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Introduction

The Childcare Sage Drop-In Center version adds specific drop-in center functionality to the Childcare Sage Large Center
system. The added functionality was specifically designed for the needs of drop-in centers and includes the following:

1) billing rate system that can automatically discount hourly care for siblings,

2) ability to bill in time blocks and round up or down when calculating charges,

3) coupon functionality that can automatically apply coupon discounts to childcare charges,

4) drop-in reservation system to reserve slots for drop in care and reserve rooms for parties/events,
5) pre-paid care and gift certificate functionality,

6) automatic sales tax processing,

7) one screen to process and bill drop-in children,

8) snapshot report that shows daily attendance, income and sales,

9) optional fingerprint integration for sign in and out.

These unique features automate and simplify running a drop-in child care center. The Drop-In Center version also
contains all of the features and benefits of the Childcare Sage Large Center.

This manual will cover the specific drop-in center functionality and screens.
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Childcare Sage Drop-In Center Manual
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Batch Drop-In: opens consolidated drop in functions screen to sign in/out drop in kids, charge accounts, take payments
and print bills and receipts

Setup Menu -> Screen Choices -> Drop-In Discounts and Coupons (tab): opens the drop-in center sibling discounts and
coupon settings tab (figure 3).

Drop In Rate Discounts and Rate Settings
Figure 3:
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Drop In Rate Discounts:

You can setup different hourly discounts for each sibling at the center at the same time. The Discount Amount table (in
yellow) lets you setup dollar amount discounts for each sibling for each hour, day, or session. Many drop-in centers are
also open and charge higher rates on the weekend. The R1 and R2 discount columns in the Discount Amount and
Discount Percentage areas let you apply different discounts for different days of the week.

To enter an hourly discount, simply put in the discount amount into each of the 8 sib (sibling) rows under the R1 and/or R2
columns. To set different discounts for different days in the week, push in the discount you want to use (R1 or R2) for
each day in the Charge Rate select on the right side of the screen.

In the example in figure 3, there is a $3 per hour discount for the 2nd sibling and a $2 per hour discount for the 3rd sibling
that are at the center at the same time. Keep in mind that the 8 sibling discount rows only apply to siblings at the center at
the same time, not siblings in the family.

Discounts can be entered as amounts or percentages. There are 5 discount $ amount areas that correspond to each
timesheet rate charge types (whether you charge by the hour, day, session, etc.) The percentage discounts simply credit
a percentage of the total charge for that sibling.
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Charge Rate?: select which rate (rate 1,2) to charge for each day
All sibling discounts are shown as credits on the parents bill.

Drop In Center Coupons:
Enter new drop in center coupons into the empty rows. Each coupon can be a combination of a:
1) discount percentage (Disc %),
2) discount amount (Disc $),
3) buy some hours (BHrs), get some hours free (FHrs),
4) how many hours is the coupon good for (enter 24 for all day),
5) which siblings does the coupon apply to.

Some examples are:

Description Disc % Disc$ BHrs FHrs MHrs Applyto

10% off entire bill 10 0 0 0 24 All Children
Buy 1 hour, get 1 free 0 0 1 1 24 All Children
Get 1 hour free 100 0 0 0 1 First Child
Half price for 2" child 50 0 0 0 24 Second Child
$5 off hourly rate and buy 1 hour, get 1 free for 2™ child 0 5 1 1 24 Second Child

By mixing and matching the 5 coupon parameters, you can create virtually any coupon. All coupons are shown as credits
on the parents bill.

Childcare Tax

If you state taxes child care, you can enter the tax rate and the tax label on the parents bill in the top right of figure 3.
Care Tax Type: label for childcare tax charges on parent's bill

Care Tax Rate: tax rate for childcare

Retail Item and Incidentals Tax

If your state taxes retail items, supplies, and incidentals that you provide at your center such as snack packs, coloring
books, diapers, etc, you can enter the tax rate and the tax label for different types of retail items and services at the
bottom right of figure 3.

Sales Tax Setup lets you enter the tax rate and tax label for different types of taxes that you charge such as food taxes,
supply taxes (books, diapers,) etc. There are also reports tax collection reports that you can run for collected sales tax
payments to the government.

Tax Type: label for tax charges on parent's bill and tax collection grouping categories
Tax Rate: tax rate for each tax type

Expense Menu Tax Setup lets you assign a tax type to each Figure 3a:
expense menu category that you set up. Expense menu categories  Expense Menu

are entered in the Expense Menu setup area in the Hour Type -
Types/Expenses/Discounts tab of figure 3, shown to the right -> it Supplies]

Clathing

Food
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Charging By Time Blocks

The Childcare Sage Drop-In Center lets you charge by time blocks and round up or down depending on a threshold you
set. Time block charging and rounding is best explained by example. Let's assume that you charge in 15 minute blocks
and set the threshold to 7 minutes.

