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Introduction

The Childcare Sage is the most feature rich, easy to learn, and most affordable childcare management system available.
It is an easy to use system designed to save time and increase productivity for childcare administrators with any level of
computer skills or experience.

You can learn about the Childcare Sage and learn how to use the system from our website: www.childcaresage.com
Our website also includes introduction and training videos to help you learn our system. To watch the videos, go to our
website and click Resources from the menu along the top of the page. Click on any video to watch it on your computer.

Software Requirements:

a) Microsoft Windows XP or newer (Vista, 7, 8, 10, 32 bit, 64 bit, etc.)

b) Microsoft Access 2002/XP or newer (2003, 2007, 2010, 2013, 2016, Office 365 *32 bit only, etc)

(Access 2002/XP Runtime is provided with the Childcare Sage; Access 2003/2010/2013/2016 Runtimes available by
request.)

Hardware requirements:

The Childcare Sage system is comprised of the Childcare Sage and Timeclock programs. The minimum requirements are
based on which program you want to run on each computer, and the version of windows on that computer.

ChildCare Sage- any dual core or faster computer, 1GB or higher RAM (2GB for Windows vista/7/8/10)

TimeClock- pentium 4 or faster, 1GB or higher RAM (2GB for Windows vista/7/8/10)

Support Information:

Automated support options include:

1) complete manuals and user guides,

2) complete access to our user forums at www.childcaresage.com,

3) online training videos on our Resources page at www.childcaresage.com ,
4) email support at support@bandisoftware.com ,

Live support options are available 9am to 5pm, Monday-Friday Eastern Time, and include:
5) phone support at 301-537-4754, and
6) on-line support through GoToAssist.

ChildCare Sage Support includes helping you setup the ChildCare Sage on your computer and/or existing network as
long as you have a high-speed internet connection at each computer that you want to use the ChildCare Sage. Please
keep in mind that we can not help you set up a network at your center, and that all of the computers that you want to run
the ChildCare Sage on must be able to see each other.

To check if the computers can see each other for:

Windows XP: click the Start button in Windows, then My Network Places (left side), then View Workgroup Computers
Windows Vista/7: click the Start button in Windows, then Computer (right side), then Network (left side)

Windows 8: go into the desktop, click the Folder icon (bottom left), then click Network (left side)

Our systems interface with programs from Microsoft Office (Word, Excel, Outlook,) and other applications. We cannot
provide support for software that we did not create, even if our systems can interface and use that software. Please
direct all support questions about outside programs to the developers of those programs.

Transfer Information from another system:
We can transfer information from many other systems into the Childcare Sage.

System Functions Passwords: (all passwords are user settable)

Main Program Timeclock

Default system password system Setup Timeclock open

Post Batch Charges/Payments post Edit All Timesheets open
Copy Batch Timesheets/Functions post Edit Child Timesheets Only child
Save Rates/Schedules (batch) update Edit Center Notes on Timeclock notes
Payroll System payroll Edit Child Messages messages
Default Admin password ccsl73 Batch/List Functions batch
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Childcare Sage Manual

Keyboard shortcuts:

Tab: move between fields and buttons

F6: switch panes (panes are sections of the screen separated by horizontal grey lines)
Alt + letter under button: click that button

Alt + down arrow: see combo box choices

Common Functions
Figure 1:

! 7l Save Settings Indox Meed Assistance? Please Click Here or call 301-217-0413

All Childcare Sage screens have a common menu at the top of the application window. The menu item functions are:
Save Settings: Saves resized screens. This is used for screens that display lists such as the contact list screen or batch
payment screens. To change the height on these screens, move the mouse over the lower blue border and drag the arrow
cursor down. Once you have resized the screen, click Save Settings. Save Settings only saves the height of the expanded
screen and will not work if you maximize the screen.

Undox: Un-does the last data change (undoes all changes since you started editing the current child/staff member.)

Need Assistance?: Opens the childcare sage web help page (the web page has online video tutorials and training videos,
tips, and answers to childcare sage questions.)

Childcare Sage Start screen
Figure 2:
3“f;_f::::";;agemmCmamm”mm */  This is the first screen in the Childcare Sage. If the password system is enabled, you
ABC Daycare will be asked to enter one of the system passwords or your username and password
to start using the system. (You can set the passwords in the Passwords tab on the

Setup screen opened from the Setup Menu.)

Figure 3:
Start:  open the main menu Enter Password T— =]
Quit: closes the Childcare Sage Password Protection is on. Please enter the
e | skips the online version and password. o
D account lookup (click if your
internet is down) i

ABC Daycare vi7.3 LC: 1215201617299 e
Userid: ABCDaycare The ChildCare Sage will automatically back itself up daily to your computer, and

www.Childcan m

B & I Computer Consultants, Tnc. © 2017|

weekly to our servers. If you are opening the Childcare Sage for the first time only,
you will also have the option to Load Sample Center Data.

Main Menu screen

Figure 4:
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This is the main menu in the Childcare Sage. From this menu, you can open all of the screens and functions in the
program. The Main Menu is broken into functional areas.

Records

Contacts: opens contact screen

Filter Records Menu: select which records to display (children/staff/families/etc.) (see figure 3a)

Families: displays family records for children only (siblings are shown together)

Easy Enroll: batch family enroll screen that automatically creates and links sibling account, payee accounts, and rates and
schedules in one step

Batch Rates and Schedules: batch copies rates and schedules into selectable groups of children and staff

Child and Staff Billing

Child Billing Menu: open the menu to batch charge accounts

Child Payments Menu: opens the menu to batch record payments

Update Ledger: recalculates account balances and ledger histories

Staff Payroll Menu: opens payroll menu to calculate staff wages, run payroll, and print tax reports

Timesheets

Timesheets Menu: opens the menu to batch enter timesheets

Timeclock Loader: load contacts and transfer timesheets between the Childcare Sage and the Timeclock
Reports: print accounting reports, informations reports, batch bills, and timesheet logs

Center Tasks

Center Functions: opens the menu for center functions including menus, activities, center ledger, and journals
Utilities Menu: opens the menu for utility functions including setup, backup, cleanup, etc

Setup Menu: opens the menu for system setup and journal editing

Filter Records Menu:
Figure 4a:

Menu to filter which contacts (children/staff/payers/etc) are shown on the contact
FILTER RECORDS screen

Enrolled Children

Current Staff

Enrolled Children: contacts with category Child

Current Staff: contacts with category Staff

Enrolled Children w/o Other Payer Accounts: child contacts excluding other payers
on child accounts (state, vouchers, etc.)

Enrolled Families w/o Other Payer Accounts: one child sibling per family excluding

Enrolled Children w/o Other Payer Accounts

Enrolled Families wio Other Payer Accounts

All Payers Accounts

coset Record other payers on all sibling child accounts (state, vouchers, etc.)
Filter m‘ All Payer Accounts: one child sibling per family plus all payers on sibling child
accounts
Help:
Figure 4b:

The manuals and guides for the Childcare Sage are in Adobe Acrobat PDF format. If
NING you don't have Adobe Acrobat on your computer, please install it from the Childcare
5 Sage CD, or download it from:

http://www.adobe.com .

HELP & TRAIL
{Pragr:

Drop In Manual

The Drop In Manual covers functions unique to the Childcare Sage Drop In Center
version.

Uszer's Guide

Timeclock Manual

e e Help / Training Videos: opens the Childcare Sage Internet Help Site

[ d
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Records

Family Screen
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Using the Contact Selector:

The contact list on the left side of the screen shows all of the contacts and their current balances for the criteria or filter
chosen. (Clicking Filter Records Menu, then Enrolled Children on the main menu creates a filter to only show active
children, etc.) If applicable, the category and class for the current filter is shown at the bottom of the contact selector list.
You can change the filter to show any category and/or class by selecting the category and/or class that you want to see
and then clicking Filter Contacts. To turn off the filter and show all contacts, click Reset. Clicking HB hides the balances in
the contact selector (used when you want to show a parent their child’s record, but don’t want them to see family
balances.)

Taking and Selecting Photos:
Photos are not stored directly in the Childcare Sage. They are kept on your hard drive and imported when you open a
child’s screen. Because the photos must be imported and the photo areas are small, do the following when taking photos:
1) setyour digital camera to the lowest resolution (640x480 vga),
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2) try to zoom in onto the person’s face to create a head shot.

If you don’t have a digital camera at your center, we always recommend the kid type digital cameras from Vtech (about
$40.) They are low resolution, rugged, and have a flash. Any brand will work, but make sure it has a flash.

After you take the person’s picture, copy that picture file into the designated Childcare Sage photo folder (default folder is
c:\ccsage\ ). Your picture files should not be larger than 100kb each. If they are, the system will slow down significantly
when you move from contact to contact. If your files are larger, please use a photo editor to reduce the size of the
pictures. For future pictures, set your digital camera to the lowest resolution (640x480 vga).

Photos should be saved in .jpg format. Once the photo file is transferred to the photo folder, click the photo area and
select the file from the file selector box that appears. You can also click the Photo icon to select the photos for the current
contact from drop lists.

If your need to resize your photos, or convert your photos to a different format (.jpg -> .bmp, etc,) we suggest that you
download and install the free FastStone Photo Resizer from http://www.faststone.org/FSResizerDetail.htm .

The top selector buttons have the following functions: << first < previous > next >> last contact

Update Ledger: updates the ledger for the current child/family

Attendance: (for category: child) opens the timesheet screen for the current child

Timesheet: (for category: staff) opens the timesheet screen for the current staff member

Cumulative Bill: prints a cumulative bill for the current contact from the account start date to the current date.

Invoice Bill: prints an invoice bill for the current contact for the current day/week/month depending on the default billing
period for that child set in the Rates tab.

The date and dollar amount (in yellow) at the top right is the account balance for the contact shown through the period in
the date. To update the balance, click Update Ledger on the main menu or on the contact screen, click Cumulative Bill or
Invoice Bill, or run an account balance report from the Report Menu.

Fill Child Address: (at the bottom of the family tab) copies the address information from the parent areas in the Family tab
to the account address next to the contact's name. We recommend that you first fill in the parent’s addresses. You can
then copy the parent address into the child’s address by selecting which address you want to copy (Father/Mother) and
then clicking Fill...

Swap Parents: swaps the parents information (father->mother,mother->father. This is usually used after data conversions
to make sure that data is in the correct place.

Copy Information: lets you copy selected information from another contact into the current record (used to copy pickup
persons, charges, payments, etc from one contact to another.)

The bottom half of this screen is broken into tabs that display information about the contact. The tabs shown change
based on the yellow contact category selected at the top left of the screen.

Tabs visible for category: Child- child, charges, payments, ledger, rates, immunizations, medical, emergency pickup,
pickup, attachments

Tabs visible for category: Staff- staff, charges, payments, ledger, rates, certifications, attachments

Tabs visible for all categories- family, center (the schedule area in the center tab is only enabled for children, staff, and
waitlist.)

ID Numbers

ID numbers are the codes that children, parents, and pickup persons will use to sign children in/out, and that staff will use
to sign infout. ID numbers must be numeric and can be any length from 1 to 5 digits. For child master id numbers, we
suggest the last 4 digits of the child’s home or parent’s cell phone plus a digit for each sibling (if there are 2 siblings and
the last 4 of the sibling’s home phone is 1234, make the master id numbers 12341 for sibling 1, and 12342 for sibling 2.)
For staff id numbers, we suggest the last 4 of the staff's cell phone number. For parent and pickup person ID numbers, we
suggest the last 4 digits of that person’s cell phone number.

There are a total of 11 id numbers (master ID number, 2 parents, 4 pickup persons, and 4 emergency contacts) that can
be used in the timeclock sign in/out program for each child.

For staff with children that attend the center, you should setup 2 id numbers, one for the child and one for the staff
member. The reason for this is so the staff member can sign in/out for breaks without having to also sign their child in/out.
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Family Tab (figure 6)
Siblings link
The siblings link combines the charges and payments for all of the siblings in a family into one family bill

Siblings can either be added initially via the Easy Enroll screen, or later using the Add/Copy function on the Contact
Information screen. You can add up to 8 siblings to a sibling link.

To manually add sibling accounts for children that are already entered into the ChildCare Sage:
1) click Add/Copy at the bottom of the original child’s record (figure 7)
2) click Add Sibling of Current Child
3) change the name to the sibling’s name and select which information you want to copy at the bottom left
4) click Add
5) repeat steps 1-4 for all other siblings

The youngest child should always be the first sibling in the sibling link. The first sibling entered is also the master sibling
and their Title box text will be used on the combined balance reports and bills.

Payee links

Early versions of the Childcare Sage had an add-copay button and copay amount in the rates area for each child. The
system would simply track the copay charges and all payments on the account would be flagged with the payee. The
drawback to this was that the system couldn’t charge extra charges such as late payments, late pickups, registration fees,
etc to a specific payee. Because of this, the centers couldn’t give the parents a separate bill that included only the extra
charges and the copays. One solution could have been to mark each charge and payment with a payee. This would
require extra work whenever a charge or payment was entered and this method was also prone data entry mistakes.

We solved this problem with payee links. The payee links function allows up to 4 payers to pay a child’s bill, such as the

parents and the state. The function lets each account in the link have its own ledger and balance, and lets each account
use the child’s timesheet hours to calculate what that account or payer owes. Generally payee links are used for children
on subsidy, or if 2 parents want to split a child’s bill.

Before creating payee links, we recommend that you define a separate class (added to the list of classes that includes
infant, toddler, preschool, etc,) for each type of responsible party other than the parent (State, CIS, DCS, etc). You can
add new classes on the Screen Choices screen opened from the Setup Menu.

Payees can by added by:

A) automatically add the accounts when adding children on the Easy Enroll screen by checking Agency in the sibling row
and then selecting an agency class,

OR
B) manually add payee accounts for children that are already Add Contact
entered into the ChildCare Sage: singe o ,
1) click Add/Copy at the %ottom of the original child’s oo | s | ‘Gurmion | Clrenows_omer | conee
record First Jorge Ml 8 Last AguilarDCS]
2) click Add Payee for Current Child el lm] e incs =]
3) select the agency in the Class selector Information to Copy from Current Contact
4) Select which information you want to copy at the bottom purnrap i
left Timeshests r Add  Cancel
5) CIle Add Center Information [v fotes = @

repeat steps 1-5 for all other payees

Once the payee accounts are added and linked, change the rates in each payee account to what that party is responsible
for.
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Center Information Tab
Figure 6a:
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Enroll Date: when the child first started at the center
End Date: when the child withdrew from the center (leave blank until the child withdraws or leaves)

To track meals for children, check the Track Meals checkbox. The Timesheet Loader will automatically check off meals
that the child consumed while they were at the center. If you are not using the Timeclock, the Childcare Sage will also
check off meals that the child consumed when you transcribe the child’'s timesheets on the batch timesheets screens. You
can also enter meal specifics manually on the attendance screen, or on the Batch Meal Entry screen.

For CACFP reimbursement, please select the child’'s Tier. Tier reimbursement values are setup on the Choices screen
opened from the Setup Menu.

Portion Level and Meal Category are used for the food production reports to select how much food the current child eats.
The portion level is a percentage of the standard portion size set on the Menu Choices screen (this was created because
different children of the same age and class can eat different amounts of food for each meal.) The meal category selects
whether the child is a newborn/infant/older child.

The classifications are used to further categorize the child records. Some examples are the child’s race, level in the
program, etc. The Classification report in the Report Menu counts how many children are in each classification.

The bus run school information area displays directions to preschool/school from the childcare center for bus runs.
Schedule Setup

The ChildCare Sage can store an unlimited number of schedules for each contact (child/staff/waitlist) in the system. Each
schedule can cover a specific class/room for any date period (including open date, ongoing schedules.) Each account can
have 2 basic types of schedules: an account specific schedule (used for the current child/staff/etc only,) or a global
schedule from the Chart of Schedules (batch schedules.) Each schedule can also store up to 2 shifts per day. (If a child
comes before and after school, or if a staff member comes in the morning and comes back in the afternoon.)

All Account Specific Schedules must have a start date and an end date for when that schedule is in effect. (For example,
you can set up a schedule for a child for Monday and Tuesday in Room 2 and Wednesday and Thursday in Room 3 from
9/1/2012 to 12/31/2012, and you can setup a schedule for Room 3 from 1/1/2013 to 6/31/2013.) Global schedules from
the Chart of Schedules can be open, or can have effective dates assigned to them. Any dates entered for schedules
selected in the Chart of Schedules override any global date settings (in the master Chart of Schedules.)

Schedules in the Childcare Sage are used to forecast how many children or staff will be at the center for any day and
time, to create sign-in sheets, to run capacity and planning reports for future periods, and to charge accounts for selected
billing rate types. The arrive/leave time choices in the schedule setup screens are entered on the Screen Choices screen.

Schedule Setup: Copies existing schedules from other contacts into the current account.
Replace: deletes existing schedules and copies the selected schedules to the current child’s account
Add: adds the selected schedules to the current child’s account

Add New Schedule: Add new schedule
Exp: Edit the current schedule (figure 6d.1)
Del: Delete current schedule
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Copy Schedule from Other Schedules: copies the days and hours from other children’s accounts

Copy Schedule from Rate Hours: copies the days and hours from the Rate Schedule hours in the rates tab into the

current schedule

Edit Schedule
Figure 6a.1:
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Quick Scheduling
Figure 6b:
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Child Tab
Figure 6c¢:
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Figure 6a.2:
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The Easy Schedule screen lets you setup schedules for
the current contact. Each schedule must have Arrive
and Leave times for at least 1 day.

A,L: select the time from a graphical time selector
Save: save the schedule to the current contact’s
account

The Quick Scheduling screen is designed for centers who run a morning and
afternoon program and want a quick monthly checklist for which children will be
attending on each day. This function is standalone and does not affect any other
part of the system. Simply click the checkbox for am/pm for each day the child will
attend. When you are finished, click Record.

Blank Schedule Chart: print an empty schedule chart for the current child

Record: save the am/pm sessions selected
Schedule Chart: print a completed schedule chart for the center

@ ramity [ & comer| @ Chia (R Crarges | i rymts | § Leager | a8 Rates | # immun | € mea | @ emcc [ @ pekup [ [P atscn

User Fields  meise on v o
Checiboxes
Datmn.
Amoucts
Text
Selectors

Lats Pyme Fee 50.09

Charges Tab
Figure 6d:

Last Prysics

B ramay | & Center | J Chua B cnarges B pyoas | B eager | @0 mates | # immun | £ mea | @ emoc | @ pickep | B3 Anscn

chargeeny | add | Deiete | -

Charges

CharpeDate  Amcunl  Descriptin
10132014 | $120.00  Chilocare Charge|
0132014 | $6500 AMercare

10122014 ($3.25) Pre Payment Discount
Discount

10132014 (86.00) Pre Pay
WN3IT014 | (530.88) Emplay
10132014 ($57.00) Empioyee Discount
100972014 $30.00 Regstration Fee
10092014 $30.00  Registration Fee
10052014 $20.00 registrabon
10092014 $1000  Actiity Fee
0MI0TE | $I0.00  Lunch Snack
0RO $10.00  Lunch Snack
10092014 $10.00  Lunch Snack
10092014 $6.00 Sunday Charges
10092014 $6.00 Sunday Charges
10052014 $6.00
0192014 | 52400
018014 $2400  Howly Chilacare

wscount

Sunday Charges

Discourt =
Reglaral~|
Regisval |
Registra| |
Acknaty Fi ~

Program

WoTaTeTalalalaTeTaTaTallalale TeTaTalual

b P P+ P M i e U . M T M i i M o B |

The child tab (staff tab for staff) displays the user
defined fields which are setup on the Choices screen
opened from the Setup Menu. The childcare sage
allows up to 60 user fields for children (12 checkbox,
12 date, 12 currency, 12 text, and 12 combo text,) and
another 60 user fields for staff. All of the fields are fully
searchable on the Find Contacts screen, and can be
included on the Contact Report opened from the
Report Menu.

The charges tab lets you edit charges for the current
account. You can add, change, or delete charges.

Charge Menu: lets you select and add charges to the
current account of the expense menu

Add: goes to the first empty row in the charges list
Delete: deletes the current charge row (the current row
is the last one you clicked on)

Payment ID: lets you link charges to payments (used to
track whether specific charges were paid)
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Payments Tab
Figure 6e:
g romity | & Cemter | g coiia | § charges | 3 Pymts | B Ledger | #4 Rates | # immun | § wed | @ Emcc | @ pickup | [ anscn | # Meds

Paymonts Saparatn Paymenis hdd | Deiete | Recwpt | grr

You can enter payments directly into this area.

butoe  puws_ pebiOve  Oresiin Sere P padly  Checks ClreD  Paminie A Add: goes to the first empty row in the payments list
Tr2014 £000  11730:2014 | Childcare Payment o>, - - - 0T |
e o o 2 v Delete: delete the current payment
e [t | [ = — § wre=) | Receipt prints a receipt for the current payment
11022014 | $000 100262014 |Cnilacare Pament - - - - 'c:erﬂ= Separate Payments: lets you break up a payment by
1262014 $0.00  1V192014 | Childcare Payment - - - - 100517 Exa
10192014 £000 104122014 | C @ - 10041 b program (COSt Center)
10122014 3000 10052014  Childca - 1003 ™ M
10052014 000 09282014  Chidca - - 1002 ™ Dc;\l
5000 - o = | atumzer) B Ex | i . s .
***x* Tuition Direct: Please goto Tuition Direct EFT
Tuition Direct =
Use Tuition Direct | [~ ‘ ‘
Easy Payments: lets you quickly enter a payment for the Easy Payment Figure 6e.1:

2

current account. Most of the screen is prefilled for today’s date T
and the current account balance. 2

PaymentDate  07/19/2013 ¢
Payment Amount $125.00
Period Date 0719/2013 g

C: select the date from a calendar e < ears T osment
Post: post the payment to the current account e l % N
— - [ d
Rates Tab
Figure 6f: The ChildCare Sage can store an unlimited number of
’:::‘;: Conie '““““3“'“"“"::::“‘ ‘“’“:;;:::““““-" 23| @ mcc | § pono [ anees rates for each contact (child/staff) in the system. Each
Mamaie  wosaou  _Awcesen | ommmerm  Cwselws  Seow  Gwow e rate automates a specific type of charge (tuition, late
e [0 . pickup, registration, extra classes, stay and play, etc,)
R T e for any date period (including open date, ongoing
P N o rates,) and is either a global rate from the Schedule of
el o ﬂ N Charges (batch rates,) or an account specific rate (set
e oore || e v Goi Pt up and used for the current child/staff only.) Rates in
s B e, P i the system are used to charge accounts and can also
L — | : P o be used to forecast revenue for any date or range in
. - the future.

