E= age
== CHILDCARE Sag £2

Childcare Management For Drop-In Childcare Centers

ABC Daycare

ABC Daycare v17.3 DC: 0406201712345
Userid: trial
www.ChildcareSa L [ B &1 computer Consultants, Inc. ® 2017

DropInCare Sage Manual
(Drop In Center Management System)

Version 17.3

== i ]

ccj<|3of134 > Jorge S Aguilar Child [=] Two Year Olds-Purple] [=] 10122014 $72.00
Howard Abrahams  §1.109 . || Sex M Waster D Number 56331 Address = Update Ledger
Barbara Aguilar 72 7| Nickname Password Title Benjamin and Sarah Aguilar t]f Attend:
Jorge S. Aguilar $72 ! ? sl Slinls
Jorge 5. Aguilar DCS $0 Birth Date |11/24/2011 2yrs - 11mihs 617 Whitingham Dr Cumulative Bill
Joan C. Amico $465 |2

Francis E_Anoskey 475 | ||| allergic to strawberries Easy | Easy Easy Invoice Bill
‘Walter R Arnoult 3775 | Rates | Schedule | Payment| Silver Spring State MD E 20901-

Wark M. Auldridge (IR E— = =

Mort Aycock 650 | @ Famiy [ Center | g child [ g Charges | & pymts | & Ledoer | #0 Rates | # immun [ €) Med [ @ emcc [ @ pickup | B Attach

Sheela Balakrishnan §0

Harold R. Bamford 3630 Parents Father []  Sex Mother [  Sex Siblings Delete Sibling Link

James E. Bates 30 = Bill Together
rene Berger 3500 Name Paul Aguilar ‘Susan Aguilar

Tim Bernstein 125 Home Phone (301) 364-6638 (301) 364-6638 1 Barbara Aguilar |Z|]§7 Goto
Charles R. Bettis $36 Work Phone o i orge S Al =

il . St 600 (301) 622-1975 (301) 622-2616 2 Jorge guilar ~ M
Malcolm Bondy $600 CellPhone  (301) 622-5326 (301) 622-3404 3 -r

Vemon Bono $600 Fets

Ernie V. Bowles 500 i 4 [=]r

John J. Boyle 40 Email PA@msn com 5326 SusanA@msn.com 5 lz']__

Robert 5. Brandt $600 Address 617 Whitingham Dr 617 Whitingham Dr

Reggie Breslin 3600 6 lzl r

Kennon Brown 30

Melvin Brown $800 Silver Spring St MD zl 20901- Silver Spring St MD zl 20901- T |Z|r

Pat R. Butler $500

Conrad Ciyburn 50 Remarks 8 (="

Sam Cochran $0 -

Bilingual

U o) 350 Payees Delete Payee Link

Ralph Coleman §0

Phiip D. Cooper 500 Master

Walter R. Davis 4400 1 Jorge S Aguilar M coto
David Dewey $600 |Z| ‘—J
Glenn A. Doerrman $600 2 Jorge S. AguilarDCS[~|IT  coto
Bohert | Tunn aRz T

Category [=] = r

Class - 4 r
[o=] |Fl(fhitl'°mcln=--is Father Mother ‘ Swap Parents I CDpyInIDrmatiunI Format  Default [+] [=]

Fitsr Contacts | HB | Resst |

Search List  Find Calendar Remind  Fil Merge  Email Appts Journal Pholo  Forms AddiCopy  Delele  FamiyView Reporls Guide Prit  Close

Po 2 @ g sl B @ 0 9s

www.DroplnCareSage.com by B & | Computer Consultants, Inc. 2017



http://www.dropincaresage.com/

Introduction

The DropInCare Sage 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) supports both dollar based and prepaid hours based account tracking,

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

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

4) prepay functionality to precharge based on scheduled hours,

5) coupon functionality that can automatically apply coupon discounts to childcare charges,
6) drop in reservation system to reserve slots for drop in care and reserve rooms for parties/events,
7) built in drink, snack, and meal add-ons with food reports,

8) prepaid packages and gift certificate functionality (with hours expiration functionality),

9) automatic sales tax processing,

10) one screen to process and bill drop in children,

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

12) optional fingerprint integration for sign in and out.

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

This manual will cover the specific drop in center functionality and screens.
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DropInCare Sage Manual

Dollar Based or Prepaid Hour Based Account Tracking

The DropInCare Sage supports both dollar based and prepaid hours Figure 1: System Setup screen
based account tracking. These methods are only different when a s g
parent prepays for care by purchasing a package plan. If a parent TR T e
simply pays their balance when they pick up their children, the
methods are the same, because the parents will never have a credit
on their account.

Neither of these methods force you to change a child’s rate when they
prepay for care. e

Dollar based tracking combines child care charges and any incidental charges (registration, food, diapers, etc,) into a
single account balance. If a parent has a credit (from a prepayment, package plan, gift certificate, etc,) they can charge
any expense to that credit (including child care and incidental charges.)

Prepaid Hours based tracking keeps prepaid hours (from a package plan,) separate from incidental charges so that the
remaining prepaid hours balance is always based on hours used, and doesn’t include incidental charges.

You can select which method you want to use in the Drop In Setup tab of the System Setup screen (figure 1- opened by
clicking Setup Menu from the main menu, then System Setup- top left).

When deciding which method to use, please keep the following in mind:

Pros (+) of Dollar based
1) itis similar to a parents bank account -> they can use it for any service or product at the center
2) when the parent buys a package plan, it simply adds a bonus to the parent account (ie: get $120 worth of care for
$100)
3) if you charge differently depending on the age of the child, the dollar based method doesn’t require you to have
different plans for different age groups (20 hours for an infant versus 20 hours for a toddler)
4) a parent’s balance is simply how much money they have left in their account (the system also tells you how many
hours their balance can buy)
Cons (-) of Dollar based
1) a parent’s hours balance will change as they buy other center services or incidentals
2) parents have to ask how many hours they have left given their dollar balance
3) might be harder to explain to parents
a. we suggest that you explain it like a restaurant gift certificate: you pay us $80, you get $100 worth of
services

Pros (+) of Prepaid Hours based
1) simple to understand (you have 10 hours left)
2) package plans are simpler (20 hours for $100)
3) hours balance is only based on how many hours the family uses
Cons (-) of Prepaid Hours based
1) parents have to pay separately for incidental charges
2) if parents have hours left, they cannot convert those into their incidental balance, and vice-versa
3) you have to have different plans for different age groups and different numbers of siblings if you offer sibling
discounts
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Drop In Specific Icons
Figure 2: There are 3 dedicated drop in center Figure 3:
3 o

function icons in the DropInCare Sage.

MAIN MENU SETUP MENU
m :m ; ::’:'”' Sy . . X . System Setup ‘ Edit Center Journal Events |
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charge accounts, take payments and print E

bills and receipts
Drop In Center Rooms/Classses

Most drop in centers have different rooms or classes. You can setup the rooms/classes on the Screen Choices screen
(openend from the Setup Menu.)

Figure 4:

T e Pt Gl

SYSTEM CHOICES AMND SETUP

Enter all of your rooms in to the List of Classes. If your

o e e center only has 1 room, enter class # 100, Drop In.
T

Setup Menu -> Screen Choices -> Drop In Discounts/Coupons (tab): opens the drop in center setup tab (figure 5).

Drop In Rate Discounts and Settings

Figure 5:

=] Setup Data Choices 2 H .

