# 06 — Navy CYMS Training Guide — Hourly Care

(10.3 - Updated October 2014)

NOTE: Don't get confused by the term “court” used in this guide. The CYMS Hourly Care reservation system
uses the Court Module.

CTRL + Click on any link below to be brought to that section of the guide.
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Creating Reserved Slots
Court Slot Generator

Before any reservations can be made, time slots must be generated with the Court Slot Generator
program.

Note: Prior to generating slots, all of your hourly care age groups per site must be specifically set up in
CYMS using Facility ID Maintenance.

If you need assistance in establishing or changing any of your HRLY type “facilities” — please contact
your CYMS SME.

1 Calculate the number of slots available for the next 30 days using the Navy Hourly Care
Available Space Tool.

2 Navigate to the My Hourly Care sub-menu and click on the Hourly Care Slot Creator button or
go to Period End = Court 2 Court Slot Generator.

Court Slot Generator

Beginning Court 1317 INF 1 HourlyBldg 1317 Inf @1317
Ending Coutt 1317 INF 1 Hourly Bldg 1317 Inf @ 1317

Eeginning D ate 0640172011 Ending Date

Beginning Time IDE:DD Ending Time
Rzv'n Hrs/Min I ! IBD tax Booking Count

Fiezervation Days v Mo v Tu Viwe W Th v Fr [ 5a [~ Su

Tl NN DN DA DA A
AN DA WA DN D
DA VAN AN DAEN: DA D

Generate I E xit I

3 Right-click in the Beginning and Ending Court fields and select the same court from the picklist.
Each ‘court’ should represent an age group (e.g., Infants, Pre-Tods, Toddlers, etc.). You will need to
run the generator once for each age group.

4 Enter the Beginning Date, Ending Date, Beginning Time, and Ending Time to reflect 12 months
in the future and the applicable Hourly Care beginning and ending times for your center.

5 Inthe Reservation Hrs/Min fields, leave the first block blank (that's the hour block) and enter 30 in
the second block (that’s the minute block). These are the times you will see on the Express Court
Reservation screen when making reservations. Using 30 minutes, the system will create blocks
every half hour: 6:00, 6:30, 7:00, etc.

6 Inthe Max Booking Count field, enter the maximum number of hourly children you can take at any
one time for the specific age group you are creating slots for.

NOTE: This number will come from the Navy Hourly Care Available Space Tool mentioned above and
will be a placeholder for availability for the next 12 months. See the Navy Hourly Care Available
Space Tool section below for updating these numbers at least weekly or as needed.

7 Inthe Reservation Days field, deselect any day you don’t want slots created for (typically Saturday
and Sunday).

8 Enter any Skip Dates you don’t want slots created for (typically holidays that fall within the
begin/end date range).
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9 Click Generate. Read the message and click Yes to continue.
10 Repeat for each Age Group.

Making Hourly Reservations

Express Court Reservation

The Express Court Reservation program is used to make hourly reservations.

e The mix of children you take reservations for determines how many columns of buttons you will
have on this screen.

e Each column represents an age grouping. Each age grouping should have buttons for Monday —
Friday. It is possible to create age ranges on the buttons to restrict say a 2 year old from being
booked in the infant column. If you choose this option and you are trying to book time for a child
who is beyond the age range linked to the button, the end user is given the chance to override and
continue with the reservation.

e The button format to allow age restrictions is as follows:
Type, Loc, ID, Day Adv, Beg Hr, End Hr, Beg Age, End Age
Sample: Hrly,1234,tod,1w2,6,18,2,2.99

NOTE: If you don’t see buttons on your screen, and/or need to make adjustments to the buttons that
are there, contact your CYMS SME for assistance.

1 Navigate to the My Hourly Care sub-menu and click on the Hourly Care Reservations button or go
to Daily = Court > Express Court Reservations.

Express Court Reservations

1317 Intant - Mon [09/26/11) | 1317 Prod - Mon [09/26/11) 1317 Tod - Mon (09/26/11] 1317 PS - Mon [09/26/11)

1317 Infant - Tue [09/27.411) 1317 Prod - Tue [09/27411) 1317 Tod - Tue [09/27/11) 1317 PS5 - Tue [03/27/11)

1317 Infant - Wed (03/28/11]

1317 Tod - Thu [09/29411) 1317 PS - Thu (08/23/11]

1317 Infant - Fri [09/30/11) 1317 Ptod - Fri ([09/30/11] 1317 Tod - Fii [09/30/11]

1317 Prod - 'whed [09/28/11) | 1317 Tod - Wed [09/28/11)
| 1317 PS - Fii [09/30/11)

1317 PS5 - Wed [09/28111) |

1317 Infant - Thu [09/23/11) | 1317 Ptod - Thu [09/23/11)

<< Prev 'week | LCalendar | NextWeek »> | Search

e Clicking Next Week>> will display next week’s dates. Clicking Next Week>> again will
advance the dates another week.

