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# 90 - CYMS Training Guide – Database Auditing Tools  
(10.3 – Updated Sept 2013) 

 

Background: 

 

 Maintaining internal controls and ensuring the security and validity of the information in the 
CYMS database is a CRITICAL MANAGEMENT RESPONSIBILITY. 

 A wide variety of REPORTS, INQUIRIES and SPOT-CHECKS are available to assist managers 
when performing these key functions. 

 Reports with an asterisk (*) are good only for the moment at which they are run and will show 
current data only.  The Global Trial Balance II Report is a good example.  It will show you who owes 
you money today but cannot tell you who owed you money three weeks ago. 

 Someone at the garrison should be designated to run these audit tools on a REGULAR PERIODIC 
BASIS to ensure the validity of information within the CYMS database. 

 Some of your users/managers might be hesitant about running these processes.  Remember - with 
reports and inquiries, you can’t hurt anything in the database.  If users understand the basic 
report running principles, have the path and have screen shots of the best settings, running reports 
and inquiries is a simple process.  They should also feel free to experiment with other settings and 
other reports to see if they can obtain additional local management/monitoring information about 
their programs. 

 This guide contains the following sections.  The blue text next to each individual report explains why 
you might want to run this report. 

 

A.  Financial Audit Tools F.  Hourly Care Audit Tools 

B.  Activity Enrollment Audit Tools G.  Household/Family Member Audit Tools 

C.  Pass Registration Audit Tools H.  Wait List Audit Tools 

D.  POS Sales & Trans Code Audit Tools I.  Provider/Staff Audit Tools 

E.  Rental Audit Tools (Provider Lending 
Library, Sports Equipment Issue, Etc.) 

J.  Misc. Audit Tools (for ISO/FTS) 

 

A.  Financial Audit Tools: 

 

1 Cash Journal - Use to check against unneeded use of journal payments.  

 Journal payments (Pay Code #7) should rarely be used.   

 Excessive / recurring use reflects inefficient operational procedures. Most staff should be 
restricted from access to Pay Code #7. This can be done on the Payment Device on 
the Module Details screen in the Allowed Pay Codes field.   

To Run:  Reports  System  System Financial Reports  Cash Journal (8 ½ by 11).  
Run for all users and drawers.  Include Pay Code 7 only using the Dual Selection lists on the 
Details screen. 
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2 GL Distribution Report for “Advance Payments on Account” – Use to see if you are in 

synch with what Finance is posting to your Control (Advance Payment) Account.  

 For a given month, have Finance send you a day by day breakdown of the net debit or 
credit they posted to the control account.  

 Then use the GL report in Summary and Sort by Date.  

 The CYMS GL should match to what Finance is posting.  If it doesn’t, it typically means 
Finance is not getting all the Control Account activity because DAR’s are not being 
submitted every day or all users are not being included, or an after billing DAR isn’t 
being forwarded.  

 It is crucial that Finance gets your DAR’s and that they are in synch with CYMS.  

To Run:  Reports  System  System Financial Reports  GL Dist Report (Detail) 

 

 
 

 

3 Audit Log for “Balance” Program – Use to see whether household balances are being 
affected using the master “Balance” program.   

 The Balance program should be used in very specific instances and ONLY with the 
assistance of a VSI representative.   

 Changing a patron’s balance via this program can cause havoc in your database. 

To Run:   Reports  System  Other Reports and Listings  Audit Log Listing.   

 Run with the user range wide open, or <blank> through ZZZ.   

 Enter the word ‘balance’ in the Beginning and Ending Program fields.   

 The resulting report should be scrutinized for users who use this program consistently.  

 

 
 

4 Audit Log for “FMQUEST” Program – Army Specific. Use to see whether changes are being 
made to the Deployment Dates under FM Question 

 Run with the user range wide open, or <blank> through ZZZ.   

 Enter the word ‘fmquest’ in the Beginning and Ending Program fields.   

 Report will show every instance of an answer being changed on the FM questions 
screen. Any changes to these dates will affect a patron’s AFC benefits.  

