 300001-04 CD-127 FD (PT1) Space: 2 900002-04 CD-1194 FO (PTZ) Space: 0

Name Reference DO Date . Narne Reference DO Date . Narme FReference DO Date

900000-05 CO-1204 FO [Inf] Space: 0O 300002-06 CD-126B FO [PT2) Space: O
Name Reference DO Date Name FReference DO Date
900000-06 CD-1208 FD (Inf] Space: O 900001-06 CD-1204FD [PT1] Space: 0 900002-06 CD-1284 FD [PT2) Space: 0
Hame Reference DO Date - Marne: Reference DO Date - Narne Reference DO Date

7o
300000-07 CD-1264 FD (Inf) Space: 0 3000007 IE FD [PT1) 30000207 CD-128B FO (PTZ) Space: O

Name Reference DO Date - Narne Reference DO Date - Name FReference DO Date

The Matrix has a maximum of three columns across.

Each column has a browser box per section for that age group, with a maximum of four browser
boxes per column down.

0 To see beyond the third column you will use the Left/Right buttons to shift the columns to the
right and back.

o If there are more than four sections you will use the Up/Down buttons to shift the individual
column down and back.

e The Roster Aging Date will default to your current date, the first time run and after Process & Journal is run.

=

Meeds Trans Trans Out
ciass st T Refrosn Giear |} T

0 This date is used to determine who will be displayed and calculate the DO (Days Over) Columns in
the browsers.
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0 To change this date simply right click in the field and select a new date from the calendar, then click
Refresh/Clear to refresh the screen below.

NOTE: If you have selected Save Progress below, it will remember the date set when the save was
done. This will remain true until you hit Process & Journal.

The title of the column shows the Age Group Description of the Age Group used.
The title bar of the browser shows from left to right:

300000-05 CO-1204 FD (Inf] Space: O 300001-05 CD-1198 FD [PT1] Space: 2 30000205 CD-1268 FO (PT2)

0 Activity Number and Section (i.e. 900000-05)

0 Section Description (i.e. CD-120A FD (Inf))

0 Available Space = Maximum Count minus Enrolled and Future statused children.
= If the numberis O (i.e. Space: 0) then the title bar has no highlight

= If the number is positive (i.e. Space: 2) then the title is highlighted indicating it is able
to receive transitions

= If the number is negative (i.e. Space: -1) then the title is highlighted indicating it is
overbooked.

NOTE: The numbers and highlights will change based on the selections you make during the
Transition Matrix process.

Children only show in a browser if one of the following conditions are true:

0 Needs Trans - Based on DOB of child as recorded in CYMS and the Roster Aging Date this child is
beyond the age range for this activity and needs to be transitioned. Their DOB is shown in the Date
Column.

) - The child has a status of PCS from PCS Pro-Rate process (this is informational only, they
cannot be transitioned). Their PCS Date appears in the Date Column.

) - The child has a status of Future from an initial enroliment, or the Transition Matrix process.
Their Future Enrollment Date appears in the Date Column.

o0 Trans Out - The child has been selected to be transitioned out of this section (seen mid process only,
goes away when either Clear Transfers or Process & Journal are clicked). Their PCS Date
appears in the Date Column (this will fill in automatically as 1 day prior to the Transfer Date (or
Future Start Date) that is entered during the transition.

) - The child has been selected to be transitioned into this section (seen mid process only,
goes away when either Clear Transfers or Process & Journal are clicked) . Their Future
Enrollment Date appears in the Date Column.

Buttons found at the base of the Matrix screen:

Clear Transfers View Roster Preview Transitions Process & Journal

Clear Transfers will clear any transfers you have selected to that point.

Save Progress will save the current transitions you have selected up to that point in time. Anyone
linked to the same Location Device that you have will see these saved settings. This allows them to
pick up where you left off, or exit so you can finish.

o0 View Roster will provide a listing of the current roster you have selected above (by clicking on the
section browser).

Topic Doc — CYMS Transition Matrix (Sept 2012)

Page 3 of 10



900001-07 CD-1208 FD e

Birthday PCS Date  EnrollDate  Status Special Meeds  »
Jessica Smith 1 ‘Year 4 Months 5201 o 2[E
M adeln E zkew 1 vear 4 Monthz o1A4201 mAts2012 no
Jennifer Miller 1'ear 4 Months /2042011 mA1/20m2 E no

Hapden Haga 1 Year 3 Months 02A7 201 mA2012 E yes

o Preview Transitions will allow you to see at a glance all the transitions selected up to that point, and
a listing of sections with space available.