Global rates from the Schedule of Charges can be open, or can have effective dates. Any dates entered into the start date
and end date columns of each contact’s Schedule of Charges Rates list override any preset start and end dates for that
Schedule of Charges rate.

Rates Setup

The Rates tab on the contact information screen shows you a list of rates for the current account. You can edit or add
rates by clicking the corresponding buttons.

Billing Start Date: the first date that the system can start charging the current child/staff account.
Default Billing Period: what time period the rates are based on. This can be different from how often the parent pays their
bill (ie: you can charge a parent $100 a week, but they can pay every 2 weeks.)

Discount Programs

The childcare sage uses global discount programs that are tied to the child’s record. With global discounts you don’t have
to enter any discounts for each rate, or have to re-apply discounts after you change rates. You can control which rates get
global discounts by checking the Apply Discounts checkbox in the appropriate rate setups. Most centers apply discounts
to childcare rates, but don’t apply them to late pickup or overtime rates. Discount Programs are setup on the choices
screen.

Discount Name: select the discount
Order: what order do you want the discounts applied to the charges
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Sequential: do you want the discounts to apply after each other, or to apply off of the original amount (ie: if | apply 2
sequential discounts to a $100 charge, 10% for siblings and another 20% for membership, sequential means, $10
discount for siblings and another $18 for membership. 10% off $100 and then 20% off of $90.)
Start: date the discount will start
End: date the discount will end

Rates Functions
There are 5 ways to add rates into an account:

1) Copy rates from another account
Account Specific Rates: copies all of the account specific rates from the selected contact into the current contact

Schedule of Charges: copies all of the schedule of charges rates from the selected contact into the current contact

Replace: deletes existing rate setups before copying the new ones into the current contact

Add To: adds the selected rate setups to the current contact

2) select Schedule of Charges Rates

3) Add New Rate Setup: opens the New Rates screen (figure 6f.1) to add Account Specific Rates to this account. Please
see the Rates section at the end of this manual for a step by step guide to setup rates

Figure 6f.1
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Figure 6f.2:
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4) Easy Rates: opens the Easy Rates/Wages screen to add common rate types to the current account

Easy Rates Figure 6f.3:

ey
EASY RATES

Type

Charge Evary

‘ Late Pickup | Annual Charge
Hour | Day Week Month ‘

Charge Label

Start Date
End Date

Amount

Childcare Charge

Save  Close

= ¥

This screen lets you add fie most commen childcars rates 1o child acoouns. Simply 8 in he screen top 10 bosom
with he type of rate, how ofen you wiant o Charge i, What you want e Charge 1o Say on e bils and sisiemens,
Wwhen you want 1o start charging i, hen you want 1o end changing i, and how much you wantto charge. The raie
cremed il appesr in e Rates tabie on e right side of e Raes =0

The Easy Rates screen lets you setup common rates for
child accounts. Each rate must have a start date and an
amount. Late Pickup Rates must also have a time that the

center closes.

C: select the date from a calendar

Save: save the rate to the current child’s account

Easy Wages Figure 6f.4:

=3l Easy Wages 53
EASY WAGES

fHour: Day Week WMonth

Wages

Pay Every

‘Wage Label
Start Date

End Date

Amount

Overtime After 40 Hrs

$0.00 Save Close

[d
This sereen leis you add basic wage raies i siaff accounts. Simply il in fhe screen fop fo bofiom with hows ofen
you want fo charge it, what you want fhe chaege o say on fie bills and siaizments, when you want fo siant

charging it, when you want o end charging it, how much you want fo charge, and overime. The raie created will
appear in e Rates tabls on fis ight side of e Rates tab,

Overtime Pay

The Easy Wages screen lets you setup common rates for

staff accounts. Each rate must have a start date and an
amount. If you pay overtime, please enter the hourly rate for

overtime (time and a half, etc.)

C: select the date from a calendar

Save: save the rate to the current staff's account

5) Build Rates/Charges: this is a graphical table used to backdate and rebuild fixed based rates for the history of the

account (figure 6f.5).
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Figure 6f.5:
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The Build Rates screen moves you through setting up the rate history of the account. You start by selecting the Billing
Period, then entering the Billing Start Date (when you want the system to start charging the account), and then entering
the number of rate changes (how many times the rates on the child’s account changed.) Finally, you fill in the rates and

dates for the rate change history.

When you fill in the rate change history, each row has a rate and a date column. The date column is the last date that the
rate in that row was charged. Since the current rate is ongoing, there is no end date for the current rate. You can stop
charging the rates if the child left the center for a period of time by simply entering O into the rate column and entering the

date they returned into the date column.

After rebuilding and charging past charges, the system will automatically set up the Childcare Sage billing system to

charge the amount in the the current rate box.

ie: Figure 6f.6:
$100 from 1/1/08-3/8/07, then | #Pease et e chang tsery?
$120 from 3/9/07-5/31/08,

Original Rate  Date Changed

then 1 110-3509 $100.00  D308/2008 s |
$0 from 6/1/08-9/6/08, then coen IR G
! 3 B0 9rE §0.00  08/06/2008 5 |

$180 from 9/7/08 to now.

$180.00
Currert Rate

ie:

$100 from 1/1/08-3/8/08, then
$120 from 3/9/08-5/31/08, then
$150 from 6/1/08 to now.

Figure 6f.7:
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Immunization Tab
Figure 69:
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Medical Information Tab
Figure 6h:
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complete.

This area keeps an immunization history for each child.
You can set up the immunizations system in the
Immunization tab of the Screen Choices screen
opened from the Setup Menu. The Expires column is the
date that the next immunization shot is due. As the child
finishes each immunization, check the immunization

Automatically Fill in Shot 1 Dates based on Birthdate:
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automatically fills in Shot 1 and Expire dates for all
immunizations for a newborn.

Displays medical information for the child, including

doctors, alergies, medical problems, illnesses and what
medical conditions the child is prone to. All of the labels
for illnesses and child prone to conditions can be setup
on the Screen Choices screen.
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Emergency Contact Tab

Figure 6i:
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Pickup Person Tab
Figure 6j:
§b Famity | & Center | B Payments | @1 Rates | # immunizations | € Medical @ Pickup | %) Emergency | &# School |
Name Steve Jacobs Mame Mary Jacobs

3201 Kingston Place 3201 Kingston Place

Rockville State WD - | 20879-

Home Phone  (301) 648-2729
Wark Phone

Rockville State WD - | 20879-

Home Phone  (301) 648-2729
Work Phone

Cell  (301)925-9202  Beener 10 Humber Cell  (301)292-8200  Beener 1D Mumber
Email 24744 Email 24755
Grandfather Grandrother

Name Bob James hame Pearl James

7312 Eleanor Lane 7312 Eleanor Lane

Silver Spring State WD - | 20905-

Home Phone  (301) 622-7477
Wiork Phone

Silver Spring State WD - | 20905-

Home Prione  (301) 622-7477
Work Phone

D humber Cel (301 952-0299 | Beeper

Cell  (301) 9208720 Beeper D Humber
Email 2ATBE Email 24777
Grandfather Grandmather Print

Attachments Tab
Figure 6l:

i Famity | £ Conter | g chia | [ Crarges | B ymis ‘l:ﬂpr“mllu & mman | € ded | @ Emcc | § Piekup B Artach

Amachments it List |
Fie Dt
registration] 12232012 | Open

Displays the name, contact information, id numbers, and
photos for up to 4 emergency contacts.

The selectors on the right side let you copy
father/mother/pickup persons contact information into
the emergency contact listing. To copy the information,
select the source in the drop box.

Displays the name, contact information, id numbers, and
photos for up to 4 additional authorized pickup persons.

Figure 6l.1:
=] Edit Attached Files = 52
EDIT ATTACHED FILES =
Display Name Date Filename:
reglatratlunl 1212312012 marka_registration. pdf J
|

m

Delete Close

FRORE

You can attach scanned documents and files to child records and open those documents from within a child’s records. To
attach files, simply copy the files into the designated files folder on your computer (selected on the System Setup screen
opened from the Setup Menu (c:\ccsage\ by default).) Next click Edit List, then click Add, and finally fill in attached file

information. You can select the file by clicking the ... icon.

Contact Information Screen Command Icons
Search: opens the find contact screen (figure 11)
List: opens the Contact List screen (figure 12)
Calendar: opens the calendar screen

Remind: opens the appointment reminder screen if there are current appointments in the reminder queue.
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Searching for a contact on the contact information screen:
Find: opens the find box

¢ | ¢ |1 of160

Enter Value For lastname Type: text

Cancel

(¥ou must separate symbols and values with a space)
(Click OK or press ENTER bo reset the contact fiter.)
(Please review the Seach Guide for search rules)

| st

Please refer to the search guide for search rules.
»[»> [F

|
If a search is performed and contacts are filtered, a blue
F for filtered appears next to the arrow selectors.

Fill Merge: fills a table with most of the information for the current contact. (Microsoft Word accesses the filled table for
the mail merge feature. This feature is explained in the Contact List section.)

E-mail: opens the default e-mail program and prefills the e-mail address for the current contact and the subject and body

selected from the email selector.

Appts: opens the Appointments screen and displays the appointments for the current contact in reverse chronological

order (the box beside the Appts button counts how many future appointments are scheduled with the current contact)
Journal: opens the contact journal screen for the current contact

Format: selects whether the current account is the master child account, or a payer account. If Payer is selected, the

medical related, and pickup person tabs are hidden.

Add/Copy

The Add Contact screen lets you add new contacts or copy existing contacts. It also lets you add siblings for existing
children, and payers for existing child accounts. To add a new contact, select the type of contact from the top of the
screen (figure 7). Depending on your selection, different boxes and options open. In addition, the various copy selectors

will open and select depending on your choice.

Figure 7a: Add Child
Add Contact

Add Add
Child Staff

First | Ml Last

Add Sibling of
Current Child

Add Payee for
Current Child

Add
Other

Copy
Contact

Category  Child [+] class [=]

Infermation to Copy from Current Contact

Address/DOB r Charges r Immunizations r

Parents r Payments r Medical Card r

Remarks [ Timesheets r Emergency Card [ Add Cancel
Center Information [~ Schedule F Pickup Persons F -

School Information [~ Rates r mﬁ

Adds new Child record. You can copy information from
the current child (the record you are on,) by selecting the
copy option checkboxes at the bottom left.

Figure 7c: Add Sibling
Add Contact

Add Add tAdd Sibling of | Add Payee for Add Copy
Child Staff i Current Child Current Child Other | Contact
First Jorge Ml S Last Aguilar

Category  Child

E| Class E|

Information to Copy from Current Contact

Address/DOB 2

Charges Immunizations r
Parents. ¥  Paymenis Medical Card r
Remarks [~ Timesheels Emergency Card [V

L4
Adds sibling record to the current child (the record you
are on.) You can copy information from the current child
by selecting the copy option checkboxes at the bottom

left. After you click Add, the new sibling is automatically
linked to the current child.

Center Information [  Schedule
‘School Information [~ Rates

Pickup Persons

i i
<]

Figure 7b: Add Staff
Add Contact

Add {Add" Add Sibing of | Add Payee for | Add Copy

Child istaff] Current Child Current Child Other Contact

First Ll Last

Category Staff |z| Class E
Add Cancel
[d

Adds new staff record.

Figure 7d: Add Payee

Add Contact
Add Payee for  Add Copy
Current Child Other | Contact

Add
Ml 5 Last Aguilar DCS

Child
[+] cess DCYl [+]

Add
Staff

Add Sibling of
Current Child

First Jorge

Category  Child

Information to Copy from Current Contact
Address/DOB ¥  Charges r
Parents v Payments r
U2 r Add Cancel
Center information [ =
e r 4

Adds payee record for the current child (the record you
are on.) You can copy select information from the current
child by selecting the copy option checkboxes at the
bottom left. The name of the class selected is
automatically added to the name on the new payee
record. After you click Add, the new payee record is
automatically linked to the current child.
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Figure 7e: Add Other
Add Contact

Figure 7f. Copy Contact
Add Contact

Add Add Add Sibing of | Add Payee for | [Add?  Copy Add Add Add Sibling of Add Payee for | Add Eopy
Child Staff Current Child Current Child | :Other; Contact Child Staff Current Child Current Child Other | :Contact:
First M Last First Jorge Ml 8  Last Aguilar
Category  Other [~] cass I~ Category | Child [+] Cass Three Year Olds-Yellow [~
Information to Copy from Current Contact
Address/DOB ¥  Charges I  Immunizations i~
Parents v Payments 2 Medical Card v
Add Cancel Remarks [  Timesheels [ Emergency Card [+ Add Cancel
= Center Information [  Schedule ¥  Pickup Persons i -
m" School Information [  Rates v mﬁ

Adds new visitor, etc record. Copy the current record.

Delete: removes the current contact as well as all related contact information from the system. It is very important that
you understand that the delete button not only removes the contact’s information from the system, but also removes all of
the timesheets, charges, payments, contact journal records, and meal records for the current contact from the system.

Family: opens the family view screen for the current child (Figure 5)
Search Guide: displays the field search rules

Print: opens a contact profile report that includes all of the contact information including payments and immunizations
where applicable (the profile report is different depending on whether the contact is a child, staff member, or other.)

Child Timesheet screen (Child specific screen labels will change for Staff Paysheets)

Monthly Billing Timesheet
Figure 8:

=3 Timachest
ik s cekis Child Timesheet
December 212

T We ™M w s

Wekly Totaks e Cwge  Tree

oo

1483

"7

TODAY 1RG0V eat -

| Monthly Totals
Daciey  [wsemy  weewsy | Monm |

6567 S61T.11
1N s

AN chugas i ILUT w emiad ermard 16 ot st

Ouick  Daich TS

8l 8 =

Cormusaties B8 Setup.

From et |
Monihly Balancs: §100,60
Ly Charpes

Uty Byt

| cowpes [oun et | 8 Sdfjom i seea|
551771 | Pormeots [Group Detet | Cumuntve | vesice Charge | ™

sqeat |

Weekly Billing Timesheet
Figure 9:
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The Child Timesheet screen graphically displays the
attendance timesheet for each day of the selected
month. If the billing period is monthly, the calendar
shows each day in the month (1-31). If the billing period
is weekly, all of the calendar weeks in the month are
shown. A calendar week goes from Sunday to Saturday.
For weekly billing periods, the first week may contain
days from the prior month, and the last week may
contain days from the next month.

The month at the top of the calendar is the month
shown. The buttons in each of the day boxes reflect a
count of the total number of hours attended for that day.
If you click on any of the hour count buttons on the
timesheet screen, the system lets you edit the arrive and
leave time for the date clicked and the meals record for
that day if the Record Meals checkbox is checked for the
current contact on the Contact Information Screen.

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.

Charge Accounts

Lets you charge accounts for the current family (child
and siblings) for any period entered. This simply uses
the Charge Accounts (Batch Charges) screen for only
the current family and for the date period entered.

This area lets you select a period to print bills for the current contact. The Bill Period Selected selector lets you pick the

weeks you want to print the bill for.
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Cumulative Bill: opens an account history bill grouped by the display selector (Monthly/Weekly) up to the To date showing
all charges and payments in separate columns. You can select weekly/monthly totals, or individual charges and payments
(if no dates are selected, the cumulative bill starts from the billing start date in the current contact’s Rates tab.)

Invoice Bill: opens an itemized quickbooks style bill for the current child for the period in the FROM and To dates showing

charges, and payments for the period on separate lines (if no dates are selected, the invoice bill calculates for the entire

month.) If you select a date in the calendar and click Invoice, the system will show an invoice bill for the day selected.

No day clicked/Daone clicked
Figure 8a:

Charges
Date
117252012
1210212012
120812012
1211612012
1211812012
1202312012
122412012
1212512012
1212512012
1212812012
12/30/2012

Charge
5100.00
5100.00
5100.00
5100.00

5269

Type
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E| ‘Weekly Childcare
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T

Delete: deletes the current charge (to
select the current charge, click on any
box in that charge’s row)

checkbox: charge is paid

Meals Area
Figure 8d:
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Meal Menu Selector

Figure 10:

MENU CHOICES SELECTOR FOR MEALS
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- Breakfast Cat1- Fomula
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Cat 3- Infart Cereal
Cat 4 Fluid Milk
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Cat 8- Juice

Cat 8- Fruits

Clgse
Reset

S horting Snack
Lu- Lunch

45- Bftzmoon Shack
5u- Supper

Es- Evening Snack

Day clicked and Track Meals
checked- Figure 8b:

Time Log
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Copy Scheduled Hours: copies scheduled
hours for the day shown into the timesheet
records for that day.

Charge Menu: opens the charge menu
which lets you charge predefined charges
to the day shown.

Record: store the added or edited daily
timesheet records.

Day clicked and Track Meals
not checked- Figure 8c:

Attendance: prints the daily
attendance report for the date
selected showing the number of
children arriving, leaving, and in
each class for each hour for all
scheduled attendance hours and
timesheet hours.

Done: hide the time log box and
update the calendar.

To record a meal for the current child, check the checkbox to the left of the
meal name (BR, MS, LU, etc.) The meal’s time will automatically be set to the
current time. You can edit the meal time by typing directly into the meal time
box. Once a meal is checked, the F button to the right of the meal is enabled
(turns from grey to black). To enter what the child ate specifically during the
meal, click the F button, and the Meal Menu Selector will pop up (figure 10).
Reset: clears the meal values for the current day

Print: prints the daily meals report

consumed for that meal.)

To select the menu items consumed, simple click Pick to the left of the
food item. You can click any item and that item will be added to the Food
Consumed box at the bottom. You can also type directly into the Food
Consumed box. If an item the child ate is not on the menu, you should
add the item to the menu by going to Menu Choices on the Utility Screen.

Once you click Close, the food consumed will be recorded, and the Meal
name box for the meal you just clicked will be highlighted in Green. (The
Meal name box will only be highlighted in Green if there is a list of foods-

ChildCare Sage By B & | Computer Consultants, Inc. (www.childcaresage.com) 2017

17



Find Contact screen
Figure 11:

=) Find Contacts 2
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combination of any of the white boxes on the
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Find Functions

Children Only- Exclude Payees
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Payers Only- Exclude Siblings
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Immunization Expire Date
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1

City State Z| Zip

Child School Information | Remarks

Name Record Meals
Address
Directions

Parent/s Room Parent
Name

Home Phone
Work Phone
Cell Phone
Email

D Number

Pickup Person

\Appointments
Date

Type E|

Description

find contacts screen. The system will search the
database for contacts matching the description.
If only one contact is found, that contact is
displayed on the contact information screen. If
more than one contact matches the criteria
selected, the Contact List (discussed below)
screen will come up and you will have the option
of choosing the contact you want to see, or you

can scroll through the contact list. Data can only

User Fields Check Box Date Number Text Selector
Disabiity last physical Father Work
Oceupational Father Occupatic

be entered on the find contact screen in the
KR e oo white boxes. Please refer to the search guide
o for search rules.

The User Fields areas at the bottom of the
screen only appear if the Category (left side,
half way down) is set to “Child” or “ Staff”.

Select an appropriate category in e Center inormason area 10 search ofer felds

Children Only- Exclude Payees, etc: returns active children and excludes all payee links and non-child contacts.

Families Only- Exclude Siblings, Payees, etc: returns 1 contact per family by excluding all siblings except the first one
listed in the sibling links, and by excluding all payee links and non-child contacts. Used for mailing lists, labels, etc.

Payers Only- Exclude Siblings: returns 1 contact per family by excluding all siblings except the first one listed in the sibling
links, and all payee links for all siblings

Age Bracket Filter: searches for children who will be turning the selected age during the current week. This is used to find
children who's rates will increase once they turn the selected age. After using this function, use the batch rates function to
change the rates for the children found.

Immunization Expire Date: searches for children who have immunizations expiring in the date period criteria entered.

Bill Owed: searches for children who have a balance matching the criteria entered.

Search: creates a filter based on your criteria and applies that filter to the database. If only one contact is found, that
contact is displayed on the contact information screen. If more than one contact is found, the Contact List screen displays
a list of all of the contacts found that match the criteria entered.

List: opens up the Contact List screen without applying any filters.

Search Guide: displays the field search rules

Reset: clears all criteria on the screen.

Close: goes back to the Contact Information screen

Saving Searches
You can save searches and recall them at any time. To save a search, enter your criteria, enter a search name and click
Save. To recall a search, select the search from the Recall Search drop box.