e Clicking <<Prev Week will display last week’s dates. Clicking <<Prev Week again will
change the dates another week back.
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¢ Clicking Search will allow you to search a court for specific dates/times. For instance, | need
care from 8:00-10:00 sometime in the next 2 weeks. The system will search based on your
criteria and allow you to book from the search results screen.

e Clicking Calendar allows you to select any day. That week’s buttons will display.

2  Click the button for the day and age group you wish to book time for.

AH Inf - Mon (10/13/14)

Beg Time End Time Date Description Available Slots Reservation Holders -
Pl »
Dot ok S
/| Household Link Cout 1D [EI5TG [T
[ Dates 10/13/2014 10132014 o

Search
Head Court 1 Times 07:00 18:00 |
UseCode [N ¢ Days VMo [V|Tu [VIWe VITh [VIFr [V]Sa [V]Su
——

¢ Make sure Display Booked Slots and Household Link are both selected.
e Never toggle to Update Fees and never change the Head Count unless directed by VSI.

e Reservations are booked by each individual child even if they are in the same family and
want a reservation for the same day/time.

3 Click and drag in the small gray boxes on the left and highlight the slots you want to book.
Example:

e For areservation from 0930-1300, highlight the 09:30 - 10:00 block up to and including the
12:30 -13:00 block.

e Do NOT highlight the 13:00 - 13:30 block — that would book time through 13:30.
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1317 Infant - Wed (09/28/11)

Beg Time [End Time [Date |Desciiption

|&wailable Slots|Reservation Holders

06:00 (06:30 09/28/2011 Howrly Bldg 1317 1
0E:30 07:00 03/28/2017 Hourly Bldg 13171
0700 07:30 09/28/2017 Houwly Bldg 1317 |
03/28/2017 Hourly Bldg 13171
03/28/2017 Hourly Bldg 1317 |
03/28/2017 Hourly Bldg 1317 |

4
3 Junior Messier
3 Jurnior Messier

3 Junior Messier

-

[ : 03/28/2017 Hourly Bldg 1317 |

4
[ |1330 14:00 05/28/2011 Howly Bldg 1317 | 4
[[14:00 14:30 09/28/2017 Howrly Bldg 1317 | 4 -
[]14:30 15:00 05/28/2011 Howrly Bldg 1317 | 4
[[15:00 15:30 09/28/2017 Howrly Bldg 1317 1 4
[ ]15:30 16:00 05/28/2011 Hourly Bldg 1317 | 4 -
4 3
¥ Household Link Court 1D k) M

™ Update Fees Dates

Head Count I 1 Times ﬂl
Use Code _i Daps WMo W Tu W welW Th W Fr v 5a ¥ Su
Reserve | Resv. & Back | <¢ Add Dates | << Back | Exit |

4  If the slots you were looking for were all booked, you may elect to use the Search Criteria to find
the next available time that slot is open. Enter the Court ID, Date Range, Times and Days to
search, then click Search. The search results will filter the browser accordingly and then you can
book right from the browser. Be careful — if you search for a date range and multiple days have the
times you are looking for, they will all be displayed/bookable in the browser.

5 To book additional dates/times for this child, click <<Add. Dates and repeat steps 2 and 3.
6 Once all your dates and times have been selected, click Reserve or Resv. & Back.

Reserve returns you to the main screen. Reserve & Back returns you to the main reservation
screen so you are ready to book another.

Court Reservation Household Selection

Lookup |messier,liam

Sponzor Mame |

Secondary Mame | H/H 1D Mumber |

Home Phone |

Work, Phone | LCell Phone |

FEanmily b ember | Houzehald Email | Organization Mame |

Address | Mew Houzehold | Frint Lazt Fopt |

Esit |

7 The Browser screen will appear. Find the Family Member and link the reservation to the Child.

Caution! The reservation must always be linked to the child!

When the family member is selected, CYMS automatically checks for an active Pass, overdue
shots, reservations already made for that child for that day, household ticklers and, if you are
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employing age restrictions on your hourly buttons, the child’s age to see if they are too old to have a
reservation in that room.