Run Date: D6/01/12 Transition Preview

Run Time: 12:53 User: 112
Name Trans. From Trans. Out Date  Trans. To Trans. In Date Special Needs Age Class Ages |
Nicholas Serra 300001-05 06/10/12 900002-05 06/11/12 yes 1 Year 6 Months 15t01.99
Jason Sangbong 300001-05 06/10/12 900002-04 06/11/12 no 1 Year 5 Months 15t01.99

| Actvity Number Section Description Max Count Current Enrolled Space Available
$00001-04 CD-127 FD (PT1) 5 3 2
$00001-05 CD-119B FD (PT1) 5 2 3
300001-07 CD-120B FD (PT1) 5 4 1
$00001-08 CD-126A FD (PT1) 5 1 4
300003-06 CD-119A FD (Tod) 8 7 1
300003-07 CD-1268B FD (Tod) 8 7 1

0 Process & Journal will finalize any transitions selected up to that point and provide a journal of them
similar to the Preview.

o Exit will exit the Matrix.

NOTE: If you have selections made, but, have not clicked Clear Transfers, Save Progress, or
Process & Journal you will see a message:

Question (Press HELP to view stack trace)

% You have not saved your reassignments,
Do you want to save them before exiting?

Mo i [ Help
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= Clicking Yes will Save your Progress, but it does not actually move the children. Process
and Journal moves the children.

=  Clicking No will Clear your Transfers.

USING THE MATRIX

This section will describe how to run the Transition Matrix process.

e Once you have your Class List and your Roster Aging Date selected you will have to move your screen so
that the FROM class and the TO class browsers are visible.

For example this user is looking at the activity range of 90000 through 900003, and 900051.

o Initially you can only see the age group columns for activities 900000, 900001 and 900002.
0 You want to move Jonathan Jr. Miller from 900001-08 to 900002-06.
o0 Click on the button to make the 900001-08 section browser visible [Arrow 1.].

=3

Roster Aging Date (1]

Class List

Refresh / Clear

Infarts (5 W - 12 Ma] FreToddler (12 ma- 13 Me) [~ v | @u 1. mo- 24 Ma]
90000005 CD-1204 FD (Inf) Space: O 900001 -04 CD-127 FD(PT) Spa 2 90000204 CD-1194 FD PT2) Space: 0
Name Fisference DO Date - Name Fieference DO Date - Hame Feference DO Date

Fiyan Lowe 38 05/01/2010

Madisan Powel

3 0B/DG/2010

30000006 CD-1208 FD (Inf) Space: 0 900001-05 CO-1198 FD (FT1] 90000205 CD-1268 FD [PT2) Space: 0
Nare Reference DO Date » Marne Reference DO Date Mame Reference DO Date

Nicholas Sera 24 111772010

Jazon Sangbong 6 12/05/2010
40000007 CD-1284 FD (Inf) Space: D 90000108 CO-1204F0 (PT1] Space: 0 300002-08 CO-1284 FD (PT2) Space: 0
Name FReference DO Date - Narne Fieference DO Date Hame Reference DO Date

Tyrek Moten 11 05/28/2010

90000008 CD-127 FD (Inf] Space: O 007-07 CD-120B FO(PT1) 90000207 CD-1288 FD (PT2) Space: 0
Name Reference DO Date - Name Reference DO Date - Mame Reference DO Date

¢ Now that you can see both activity sections you may move the child
0 Click on the child in the FROM Roster's browser [Arrow 2].
o0 Click on the white portion of the TO Roster's browser [Arrow 3].
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—

‘ Class List | Foster Aging Date i

Infarits [6 Wk - 12 Ma] Fre-Toddler (12 ma - 18 Mo) Fre-Toddler (18 ma - 24 Mo)
900000-05 CO-1204 FD (Inf) Space: O 900001-05 CO-1196 FD (PT1) 900002-04 CO-1194FD [PT2) Space: O
Name Feference DO Date - Name Fference DO Date - Name Feference DO Date -
Nicholas Sena 24 117200 Ryan Lowe 38 054012010
Jason Sangbong B [12/05/2010 Madison Powell 3 |0EA05/2010
500000-08 CO-1208 FO (Inf] Space: D 400001-06 CO-1204FD (PT1) Space: D 400002-05 CO-1268 FD [PT2) Space: D
Name Feference DO Date - Name Feference DO Date B Name FReference DO Date B
900000-07 CO-1264 FD (Inf) Space: O 90000107 C0-1208 FD (PT1) Space a00002-06 CO-1284 FD (PT2) Space: O
Name Feference DO Date - Name Feference DO Date - Name Feference DO Date -
Tyrek Maten 11 05/28/2010
) =2
500000-08 CO-127 FD (Inf] Space: D ‘ 264 FD [PT1) 4 400002-07 CO-1288 FD [PT2) Space: D
Name Feference DO Date - Name Feference DO Date B Name FReference DO Date B