If a child is at the center for 3 hours and 6 minutes, they are charged for 3 hours. If they are at the center for 3 hours and 8
minutes, they are charged for 3 hours and 15 minutes.

Drop-In Care Time Block: minumum blocks of time that you charge for (if you charge by the minute, leave time block at 0.)
Round Threshold: how many minutes into the block to charge for the entire time block.
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Drop-In Prepaid Plans

The Childcare Sage Drop-In Center lets you create prepaid packages or plans that customers can purchase. There are 2
types of plans that you can create, dollar or hour based. Dollar plans are similar to a gift certificate at a restaurant; the
customer pays $100 and gets $120 worth of care (a $20 bonus). Hour plans let the customer prepay for a certain number
of hours at a fixed rate; 100 hour plan is $250 which is equal to $2.50 per hour.

Enter new plans into the empty rows. For each plan, you can set the following:
1) Name: name of the plan that shows in the plan selector on the payments windows of the drop in screen
2) Bill Label: what the parents will see on their bill when they buy the plan
3) Hours: how many hours the plan includes (helps you pick the correct plan)
4) Rate/Hr: only used in hour plans (this is the rate used to create the drop in rate when a family buys a plan)
5) Rate/Hr Charge Label: what the parents will see on their bill when they use hours at the center
6) Cost: price of the plan
7) Bonus: difference between the cost of the plan and the plan’s face value
8) Program: cost center for the plan (used to track plan sales)

Setting Up Barcode Expenses

Barcode expense charging let you quickly and easily charge drop-in child accounts by simply scanning an item from a
barcode sheet that you create in Microsoft Word. Using barcode expense charging is a great way to reduce charge errors,
and speed up charging accounts.

To use barcode expense scanning in the Childcare Sage Drop-In Center, you need:
1) Any USB barcode scanner will work. The scanner that we used was the: Metrologic Eclipse MS5145
2) ConnectCodeFreeSetup.exe, which creates barcodes from numbers and is available on our website.

The first step to settting up barcode expense scanning is to enter the expense menu types in the Hour
Types/Expenses/Discounts tab of the Screen Choices screen opened from the Setup Menu. Setting up expense menu
types allows you to print reports that break down and group different expenses that you charge children. Examples
include: diapers, snack packs, art supplies, and registration fees.

Figure 4: Figure 5:
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After you enter the expense menu types (figure 4), open the Expense Menu screen from the Setup Menu (figure 5).

Fill out each row including the price, and then enter a barcode in the barcode column. The number itself isn't important,
but each row has to be unique. We recommend a barcode number with at least 5 digits.

After you have entered your child expense items, you can setup the barcode scanning sheet.

We have included a sample barcode expense sheet which is in the ccsage folder of your computer's c: drive. It is called
barcodesheet.doc (it will have a Microsoft word icon.)
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Figure 6: Figure 7:
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To create edit our sample barcode sheet in Microsoft Word, do the following:
1) open barcodesheet.doc from the ccsage.mdb folder on your ¢ drive
2) open the ConnectCodeFree program (figure 7)(select Code 39 from the barcode selector)

3) type in a hnumber into the Data box

4) click Encode

5) click Copy Barcode to Clipboard

6) right click on the microsoft word barcode sheet where you want to paste the barcode and click Paste

Barcode Expenses let you add charges to a child’s account through barcode scanning. Items that can be scanned are
added to the Expense Menu on the Setup Menu, along with their barcode number.

To add expenses, select the Expense Date, select the Contact Child and then scan barcodes. Once all of the items you
want to add have been scanned, click Charge.

Charge: add scanned expenses to the selected child’'s account

Reset: clear all of the scanned items from the screen.
Delete: remove the scanned item from the row selected
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Childcare Sage Drop-In Rates

Most drop-in centers charge by the hour with a discount for siblings if both children are at the center at the same time.
Some centers also charge by the hour with a part day and full day rate once a set number of hours are reached. You can
setup different rates for different ages, classes, etc, and then simply copy the appropriate rate to new children as you
enter them into the program.

The next section of the manual will explain how to enter drop-in rates into the system. You can enter the rates for
rooms/classes or individual children. For individual children, you can also enter rate using the Easy Rates screen, or the
New Rate screen.

Entering Drop-In Rates for Rooms/Classes
The easiest way to enter drop-in rates into the Childcare Sage is to setup room/class based rates. To setup room based
rates, you need to first setup the rooms.