8 Once the child is selected you will be returned to either the Express Court Reservation screen or the
Main Menu (depending on whether you clicked Resv & Back or Reserve).

Viewing Reservations — By Room

Monthly Overview

1 Navigate to the My Hourly Care sub-menu and click on the Hourly Reservation Inqg. Button or go
to Inquiry = Court - Court Reservation Inquiry. Highlight the court where you made the
reservation(s).

2 Click List Schedule.

HRLY-7885-INF (7885 Hourly (Inf)) Schedule For ==> June, 2007

Sunday Monday Tuesday "Wednesday Thursday Friday Saturday

; : o
PARTIAL
6]
26 28 30

|
PARTIAL
) ) o

PARTIAL

<<Prev Cit < Prew Year <<Prev Mo I Mew Date | Hest taz> I Mext ‘Vear » Mext Crts»

<< Court Listingl E xit I

2 Onthe Calendar screen, you can get a “big picture” overview of scheduled and unscheduled days
for the month:

e Unscheduled — No slots have been created for that day.
e Open - Slots have been created, but no one has booked any time yet.
e Partial — Slots have been created; some are booked.

3 To view reservations for a particular day, click the number for that day.
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10/22 /2007 Schedule for HRLY-7885-TOD ﬂ

Beg TimelEnd TimeIStatus ITotaI Hourg IHSV Huolders] -
0600 0300 Reserved 3.00 P arcus M athews :

T~

[P NN N Y N N [N (NN (NN N N N N [N N M )

oK | <¢ Calendar | Bt |

4 To go back to the calendar to view a different day, click <<Calendar.
5 Click Exit to return to the Main Menu.

Viewing / Printing Reservation Lists — By Room

Court Reservation Report Il

e This is the best way to see children who have reservations for a particular day.
e You should run this report every morning (sorted by time) so you know who is scheduled to come in.

1 Navigate to the My Hourly Care sub-menu and click on the Hourly Reserv. Report Il or go to Reports
- Court 2 Reservation Reports = Court Reservation Report Il (CYS)
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N

<]

]

<]

2 This screen shot reflects running the report for the center’s Toddler hourly age group.

3 On the Details screen you may choose to print a variety of Phone Options — including No Phone and a
space for the parent to enter their Emergency Phone for the day, link a Comment Code (this is
especially useful if you are printing as an attendance sheet — you can print important information at the
top of the sheet), and/or elect to print x number of Sign In lines for last minute Drop Ins.

Details Screen:

CYMS Reservation Report - Details
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Viewing / Printing Reservation Lists — Multiple Rooms at a Time

Reservation Grid Report

e This is a great report that shows your time slots and how many of each age group you have at any given
time.

e |tis most effective when run for all age groups/courts.

1 Navigate to the My Hourly Care sub-menu and click on the Reservation Grid Report button or go to
Reports 2 CYMS 2 Admin Reports 2 Reservation Grid Report

CYM5 Reservation Grid Report

Facility 1D Add Entries I Llear Entries I Beg Tvpe _I wildcard Selection
Type =1 |Localion =2 [Facily = [Desciption_~ Beg Location IR+ widcard Selection
HHALY R058 INF Hily Infant 60 . ¥ .
e L Beq Faciliy 1 ‘wildcard Selection
HRLY B05E PS5 Hily Pre-Sche g 4 _
HRLY E058 PTOD Hily Pre-Tod ¥ .
HRLY 6058 oD Hrly Toddler £ EndTope  EZZZZS Videard Seecion

End Location Ei wildzard Selection

End Facility s 1 ‘wildcard Selection

O Range Ard Browser 0 Browser Orly

Date Rng 181042011 PRl

Time Range |00:00 Thru I24'DD

Space Between Time Blocks . . ; J' . . . :
15 20 25 30 35 40 45 &0

Mame Header Marmne

" New Page For Each Date

¥ Piint Contact Sheet For Reservees

L N N N N N N N N N N N NN N SN N N N S W

o

Frrirt [etails > Last Settings | Default Settings Templates Exit

2 This screen shot reflects running the report for Infant, Pre-Tod, Tod and PS reservations. Depending
how long your center is open for hourly reservations will determine the Space Between Time Block
setting. So, don't be afraid to play with this setting. The less space between blocks the more slots you
will be able to see on one report and remember you can always run multiple times for specific time
ranges.