Contact List screen
Figure 12:
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The Contact List screen opens by either clicking the List button on the contact information screen, or if the criteria entered
on the Find Contacts screen returns more than one contact. The Childcare Sage has a list function that allows you to
individually select one/groups of contacts to use in batch functions, reports, emails, form letters, and labels. To turn on the
list function, click the Turn List Function On button at the top right. The list function lets you check or uncheck contacts
that will be included in the batch functions and reports. The list function is reset if you choose new search criteria on the
Find Contacts screen, or if you open and close the Find Contacts screen.

When the list function is off, the following options are available:

View Filtered Contacts: lets you scroll though the contact list on the contact information screen (to view all contacts; click
this button again or open and then close the Find Contacts screen.)

Goto Contact: opens the contact information screen for the contact to the left of the Goto Contact button

Report: opens the Report Menu screen

Search: opens the Find Contacts Screen

Close: goes back to the Contact Information screen

When the list function is turned on the following options are made available:

Fill Merge: fills the mail merge table with the names/addresses of the contacts on the contact list. After the table is filled, a
list of available mail merge letters appears (Figure 13.) You can select any of the letters that will automatically open in
Microsoft Word.

E-mail: opens the default e-mail program and prefills the e-mail addresses of the contacts in the contact list, and the email
subject and body of the email selected. (Emails sent to multiple recipients will automatically use the BCC line for email
addresses.)

Select All: selects all of the displayed contacts

Open Mail Merge Letter screen (To add more files to this screen, see the Childcare Sage User's Guide)

Figure 13:
=5l Mail Merge Files = =
OPEN MERGE FILES
Name
demol Open

Close

[1d

Calendar screen

Figure 14:
& Appointment Calendar. |£|
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The Childcare Sage has a built in appointment scheduling system to keep track of and remind you of parent conferences,
interviews, etc. The calendar screen graphically displays how many appointments you have for each day of the selected
month. The values next to the year and month labels under the calendar title specify which year and month is being
shown. The date in yellow at the top is the day being shown. The buttons in each of the day boxes reflect a count of the
total number of appointments for that day. A star next to the appointment count for any of the days shown means that you
have an appointment with the last contact viewed on that day. By clicking on any of the appointment count buttons on the
calendar screen, the appointments for that day will be displayed in the appointments list on the right half of the screen.

drop boxes next to the year and month labels at the bottom left of the screen set the calendar display
arrow buttons next to the entry boxes let you move between the year and month, respectively.

Month: displays all of the appointments for the month chosen on the appointments screen (figure 15)
Week (1..6): displays all of the appointments for the week chosen on the appointments screen (figure 15)
Enter: opens the appointment screen for the date in the date entry box

Close: goes back to the contact information screen.

Add: opens the expanded appointment entry screen to add a new appointment. The date for the new appointment will be
filled in with the date shown.

Delete: removes the appointment highlighted (to highlight an appointment, just click on any box in the appointment row
you want to delete)

Schedule: prints an hourly appointment schedule for the day shown

Print: opens the appointment list report

C: lets you graphically select dates (on the appointment list on the calendar screen, you must click C again after you
select a new date from the date selector screen.)

Exp (E): displays the current appointment in the expanded appointment screen

Goto (G): opens the contact information screen for the contact selected

Daily Ruler/Appointment Bar: the white and red bar visually shows when you have appointments scheduled for the current
day. Red means you have already scheduled an appointment during that time.

The ticks above the Appointment Bar let you easily add a new appointment on the Expanded Appointment (figure 16)
screen for the current day at the time clicked.

The ticks below the Appointment Bar let you change the time for an appointment. To change an appointment’s time, click
on the appointment time box you want to change, and then click a tick below the appointment bar.

When an appointment date, time, or duration are entered or changed, the system performs a check to make sure there
are no overlapping appointments. If any are found, you are informed.

Appointments screen Expanded Appointment screen
Figure 15: Figure 15a:
EE Appointments |Z|@[z B Expanded Appointment |£|
Date: Time: Duration Type Contact Description Ay APP OI NTMENT Appt with Last Cantact Yiewed
014232003 ﬂ F00AM 30 J irtro J Harris Woods j initial intervigw: -
= . - Dste  (01/23/2008 ¢| Contsct Haris Woods -] -]
014232009 ﬂ 10:00 AM 45 J parent conferenc J Alex, Baird j bad behavior
= Time: Type  j o | Aol by
ot2sr00s - 9:00 &M ype  intro |
C| 10:45 AW 43 J parent cunierencj Walter Grachy j had behavior lastatme
014232009 Q 11:00 &M 30 J interview J Regujie Breslin j getting to know parents Curetion 30 j
0142342008 Q 11:45 8M 30 J interview J Amir Mushkat j initial intervisw suitakilty mesting Descripinitial interview
014232009 Q 1215PM 45 J parent conferenc J Harold Bamfard j bad behavior

Close

APPOINTMENTS ot posse ik a0 Cﬁ % ‘;EJ E

The appointments screen shows a detailed listing of appointments. The appointments screen is opened when you click to
view a week or the month from the calendar screen, or if you to click the Appts button on the contact information screen
(this brings up all of the appointments in reverse chronological order for the current contact only.)

Appt with Last Contact Viewed: fills in the Contact box with the last contact viewed on the contact information screen

Calendar: is only visible if the appointments screen was opened from the calendar screen. If the calendar button is
clicked, the calendar screen is opened to the date formally viewed in it
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All of the other buttons on the Appointments screen have the same function as the appointment list on the calendar
screen.

When an appointment date, time, or duration are entered or changed, the system performs a check to make sure there
are no overlapping appointments. If any are found, you are informed.

Appointment Reminder screen
Figure 16:

B Appointment Reminder

Date Time  Duration Type Contact
EIZNZ.QEIEIAQ 14:45 30 j intro j & Cortez.
02/12/2004 ¢ | 14:30 45 - | parent conferenc - | Bon Carison

Description i
- | initial interview
-] bad behavior

DQHQIZDDAEJ 1345 30 - | intervisw - | sunckiLes - getting to know parents
APPOINTMENT REMINDER Al oy L
fil ¥ .

The appointment reminder screen appears before a scheduled appointment. This feature is activated on the Setup
screen. Depending on the settings on the Setup screen, the system checks for upcoming appointments on a selectable
interval. Appointments are checked by a selectable period in advance. (If the appointment reminder setup is: Check every

5 minutes with a 30 minute appointment warning, the system will check every 5 minutes for appointments between 30 and
35 minutes from the current time.)

C: lets you graphically select dates
Exp: displays the current appointment in the expanded appointment screen
Goto: opens the contact information screen for the contact selected

Postpone: adds the time in the box to the left of this button to the current appointment time.
Delete: removes the appointment highlighted
Close: goes back to the contact information screen with the current contact's information

Contact Journal screen
Figure 17:
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The caiendar above shows enfies in the childcare contactjoumnal. To see te specific enfries for a day, click on hat day fom
e calendar. Please seup he events you want fo rack fom the Choices screen in Uity Menu first

The Childcare Sage includes a contact journal system with 4 daily log types:

1) ajournal log to enter progress reports, achievements, milestones, comments, etc ,

2) anevent log to record accidents, illnesses, allergic reactions, comments, etc ,

3) achecklist log to track activities, meals, etc , and

4) adaily form log to track age specific information (diaper changes, meals, naps for infants, etc)
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Each entry type can be printed out by date range, and events can be grouped (figure 17a.)

The contact journal is broken into sides. The left side contains the journal calendar which shows if you have journal logs,
event logs, or checklist logs entered for that day (the journal and checklist boxes show XX if they have entries, the events
box has event abbreviations.) When any of the calendar buttons are clicked, the right side of the screen shows the daily
log type clicked. The daily form appears in its own window.

Journal log (figure 17b)

You can type directly in the top journal area. After journals are entered, they can only be changed on the day they were
entered. You can add more to a locked journal at any time by clicking:

Add More to Locked Journal: opens the daily journal editor to add more to the daily log (figure 17b)

Green selector below Daily Journal: selects whether to email journal entry to parent

Event log (figure 17c)
You can click Add New Event (figure 18c) to enter new events. Event logs cannot be changed once they are entered.

Checklist log
Simply check off the desired checkboxes. Checklist logs can be edited at any time.

Daily Form log
Simply enter information in the desired area. Daily form logs can be edited at any time.

Done: updates the journal calendar to show the logs added.

Print: lets you print the selected log type for the period selected. You can also filter the event log report by the event type,
and you can selected whether you want events to be printed grouped by event type, or in chronological order.

Close: goes back to the contact screen.

Figure 17a: Figure 17b:
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To add 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 needed. For each sibling, you enter their birthdate and
their class. 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 Batch Class Setup section in this manual.) To enter new families,
close this screen and come back into it.

To enroll children, you must enter at least the following:

1) child’s first and last name

2) child’s birthdate

3) child’s primary class (if applicable)

4) Timeclock ID for the children/parents if you want to use the ChildCare Sage Timeclock

Batch Rates & Schedules Screen Batch Rates & Schedules Find Contacts

Figure 19: Figure 19a:
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Search: opens the find contact screen (figure 19a) to filter the list on the left side of the Batch Rates & Schedules screen.
Select All: checks all of the listed contacts
Close: goes back to main menu

Copy Rates to Children/Staff lets you save the retrieved rates to the selected contacts.
Use Rates From:

Contact: load the existing rates from the selected contact

Schedule of Charges: load the rates from the schedule of charges entry selected

Replace Rates: clears the existing rates from the checked contacts accounts and copies the selected rates into it
Add Rates: adds the selected rate to the checked contacts accounts without deleting existing rates

Copy Schedule to Children/Staff lets you save the retrieved schedule to the contacts selected.
Load Schedule From:

Contact: load the existing schedules from the selected contact

Chart of Schedules: load the schedules from the chart of schedules entry selected

Replace Schedule: clears the existing schedules from the checked contacts accounts and copies the selected schedules
Add Schedule: adds the selected schedule to the checked contacts accounts without deleting existing schedules.

Copy Class Rates & Schedules to Children/Staff lets you save the retrieved schedule to the contacts selected.

Class: load the rates and schedules for the class selected (rates and schedules are setup on the Batch Class Setup
screen.

Replace Rates & Schedules: clears the existing rates and schedules from the checked contacts accounts and copies the
select class setup into it

Add Rates & Schedules: adds the selected class setup to the checked contacts accounts without deleting existing rates
and schedules.
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Child Billing
Figure 20:

CHILD BILLING

Charge Accounts

Batch Charge Entry

Batch Charge List

Barcode Charges

Schedule Tuition Direct Payments

Easy Charge: simplified batch charge accounts for children

Charge Accounts: batch charge accounts for children

Batch Charge Entry: batch chart entry of charges for children

Batch Charge List: batch charges for individual children / classes

Barcode Charges: batch charges for children by scanning items with a barcode
scanner

The Tuition Direct (EFT) Functions in the childcare sage let you schedule and post
ACH and Credit Card transactions:

Post Tuition Direct Payments

Charge for Tuition Direct Returns

o

Easy Charge:
Figure 21:

= Easy Charge

EASY CHARGE

Total Charges
55,452
Contact Date Amount  Type
Jorge 8. Aguilar 12/08/2014 ($8.00) Discount
E 12/08/2014 $80.00 Fixed
E 12/0712014 $100.00 Fixed
E 12/0812014 $80.00 Fixed

E 12/0712014 $100.00 Fixed

Description
Need Discount
Jorge S. Aguilar Childcare Charge

Joan C. Amico ‘Weekly Childcare

Joan C. Amico Childcare Charge

Barbara Anoskey ‘Weekly Childcare

Charge Day.

Prit Close
Calculate Charges :
2 S = 2 Show UnCharged
Period Week 5 Aot Post @ m‘.
e Calculate TSB Charges Only
Most centers Calculafe Charges & e begining of fe wesk / monf 1 chiarge e coniracied rale, fen Cacaiaie TSB (Timeshest Based) Chiarges Oriy &
e end of e week / month fo charge for ke pickup, sy and play, and ofer hourly based charges,

Cick Show UnCharged Accounts to double check hat al bilable child accounts were charged. i accounts were not charged, do the folioviing
1) g0 to the Usity Menu and cick Cleanup Database fen come back 1o fis screen and recharge fie accounis
2) select several accounts hat were not charged and check e rates in hose accounts

Charge Period: what period do you want to charge for

Start Day: any day in the period you want to charge for

Schedule Payments: schedule ACH and Credit Card Payments for child accounts
Post Payments: post selected ACH and Credit Card Payments
Charge for Returns: check for returned ACH echecks and charge for returned checks

Easy Charge is a simplified version of the Batch Charges /
Charge Accounts screen. It lets you easily charge rates for
a selected period of time. To charge rates, fill in the bottom
of this screen left to right. If your center uses fixed rates
(charged regardless of attendance) and timesheet rates
(charged only if the child is at the center,) you would click
Calculate Charges at the beginning of the week/month for
the tuition/contracted rate, and then Calculate Timesheet
Based Charges Only at the end of the week/month for
additional charges such as late pickup, stay and plays, and
other hourly based charges.

Calculate Charges: calculate charges for all child accounts for the time period entered using the rates in their account
Calculate TSB Charges Only: calculate charges for all child accounts for the time period entered using only the timesheet

based rates in their account

Show UnCharged Accounts: shows list of accounts that were not charged including last charge and payment, and balance
Post: record all charges shown to their respective accounts. No charges are applied to the accounts until they are posted.

The default password to post charges is: post

Charging Accounts:
Figure 22:

== Batch Charges

BATCH CHARGES

Charge Contact
7 Mort Aycock

™ Harold R. Bamford
[ James E. Bates
[~ Irene Berger

I~ William H. Blackmon |z| 05/0412014 $100.00 Fixed
I~ Malcolm Bondy

Delete Iﬂesetl

Description  Total Charges $5,600
Weekly Childcare

Date Amount  Type
|| osiwaiz014  $100.00 Fixed

|z| 050412014 $100.00 Fixed
|z| 0510412014 $100.00 Fixed
|z| 0510412014 $100.00 Fixed

Weekly Childcare
Weekly Childcare
Weekly Childcare
Weekly Childcare

|z| 05/0412014 $10000 Fixed Weekly Childcare

From
To

For Period
S
5

LCalculate Charges it Print Close

= Bl 8 ¥

Rates to Calculate All Rates
Charge Calculate TS Rates Only &
All But Agency Rates

Only Agency Rates

The Agency Rate Selecior ic used when an Agency pays for children baced on actual atendance, and the parent is responsible for any diflerence hie agency
doesn't pay. If your center uses tic billing method, run Batch Charges for Al But Agency Rates at the beginning of he month, and then run Baich Charges for
Only Agency Rates at e end of fhe monh for the enfire monh.
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Batch Charges lets you charge rates for a selected period of time. To charge rates, fill in the bottom of this screen left to
right.

For Period: the time period you want to calculate charges for (days, weeks, months, etc.) You can also enter multiple
days, weeks, or months into the date range. If you enter weekly periods, monthly charges will automatically be calculated
if the period contains the 1% of the month. (ie: if you enter 8/30/2016 to 9/5/2016, each day in the range will be processed
for daily rates, the week will be processed for weekly rates, and the month of 9/16 will be processed for monthly rates.)
***Please enter weekly periods from Sunday to Saturday (calendar weeks,)

=*Please enter monthly periods from the 1* to the last of the month.

THE SYSTEM WILL NOT DOUBLE CHARGE if you post charges for a week or month that you have already posted
charges for.

Rates to Charge: agency rates are generally based on actual attendance with a certain number of paid absences. Agency
charges are usually calculated at the end of the month when you have the child's actual attendance for that month. If you
have agency rates based on actual attendance, click All But Agency Rates when calculating charges during the month,
and then click Only Agency Rates at the end of the month to calculate agency charges for that month.

a) Calculate All Rates: charge all rates in the child’s account

b) Calculate Timesheet Based Charges Only: charge only timesheet based rates in the child’s account

Calculate Charges: uses rates for each child account to calculate charges for the time period entered.
Select All: selects all charges displayed to post. You can uncheck any charges that you do not want to post.
Post: record all of the checked charges to their respective accounts. No charges are applied to the accounts until they are

posted. The password to post charges is at the beginning of this manual and in the Installation Booklet that comes with
the Childcare Sage disk.

Most centers charge once a week or once a month.

Batch Charge Entry

Figure 23:
= Charges Entry 53
CHARGES ENTRY =
Contact Class Charge Date Amount  Type Description Program
Mahmood Pastor 210 | 1211272012 $3.00  Lunch [ ] Holiday Lunch [=] Reset |
Lucrecia Perez. 21EE 121212012 $3.00 Lunch El Holiday Lunch EE
Dan Seiden 20| 121212012 $3.00 Lunch [ ] Holiday Lunch [=] Resst |
Christopher Weber 210[7 ] 121272012 $3.00  Lunch =] Hoigay Lunch [] Reset ||
Wichael R. Wheeler 210]v | 121212012 $0.00 =] [ v] eseti| 3
Yz $0.00 [l [ Resct]
Setup Charges Entry List Tupe Lunch - Charge  Close
Class [=] Anchigren | statr | Description Holiday Lunch & E
Charge Date 12/12/2012 _select | Program [~] -

Batch Charges Entry lets you add charges to accounts in batch through a chart. To setup charges, fill in the bottom of this
screen left to right.

Charge Date: fills in the Date column with the date entered

Charge Type: fills in the Type column with the type selected (this lets you run reports to see how much you took in for
various charge categories)

Description: fills in the Description column with the text entered
Program: allocate charges/credits to cost centers

Amount: fills in the amount column with the number entered
Select All: selects all of the rows

Charge: applies charges to accounts (the Post / Charge password is at the beginning of this manual and in the Installation
Booklet that comes with the Childcare Sage disk.)
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Batch Charges List

Figure 24
=] Batch Charges £2
BATCH CHARGES |Bﬂsﬂ| Dekete | =
Contact Selector Class. Contact Add by lssame  Charge Date Amount  Type Program Description Apply Discount
Fiass Contact| 220/~ 1210/2012 | $10.00 Field Trip ™ Menu
Ciass | contact 0]+ | James E. Bates 1210/2012 | $30.00 Registration ™ Menu
class | contact 0~] $0.00 B Menu
Charges can be posted ip @ contact Bist, children in a ,oroa L lect which contacts fo post the expenses o in the Contact Selector. I you ciick Charge Close
Ciass, please sslect e class in e class drop down box:. I you click Contact, pleas celect the contact in e contact drop down box. (You can select the contact in eiher of e contact & %
drop dowm boxes.)

Instead of entering separate account charges into the charges tab for each child, you can enter charges in batch for
individual children or classes.

List/Class/Contact Selector: selects who the charge will be charged to. For the list choice, see the Contact List section,
class refers to the class selected to the right, and contact refers to the contact selected in the contact column.

Delete: removes the selected charge (to select a charge, just click on any box in that charge row)

Charge: post charges to accounts

Apply Discount: automatically discounts charge by the child’s discount % (on the left side of the rates tab of each
child/staff member)

Barcode Charges
Figure 25:

2 Barcode Charges

= If you want to use this function, we
BARCODE CHARGES .. preprs Charge Clgse suggest that you create a barcode
ChargeDate | 12/23/2012 | Seect|  Mathan Goldman|  [-] <] @f E sheet in Microsoft Word to scan from.
—— o To create a barcode sheet in Word,
Tipe e select the barcode font and enter the

3 sooo &l skt | barcode number.

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

To add charges, select the charge 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 charges 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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Child Payments

Figure 26:
Batch Payments Chart: enter payments from parents and payments to staff in batch
PAYMENT MEN Batch Payments List: enter payments from parents and payments to staff in batch
Late Payments: show accounts with a remaining balance and charge for late
..... . payments
Batch Payments List
Late Payments | The Tuition Direct (EFT) Functions in the childcare sage let you schedule and post

ACH and Credit Card transactions:

Schedule Tuition Direct Payments

ORI T L EE NCETE Schedule Payments: schedule ACH and Credit Card Payments from child accounts
Charge for Tuition Direct Returns Post Payments: post selected ACH and Credit Card Payments

Charge for Returns: check for returned ACH echecks and charge for returned checks

g

Batch Payments Entry

Figure 27:

= Payments Entry 8
PAYMENTS ENTRY Receipt | =
Contact Class Pymt Date Balance Payment Period Date  Description Source Program Paid By Check#
Wort Aycock 41UE 10/13/2014 | $650.00 | pp | $G50.00 | 10/13/2014 | Payment E E| Check E| 2233 Reset
Harold R. Bamford 520 | 10/13/2014 | $630.00 e | 8630.00 | 10/13/2014 | Payment [+ [+] Check ] 522 Reset
James E. Bates 420[- ] 1011312014 $0.00 P8 $0.00 | 10/13/2014 | Payment [+] (] (] Resst
William H. Blackmon 420 ] 1011312014 | $599.99 | pe || $509.99 | 10/13:2014 | Payment [+] [+] cneck [ 531 Resst
Malcolm Bondy ZZUE 10/13/2014 | $600.00 @ pp | $G500.00 | 10/13/2014  Payment E E| Check E| 763 Reset
Vernon Bono 310( <] 10/13/2014 | $600.00 P | $600.00 | 10/13/2014 | Payment [+ [+] Check [+] 123 Reset
Setup Payment Entry List Period Date 10/13/2014  Select Post  Print  Close
Class D Remove Search for Reset Al

EM} Staff | Description Payment Sibling Rows Account I 2 £ I & @ mﬁ

Payment Date 10/13/2014 select | Program E -

Instead of entering payments separately into each child/staff record, you can use the Batch Payments Entry screen to
enter payment information for many payments and post the payments to their respective accounts. You can autofill all of
the payment columns except the payment amount, paid by, and check # by filling out the Setup Payment Entry List area
at the bottom left. You then simply enter the payment amount, paid by, and check #, if applicable, in the respective child’s
row, and click Post. The system will only post payments that have a non-zero payment amount.