donathan Miue.¢ 5 012010

= A dialogue box will appear for them to select the Transfer Date and the PCS Reason.
Transfer Date should be the day the child is starting in the new classroom. The PCS
Reason would be something that indicates an Internal Transfer. For the Army, the CDC
would use TR-CD. Army SAS would use TR-SA.

= Once you are happy with the selections click OK

Transfer Date

PCS Reason INTEM 1

Cancel

o0 The child will now appear on the FROM Roster highlighted in yellow and on the TO Activity
highlighted in purple.
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Roster Aging Date

Meeds Trans Trans Out

Infants (6 'k - 12 Ma) Pre-Toddler (12 mo - 18 Mo) = Pre:-Toddier (18 mo - 24 Mo)
00000-05 CD-1204 FD (Inf] Space: 0 [ 90000204 CD-113& FD [FT2) Space: 0
Nare Reference DO Date » Marne Reference DO Date » Mame Reference DO Date -
Michalas Sers 24 1117200 Fivan Lowe 38 05/01/2010
Jason Sangbong 6 [12/08/2010 Madison Powell 3 0B/08/2010
900000-06 CD-1208 FO (Inf) Space: O 900001-06 CO-1204FD [PT1] Space: 0 900002-05 CO-126B FD [PT2] Space: 0
Nare Reference DO Date - Harne Reference DO Date - Hame Feference DO Date -
900000-07 CD-1264 FD (Inf) Space: O < 7 CD- 0 (PT1) 2 E FO (PT2)
Name Reference DO Date - Mame Reference DO Date - MName Reference D0 Date -
Jonathan Ji. Miller
Turek Moten 11 05/28/2010
900000-08 CD-127 FD (Inf] Space: 0 - 1264 FD [PT1) Space: 90000207 CD-1288 FD [FT2) Space: 0
Narme Reference DO Date - Feference DO Date - Hame Feference DO Date -

Jonathan Jr. Miller a00002-06 10 0&A10/202

0 The Space for the receiving roster has become -1 you must get this to zero or a positive number in
order to Process.

0 To move Tyrek Moten from the TO Section (900002-06) you must shift the columns over to be able to
see the Toddler column (900003-07).

=  Click the button once to move to the right.
= Repeat the steps above to select and move the child.

) Meeds Trans Tians Out
FRoster Aging Date 1 efresh / Clear
Pre-Toddler [12 ma - 18 Mo) Pre:Toddler (18 ma - 24 Mo) Toddler (2 -3Y1s]
90000204 CO-1184 FD [PT2) Space: 0 900003-05 CO-1188 FD (Tod] Space: 0
Name Fefsrence DO Date - Narne Reference DO Date - Hame Fsference DO Date -
Nicholas Sera 50000204 24 06/10/2012 Ryan Lowe 300003-06 38 0E/10/2012 Amber Hattori 43 04/20/2009
Jazon Sangbong 6 12/05/2010 E Janessa Partin 42 0442772009
Madisan Powel 3 |06/05/2010 Liliana ‘White 40 04/29/2009
Aiiel Butler 8 |05/31/2009
900001-06 CD-1204FD (PT1) Space: 0 90000205 CD-126B FO [PT2) Space: O 900003-06 CO-1194 FD (Tod] Space: 0
Name Reference DO Date - Name Reference DO Date - Mame Reference DO Date -
Hailey Rand 13 05/26/2009
CD-1208 FD (FT1) 5 30000206 CD-1284 FD [PT2) Space: O 900003-07 CD-1268 FD (Tod] Space: 0
Reference DO Date » Marne Reference DO Date - Mame: Reference DO Date »

Tyrek Moten 900003-07 11 06/10/2012

FD [FT1) 90000207 CD-128E FOD [PT2] Space: D 300003-08 CD-1284 FO [Tod) Space: 0
Feference DO Date Narne Reference DO Date - Hame FReference DO Date -
Janathan Jr. Miller 30000206 10 06A10/2012 Hailey Meltz 7 06/01/2009