To setup rooms/classes, click Setup Menu from the Main Menu then Screen Choices.

Figure 8:
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Enter the rooms/classes at your center into the List of Classes box.

To enter rates for the rooms, click Setup Menu from the Main Menu, then Batch Class Setup.

Figure 9:
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The Easy Batch Class Rates & Schedules screen lets you quickly setup charges for a room/class. For drop in centers,
you can ignore the Class Schedule area, and focus on the areas on the right side of the screen.
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Start by select a class (top left in yellow.)

Childcare area: (enter or select the following)

1)
2)
3)
4)

5)
6)

Drop In
Hour

Charge Label: what the parents will see on their bill for hourly childcare charges

Start Date: when the rate goes into affect (since the rate is based on actual attendance, simply enter the start of
the year, or when you will start using the Childcare Sage to track parent charges)

End Date: leave blank

Amount: hourly rate

Late Pickup area: (check the checkbox if you charge for late pickup)(enter or select the following)

2)

Charge Label: what the parents will see on their bill for late pickup charges

Start Date: when the rate goes into affect (since the rate is based on actual attendance, simply enter the start of
the year, or when you will start using the Childcare Sage to track parent charges)

End Date: leave blank

Center Closes At: when you start charging for late pickups (in addition to the hourly rate)

Amount: late pickup hourly rate

Skip the Annual Registration area.

Click Save to save the rates for the selected Room. To setup a different room, change the class selector (top left) and
make any adjustments, then click Save.

Entering Drop-In Rates for Individual Children using the Easy Rates screen
You can also enter drop-in rates for individual children.

Go into the child’s record by clicking All Records from the Main Menu, then clicking the Child’s name in the list on the left
side of the contact information screen (figure 10). Next click Easy Rates (figure 11).
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To setup a drop in rate, enter the following:

Drop In
Charge Label: what the parents will see on their bill for hourly childcare charges

Start Date: when the rate goes into affect (since the rate is based on actual attendance, simply enter the start of
the year, or when you will start using the Childcare Sage to track parent charges)

End Date: leave blank

Amount: hourly rate

click Save
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Entering Drop-In Rates for Individual Children using the New Rate screen

Figure 12:
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If you charge different amounts for different days (more on the weekends,) or if you charge different amounts based
during the day (more at night after 6pm), you can set the Apply Rates For to only charge the current rate during specific
days and hours. There are 4 options for Apply Rates For:

1) charge based on all hours attended

2) only charge for hours attended during the Rate Schedule hours

3) only charge for hours/days attended outside of Rate Schedule hours (picked up late, came in on a non-
scheduled day, etc.)

4) charge shift 1, shift 2 amount if the child attended for any part of the shifts in the Rate Schedule hours

If you select:

Hours Entered: the current rate will only be charged during the days and hours entered in the Rate Schedule on the right

side of the screen

Hours Not Entered: the current rate will only be charged for days and hours NOT ENTERED in the Rate Schedule on the

right side of the screen.

Shifts: the current rate will only be charged for days and hours entered in the Rate Schedule on the right side of the
screen. Shift rates let you setup different rates for shift 1 and shift 2 in the shift rates area. You can also automate multiple
shift rates by entering 1 rate for each shift and using the Hours Entered selection.

RATE SAMPLES
You charge $10 per hour for toddlers.