Receipt: prints receipt for the current payment
PB: copy balance to payment amount

Class: fills in the Contact column with all children in the class selected

Payment Date: fills in the Pymt Date column with the date entered

Period Date: fills in the Period Date column with the date entered (the period date is a day in the week/month that the
payment is paying for, ie: if parents pay on Monday- 1/9/12, for the following week 1/12/12-1/16/12, the payment date is
1/9/12, and the period date is 1/12/12.)

Description: fills in the Description column with the description entered

Reset All: clears screen of payment information

Post: applies payments to accounts (the Post password is at the beginning of this manual and in the Installation Booklet
that comes with the Childcare Sage disk.)

Search for Account: lets you search for a child’s account by the parent’s name
Remove Sibling Rows: filters list to only show 1 row per family

****x Batch Payments List

The batch payments list screen also lets you enter payments in batch, but you have to manually fill in each payment row
with all payment details, including contact, pymt date, period date, and description, just as you would on the payments tab
on the contact screen. The other commands on the batch payments list screen are the same as the Batch Payments
Entry above.

**+* Timeclock Loader please see the timeclock manual.
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Late Payments

Figure 28:
Late / Early Payments =
LATE / EARLY PAYMENTS SertbyBaance _pscendng | Oesconding | Delete | | eset] =
Charge Contact Date Amount  Type Program Description Last Pymt Amount Balance:
[v Donald M. Caplan J 121312010 $20.00 Late Payment J Late Payment Charge 06/08/2010 $100.00 $11062
[ Muriel Coleman j 1211312010 $20.00 Late Payment j Late Payment Charge 06/08/2010 $100.00 $108.40
¥ Carl Cameron j 121312010 $20.00 Late Payment j Late Payment Charge 06/06/2010 $100.00 $107.00
[T Dan Seiden j 121312010 $20.00 Late Payment j Late Payment Charge 06/06/2010 $5.00 $106.26
W George Friedman j 121312010 $20.00 Late Payment j Late Payment Charge 06/06/2010 $5.00 510484
[T Patrick O'Leary j 121312010 $20.00 Late Payment j Late Payment Charge 06/06/2010 $5.00 $104.67
[~ AlexJones J 1211312010 $20.00 Late Payment J Late Payment Charge 06/08/2010 $100.00 $103.62
[~ John T.Henderson J 1211312010 $20.00 Late Payment J Late Payment Charge 06/08/2010 $100.00 $103.49
[~ Irmgard Grueb J 121312010 $20.00 Late Payment J Late Payment Charge 06/08/2010 $3.33 $101.51
[~ Julia H. Phifer j 1211312010 $20.00 Late Payment j Late Payment Charge 06/08/2010 $3.33 $101.44
[T Jose R.Ramos j 121312010 $20.00 Late Payment j Late Payment Charge 06/06/2010 $3.33 $101.17
[T Efstathia A Siegel j 121312010 $20.00 Late Payment j Late Payment Charge 06/06/2010 $100.00 $101.04
Charge Date 12/13/2010  Select
Show Balances cl = 5-:0w Baances foshow astol ) Late/Early Charge 520.00 SelectAll Post Close
childrenffamilies who owe 4 balance. Enter fie
& amount and ;s daie. Select which scoounts Charge Type  Late Payment | Select Criteria @ E
you wiant o charge or credit, Click Post Program -
Description Late Payment Charge j j

The Late/Early Payments screen has 2 functions:

1) batch charge accounts for late payments

2) apply a credit to accounts for early payments

Both functions are used in the same way: the screen lists all accounts with a balance, it sorts the balances, you check
which accounts to charge or credit, you fill in the rows in batch, and you post the selected charges or credits.

We are always asked if it would be better to simply automatically charge for late payments. The problem with this is that
computers can't think. If the account has a balance, the system would charge for a late payment. But what if the balance
was only $10, what if the parent pays every other week, what if a mistake was made in the child's rates? It is much easier
for the user to actively select which accounts to charge for late payments, and then charge in batch, versus charging
automatically, and then backing out most of the late payment charges manually.

The early payment credit was added so that centers could incentivize parents to pay early. To explain this, here is an
example: A center wants parents to pay by monday, but many parents pay by friday. Instead of charging for late
payments, the center builds the late payment fee into the weekly tuition, increasing the tuition from $100 to $120 per
week. Anyone that pays on monday gets a $20 credit in their account, on tuesday they get a $15 credit, on wednesday
$10, thursday $5, and friday $0. This acheives the same result as charging for late payments, but parents now this as a
way to reduce their tuition, versus a penalty for paying late.

This screen works in a similar way to the batch payments entry screen. You autofill the columns by filling out the bottom
left to right. When you open the screen, click Show Balances at the bottom left. You can sort the list by balance by clicking
Ascending/Descending at the top right. Next fill in the charge information at the bottom center. Finally, check off which
accounts you want to charge, and click Post.

Show Balance: lists every active account that owes a balance

Charge Date: fills in the Date column with the date entered

Amount: fills in the amount column with the number entered

Charge Type: fills in the Type column with the type selected (this lets you run reports to see how much you took in for late
payments)

Program: allocate charges/credits to cost centers

Description: fills in the Description column with the text entered

Select All: selects all of the rows

Post: applies charges to accounts (the Post password is at the beginning of this manual and in the Installation Booklet that
comes with the Childcare Sage disk.)

Select Criteria: checks off rows with the criteria entered (if you type in "> 100", all accounts with balances over $100 are

automatically checked.)
Reset: clears all columns
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Timesheet Menu
Figure 29:

Batch Timesheets Chart: sign groups of contacts in and out in batch on chart
TIMESHEET MENU Batch Timesheets List: sign individual contacts in and out in batch on list

Batch Session Entry: sign groups of contacts in and out via defined sessions on chart
Batch Schedule Entry: change contact schedules in batch

:Batch Timesheets Chart:
Batch Timesheets List

Batch Session Entry Batch Timesheet Functions: copy schedules into timesheets, skip tuitions, and prorate
Batch Schedule Entry | accounts

**** Batch Timesheets List

Batch Timesheet Functions | The batch timesheets list screen also lets you enter timesheets in batch, but you have
to manually fill in each timesheet row including the contact, the date, and the times.
mﬁ The other commands on the batch timesheets list screen are the same as the Batch

Timesheets Entry above.

Batch Timesheets Chart

Figure 30:

E| Timesheets Entry |Z|
TIMESHEETS ENTRY ;I‘
Contact Clazs Timeshest Date Atrive Time  Leave Time  Hour Type
Jarge 5. Aguilar 11Dj 01/08r2009 800 AWM 2:00 PM j Reset Row
Joan C. Amico 41Dj 01/08r2009  2:00AM 210 PM j Reset Row
Mark b. Arnoult SQDJ 01/08r2009 758 AM Z2:00 PM j Reset Row
Walter R. Arnoult 42E|j 01/08/2009 205 AM  2:00 P j Reset Row
Mort Aycack 51Dj 010812009 215AM  2:30 PM j Reset Row
Setup Timesheet Entry List Load From Timesheets
Clazs j Al Children M Date: Select W 2
Date 01082009 Select Load Replace Existing Timeshests W J J

Instead of entering timesheets seperately into each child/staff record, you can use the Batch Timesheets Entry screen to
enter timesheet information for multiple children. You can autofill the Contact and Timesheet Date columns by filling out
the Setup Timesheet Entry List area at the bottom left. You then simply enter the arrive and leave times in the respective
child’s row, and click Record. The system will only record timesheets that have an arrive and leave time.

Class: fills in the Contact column with all children in the class selected

Date: fills in the Timesheet Date column with the date entered

Load From Timesheets: loads timesheets from the date selected. This is used to quickly copy timesheets from a previous
day into the date selected, or to edit timesheets in batch.

Replace Existing Timesheets: deletes existing timesheets for the contact and date selected before recording.

Batch Session Entry

Figure 31: Figure 31a:
-3 batchsessionentry - Form P o
BATCH SESSION ENTRY Sumlay [T Tumsay [r— Thaday Fuday Satuday
120050200 2 12100202 122 1201202012 1241 302012 1201472012 120150202
risme: Clatiname: A PMONT AM PM NT AM PM NT AM PMNT AM PMNT M PMNT AM PMNT u Session Entry Setup
™ Mark M. Auldndge Iwn\‘aarums-Nr:v BB i T EUEAT: i A Lol el (s Lbl  Start End
™ JamesE Gates FourYearOlos-Gl=| ™ ™ ™ It A (ol = | ] EEE: L ) [ Session 1AM 0800AM 1200 P
™ Irone Burger O Yoar Olds rrr rrr (e ICEr CIEIE rrr ) (1 i Session2 PM 1Z00PM  04:00 PM
I~ wamam H Blackmon  FourYear Gias-G[-] ™ 1 e Ll it | |y (S ] 5] R Session 3 MNT  0d:00PM 0800 P
™ Walcoim Bongy TmatewOslg] - F - |FT-F |FrrF |Frr |rFF- |FFF |FFF Session 4
™ verman Beno Inart-Back  [z] T T TErEr LIERE = EIEIE T (B AE e e T T e v
I PhilipD Gavgier Itk Black  |<] - I T G TS5 CACIE ] i AR end the first session 1 minute before e second session stars.
[ GlennADoarman  weteaxOeR{z] - I | rr |rrr |rrr |Frr |([FFPF |FFF
Setup Sessicn Lntry List Load From Timesheets m Becord  Prit g
Cas x| ancninren | L e | é 5 ¥ .
ot senc s | aphce SheiaTmetkest 71 Q) |1 D) Center Expense Tab on the Screen Choices
screen

Instead of transcribing arrive and leave times into child records, you can mark children present for time blocks using the
Batch Session Entry screen. You can autofill the Contact and Timesheet Date columns by filling out the Setup Session
Entry List area at the bottom left. You then simply check off the time blocks attended for each child for each day, and click
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Record. The system will only record timesheets for days that have a time block column checked.
Time blocks are setup on the Center Expense Tab of the Screen Choices screen.

Class: fills in the Contact column with all children in the class selected
Date: fills in the Timesheet Date column with the date entered

Load From Timesheets: loads timesheets from the date selected. This is used to quickly copy timesheets from a previous
day into the date selected, or to edit timesheets in batch.

Replace Existing Timesheets: deletes existing timesheets for the contact and date selected before recording.

Batch Schedule Entry
Figure 32:

Weekly Schedule Entry

£
WEEKLY SCHEDULE ENTRY =

Bescl 04/10/2011 04111/2011 0471272011 04/13/2011
Name  Row Armive \Arive |Ariv Leave

Leave Leave e Leave

Jorge oa:00AM  [0s:00 PM |5
Aguiar

420 -] |
Joan
Amico

301 |
Barbara
Anoskey

520 -1 |

0471412011 04/15/2011 04/16/2011
Leave |Arrive Leave A

e
I !
111 1

Arrive \Arrive

1
]
T 1 1

I ]
B
Ll

Setup Weekly Schedule Entry List Load From Schedule e
| Reseta |
Class | _Anchigren | state Date M R BROaSCBIEE Oy, mﬁ
Dale  04/10/2011 Select v Replace Existing i3 Record Schedules & Rates | g

At some centers, child schedules can change each week because parents work varying shifts; staff schedules can also
change each week since they are based on maintaining child-to-staff ratios. Instead of entering schedules separately into
each child/staff record, you can use the Weekly Schedule Entry screen to enter schedule information for multiple children
and staff for one week at a time. You then have the option of recording the schedules to the appropriate child or staff
member, and of using that schedule in a rate to charge for all scheduled hours (ChargeSchedule.) Please see the Rate
Functions section for an explanation of all of the billing and rate options.

You can autofill the Name and Date columns by filling out the Setup Weekly Schedule Entry List area at the bottom left.
You then simply enter the arrive and leave times in the respective child’s row for each day listed. (You can also select the
times from the Time Selector by clicking the gray button to the right of each schedule time box- figure 31a.) The system
will only record schedules that have an times filled in.

Time Selector Figure 32a:
TIME SELECTOR

1zam ||| 1am 1] 2am ||| 3am ||| aam | 1] sam || eam ||| zam ||| sam || eam [ roam || [11am |]]
azpi ||| 1em [0 2em || 3em ||| apm ||| sew | 1) ePm [ [ 7w ||| sPw || ePw |1 t0em ||| 11em |]]

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

Class: fills in the Contact column with all children in the class selected
Date: fills in the schedule Date columns for the week entered

Load From Schedule: loads schedules from the date selected. This is used to quickly copy schedules from a previous
weekly schedule into the week selected, or to edit schedules in batch.

Replace Existing Schedule/Rate: deletes existing schedules and rates for the contact and week selected before recording.

Record Schedule Only: Records schedules into the Current and Future Scheduling area on the child and staff records.
Record Schedule & Rates: Records schedules into the Current and Future Scheduling area on the child and staff records,
and also creates a new "chargeschedule" rate using the filled in schedule on this screen. The rate created simply copies
an existing "chargeschedule" rate but changes the schedule and rate start and end dates.
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Batch Timesheet Functions

Figure 33:
=] Batch Functions E3
BATCH TIMESHEET FUNCTIONS
Contact Selector Class Contact Add by lasname Period Timesheet Functions
Child E 3 3 Month | From select| Copysc & into Ti
Staff Week TO Select Mark Tuition Skipped for Period

Process Activities [~ Process Meal Counts / Activities for Period

Contact Selector Class Contact Add by lasimame  Prorate  Period ProRate Functions for Missed Attendance

List | Class | contact [~] ~| =|FD [+]Fmom Select Credit Chid Accounts for Missed Period
To

Select Clear Timesheet Records for Missed Period

These funcons are only avaiable for child accounis. Please select which contacts fo use in the Conlact Selecior. If you click Class, please select e class in e class Close
drop dowm box. I you click Contact, please select fie contact in the contact drop dowm box. (You can select the contact in eifer of e contact drop dowm boxes.) To copy &

inio T each contact | ) must hawe e current and fulure schedubs area filled in wilh Start/End dades and class.

List/Class/Contact/Child/Staff: selects which contacts the functions will run for.
Month/Week: selects the billing period for the contacts that the tuition functions will affect.

Copy Scheduled Attendance into Timesheet: copies the scheduled attendance hours into timesheet records for the
from/to date period for the contacts selectted. This function is used to fill out timesheets if you don't use the timeclock.
Mark Tuition Skipped for Period: skips tuition charges during the from/to date period. This function does the same thing as
clicking the S button on the timesheets screen to skip tuition charges, except that it automates the process for the
contacts selected for a specified period of time. This function is usually used if you don't want to charge tuition for a group
of children for a specific week.

Process Meal Counts / Activities for Period: checks of the meals the children had and the activities they participated in
based on their timesheets records. This function is usually used to remark meals and activities for past period, or after
incorrect meal service times are corrected.

Credit Child Accounts for Missed Period: This function uses the daily checkboxes on the fixed rate setup screen to
calculate the fixed childcare charges for the days that the center was closed (the Period selected), and then credits each
child for the childcare charges charged for those missed days.

Prorate: selects whether the credit should be FD (full day, 100% of the daily tuition charge,) or HD (half day, 50% of the
daily tuition charge.)

Clear Timesheet Records for Missed Periods: This function deletes timesheet records for the period selected. This is used
is conjunction with the Credit Child Accounts for Missed Period when the center is closed during regular business hours.

ChildCare Sage By B & | Computer Consultants, Inc. (www.childcaresage.com) 2017 31




Report Menu
Report Menu

Figure 34:
== Report Menu 2
! Receivables [ Wages 1 Biling | Meals { CACFP | Child / Staff Information | Timelog / Attendance | Sign-In Sheets | Deposits / Accounting Integration |
Contact Report | - =
E Charges and Payments Summary & Forecasting Childcare Charges By Type Payments Received
Label
Current Children Current Staff All Children All Staff Print T+ From Select
Select Contacts Last I List T e J 7] Notopad ord | Bec® To Select
Last List | Al =] T sekct | g
Period T @
Childcare Forms — — Recalculats Charges r o Select Net Income
z o ele
Childcare Center Policies = = Spit Payments. " Group By Day Wesk | Month From Select
cle :‘—
Childcare Agreement To Select
R ping Print SR
i Renronon Day | Week | Month Year | Total From Select Net Income A
Child Health Info By Contacts [~ By Classes [ @ To Select Met Income Program @‘
Child Medical Activity/Release Pay 4= Mok Received | Group By Moot Vear
Childcare Activity/Transport Account Balances
Chid Under 18 Months Last List| An | Wi LastPym [ __ Account Balances
Chid 18 to 36 Months O =l A leek o onabeet |
Sort By Class [ i
Child Older Than 36 Months ATy A ROt
Aging Charges Report
The Last/List/All selector for each report selects which contacts will appear in the report. Last Search Close
selects he last contact you viewed on the confact informaion screen, List selects e contacts you
checked on the Est screen (afier the List Funcon was umed on) and all disables his contact fller. “ &

For most reports you can select which contacts to run the reports for by clicking Last (Last Contact), List (Contact List), or
All. The system will only generate reports for the contacts selected.

Charges and Payments Summary and Forecasting: You can run summary reports that show received and/or expected
childcare payments and staff wages for any period by day, week, month, or year.

Grouping: how you want the report to show totals (by day, week, etc.)

Recalculate Charges: do you want the system to apply rates to recalculate past charges, or use already posted charges
By Contacts: group and subtotal the forecasting reports by child

By Classes: group and subtotal the forecasting reports by class

Account balance reports will combine the charges and payments of siblings that are marked to be billed together.
Account Balance Report: You can run a report that shows all current account balances (through the current week or
month- depending on the billing period,) with/without the last payment information.

4 Week Aging Report: You can run a report that shows the beginning balances, any charges and payments, and the
ending balance on child/family accounts for the last 4 weeks.

90 Day Aging Report: You can run a report that shows the beginning balances, any charges and payments, and the
ending balance on child/family accounts for the last 3 months.

Aging Charges Report: You can run a report that shows all charges not marked with a payment (this lets you separately
track payments for tuition vs registration vs late pickups, etc.)

Accounting and Summary Reports: (figure 34- Accounting Reports tab) You can run various accounting reports for the
selected date periods.

Childcare Charges By Type: You can export childcare charge tables to Microsoft Excel to create charts and graphs based
on the charges.
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Figure 34a:
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Figure 34b:
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Figure 34d:
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Billing Reports:

Childcare Bills: (figure 34a) You can run batch invoice bills for a selected period. (The Staff choice runs Salary and Wage
sheets.)
Include Zero Balance: selects whether bills print for children who have a 0 balance or a credit
For Period: which dates to show charges and payments for on the invoice bill
Convert Bills to PDF and Email: this will sequentially convert each bill to pdf format and email the bill to the
parent’s email.

Cumulative Bills: (figure 34a) You can run batch childcare cumulative bills that display the account balance and a
complete history of all charges and payments by billing period. (The Staff choice runs Wage sheets.)
Month/Week: selects whether charges and payments are grouped by week/month for grouped bills
Include Zero Balance: selects whether bills print for children who have a 0 balance or a credit
Convert Bills to PDF and Email: this will sequentially convert each bill to pdf format and email the bill to the
parent’s email.

Account Summary: (figure 34a) You can run an account summary report that displays the charges and payments during
the period selected. This report was designed for year end parent tax records.
Month/Week: selects whether charges and payments are grouped by week/month for grouped bills
Convert Bills to PDF and Email: this will sequentially convert each bill to pdf format and email the bill to the
parent’s email.
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Childcare Payment Receipts: (figure 34a) You can run a payment receipt report that displays a receipt for the last
payment on the account during the period selected. This report was designed to both print receipts in batch, and also for
centers that print receipts instead of bills.
Convert Receipts to PDF and Email: this will sequentially convert each receipt to pdf format and email the receipt
to the parent’s email.

Sort By Class: selects whether bills will be printed alphabetically or by primary class (if by primary class, the class is
printed at the bottom left of the bill)
Preview Bills to Email: selects whether each system previews each bill before emailing it

Meal Reports:

Meals Count Report: Creates a table that counts how many meals kids ate over the course of a week. This table was
modeled after the cacfp program meal count summary sheet.

CACFP Reimbursement Summary: Creates a table that shows reimburseable meals and tiers, along with center
information. This report was modeled after the cacfp reimbursement table.

Meals Production: Creates a list of foods and quantities needed for the menu calendar for the time period selected and for
the children selected (Last, List, All). The By Meal/By (age)/By Portion Level simply shows the number of meals served
with the food list by Meal, age group, or portion level.

Timelog/Attendance Reports:

Attendance Reports (figure 35) These reports are based on scheduled and/or actual attendance for a specific date and
are broken down by class. If your Center doesn’t have classes, please create a generic class in the Choices screen
and put each child into that class.

