# 12 - CYMS Training Guide — Reports (CYS Reports)
(10.3 — Updated June 2013)

INDEX — Reports Included

Heath/Medical Reports USDA Reports
e Shot Report e USDA Category (Child)
e Medical Conditions Report e USDA Category (Household)
e Health Assessment/Physical Report Waitlist Reports
e Special Needs RecConnect e Waitlist Report
Administrative Reports e Waitlist Placed Statistics Report
e Transition Report Provider Reports
e Family Care Plan Report e SeeCTG-54
e Income Report Staff Reports
o Facility Usage Report e SeeCTG-62
e Labor Scheduling Tool System Reports
e Hourly Visit Report e See(CTG-11

o Visit Report
e HH/FM Profile Print
e Auto-Pay Report

e Agency Reimbursement Report

Basic Concepts

This guide contains a sampling of reports found within various the Menu Bar for CYS. A separate guide
(CTG-11 System Reports) covers reports found under other Menu Bar headings.

All reports in CYMS can be run multiple ways. Selection criteria include different locations, dates, times,
sorts, detail/lsummary, ages/grades etc. The best way to “learn” about reports is to jump in and experiment
with them. You can’t hurt anything in the database by running a report. Start with a small selection of data
where you can validate the results — try different settings and views until you find the look you need for the
task at hand!

You can press F1 from any screen in CYMS to obtain field level help.

Before running a report it is extremely important to understand the concept of Range and Browser vs.
Browser Only. Referto CTG-15-CORE-Reports Range and Browser for more information.

CTG-12 CORE-Reports-CYS 103 DONE.doc (Page 1 of 26)




CYS Health / Medical Reports

Shot Report
Path to: Reports > CYS - Health/Medical Records - Shot Report

This report is used to identify children who are coming due or are overdue for shots. You can run this report
for a range of classrooms, Provider homes, by Pass Type or for anyone in the database. There is a
RecConnect version of this report (ability to email or text patrons).

0 Select your Report Option then select the appropriate Class, Pass or Member Range.
Note:

If you select Pass the system will only report on children with Active or Suspended passes with an
expiration date greater than today.

If you select Member the member browser is on the Details screen.

o Date Ranges:

0 To list anyone with a shot due any day thru “today,” the Due Date range would be 07/01/1985 thru
the current date. This is the recommended way to run the report.

0 You may also elect to run this report proactively, meaning in April or May, list anyone with a shot
coming due in June. The Due Date range would be 06/01/xx thru 06/30/xx (where ‘xx’ = the current
year).

0 Select the Show option Shots not Done to list all shots due.
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Figure 5: The Shot Report main selection screen showing shots due through the end of
September 2011 for all children enrolled in a single center

0 Onthe Details screen
0 Leave the Member range wide open, or <blank> thru Z272z277777777777777.
0 Select the Skip Family Member if Household is Inactive options.
o0 Inthe Shot Range choose Range and Browser and leave as <blank> thru 2Zz27z2777.
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Shot Report - Details
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Figure 6: The Shot Report Details selection screen.

Medical Conditions Report (cy0556)

Path to: Reports > CYS - Health/Medical Records - Medical Conditions Report

This report can be run by Activity (current roster, children in history or both) or by Pass Type
It can be sorted by Name or by Room/Pass

It can print Allergies and/or Medical Conditions and/or Medications and/or Basic Care items and/or
Special Needs and/or llinesses.

It allows you to print the Reaction and Treatment information.
Comments: If selected, this option will print Special Needs Comments

It allows you to print the child’s name once or multiple times (All Records for Child) — this could be handy if
running for a range of camp activities.

It allows you to print the Child’s Photo.
It also allows you to target children who are due for Review (Require Review Only).

e Review Date Range
0 The Review Date range is irrelevant, unless the Req Review Only option is selected.

o0 If you toggle Req Review date, the system is looks at the next review date linked to the allergy,
medical condition, etc in the family member file and compares it to the Review Date range.
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Medical Issues Report
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Figure 7: Screen Shot showing how to run for a Class Range for anyone with Allergies
along with Treatments and Reactions, sorted by Room.

e On the Details screen:

0 You may elect to run for specific Allergies, Medical Conditions, etc or for certain lllnesses

within a certain lliness date range.

o Ifthe Include column is empty we include everything by default. If one or two items are on
the Include side, we filter the report to those one or two items accordingly.
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Figure 8: The Allergy Report Details screen with Sort By option
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Health Assessment/Physical Report

Reports 2 CYS - Health/Medical Records - Health Assessment/Physical Report

This report provides a list of children whose health assessments or physicals are overdue or are coming due
within the date range selected. It can also be run to list children with no Health Assessment or Physical date
on their record.

The report can be run by Activity, by Pass or for everyone in the database.

It should be run twice every month — once for Records with a Date and once for Records with no Date.
There is a RecConnect version of this report (ability to target parents via email and/or text).

This report shows data for Family Members #3 and higher only. It doesn’t show Sponsor and/or Spouse
data.

This report should be run using a wide-open Expire Date range.

o For example: When running the report for July, you would use the following Expire Date range:
07/01/1985 — 07/31/20xx (where ‘xx’ = the current year)

0 When running the report for August, you would use 07/01/1985 — 08/31/20xx, and etc...

When the Only Records with a Date option is selected, the report will list the names of children whose
last health assessment or physical date plus the Assessment/Physical Good For days equals a date in
the Expire Date range.

o0 For example, a child’s current Health Assessment date is 07/01/2010. If the Expire Date range on
the report is 07/01/1985 — 0731/2011 and the Assessment/Physical Good For days is 365, this
child will be included in the report because his current Health Assessment will expire on 07/01/2011.