SYSTEM CHOICES AND SETUP e o i e i g s | Drop In Rate Discounts: _
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Drop In Rate Discounts and Rate Seftings for each sibling at the center at the
:::m"mH::l:yDr::::::t pel;i?:;i‘:ﬂlr‘amuni Daily Discount “Im:.:::nm:;:munl SessngDisDount‘ ‘Dim:v:::j;::,m‘clﬂfwhle? Same -time' Keep in mind tha-t if you use
e e el e e e o e iy i F | | e Prepaid Hours account tracking, the
a: (2R [ ] i discounts will only apply after all of the
Ch4 - You . . .
gl o ] prepaid hours are used. All sibling
Ché | Ry E] discount ip apply for . )
i [pulea] [ty b coe discounts are shown as credits on the
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Drop In Center Coupons Sales Tax Setup Charge Menu Tax Setup parents .
Description Title Disc% DiscS BH FH MH AppyTo  ~||TaxType TawRate ~|| Charge Type Tax Type =
10% Discount Off Hourly Cha 10% Hourly Discount 15.00% $0.00 O 0 24 Al Cm)ﬁreHEI CLTax B.00% Aetivity Fes El | . .
15% Discount Off Hourly Cha 15% Hourly Discount ~ 15.00% $000 0 0 24 Alchidrenl]| | ;g?ﬂ :EE/ ;""E; y % The DISCOUnt Amount table (|n ye”OW)
Buy an Hour, Getan Hour  Buy 1 Hour,Gel1Free  000% S$000 1 1 24 AlChidren[s] | = 000;: B :;:: IE:‘WS H
Get 1 Hour Free ‘Get 1 Hour Free 100.00% S$0.00 O 0 1 F\rStleBEI zaluléa;Hours % ‘Ifets yOLI!]S?tt)ll‘!p d?llar ar?]orl].jnt dldscounts

5 4 =12 Oor eacn sipling Tor eac our, aay, or
Delete i I N A ' !
Brod PSR session. Many drop in centers are open
i i "o S mopcee o we e EG on weekends and charge higher rates.
10 Hour Packa El 10 Hour Package 10 50.00 Drop in Care $60.00 $0.00 zl L 1 M
ZﬂHUurPackaze ZﬂHUurPackE:E 20 5000 DIUE\H Care £100.00 50.00 zl Dlup In SE“I"QS The Rl and R2 dlSCOUnF COIumnS In the
= | [t Discount Amount and Discount
: mmmoem mea | Percentage areas let you apply different

etete | - 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 4, there is a $2 per hour discount for the 2nd sibling and a $3 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.
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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.

Charge Rate?: select which rate (rate 1,2) to charge for each day

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
Half price for 2" child 50 0 0 0 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 your state taxes child care, you can enter the tax rate and the tax label on the parents bill in the bottom right of figure 5.
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 center
of figure 4.

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

Charge Menu Tax Setup lets you assign a tax type to each expense menu Figure 5a:
category that you set up. Expense menu categories are entered in the Charge Charge Menu
Menu setup area in the Charge Menu/Discounts tab of figure 4, shown to the right  f,.. a
-> ’A_:Elpplies

Clothing

Registration Fee Reminder

The DropInCare Sage can automatically remind you to charge registration feesto  Figure 5b:

families. You can select the time period that the registration fee is due (usually 12 The registration fee for this account
months.) The system will check whether there is a Registration charge type in the  was last charged on 06/17/2012. Please
family account, and then will determine how much time has passed since it was charge the registration fee.

last charged. The reminder will appear on the left side of the family Drop In Quick

Entry screen.

Prepaid/Package Plans

The DropInCare Sage lets you create prepaid packages or plans that customers can purchase. There are 2 types of plans
that you can create, dollar or prepaid 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). PrePaid Hour plans let the customer prepay for a certain number
of hours; regular rates automatically apply once the prepaid hours are used up.
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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 prepaid hours the plan includes
4) Rate/Hr: should be set to the standard rate at your center (only enter an amount if you want the hourly rate to
change with package plans, otherwise leave at $0)
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 (should be $0 for prepaid hour plans)
8) Program: cost center for the plan (used to track plan sales)

If you are using Prepaid Hours, you can program the packages to expire after a number of days. To use this functionality,
simply enter [d,h] at the beginning of the bill label.

d- number of days after which package expires and hours are removed from the family account

h- number of hours in the package

You can also postpone when the hours are originally added to the account by putting that date into the period date when
you are taking payment for the package on the payment screen (opened from Drop In Quick Entry or Drop In Easy Entry
screens.)

Setting Up Barcode Charges

Barcode 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 charging is a great way to reduce charge errors, and speed up
charging accounts.

To use barcode charging in the DroplnCare Sage, 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 charging is to enter the charge menu types in the Charge Menu/Discounts tab of the
Screen Choices screen opened from the Setup Menu. Setting up charge menu types allows you to print reports that break
down and group different charge categories for charges on customer accounts. Examples include: diapers, snack packs,
art supplies, and registration fees.

Figure 6: Figure 7:
i Serep Dos Dhmcn -
SYSTEM CHOICES AND SETUP P — e == Charge Menu Setup 52
N, A - e re . CHARGE MENU SETUP W e charge s hourly, please enter e hourly rae info amount &
Tupe Amount Description Program Hourdy Barcode
Food [+] $195 SnackPack [=r 12341
Registration Fee  [+] $2).00 Registration Fee [=]r 28372
Clothing [=] $1.00 Diaper [=]l™ 13772
Art Supplies ~|  §2.00 Coloring Book ~|C 28030
[+] s0.00 [+]FE
Specsal Rnte Sefng
e —r—
If your center will use a barcode scanner i select charge menu iiems on the Barcode Charges screen, you must first Deiete SeCiss
enter the barcode for each Charge men flem by cicking in e Barcode colum for fhatfem and scanning fhe baroode @ m‘,

After you enter the charge menu types (figure 6), open the Charge Menu Setup screen from the Setup Menu (figure 7).

Fill out each row including the price, and then enter a barcode in the barcode column. The barcode number 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 charge items, you can setup the barcode scanning sheet.

We have included a sample barcode charges 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 8: Figure 9:
ABC Daycare Charges 3/2011 o

Diaper 5.99
R‘iil‘slt‘m‘i‘i}}ilusljloﬂﬂ“ Hll‘ |m ‘““ C‘ii)‘rll‘nﬁl]‘glo‘(‘}ic‘i‘l‘iil m“ H“ ‘ll‘
To create edit our sample barcode sheet in Microsoft Word, do the following:

1) open barcodesheet.doc from the ccsage.mdb folder on your c drive
2) open the ConnectCodeFree program (figure 9)(select Code 39 from the barcode selector)

Ll

Snack Pack 52.95

|
Tt | ey b b ttrd
e as0d

3) type in a number 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

DropInCare Sage 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, in the Schedule of Charges, and then simply select the appropriate
rate for new children as you enter them into the program.

Entering Batch/Standard Drop In Rates into the Schedule of Charges

Schedule of Charges
Figure 10:

=) Schedule of Charges £

SCHEDULE OF CHARGES A ey o

End Date

Add Easy Rate: opens the Easy Rates screen to add a new
rate (figure 10a)

Add Rate: opens the full Rate Editor to add a new rate
(figure 10b)

Exp: opens the full Rate Editor with the selected rate

Cose  *

[

Off Rate Title Charge Label Start Date Fixed

u | Iz‘ Infant Drop In Drop In Childcare Charge J | @EJ .

o Iz‘ Preschool Drop In Drop In Childcare Charge ™ Exp m % deletes the Current rate
I Iz‘ School Age Drop In Drop In Childcare Charge ™ Exp m

u [=] Toddler Drop In Drop In Childcare Charge ™ exp m

Off- turns rate off (rate will not be charged anywhere in the
system)

Fixed- is this a fixed rate (charged regardless of
attendance) or an attendance based rate?