Finally, check out the Totals section at the bottom of the report — priceless!
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Location: East CDC, Room: Hrly Infant 6058
Date: 08/10/2011

2 07:30  08:00 08:30 09:00 09:30 10:00 10:30 11:00 11:30 12:00 12:30 13:00 13:30 14:00 14:30 15:00 15:30 16:00 16:30
" Abalos, Savien
" Jackson, Anesha
" Reneau, Justin
:Totzl INF 1 1 1 1 1 2 2 2 1 1 1 1 1 2 2 1 1 1 [1]

Location: East CDC, Room: Hrly Pre-School 6058
Date: 08/10/2011

e
" Glasspodle, Tonya
. Osborn, Megan

. Young, Elizabeth

"Total P§ 1] 1 1 1 1 1 1 2 2 1 1

(=
=
=
=
&l
&l

Location: East CDC, Room: Hrly Pre-Tod 6058
Date: 08/10/2011

e 07:30 08:00 08:30 09:00 09:30 10:00 10:30 11:00 11:30 12-00 12:30 13:00 13:30 14:00 14:30 15:00 15:30 16:00 16:30
" Abella, Jamarius
" Messier, Tara
" Sadlemyer. Alyssa
:Totzl PTOD 1 1 1 2 2 2 2 2 2 1 1 1 2 1 1 1 1 [1] [1]

Location: East COC, Room: Hrly Toddler 6058
Date: 08/10/2011

e 07:30 08:00 08:30 09:00 09:30 10:00 10:30 11:00 11:30 12:00 12:30 13:00 13:30 14:00 14:30 15:00 15:30 16:00 16:30

" Drawis, Jasmine

" Wison, Destiny
"Tatal TOD [1] [1] a a a 1 1 1 1 1 2 2 1 1 1 a a [1] [1]
otals for 0BM02011 07:30  08:00 08:30 09:00 09:30 10:00 10:30 11:00 11:30 12:00 12:30 13:00 13:30 14:00 14:30 15:00 1530 16:00 16:30
"HRLY-6058:INF 1 2 2 2 1 1 [1]
"HRLY-6058:P5 1 2 2 [1] [1]
"HRLY-6058:PTOD 2 2 2 2 2 [1] [1]
"HRLY-6058:TOD a i 1] 1]
:GRAHD TOTALS 4 [i] [i] 7 ] 4 1 [1]

Viewing Reservations — By Household

1 Click on the Household Inquiry button on the right side of the screen or go to Inquiry = Global >
Global Household Inquiry. Look up the household and select it.

LClear I

F'Mern|Family Member [Gender | Bithday [Status [Grade|[Features (May Be Partial] -
1 Messier, John Fermnale Active | 0.00
2 Messier, Kathy Male Active 0.00
3 Messier, Liam Male  08/24/2005 Active | 0.00
4 Messier, Sara Female 01/01/2010 Active | 0.00
5 Messier. Unbom Female Active | 0.00
E Messier. Tara Female 05/01/2011 Active | 0.00

Fac Rsw Pazzes | POS Sales | FRentals |

Personal Trainer | Crt Raw Lackers | Trips | Tee Times |
CreditBook | GiftCertificates | Biling | Pigfle Pt | AAFES Tickers |
Med Record | Fam Memb | M ember Links | H#H Info | Web Info |
Reward Points | Scholarships | Tun History | Waiver Hist | Incidents |
| | | |

RecConnect Control Account Houzehald Payment History Wiew Previous

RecConnect History

<< Name Lookup | Emergency Contacts Facilty Contacts Exit

2 Click the Crt Rsv button to view all reservations for this household.
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Messier -- Court Reservations