0 Whatever you enter in the Assessment/Physical Good For field will be added to the actual date in
the Family Member's file and compared to the Expire Date range.

When the Only Records with No Date option is selected, the Assessment/Physical Good For field
and Expire Date range are not used. The report will include anyone without a health assessment or
physical date.
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Figure 9: The Health Assessment Report main selection screen

On the Details screen
o0 Decide whether you wish to run Pass Type and which pass(es).
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0 Typically you would toggle to Skip Family Member If Pass Is Expired option.
e Class Range
o0 Decide whether you wish to run for a specific Class range.

o If you decide to run for a specific class range, you need to toggle the Require Class Match Based
On Class Range Above? Option.

0 To look at everyone in the database, hourly children and children in programs, do NOT select the
Require Class Match Based On Class Range Above? Option and key on a specific Pass(es).
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Pass Type Add Entries | LClear Entries I Beg Pass

Pass Type_+1__|Pass Description [5tat - I ¢ idoard Seleotion
End Pass

7 T wildeard Selection

® Range &nd Browser " Browser Only

¥ Skip Family Member If Pass |s Expired?

Mt 1317Belugas FO INF
EndClass  [ENDOGA [EM: 13711 FDPTIE

wildeard I [L..3." w3 B Postd)

¥ FRequire Class Match Based On Class Flange Above?
™ Allow Enaliment In &n Inactive Class To Be Yalid?

JPSJ NN NN NN N N N NN NN U NN U N NN N NN N N N S

o]

Figure 10: The Health Assessment Report Details screen for a specific Class range

Special Needs RecConnect
Path to: Reports > CYS - Health/Medical Records - Special Needs Labels/Letters

Note: If you are trying to see how many children have special needs by Activity or Pass Type, you may also
use the Medical Conditions Report under Reports 2 CYS - Health/Medical Records.

The Special Needs RecConnect report also allows you to report on how many children have special needs
by Activity or Pass or for everyone in the database, however, it also allows you to report on the
following:
o Of the children with Special Needs, how many are enrolled in the Exceptional Family Member
Program

0 And, because it is a RecConnect program, you can target parents for emails or text messages.

e Referto CTG-11 for assistance with running RecConnect programs.

CYS Admin Reports

Transition Report
Path to: Reports > CYS > CYS Admin Reports - Transition Report

This report is used to identify children who are approaching or beyond the age range for their current activity
and may be in need of transition. It sorts by classroom by most delinquent child.
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The Transition Matrix program (cy0315) is also a very effective Transitioning Tool. It not only identifies
children who is too old for their program but also allows you to see the Future and PCS statused children in
your programs. It also allows you to play with room scenarios and, if you like what you see, make classroom
moves with just a few clicks. Please refer to Topic Doc — Transition Matrix for more details.

Typically, the CDC will run this report on a monthly basis for their Infant thru Toddler programs.
o Example: | want to see anyone who will be too old for their classroom as of 11/1/2011.
Select your Beg/End Activity Range and/or use Browser Only and Add programs accordingly.

0 Inthe Future Transition Cutoff Date field, enter 11/01/2011.
0 Selectto Include Delinquent Transitions.
0 The system will look at the age of every child in the selected rooms as of 11/1/2011 and compare

that to the Age Range of the room as listed in Activity Maintenance/Section Core screen and print
the children who will be too old for their classroom.

= The Days column on the report lists the number of days delinquent the child will be for transition
as of the Future Cutoff Date.

0 This is a useful tool to identify where your future transition needs are going to be.
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Figure 11: The Transition Report selection screen showing how to run for children in need of
transition as of 11/1/2011.

Family Care Plan Report
Path to: Reports > CYS - CYS Admin Reports > Family Care Plan Report

This report is used to show you single active military or dual active military households whose Family Care
Plan (FCP):

o Has not been received

0 Is due or overdue for renewal
0 Has been received
This report can be run a range of Activities, a range of Passes, a mix of both or the entire database.

Note: To be included in this report, a household MUST have the Family Care Plan Required?
toggle enabled on the Sponsor Info screen in Household Maintenance.

¢ Households Without a Family Care Plan toggle
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0 Use this option to list households whose initial FCP has NOT been received.

0 This toggle looks for a date in the FCP Received Date field on the household. If that field is blank,
this toggle matches the date in the household’s FCP Due Date field against the Beg Plan/Due Date
and End Plan/Due Date range and displays households whose FCP Due Date falls within that
range.

e Households With a Family Care Plan toggle
0 Use this toggle to list households whose FCP is coming due or is overdue for renewal.

0 This toggle looks at the date in the FCP Received Date field, matches it against the Plan/Due Date
range and displays households whose FCP Received Date falls within the range.

= To report on households whose FCP is due for renewal during August 2011 only, you would use
a date range of 8/1/2010 thru 8/31/2010.

Family Care Plans are valid for one year.

This date range will yield results from any household whose FCP was received during August
2010 only and is therefore up for renewal in August 2011.

= To report on households whose FCP is/was due anytime prior to September 1, 2011, you would
use a date range of 07/01/1985 — 08/31/2010. This date range will yield results from any
household whose FCP was received on any date prior to 01 September 2011.

e Print Households Without a Family Care Plan Due Date? toggle

0 Select this toggle to list households with the Family Care Plan Required option selected on the
household screen but no Family Care Plan Due Date entered on the Financial Info screen. This
toggle will list those households regardless of your selections above.
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Figure 12: The Family Care Plan report selection screen set to look for CDC households that
are due for their initial FCP on or by September 30, 2011
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Figure 13 The Family Care Plan report selection screen set to look for any CDC household
whose current FCP was signed prior to October 2010. These patrons are due for
renewal in September 2011.