0 To complete the transitions click on Process & Journal, a print out will be generated.
= The first section will show the transitions made at this time.
= The second section will show anyone that still needs to be transitioned.
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| Name Trans. From Trans. Qut Date  Trans. To  Trans. In Date  Special Needs Age Class Ages |

Aging Date Used for All Calculations: 06/06/12

TRANSITIONS PROCESSED:
Nicholas Serra 900001-05 06/10/12 900002-04 06/11/12 yes 1 Year 6 Months 15t01.99
Jonathan Jr. Miller  900001-08 06/10/12 900002-06 06/11/12 no 1 Year 6 Months 15t01.99
Ryan Lowe 900002-04 06/10/12 900003-06 06/11/12 no 2 Years 1 Month 2t03
Tyrek Moten 900002-06 06/10/12 900003-07 06/11/12 no 2 Years 2t03
Name Current Activity Description Max Age current Age Days Overdue Special Needs

REMAINING DELINQUENT TRANSITIONS:
Jason Sangbong 900001-05 CD-119B FD (PT1) 149 1 Year 5 Months 6 no

Madison Powell 900002-04 CD-119A FD (PT2) 199 1 Year 11 Months 3 no

= The final page is a print out showing the Parent Central Space Count by activity and

section.

Run Date: 06/01/12 Parent Central Space Count

Run Time: 16:57 User: 112
Actvity Number Section Description Max Count Current Enrolled Space Available
900001-04 CD-127 FD (PT1) 5 3 2
500001-05 CD-1198 FD (PT1) 5 3 2
90000107 CD-1208 FD (PT1) 5 4 1
500001-08 CD-126A FD (PT1) 5 0 5

0 The child now has a status of Future on the To Roster and PCS on the From Roster.
o0 The highlights for the child will have changed.

= The child will be highlighted in Red on the FROM Roster (PCS).

=  The child will be highlighted in Blue on the TO Roster (Future).

1. What happens when you click Process & Journal?

a. All unbilled records on the From roster are moved to the To roster. Any outstanding balance owed
on the From roster is moved to the To roster. Child is statused as PCS on the From roster and
Future on the To roster.

2. How do | undo or change a transition before | hit Process & Journal? Example: You moved a child into
Room 1 instead of Room 2?

To Undo:
a. Highlight the child on the To roster
b. Click back on the original From roster
To Change:
a. Highlight the child on the To roster.
b. Click into browser on the New class.

3.  When | am moving children from room to room is the roster updated immediately?
a. Children are not actually moved until you click Process & Journal.
b. Future Statused children move immediately.
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4. What is the Date Column showing me?
a. If the child is not highlighted (white), it is their Date of Birth (DOB).
b. If the child is highlighted Yellow or Red, it is their PCS Date.
c. If the child is highlighted Purple or Blue, it is their Future Enroliment date (Start Date).

5. What happens if there is a negative count on a roster when | first come into the matrix?

a. Priorto selecting Process & Journal you must select children to transition out of that roster to
bring the Space count to O or greater.

b. If you cannot transition someone out call VSI for assistance.

6. If the count becomes negative while selecting transitions can | continue?

a. Yes, the red helps you see that space is an issue, but, you can transition someone else out. The
key is we will not let you Process until the space count is 0 or greater, but we will allow you to
momentarily over-enroll throughout the course of working with scenarios.

b. All red must be gone in order to continue with Process & Journal.

7. If a future status child owes money and is moved from one class to another, what happens to money?
a. The amount is transferred to the new activity/section, similar to a CYMS Roster Reassignment.

8. | highlighted a child in the right most column, then used the right arrow to shift the screen. Why is my
highlight no longer working?

a. The screen refreshes with the column shift, losing the highlight. You must have both the From
and To rosters showing on the screen prior to beginning the selection process.

9. | processed a child to move from the infant room to the pre-tod room using the Transition Matrix. 2 days
later the parent decides they do not want the child in that room and | need to move them back to the
infant room. What do | do?

a. Inthis scenario you have a child in the infant room statused as PCS and the same child in the
Pre-tod room with a Future start date.

To fix you will need to move the child to history in the Infant Room, then reassign the child from
the Pre-Tod room to the Infant Room. If you process this transaction in some other way there is
potential for fee and/or future billing problems.
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