 Output shows Name, which question was changed and the before and after value of the 
field.  
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5 Audit Log for “IB0300a” Installment Billing Update Program – Use to see if users are 
manually changing Installment Bills.   

 It does not show bills changed as a result of running the PCS Prorate program or the 
Before/After Prorate program.   

 Only on extremely rare occasions should a family’s bill be manually adjusted prior to 
billing.   

 Routine instances of billing adjustments to the same household should be looked at 
more closely.  

To Run:   Reports  System  Other Reports and Listings  Audit Log Listing.  Run an 
Audit Log Listing with the user range open.  Enter ‘ib0300a’ in the Beginning and Ending 
Program fields.  

  

 
 

 

6 Audit Log for “sa0690” Program – Use to see how often this direct database change program 
is used to edit transactions that did not complete for such reasons as power outages, 
network failures, etc.  

 SA0690 should be used in specific rare instances only and ONLY with the assistance of a 
VSI representative.   

To Run:  Reports  System  Other Reports and Listings  Audit Log Listing.  Run an 
Audit Log Listing with the user range open.  Enter ‘sa0690’ in the Beginning and Ending 
Program fields.  The resulting report should be scrutinized for users who run this program 
consistently.  

 

        
 

 

7 Global Trial Balance II* – Use during times of the month when program balances should be 
zero, such as the day after your billing ‘grace period, to see who still owes you money.’   

 You should be able to explain or ‘prove’ any balance on the report. 

 This should be run for both debits (.01) and credits (.01-) on the last business of every 
month, after all transactions have been processed but before billing is run for the next 
month.  

 The credit report can be used by finance, as long as it is run on the last business day of 
the month after close of business, to help balance the Control Account balance.  

 The debit report will tell you whose household balances are being carried over into the 
next month.   
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 If run for zero (.00), both credits and debits will display on one report, 

To Run:  Reports   Global   Global Financial Reports    Global HH Trial Balance II 

 

 
 

 

 

8 Household Balance Aging Report * – Use to see how long a balance has been on a 
household (30, 60, 90 120+ days)  

To Run:   Reports  System  Household/Family Member Reports  Household Balance 
Aging Report 

 

 
 

 

9 Agency Payment/Reimbursement Report – Run to determine how much an agency owes a 
center.   

 Failure to see postings may indicate Agency Reimbursements are not being tracked in 
CYMS.   

To Run:   Reports  CYS  CYS Admin Reports  Agency Payment/Reimbursement 
Report  

 

 
 

 

10 HH Pay Code Audit Report – Use to see how often a specific Pay Code has been used with 
a household.  Note:  This report will take a long time to run. 

 This is a multi-purpose report that allows you to establish an amount, percent or count 
threshold and for certain Pay Codes for a certain date range.   
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 Example:  This report will allow you to see any household that has had three (3) or more 
Journal payments during the last three (3) months, or households with vacation credits 
of $300 or more in the last year, etc.  

 To Run:   Reports  System  System Financial Reports  HH Pay Code Audit Report  

 

 
 

 

11 Household Adjustment Decrease Report – Lists households that have had fees decreased.   

 It can be run by Date, User and Household or for any household with a fee reduction 
during a given date range.   

 It can total by household or by module (usage details) and shows the Grand Total of all 
adjustments.   

 Households or Users with frequent decreases should be looked at more closely. 

To Run:  Reports  Global  Global Financial Reports  HH Adjustment Decrease 
Report 

 

 
 

 

12 End of Day Summary Report – Shows end-of-day batches that are over or short or that 
haven’t been cashed out.   

 Managers should review this report EVERY DAY to ensure the end of shift cash out 
process is being done in their center.   

 Army Managers should use the Close Out Adjustment process to fix any invalid Over or 
Short batches before forwarding the Cash, GL and DAR Package to Finance.  

 There should never be open batches for a day in the past.   

 To Run:  Daily  System  End of Day Processing  End-Of-Day Summary Report  
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B.  Activity Enrollment Audit Tools: 

 

1 Class Attendance Worksheets or Program Roster*– Prints lists of the children “enrolled” 
in your CYMS classrooms.  

 Compare this list to the children who are actually in your classrooms.  