You charge $10 per hour for toddlers in 15 minute blocks.
(child is at the center for 2:05, they are charged for 2:15)
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Besice  DropOn - | Seedve toRate Aphy Minimum Hourly Mites Atways = = = jl'l (= ! Besece  Dropofl - | chede tofate 0 oty i Houry it sk - = O |00 Leave !
You charge $10 per hour for toddlers on weekdays and $12 per hour for toddlers on weekends.
This requires 2 rates, one for weekdays and 1 for weekends.
Barbarn Agular =|  checkrate Weakly Retws Rate Schaduls s:::wr Barbara Aguiar = checkRae Weokly Rates Rate Schedule Rate
Selochor
Rate Ttle foddler drop in o JD JD s Fiste Tl tocdler arop in Shift 1 RS Shftz RS Salector
ChargeLabel  Childears Charges © sun Charge Labsl  Childcare Gharges o @ o800 A « O] « |0 Arvive
SunsEndOme 01012011 5 B JJ'—' JJ'—' Lo geve SansEnsome 01177011 5 5| 1eo0 |0 O teme g
BangPercs Doy K| [ hasadaulhd | ad .51 BanpPerca  Day =l B -|o ZJClAmvy
Apply Rabes For: .ungml Hours Eetered DRV LK (x il (=112 I . Apply Rabes For: .ungnul Figeurs Lenarea) DT = ~o |01 Lewve I .
Mours et Emered | sning | 0% e oo se00au - | | ExjantrepEle= ours et Esrea | sing | OO P oo -0 | QAntes S0
Dy P R 5000 Te B jp00pw «|0) -|00 Leave Daly FT fate 5000 Te O o [ Leave
" Hours Per Day before Dady Rate 0 oenaAv..}n .-}I'I o m _J Hours Per Day before Daly Rate ] _Ju ju Afive m
[ tours Per Dy before Daly T Aate 0 el @ "Zﬁﬂl“‘.-]D .-]D P Hours, Pes Day betare Dady T Rate " wen ~l|_| D) tamv
Shitt Rates Mourty Rase e ca00 Al - ) |y Aben . Hary [a] |0 Anee
ourty S1000  Tru B ipoopus o -]I'I [ — Shift Rates Hourty Raee S1200 e O m] ]D Lesve
= | I I I
ca00aM «|0) _,J|_| Arrive ]r| ]r| Arrive.
Mours Per Day befare Cuertme OE Mj £0.00 Hours Pes Day befare Crertems [ M o0 I i
teoor |00 (= L Special Functions Wiy Heury Minutes v ~o Do e
R— + | Avoy o o J|_| Arrive | e «| Aveir Mirtes 0 C‘E”“‘jﬂ jD Arrive. |
Bwsace  Dropofl jwum D) ooty Minkrum Hourly Minstes Aways - | = = jn |0 Leave ! Bamece  Cropofl JMHMH O soety e oury urates. Atways = | — 1e00 - | |00 Leave !

ChildCare Sage Drop-In Center By B & | Computer Consultants, Inc. (www.childcaresage.com)



Adding Drop-In Children

To add drop-in children to the program, click Easy Enroll from the main menu. On this screen, you enter 1 family at a time
with up to 6 siblings. You can also enter parent and doctor information, if nheeded. For each sibling, you enter their
birthdate and their room (based on age/needs for drop-in centers.) Once you click Enroll, the system will automatically
create the accounts, link the siblings together, and assign rates based on your predefined room rates (see the previous
section in this manual.) To enter new families, close this screen and come back into it.

Figure 13:
=3 Easy Enroll 3
EASV ENROLL This screen lets you quickly enroll families. | creates the child accounts and automasically inks the accounts fogether. Afier using fhis screen, please use Enroll  Clpse
e Easy Rates and Easy Schedule screens to complets each acoount regiseation. | you have Agency children, please 3dd 3 tiass on Screen Choices &
Children in Family Drop In for that Agency (DCS, DFS, Siate, eic.) The Agency checkbox tells the sysiem lo create an addiional payer for hat child and creaie e payee ink. )
Sib First Name Ml Last Name Mickname Sex Birth Date Timeclock IO Child Address Primary Class Agency Agency Class
1 Billy James [ _F |josi1412009 | 5| Father _Mother | Drop In =
2 Sammy James mﬂ 0119/2011 ﬂ Father Mother | Drop In E
3 Suzie James u 7 |08/09/2006 | 5 Father Mother | Drop In [+]
4 [m | s Father _Mother =
& mﬂ ﬂ Father _M] E
@ v £l s Father _Mother [«]
Title James Family Other Emergency Contacts Medical
Father Stuart James Contact1 Brian James Doctor Dr. Brian Glaser
Home Phone  (301) 773-8333 Home Phone Work Phone  (301) 928-2929 Ext 172
Work Phone Ext Work Phone Ext Cell Phone
Cell Phone (301)728-2728 Cell Phone: (301) 878-2722 Beeper
Beeper Timeclock ID Beeper Email
Email stujames@yahoo.com Email Comment Primary Care| -
Address TB22 Avery Street Comment Grandfather &
Address Address
Rochville State MD | 20850- State ] State o
Mother Linda James Contact1  Sally James Dentist
Home Phone Home Phone Work Phone Ext
Work Phone Ext Work Phone Ext cell
Cell Phone  (301) 728-2728 CellPhone  (301) 992-7662 Beeper
Beeper Timeclock ID Beeper Email
Email liames@sbcglobal.net Email Comment
Address Comment Grandmother
Address Address
State | State | State |

To enroll children, you must enter the following:
1) child’s first and last name

2) child’s birthdate

3) child’s primary class (if applicable)

If you want to use the optional fingerprint scanner or pull up drop-in children by id rather than name, you need to setup ID
numbers for the children in the system.
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Drop In Scheduling