Add Easy Rate: Figure 10a:

Edit Rate: Figure 10b:

EAsy RATES Fioced Rate [~ ‘Weekly Rates Weekly Rate For Days Attended Rate Schedube
Rate Toe Orop In LS
Rate Title Drop In| Chamge Labed  Drop In Chilazare (u} O Arrive
- s O
Gtart & Lnd Date 5 5 -
Type Child Care | Late Pickup ‘ Annual Charge Drop In 3| 3| a LI
Tiling Paried Day - (] [ Arrive
(2 Men
Apphy Rates For. AlHours  Mowrs Entered ] Daaily Ratos Dy Sarcharge For Days Attended o o [ Leave
ours bered | Shifts | Oslly R
Charge Label  Drop In Childcare Charge _Hours Mot Eatered | Tits | Dol ke . u} 0 darive
Duiy FT Rate 5000 Tue [ o 0 Leave
Start Date c . P Hosrs Per Dy before Daidy Rate o o O Arrwe
End Date e P Hours Per Dy before Daly FT dite o wed [ o O Leae
c Program ~| Apciy Dscounts
Hourty Rates Shift Rates
Save  Close Rate Functiens  DropOrt - - a O Arrive
M Payee Funcicns i i > O | O (] [ Leave
Hourly Rate % e 8] [ Aarive
Extra Care Functions Apply Minimum Hourly Minutes. AbyS = MmO ;
This screen lets you 2dd commen chikdcare rates to e Scheduie of Charges. Simgly 8 in fie Screen (0 o Finend Hourly Winutes. 15 Save  Undn  Cose o O Lewe
bofiom i the type of rate, how ofien you wiant fo charge i, wihat you want fe charge fo say on e bills and Biound Hourly Minutes Theatolt ] Cheek 5 o o [ Asrive
staiemenss, e dates e rate vall b2 in eflect (can be lef blank) and howr much you wiantfo chage. Hours Pee Dey before Charging D Apply Round Heurly Msotes Petiod = Rate m a’ o a} [ Leave

The green class column to the left of each rate is the class/room that each rate is assigned to. If you use the easy enroll
screen to enroll families and select a class for each child, all of the rates for that class will be automatically selected for
that child. The Schedule of Charges don't require a start/end date. Please see the Rates section in childcare sage manual
for step by step rate setup instructions and sample rates.
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Figure 11:

B ] P i S [l | Once these rates are set up, you can add them into any account in
e T the Schedule of Charges area at the bottom right of the Rates tab for
el o | each child.

I;;F,;’“-'; n:" :_-!._'J:.:__c,‘ = St D e Date :r.-:‘-! ol

;; et R e [ sm-;-J / 5| O}

Entering One-Off Drop In Rates for Individual Children using the Easy Rates screen

You can also enter Account Specific drop in rates for individual children. These are usually special one off rate for a
specific family. To enter account specific rates, 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 12). Next click Easy Rates
(figure 12a).

Contact Information Screen: F|gure 12 Figure 12a:

T ] =3 Easy Rates 52
e Ll L] -
EASY RATES

.. W S B b 12174
s | [u—— aswmagar |1 -
o . & fien
T b Type Chid Care ‘ Late Pickup | Annual Charge Drop In
e = 3] 200

B ooy oo | ra| [ rerges | e | ot |8 s | v | ) it | @ | (@ Pt )

Poren Mo O e [ S tww s |
Lo a ot - Charge Label Drop In Childcare Charge
[ T P co
— i iramsan e & e | Start Date 080112011 | ¢
PR i o e 2
- - s End Date <
':n- r Save Close
i =)
T i = = r Hourly Rate $6.00 H m"
N o :
Bingual ‘This screen lets you add e most commen chilicare rafes to child accounts. Simply il in e screen fop fo bofiom
Foves Lotz with e tyoe of i, how ofien you wiant o charge i, what you want e charge 1o say on the biks and siements,
1 s =¥ g wimen you wiant i siart charging i, when you want o end charging if, and how much you want io charge. The rale
£ - =™ created will appear in e Rales table on the right side of the Rales tab.
3 S
0 vl e Fute | —— e . > X
pre=— —— =

RPA TE B 4-"'- G- 36 =@ ®0SE

Figure 12b: To setup a drop in rate, enter the following:
Im:::n'.:ﬂ-'"-rlbM!lc-r-l:::wlli--nwm:;:;m"lt uted | (@ rmce | @ pesup | [ atmacn 1) Drog In

= L e T T e Y 2) Charge Label: what the parents will see on their bill
= = A for hourly childcare charges

e st i o = 3) Start Date: when the rate goes into affect (usually
— o) the start of the year)

e o = 4) End Date: leave blank

. . Feme 5) Amount: hourly rate

- : = 6) click Save

RATE SAMPLES
Figure 13a: Figure 13b:

Rate T Todger Drop in Wienkly Hates Wemnity Habm bor Days Alinrnd Fate T Togdler Drop In ‘inmity aten Winekly Ratn bor Days Atenoded
ChageLabel  Cvop I Chibdcans Charge| 50.00 50.0 50,00 Charge Label  Drop In Chilocare Charge 50 5
Start & End Diale ;l _5] %0.00 £0.0 50,00 Siart & End Dale. _5] _5]
BangPersd  Day = 5 3 DEegPed  Day -
RERCHSS R Adteurs, _ Hous Entered ! i APORMEI PO [y ows _ Hours Ertared ot
Hionrs Nt Ensered | Shifs | Daily Riwies Daity Surcharge For Days Attended Hours Vot Entered | Shs Dadty Rates Daily Surcharge For Days Attended
Dady Fate 5000 5 = Dy Rate: $0.00 50 % 0
Dty FT Rate 50.00 50.0 50.00 Dy P Rate 5000
SDDCMFIIMIMI Heurs Per Day before Dady Rate 0 $0.0 5 0 w.l.“‘Ml Hours Per Day before Duly fnte o
e [=] Amey ecvrss 3 Hours Per Day batare Dady FT Rate ] 2 R L] Aol Dot ™ owes per Day betors Daty o7 Rate [ 5
Rate Functions  Dros1t =] Rate Fonclioss.  Droplft =)
P - Hourty Hates { mm- e = Haurly Rates / Shift Rates
Fezurty Rate S10.00 50.00 o ' Hourty Rute 51000 50.0 o
M Houtly Mnues. 0 3 Mriemm Hourly Mirudes [ £0.0
Aways [= Extra Asply Ay
Beund Hourly Urstwe [} S Ledo  Ciwe Pound Housty Unuses 15 Cgne
0 Riund Hourly Mirutes Thresheld o Cheek 0 Buurd Huusly Unutes Thresheied 3 :mg m
Hours Per Day before Charging 4ppy Aoend Hourly Unutes Period = Rate EE @ " Ficeprs Pir Duty eadoos Chavging O Aopiy Round Hourly Minses Period = ‘ .‘ _J
You charge $1O per hour for toddlers. You charge $10 per hour for toddlers in 15 minute blocks

with a 3 minute threshold.
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Figure 13c: Figure 13d:

ate Tioe Todder Drop n Weekly Rates ‘Weekly Rate For Days Aftended Rate Tiw Toadier Drop In Vinnkly Rates Winekly Rate For Days Atteeded
Charge Label Drop In Childcare Charge $0.00 50 $0.00 Charge Latel Drop In Chilgcare Charge § §
Seart & £nd Dats 3| sl 5 5 5 Ftart & Erd Dute _,] 5|
BangPernd  Day [=] 50 50.00 g Period
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Adding Drop In Children

Children can be added to the system by either using the Easy Enroll screen, or by using the Add Contact screen (click
Add/Copy from the contact information screen.) If you are entering a new family, use the Easy Enroll screen. If you want
to add a sibling to an existing family, use the Add Contact screen.