 Rosters need to be accurate in CYMS. 

To Run:  Reports  Activity  Instructor Reports  Class Attendance Worksheets 

To Run:  Reports  Activity  Roster Reports  Activity Rosters 

      

 
 

 

2 Activity Trial Balance* – Shows unpaid balances for your classes and regularly 
scheduled activities.   

 Run using the “This Year” option at times when program balances should be zero.   

 Run it using the “Last Year” option to ensure history balances aren’t becoming a 
problem. 

To Run:  Reports  Activity  Financial Reports  Activity Trial Balance 

 

 
 

 

3 Roster Update – Use to spot check Provider activities to ensure there are children 
enrolled in homes and that there are Provider Times linked to them.   

 Inaccurate or missing data here will lead to erroneous Provider referral results in Search 
for Care and erroneous USDA postings. 

To Run:   Files  Activity  Roster Update 
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4 Activity Listing* – Use to determine whether your CDC/SA rooms are full.   

 Run in CYS Detail mode.    

To Run:  Reports  Activity  Activity Listing 

 

 
 

 

5 PCS Bulk Transfer to History – Run using an “As Of Date” from last week or last month to 
ensure rosters are being transferred to history on a regular basis.   

 You should not see anyone who needs to be moved to history.   

 Centers should be running this program daily or at least weekly to remove children 
from active rosters who have left your program. 

To Run:  Period End  CYS  CYS Bulk Transfer to History 

 

 
 

 

6 Future to Enrolled Status Change – Run using an “As Of Date” from last week or last month to 
ensure the enrollment status of children in your centers is accurate.   

 You should not see anyone whose status has been changed to Enrolled.  
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 Centers should be running this program every day or at least weekly to ensure children 
who had Future start dates now have a status of Enrolled.  

 Note:  Future to Enrolled Status Change can be programmed to run automatically via 
the App Server and Scheduler.  Contact Vermont Systems for more information. 

To Run:  Period End  CYS  CYS Future To Enrolled Status Change 

     

 
 

 

7 Transition Report* - Lists children enrolled in CYS Programs who currently exceed the 
maximum age for that class and are therefore ready to be transitioned to another class in an 
older age group.   

 Based on selection criteria, this report also shows children who will be ready to transition 
as of a given date.   

 When using today’s date as the Future Transition Cut-Off date, the report will show who 
is overdue to be transferred from their classroom and how many days delinquent.  

To Run:  Reports  CYS  CYS Admin Reports  CYS Transition Report 

 

 
  

Transition Matrix (cy0315) – Similar to above, this program allows you to see children who are 
in need of transition and future transition needs. This program also allows you to plot and 
plan where you will move them and, once satisfied, allows you to process those changes. The 
program output can then be used to fill slots accordingly.   

 

To Run:  Daily CYS  CYS Transition Matrix 

 

C.  Pass Registration Audit Tools: 

 

1 Pass Visit Trial Balance* – Lists patrons with unpaid balances due in Hourly Care or in 
Late Pickup fees.  It can be printed by Pass Type to isolate particular centers. 

To Run:  ReportsPassFinancial Reports  
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2 Pass Member Report – Sorted by name, this lists members who have more than one pass in 
the CYMS database.   

 Having more than one active pass type, except for their age appropriate pass and the 
privilege pass, will yield inaccurate Annual Report and Visit data. 

To Run:  Reports  Pass  Membership Reports  Pass Member Report 

       

 
 

 

3 Pass Visit Blank GL Report*– Run monthly to determine whether you have any Pass visit 
balances that are not tied to a GL.  

 If you see any visits on this report, it means the next payment towards those fees will not 
post to the GL.  

 It also means that you likely have a problem in your Pass Visit Fees Maintenance setup. 

 If it is not corrected you will continue to have visits showing on this report and Cash/GL 
problems.  

 To fix, you will need to call VSI for assistance with running a pass utility called Pass 
Visit GL Fix by Location (pm0636).  

 VSI will also assist with researching your Pass Visit Fees Maintenance setup to prevent 
future problems.     