Income Category Report
Path to: Reports > CYS = CYS Admin Reports > CYS Income Category Report
This report can be run 3 different ways:

By Category: This will show a breakdown of your enrollments by Income Category. This view shows how
many Unique Households and Total Family Members along with percentages.

Rate Detail: This will show a breakdown by income category of who, how many and what percentage of
your patrons are paying first child vs second child rates.

Rate Summary: This will show a breakdown by income category of who, how many and what percentage
of your patrons are paying first child vs second child rates along with percentages.

This report should be run on a monthly basis.

Note: When running By Category, the report counts unique households and family members by
the class range rather than by each individual class, meaning if you run for a class range that
includes Before and After School, a child who is in both programs will be counted as one (1) Family
Member and one (1) Household. Her twin brother in the same Programs would be counted as a
second single Family Member for the same Household.

When running By Rate Detail or Rate Summary, the report counts enroliments for the class
range, meaning if you run for a class range that includes Before and After School, a child who is in
both programs will be counted twice. If this same household had a brother or sister in both
programs they would be an additional two count.

e Select the Activity you wish to report on and leave the Location <blank> thru ZzzZzz7.
e Choose the Print Option: Category, Rate Detail or Rate Summary.

e Decide whether you wish to use the Activity Type dual selection list to further filter your results. Leaving
the Include side blank will default to including all types.
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Income Category Report
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Figure 15: The Income Category Report selection screen set to look at a range of CDC
programs/activities

Facility Usage Report
Path to: Reports > CYS = CYS Admin Reports > CYS Facility Visit Usage Report

This report tallies unique visits per day broken down by child's gender and Sponsor’s Military Status (M-
Active, DoD Civilian, Retired, etc...).

0 The report will tally unique visits per child per day.

o If ‘John Smith’ has five (5) visits — one for each day of the week - over the date range being reported,
the total visit count on the report will be 5.

o If ‘Jane Smith’ has two visits on the same day, such as a visit Before school and a visit After school,
she will be a 1 count for the day.

o If ‘Jane Smith’ visits twice on Monday (Before and After) but only once on Tuesday (After only), she
will be a two count on the report provided the date range includes Monday and Tuesday.
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Figure 16: The Facility Visit Usage Report selection screen set to look for visits to one center
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Labor Schedule Tool
Path to: Reports > CYS = CYS Admin Reports=> CYS Labor Schedule Tool
Please Note: Any facility location that has a comma (,) will need to be converted before running this report.

The Labor Schedule Tool can now be run four different ways:

Run Option Hourly: Will list the number of hourly children that were in your building, by age group, along
with High Count for the day, Low Count and Average Count and Most Frequent Count for a given week and
time range. The time block can be selected as 15 minutes or 1 hour and prints by the week. Age group is
determined by how old the child was on the day of the swipe. The report can be run for multiple locations and
pass types. Each location with a visit will be its own tab on the excel output.

Run Option Full Day: Will list the number of full day children (children swiped in as full day) that were in
your building, by age group, along with High Count for the day, Low Count and Average Count and Most
Frequent Count for a given week and time range. The time block can be selected as 15 minutes or 1 hour
and prints by the week. Please see the special section on How Age Groups Are Determined below.

The report can be run for multiple locations and pass types. Each location with a visit will be its own tab on
the excel output.

Run Option Both: Will list the number of hourly and full day children (children swiped in as full day) that
were in your building, by age group. The output will not print High Count for the Day, Low Count and
Average Count and Most Frequent Count. The time block can be selected as 15 minutes or 1 hour and prints
by the week. Please see the special section on How Age Groups Are Determined below.

The report can be run for multiple locations and pass types. Each location with a visit will be its own tab on
the excel output.

Run Option Army IRO: Will list the number of hourly and full day children (children swiped in as full day) that
were in your building, by age group. The output will not print High Count for the Day, Low Count and
Average Count and Most Frequent Count. The time block will automatically print in 1 hour blocks and will
print by the month and automatically include Saturday and Sunday. Please see the special section on How
Age Groups Are Determined below.

The report can be run for multiple locations and pass types. Each location with a visit will be its own tab on
the excel output.

When running for the Army IRO option for ALL locations, bases must save/name the excel file in the
following manner: Installation Code_Installation Name_MMDDYYYY (First Date of the Month being reported
on). Example: TN_Knox_ 07012010
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Labor Schedule Tool
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Figure 17: The Labor Schedule Tool selection screen

e Time Block
Select which time block you wish to plot your visits in — 15 minutes or 1 hour. When running for the
ARMY IRO option the report automatically plots your visit in 1 hour time blocks.

The program ultimately determines how long each child was in the building and credits each 15-
minute or 1 hour “bucket” with a count of one (1) as appropriate

= Example: Child's visit was from 8:03 to 15:12.

= This child will represent a "1 count in 29 consecutive “buckets” (assuming 15 minute blocks)
from the 8:00 bucket thru the 15:00 bucket.(1 Hour = 4 buckets)

e Week Starting/Month Starting
Select which day of the week you wish to start running the report for (usually Monday). When
running for the ARMY IRO option you should choose the first day of the month — 5/1, 6/1, etc.

e Visit Times

0 VSl recommends that you enter a begin time that is 2 hours prior to your real open time and an end
time 2 hours beyond your normal closing time. Example: Center's normal open/close time is 6:00-
19:00. VSI recommends that you use 04:00-21:00.

e Weekdays

Select which days of the week you wish to include. When running for the Army IRO option every
day of the week will automatically be included in the output.

e Click Details —you should always visit the Details screen on this report to make sure your
locations are properly selected! Failure to link your locations correctly can cause Age Group
problems on your report.
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Labor Schedule Tool - Details