Figure 14:
& Drop Off Scheduling Timesheet ‘Z|

Jorge Aguilar Dr'ap Off Scheduling
September 2009

Bu Mo Tu Time Log

We Th Fr Sa
a0 31 1 2 E 4 g Arrive Nowe | Class Infant- Beige _+| Fecord| pone
o fj ol el o dj ofj_of ol 8% e E‘ b Type o

[} 7 a g o " 12 020172008 | S:00AM | 400PM | Infant- Beige = Eclit | Delete
0 a a a a 0 0 0.00

13 14 15 16| 17| 138 18
0 a a a a 0 0 0.00

20 N 22 23 24 25 26
0 a a a a 0 0 0.00

27 28] 29 30 1 2 3
0 a a o o 0 0 0.00

Niendance Clase

TODAY 09/09/2009 oo HAE
Display  orthly [ wieelsy  Month |« ey é &

The Drop in scheduling screen is used in drop in centers to schedule future attendance. The hours entered into this
screen also appear on the daily attendance charts. The biggest difference between entering hours on this screen and on
the Child Timesheet screen, is that hours entered on this screen are not seen by the billing system, and on this screen
you can designate which class the child will attend.

If you click on any of the daily hour count buttons on the calendar, the system lets you edit the arrive and leave time and
class for the date clicked.

The entry boxes next to the year and month labels at the bottom left of the screen let you pick which year and month you
would like to see; the arrow buttons next to the entry boxes let you move between the year and month, respectively.

Attendance: show the daily attendance chart for the date selected including drop off scheduling hours.
Reserving a Room

Many drop-in centers rent out rooms at the center for parties, play dates, etc. You can reserve a room through the drop in
scheduling screen by selecting a class and then selecting a choice from the Hour Type drop box.

Figure 14a:

Time Log

Arrive Now | Class One Year Olds- White _»| Record]| Done
Leave Mow | Hour Type j
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Batch Drop-In Quick Entry
Figure 15:

=] Drop In Quick Entry 22
DROP IN QUICK ENTRY &hg‘iﬁ'; 3 To recond drop in afiendance, charge aocounts, tske payments, and print bils and receipis, click Selectin fe apgroprisie rowr. tooe £
Age  Balance Hrs  hotss CenterSummary | In Room Date  ArriveTime Pickup Time m‘.
Mark M. Auldridge 3y-7m $859.50 0.0 allergicto peanuts ThreeYearO\ds-EHu:E 08M10/2011 | 04:27 PM ﬂjﬂ] =
Mort Aycock 44-5m 50.00 0.0 Four Year Olds-Gree[~ | 08/10/2011 | 02:00 AW setect | Goto |
James E. Bates 2y-4m $100.01 0.0 Two Year OldsfPurpllzl 0810/2011 | 10:00 AM ﬂjﬂ] =
Jorge S Aguilar Dad 3y-3m  ($1,636.18) 211.1 allergicto peanuts temp Three Year Olds-Yell = | 08/10/2011 _select | Goto |
Jorge Aguilar Mom y-m  §1.567.50 0.0 Three Year Olds-Yell[ ~ | 081012011 mj@
Joan C. Amico 2y-im (§1,636.18) 211.1 allergic to strawbermies Two Year Ost—Purlezl 08110/2011 ﬂjﬂ]
Barbara Anoskey 3y-11m (5528.92) 529 Four Year OIds—OranE 08/10/2011 Mﬂ]
Francis E. Anoskey 42y9m|  (§52892) 756 One Year Olds- Whit| | 08/10/2011 _setect | Got |
Walter R Amoult 2-3m S27751 0.0 Two Year Olds-Red [~ | 08110:2011 setect | Goto |
Harold R. Bamford 3-10m  §859.50 0.0 Four Year Olds-Gree|~ | 08/10/2011 select | Goto |

The drop-off quick entry screen combines 6 functions (sign in and out, charge accounts, charge accounts through barcode
scanning, take payments, and print statement with receipt,) together onto the same screen for drop-off functionality. All 6
of the functions combined on this screen are available on each child's information screen, or on the Child Billing Menu.

Figure 15 is an overview screen that shows which children are currently at the center. Children at the center are at the top
of the list.