                  To Run:   Reports  Pass  Financial Reports  Pass Visit Blank GL Report (pm0556) 

 

 
 

 

D.  POS Sales and Trans Code Audit Tools: 

 

1 POS Trans Code Inquiries – Are Trans Codes being used to sell sports enrollments or 
other services that require roster data and should be set up as CYMS Activities?  

 Click on the questionable Trans Code and click History to see how often those codes 
are getting used.  

 If Trans Codes are being used for sports signups how are your centers getting their 
roster information out of CYMS?   

To Run:  Inquiry  POS  POS Trans Code Inquiry 
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E.  Rental Audit Tools (Provider Lending Library / Sports Equipment Issue / Etc): 

 

1 Rental Return Schedule – To view lending library items or sports equipment packages 
that have not been returned.  

To Run:   Reports  Rent  Schedules  Rental Return Schedule 

 

 
 

 

2 Rental Inquiry – To spot check items using the Monthly Calendar to see if the rental module 
for Provider Lending Library or Sports Equipment issue is being used.   

 Days in Yellow indicate at least one item has been ‘rented’ on that day. Green indicates 
all items available for lending. Days in Red indicate all items are currently out.   

To Run:  Inquiry  Rental  Rental Inquiry 

 

 
 

 

F.  Hourly Care Audit Tools: 

 

1 Court Reservation Inquiry/Hourly Rsvns Inquiry – To see how often the hourly reservation 
program is being used.   

 Use the Block Calendar or List Schedule.   

 Days listed with ‘Partial’ indicate at least 1 reservation has been made for that day.   

 By forwarding ahead through the months of the year, you be able to see when additional 
slots will need to be generated.   
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 Days listed as ‘Unsched’ have no slots generated. 

To Run:  Inquiry  Court  Court Reservation Inquiry 

 

 
 

 

G.  Household / Family Member Data Audit Tools: 

 

1 Household Duplicate Listing* – Identifies possible duplicate households based on home 
phone, work phone, cell, etc.   

 Many times the households that show on this report will need to be fully or partially 
merged, but not always.   

 Often, in a military community, phone numbers and addresses are “re-used” frequently. 

 You will need to investigate them fully before making any changes. 

To Run:  Utilities  System  Household/FM Utilities  Household Duplicate Listing 

 

 
 

 

2 Household Creation Report – Shows households added to your database during a 
specified date range.   

 Output includes the User ID of the person who initiated the file. 

 Run for All Methods to show all households added via GUI and Web. 

 Run for Web Batch to show households initiated via the Web.    

 To Run:  Reports  System Household/Family Member Reports  Household Creation 
Report 

 

 
 

 

3 Household Audit Report – Shows inaccurate household information specific to CYS 
functions. 
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 It keys off the Military Status/Grade/Rank information entered on the Sponsor and 
Spouse.   

 The only household that should ever appear on this report is the Internal Household.  

 If other households appear, your Annual Report data could be affected. 

To Run:  Reports  CYS  CYS Admin Reports  CYS HH Audit Report.  Toggle Missing 
Spouse Only option, include All Households and All Pass Types. 

 

 
 

 

4 Family Care Plan Report – Shows the status of single military or dual military households' 
Family Care Plans.   

 If there are a lot of households overdue for a Family Care Plan, the information 
contained in this report is not being followed up on.  

 You would need to run twice – once for Family Care Plans that are initially due and once 
for Family Care Plans that are due for renewal. 

To Run:  Reports  CYS  CYS Admin Reports  Family Care Plan Report 

 

 
 

 

5 Health Assessment/Physical Report* - Shows family members whose Health Assessment 
or Last Physical date will expire during a specified date range.   

 By choosing an expiration date in the past, this report will give an indication of the 
effectiveness of the health assessment and/or physical renewal process. 

To Run:  Reports  CYS  Health/Medical Records  Health Assessment/Physical 
Report 

 

 
 

6 Shot Report – Shows shots that are past due.   

 Children with overdue shots should only be allowed in your center on an exception 
basis.  