Locations COC/SA Locations M5T Locations Frovider Locations
Add CDC/SA
Delete COC/SA

Add MST
Delete MST

Add Provider
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Pint | [ «<Back | [ Esit

o0 How you select your locations on the Details screen is critical to how Age Groups are determined
on the output.

o0 If you are running the report for a CDC and SA location, select it from the Locations Browser and
click Add CDC/SA. Note: If you are running for more than one CDC or SA, make sure all CDC/SA
locations are in the CDC/SA Location Browser.

o If you are running the report for an MST location, select it from the Locations Browser and click
Add MST. Note: If you are running for more than one MST or Youth location, make sure all MST
and Youth locations are in the MST Locations Browser.

o If you are running for your Provider locations, select them from the Locations Browser and click
Add Provider.

e How Age Groups Are Determined

= As mentioned above, how you select the locations is extremely important to how the report
calculates the Age Group of the child it needs to plot.

CDC/SA Locations: When full day visits are found for a location that is deemed a ‘CDC/SA
location’, a child’s age group is determined by the program they were enrolled in on the day of
the swipe. The age group is derived by looking on the CYMS Information screen in Activity
Maintenance. CYMS will use the age group linked to the class, not the age of the child. If two
age groups are linked to the class, the child will be counted in the youngest age group.

Example: A child’s current age group is Toddler; however, the child is still in a Pre-Tod room. If the
CYMS Information Screen has PTod1 and PTod2 codes linked, the child will be counted as a PTod1
on the output.

Note: We recommend linking one age-group per activity only. PTod1 and PTod2 should be set up
as separate activities.

Note: A ‘CYMS’ or ‘Camp’ enrollment is determined by whether the Use CYS Rate Calculations is
toggled on the CYMS Information screen in Activity Maintenance. ‘Camp’ activities are further
identified by having the “Camp Class?” toggle enabled on the same screen.
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Full-day Swipes and Children Who Have PCS’ed

o If a full-day swipe is found for a child who is no longer on a current roster, the program will look in
history for an entry with a Transfer Date that is greater than the Week Starting Date and use the Age
Group linked to that program.

Reassigned Child Notes

o Example 1. A child is enrolled in a PTod2 class on 4/13/2007 and reassigned to a Toddler class on
8/8/07, so the Toddler Class enrollment Date is 8/8/2007.

If the above child has visits on 4/12, 8/7, 8/8 and 8/9:

Child will show on the Exception List on 4/12 because there is no class enrollment prior to
4/13.

Child will show as a PTod2 on 8/7, which is the day before the reassignment.
Child will show as a Tod on 8/8 and 8/9, which are after reassignment to the Toddler room.

0 Example 2: A child’'s Enrollment History is as follows:

Infant Class: Enrolled 9/01/06 and Transferred 12/09/2006
PTod1 Class: Enrolled 12/09/2006 and Transferred 6/21/2007
PTod2 Class: Enrolled 6/21/2007 and Transferred 2/24/2008

If the child has visits on:
08/01/2006: Child will print on the exception list because he is not enrolled.
10/01/2006: Child will show as an Infant because he is enrolled in the infant room.
12/10/2006: Child will show as a PTod1, because he is enrolled in the PTod1 room.
06/21/2007: Child will show as a PTod1 — See note below
06/22/2007: Child will show as a PTod2, because he is enrolled in PTod2

Note on the 6/21/2007 Visit:

This may look inconsistent with the Example 1 scenario, but in Example 1 there is a current
roster entry and the program looks first for ‘Current Enrollments’ and finds the older class.

In Example 2, there is not a current enrollment. The system searches history and finds the first
hit on 6/21/2007, which happens to be the younger class. We don't really see this as a problem
since it is just as likely the child was in the PTod1 class as the PTod2 class.

MST Locations: When full day visits are found for a location that is deemed an ‘MST location’, a
child’s age group is determined by how old the child was on the day of the swipe.

Provider Locations: When full day visits are found for a location that is deemed a ‘Provider
location’, a child’s age group by how old the child was on the day of the swipe.

Hourly Swipes: All hourly swipes will plot the child’s age group by how old they were on the
day of the swipe.

No matter which Run Option you use, an exception list will be created for children who
Have no Swipe Out time
Are swiped in as full-day, but have no ‘CYMS’ or ‘Camp’ enroliment.

0 Have a Swipe Out time before a Swipe In.
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0 Are swiped in as full-day, are enrolled in a CYMS or Camp class, but there is no Age Group link on
the CYMS Activity Information screen.

= Example: If the reportis being run for location 4820 and a child has a swipe at Building 4820,
but her CYMS or Camp enrollment is at Building 5000, the child will be listed on the Exception
List as having no class.

Hourly Visit Report

Path to: Reports > CYS = CYS Admin Reports=> CYS Hourly Visit Report

This report will provide a list of all children who used your Hourly Care facilities during the date range
selected. Totals on the report include Visits, Hours, Fees, Late Fees (if applicable) Total Paid, Total Due (if
applicable) and income Category statistics. You may also elect to print Age Group Statistics.

O O O

(0]

(0]

Select your Pass Type range
Beginning/Ending Pass Number can be used to target individual pass holders.
Select your Date Range of the visits you wish to report on.

Decide whether you wish to see how many unique Households/Family Members are using hourly as well
as Income Category Breakdowns by Household and by Family Member (Print Unique Visit Stats).

Decide whether you wish to see Age Group Stats. Report will show Unique By Visits Per Day, Unique
By Visit Per Day as a Percent and Unique By Family Member.

The Age of the child is determined on the day of each swipe.