Date Beg Time|End Time|Crt Tppe  |CrtLoc  |Crtld  |Rsv Mumb|Rezerves Head Cnt| Status |Showed| TotFees| Te=
08/04/2011 0330 1430 HRALY 6058 PS E7912 Liam Messier Thctive  no 0.00
08/04/2011 1400 1B:00  HRLY GOS8 FS E7515 Sara Messier Thctive  no 0.00
05/27/2011 0730 10:30  HALY 6058 ToD E7908 Liam Messier Thctive  yes 0.00
05/25/2011 0730 1700 HRLY 6058 ToD E7907 Liam Messier Thctive  |no 0.00
05/24/2011 0730 1700  HALY 6058 Too E790E Liam Messier Thctive  no 0.00
05/03/2011 0%00 11:30  HRALY 6058 Too E7503 Liam Messier Thctive  no 0.00
04/29/2011 11:00 1300  HRLY G058 ToD E7503 Liam Messier Thctive  no 0.00
04/28/2011 0730 1200 HALY 6058 ToD 67903 Liam Messier Thctive  no 0.00
04/27/2011 0730 1000 HRLY 6058 oD E7902 Liam Messier Thctive  |no 0.00
06/01/2010 07:30 1700 HRALY  GOEO INF E7855 Liam Messier Jhctive  no 0.00
06/01/2010 07:30 1700 HRALY  GOEO INF E7854 Liam Messier Thctive  no 0.00
03/18/2010 0730 1700  HRLY  GOBO INF E7853 Liam Messier Thctive  no 0.00
03/17/2010 0730 1700  HALY  GOBO INF £7853 Liam Messier Thctive  no 0.00
03/16/2010 0730 03:45  HRLY 6050 INF E7B892 Liam Messier Thctive  |no 0.00
03/16/2010 10:00 1700  HALY  GOEO INF E7893 Liam Messier Thctive  no 0.00
03/04/2010 08:00 10:30  HRALY 6058 INF E7850 Liam Messier Thctive  no 0.00
03/01/2010 11:30  13:30  HRLY G058 FS 7883 Liam Messier Thctive  no 0.00

-
< o]

I Show Cancelled Coutt Reservations

Iv Show Conseoutive Caurt Reservations As One Record

ok |

3 Click Show Consecutive Court Reservations As One Record to collapse the entries.
4 Click OK and Exit to return to the Main Menu.

Viewing / Printing Reservations — By Household

1 Navigate to the My Hourly Care sub-menu and click on the HH Hourly Reservation Rpt. Button or
go to Reports - Court - Reservation Reports » Household Hourly Reservation Report.

Household Hourly Reservation Report

Houzehold 2&dd Entries LClear Entries Breginning Mame
[eotMame = [FistName - [Frimaty ddiess = I

Messier Johin 9258 Random R

Ending Mame

¢ Range £nd Browser * Browser Only

Ks

Frint I [etails > Last Seftings | Default Settings Templates Exit

2 Toggle Browser Only. Add the single household you wish to print reservations for.
3 Enter your Date Range and click Print.
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Changing Hourly Reservations

Express Court Cancel

The Express Court Cancel program is used to cancel or shorten an hourly reservation.

1

2

3

Navigate to the My Hourly Care sub-menu and click on the Hourly Cancel/Change button or go to
Daily = Court - Express Court Cancel.

In the Lookup field, enter the last name of the child. Highlight the child and click Select.

If you lookup by Sponsor or Spouse you will not see reservations for the household.
If you lookup by a particular child you will see reservations for just that child.

Regardless of how you lookup a household you can filter the reservations accordingly once you get
to the Express Court Cancel screen.

The Screen shot below shows the default view for search made for a particular child in the
household. If you picked a child that did not have a reservation you would see nothing in the
browser.

Lastly, the date range always defaults to 30 days out. You can change the Date Range to expand or
narrow your focus if needed.

CYMS Demo Rel 9.5a6  Utilities  11/28/06 VS =] |
Func Activity Faclity Pass League PQOS Rental Court Lock Trip System Golf CYS PT
Express Court Cancel (Mo Fee)

Date Ang 1 -~
Eilter I Clear Fi4 I 1y
1141541535 |
Reservation Details Clear Entries
Last Mame [First Name [Mem #]Date [Beg TimeE nd Time[Location [Cout ID [ Fesy # ~
| Allen Travig 311/28/2006 12230 1300 247 IN/HR 28
] 2len Traviz 311/28/2006 12:00 1330 247 IN/HR 28
[ 2len Travis 311/28/2006 1330 1400 247 IN/HR 28
: Allen Travis 311/28/2006 14:00 1430 247 IN/HR 28
Allen Travis 311/28/2006 1430 1500 247 IN/HR 28
1 Traviz 311/25/2006 02:00 08:30 247 IN/HR 23
: Allen Travis 311/28/2006 02:30 0300 247 IN/HR 24
Allen Travis 311428/2006 03:00 0330 247 IN/HR 24
1 Traviz 311425/2006 0%:30 10:00 247 IN/HR 23
[ 2len Travis 311/28/200610:00 1030 247 IN/HR 29
: Allen Travis 311428/2006 10:30° 11:00 247 IN/HR 24
Allen Travis 311428/2006 11:00 11:30 247 IN/HR 2
[ 2len Travis 311/28/200611:30 1200 247 IN/HR 29
: Allen Travis 311428/2006 12200 1230 247 IN/HR 24
Allen Travis 311/28/2006 112230 1300 247 IN/HR 28+
Frint Cancel Log I
Lancel Selected Reservations Cancel All Reservations In Browser I << HH/FM Lookup I

To isolate one child’s reservations vs. another, click on the appropriate family member in the
browser at the top. This will make it more difficult to cancel the wrong reservation.