Attendance Report Selector

Figure 35:
1) Please select who you 2) Please select which hours you want 3) Please select the report you want io run with scheduled 4} Please enier e dale
wiant e repons run for? e reports based on? hours only? i run the report for?
| Child | Scheduled Hours Only {Weekly attendance count?: 08/11/2011 select
Staff | Scheduled and Timesheet Hours Daily attendance chart (Fam-8pm)?
Timesheet Hours Only Daily attendance chart (12am-11am)?
Scheduled hour reponts let you se2 which Daity attendance chart (12pm-11pm)?
i Print
children and =izl are supposed fo aiend. Daity empty capacity chart (Fam-8pm)?
Aﬂendance Timeshest hour reporis chow you which p p N
i i Dailty empty capacity chart (12am-11pm)?
Repor"l‘ children and staff did aiend.
] ; =
Combined T Daity empty capacity chart (12pm-11pm)? cancel
Selector scheduled fo atend along wilh any drop off Daily attendance listing?
children o unscheduled S Weekly attendance listing? mﬁ

Reports are selected by picking Child or Staff, which schedule/timesheets the reports are based on, the report needed,
and finally the date to run the report for. Daily reports run for the date selected, weekly reports run for the calendar week
of the date selected (Sunday to Saturday that includes the date selected.)

Each of these reports can be created for:

Report Runs For: Uses:
Scheduled Hours Only A specific date Children scheduled to attend on regular basis + drop off schedule
Scheduled and Timesheet Hours | A specific date Children scheduled to attend + all actual timesheets
Timesheet Hours only A specific date Children who came in on a specific date

(In the following report descriptions, reports show children/staff depending on the Child/Staff selector in area 1) in figure
35, and reports show scheduled or actual attendance depending on the hours selected in area 2) in figure 35.

Weekly Attendance Count: Counts how many children will be at the center for each class by the day

Daily Attendance Schedule: Lists how many kids arrive, leave, and are in class for each hour of the day selected. This
report also shows staffing requirements.

Daily Empty Capacity Chart: Lists how many empty slots are available in each class for each hour of the day selected.
This report is simply the class capacity minus the number of kids in each class from the Daily Attendance Schedule.
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Daily Attendance Listing: This is a class roster listing for the kids that are scheduled to attend on the day selected, along
with scheduled arrive and leave time.

Weekly Attendance Listing: This is a class roster listing for the kids that are scheduled to attend for each day of the week
selected.

Staff Schedule Chart (figure 34d) Prints a chart of the staff schedules for the week of the date entered. Schedules can
either be based on staff members (staff name as row headers,) or on classes (class name as row headers.)

Child Schedule Chart (figure 34d) Prints a chart of the child schedules for the week of the date entered. Schedules can
either be based on children (child names as row headers,) or on classes (class name as row headers.)

Waitlist Report: Prints a waitlist aging report for children whose category is set to waitlist. This report compares the child’s
age at the date entered, to the age ranges for each class setup on the Choices screen. It then looks at the empty
capacities for each qualifying class, and prints which classes are open for the waitlisted child.

Timesheet Logs: You can print out timesheet logs that list all of the sign in/out actions for selected children/staff. The logs

can be printed with each child/staff member on a separate page, or combined. The Monthly Attendance Count is a chart
that counts attended days for each child for that month.

Sign In Sheets:

Sign In Sheet (figure 34e) Prints various sign in sheets for the center. Although we always recommend that centers use
the Childcare Sage Timeclock, some centers prefer to use sign in sheets. We provide daily, weekly, and monthly sign in
sheets of various types, plus weekly bus run reports.

Include Class List: includes separate class list report with each sign in sheet that lists contact information and parents
Show Schedules on Sign In Sheets: add schedule on each sign in sheet including not scheduled (NS) label

Exclude Agency, Bus Run Classes: selects whether agency, bus run classes (set up on the choices screen,) are included
on the sign in sheets

Childcare Forms: We have incorporated select childcare forms into our system. These forms can be opened by clicking
the desired form name on the Report Menu Screen. You can change, update, or print any of the forms. The registration

forms are arranged to mirror the Contact Information screen to make entering child and staff information into the system
easier.

Contact Report Setup

Figure 36:
i *  The contact report setup screen lets you create a text
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e TS Frstiame P T— select a field, click the field in the All Fields list and then
poI
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Billing Start Date Age Recall .
g.::ggam s i % that the Report Fields rows were added. The
i ay 2 . . .
Busigie i fisid 2 Last/Contact List/All selection controls which contacts
bl g it aria e will be displayed in the report. Last only displays the
ey jeld <- . . .
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Endbue E———— and Contact list displays the list selected on the Contact
:tﬂzicwm f = [ase o= List screen.
Father Email Heact 2 =] [Ase Des|
Father Pager Number s Z| ,Eﬂ . .
:mz:uﬂi;":ﬂ;g | astname is automatically last grouping Print: pr|nts the report
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Center Functions
Figure 37:

Today’s Events: shows today’s appointments, today’s birthdays and the to do list
CENTER FUNCTIONS Activity Planner: plan daily activities for each class

Center Journal: displays daily logs and events for the center
Activity Planner
Center Journal Center Ledger: enter center expenses, deposits, withdrawals to compute center income,
Center Ledger generate end of year expense statements, and reconcile your bank account
LETH=ETIE Menu Planner: select meals that you will serve for different days and age groups
Batch Meal Entry Batch Meal Chart: mark child meals in batch for a selected week

[ d

Daily Activities screen

Figure 38:
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screen (see Find Contact section in this manual.)
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The Days to Show on the To Do List lets you select the date range for the to do list. If you select a number greater than 1,
the to do list will show to do list items for the selected number of days after the date shown in yellow. If you select All, all
to do items will be displayed regardless of the date shown. The to do list is grouped by to do type and date.

Activity Planner

Figure 39:

e Activity Planner T T SRy ; e |

et Intart: Black

The activity planner lets you create a daily activity chart for
A ] each class. The values next to the year and month labels
o o under the calendar title specify which year and month is
being shown. The date in yellow is the day being shown.
The text in each of the day boxes reflect which classes
have had activities set up for that date. To add or edit
activities for a specific day and class, click the day in the
J calendar and then select the class in the class selector on
the right side of the screen.
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D: removes the activity selected (to select an activity, click on any column in the activity row you want to delete)
Print: prints an activity chart for the week and class selected (weeks are Sunday to Saturday)
Close: goes back to the main menu.

Daily Time Bar: the white and red bar visually shows when you have scheduled activities for the current class and day.
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The ticks above the time Bar let you easily add a new activity at the time clicked. The ticks below the time Bar let you
change the time for the current activity. To change an activity’s time, click on the time row you want to change, and then
click a tick below the time bar.

Center Journal

Figure 40: Figure 40a:
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The Childcare Sage includes a center journal system with 3 daily log types:
1) ajournal log to enter center happenings,
2) an eventlog to track and schedule various center events including inspections, maintenance, etc, and
3) a checklist log to maintain a daily checklist to keep track of sanitizing, clean up, janitorial, etc.

Each entry type can be printed out by date range, and events can be grouped (figure 40b.)

The center journal is broken into sides. The left side contains the journal calendar which shows if you have journal logs,
event logs, or checklist logs entered for that day (the journal and checklist boxes show XX if they have entries, the events
box has event abbreviations.) When any of the calendar buttons are clicked, the right side of the screen shows the daily
log type clicked. The daily form appears in its own window.

Journal log

You can type directly in the top journal area. After journals are entered, they can only be changed on the day they were
entered. You can add more to a locked journal at any time by clicking:

Add More to Locked Journal: opens the daily journal editor to add more to the daily log

Event log
You can click Add New Event to enter new events. Event logs cannot be changed once they are entered.

Checklist log (figure 40a)
Simply check off the desired checkboxes. Checklist logs can be edited at any time.

Done: updates the journal calendar to show the logs added.

Print: lets you print the selected log type for the period selected. You can also filter the event log report by the event type,
and you can selected whether you want events to be printed grouped by event type, or in chronological order.

Close: goes back to the center menu.

Figure 40b:
Journal Reports

.?ournal Prirt

From Select i Ewent Type Chronologics]
Ta Select | Checkiist | crouped @
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Center Ledger

Figure 41.:
=] Center Ledger =
CENTER LEDGER -
Date Amount  Description Vendor Type Sub Type Program Location Paid Bank Account I3
05102014 || $3,000.00 | ren] [=] Rent r [=] Exo | copy
04/03/2014 (845.33) | Chidcare Payment Deposit E| Deposit Payments Received W BOA- Checking E Exp | Copy
04/05/2014 (851.20) | Childcare Payment Deposit E| Deposit Payments Received [¥ BOA- Checking E Exp | Copy
04/02/2014 || $2,438.00 | Rent [~ Rent [¥ BOA-Checking [~ | Exp | Gopy
04i01/2014 ($508.40)  Chidcare Payment Deposit E| Deposit Payments Received [¥ BOA- Checking E Exp | Copy
03/31/2014 (ST70.77)  Chiddcare Payment Deposit E| Deposit Payments Received [ BOA- Checking E Exp | Copy
0310712014 (595.00) | Childcare Payment Deposit E| Deposit Payments Received [V BOA- Checking E Exp | Copy
Add Vendor lz‘ GIL Acct lz‘ Year z‘ Show Add Recurring Expenses By Date By Type By Vendor Bank Acct Close
,_r %‘ Type lz‘ Location lz‘ Month z‘ <|> All for Month Selected
£ (@ subT: Payment T
etb i lz‘ et vpe lz‘ From c Fitter By Import Payments
Program |z| Bank Acct |z| To c Date Received & Payroll Paid Show Paid Entries Only [ Register

The Center Ledger tracks center income and expenses. You can enter all center expenses such as rent, utilities, food
costs, mileage, and the center ledger can automatically import all childcare payments as deposits, and all payroll
payments as expenses.

On the center ledger, deposits (credits) are (-) amounts, and expenses (debits) are (+) amounts. All deposits will have the
amount in parenthesis: ($1000) . When you print a Bank Acct Register, all center ledger amounts are reversed, deposits
become (+) amounts (increase balance) and expenses become (-) amounts (reduce the balance).

To enter an expense you can either click Add, Add Recurring Expenses for Month Selected, or Import Payments
Received and Payroll Paid.

Add: add a new entry on the Ledger Entry screen (figure 42)

Copy: Copies current entry

Del: removes the current row

Add Recurring Expenses for Month Selected: Adds the recurring expenses for the month and year selected at the bottom
of the screen. The system will not automatically add the recurring expenses each month. You can also add the recurring
expenses and then change the dates or amounts for any of the expenses. This saves time because you don't have to re-
enter the expense information for each month (expenses such as mortgage/rent, utilities, etc).

Import Payments Received & Payroll Paid: Automatically adds payments received as deposits and adds payroll paid as
expenses into the center ledger. This function remembers the last date that it imported and starts from there, or you can
specify a date period to import for (From/To.) The center ledger will remove prior imports for the same date period
selected before it imports new entries.

C: lets you graphically select the date to the left of the button

Filters: apply filters to the entries shown

Filter By Date: show entries for the period/range entered in the From/To

Show All: view all entries

By Date: prints and totals the expenses on the screen by chronological date

By Type: prints and totals the expenses on the screen by expense type

By Vendor: prints and totals the expenses on the screen by vendor

Show Paid Entries Only: only show entries marked paid on the By Date / Type / Vendor reports

Bank Acct Register: prints a bank account reconciliation report for ledger entries that are associated with a Bank Account
and marked Paid.

Ledger Entry: Figure 42
LEDGER ENTRY =

Entry Date

=] Amount

Descrigfion

Type |  Foriocaton -
Sub Typs |  Frogram -
wendor | GLAce -

Misnge

Date Padt c|  Geskaccount -
Fayment Type | PaymentGLAcc -
Checi e Recurrng 0]

Check Menms Print Check Cigse.

Apply Tme .
| I Time-Use % Apphed @ &|
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To add a deposit, put a (-) in front of the amount.

Apply Time Use % to Expense: multiply expense amount in current row by time-use percentage (for family centers only)
Print Check: prints vendor check (on 3 part, check on top check paper)

Menu Planner Calendar
Figure 43:

3 Merss Calendiar
cav 0373201 Menu Planner e S Feb
2 us Tu e ™

3
“TELEE

IR
r

gHE

The Childcare Sage includes a menu planner system in which you can enter food items that you serve to children, create
meal plans from those food items, plan daily menus from those meals, and create production reports for the foods you will
serve. You can also print out CACFP compliant menu charts, meal counts, and reimbursement summaries.

The menu planner calendar screen is broken into sides. The left side contains the menu calendar which shows the meals
you have planned for each day. Each day in the calendar has a meal counter for each age group (N/I/O/T/P/SA- Newborn,
Infant, Older Infant, Toddler, Preschool, School Age) that displays the specific meals (B/M/L/A/S/E- Breakfast, Morning
Snack, Lunch, Afternoon Snack, Supper, Evening Snack, respectively) you have already planned for that day. When any
of the counter buttons are clicked, the right side of the screen shows the daily menu for the day clicked. You can plan
what you will serve for each meal by selecting the meal name in each of the drop boxes.

Weekly Menu: (N/I/O/T/PISA): lets you print the weekly menu plan for different age groups. The reports print for the week
that includes the Week of date.

Serving Menu: (N/I/O/T/P/SA): lets you print the weekly menu plan with portion sizes for different age groups. The reports
print for the week that includes the Week of date.

Copy Menu area lets you copy planned menus from one time period (day, week, 2 weeks) to another time period. To
copy menus, select the From date (start date that you want to copy,) select the Days to Copy (how many days of planned
menus you want to copy,) select the To date (which date you want to copy the menus to), and click Copy Menu.

Close: goes back to the main menu Figure 43a:

i Meal Food List

FOOD LIST FOR DEFIMED MEALS -l

Daily Menu area: Oer i hckm o, i s
Food bem Sntintins Coingoriea
. Chicken =]
Reset: clears all of the meal choices for the current day. Wac/Chsess 6
Fluid Milk C4
Done: updates the menu calendar to show the meals planned.  |cue cs

D: shows the food items served for the meal selected (fig 40a) | e SR E

O - Ereat bk a4 Gransneas CH Uk Jukce
Cot 3. el Crraal ol Wabdesl Bl | Gl 8. Friske
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Batch Meal Entry

Figure 44

Meals Entry =
MEALS ENTRY =
Contact Class B/M|L|A|S|E | | BML|A|S|E |B/M/L|A|SIE |BIML|A|SE | BM[L|A|SE j
Jorge 5. Aguilar 21Uj oooooo | | D?I:I DI:II:ID |gooooo | DfI:II:I?D?I:ID W MM LI L) Reset
Joan C. Amico 4—‘101 MMM OO | | D | 'I:I?D |gooooo | | | b OO0 Reset
Barbara Anoskey 5101 oooooo | | D | _I:I?D |goooog |LJ 10| Resst
Walter R. Arnoult 5201 [z m | Dél:l DI:II:ID | Oogooo | |CI0I0) Resst
Mark M. Auldridge 5101 oooooo | | D?I:I DI:II:ID |gooooo | D?I:I I:IfoI:I U | MMM M ML Resst
Mort Aycock 4.201 o o | D?I:I DI:II:ID |gooooo D;I:l D;Dél:l U OOOOony) Resst
David Baer 5101 MEEOO0 | | Dél:l DEEFDED |gooooo o o o OO0 Resst
Harold R. Bamford 210;} Ogoooo | ogdooo | o joogooo igooood A ML LI L) Reset
Jerry Barrett s -| MEMMEO | 000000| 000000 | 000000 | 0ogood | OO0 OO0 Resst
James E. Bates 3101 ogooooo| |Oooodo | gooodo | gogodo | O F & O Reset
Irene Berger 3101 o= | DED DEDEDED |Ooooooo | ol | B O] Resst
William H. Blackman 510;} |Oooooo | gogooo g | 000000 Reset
Raymond .J. Boehmlein 320i | DED DEDEDED |Ooooooo| DED DEDED O OO Reset
Dan Balling 220i | DED DEDEDED |goooooo| DED DEDEDD | O] Reset
Walcalm Bondy 31ﬂj | DED DEDEDED |goooooo| M 0| 000000 Resst
Vernon Bono 21Dj | IO | = ojoooooojgooood ) o 000 | OEMO00 Reset
Setup Medls by st e MEs Frint Empty Chart PrintMeals ~ PEETCIkOMBed®SN | pecord po Close
Class «| Al Chidren Date Select -Beset Al gesiahe p b Existing ¥
Date - Select Load @ - @ ﬁnﬁqmvff:@ @ eas
Meals are automafically checked by efher using the Smeciock; or by eniering aciual aiendance mes on he Balch Timesheet screens opened from the Main Menu or from the chifd's afiendance screen. This screen is primanly for cenlers
that do not record actual aliendance and simply want fo rack which meals each child ake. j

You can use the Batch Meal Entry screen if you will not be using the timeclock to automatically check off which meals
children had, or if you are using the timeclock and you need to batch edit the automatically checked meals (for example, if
there are children that you track meals for, but they periodically bring a lunch.) On this screen, you can either fill in meals
from scratch, or you can load meals for any weekly period and edit those meal records.

To enter or change meal records, click All Children at the bottom right, or select a class, then click Yes. If you are entering
meal records from scratch, select a date at the bottom left and then start checking meals. If you are editing existing meal
records, select a date from Load From Meals, then click Load, and make any changes you would like. Once you are
finished adding or editing meals, click Record at the bottom right.

You can also print an empty meal chart for the children and dates, or a completed meal chart for the children and dates.

Class: fills in the Contact column with all children in the class selected

Date: fills in the Meal Dates columns with the date entered (Sunday to Saturday of the date selected)

Load From Meals: loads meal records for the children shown for the dates selected. This is used to quickly copy meal
counts from a previous week into a different week, or to edit meal records in batch.

Replace Existing Meals: deletes existing meal records for the contact and date selected before recording.
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Utility Menu

Figure 45:
Cleanup Database: repairs data entry errors
UILI Y MENU Find Dups: find duplicate entries (charges, payments, timesheets, etc)
Cleanup Database |F|ndDups | Report Display Setup | BaCkUD Database' runs the baCkup program
Hon ules Sep | Report Display Setup: opens the report display edit
Rochp Do | mesetmimeckockran | Meal Rules Setup: open the meal rules screen
Child/Staff Account Reset ‘ Copy Contacts Between Databases | ) . )
Load Reference Database | Reset Timeclock Path: resets timeclock path to c:\ccsagetimeclock\
Bk Deleto | (click this if the Childcare Sage Timesheet Loader stops working)
Copy Contacts Between Database: imports contacts from ChildCare
Upgrade Childcare Sage to ‘ E Sage backups (used to recover a child/staff person if they are
Ciferent version accidentally deleted.)

Child / Staff Account Reset
Figure 46:

=] Child/Staff Account Reset = |2
Child/Staff Account Reset Program

This function will reset selected accounts. All payments, charges, and timesheets for the
selected accounts before the Date To Reset On will be deleted. In addition, the Biling
Start Date for the selected accounts will be reset to the Date to Reset On. Please
BACKIP the Childcare Sage before running this function.

To Select Contacts:

1) open the contact screen from the main menu

2) dick the Binocular icon (Search) at the bottom left

3) enter contact criteria and dick the Binocular icon (Search) at
the top right, or dick List to see all Contacts

4) dick Turn List Function On at the top right

5) dick Select All at the bottom center

&) come badk to this screen

Date to Reset On 01/01/2013|
Carry Account Balances 2
Close
Reszet

Selected
Accounts

Some centers want to periodically (for example at the beginning of the year) empty their database of all child billing and
timesheet information. They want to "start fresh".

The Child/Staff Account Reset program clears all charges, payments, timesheets, and meal records up to the Date to
Reset On for selected child and / or staff accounts. The program also creates a backup before any changes are made.

You also have the option to carry forward any existing balances before the Date to Reset On. Existing balances are
simply entered as an charge in each account dated on the Date to Reset On. For sibling accounts, the system only enters
the charge on the first child in the sibling link.

Report Display Setup

Figure 47:
=] Report Display Setup = i3
REPORT DISPLAY SETUP =
Field Name: Field Width  Field Display Name
g 30 Address 1
address2 30 Address 2
affiliation 15 Affiliation
age 12 Age
birthdate 10 Birth Date
category 15 Category
city 15 City
classnum 16 Class Number

Close

L
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The report setup screen lets you customize the contact report screen report generator by typing in column labels and

column widths. For example, you can specify that the label for birthdate data be DOB and set the column width to 10
characters.

Meal Rules Setup

Figure 48:

& Meal Rules Setup ‘Llﬁl'il
MEAL RULES Br Ms Lu As Su Es
Rule Mame and Description Rule Ne In 01 Me In 01 Neln Ol Meln Ol Neln Ol MNeln OI
Breakfast: Fluid Milk + [Juice or Fruit or Yegetable cd+{c7+cB+cd)+ch »= 3 rC~ |(Crr|\recr |(recr |\recrjrer
LunchiSupper: 2 or more senings of Yegetables + #c7+#cd »= 2 rrr |\rrr |rc¥ |[rcr |[rc¥ [ rrr
LunchiSupper: Fluid Milk + Meat/Meat Altemative cd+cB+c7 +c8+05 == 4 | o o o ) o o o o o o
Snack: Any 2 from Fluid Milk, (Juice or Fruit or Ve (c4+c8)+c7 +c9+ch+ch »= 2 | I )

Br- Breakfast Az- Mtemoon Snack Cat 1- Formula Cat 4 Fluid Milk Cat 7- Veyetables Me-Mewhom Delete  Close

M35- Moming Snack  Su- Supper 1t 2- Breast hilk Cat 5 Grains/Breads Cat & Juice In- Infarnt

Lu- Lunch Es- Evening Snack Cat 3- Infant Cereal Cat B- Meateat Mtemative  Cat - Fruils Q- Qler %

Rule Definitions: Symbols:

Meal ruiles create simple Ingical statements in which the #iel  number of foods in meal that fallinto category 1 =
categories are replaced by numbers that signify or count the: el does any food in meal fall into cateqar 1

number of foods n the meal that fall into that category. S areater than or equal to

Rule Layout: = equal to

categom logic (space] [operator: > »==| [space) number [ ) izthere atlzast 1 food in the meal that falls inta any of the

categories in the parenthesis.