Example 1: Unique — By Visits Per Day: 9/1 is a Monday. Joey is an infant and has two visits on 9/1,
this will show as 1 Infant Monday visit on the report.

Example 2: Unigue — By Visits Per Day If Joey has 2 visits on 9/1 and 2 visits on 9/8, the report will
show 2 Infant Monday visits.

Example 3: Unigue — By Family Member. If Joey has 2 visits on 9/1 and 2 visits on 9/8 the report will
show 1 Infant Monday visit.

Report Type

o Detail lists all of the child’s individual visits during the date range selected
0 Summary provides the child’s totals over the date range selected

On the Details Screen

0 Select how you would like the report sorted and the Location Range you wish to report on.

CYMS Hourly Visit Report

Pass Type AddEnties | Clear Erries | BeqTupe |[BASNIGIM S  Child Pass
Pass Type =1 |PassDescriDtiDn |Slatu‘ End Type [W@sCINsM T Chid Pass

‘Wildeard [\..3" Inc w3 @ PosHd)]

* Range and Browser " Browser Only

Beginning Pass Mumber 1
Ending Pass Humber 999339

DETCRETNN 09/01/2011 PRI 09/30/2011 §

¥ Print Unique Yisits Stats
W Piint &g Group Stats

Report Type " Detail ' Summary

PO NN NN N NN NN NN NN N NN U NN N NN N N N N N NN

o]

FErint I Details >» I LastSellingsI Default Settings Templates Exit
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Figure 18: The CYMS Hourly Visit Report main selection screen

CYS Visit Report

Path to: Reports > CYS - CYS Admin Reports> CYS Visit Report

The CYS Visit Report displays the usage totals of pass holders either by Visits or Hours over a range of
selection criteria. This is an excellent tool for identifying individuals who are close to exceeding or have
exceeded set usage limits for Hourly and Fullday care. However, it also provides valuable data for Hourly or
Fullday/Partday total visits, total hours, total fees, age group statistics and day of the week breakdowns.

O O O 0O o 0o ©o

Select your Pass Type range

Beginning/Ending Pass Number can be used to target individual pass holders.

Select your Visit Date Range of the visits you wish to report on.
Detail lists all of the child’s individual visits during the date range selected.

Summary provides the child’s visit totals over the date range selected.

Decide how you wish to Sort — Date or Household
Decide whether you wish to print Age Group Stats. Age group of the child will be determined on day

of the swipe and visits will be broken down by day of the week.

If you opt to print Age Group Stats you will get 3 looks at the data:
1. Unique Visits Per Day by Age Group By Day of the Week.

Unique - By Visit Per Day:

| Description Monday Tuesday ‘Wednesday Thursday Friday Saturday Sunday Totals |
Infants (6 Wk - 12 Mo) 0.00 0.00 0.00 200 0.00 NA NA 2.00
Pre-Toddler (18 Mo - 24 Mo 0.00 0.00 1.00 1.00 0.00 NA NA 2.00
School-Age (1st - 5th) 0.00 1.00 0.00 0.00 0.00 NA NA 1.00
Totals: 0.00 1.00 1.00 3.00 0.00 NA NA 5.00
Percentage: 0.00% 20.00% 20.00% 60.00% 0.00% NA NA 100.00%

Example: If running the report for a 1 week time frame (9/5/2011 thru 9/9/2011): An Infant with two

visits on Thursday will show as a 1 count for Thursday.

For the date range above, an Infant with 2 visits on Monday and 2 visits on Tuesday will be a 1 count
for Monday and a 1 count for Tuesday.

If running the report for one month (9/1/2011 thru 9/30/2011): An infant with 2 visits for every
Thursday in the date range (there are 5 Thursdays in the month of Sept 2011) will show as a 5 count

for infants for Thursdays.

2. Unique Visits By Family Member by Age Group by Day of the Week.

Unigue - By Family Member:

| Description Monday Tuesday Wednesday Thursday Friday Saturday Sunday Totals |
Infants (6 Wk - 12 Mo) 0.00 0.00 0.00 1.00 0.00 NA NA 1.00
Pre-Toddler (18 Mo - 24 Mo 0.00 0.00 1.00 1.00 0.00 NA NA 2.00
School-Age (1st - 5th) 0.00 1.00 0.00 0.00 0.00 NA NA 1.00
Totals: 0.00 1.00 1.00 2.00 0.00 NA NA 4.00
Percentage: 0.00% 25.00% 25.00% 50.00% 0.00% NA NA 100.00%

Example: If running the report for a 1 week time frame (9/5/2011 thru 9/9/2011): An Infant with two

visits on Thursday will show as a 1 count for Thursday.

For the week date range above, an Infant with 2 visits on Monday and 2 visits on Tuesday will be a 1
count for Monday and a 1 count for Tuesday.
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If running the report for one month (9/1/2011 thru 9/30/2011): An infant with 2 visits for every
Thursday in the date range (there are 5 Thursdays in the month of Sept 2011) will show as a 1 count
for infants for Thursdays.

For the month date range above, an Infant with 2 visits on every Monday and 2 visits on every
Tuesday in Sept 2011 (there are 4 Mondays and 4 Tuesdays) will be a 1 count for Monday and a 1
count for Tuesday.

3. Percentage of Visits by Age Group by Day of the Week.
This will use the visit logic from the Unique Visit Per Day section above and plot what percentage of
visits came from Infants vs Pre-Tods, etc by day.
0 Select the Beg/End Location you wish to report on.
0 Use the Only Show If Child Exceeded field to filter the report and then select whether you want to
filter by Hours or Visits.

o For Example: Your Center may have a rule that says a child cannot use the hourly program for more
than 25 hours per week. You could run this report on Monday for the prior week to see who exceeded
that amount by entering 25.00 in the Exceeded field and selecting Hours and selecting Hourly Visits
as the Include Option.