Click the left Easy Enroll button from the main menu. On Figure 14:
this screen, you enter 1 family at a time with up to 6 ..~

> LS e ) EASY ENROLL  [iamiysems  cooc . oo ] @)
siblings. For each sibling, you enter their birthdate and their — cwserss e T
room (based on age/needs for drop in centers.) Once you M el | [z] e e
click Enroll, the system will automatically create the el | o) e
accounts, link the siblings together, and assign rates based ! e S
on your predefined room rates. e — . 1] e e
To enroll children, you must enter the following: e = el =
1) child’s first and last name e s
2) child’s birthdate w3 .
If you want to use the optional fingerprint scanner or pull up &= pig
drop in children by id rather than name, you need to setup e e
ID numbers for the children in the system.
To open the Add Contact, click Add/Copy from the contact Figure 15:
information screen of the sibling that is already in the |a4d contact
system. Simply enter the name and the class for the new e
sibling. You can also copy information from the sibling [CurentChid | CumentChig | Other | Contact
already in the system by selecting the copy option | fst doge M S Lest Aguilar
checkboxes at the bottom left. After you click Add, the new | cstesory  chila Class [
record will automatically be linked to the exisiting sibling. Information to Copy from Current Contact

AddressiDOB @ Charges ™ immunizations [~

If you want to use the optional fingerprint scanner or pull up parents oy R S i A
drop in children by id rather than name, you need to enter - = Ea fad - Cancel
the master ID number for the new sibling. e r J J
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Reservation Scheduling

The DropInCare Sage has an extensive reservation system built in. There are two types of reservations:
1) one time reservation: this is an ad-hoc drop in reservation that covers a single day

2) one time reservation for a room: this reserves a room at the center and is usually used for parties/etc
3) standing reservation: this is a scheduled reservation that reserves a slot on an ongoing basis

The reservations are entered differently depending on the type:

Reservation Type Added Changed

One Time Drop Off Scheduling Drop Off Scheduling
Batch Reservation Editor Batch Reservation Editor
Standing Easy Schedule Center Tab of child record

Center Tab of child record Batch Reservation Editor (one date change)

Changing a standing reservation on the Batch Reservation Editor for a single day means that the change will only be in
effect for that one day. The schedule will automatically revert back to normal for other days/dates in the schedule.

One Time Reservations

The Drop Off scheduling screen is used to schedule
one time reservations and to reserve rooms for
parties. 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 el e et e )l el o fp 0w
child will attend. _I

ToOAY ;..r_ql.-iolu Wnar =] 2|3
Uaply ooty [vueeay  Mostn .| ]|

Figure 16:

3 Drop Off Scheduling Temesheet
Joan Aguilar Dr‘ﬂp Off Schlﬂdullll\g
Time Log

Arrie Now |  Clss (T ~| Recoed| Done
Leave “ow | Hosr Type

OTHOG013 | 0§00 AM [ 110044 Dropin - Edt | Detene

AmCoust  AfnChart  Cigse

& & ¥

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.

Attn Count: show the daily attendance count for the date selected including scheduled hours.
Attn Chart: show the daily attendance chart (with names room by room) for the date selected including scheduled hours.

Reserving a Room Figure 16a:
Many drop in centers rent out rooms at the center for Tz ey
parties, play dates, etc. You can reserve a room through Arrive Now| Clss Dropin [x] Recod
the drop in scheduling screen by selecting a class and then ~ “=*° Now| HourType |CL — [=]
selecting a choice from the Hour Type drop box. 071102013 [OE-00AM TTT00AM T} 20 o e

CR Charge for Reservation

HR Reserve Half Room
Standing Reservations Figure 17: _

3 Eavy Sehedule 7

Standing reservations are entered into the system as a EASY SCHEDULE
standard schedule on the child’s record. The simplest way caal TuoVearow

to enter a standing reservation, is to go into a child’s record & oo <
and click Easy Schedule. Enter a date range for the wmn | Luan
reservation, the room for the reservation and the days and - latau j“““ -
times. U

Wednesday 4

Thursday |
The Easy Schedule screen lets you setup schedules for the I
current contact. Each schedule must have a start and end
date and times for at least 1 day.

Saturday j

Sunday A

A,L: select the time from a graphical time selector o
Save: save the schedule to the current contact’s account
DropInCare Sage By B & | Computer Consultants, Inc. (www.dropincaresage.com) 10



Batch Reservation Editor

Figure 18: Figure 19:
==] Batch Reservation Editor 2 ADD RESERVATION
To charge reservaions marked CR for days oher than today, cick -
BAT’CH RESERVA"TON EDITOR reservalion row you want io charge. Contact Jorge Aguilar |z| |z|
Child Birth Date fan Date StartTime EndTime  Hour Type Date  07/11/2013 c| Add by
Jorge Aguilar 07/21/2011 | Infant- Beige IZ| U4J'[]4J'2[]13| 10:00 AM 02:00PM  CR IZ| Clss  Dropin lzsiname
Jorge Aguilar 07/21/2011 | Infant- Beige IZ| 04/11/2013 = 08:00 AM 02:00PM  CH IZ| Start  08-00 AM ﬂ
Jorge Aguilar 071212011 One Year Olds-White  [~| 041242013 | 01:00 PM | 04:00 PM [~] End  11-00 AM 0 SoE R
Barbara Anoskey 12M15/2012 | Infant- Beige E| 06M12/2013  02:00 PM | 04:00 PM |Z| Hour Type E| l_rﬁ- %
Jorge Aguilar 0712112011 IZ| 06/24/2013  03:30PM  03:36 PM IZ|
Jorge Aguilar 072112011 |Z| 06/24/2013 | 03:30PM |03:36 PM |Z| L
Jorge Aguilar 07/21/2011 | Infant- Black Izl 06/24/2013 ' 01:07 PM 03:07 PM |E|
Carl Cameron 03/03/2011 IZ| 06/29/2013 | 02:01 PM | 04:01 PM IZ|
Jorge Aguilar 07/21/2011  Infant- Beige |Z| 071712013 | 02:00 PM |05:00 PM |Z|
Barbara Anoskey 12M15/2012  One Year Olds- Silver E| 08/03/2013  08:00 AM 0Z00PM | CR |E|
Class 2 Aftn Count  Attn Chart  Hour Types: Add  Delete Charge Rsv Close
P Y
et e CR- charge for reservalion ’_h‘ -

The Batch Reservation Editor is opened from the Drop In Quick Entry screen. It shows all one time reservations and all
standing reservation changes in the system.

The class and date selectors at the bottom left filter the reservations shown.
The Hour Type column controls reservation functions in the system:

CL.: cancel a standing reservation on this day

CH: change a standing reservation on this day

CR: charge for a missed one time reservation on this day

Attn Count: show the daily attendance count for the date selected including scheduled hours.
Attn Chart: show the daily attendance chart (with names room by room) for the date selected including scheduled hours.

Add: add a reservation
Delete: delete the current reservation

Charge Rsv: charge for any reservations with CR in hour type.

Most drop in centers clear the reservations as children arrive. If a child misses a reservation, the center can either delete
the reservation, or mark the reservation “CR” (charge for it at the end of the day.)
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Drop In List
Figure 20:

2 Drop In Quick Entry

Figure 20 is the center wide Drop In screen which lets you select individual accounts, and shows which children are

3
DROP IN QUICK ENTRY Childien 2 Center Center | Past Center Batch Reservation | Load Drop In Timesheets RO COSEg |+
At Center Summary | Status Summary Editor from Timeclock
| Age Balance Hrs Notes In Room Date Arrive Pickup @ E‘
Joan C. Aguilar y0m ($35.95)  10.0 One Year Olds- Whit »| 07/21i2013 09:37 Al [ 11:00 AWM | Select | Goto |
Jorge . Aguilar 2y-0m ($35.95)  10.0 Two Year Olds-Purpl ~ | 07/21/2013 09:37 AW 11:00 AM ﬂ] ﬂ]
Barbara Anoskey Oy-7m $0.00 0.0 Allergicto strawberries One Year Olds- Wh'nE 0712142013 ﬂ] ﬂ] g
Walter R. Arnoult By-1m $0.00 0.0 Four Year OIds-DranE 07/21i2013 ﬂ] ﬂ] 1
Carl Gameron 2y-4m $0.00 3.0 Two Year Olds-Red E 0712112013 ﬂ] ﬂ]
bill jacobs 0y-3m $30.00 0.0 Infant- Beige E 07/21i2013 ﬂ] ﬂ]
joe jacobs 0y-5m $30.00 0.0 Twa Year Olds-Purpl »| 072112013 Select | Goto |
sally jacobs Oy-5m $30.00 0.0 Allergic to Peanuts Two Year Olds-PurpIE 0712142013 ﬂ] ﬂ]
Chick Sedect in the appropnate family row fo check in and charge children -

currently at the center. Children currently at the center are automatically at the top of the list.