Center Summery: opens a daily summary report for Figure 16:

the center including children through the center, plans 9 Dropln Summary =R
purchased, children currently at the center by room,
and childcare charges for the center both paid and
DROP IN SUMMARY FOR 08/11/2011 AT 12:45PM
owed.
Room Count Opening | Children At the Center Package Plan Count
In&nt- Black 1 13 CumrentCourt 4 Regular Rate 0
Ingnt Orangs 0 H  |CumentCharges $17a2 i o
One Year Okis- White o 20 o
One YearOlds-Silver 0 @ | [SdewWhoSoeedOut 1
Twa Year Olds-Purple 0 GOk L ]
Tiwo Year Ods-Red o 2  [Pames AEI000 Fistnum 1 Child 1
Three Vear - 2z g [heme 00 Thnium 1 hikd ]
ThresYearOldsYelow O 20 |Daily Counts Trisl 2 Chikdren o
Four Year Olds-Green 19 New Children o Bronze 2 Chikdran o
Returning Children 4 SHies 2 Plidren o
Mew Families o Gold 2 Children o
Ristirt i il 2 Fiztnum 2 Childran ]
Tiwnium 2 Chikiren o
Trisl 3 Chikdren ]
Bronze 3 Chikdren ]
Siher 3 o
o
o
Tinium 3 Chikiren 0
Trisl 4 Chikdren ]

To track or check children in and out, you can open the drop-in quick entry screen for that family by:

1) enter the child's id number at the top left then press enter,

2) type the first few letters of the child’s last name to automatically jump to their name on the list of children, then
click Select

3) you can click Select to the right of the child's name,

4) have the parent scan their fingerprint if you have the Childcare Sage Fingerprint Package.

When you select a child, all of the siblings in that family appear in figure 17.

Figure 17:

[Z3] Drop In Quick Entry 52
DROP IN é‘ﬂﬂﬂﬂf @ Charge M Barcode ﬂ@‘ Invoice m Record Reset Q Goto M =
QUICK ENTRY Timesheets Account 7oxva | Expenses  Taxes Bill Payments Al @ R

Balance Hrs Notes In Room Date Arrive Time Pickup Time Leave Time Time Left

I Wark i Auldridge ﬂj $859.50 0.0 allergicto peanuts  Three Year OI[=| 081012011 0427 PM NU_WIiJ ﬂ ””_WIL“MI
™ Harold R. Bamford abel | $859.50 0.0 Four Year Old[~| 08/1012011 Mow [ 4 | ow ||| Reset ||
™ Jerry Barrett ﬂj (5641.25) 1283 Three Year O]~ | 08/1012011 M ﬂ M IEI |
5 wa|  sm 09 B woulsl el eulfaeal]
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Reset All: clears all newly entered times

Reset: clears times in the current row only

Goto Contact: opens the contact screen for the current selected child (you can select a child by clicking a column in that
child's row)

Check Out: this button only appear if the family has a credit, and no payment is due. It marks the timesheets and charges
as paid so if the child comes back on the same day, they will not be recharged for the earlier visit.

Time Left: calculates how much No Prepaid Time Left: Figure 17 Prepaid Time Left: Figure 17a
prepaid time is left on a parent's Pre-Paid Time Left = Pre-Paid Time Left
account, and also shows how much o ,

. . Your current balance including today's care is: $107.27 Your current balance including today's care is: a credit of $92.85
eaCh add't'onal hOUI‘ Of care W|” \Er::hh:d\’;tri‘gnparle::l‘.ldrins’:’nseléi; You have 5 hours and 5 minutes left.
cost. Time left is based on all
charges including taxes through the o "

time this button is clicked.

Figure 18:

TIME SELECTOR

12aM | 1] 1am 100 2am J 0] 3am || ] 4am )]0 5am Q1] 6am J1) 7am 1] sam J1] eam ] wam J1]ram |]]
1zpm || ] aem || 2em | ]| 3em || epwm | sem ] ) spm | 7em | 1) sem | ] sem || toem | ] 11Pm | ]

Please select a time by clicking on either the hour in yellow or green, or the 15, 30, 45 minute ticks between the hours.

Checking Children In (there are 3 ways to check a child in)

a) click Now next to the Arrive Time in the row of the child you want to sign-in, then click Record Timesheet

b) click A in the row of the child you want to sign-in, click a time on the time selector (figure 18), click Record Timesheet
c) type a time into the Arrive Time column in the row of the child you want to sign-in, then click Record Timesheet

You can also enter when the child is supposed to be picked up un the Pickup Time column.