0 Select which Days of the Week you wish to report on.

CYMS Visit Report

1 Chid Pass

Pass Type_+1 |Pass Desciption [Stat ~ End Type [BEESSMM Chid Pass

wildcard I ['..3." Inc w/3 @ Posd)]

' Aange And Browser " Browser Only

Beginring Pass Mumber I 0
Ending Pass Mumber ISSBSSB

Pass Type Add Entries | Clear Entries | =R O -CHILD

Wisit Date Ang 1040772011 fes
Pritit Option " Detal i+ Summary
Sort Option + Dale £~ Househald

I it Age Group Stafs

EBeqg Location i 1317FD COC

Endlocaion  [EIMNT 1317 FD COC

Only Show |f Chid Excesded: | 2500 Hows € Visits
Inchude: Option % HoudpVisits © Full DapVisks © Both

Daps Of The Week

_’ILI ¥ Mon W Tue W %ed W Thu W Fi I Sat [ Sun

« L L T T T 1T T T T T T T T T T T T 1T T T T

Print I Details >3 | LaslSett\ngsl QefauIlSettingsl Templates | Esit |

Figure 19: The CYMS Visit Report selection screen set to show all children who have
exceeded 25 hours of Hourly Care in Building 1317 during a week in Ocotber

HH/EM Profile Print

Path to: Files = Activity > Household Maintenance - Select a Household - Click ‘Members’ - Select
Child - Click ‘Profile Print’

Use this report to print any combination of the Household and Family Member screens. Profiles can also be
printed from the HH Inquiry = Family Member Listing screen.

o Aside from the obvious uses of this feature, some bases use it to give their Providers information about
the children in their homes.
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o0 With an approved coversheet, complete with legal jargon, the profile print can become the hard copy of

the Household’s file and used in place of the current Army, Air Force, Navy or Marines forms.

o0 To Run a Household Profile Print

[0}

From the Household Sponsor Screen, click Members. You will proceed to the Family Member Listing
screen.

Highlight the child and click Profile Prt, which is located at the bottom of the screen.

On the Profile Print Details screen select whether you wish to print information for the Selected
Member, All Members (this includes Sponsor and Spouse) or Children Only (Family Member #3 and
up) and select the appropriate HH and FM data options.

Military Household & Family Member Profile Print - Details

1
Hausehald Print Options Family Member Print 0 ptions

¥ Bl
v Frint Spouze Information? " Selected Member  AllMembers © Childien Only

Print Care Family Member Info

Iv Piint H/H Financial Information? ¥ Print Special Heeds?

[V Piirt Emerg Contacts & Mise Info? ¥ Prirt Medical Infomation?
IV Prirt &llergy Infomation?
I¥ Prirt Shet Information?

¥ Prit liness Information?

Selectal | Deslect il |
Frint I Cancel I

Figure 20: The Military Household & Family Member Profile Print — Details selection screen

Note: You can print Household Profiles for an activity range, too! Go to Reports - System >
Other Reports and Listings 2 HH/FM Profile Print.

CYS Auto-Pay Report

Path To: Reports > CYS - CYS Admin Reports - CYS Auto Pay Report

Note: Auto Payments do not relate to your Auto Debit patrons. Auto Payments are being used for things like
vacation credits, AFC Benefits (Army), hardship discounts, etc.

The CYS Auto Pay Report allows you to see patrons who have these payments/discounts set up. As a by-
product of the billing process the system will automatically make these payments.

At a minimum this report should be run every month by the manager just prior to billing to see who is
scheduled to receive an Auto Pay (All Bills with an Auto Pay in the Date Range).

Select your Activity Range.

Select the Billing Date Range you wish to report on. Typically this would be the next ‘unbilled’ billing
date.

Select the Auto Pay Option:

All Bills With Auto Pay In Date Range: This option, will show the Activity/Section, Family Member’s
Name, all Billing Dates within the date range selected, the Auto Pay Amount, whether auto pay is flat
rate or Percentage, the Auto Pay Pay code, the Bill Amount and the Total Bill after the benefit/entitlement
Auto Pay. From a manager perspective it would be good to run this report just prior to billing to see

CTG-12 CORE-Reports-CYS 103 DONE.doc (Page 18 of 26)



who is scheduled to receive an auto payment. Example: Run on 10/31/2011 for the 11/1/2011 bills.
Maybe there are people scheduled to receive one that shouldn't be!

If the Auto-Pay is flat rate, the Percentage column will be blank.

e Bills With Auto Pay Expiring in the Date Range: When running for this option the Expiration Date is
the first billing date after the auto pay expires. The Army requested this option report on patrons who had
AFC benefits that were ending.

e Regardless of which option you run for, you should Include all pay codes.