To see any reservation linked to any family member, click Clear FM.

In my example, | wish to cancel Travis’ reservation for 11/29. You can do this in several ways: Click
and drag in the grey box to highlight the times you wish to cancel.
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OR click the first time block, hold your Shift key and click the last time block — this will highlight all
the reservations in between.

OR hold your Ctrl Key and click the appropriate time blocks.

Express Court Cancel (No Fee)

Date Rng W] T Thiu W} T F/M SelectEnties: 1 Last Mame |First Name |Bithday | =

Filter Clear Pt [ |4llen Ethan
Allen Susie

Fieservation Details Clear Entries I

st Mame [First Name  [Mem #|Date |Beg Time|End Time|Location [Cout ID | Resv #«
len Travis 311/28/200612:30 1300|247 IN/HR 28
lien Travis 311/28/200613:00 1330|247 IN/HR: 28
n Tiavis 311/28/20081330 1400|247 IN/HR: 28
len Travis 311/28/2006 1400 1430|247 IN/HR 28
Fllen Travis 311/28/2006/14:30 1500 247 IN/HR: 28
e I 0§

Print Cancel Log I

LCancel Selected Aeservations Cancel &l Reservations In Browser << HH/FM Lookup I

5 Then click Cancel Selected Reservations and Yes to continue. The browser will update
immediately.

Note: Do not click Cancel All Reservations in Browser as it will cancel all reservations for the
entered date range for the child selected regardless of whether the time blocks are selected. See the
Additional Cancellation Notes below as well.

CYMS Demo Rel 9.5a6  Utilities  11/38/06 VS (o]
Func Activity Fadlity Pass League POS Rental Court Lock Trip System Golf CYS FT
Express Court Cancel (Mo Fee)

Date Fing 1 Thiu 2 1 FMSelectEnties: 1 Last Mame [First Name [Bithday [«
fite | Cearftd | [HAkn Ethan
Allen Suzie
Reservation Details M
Last Mame |First Name |Mem #|Date |Beg Time]E nd Time|Location |Court ID | Flesv # ~
b | Allen Traviz 311/28/2006 12:30 1300 247 IN/HR 28
[ |Alen Travig INM/2B/20061300 1330 247 IN/HR 28
| |Allen Travig 3N/2B/20061230 1400 247 IN/HR 28
Allen Traviz 311/28/2006 14:00 14:30 247 IN/HR 28
[ |Allen Travig 31/2B/20061430 1500 247 IN/HR 28
Prinit Cancel Log I
| Cancel 5 seryations | Cancel Al Reservations In Browser <¢ HHAFM Lookup I
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6 If you wish to print a report to show the cancellation, click Print Cancel Log. This is the only
chance you will have to print a record of this cancellation. If you click HH/FM Lookup without
printing the log, you will be reminded of this and prompted to print it.

Additional Cancellation Notes:

To further isolate reservations for a child or children in a household, you can multi-select them in the
Family Member browser and/or narrow the date range. This is handy if you have multiple
reservations to cancel for multiple children for a particular household. Once you narrow it down, the
Cancel All Reservations in Browser button can be used to quickly remove all appropriate
reservations.

In Step 4 you could also cancel Travis’ reservations for 11/29 by doing the following:

Change the Date Range to 11/29/2006 thru 11/29/2006. This will change your Reservation Detail
Browser to just reservations on that day for Travis. Then click Cancel All Reservations in
Browser. Any reservation you can see or scroll to in the browser will be cancelled so be careful.

Clicking on the correct Family Member and narrowing your Date Range is an efficient way to
cancel reservations.

Navy Hourly Care Available Space Tool

The Hourly Care Available Space Tool should be used at least weekly to ensure the availability of Hourly care
is accurate at all times.

Changing the # of Hourly Slots

Court Max Count Adjustment

This program is used to increase or decrease the number of hourly slots (max booking count) created during
the Court Slot Generator process. This could be due to changes in staffing, a parent taking vacation or the
Navy Hourly Care Available Space Tool showing reduced or increased availability.

e Example:

= Patrons may make a reservation 30 days in advance. 12 months of Hourly Care slots have
been generated previously.

= If you initially created 4 infant slots but then on a particular day you will only be able to offer care
for 3 infants the Max Count Adjustment program allows you to adjust as necessary.