Sample Rules:

cl+c2+c3 >=3 Meal must cantain at least 1 food fram each categom listed; cat 1, cat 2, and cat 3

Hcl+lic2 >=2 Meal must cantain at least 2 foods from either cat 1 ar cat 2. or 1 from each categon.

[c1+c2)+c3+cd >=3  Meal must contain at least 1 food from either cat 1 or cat 2, and 1 food from each category: cat 2 and cat 3 ﬂ

If a center applies for CACFP Reimbursement, each meal served must meet food category requirements. Since the
Childcare Sage can be used to plan and print out menus, we have added the ability to check whether a planned meal
meets CACFP requirements. We have also added the ability to edit the meal rules that the system uses to check meals.
The predefined rules in the Childcare Sage meet current CACFP requirements.

A center might want to change the rules to go beyond the CACFP requirements if they choose. Most users should not edit
the rules.
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Setup Menu
Figure 49:

SETUP MENU

Edit Center Journal Events

Screen Choices Edit Center Journal Logs

Edit Contact Journal Events
Edit Contact Journal Logs

Menu Food Choices

Meal Setup

Chart of Schedules Setup

Childcare Forms Setup Schedule of Charges Setup

Pre-Defined Emails

Charge Menu Setup

WordMeroS TS Recurring Center Expenses

[.d

Initial Setup

System Setup screen Figure 50:
Hame

Fans ik o Tl g s b 3 ot

SYSTEM SETUP and SETTINGS

L — | Latintogs | 48 ot | 3 L Clart ot | U
File Directory Settings. Pan Aot Pan -
Enktcars Drectery clecaagn cciagn bancizry
[ — Cocsapn e wa
PotenDinciey  Clocaage Lot ion Drestery Ccragetocat Leritos

System Setup: opens the setup screen

Screen Choices: opens the data choices screen

Menu Choices: opens the menu setup screen

Meal Setup: opens the meal setup screen

Pre-Defined Emails: opens the emails screen

Word Merge Files: opens the edit merge files list screen
Edit Center Journal Events: edit center journal events
Edit Contact Journal Logs: edit contact journal logs

Chart of Schedules Setup: set up global batch schedules list
Schedule of Charges Setup: set up global batch rates list
Charge Menu Setup: open charge menu setup screen
Recurring Expenses: opens the recurring expenses setup

The System Setup screen in the setup menu lets you
select the directories for applications and files the
Childcare Sage uses, setup password protection for the
system, setup the appointment reminder system, and
setup various system functions. Please refer to the
Childcare Sage User’s Guide for other System Directory
settings information.

Figure 50a:
Fi Daeeiny Setings| Pt | Sytem Furtors/ et | Lot | Bl Nst | Sinin Shoet ot | Temeckich Loae | Dl S | e

Password Protect System [~

Tt St R Update

Fureed hasge View DM Change O
Cunk  Accing  Aceang

ogee
Load & Dwtauts | ’

§
sl ool 3] e ] e el

e
Admn PH s 411 Chdcare Sage Reguaeresd Ta  AEC Capcare
PteSohedue PW  update Chdcars Sage Webade Usar [ AECDI3Cae
Batch W past

Figure 50c:

i Doty Sty | Passmeds | Syvtem Furctiorn et Lo o | Bl Hotes | Sgn in Shoet bt | Tewcka Loates | Clerd Sehgs | Liims

Screen Labeds

Fuer Lot Fathed ’ -
WoRer Label  Momer

Omeriatet  Sgouan

b for n

Bl Labels
o
T i, e
Loge
et R
Figure 50e:
| Pasmntn | Laointogn | 14 Hoims | 5 Tmacicck Loades | Clant et | smes,

Timeckack 10 Setup
e G D b ety Shirga s TemeCiocs.

Timeclock Losder Setup

Himsisce Chcars Sage Timuhost setes with TirmCiock Tiseing F
Lo Ui Py ks TiClock -]
Lol Doy Contacts ks Trmacck ¥
TimmCiock Desciory cxcsagesmacioor]

Timesclock Loader FingerPrist Package Setup

17

[ Pasirds T Labes/Loge | B tokes | Sign in Stweet Nates | Tmeciock. Loade | Chert Sep| L
Fiat e U LastHame LegnD Fasawed  Peeemacns
sam [0 sam o ew RSOt w ] Deete |

=] _ou |

| ool mf 2ed f 20 B
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x x x x o Bt F = r Disciass D ks Ehkitarn Sage sarver [
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L £ Layout Sotwp Bt St T when duy wochested [~ | Opong Trs FIP Homt
FIP Usarmamms
x r inder Sedings
e—— r S P Pawars
LN P — [ —
— Tuithon Direct
Startup Functices Settings
Reports Setup Unerrame Rocord Functions
g T | Socw Tonsshaet s i 18 | P Lock Charges wad Pamasts r
Shem Remats inViews Bvtwan 30| 3¢ |us [ar | CemoscmSaes it Contact Dl B r
L - n00%
124 Bt Surcharge Descrpton. (. Conversence Fot
ory Searga | Fasernds | Syviem T Labmtuloga) 18 otve i in Gl Motes | Tmecloch Loades | Clerk e | ot
fe—
ot
e e
un
Comsivn
=
Cumann
st
oy
o
sy
e
g | Fasmnt | Labo/Logo | i ot | S I Shewt Hokes | Timecioch Loeder| Tt o0 U
o g
Clinnt Competer Semngs S
F (m T | o, e s sy
ot St
Cliont Bill Sottings el
- e
Satol  dccoe S| o oy Tew VD Tommese [
= Festervear | MinaPacoi  ShowhowBemcesctd [
= e
S
Poymees [ Govep ot |
Client Function Settings
ety Arva [~

ChildCare Sage By B & | Computer Consultants, Inc. (www.childcaresage.com) 2017




There are 8 built in password protection levels in the Childcare Sage. Password protection is cumulative meaning that
each higher level grants the rights and permissions of all lower levels. The levels from low to high are View, Change, Child
Accounting, Accounting, and System. The Password Protect System on/off checkbox enables and disables the password
protection features of the Childcare Sage. The row to the right of each functional password explains the functions
allowable under that password. The following table shows which functions are allowed for each password:

Function: View | Change | View Child Change Child | View | View Staff Change System

Child Accounting Accounting Staff | Accounting | Staff

Info Info Accounting
View single child record (locked) | X
View child information (no $) X X X X X X X
Change child information (no $) X X X X X X X
View child $ (cannot change $) X X X X X X
Change child $ X X X X X
View staff information (no $) X X X X
Change staff information (no $) X X X X
View staff $ (cannot change $) X X X
Change staff $ X X
View Center Expenses X X
Change Center Expenses X X
Edit Setup X X X X

Childcare Sage Website User ID: your user id to access your account on the childcare sage website

Format International Currency: The Childcare Sage can display currency in virtually any format that Microsoft Windows
can display. If you have set the Windows Currency to any format other than USD or $, please check this box.

Remind Upcoming Appointments: checkbox enables/disables the pop-up appointment reminder window
Reminder Time: sets the head start time that an appointment reminder box pops up before an appointment

Backup Data to ChildCare Sage server: selects whether you want your data to backup to our ChildCare Sage server
Backup Data to Your server: selects whether you want your data to backup to your server

ETP: enter your FTP account information
Backup Frequency: selects how often you want to backup to your server

Labels: lets you change the Father/Mother labels in the system to your preference (examples of other labels are guardian
1 and guardian 2, custodian 1 and custodian 2, etc.)

Logo File: points to your center’s logo saved in .bmp or .jpg format and copied to the image directory. (The area reserved
for alogois 1.5” x .5". Any size logo will print, but it will be automatically formatted to fit into the area reserved. Logos are
at the top left of bills, receipts, and paysheets.) If you don’t have Microsoft Word or Microsoft Office installed on your
computer, the Logo file can only be in .bmp format. You should only enter the filename and extension into this box, not
the path (logo.bmp, not c:\ccsage\logo.bmp)

Instead of using password levels to control what a user can do in ChildCare Sage, you can also add users to the system
and assign those users system protection levels.
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Choices Screen
Figure 51:

3 Setup Data Chaices.
SYSTEM CHOICES AND SETUP

Pease ciew i ot Hamtngs 1 soe il wae rhoees

This screen lets you customize selector
choices in the system. To add new choices,

Center Setsr | Record Sehp | CACFPARDA Mesks | Carticatons | ot [ Center Expanses | 6L ivendors | Actvibes/acots | Joumals Sehp
S ocoun T e simply type into an empty row in the
T i S a1 e . appropriate area. Any area with a vertical s_croll
G cunsens mm mcime G e e o[ e e e bar can hold an unlimited number of selections.
2 v e oo #: g o () v o [ @il | #a DE0R O
e o T ~RI-KI-KI-R1- o List of Classes: (figure 51)
e 0822 - K- K- o Ag- agency class (run reports to only show
T T Y] - E-WE-K subsidy balances)
e o NN R1- BR- bus run class (schedule bus runs)
= s ~EO- K~ R —— C/S Ratio: the maximum number of children
T T "NI-NI-RI-KI- ot Sl < you can have in the class per staff member
— =l el tlel 0lel tle TR (used for staffing reports)
Cap: the maximum number of children the
class can have in it (used for empty slot
O [ — e e reports)
Start Age/End Age: the age range for this
class. The column pairs are year and month.
Figure 51a: Figure 51b: _ -
= e e, = =

Portion Levels multiply the standard serving size of each

Child and staff user fields are used to store any required ]
food to create a Production Report.

information that there isn’t already an area for. Examples

include Parent Employer, Include Child in Directory, etc. i i )
Sponsors categorize meal production reports for different

To enter Selectors, put in the field name under the agencies.
Selector column, then close and reopen this screen.
Finally, click Setup Selectors.

Figure 51d:

oo fanan | s s | CATP A0 e | bt i ©

Specinl Flate Sullings

Bate Syateen Lesngn
R e Lt - e

The childcare sage uses time between shots to schedule
the next immunization due. If shot 2 is 6 months after shot
1, you would enter 0 years and 6 months in the due from
shot 1 columns.

You can use multiple discount programs for accounts.
Discount Programs only apply to rates where Apply
Discounts is checked.
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Figure 51e: _ Figure 51f:

ot g | B

You can link specific payment types to bank accounts
(checks, debit cards, etc.) The A/R and P/R checkboxes
tell the center ledger which bank accounts to import
Accounts Receivable and Payroll Paid into.

Figure 51g: Figure 51h:

o St | erd St | ) Gt St | e e I | ot Eoprern | bty s et

Appoimmanis To lia Lst CHM{TIa8 Soumnl Chaehlisn  Costir Josesal Chiehiist CHilAEIal Juwsal Evest Types
Tun -] | Ime < lme = [rers— Lo Ehroaint Lo [T —]
% ) | Dok ik 1l e o s - - G

The user fields tab screen lets you setup user fields on the child/staff screens. There are 12 of each user field; checkbox,
date, amount, text, selector. Each user field is searchable on the Find Contacts screen. To setup the choices for the
selector boxes, enter the selector field names under the selector columns for children and staff. Next close and reopen
this screen, go to the User Fields tab and click Setup Selector. On the Selector Setup screen, simply list the choices
under each selector title.

Immunization Setup: (figure 51c)
Due from DOB: period of time after birthday when first shot is due
Due from Shot 1-4: period of time after prior shot that the next shot is due, (first column is year,second column is month)

Mileage Rate: The per mile IRS deduction so that the expense system can automatically compute the mileage expenses.
Time-Use %: The percentage of household expenses that you can deduct from your business taxes because your home
is used as a childcare center.

Menu Choices

Figure 52:
3| Meal Menu Setup o 8] =
MENU CHOICES Piease select e Meals and Food Categones for each Menu fem. Pease enter e porfon sizes and labels for each Menu kem for fe Producion Regert. &
Food ftlem N I Ol T PSA BMLAGSE Cl C2C3C4C5C6C7C8C3 MNps Ips Olps Tps Fps SAps PRCr FRLabel SR Label =
# Apples (frash & sliced)| rFFIFIFIF |IFICICC|IC|r|r|r|r|jrjr|r|jrjr|(~ 0| 025|025 | 025 05 0.5 31ib cups i]ﬂ
# Applesauce reFwFF |Frircr | rfrircrr|r|rs 0025|025 | 025| 05| 05 13 #10can  cup s|u]
# Apricots (Canned) rFerFvviF (MICICICirir| r|r|r|rjr|rjr|riv 0025 (025|025 | 05| 05 863 #10can cup ﬂﬂ
# Fresh Pineapple (cored & slice [ (¥ | (W |V W |V T C T (CC | C|C|(rC | |r|r|(r ||~ 0025 (025|025 | 05| 05 4.5 1 unit cups ﬂﬂ
#Banana (fresh) CrFFFIFIF |FICCC|ICr| Cirjrjirirrjc|jrjv 0]025|02|025| 05| 05 640 401b oz iJL]
#Blueberries (frozen) VvV iv | VICC i r r|ir|ririr|rir|riv 0025 (025 |025| 05| 05 10 5lbbag cup i]ﬂ
#Cantaloupe, (fresh peeled &dic ™ (W | W [V [# (M |C T T (T T | C|C | C|(C|C|(C|(C|C|# 0| 025|025 | 0.25 05 0.5 287 Cantaloup cup i]ﬂ
#Fruit Cocktail (canned) rFFVviF [MICIC|ICiCir| C|C|(r|r|r|r(r|r|iv 002 (025|025 | 05| 05 863 #10can cup ﬂﬂ
#Honeydew (fresh, peeled & dic [ (W ¥ |V |V |V || T T (CC | C|C|C | |r | |(r|r|~ 0025 (025|025 | 05| 05 5.22 1unit cups ﬂi]
N- Newibom T- Toddier B- Breakfast A- Afernoon Snack Cat 1- Formula Cat 4 Fluid Milk Cat 7- Vegetables ps- Porion Size Delete  Close
L infnt P Preschoal M- Moming Snack S Supper Cat 2 Breast ik Cat 5 Grams/Breats Cat & Juice "PR- Producton Repart
OL Okder Infant Sh- Schol Age L-Lunch E- Evening Snack Cat 3 infant Cereal CatE MestMeat Alematve  Cat9 Frus SR- Serving Report @ & "

ChildCare Sage By B & | Computer Consultants, Inc. (www.childcaresage.com) 2017 46



To enter a new choice, type directly into an empty box in the Food Item column. For each food item that you enter, you
should also enter the age (newborn, infant or other) that the food is appropriate for, the meals during which that food can
be served, and the category/categories that the food falls into. The food item selector on the timesheet and meal planner
screens will automatically filter the food choices by the meal selected and the child age selected (newborn, infant, or
older.)

Portion Size: the average portion size for this food
Report As: the units to report the quantity of this food in on the production report.

S, U: check and uncheck all of the meal and age checkboxes for the current food item

Meal Planner: Meal Planner Food Selector:
Figure 53: Figure 54:
Meals =3 Meal Food Selector = B
Meal Planner Add  Delete Food tem _ - FOOD SELECTOR FOR DEFINED MEALS -
# Apples (fresh & sliced) Cheerios Banana Milk BF E
¢¢ | < | 10f152 5 | 5> [
Bagel, Mini Food tem For Meals Salisfies Categories
MealName * Bagel, Cream Cheese, Fresh Apples, Who  Cream Cheese. Plain, low-fat Apple Sauce| BMLASE c9
MealLabel Bagel Breakfast] Milk, Whole Asparagus BMLASE cr
T i T Banana BMLASE c9
ill this meal be served ta Newbomns? i Bran Bread BMLASE cs
“Will this meal be served to Infants™ ird Select Bran Cold Dry Cereal BMLAE cs
Will this meal be served to Older Infants? v Foods = Breast Milk BMLASE c2
Wil this meal be served to Toddlers? ) | Reset Brownies BMLASE C6
“will this meal be served to Preschoolers? i Test Cheerios B ch
Wil this meal be served to School Age Children? [~ Meal Food List
Can this meal be served for Breakfast? ~ Br- Breaidiast Cal 1- Formula Cat 6 Mea/Meat Alemaiive  Reset Closs
Can this meal be served for Moming Snack? ) | MS- Moming Snack | Cat 2 Breast Mk Cat7-Vegeibies
Lu- Lunch Cat 3- iant Ceredl Cat & Juice
Can thiz meal be served far Lunch? B As- Afiemoon Snack | Cat 4 Fiuid Millk Cat 8- Fruis
Can this meal be served for Aftemoon Snack? [~ BT EEETEIEs
: Es- Evening Snack <
Can this meal be served for Supper? - -
Can thiz meal be served for Evening Snack? m

meatfiter  n|1|o|T|p[sa| B |ms|w|As|su|Es | anf Close ms

You can enter an unlimited number of meals into the Childcare Sage that can then be used to plan menus.

Meal name: used to select meals on the menu planner calendar (figure 53). The cacfp menu charts only show the food
items that the meal is comprised of, and not the meal name. The meal name should be explicit enough so that you know
what foods make up the meal.

Add: clear screen to enter a new meal

Delete: delete the current meal

Select Foods: open the food selector screen to pick the food items that comprise the meal

Reset: clear the check boxes and food items for the current meal

Test Meal: compares the current meal food contents to the meal rules for the times that the current meal can be served

Meal Filter: only show meals that meet the age filter and/or the meals served periods (Breakfast, Lunch, etc.)
All: show all defined meals

Edit Merge Files List Screen
Figure 55:

E5 Edit Mail Merge Files M=l | The name of the merge file is displayed on the Open Merge Files screen.

| EDIT MERGE FILES LIST - Thefile name of the merge file must be exact and must also include the file

S R extension. Clicking on the down arrow displays a list of the *.doc files in the

dermo maimergedema doc — mailmerge directory for you to choose from. The sample merge file name is
=] mailmergedemo.doc.

Add Delere Close

2 Please see the Childcare Sage User’'s Guide to learn how to add more Form
|_+
@ E =l Letters that the system can use.
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Emails

Figure 56:

EMAILS T i TN e el e
e = ) [ 4
Emal ToLew  ANC

Emal Subject  Apportment Remindes

Crel Dady e for the appointment you hive schedued on at

¥ you cannol altend, please call us o
Thank you
Sincarely,

ABC Daycare

Chart of Schedules (batch schedules)

Figure 57:

5l Chart of Schedules

You can store unlimited emails in the system. To move to the next line in
the body box, press enter.

Edit Schedule
Figure 57a:

Class  One Year Olds- White Iz‘

CHART OF SCHEDULES

off Schedule Name
T~ One Year Olds- White
T~ One Year Olds- Silver
I~ Three Year Olds-Blue

[+] Gymnastics

one year old

One Year Olds- White]

g
@
@

Add o
Schedule

Start Date End Date

e |@

04/01/2014 | D5/31/2014, gy D

2

o
L

gleje

i

Check
Name One Year Olds- White 5 Echechib
Session 1

Start 5
End S| S0 O

Session 2

Arrive
Leave

UBUUAMEl A E | Arrive
W
on 02:00 Pl.lEl L E L] Leave
08:00 AM Arrive
Copy Schedule from Tue (=] & [~] 2
Other Schedules 0500 PM = | L [=] L] vLeave
Arrive
Copy Schedule from
Rate Hours Wed ﬂ ﬂ Les
Arrive
Cick e Copy bufn agan 0.~ Thu [
 fie schedule afer you Leave
select it fom the popup Arrive
schedule selector Fi O
Leave

Arrive
Sat
a0 Leave

The Chart of Schedules is a global list of schedules for contacts (children/staff/etc) at your center. Once the schedules are
set up, you can add the schedules into any account in the Chart of Schedules area at the bottom right of the contact’s
Center tab. The Chart of Schedules don’t require a start/end date.

Add Schedule: opens the Edit Schedule box to add a new schedule
Exp: opens the current schedule in the Edit Schedule box
Del: deletes the current schedule

Schedule of Charges
Figure 58:

=3 Schedule of Charges
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SCHEDULE OF CHARGES = I =
Rate Rate E]
off Rate Tile Charge Label StartDate  EndDate  Fixed
r | |z| Drop In Care Drop In Childcare Charge r EM
r |z| Gynastics 04/01/14-05/30/1« Childcare Charge 03/30/2014  05/31/2014 ﬂﬂ
r [=] Late Pickup Late Pickup Charge I e Dal
r Rate 2 Childcare Charge ¥ x| el
j Rate 3 Annual Registration Fee 1 ﬂﬂ
I Infant- Black || Infant- Black Childcare Fﬂﬂ
I~ One Year Olds- :|z| One Year Olds- Silver Childcare F ﬂﬂ
I~ Three Year Olds [+| Three Year Olds-Blue Childcare ~ EM

The Schedule of Charges is a global list of rates for
contacts (children/staff/etc) at your center. Once the rates
are set up, you can add the rates into any account in the
Schedule of Charges area at the bottom right of the
child/staff rates tab. The Schedule of Charges don't require
a start/end date.

Add Easy Rate: opens the Easy Rates screen to add a new
rate (figure 58a)

Add Rate: opens the full Rate Editor to add a new rate
(figure 58b)

Exp: opens the full Rate Editor with the selected rate

Del: deletes the current rate

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?