To process individual accounts (sign children infout, charge them, take payments, etc,) you can open the Drop In Quick

Entry screen for that family by:

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

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 OR

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

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

Notes for individual children (allergies, etc,) are entered on
that child’s record screen (figure 20a). The notes are also
printed on the child’s label.

Center Summery: opens a daily summary report for the
center including children that attended the center, plans
purchased, children currently at the center by room, and
childcare charges for the center both paid and owed.

Center Status: shows a list of children currently at the center
by room.

Past Center Summery: opens the Center Summary Report
above for any prior date. The information shown is the same,
except for the children currently at the center.

Batch Reservation Editor: see Reservations section above

Load Drop In Timesheets from TimeClock: transfers any
dropin timesheets from the timeclock into the DropInCare
Sage (see the TimeClock section at the end of this manual)

Figure 20a:
Jorge

Sex M
Nickname

Birth Date  07/21/2011

Allergic to Peanuts|

S Aguilar

Master ID Number 66338

Password

2yrs‘—W
Easy Easy Easy
Rates | Schedule | Payment

Figure 21:
& Dropln Summary =N NC]
DROP IN SUMMARY FOR 08/11/2011 AT 12:45 PM
Room Count Opening | Children At the Center Package Plan Count
Infnt-Black LI H Cument Court 4 Reqular Rete [}
" o m Cument Charges a2 Trial 1 Chikd [
) g Children Who Signed Dut ;;:' cn::”: ¢
& By Count ] i
e Payments 584000 E
PR Charges 3000 b
© 2 |DailyCounts 0
Four Year OkisGreen 18 PR e 5 0
Retirning Children 4 2
New Families ] 0
Retur ning Farmilies 2 Piafnum 2 Children [
Titanium 2 Chikiren [
Trial 3 Chik 0
Eronze ren [
Siver 3 Chidren 0
Gold 3 Chi 0
Btafinum & Children a
12
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Batch

Figure 22:
B Drop In Batch Functions £3
DROP INBATCHFUNCTIONS @& S, |, Mool s B @
5 Name Age Balance Hrs In Room Date Arrive Time Pickup Time Pickup Time 8
~ Joan C. Aguilar] 1y-0m (535.95)  10.0 One Year Old[~| 07/21/2013 09:37 AW iJ 11:00 AM iJ LJI Reset I
~ Jorge 5. Aguilar 2y-0m (535.95)  10.0 Two Year Old{~| 07/21/2013 09:37 AM iJ 11:00 AM iJ LJI Reset I
[~ Barbara Anoskey Oy-Tm $0.00 0.0 One Year O]dE| 0712112013 iJ iJ LJI F—:es.etl
[~ Walter R. Arnoult Sy-1m $0.00 0.0 Four Year Old|2| 0712112013 iJ iJ LJI Reset I
[ Carl Cameron 2y-4m $0.00 3.0 Two Year Old{~| 07/21/2013 iJ iJ LJI Reset I 15
[~ bill jacobs 0y-3m $30.00 0.0 Infant- Beige |Z| 07121/2013 iJ iJ LJI F—:esetl
~ joejacobs Oy-5m $30.00 0.0 Two Year Olcl,-|2| 0712112013 iJ iJ LJI F—:esetl
— sally jacobs Oy-5m $30.00 0.0 Two Year O]cl,-|2| 07/21/2013 iJ iJ LJI F—:esetl
Select Al Arrive M M Leave M M ‘

You can change all boxes fo fe right of Hrs. Only rows with e S columin checked walll be updated / processed. The Fill buions only #l in checked rows.

The Drop In Batch Functions screen lets you sign children in/out, charge accounts, and charge for meals and
transportation in batch.

Search: filter list on children on screen by criteria entered (figure 23)

Checking Children In (there are 3 ways to check a child in)
a) click A in the row of the child you want to sign-in, click a time on the time selector (figure 22), click Record Timesheet
b) type a time into the Arrive Time column in the row of the child you want to sign-in, then click Record Timesheet
c) use the Arrive box at the bottom of the screen
1) check the children you want to sign in
2) click Now or type in a time in the Arrive box at the bottom
3) click Fill next to the Arrive box at the bottom

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

Checking Children Out (there are 3 ways to check a child out)
a) click L in the row of the child you want to sign-out, click a time on the time selector (figure 22), click Record Timesheet
b) type a time into the Leave Time column in the row of the child you want to sign-out, then click Record Timesheet
c) use the Leave box at the bottom of the screen
1) check the children you want to sign out
2) click Now or type in a time in the Leave box at the bottom
3) click Fill next to the Leave box at the bottom

Charging Accounts: batch charge all the children that are checked

Figure 22a: Figure 23:
-3 Find Drop In Contacts =
TIME SELECTOR FIND CONTACTS Sewch Lt cuse
Contact Information ﬂ @ E

12am | 1] 1am | ] zam ]| zam | )] sam | 1] sam ] ] Frsivaos W1 L e

12pm | ] tem | 1] 2em 0] 3em ] 4P ] 1] sem ] s

Center Information

Please select a time by clicking on either the hour in yellow or green, or the 15, 30, 45 minute ticks e, 1 |

Child User Fialds

User Fields  IiEheck Box Humber Text Ealector
To filter the child list on the Batch Functions screen, enter gt ris =
criteria, then click Search. e
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Add Meals/Transportation: lets you add and charge for meals and transportation

Figure 24:

2] Drop In Batch Charges £3
DROP IN BATCH CHARGES &pm 0o P Row B g ) g s E -
£7 Barbara Aguilar 2¢-11m $7200 DrophB [<] 10ms201a| - - o rrr rr o r el
I Jorge S Aguilar 2y-11m §72.00 | REAEEZEE i i it i e et i i Y |
 Joan C. Amico 2¢-6m  $464.99 [=]j1nse01a] TCC CrC rErC T O F |resa] —
I~ Walter R Amoult 4y-0m 5775.00 B RCAECZEE It i e O it i i et Y e i 1Y |

[~ Harald R. Bamford 3y-10m  $630.00 Y R Y |

[~ James E. Bates ay-8m 50.00 B RCAECZEE It i e O it i i et Y e i 1Y |

I~ Robert §. Brandt 4-1m 360000 Y R Y |

I~ Reggie Breslin Iy0m  $600.00 B RCAECZEE It i e O it i i et Y e i 1Y |

I~ Melvin Brown 2y2m  $60000 Y R Y |

[~ Muriel Coleman 3y-3m  $600.00 B I ECEECEE O i it e e i it i e i 1 |

I~ Lixin Feng -7m (50.01) Y AR o o Y |

[~ JosefFinn 4yTm $600.00 B REAECZEC I i i e e it i i et e i Y |

[~ John S Gallamore 5y-0m 5000 []/tons2014| T E - CrCC rCrC T T T | Rese]

Select Al You can change the dae and checkboxes only. Only ReportDale  Snackilist | Snack2list | Smack3ist | Transportiin | Transporizim |
S M R TR s e £ gt TSR0 W | memiztist | Memisiist | Transport1out | Transporizout| _

To add meals and transportation to child accounts, check the specific columns, and then click Post at the top.