= In this case you would use the Max Count Adjustment program to lower your Max Count from 4
to 3.

e If more than 3 children have already reserved time for that day, the system does NOT remove those
reservations; however, you won't be allowed to continue overbooking.

e Note: The Court Slot Generator cannot be used to change max counts since it skips time slots that
have already been created.

1 Navigate to the My Hourly Care sub-menu and click on the Hourly Res Max Count Bump +/- or go to
Utilities = Court 2 Court Max Count Adjustment.

2 The following screen shot reflects changing the infant room at this center to accept 3 infants:
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Beainning Type I Hrly Space/Raoom/Ctr

Beginning Location East COC

Beginning Facility INF T Hily Infant GOSE

Ending Type Hrly Space/Room/Chr
Ending Location East CDC
Ending F acility Hrly Infant BOGE

Beqinning D ate

Beainning Time

tax Head Count “

Process | Exit

3 Note: The Max Head Count field represents the total number of children that can be accommodated for
that age group. It does not represent the number of spaces you are adding or subtracting

4  Click Process to finish.

Charging No-Show Fees at the End of the Day

This program will be used to print a list of households that had hourly reservations, but did not show up. It will
also be used to actually charge those households a no-show fee, not to exceed $15. The resulting list of patrons
charged a no-show fee will be used in the steps below to notate the CYMS Household record for tracking each
no-show per the Hourly Care Parent Fee Agreement.

e Key Point: This process should be run at the end of every day at all facilities where CYMS Hourly
Care Reservations are being taken.

e These instructions are also found in the End of Day Processes Guides (CTG-24):

1 Navigate to the My End of Day sub-menu and click on the No-Show Fee Posting button or Go to
Daily > CYMS - Reserv No Show Fee Posting.

2 Onthe Reservation No Show Fee Posting screen:
e Right click in the Location and select your building number.
e Select the Date Range you wish to search for no-shows — typically you would use today’s date.
e Search Times: Accept the default times of 00:00 to 24:00.

e Be sure to select the appropriate Bill Code (accounting code) that represents your center’s
hourly care program.

e Fee: Enter 4.00 and change the toggle to Hourly.

e Posting Date: Accept the default (current day). This is the date the entry will be made in the
customer’s transaction history.
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Reservation No Show Fee Postings

Location

Search Dates

Search Times

Billcode

Fee

Puasting Date

Process I Exit I

3 Click Process to see a list of people who had a reservation but did not swipe in. This process
DOES NOT charge the households — it shows you who will be charged.

Reservation No Show Fee Postings - Edit

Mate: To edit an individual late feedcount, click in the correct column on the appropriate row and change the amount/count.

Post I Joumal Orly I Remove I <<Back I

4  Correct any households that should not be on the list by highlighting the entry in the browser and
clicking Remove. (Example: If a parent actually called and cancelled a reservation, but for some
reason CYMS wasn’t updated accordingly).

5 The total No Show Fee is calculated by multiplying the No Show Fee by the Fee Cnt.

Note: Since the max No Show Fee is $15.00 per the Navy Hourly Care Parent Fee Agreement, if the
Fee Cnt is higher than 4.00, you will need to adjust the total fees by clicking into the No Show Fee
field and entering 15.00, then clicking in the Fee Cnt field and entering 1.00 to charge $15.00 total.

6 After making all edits and adjustments as necessary, click Post and Yes to continue. This will
charge the households a No Show fee and provide a log of who was charged and how much.

7 For each Household on the list, a Household Comment (Emerg/Misc Info Screen) will need to be
entered to track their no-show per the Hourly Care Parent Fee Agreement by clicking the HH &
Member Update button. If this is the second no-show for the Household, add a second no-show
comment then follow the directions at the end of this document to suspend the child’s Hourly Care
reservation capability for 30 days.

Example: 1%t Hourly Care No-Show JBAB CDC 1 8/27/14
2" Hourly Care No-Show JBAB CDC 2 9/1/14
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Note: The No Show Fee will become a balance in the Pass Management Row, on the left side of the
payment screen. See screen shot below. If, after the No Show Fee has been posted you need to adjust
it, you must use Global Cancel/Change and Update Charges on the proper PASS.

x|
#ctv Reg oo [ ooo (] oo | om 2
Fac Ravr: 0.00 | ooo | oo | oo v
Pass Mat: o0 [ ooo [ om0 [ ooo 2
POS:
Fientals: 0.00 | ooo | noo | 0o &2
Lackers: oo [ oo (] oo | om 2
Trips:
Courts:
Trainers:
League: . 1 1 .
Tot T o0 [ oo I ow | on e
I™ Auto Balance Modules/Deposits Aisits Wiew Prev I

jul s Cancel

Charging For the Entire Reservation

Charging From the Beginning of a Reservation and/or Arrival Time Through Time of Pickup

1. Ensure you are logged into CYMS with your Clerk ID at the POS/Payment workstation.
2. Navigate to the My Home screen and click Visit Processing.
3. Click OK on the Pass Visit Options Update screen.