48




Add Easy Rate: Figure 58a: Edit Rate: Figure 58b:

EASY RATES Rate Tl Late Pickup Weekly Rates Weekly Rate For Days Attended Rate Schedube
Charge Labal  Late Prckup Charge 5 £0.0 £0.00
Rate Title Rate 9 e | k| - . ! Sun = Bl
Tyee ’7 BEngPered  Day = 500 soon | O o O teave
Chid Late Pickup | Annual Charge = = =
id Care p g AT R P ey [ s Evired $0.0 won ) "7 P[=IC] |01 Arrive
Charge Every Hour | Day Week 2Weeks. ‘ Month ‘ Figurs Net Ensered | Snins | Dasty Rates ety Sarcharge For Days Aftended Ll (] » [ Leave
Charge Label  Childcare Ch Day Rate s000 : s e e
arge Label ildcare arge Dby T Feate $0.00 H § Tee B o —
Spocisl Fu wu ’ = :ii?!w-_ll = |[] Leave
T 2 — e Hosars P Diay beform Dondy Rty 0 L g = p—
= - L Per Day bedore Daly FT Rabe 0 = e —
End Date c Aate Furctuns | Wed B ouss - |0] |01 Leave
1 Wourty Hates Shilt Rates = Al
Fayes Functons, = o L]0 - |01 Arive
Save  Ciose ! Hourty Rste $50.00 $0.00 O |™ B w0 210 Leave
m‘. Mirarum Hourly Mrutes. 0 $0.00 — —
el ] Extra Care Fumclions Agply Wiimun Hosrly Wnstss Kwars = Fri oo 1 |=jd
Rzund Hourty Unuees 0 = s |0 |0 Leave
This screen lefs you add e most commen childeare rates o chid accounts. Simply § in e screen top b bofom o o =0
With the type of e, hows ofen you want & charge i, what you want e charge fo say on e bils and sisiements, R i 5 Weeerd Howely Lisben Thraaheld o ‘i:::t| u..| sl [ .
Winen you want o siart charging , when you want fo end charging i, and how much you wiant &2 chage. S0 T Apply Rousd Hourly Minutes Mt = ! o O Lewe

Please see the Rates Guide at the end of this manual for detailed rate setup instructions and rate samples.

Charge Menu Setup Screen
Figure 59:

==l Charge Menu Setup 2
CHARGE MENU SETUP Hf fhe: charge i hourly, please enter the houry rate into amount. =
Tupe Amaunt Dezcription Program Hourly  Barcode
Lunch [¥] $10.00 LunchSnack =r | o
Registration Fee  [«| $30.00 Registration Fee =] ISl
Sunday Hours E| $6.00 Sunday Charges EHV

=] soo00 | [=1=&
i your center will use a barcode scanner 10 select chasge menu ilems on e Barcode Charges screen, you must first Delcte  Cse
enter e barcode for each charge menu ilem by clicking in the Barcode column for that lem and scanning he barcode. @ &

The charge menu is opened from the daily time log editor on the Timesheet screen. Charges can be for a fixed amount
(lunch, late fee, etc) or they can be for an hourly rate.

Hourly: specifies that the expense is hourly. When this charge is selected, the final amount will be the hours for the day
selected times the Amount.

Recurring Expenses
Figure 60:

=] Recurring Center Expenses £3
RECURRING CENTER EXPENSES S5 T
Day of Month  Type Vendor GIL Acct Expense Description Program | ‘
12 Rent -] -] $2,520.00 Monthly Rent -] 1=l
15 Utites = = 5350.00  Electricity =l
17 Utitiss = = 535.00 Water Bill =l
21 Utitties = [=] 560/00 Cable TV
Add Delete Close
= 3 ¥

You can setup recurring monthly center expenses that can be added to the Center Expense ledger. Recurring expenses
are added on the Center Expenses screen by clicking Add Recurring Expenses for Month Selected.

Day of Month: day of the month that the expense is usually incurred.
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Search Guide
You can search in any data stored in the system. All searches return a list of contacts/clients.

The system uses symbols to specify ranges and values:

Symbol | Meaning Field types for symbols

, search for multiple values in a field (value 1 or value 2) All fields

; search for range values in a field (value 1 and value 2) Number, Date fields

* wildcard before or after search string in field Text fields, Dates (PLUS search)

> greater than (value 1 > search string) Number, Date fields

< less than (value 1 < search string) Number, Date fields

= Equal to (value 1 = search string) (for text fields, omit =) Number, Date fields

<> Not equal to (value 1 < > search string) Number, Date, Text fields

>= greater than or equal to (value 1 >= search string) Number, Date fields

<= less than or equal to (value 1 <= search string) Number, Date fields

+ PLUS Search: use wildcards for dates Date fields

Null empty (<> null - not empty) Text, Date (use 0 for Number) fields
Examples:

Field Search String Meaning

Last name a,b,c find all last names beginning with “a” or “b” or “c”

First name steve,mike find all first names that are “steve” or “mike”

Birth date >= 2/1/1999;<= 11/31/2001 find all birthdates from 2/1/1999 to 11/31/2001

Birth date + 2/*[* find all birthdates in February

Birth date + 2/*[*;<=12/31/2000 find all February birthdates on or before 1960

Remarks *peanuts find “peanuts” anywhere in remarks

Phone null find all blank phone numbers

Phone 301 find phone numbers with area code “301”

Bill Owed >= 1000 find all bills owed greater than 1000

Time From > 8:00 am find all contacts who arrive after 8 am for the day selected

Class Num 240, 250 find contacts in class 240 or 250

AttendMonday Y find all Monday attendees

All text fields automatically have * after the search string: You must separate symbols and values with a space.
Time Use/Space % Calculation Guide

Home based childcare center owners can deduct expenses such as mortgage interest, appliances, utilities,
improvements, taxes, and supplies from their childcare business taxes. Because most of these expenses are for things
that are shared with the childcare business, they can be deducted as a business expense by multiplying the expense
amount by the Time Use %.

The time-use percentage is calculated using the following formula:
Exclusive use % + (shared use % x # hours spent on childcare/ total hours)

Exclusive use %: This is the percent of your home that is used only for your childcare business.
Shared use %: This is the percent of your home that is used regularly in your childcare business.

# hours spent on childcare: This is how many hours you spend on your childcare business in your home, over a period
of time. (Usually a year) These hours can include caring for children, preparing meals, planning, talking with parents,
interviews, etc. All hours that you spend in your home on these activities can be counted.

total hours: This is the total number of hours in the period or the year during which you were counting how many hours
you spent on your childcare business.

Example: Your house has 2000 square feet. 1 room in your house (10x20) is used exclusively for your childcare
business. 2 bedrooms in your house are used only by you and not in your business (10x15 and 10x10,) leaving 1550
square feet of shared use (2000-200-250). Over the course of a year, you spent 3000 hours on childcare business
activities in your home. (There are 8760 hours in a year.)

Time-Use % = 200/2000 + (1550/2000 x 3000/8760) = .3655 = 36.55%

This is a general explanation and may not apply to your childcare business.
Please consult with an accountant for your specific business
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Rates Guide

The Childcare Sage can accommodate and automate most billing rates that are used at child care centers. The billing rate
system works by applying one or more billing rates to an account. Each billing rate can automate one type of charge, and
each rate setup is completely customizable. Charge types include:

1) Fixed rate: charges a fixed amount regardless of actual child attendance

(weekly / monthly / quarterly / semi-annually / annually)
a) Fixed tuition/childcare
b) Fixed extra class charges (gymnastics, karate, etc)
c) Fixed membership charges (registration, etc)

2) Timesheet rate: charges an amount based on the actual attended hours (hourly / daily / weekly / monthly)
All of the timesheet rates can be set to apply to all hours at the center, only hours during a defined schedule, or any
hours outside of the defined schedule (such as attending on a non-scheduled day.)

a) Hourly rates
i.  Hourly rate
ii. late pickup
iii. overtime hours (beyond 8 hours per day, etc)
iv. non-scheduled day hourly rates
b) Shift rates
i.  Setcharge for morning and/or afternoon shifts
c) Daily rates
i. full day rates
ii. part-day rates (both part-time and hourly part-time rate)
iii. overtime days (beyond 3 days a week, etc.)
d) Weekly rates
i. full week rates
i. sliding weekly rate based on days attending + daily surcharge
iii. part-week rates (both part-time and hourly part-time rate)
e) Monthly Rates
i.  full month rates
ii. part-month rates (both part-time and hourly part-time rate)

You can automate any billing rate system by using as many individual billing rates as needed. In addition, you can have a
separate charge label for each rate so that charges in the bill are automatically itemized, and you can setup dates for
when each rate is active.

You can setup a global / batch rates list (Schedule of Charges,) from which you select rates for each child, or you can
setup Account Specific Rates that are only for an individual child/account. Most centers set up a Schedule of Charges with
all of their rates (infant 5 day full time, infant 4 day full time, infant 5 day part time, late pickup rate, etc,) and then use
Account Specific Rates for subsidy child accounts (since each copay and reimbursement for each child/family is different.)

If you have children on subsidy, you simply set up rates to automate each payer account. Generally the parent payer has
a copay rate, and the state payer is charged for each day attended or a daily rate times how many counted days are in the
month (weekdays, etc.) For some states (Idaho and others,) assistance programs work by having the parents pay a copay
for their childcare based on the number of attendance units for the child. Units are based on the number of hours that the
child is at the center each day. If your state and center require this special copay processing, please contact us to activate
this functionality in the Childcare Sage.

Wrong Account Balance Troubleshooting

The account balance is simply the charges — payments. If the account balance is wrong, the problem must be in the
charges or payments. If you link siblings together, the system calculates the balance by adding all of the charges from all
of the sibling accounts, and subtracting the payments from all of the sibling accounts. The problem can be in any of the
sibling’s accounts. If you don’t know which period the system charged the incorrect amount, run a detailed cumulative bill
and look for amounts out of the ordinary. You can also run a weekly/monthly cumulative bill to see if the amounts for 1
period are off.
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Setting up Billing Rates Step by Step:

When you set up a billing rate, please follow these steps:

Fixed Rates

1) check Fixed Rate if the child is charged a fixed amount regardless of whether they are at the center

2) enter the Rate Title (this is the name for this rate, the title is used to select rates to copy.)

3) enter the Charge Label (this is the description that will appear in the ledger and on the bills next to the charge.)

4) enter the Start and End Dates that the rate will be in effect (you can leave the dates blank)

5) select how often this rate will be charged in the Billing Period (this only refers to how much time the rate covers, not
how often the parents pay. ie: many centers charge $100 per week, but the parents pay every 2 weeks, this is still
weekly billing.)

6) enter the Charge Amount

7) select the day this rate will be charged in Charge Account On

8) if you want discounts to apply to this rate, check Apply Discounts

9) if this rate pays for attendance on specific days, check off those days under Rate Includes Attendance

Timesheet Rates

1) make sure Fixed Rate is unchecked

2) enter the Rate Title (this is the name for this rate, the title is used to select rates to copy.)

3) enter the Charge Label (this is the charge description that will appear in the ledger and on the hills.)

4) enter the Start and End Dates that the rate will be in effect (you can leave the dates blank)

5) select how often this rate will be charged in the Billing Period (this is different from how often the parents will pay the
childcare bills, and refers only to the intervals that the child will be billed for. For example, many centers charge $100
per week, but the parents pay every 2 weeks, this is still weekly billing.)

6) select how the timesheet hours apply to this rate in Apply Rates For:

a) select All Hours if you charge for every attended hour

b) select Hours Entered if you only charge for hours attended during the rate schedule

c) select Hours Not Entered if you only charge for hours/days attended outside of the rate schedule
d) select Shifts if you only charge by shifts for hours attended during the rate schedule

7) if you want discounts to apply to this rate, check Apply Discounts

All Hours

8) if this rate charges for each day after a specific number of attended days, enter the:

a) Days Per Week Before Charging (the system simply doesn’t count days attended before the threshold is
reached- ie: if the Days Per Week before charging is 3, the system skips over the timesheets for the first 3
days attended that week, and only begins to charge on the 4" day)

b) skip to Step 10)

9) if this rate charges overtime for a day or week after a specific number of attended hours, enter the:

a) Hours Per Week Before Charging or Hours Per Day Before Charging (you can only use one of these at a
time, and these disable all of the other settings for this rate.)

b) enter the Hourly Rate

c) skip to the Hourly Rounding Setup

10) if this rate charges a sliding weekly rate based on days attended, enter the Weekly Rates for Days Attended

a) if you charge a surcharge for specific days, enter the Daily Surcharge for Days Attended

b) skip to the Rate Functions section

11) enter the maximum Weekly Rate (if you charge by the day, enter the (daily rate x days open during the week))

12) if you also charge a weekly part-time rate:

a) enter the Weekly PT Rate (weekly part time rate)

b) enter the Hours Per Week Before Weekly Rate which is the number of hours when the rate changes from
the weekly part-time rate to the weekly rate

c) if you charge by the hour before the weekly part-time rate:

i. enter the Hours Per Week Before Weekly PT Rate which is the number of hours when the rate
changes from the hourly rate to the weekly part-time rate
ii. enter the Hourly Rate

d) skip to the Hourly Rounding Setup

13) if you charge by the hour before the weekly rate:

a) enter the Hours Per Week Before Weekly Rate which is the number of hours when the rate changes from
the hourly rate to the weekly rate

b) enter the Hourly Rate
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14)
15)

16)

c) skip to the Hourly Rounding Setup
enter the Daily Rate
if you also charge a daily part-time rate:
a) enter the Daily PT Rate (daily part time rate)
b) enter the Hours Per Day Before Daily Rate which is the number of hours when the rate changes from the
daily part-time rate to the daily rate
c) if you charge by the hour before the daily part-time rate:
i. enter the Hours Per Day Before Daily PT Rate which is the number of hours when the rate changes
from the hourly rate to the daily part-time rate
ii. enter the Hourly Rate
d) skip to the Hourly Rounding Setup
if you charge by the hour before the daily rate:
a) enter the Hours Per Day Before Daily Rate which is the number of hours when the rate changes from the
hourly rate to the daily rate
b) enter the Hourly Rate
c) skip to the Hourly Rounding Setup

Hours Entered

8)

9)

10)

11)
12)

13)

14)
15)

16)

if this rate charges for each day after a specific number of attended days, enter the:
a) Days Per Week Before Charging
b) skip to Step 10)
if this rate charges overtime for a day or week after a specific number of attended hours, enter the:
a) Hours Per Week Before Charging or Hours Per Day Before Charging (you can only use one of these at a
time, and these disable all of the other settings for this rate.)
b) enter the Hourly Rate
c) skip to the Rate Schedule Setup
if this rate charges a sliding weekly rate based on days attended, enter the Weekly Rates for Days Attended
a) if you charge a surcharge for specific days, enter the Daily Surcharge for Days Attended
b) skip to the Rate Schedule Setup
enter the maximum Weekly Rate (if you charge by the day, enter the daily rate * days you are open during the week)
if you also charge a weekly part-time rate:
a) enter the Weekly PT Rate (weekly part time rate)
b) enter the Hours Per Week Before Weekly Rate which is the number of hours when the rate changes from
the weekly part-time rate to the weekly rate
c) if you charge by the hour before the weekly part-time rate:
i. enter the Hours Per Week Before Weekly PT Rate which is the number of hours when the rate
changes from the hourly rate to the weekly part-time rate
ii. enter the Hourly Rate
d) skip to the Rate Schedule Setup
if you charge by the hour before the weekly rate:
a) enter the Hours Per Week Before Weekly Rate which is the number of hours when the rate changes from
the hourly rate to the weekly rate
b) enter the Hourly Rate
c) skip to the Rate Schedule Setup
enter the Daily Rate
if you also charge a daily part-time rate:
a) enter the Daily PT Rate (daily part time rate)
b) enter the Hours Per Day Before Daily Rate which is the number of hours when the rate changes from the
daily part-time rate to the daily rate
c) if you charge by the hour before the daily part-time rate:
i. enter the Hours Per Day Before Daily PT Rate which is the number of hours when the rate changes
from the hourly rate to the daily part-time rate
ii. enter the Hourly Rate
d) skip to the Rate Schedule Setup
if you charge by the hour before the daily rate:
a) enter the Hours Per Day Before Daily Rate which is the number of hours when the rate changes from the
hourly rate to the daily rate
b) enter the Hourly Rate
c) skip to the Rate Schedule Setup
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Hours Not Entered
8) enter the rates for non-scheduled hours and days outside the Rate Schedule Setup:
a) enter the Hourly Rate
b) enter the Daily Rate maximum
c) if you also charge a daily part-time rate:
i. enter the Daily PT Rate (daily part time rate)
ii. enterthe Hours Per Day Before Daily Rate which is the number of hours when the rate changes
from the daily part-time rate to the daily rate
ii. if you charge by the hour before the daily part-time rate:

1. enter the Hours Per Day Before Daily PT Rate which is the number of hours when the rate

changes from the hourly rate to the daily part-time rate
iv. skip to the Rate Schedule Setup
d) if you charge by the hour before the daily rate:
i. enterthe Hours Per Day Before Daily Rate which is the number of hours when the rate changes
from the hourly rate to the daily rate
ii. skip to the Rate Schedule Setup

Shifts
8) enter the Shift 1/Shift 2 Rates
9) if you charge a daily maximum for the shift charges, enter the Daily Rate

10) if you charge a weekly maximum including the shift charges, check Add Shifts to Weekly Rate and enter the Weekly

Rate

Rate Schedule Setup
For charging based on the Hours Entered, Hours Not Entered, and Shifts, you must enter the schedule that the rate is
based on. To enter the schedule:

1) check off the days that the rate applies to
2) enter the hours for shift 1 and shift 2 if applicable (you must fill in shift 1 before shift 2)

3) check off RS next to each time if you want the timesheet hours to be automatically changed to that time for charging

purposes. The times are only changed if the change results in a higher childcare charge. For example:
** Keep in mind that the actual timesheets do not change.

a) If you check RS next to Monday Shift 1 Arrive (8:00am), and the timesheet is 8:05am, it will automatically be

changed to 8:00am for charge calculations. If the timesheet is 7:55am, it will stay at 7:55am.

b) If you check RS next to Monday Shift 1 Leave (3:00pm), and the timesheet is 2:55pm, it will automatically be

changed to 3:00pm for charge calculations. If the timesheet is 3:05pm, it will stay at 3:05pm.

Hourly Rounding Setup

For Timesheet Rates, you can set a minimum number of minutes to charge, as well as setup rounding for any time after

the minimum. You can also setup how often during the day to apply the minimum, as well as when to apply rounding
including a threshold to round up or down.

If you don’t want to apply a minimum or rounding, leave the Minimum Hourly Minutes and the Round Hourly Minutes at 0.

Apply Minimum Hourly Minutes: (In the following, a timesheet entry is a start time and end time.)
a) Once- one time per billing period for one timesheet entry

b) Always- every timesheet entry

c) Daily- one time per day for one timesheet entry

Apply Round Hourly Minutes:

a) A/L TH- round both the arrive and leave to the nearest round time using the threshold

(if the timesheet hours are 3:04 - 4:10 with a 15 min round and a 6 min threshold, the rounded time will be 3:00-4:15)
b) A/L Max- every timesheet entry (maximizes the number of hours used)

(if the timesheet hours are 3:04 - 4:05 with a 15 min round, the rounded time will be 3:00-4:15)

c) A/L Min- one time per day for one timesheet entry (minimizes the number of hours used)

(if the timesheet hours are 3:04 - 4:05 with a 15 min round, the rounded time will be 3:15-4:00)

d) Period- round the total attended time per timesheet entry

(if the timesheet hours are 3:04 - 4:05 with a 15 min round and a 6 min threshold, the rounded time will be 3:04-4:04)
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Rate Functions

The Childcare Sage billing system includes 7 unique rate functions that are selected in the Rate Functions box in the
Special Functions area of the Rate Setup screen.

There are also 2 additional Payee Functions that you can apply to each rate. The Total and Subtract work with the payee
links across accounts to calculate any charges that will not be paid by one payee that can be charged to another payee.
(ie: Charge any amount the state will not pay back to the parents, figure out the parent copay if it changes depending on
the amount the state will pay for that week, etc.)

The rate functions are either fixed (charged regardless of attendance) or attendance based (charged only if the child is in
attendance.) Each of the rate functions will be explained in their own sections below. The 7 functions are:

1) ChargeScheduleContact (attendance based): this rate will charge for all the hours in the contact’s schedule (in the
center tab) that is applicable for the billing period, plus any additional hours that the child is at the center outside of their
contracted schedule (if the child was scheduled from 9am-1pm, but came in 10am-2pm, they will be charged for 9am-
2pm: 6 hours.)

2) ChargeScheduleContact_Min (attendance based): this rate will charge for all the hours in the contact's schedule (in the
center tab) that is applicable for the billing period, plus any additional hours that the child is at the center for more hours
than they were scheduled (if the child was scheduled from 9am-1pm, but came in 10am-2pm, they will only be charged for
4 hours.)

3) ChargeScheduleContact NTS (attendance based): this is a rate that charges different amounts depending on whether
the contact has any timesheets for the hilling period. If there are no timesheets, the rate will charge for all the hours in the
contact’s schedule that is applicable for the billing period. If there are timesheets for the billing period, the rate will only
charge for the contact’s actual timesheets.

4) CountDays (fixed): this rate will charge a fixed charge equal to the charge amount times the days checked in the Rate
Includes Attendance area that are in the current month.

5) MonthDays (fixed): this rate will charge a fixed charge equal to the charge amount times the days entered into the
Month Charge Days Setup box in the Rates/Discounts tab of the Screen Choices screen for the current month.