Once you have added meals and transportation to the child accounts, you can click the list boxes at the bottom right to

generate lists of children to serve meals to, pick up and drop off, etc.

If you have children that pay a fixed amount for meals and transportation for weekly periods, you can add those meals

and transportation in the Center tab of that child’s record.

Figure 24a:

Drop In Meals/Transportation
Snack1 [T Snack2 [ Snack3 [ Trans1ln

Drink1 [~ Drink2 [~ Drink3

Meal1 [~

Meal2 [~ Meald [

[ Trans2in

-

~ Transiout | Trans2out [

All of the labels, charges, and charge types for the meals and transportation are defined in the Drop In Charges tab of the
screen choices screen opened from the Setup Menu.

Figure 25:

| Center Setup | Record Setup | CACFP/USDA Meals I Immunizations/Cer tifications I Charge Menu,Discounts

Drop In Defined Charges

Description Label Type Amount Program

Drink 1] Drink Drink1 $1.00 =
Drink 2 Drink Drink2 $1.00 =]
Drink 3 Drink Drink3 $1.00 El
Meal 1 Weal Meal $2.00 El
Meal 2 Meal Meal2 $2.00 El
Meal 3 Weal Meal3 $2.00 El
Snack + Drink 1 Snack + Drink SnackDrink1 32.00 EI
Snack + Drink 2 Snack + Drink SnackDrink2 $2.00 EI
Snack + Drink 3 Snack + Drink SnackDrink3 32.00 EI
Snack 1 Snack Snacki $1.00 =]
Snack 2 Snack Snack2 $1.00 =]
Snack 3 Snack Snack3 $1.00 =]
Transportation 1 Out Transportation Trans10ut 52.00 =
Transportation 2 In Transportation Trans2in $2.00 El
Transportation 2 Out Transportation Trans20ut $2.00 EI
Transportation1 In Transportation Trans1in $2.00 El
Transportation1 2Way Transportation Trans12Way $4.00 EI
Transportation2 2Way Transportation TransZ2Way $4.00 El

DropInCare Sage By B & | Computer Consultants, Inc. (www.dropincaresage.com)
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Drop In Quick Entry

When you select a child from the Drop In List, the Drop In Quick Entry and Drop In Easy Entry screens for all of the
siblings in that family appear (figure 26).

Figure 26:
==l Drop In Quick Entry at
DROP IN Record Charge Add Other  Add Invoice Record IEesel I EL R =
UICK & Timesheets e L e @’7 A ﬁ i Al 4‘ @*
Q Drop In Easy Entry
me Left
™ JoanC A DROP IN EASY ENTRY [ reset ]
[ Bsorges.g oo Bk 58014 || Reset ]
Joan Aguilar Signin | 400 2 At -
= g wign g Hrs Left 48 |lresel]
Jorge Aguilar Signin | 0:00 0 At Charge
Family for Print Bill
Time
Pickup Peop| Add
- Additional Pxn'fl‘:m |
@ i Charges
Close this Screen
Back to Drop In List
Prepaid Hours|

Bill Summary Joan C. Jorge 8.

Hours 401 0:00

Childcare $34.00 50.00 Total Owed
Other Charges 5000 $0.00 Tax  $0.00
Total $34.00 $0.00 $34.00 | _

The Drop In Easy Entry screen simplifies the Drop In Quick Entry screen.

a) Sign In/Out (Record Timesheets button on the drop in quick entry screen)- uses the current time to sign children in/out
b) boxes next to Sign In are today’s hours and this week’s days at the center (respectively)

c) Att- opens the monthly attendance screen for the current child

d) Charge Family for Time (Charge Accounts button on the drop in quick entry screen)- doesn’t require a password to
charge accounts

e) Add Additional Charges (Add Other Charges button on the drop in quick entry screen),

f) Take Payments (Record Payments button on the drop in quick entry screen),

g) Print Bill (Invoice Bill button on the drop in quick entry screen)

All of these functions and more are available on the Drop In Quick Entry screen. The drop in quick entry screen also lets
you change the sign in/out times, select pickup times, adjust charges, charge tax, etc.

Figure 27:

"5 Drop In Quick Entry

DROP IN Record Charge Add Other ~ Add Invoice
QUICK ENTRY é Timeshests & Acc:ﬂmt ‘]!LLLIQ Charges  Taxes @ Bil

£

Record Goto Contact mﬁ'
ey iy Reservations

Balance Hrs Notes In Room Date Arrive Time Pickup Time: Leave Time Time Left
™ Jorge S. Aquilar lanel | (52000)  10.0 - |=| D4r1512014 Now [ 4 | tow ||| Reset ||
™ Walter R. Aguilar % (52000) 100 [=] 0411512014 ”“_WEJ ﬂ ""_WM [ reset ]
B Lael| 5000 00 [] o] 4| i ow 1| reset ]

Pickup People Benjamin, Sarah, Alex, Alice

s pre CHILD PICKUP PERSONS
Photos. Pay

Prepaid Hours Balance

The Drop In Quick Entry screen combines 7 functions (sign in and out, prepay, charge accounts, charge accounts through
barcode scanning, take payments, and print statement with receipt,) together onto the same screen for drop in
functionality. All of the functions combined on this screen are available on each child's information screen, or on the Child
Billing Menu. (Functions such as prepay, and charge account for drop in care are unique to this screen.)

The Prepaid Hours Balance entry box at the bottom left only appears if you are using PrePaid Hours account tracking.

Reset All: clears all newly entered times

DropInCare Sage By B & | Computer Consultants, Inc. (www.dropincaresage.com) 15



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)

Reservations: see Reservations section above

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: this is used for Dollar No Prepaid Time Left Prepaid Time Left

based account tracking and Figure 27a: Figure 27b:

calculates how much time is left on Pre-Paid Time Left = Pre-Paid Time Left i
a parent's account based on their

Current balance. |t aISO ShOWS hOW :EE';:\:;T; z:;:’:;:;l:i':tg today's care is: $107.27 Your current balanceinclu.ding today's care is: a credit of 592,85
much each additional hour of care Each additional houri: $18.32 You haves hours and 3 minutes eft

will cost. Time left is based on all

charges including taxes through the oK oK

time this button is clicked.

Figure 27c:

TIME SELECTOR

2aM | 1] 1am J1] 2am J1] 3am ] 4am ] sam J1]eam J]) vam [1) eam J1] eam ] oam | ram |]]
12pm | ] aem ] 1] 2em 0] 3em ] 4P |1 sem Q0] epm Q1 7em 1] sem |00 eem ] teew || viem )]

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 27c), 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 in 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 27c), 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

Prepay for Care

The system can calculate childcare charges based on a reserved time, or the time between drop off and scheduled
pickup. If your center requires parents to prepay for care (by either purchasing a package plan, or paying the estimated
drop in charges when they drop off the child,) the Prepay functionality can completely automate the drop off process. To
open the Prepay screen, click Prepay.

Figure 28 .
= Drop In PrePay £3
DROP IN PREPAV Calcq.latefnarges Current Balance ($2[]_[][J} Sign In & Prepay Close
Todays Charge $16.80
R Owed 50.00 @‘ E
Hrs Arrive Time Pickup Time Reservation A Reservation B
™ Jorge S. Aguilar 10.0 08:00 AM ﬂ 02:00 PM ﬂ 08:00 AM  02:00 PM ﬂ ﬂ
™ Walter R. Aguilar 10.0 08:00 AM ﬂ 02:00 PM ﬂ 08:00 AWM 02:00 PM ﬂ ﬂ
e 04 g * sl sl

The Prepay screen will automatically pull the reservations for the current day and display them in the Reservation A and B
columns. You can copy the times into the Arrive and Pickup time by clicking the S button. You can also manually enter the
arrive and scheduled pickup times.