CYS Auto Pay Report

Activity/Section AddEnties | Clear Erries | BegActv/Sec XM [N 1317 Belugas FD) INF
ActvNo_=1[5ec_~2 [Description [Tore [5ubl~ End &ctv/Sen Wt 13711 D (FT2)
a S00000M1 1317 Belugas FD INF |EDC Wildcard [T 3. Codes /3 @ Posti)
500000 02 13176FD Inf4)  COC
: 90000004 13174 FD [Inf-E] coc ¥ {Hange And Browses " Browser Only
1 300000 05 1N7-5F0 (InfB)  COC
300000 06 1317-4FD IR0 COC Biling Date  [REDIZGRN ¢ Thioush  ERETESEN
L S00000j07 1317-5FDnfC)  COC Auto Pay Opt (A1l Bills With Auta Pay [n Date Range
| Sooa0im 1817.FD 6 TodB  |COC € ills With Auto Pay Expiiing In D ate Flangs
1 500002 02 1N7FD 7Todd  COC
1 00002 04 IN7FD7TodB  COC
1 300002 05 N0 11 TedA  COC
[ 300003 M 13176 FD [P5) oC
900003 02 1317-9 FD PreKinder |COC SectStatus W Active [ lnactive [ Canc [~ Pend
u 50000304 1317- R 1-Prekinder|COC Errcll Status ¥ Ernoll [ Wwilist [ Lotto I™ Canc
[l 500007 02 1717EFDPT1A]  COC =~
[l » v Fuwre v PCS

Skip

Frint I Detals > I LaslSellmgsI Default Settings Templates Ezxit

CYS Agency Reimbursement Report
Path To: Reports > CYS = CYS Admin Reports - CYS Agency Reimbursement Report

There are 3 ways/reasons to run the CYS Agency Reimbursement Report:
- To bill the Agency (Print Household Agency Payments)

- To see Agency Reimbursements made to your Center using the CYS Misc Income Posting
program (Print Agency Reimbursements)

- To compare what you have Billed your Agencies to the Agency Reimbursements you have
received. This in effect allows you to see the outstanding agency receivable.

The report displays Agency Payments and Agency Reimbursements in separate sections. For each section,
the report lists the Agency/Discount Pay code, Pay code Description, Total Credit Amount, Credit
Transaction Count, Total Debit Amount, Debit Transaction Count and Net Amount.

Note: This report should be used in lieu of the Pay code Summary Cash Report as a means of
tracking Agency Reimbursements to cost centers.

Option 1: To Bill the Agency
- Selectto Include your Cost Centers
- Select to Include the appropriate Agency Pay Codes
- Toggle to Print Household Agency Payments
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- Enter the HH Date Range — typically you would run for the prior month. Example: In October
for September.

- De-Select Print Agency Reimbursements

- Toggle to Print Detail — this will print one ‘bill' per Agency.

™ Print Agency Reimbursements?

Agency Date Ang

¥ Prirt Dietail?

Frrirt Details > Last Settings Default Settings Templates Exzit

Option 2: To report on Agency Reimbursements made through the CYS Misc Income Posting program.
- Select to Include your Cost Centers
- Select to Include the appropriate Agency Pay Codes
- De-Select to Print Household Agency Payments
- Toggle to Print Agency Reimbursements
- Enter the Agency Date Range you wish to report on.

- Toggle to Print Detail.

I¥ Print Dietail?

Frint I Detals »» I LastSEllingsI Qefau\lﬁetlingsl Templates I Exit I
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Option 3: To report on HH Payments and Agency Reimbursements made through the CYS Misc Income
Posting program.

- Select to Include your Cost Centers
- Select to Include the appropriate Agency Pay Codes
- Toggle to Print Household Agency Payments

- Enter the HH Date Range — this could be tricky as you would need to look at all agency
payments that have come in thru the end of the prior month (the idea being any payments
made in the current month have not been billed yet).

- Toggle to Print Agency Reimbursements

- Enter the Agency Date Range you wish to report on — this could be tricky as well as agencies
are typically 2-3 months ‘late’ in their reimbursement. So to determine what the receivable is at
this moment you would need to enter a date range of way back in time thru today as you could
have received a reimbursement today.

- Toggle to Print Detail.

- The difference between what you have billed the agencies and what you have received for
reimbursement is the net receivable for that agency.

CYS Agency PaymentfReimbursement Report

[ Frit Detail?

Print Details »> Last Settings Default Settings Templates Exit

USDA Reports

USDA Category Report (Child)
Path to: Reports > CYS - USDA Reports - USDA Category (Child)

The USDA Category Report (Child) lists enrollee counts by USDA reimbursement categories; Free,
Reduced, and Paid. This report can be run for:

0 A Single Activity or a Range of Activities
o Full day Visits over a date range
0 Hourly Visits over a date range

To be included in the report, the child must have a valid pass membership; children with expired passes are
skipped.
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Children are counted as individuals on this report. For example: A Free household with four (4) children will
count as 4 Free records.

To run for an activity range

(o}
(o}
(o}

Location range, enter <blank> thru ZZzZ7Z.

Beg Class/End Class: Enter the range of classes on which you want to report.

Select the Enrollment Status(es) you want to include.

= Enrolled, Future and PCS are selected by default

Select the Sort Option

Select Activities only from the Check fields at the bottom of the report.

The report will include Free, Reduced, and Paid totals on the children enrolled in the class range. T

To run for Full Day and/or Hourly Visits at a selected Center during a certain date range

o O O

Location range: Select the Center on which you want to report.

Visit Range: Enter the date range over which you want to search, such as 07/01/2011 — 07/31/2011
Activity Range: Leave these fields wide open, or O/<blank> through 999999/zz

Select Full Day Visits and Hourly Visits from the Check fields at the bottom of the report.

The report will include one (1) Free, Reduced, or Paid count for every child who swiped into the
center at least once during the date range selected. Children with multiple swipes will be counted
once per date range.

Selecting the Print Each Detail Record option will show the name of each included child. De-selecting
this option will show only Free, Reduced, and Paid totals for your selection criteria.

Sort Option: Select whether you wish to sort the report by USDA income category or by the children’s
age.

USDA Category (Child) Report

Facility Location Add Entries I LClear Entries I Bealoc -i Thru EI
Location 1 [Lozation Name [Address 1 = “ildeard

' Range &nd Browser " Browser Only

Wizt g 08012011

Beg Class I 1317-Belugas FI' IMF

EndClass [N I 131711 FD PT1-B

widead [ [ .3 w/3@EPost)

[ Include Inactive Sections?