To Run:  Reports  CYS  Health/Medical Records  Shots Report 
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H.  Wait List Audit Tools: 

 

1 Waitlist Follow-up/Renewal Report - Shows wait list entries that need to be followed-up on 
based on the date they were initially added to the wait list or wait list entries that are due to be 
renewed.   

 If this list is quite extensive, the renewal process is not happening correctly. 

To Run:  Reports  CYS  Central Reg/Waitlist Reports  Waitlist Follow-up/Renewal 
Report 

 

 
 

 

2 Waitlist Inquiry – Use this to look at children on the waiting list.   

 How do your numbers look?   

 On the Preference list, scroll to the bottom and look at the Preference Date of the last 
entry. This indicates the last time someone was placed on the Preference list.   

 Spot check each waitlist to ensure the Requested Age and Current Age are the same on 
the majority of the entries.  This indicates the Waitlist Age Advance is being run 
periodically.  

To Run:  Inquiry  CYS  CYS Waitlist Inquiry 

 

 
 

 

3 Waitlist Placed Statistics Report – Use to see if waitlist entries are being flagged as         
Placed upon acceptance of a center enrollment.  

 If no one shows on this report you are missing out on a lot of great report data including 
Longest Wait, Shortest Wait, Average Wait, Priority Stats and Age Group Stats.    

To Run:  Reports  CYS  Central Reg/Waitlist Reports  Waitlist Statistics Report 
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I.  Provider / Staff Data Audit Tools: 

  

1 Provider Audit Report – Lists missing information in your Provider files.   

 Missing information on the Providers will give you incomplete results in the Search for 
Care process.   

 Referrals to those Providers with incomplete information will be affected. 

To Run:  Reports  CYS  Provider Reports  Provider Audit Report 

 

 
 

 

2 Provider Referral Report – To see if referrals are being posted to your Provider files.   

 If no totals are displayed here, referrals are not being posted during the Search for Care 
process.   

 A lack of data might also indicate that Provider referrals are not being printed out of 
CYMS. 

To Run:  Reports  CYS  Provider Reports  Provider Referral Report 

 

 
 

 

3 Staff/Provider Listing II* – This is a fast way to see if these modules are being used to 
maintain your staff and provider records.  

 Simply include things like Background Checks, Medical Information, Room/Home Visits, 
Credentials, Training Records, etc to see if dates are current, items are coming due, etc.      

To Run:   Reports  CYS  Provider Reports  Provider Listing II 

To Run:   Reports  CYS Staff Reports  Staff Listing II 
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 You can also spot check the Provider Module and Staff Module manually for the same 
kind of information in FilesCYS Provider Module or FilesCYSStaff Module 

 

 
 

 

4 USDA Meal/Revenue Reimbursement – Displays total meal counts and fees by mealtimes.  

 Run this for the past few months to ensure there is data.  

 If totals are zeros, meals are not being posted correctly or not being posted at all. 

To Run:   Reports  CYS  USDA Reports  USDA Meal/Revenue Reimbursement 
Report 

 

 
 

 

J.  Misc. Audit Tools: 

 

1 Rectrac Database Inventory Report* – A technical report for your FTS or IT staff to see if 
you are allocating enough space on your server for your CYMS database 

 This report has nothing to do with Inventory in CYMS.  

 It is used to determine whether your database needs more extents.  

 It is very important that you look at this report every month.  

 

General rules:  

 If you have a single extent database (only a d1 file) and the Total Data Storage under 
the Database Info header is approaching or greater than 500 MB, call VSI immediately 
to create more extents (d2, d3, etc.). In the screen shot below the database is only 43 
MB so not a problem.  
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 If you are already operating with more than one extent, this report will show which 
extents are full and which ones still have space and how much. In the screen shot 
below, it shows the d1 file is Full, d2 has almost 500 MB of available space and d3 has 
512 MB available. 

 When D1 and D2 both show as Full and D3 is approaching 500 MB, call VSI to add 
more extents.   

To Run:   Reports  System  Setup Codes and File Listings  Rectrac Database 
Inventory Report 

 

 
 

 