Calculate Charges: calculate charges for the hours between the arrive and pickup time
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Sign In & Prepay: record the arrive and pickup times and open the payment screen with the Owed amount prefilled.

Figure 28a

Current Balance ($20.00)
Todays Charge $63.00
Owed $43.00

Figure 28b

=3 Payments £

PAYMENTS

Walter R. Aguilar

PymtDate  04/15/2014]
Payment $43.00

Period Date  04/15/2014
Description Childcare Payment

Balance

In figure 28, Calculate Charges automatically processed that
based on the arrive time and pickup time entered, there is no
payment due (this is because the account had a credit of $20 and
10 prepaid hours.) If Sign In & Prepay was clicked, the arrive and
pickup times would be recorded and this screen would close.

Source

[
=]
=]

Program
Paid By
Check #

In figure 28a, (after the prepaid hours zeroed out,) Calculate
Charges processed that $43 is due (charges of $63 minus the
$20 credit.) If Sign In & Prepay was clicked the Payments screen
(figure 28b) would appear to take payment.

Post

B

Close

[

Adding Charges for Incidentals, Food, and Supplies

Package Plans

Buy Prepaid Hours
0.00

Click in any column in the row of the child you want
to add a charge to, then click Add Other Charges
(figure 28 ->).

Figure 29

5] Barcode Charges

BARCODE CHARGES

Scanned ltem |

13
01/30/2013 Charge Close

[«] Total $5.95 @J

Joan C. Aguilar

s

Charge Menu

To add charges to an account, select an item from

Type Amount Program Description -
the Charge Menu drop box, or use the barcode Ao oo % o %gi‘:;nga‘mk Dotte
scanner to scan an item from a barcode sheet. Food [«] stes [+] Snack Pack ——
(Please see the Setting Up Barcode Scanning [=]  s000 [=] Delete

section to setup the barcode scanning functionality.)
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 30.)

If you are using PrePaid Hours account tracking, and the PrePaid Hours balance covers the hours used, the charge rows
will appear, but the amounts will be $0.

Drop In Batch Charges

Figure 30:
Drop Off Batch Charges 52
DROP OFF BATCH CHARGES Delete | *
Charge Contact Date Amount  Type Description
i} Barbara Aguilar j 041022011 ($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
™ Jorge S. Aguilar j 04/02/2011 (55.00) SD Sib Disc: Childcare Charges
[~ Jorge S. Aguilar j 04/02/2011 $4250 TS Childcare Charges
E - 50.00
Select All Coupons. -1 You can edit e drop off batch charges abave. I you wiould ke fo Eost Close
;eca‘m‘a‘.e‘:«e i'o:niﬁ:a:_d\ charges, close fis screen, and ciick @ E
Charge Only on the Timeshest screen. e

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.
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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.

DropInCare Sage By B & | Computer Consultants, Inc. (www.dropincaresage.com)

Figure 31:
Checkout [Slla =]
Post Clse *
CHECKOUT EBalance c = il
Aguilar Family (586.64) & %
Date Amount Description Type
04/02/2011 $35.00  Childcare Charges Lk -
04/02/2011 $35.00  Childcare Charges TS |
04/02/2011 $2.95 | Snack Pack Food |
04/0212011 %195 Coloring Book Art Supplies |
04/02/2011 $0.99 Diapers Clothing Josi
04/02/2011 ($7.00) ||Sib Disc: Childcare Charges sD I
04/02/2011 $2.21 ChildCare Sales Tax CCTAX ;J
04/02/2011 $0.15 | FD Tax FD Tax =
04/02/2011 $0.12 | 5P Tax SP Tax =] ]
04/02/2011 50.06 CLTax CL Tax I j
Figure 32: )
5 Payments E5 b Time Pickup Tin
PAYMENTS Balsncs L1
sally jacobs $30.00 Now | A
PymtDate 07/21i2012 Now | A
Payment  $30.00 Now | A
Period Date 07/21/2013
Description  Childcare Payment
Source
Program
Paid By E _—
Check # C
Package Plans @
Clpse
I PSP . o Sa— s D -
Please select a 1
§7.79 2
18 $3.50 $153.00  50.00 3
30 §7.75 $23250  50.00 4
60 §7.25 $435.00  50.00 5
a0 86.75 $607.50  50.00 [
Titanium 1 Child 150 | 85.75 386250  50.00 T~
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Print a Statement/Bill

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

Invoice Bill Before Payment
Figure 33:

Invoice Bill Afte
Figure 33a:

r Payment

B Invoice = -5 | ] B Invoice == =S
B B&funmn ABC Daycare, Inc Invoice B B%funen ABC Daycare, Inc Invoice
DTSR I 123 Main Street, Rockville, MD 20904 April 02, 2011 St 123 Man; Sreat; Hockwlls MIx20404 April 02, 2011

Phone: (301) 764-8976 Phone: (301) 764-8976
Bill To Invoice for Period: Childcare Bill To Invoice for Period: Childcare
Mr. and Mrs. Paul Anoskey 04102/2011 to 04/02/2011 Jorge, Barbara Mr. and Mrs. Paul Anoskey 04/02/2011 to 04/02/2011 Jorge, Barbara
2309 Mount Vernon Ave 2309 Mount Vernon Ave
Alexandria, VA 22301 Alexandria, VA 22301
Date Type Description Amount Date Lpe Qescription AORTIH
Balance Forward 524978 Balznce Forward 240,78
s e O i nepz2011 TS Chikicare Charges sa250
iy S S 0s022011 TS Childcare Charges 54250
B e 12 benzzon  megsumion messesin s w0
EE; ‘m FT'S :" = Fis 06022011 At Supplies Coloring Book 31.55
ESERE e o 04022011 GGTAX GhikiGare Ssies Tax s1.%0
coTAX ChidCare Sales Tax 5140 _ g
04022011 Clothing  Dispars 3098
Clothing Dise=rs %% 04022011 SPTax SP Tax 50.12
e 2P Ta n= 02022011 CLTm CL Tax s0.08
Dngzn, oo gL T 009 04022011 SO Sib Dise: Childoare Charges (5500)
04022011 SD Sb Db Childoars Charges 138,00} el b Goupon: Buy 1 Hour, Get 1 Free 1875
Qafiz2al £ Coupor By | Mo, Bt TFeee (31873 0e022011 €D Coupor: Buy 1 Hour, Get 1 Free (521.25)
04022011 €D Coupon: Buy 1 Hour, Get 1 Free (s21.25) 02022011 Payment  Pymt:Childsers Pyment Type: CC (531430}
Your curent balance is T e
$314.30 $0.00
Total $31430 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 0S00AM  11:20 AM 2% 04022011 Sat 0800ANM 1120 AM B
04022011  Sat  0930AM 1115 AM 175 04022011  Sat  0930AM  1115AM 175
Total a2 Total 435
Barbara Aguilar Barbara Aguilar
06022011 Sst  0900AM 1130 AM 250 06022011  Sat  OBDOAM 1130 AM 28
GAOZROMI BN OGECANM  SIAEAM i 06022017 Sat  0930AM  11TI5AM 178
Total a5 Total am:

Drop In Tax Reports

Sales tax reports group and total sales taxes
collected. You can run the report for any
time period and group by any time period.
Normally, sales taxes collected must be
submitted quarterly during the first year, and
then as ordered by the state after that.

To run sales tax reports, go to the Report
Menu, then Drop In Reports.