Checking Children Out (there are 3 ways to check a child out)

a) click Now next to the Leave Time in the row of the child you want to sign-out, then click Record Timesheet

b) click L in the row of the child you want to sign-out, click a time on the time selector (figure 18), click Record Timesheet
c) type a time into the Leave Time column in the row of the child you want to sign-out, then click Record Timesheet

Adding Charges for Incidentals, Food, and Supplies

Click in any column in the row of the child you want Figure 19

to add a charge to, then click Barcode Expenses Barcode Expenses = |
(ﬂgure 19 ->). BARCODE EXPENSES Jorge S. Aguilar 04/02/2011 Charge Close

. Scanned ltem Expense Menu ;I Tatal $5.89 & %
To add charges to an account, select an item from : ot s - "

Ype Mo rogram escrption

the Expense Menu Qrop box, or use the barcode st Supplies o siss ~] Coloring Book E
scanner to scan an item from a barcode sheet. Clothing | sose Bllvievers Do
(Please see the Setting Up Barcode Scanning Food | s205 - | Snack Pack “Delete |
section to setup the barcode scanning functionality.) -] s000 | Delete
Once the items are selected, click Charge at the top
right.

Charging for Child Care

You need to check out the children you are charging for before you can charge their account (please see Checking
Children Out above.)

When you charge accounts, the Drop Off Batch Charges screen appears with the current families charges (figure 20.)
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Drop In Batch Charges
Figure 20:

Drop Off Batch Charges

DROP OFF BATCH CHARGES Delete | =
Charge Contact Date Amount  Type Description
;i Barbara Aguilar ;J 04/02/2011 ($21.25) CD Coupon: Buy 1 Hour, Get 1 Free
I~ Barbara Aguilar ;J 04/02/2011 §4250 TS Childcare Charges
[~ Jorge S. Aguilar ;J 04/02/2011 ($18.75) CD Coupon: Buy 1 Hour, Get 1 Free
I Jorge 5. Aguilar ;J 04/02/2011 (5.00) SD Sib Disc: Childcare Charges
I~ Jorge 5. Aguilar ;J 04/02/2011 54250 TS Childcare Charges
& | $0.00

Select All Coupons d You can et e drop off batch charges above. If you wiould Bk to Post Close

= recaiculae the drop off baich charges, cicse his screen, and chck

Charge Only on e Timeshest screen. & -

This screen shows the calculated drop-in charges for the current siblings. You can post the charges, apply coupons,

change any of the amounts, and delete charges.

Delete: deletes the current charge row (click any column in a charge row to make it current)

Select/Unselect: checks or unchecks all of the charges

Coupons: applies the selected coupon and shows all of the discount credits

Post: post the selected charges to the corresponding account.

Checkout and Add Taxes to the Bill

If you charge taxes for childcare and/or incidentals (food,
supplies, etc), click Add Taxes to apply and see the taxes.

This screen is only used to calculate, see, and add taxes to
a family's bill. You cannot change childcare or incidental
charges on this screen, but you can change the tax
amounts on this screen.

Click Post to charge the taxes to the account, or click Close
to exit without charging the taxes.

You can also use this screen to get a subtotal for today's
charges without applying or charging the taxes.
Taking a Payment

To take a payment click Record Payments. The payment
amount is automatically set to the current balance.

You can also charge for package plans on this screen by
select the plan from the Package Plans selector.

You can change any of the boxes on this screen.
Click Post to record the payment. After you record the

payment, you can print a bill, which will include the
payment and show the current balance after the payment.

Figure 21:
Checkout [Slla =]
Post Close
CHECKOUT Balance P = il
Aguilar Family (586.64) @ %
Date Amount Description Type

04/02/2011 $35.00 | Childcare Charges TS i)
04/02/2011 $35.00 | Childcare Charges TS i
04/02/2011 $2.95 | Snack Pack Food -
04/02/2011 $1.95 Coloring Book Art Supplies 1=
04/02/2011 $0.99 Diapers Clothing ol
04/02/2011 ($7.00) ||Sib Disc: Childcare Charges sD I
04/02/2011 $2.21 ChildCare Sales Tax CCTAX ;J
04/02/2011 5015 FD Tax FD Tax =
04/02/2011 $0.12 | SP Tax SP Tax -
04/02/2011 $0.06 CLTax CL Tax ;j

Figure 22:

EIPayments EZ PM | pow | & ﬂ Now | L I

Now | A P Now | L
PAYMENTS Balance =l id ow| ||
Mark M. Auldridge $850.50 Now [ 4 i How |||
PymtDate | 08M10/2011 Now | | i Now] |
Package Plans

Payment $859.50

Period Date |08/10/2011 Package [Hours [RateHr  [Cost [Bonus [D
Description  Childcare Paym Drop-In o $9.00 §0.00 1

_— Trial 1 Child 5
oroaram Bronze 1 Child

o JSilver 1 Child 0
Paid By [+] |cold 4 child 60

Check # Platinum 1 Child a0
Titanium 1 Child 150

$52.50 $0.00 2

523250 50.00 4
$435.00 $0.00 5
$607.50 §0.00 [}
586250 $0.00 7
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Print a Statement/Bill

To print a bill (including any payments and current balance after the payments,) click Invoice Bill.