4. Ensure the button in the top right shows Hourly & Fullday Visits. If it shows Fullday Visits Only, click it
once to display Hourly & Fullday Visits.

Lookup

Swipe [0 Card [or lype pazs number/family member name).. [ Howarly & Fullday Yisits _]

[Name SEarch] [ FPazs Mumber ] I Generic Wisit ] [ [ aily Wisit ] FPayment

5. Lookup and select the CHILD. Children’s records should have a Birthday listed.
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6. Select the applicable fee to charge, $4 (Hourly) for all patrons or $5 (GPAB) for respite care eligible

patrons.
CYMS Care Type

@ Full/Part Dap Care

! Howrly

I GPAB

| Other Care

Ok | | Cancelvisit

7. Click OK.

8. If an Hourly Care Reservation was made through CYMS and the parent is early, you will receive this
screen. If space is available, click Yes. The child is now swiped in for Hourly Care and the parent will be
charged until the child is swiped out through Visit Processing. If space is not available, click No, then
repeat the steps when their reservation time arrives.

-
Question I" E ]

| Ciara Abar is scheduled from 11:00 to 11:30
in Infant QLD
Do you want to continue 7

Yes ‘ | Mo

9. If a parent shows up late for the beginning of their reservation, you will receive this screen:

Hourly Reservation Late Show Fee

Ciara sbar iz zcheduled from 17:00 b 17:30 00 Infant OLD
Late Fee 0.0o

fi [k, i [ Cancel Yizit

o |f the parent is less than one hour late and you have space to accommodate the child, click OK.

CTG-06 CORE-Navy Hourly Care 103 (Page 18 of 20)



o |f the parent is more than an hour late and you have space to accommodate the child, enter the
hourly fee for the number of hours they are late and click OK. For more than one hour enter
4.00, more than two 8.00, etc.

¢ In either instance above, the parent will be charged for the remaining time automatically by
CYMS until the child is swiped out.

Enforcing the No-Show Fee Policy

If a patron has been a no-show for two Hourly Care Reservations, CYMS can be used to remind staff the
Household is not eligible to book Hourly Care for 30 days. The following steps will prevent the patron from
booking Hourly Care through CYP Online.

1. Navigate to the My Home menu and click on the Registered Member Update button or go to File
Maintenance > Pass - Pass Member Maintenance.

Type the last name of the child in the Lookup field then press Enter.
Select the child’s record. The child’s record is the one with the birthday.
Select the Active child’s pass.

In the Beginning Suspension Date enter today’s date.

In the Ending Suspension Date select 30 days from today.

Ensure the Current Pass Status is set to Suspended.

© N o g~ WD

In the Comment field, enter “30 day suspension for 2 Hourly Care no-shows” followed by your initials
and todays date.

9. Click Done.

10. If a patron asks staff to book a reservation in CYMS, the following message will appear for staff. Click
No and review the Household and/or Pass Comments to verify the no-show notes.

-
Question l I

~ \ Ciara Aban
DOES MOT HAVE A VALID PASS!!

Do you want to continue?

11. If the patron asks staff to use drop-in Hourly Care, staff will receive this message. Click Yes. In the list of
passes select the pass with a Suspended status and review the Pass Comments as needed.

Note: Pass types listed will vary by installation.
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Question l—*_]

3 1 Mo Active Pass Types Bxst within Valid Pass List of:

CY¥-CHILD,CY-5A5
Check user's Visit Device settings for valid pass types to access.

Do you wish to see a listing of this Person's passes ?

-

12. If the patron attempts to book an Hourly Care reservation online, they will receive this message. Their
child’s name will take the place of Little.

No Hourly Care times available due to reasons listed below.
(Little)

Little's reservation is unable to be processed at this time. Please contact your local CYP if you feel you have received this message
in error.

13. Once the 30 days are up and the CYP management team has determined the parent is eligible to make
Hourly Care reservations again, the pass will need to be marked as Active and the comment(s) removed
under Registered Member Update and in HH & Member Update.
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