Show ¥ Enrolled [~ Wilist [ Lottery
[ Cancel ¥ Futwe [V PCS

SotOpt  © IncCatg/fge ¢ Agednc Catg

™ Print Each Detail Record?

[P NN NN N N N NN NN (N (NN NN AU NN N N N NN NN N S S

Check, ¥ Activiies I~ Full DapVisits [ Hourly\flslts
;IJ
Frint Detailz > Last Settings I Default Settings Templates Exit
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USDA Category Report (Household)

Path to: Reports > CYS = USDA Reports - USDA Category (Household)

This report is similar to the USDA Category (Child) report, but it lists how many households are Free,
Reduced, and Paid. It can be run either for an activity range or for the entire database. Since this report
counts households, valid pass memberships are not required.

A Free household with four (4) children will count as one (1) Free record.

To run for an activity range

0 Beg Actv/End Actv: Enter the range of classes on which you want to report
0 De-select the Skip Activity Match Requirement option.

0 Toggle to include Free, Reduced, and Paid households.

To run for the entire database
0 Select the Skip Activity Match Requirement? option.

0 The report will include Free, Reduced, and Paid totals for all the households in the database
regardless of whether anyone in the household has a valid pass membership.

Selecting the Print Each Detail Record option will show each household included, along with USDA
Category and family size.

De-selecting this option will show only Free, Reduced, and Paid totals for your selection criteria.

USDA Category (Household) Report

Activity/Section Add Entries | Llear Entries | Beg Actv/Sec

it 1317 Belugas FD INF
End Acte/Sec

[t 1376 (FT14)

Actv No A3|Sec ad |Descriplion |Tyne P

“wildeard

I [ 3. Gets Codes wi3 @ Postid]

* Range And Browser 7~ Browser Only
¥ Skip Activity Match Requiement?

[¥ Include Free' Meal Households?
[V Includs Feduced' Meal Houssholds?
[V Include Paid' Meal Households?

¥ iPrint Each Detal Househald Recard?

o

Print Details >» Last Settings | Qafaultﬁettingsl Templates I Exit

On the Details screen:

0 The USDA As Of Date and USDA Date Option Fields allow you to target households that
have/have not had their USDA status updated as of the date displayed in this field and can be used
to list Households that may be due or past due for a USDA Income update.

= You can choose to Skip this option.
0 Select the Enrollment Status(es) you want to include.
= Enrolled, Future and PCS are selected by default
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USDA Category (Household) Report - Details

CYS Waitlist Reports

Waitlist Report
Path to: Reports > CYS - Central Reg/Waitlist Reports - CYS Waitlist Report
The Waitlist Report allows you to print your waitlist(s) in various formats.

e Waitlist Type allows you select which Waitlist you want to print

e Beg Loc/End Loc: Enter a specific location here to see who is waiting for care at that center or enter
blank thru zzzzz to see anyone waiting for care at any center.

Waitlist Report

i
i
i
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i
i
i
o

On the Details Screen:

e Beg Age Group/End Age Group: Select which age group(s) you wish to report on or enter blank thru
zzzzzzz for all age groups.
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e Select which Age Group you want to use — do you want the report to print based on the kind of care
the child is waiting for (Waitlist Age Group) or based on how old the child is today (Current Age Group)/.
Most people select Waitlist Age Group.

e Program Types to Include: Most people want to see everyone on the waitlist regardless of what they
are waiting for. To do this you may leave the Include column blank.

However, some people will also narrow their Age Group to the Preschool children and then Include just
the Fullday program type (to see how many of their preschoolers are waiting for fullday care).

Then run again and Skip Fullday and Include PDPS 2 — find that number, etc.
e Waitlist Status Option: Typically people want to see their Active Waitlist.

e Print Option: Detail or Summary. Detail is most often chosen as it shows names and some search
details.

Summary does not show names.

Waitlist Report - Details

Bea Age Group [N ¢ idcard Selection wast Status
End Age Group Ei “wildeard Selection ¥ Active? [ Inactwa'?‘ I~ Placed?
Use * ‘waitlist Age Group ¢ Curent Age Group Frirt Option ¢ Detail ' Summary

Frint Templates I << Back Exit I

Waitlist Placed Statistics Report
Path to: Reports > CYS - Central Reg/Waitlist Reports - CYS Waitlist Placed Statistics Report

The Waitlist Placed Statistics Report allows you to view statistics related to the number of days family
members spent on a walitlist prior to being placed in a program and also allows you to see how many people
were placed into programs within a selected date range.

The report subtotals by Age Group and also displays Grand Totals by Waitlist Priority Code. The report will
also show the Average Wait, Shortest Wait and Longest Wait.

e The Detail option will list individual names, the child’s ‘Placed’ date and the number of days spent on the
waitlist.

e The Summary option will list totals placed, average time on the list and longest and shortest time by Age
Group
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Waitlist Placed Statistics Report

Beg fige Group _3 ‘wildcard Selection

End Age Group s 1 wildcard Selection

Frint Option £ Detal £ Summarny

Placed Range [ERORENEAN T To

Bea Loc -I Wildcard Selection
End Loc Ei wildzard Selection

Print I Details > | L_astSeltingsl

Default Setlingsl Templates | Exit

Annual/Demographic Reports

Boys & Girls Club Report, CYS Demographics Report, CDP, SA and Youth Annual
Summaries (the DOD Annual Reports) and the Military Status Statistics Report

e Due to the complexity of these reports, they each have their own handouts.

e These “annual” reports can be run anytime during the year to obtain valuable usage and demographics
data for review, analysis, command inquiries, briefings and etc.
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