Figure 34:

ccounting Repor illing Repor eal Repor: nformation Repor imelog ndance Repor ign In Shee:
A ting Reports | Biling Reports | Meal Reports | Information Reports | Timelog/Attendance Reports | Sign In Sheets  Drop In Reports

Sales Tax Reports
Period
From
To Select
Gr;L;:mg Week Month AL
Cuarter  ear M @

DropInCare Sage By B & | Computer Consultants, Inc. (www.dropincaresage.com)

19



Drop In Integrated TimeClock

If you want to let parents and children sign themselves in and out, there are 2 timeclock functions in the DropIinCare Sage.

The integrated timeclock is opened from the Drop In List screen and uses your main computer to let parents and children

sign themselves in and out, and select a pickup time. Staff cannot use the integrated timeclock to sign in and out.

Figure 35:

TimeClock Functions — Timeclock | Messages to Staff H

TimeClock Setup  setup | Notes | Messages ”

Click Select in the appropriaie family row fo check in and charge children.

TimeClock: open the integrated timeclock (figure 35)

Messages to Staff: view messages left for staff

Setup: setup the integrated timeclock

Notes: enter notes that display under the Daily Notes label in the integrated timeclock
Messages: leave messages for specific children

Timeclock screen

Figure 36:
s [} Sage
Daily Notes
ABC Davcare _ "’
Weicoma & cur center
Timeclock Setup Screen
Figure 38:
= Setup =
SETUP
Business Name  ABC Daycare
Passwords
Toggle Password
Toggle Letter (alt) + t
TimeClock Options
Hide ID Number [~ Skip Confirmation Click v
Show Balance [¥  Confirmation Time 1 -Sec
#Add Balance to Confirmation [ Error Display Time 1 -Sec
Show Photos on Sign-in [T MNo Siblings with Master ID r
Show Photos on Sign-out  [#
Show Custom Logo r
Beep Setup On #Besps  Time Tone
Sign In i 1 250 1500 Test
Sign Out I 2 250 1100 Test
Sign Out w/ Balance  [# 3 250 1300 Test
Dropln Functions
Ask for pickup time W Pickup Display Time: 4 -Sec

Automatically process checkout if no balance due v
Automatically print invoice with checkout —

Automatically process checkout if balance is less than $1.00

L4
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Pickup Time Selector

Figure 37:
e ==
10:03 AM 12 AM Jerge 5. Aguilar 12PM
% 2 » %
1 1 1 1
] N . ] . ]
10 2 10
" " » »
9AM AM 3IAM 9PM PM IPM
" " » »
B 4 8 4
» » » »
7 5 7 5
% 2 » %
AN PICKUP TIME T
P e |

Toggle Password: sets the password to close the integrated timeclock and open
the Drop In List screen (no password is required if you leave the password blank.)
Toqgdle Letter: to toggle between the timeclock and drop in list, you hold down Alt
and press a letter

Beep Setup: lets you setup audible cues when parents and children are signing in
and out

Ask for pickup time: selects whether the parent are prompted to click on a pickup
time when signing children in (figure 37)

Pickup Display Time: how long should the Pickup Time Selector stay open
Automatically process checkout if no balance due: selects if parents can sign
children out if no balance is due

Automatically print invoice with checkout: selects whether to print an invoice when
parents sign out their children

Automatically process checkout if balance is less than: select the upper limit of the
balance to let parent sign children out

Please refer to the TimeClock Manual for the Timeclock Options settings.
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Drop In Stand Alone TimeClock

If you want to let parents and children sign themselves in and out, there are 2 timeclock functions in the DropIinCare Sage.

The stand alone timeclock uses the regular childcare sage timeclock to let parents and children sign themselves in and
out, and select a pickup time.

The timeclock automatically separates regular preschool children from drop in children, based on whether the parent
selects a pickup time when they sign in their children. Only the drop in child timesheets are automatically transfered back
into the Drop In Quick Entry screen in the DropInCare Sage.

If you want parents to sign drop in children via the timeclock, check Enable Drop In Functions on the Setup screen in the
timeclock, and check Ask for Pickup Time.

There are 2 settings for the pickup time selector in the timeclock:

1) display the pickup time selector for a set period, and only mark the child as drop in if the parent selects a time

2) force the parent to select a pickup time

Your choice depends on whether your center has a mix of traditional and drop in children, or whether your center is drop
in only. If you have a mix of children, enter the Pickup Display Time and make sure Always Ask for Pickup Time is
unchecked.

Timeclock Setup screen

Pickup Time Selector

Figure 39: Figure 40:
SEIUE Jorge S. Aguilar
Business Name  ABC Daycare| Passwords
Picture Directory - c-\ccsage\samplepicst Timesheet PW open Messages PW messages 30 30 30 30
CCsage Directory cr\ccsagel Batch PW batch Read MsgPW staff
Notes P notes Child Times PW~ child E lIl E IIl
Chid Sign-Out PW signaut Dropln P dropin 0 o o3 o7
TimeClock Options
Hide ID Number ¥ Skip Confirmation Click v Doorstrike Functions El IZ|
Show Balance [ Confirmation Time 1 -Sec | Use Door Srke 4
Allow Sign-in wio Sign-Out ¢ Error Display Time 15gSec | Door Strike Open 5 -Sec  Door Sirike Com Port 1 » * » »
Show Potos on Sign-n |7 Beep on Sion iout Open Door on Sign Out % Door Strike Com BR 9600 ~ | 9 AM AM PM
Show Photos on Sign-out [ Beep Time
Resel Keypad Screen I~ BeopTone 1200 1%4] | Dropln Functions 30 30 3 3
NoSblngs with Master @ [~ BatchSign Staff  O6:00PM | EnableDrop in Functions [
List Time Buffer 10 -min OUUTMES onig  pEOQPM | Ask for pickup time ¥ Pickup Display Time 2 -Sec II' II|
Show Custom Logo i Allow Drop In Signout [~ Always Ask for Pickup Tme [~ 0 20 20 a0
v (]
30 30 30 30
i &AM PICKUP TIME
m, Please select a time by cicking on ther the hour i red or (REanian)
oreen, or the 30 minute labeis between the hours. = -

You can edit drop in timesheets in the timeclock by clicking the Childcare Sage Logo and entering the Dropln PW.

Figure 41:

2] Batch Dropln Timesheet Editor 52
BATCH DROPIN TIMESHEET EDITOR =
Contact Date Arrive Time  Pickup Time  Leave Time Drop Off Fick Up
Jorge Aguilar O7M7/2013 1144 AM | 02:00 PM 66338 E E
Barbara Anoskey 07712013 11:44 AN 02:00 PM 66338 IZ| IZ|

Add Delete Close
w @ @
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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 20

b) enter the arrive time on figure 26 (using the time selector)
c) enter the given pickup time on figure 26

c) click Record Timesheets on figure 26

2) add any incidental charges (food, supplies, etc,)
a) select child from figure 20

b) click Add Other Charges on figure 26

c) select menu items from figure 28

d) click Charge on figure 28

3) check the child out when they are ready to leave
a) select child from figure 20

b) enter the leave time on figure 26

c) click Record Timesheets on figure 26

4) charge for child care

a) click Charge Account on figure 26
b) select any coupons from figure 29
c) click Select All on figure 29

d) click Post on figure 29

5) if your state taxes childcare and incidentals, add tax to the bill
a) click Add Taxes on figure 26
b) click Post on figure 30

6) collect payment

a) click Record Payments on figure 26
b) enter payment information in figure 31
c) click Post on figure 31

7) print bill/receipt
a) click Invoice Bill on figure 26
b) click Print at the top the screen on figure 32

To process a reservation, do the following:

1) setup a reservation

a) select child from figure 20

b) click Reservations from figure 26

c) click a date from the calendar in figure 16

d) click Attn Count from the bottom of figure 16 to see if you have slots available
e) enter the Arrive and Leave time in the right side of figure 16

f) click Record from figure 16

DropInCare Sage By B & | Computer Consultants, Inc. (www.dropincaresage.com)

22