B oice P H Invoice [ e
B B8 uneus ABC Daycare, Inc Invoice J- N — ABC Daycare, Inc Invoice
BT CUT 123 Main Street, Rockuille, MD 20904 April 02, 2011 B LA 123 Main Street, Rockville, MD 20904 April 02, 2011

Phone: (301) 764-8976 Phone: (301) 764-8976
Bill To Invoice for Period: Childcare Bill To Invoice for Period: Child care
Mr. and Mrs. Paul Anoskey 040212011 to 04/0212011 Jorge, Barbara Mr. and Mrs. Paul Ancs key 04/02/2011 to 0410212011 Jorge, Barbara
2309 Mount Vernon Ave 2309 Mount Vernon Ave
Alexandria, VA 22301 Alexandria, VA 22301
Date Type Description Amount Date Type Description Amount
Balance Forward 0978 Bleng: b Bip.a
s Childcare Charges $4250 = f"f”“'sf"“& 54%55
s S i 1= Childcars Charges 54250
g Registration  Regististion Fee $2000
Registrstion  Registration Fee: 20,00
At Supplies  Coloring Book 3135
At Supplies  Coloring Book 51.96
04022011 cCcTAax ChildCare Sales Tax
COTAX ChiliCars Sales Tax s1.40
i _ 04022011 Clathing Dispers
Clothing Dispers s0.59 iy i
SF Tax 8P Tax 5012 CL Tex. CL Tex
04022011 CL Tax L Tax 50.06 o b o e Chenges
04022011 s0 Sib Disc: Childoare Charges {35.00) b Coupon: Buy 1 Hour, Get 1 Free
04022011 CD Coupon: Buy 1 Hour, Get 1 Free (s18.75) . 8 St i :
04022011 CD Coupon: Buy 1 Hour, Get 1 Free {821.25) Fayment  PymtChidcars Payment Typs: CC (s214.30)
Your current balence is “Your cument balsnce is :
$314.30 $0.00
Total $314.30 Total $0.00
Thank you. Thank you.
Timesheet Log Timesheet Log
Date Day  Start Time End Time Hours Date Day  Start Time End Time Hours
Jorge Aguilar Jorge Aguilar
04022011 Sat 0800 AM 11:30 AM 28 04022011 Sat 0800 AM 11:30 AM 28
04022011  Sst  0330AM  11:15AM 175 04022011 Set  0930AM 1115 AM 175
Total 4% Total 425
Barbara Aguilar Barbara Aguilar
04022011 Sat 0200 AM  11:30 AM 2.5 04022011 Sat 0800AM  11:20 AM 2.50
04022011 Sst  0330AM  1115AM 175 gtogomy Set  (LoSdaMT StLsaM Lm
Total 4 Total 425

Drop-In Tax Reports

Sales tax reports group and total sales taxes Figure 24:
Collected_ You can run the report for any __Accounting Reports] Biling Reports | Meal Reports | Information Reports ] Timelog/Attendance Reports | Sign In Sheets  Drop In Reports

time period and group by any time period. Sales Tax Reports

Normally, sales taxes collected must be Period

submitted quarterly during the first year, and om

then as ordered by the state after that. ;“ _ Setect
rouping

— Print
Day Week Month

To run sales tax reports, go to the Report Quarter vear | Total @
Menu, then Drop-In Reports.
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How to Process Children
To process children through your center, do the following:

1) check the child in as they arrive

a) select child from figure 15

b) enter the arrive time on figure 17 (using the time selector)
c) enter the given pickup time on figure 17

c) click Record Timesheets on figure 17

2) add any incidental charges (food, supplies, etc,)
a) select child from figure 15

b) click Barcode Expenses on figure 17

c) select menu items from figure 19

d) click Charge on figure 19

3) check the child out when they are ready to leave
a) select child from figure 15

b) enter the leave time on figure 17

c) click Record Timesheets on figure 17

4) charge for child care

a) click Charge Accounts on figure 17
b) select any coupons from figure 20
c) click Select All on figure 20

d) click Post on figure 20

5) if your state taxes childcare and incidentals, add tax to the bill
a) click Add Taxes on figure 21
b) click Post on figure 21

6) collect payment

a) click Record Payments on figure 17
b) enter payment information in figure 22
c) click Post on figure 22

7) print bill/receipt
a) click Invoice Bill on figure 17
b) click Print at the top the screen on figure 23
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