6) PaidAbsence (attendance based): this rate will charge for any days that the child was at the center for the current
month, plus any days the child was absent up to the number of days the child could have attended for the current month.

7) TimeClockHoursOnly (attendance based): this rate will charge for any days that have TimeClock marked in their
hourtype selector (all hours transferred from the timeclock automatically have TimeClock for their hourtype.)

ChargeScheduleContact

Centers that charge for actual attendance often charge for a contracted schedule plus any additional hours. The
ChargeScheduleContact automatically charges for all hours in the contact schedule (on the center tab of the child’s
record,) plus any additional timesheet (attended) hours.

This rate is simply a combination of a fixed rate (for scheduled hours,) plus a timesheet based rate (additional hours.)
Since this rate combines all of the hours together, it will not correctly for additional charge types, such as late pickups, or
stay and plays.

In terms of creating the rate, a ChargeScheduleContact is simply a weekly attendance based rate (figure 68b) that uses
the contact schedule plus timesheet hours to calculate charges.

This rate is ideal if the child’s schedule changes often. The rate will change automatically when you change the child's
schedule.
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For example:

If a child is scheduled to come in on Monday and Tuesday from 9:00am to 5:00pm, but they actually come in from 9:30am
to 5:30pm on Monday, and don't attend on Tuesday, the childcare sage can automatically mix the scheduled and actual
hours to charge the child from 9:00am to 5:30pm on Monday, and from 9:00am to 5:00pm on Tuesday.
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ChargeScheduleContact_Min
This rate is the same as the ChargeScheduleContact rate, with 1 difference. The child’s schedule is always charged, but
ADDITIONAL hours are ONLY charged if the child attends more than their scheduled hours each day.

This rate is ideal if the child’s schedule changes often, but you only want to charge the account for the number of hours
the parent scheduled.

ChargeScheduleContact NTS
This rate is the same as the ChargeScheduleContact rate, with 1 difference. The child’s schedule is charged only if there
no timesheets for the billing period. If there are timesheets, then only the timesheets hours are charged.

This rate is used primarily for state subsidy accounts to determine the parent copay at the beginning of the week (full
charge- state subsidy.) At the end of the week, once the actual timesheets are recorded, the copay is recalculated using
the actual timesheets.

Count Days

Some childcare centers charge a fixed amount each month that changes depending on how many days the child can
attend that month. Usually the number of days is based on weekdays in each month, or if the child only attends certain
days, such as Monday, Wednesday, and Friday, how many of those days are in the month.

Figure 62:
L — === A count days rate is simply a monthly fixed rate (figure 62)
st I . ﬁ « that has the daily charge in the charge amount, and the
. G == days the child can attend in the Rate Includes Attendance
= )l = area.

Specal Punctions. m
T e T S [

[

Month Days

Some childcare centers charge a fixed amount each month that changes depending on how many days they set up to
charge each month. Usually the number of days is based on days open during the month, or extended days available
during the month. The difference between Month Days and Count Days is count days can calculate (count) how many
specific days are in the month, whereas month days picks up a fixed number of days for each month and uses that
number. The fixed number of days for each month is set in the Month Charge Days Setup area of the Screen Choices
screen (figure 68a).
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Figure 63a:

Month Charge Days Setup
Charge Days Per Month
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A month days rate is simply a monthly fixed rate (figure 68) that has the daily charge in the charge amount.

Paid Absences

Most childcare assistance programs that pay based on actual attendance include a number of paid absences per month
that are covered. The childcare sage can automatically track the paid absence charges through the billing rate system and
add the number of paid absences into the childcare charges. Paid absences are added if the account has a monthly
attendance based rate and if the Balance box in that rate is set to PaidAbsence (or Total/Subtract + PaidAbsence.)

The number of paid absences are individually setup for each child by clicking the State Paid Absences Setup button on

the child’s Rates tab.

Paid Absence Setup

Figure 64a:

PAID ABSENCE SETUP Paid absences can either be based on calculating the
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Figure 64b:

Special Functions

Program B Apply Discounts O
Balance

TotalPaid&bsence
SubtractPaidAbsence

CountDays

TotalCountDays -

To have the system
automatically charge for paid
absences, select
PaidAbsence in the Balance
field of the state account daily
rate.

A paid absence rate is simply a monthly attendance
based rate (figure 65c¢) that adds charges for any paid
absences up to the number of monthly days specified in
the Paid Absence Setup (figure 65a).

This rate is used if you want to use the timesheets in the main childcare sage to schedule hours (for childcare and
payroll,) but only want to actually charge for attended hours.
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SAMPLE RATE SCENARIOS

Rates Area Figure 65:
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Rates Area Figure 67:
New Rates FixedRate [~ Weekly Rates. \We-ek'] Rate For Days Attended
Rate Tile 3 Vear Old Weekly Rate: 50.00 1Day $40.00 5Days  $150.00
Charge Label  Childcare Weekly PT Rate $0.00 2Days §75.00 6Days $0.00
I s ﬂ Hours Per Week before Weekly Rate: 0 3Days $105.00 7Days $0.00
— v = Hours Per Week before Weekly FT Rate 0  4Days $120.00
Apply Rates For e e EMEL Daily Rates Daily Surcharge For Days Attended
Daily Rate 50.00 Sunday 50.00  Thursday  $0.00
i
Daiy T Rate $0.00 Monday $0.00  Friday $0.00
Special Functions Hours Per Day before Daiy Rate: 0 Tuesday $0.00  Saturday  $0.00
— R e e e 0 Wednesday  $0.00
Rate Functions Hourly Rates. Shift Rates
Payee Functions =] EEE $0.00 50.00 [}
Winimum Hourly Minutes 0 50.00
Extra Care Functions Apply Minimum Hourly Minutes Always =]
Days Per Week before Charging 0 Round Hourly Minutes 0
Hours Per Week before Charging 0 Round Hourly Minutes Threshold 0
Hours Per Day before Overtime 0 Apply Round Hourly Minutes Period |
Rates Area Figure 68:
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Rates Area Figure 69:
New Rates FixedRate [~ Weekly Rates Weekly Rate For Days Attended
Rate Title Daily Overtime $B0.00 000 000
ChargeLabel  Childcare] 50.00 50.09 S0.00
Start & End Date: ﬂ ﬂ 4 000 SO00
0 50.00
Biling Period Day (] —
Apply Rates For s o= e Daily Rates Daily Surcharge For Days Attended
Daily Rate 50.00 50.00 $0.00
Hours Not Entered
Daiy T Rate $0.00 50.00 $0.00
e tretime Hours Per Day before Daiy Rate: 0 $0.00 $0.00
— e Hours Per Day before Daiy PT Rate 0 50.00
Rate Functions Hourly Rates. Shift Rates
Payee Functions Hourly Rate e 50.00 [}
Winimum Hourly Minutes 0 50.00
Extra Care Functions Apply Minimum Hourly Minutes Always =]
0 Round Hourly Minutes 0 Save  Undo  Close
0 und Hourly Minutes Threshold 0 Check hg @ mﬁ
Hours Per Day before Overtime 10 “% Apply Round Hourly Minutes Period =] ek b

Scenario # 1

You charge a fixed price of $100 per week for the 3 Year
Old Class.

Scenario # 2

You charge a late pickup charge of $5 per hour in 15
minute blocks, if the child leaves after 5:00pm M-F.

Scenario # 3

You charge a sliding weekly rate based on days
attended:

1 day: $40

2 days: $75

3 days: $105

4 days: $130

5 days: $150

Scenario # 4
You charge $10 for a morning shift that runs 10:00am-
12:00pm and $15 for an afternoon shift that runs

12:30pm-3:30pm M-F, with a maximum of $20 for the
day and $80 for the week.

Scenario #5

You charge $8 per hour after 10 hours for each day.
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Rates Area Figure 70:

New Rates FxedRate [ Weekly Rates Weekly Rate For Days Attended
Rale Title Childcare] 50.00 SO0 SO0
ChargeLabel  Childcare 50:00 S000 S000
Start & End Date ﬂ _ s0.00 80.00

0 $0.00
Biling Period Day
Apply Rates For Daily Rates Daily Surcharge For Days Attended
:i Daily Rate —h 52000 $0.00 $0.00
A fours ot Entersd J ¥
Daily PT Rate 50.00 $0.00 $0.00
Special Functions Hours Per Day before Daiy Rate —Ja 4 $0.00 $0.00
P— = e Hours Per Day before Daily PT Rate 0 $0.00
Rate Functions Hourly Rates. Shift Rates
Payee Functions E Hourly Rate. — $8.00 $0.00 ]
Minimum Hourly Minutes 0 $0.00
Extra Care Functions Apply Minimum Hourly Minutes. Always [+
0 Round Hourly Minutes 0 Save  Undo  Close
0 Round Hourly Winutes Threshokd 0 Check @ mﬁ
Hours Per Day before Overtine 0 Apply Round Hourly Minutes Period | £ 0

Rates Area Figure 71:

New Rates FixedRate [~ Weekly Rates Weekly Rate For Days Attended
P Childcare Weekly Rate: ~——j» 5100.00 1Day 50.00  5Days $0.00
ChargeLabel  Childcare| Weskdy T Rate 50.00 2Days 5000  6Days $0.00
start & End Date g o Hours Per Week before Weekly Rate 0 3Days 5000 7Days $0.00
—— rr— = Hours Per Week before Weekly FT Rate 0 4Days $0.00

= Daily Rates Daily Surcharge For Days Attended
R e Hours Entered J B IR,
= Daily Rate N $25.00 Sunday $0.00 Thursday  $0.00
Daily PT Rate $15.00 Monday $0.00  Friday $0.00
Specalianctions Hours Per Day before Daiy Rate 3 Tuesday $0.00  Saturday  §0.00
Program = s Hours Per Day before Daly PT Rate: 5  Wednesday  50.00
Rate Functions Hourly Rates. Shift Rates
Payee Functions [+ Hourly Rate —_ $5.00 $0.00 o
Minimum Hourly Minutes 0 50.00
Extra Care Functions Apply Minimum Hourly Minutes Always =]
Days Per Week before Charging 0 Round Hourly Minutes 0 Save  Undo  Close
Hours Per Week before Charging 0 Round Hourly Minutes Threshoid 0 Check @
Hours Per Day before Overtime: 0 ApplyRound Hourly Ninutes. Period +| s ¢

Rates Area Figure 72:

New Rates FixedRate [~ Weekly Rates Weekly Rate For Days Attended
Rate THlo Childcare e T $150.00 [Day 5000 5Days  §000
Charge Label  Childcare| Wesky PT Rate $100.00 2Days $0.00 6Days $0.00
Start & Enc Date g g Hours Per Week before Weekly Rate 30 3Days $0.00  7Days $0.00
—— e =l Hours Per Week before Weekly FTRate 10 4Days $0.00
Apply Rates For ours Enterea Daily Rates Daily Surcharge For Days Attended

d Daiy Rate $0.00 Sunday $0.00 Thursday  $0.00
Daly PT Rate 50.00 Monday $0.00  Friday $0.00
Special Functions Hours Per Day before Daiy Rate 0 Tuesday $0.00 Satuday  $0.00
p— =] Apy Dscouns Hours Per Day before Daiy PT Rate 0 Wednesday 000
Rate Functions. Hourly Rates. Shift Rates
Payee Functions [5] Hour Rate —p 5500 50.00 o
Minimum Hourly Minutes 0 50.00
Extra Care Functions Apply Minimum Hourly Minutes Always [=]
Days Per Week before Charging 0 Round Hourly Minutes 0 Save  Undo  Close
Hours Per Week before Charging 0 Round Hourly Minutes Threshold 0 Check @
Hours Per Day before Overtime 0 Apply Round Hourly Minutes Period | D 0

Rates Area Figure 73:

New Rates FxedRate [~ Weekly Rates \v:eu,« Rate For Days Attended
e Childcare Weekly Rate $0.00 1 Day $40.00 5Days $150.00
CrargeLabel  Grilacare] Weskiy PT Rate $0.00 2Days §7500 GDsys  §165.00
start & End Date R 5| Hours Per Week before Weekly Rate 0 3Days $10500 7Days  §175.00
——— e i Hours Per Week before Weekly PT Rate 0 4Days $130.00
Apply Rates For Hours Entered Daily Rates \%Su rcharge For Days Attended

4 4—‘ Daily Rate 50.00 Sunday §10.00 Thursday  $0.00
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Rates Area Figure 74:
New Rates FixedRate [~ Weekly Rates Weekly Rate For Days Attended
Rate Tile Childcare Weekly Rate: ——p 510000 10ay 50.00  5Days $0.00
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v T AIIIIINIEL D m o u oM
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:i Daily Rate —— 53000 Sunday $0.00  Thursdsy  $0.00
/‘ Daily PT Rate 50.00 Monday 50,00  Friday $0.00
sSpecal Funchanz Hours Per Day before Daly Rate 0 Tuesday 50.00  Saturday  $0.00
p— 5] Appy Oscounts Hours Per Day before Daiy PT Rate 0 Wednesday  50.00
Rate Functions. [=] Hourty Rates. ‘Shift Rates
Payee Functions E Hourly Rate 50.00 50.00 O
Minimum Hourly Minutes 0 50.00
Extra Care Functions Apply Minimum Hourty Minutes Always [=]
Days Per Week before Charging “Reund Hourly Minutes 0 Save  Undo  Close
Hours Per Week before Charging 0 Round Hourly Minutes Threshold 0 Check
Hours Per Day before Overtime 0 Apply Round Hourly Minutes Period +| i @ E

Scenario # 6

You charge $4 per hour up to 4 hours OR $20 for the
day beyond 4 hours. You bill daily.

Scenario #7

You charge $5 an hour up to 3 hours, then $15 between
3 and 5 hours, and $25 over 5 hours, with a maximum of
$100 for the week.

Scenario # 8

You charge $150 per week for more than 30 hours,
$100 for between 10 and 30 hours, and $5 per hour for
between 0 and 10 hours.

Scenario #9

You are open 7 days a week. You charge a sliding
weekly rate of $40 a day, and $5 off each additional day
(1% day $40, 2™ day $35, 3" day $30, etc.) If the child
comes in on a weekend, you charge an extra $10.

Scenario # 10

You charge $30 per day if the child attends more than 3
days a week.
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Rates Area Figure 75:
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Scenario #11

You charge $10 for stay and play if the child is at the
center between 12:30pm and 2:00pm.

Scenario # 12

For school age children, you charge $10 for early
dismissal and $15 for a no school day. The children are
normally at school between the hours of 9am and 3pm
and the cutoff for early dismissal vs no school is 3 hours

at the center.

Scenario # 13

Your normal center hours are 7am-4pm. For any hours
outside of those, you charge $5 per hour up to 3 hours

then $30 for the day.

Scenario # 14: State subsidized account with rate functions using total and subtract.

Sam Smith is a child on DCS assistance. There are 2 accounts for Sam in the Childcare
Sage, Sam Smith (for the parents) and Sam Smith DCS (for the state.) The accounts are
linked using the Payee Link with Sam Smith (parent) as the Master. The Sam Smith
(parent) account has a CountDays and Total special functions, with a monthly, fixed rate of
$15, and the Sam Smith DCS account has a PaidAbsence and Subtract special functions,

with a monthly, attendance based rate of $15 per day.

For this example, we will use September, 2014 in which there are 22 week days, and

assume that Sam Smith attended for 16 week days. The system can automatically calculate
that the state will pay $285 ($15 x 16 weekdays attended + $15 x 3 allowed paid absences),

and that the state would have paid $330 ($15 x 22 weekdays in the month) if the child

attended 19 or more days during the month. The system can then charge the remaining $45

to the parents.

TotalCountDays on Sam Smith (parent)
Figure 78a:

Paid Absence Fig 78c:
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SubtractPaidAbsence on Sam Smith DCS
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Tuition Direct (ACH and CC EFT Functionality)

The Tuition Direct system in the Childcare Sage lets you automatically collect payments from parent's bank accounts or
credit cards. Tuition Direct provides a one-stop solution for both electronic checks (ACH), and credit card processing
(CC).

There are many reasons why you should offer and encourage your childcare families to pay you electronically;
1) fewer headaches because you do not have to remind parents to pay their balances,
2) more secure than accepting cash which can be misappropriated,
3) more secure than accepting checks which can get lost,
4) more reliable than accepting checks because your funds will be automatically available in your account,
5) less time consuming because you don’t have to go to the bank,
6) easier to forecast income, and
7) less costly if you use check cashing services because the funds are deposited directly into your account.

The Childcare Sage makes it easy to sign up and start using EFT to charge your childcare accounts.

To provide absolute financial security for you and your childcare families, the Childcare Sage does not store any bank
account or credit card information. EFT in the Childcare Sage works by you entering the first transaction for each account
(checking, saving, credit card, etc,) manually. All subsequent transactions for the same account use the transaction 1D
recorded from the first manual tranaction.

You can set up multiple EFT accounts for each child or family, and you can change which account to charge at any time.
Adding new accounts for a child or family is as simple as manually entering the first transaction for that account.

After you have manually entered the first transaction for each child or family, you can use the Schedule Payments screen
to schedule EFT payments in batch.

Once EFT payments are scheduled, you simply go into the Review Scheduled Payments each day, select which
payments to post, and then click Post Scheduled Payments to post the transactions. For ACH payments, you can also
check for any returns (insufficient funds, closed account, etc,) and charge returned check fees.

If you have returned checks, you can post a new EFT transaction by clicking Post Manual EFT Payment on the payment
tab of that child’s record.

Setting Up EFT

Once you have received your username and password to use Tuition Direct, please enter it into the System Function tab
of the Setup screen.

Figure 80:

3] Setup £2
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Windows Setup Data Entry Setup Bill Past Midnight Setup Utility Functions
Use Microsoft Outiook for Email ~ Fiter Contact List On Contact Info Screen [ Bil Past Midnight [~ Backup Data to ChidCare Sage server  [#
J s e ™ | Auto Fil Payment Period Date [ Closing Time Backup Data to Your server [
Layout Setup Reset Schedule Times when day unchecked [~ Opening Time FTP Host
FTP Username
Show Medications (Meds) Tab r Appointment Reminder Settings e "
Show Care Plan Tab L il
Show Challah Orders. r Emind Hpcomeng Aoyl = Backup Frequency doys
Fowdee T 10 Tuition Direct Settings
Startup Functions =
Reports Setup Username Record Functions
T e e = Password Lock Charges and Payments B
Receipt Width 25 |50 | 45 [g5 | Charge Croct Card Surcharge I Hide Contact Delete Button r
Surcharge Percent:
Select 8.5 for fall page receipis, select smaller wiGhs for i 000%
docicoled recait e Surcharge Description CL Conveniencs Fes
Close
Load All Defaults %
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Setting Up Children/Families for EFT

Once a family agrees to use EFT, go to the child’s record (if there are siblings, and they are billed together, you only need
to set up EFT for one of them,) and click Use Payment Service in the Pymts tab. The Childcare Sage lets you select which
day the parent wants to be charged on, and how often the parent wants to be charged.

Payment Day: which day to schedule payments. This is usually used with ACH (electronic checks,) and is generally the
day a parent gets their direct deposit from work.

Pay Every: how often the parent pays. This can be weekly, biweekly, or monthly, and generally corresponds to how often
the parent gets paid from work.

Figure 81:
Tuition Direct [#
" . Add Tuition Edit Tuition Post Manual cc P
Use Tuition Direct [ Direct Direct Tuition Direct Now
Payment Day I.|Dndayz| Account Accounts Payment 2N
Pay Every P\I‘eekB

The next step is to manual enter transactions. You only need to enter transactions manually 1 time for each new account
(checking, savings, credit card, etc.) To manually enter a transaction, click Add Tuition Direct Account.

You can also charge accounts without storing any of the transaction details by clicking Pay Now.

ACH First Charge Credit Card First Charge

Figure 82: Figure 83:

TUITION DIRECT ACCOUNT SETUP TUITION DIRECT ACCOUNT SETUP

Initial Charge Amount $125.00 Post Initial Charge Amount $125.00 Post

Account Name Checking Account Name Visa Card|

Payment Information Settings Payment Information Settings

Description Childcare Payment Description Childcare Payment

Source = Source [=]

Frogram [+] Program (=]

Paid By Ck [+] Paid By VS []

Transaction Type m Credit/Debit Card Transaction Type  Check | Credi/Debit Card

Bank Account Information Credit Account Information

Payer John Smith Payer John Smith

Routing Number 29282923 Street Address. 123 Main Street

Account Number 9878272 Zip Code 20850

Account Type = Close Account Number 1782782728228277 Close

Account Sub-Type [3E| J Expiration Date 1018 J

% Security Code 232 &

Credit Card and Bank Account Informasion is not stored in fis sysiem. You must (Credit Card and Bank Account Informafion is not siored in his system. You must

charge each new Tuion Direct EFT account manually e first Sme it is set up. charge each new Tuiion Direct EFT account manually the first Bme it is sef up.
then posis new same account by using The system hen automatcally posts new charges lo e same account by using

@ ransaction code retumed from the first charge, a ransacfion code retumed from the first charge:

After you have entered the manual transactions, check the default account that you want to use when scheduling
payments.

Figure 84:
Tuition Direct _h 84 Wisa Card L
. _ B Add Tuition Edit Tuition Post Manual
Use Tuition Direct  [7 3 Direct Direct Tuttion Direct EEE7
Payment Day Monday z‘ Account Accounts Payment Now
Pay Every Weekzl &7
Scheduling Payments
Schedule Payments
Figure 85:
5] Tuition Direct Payment Scheduler = E3
TUITION DIRECT PAYMENT SCHEDULER * =
Selected Name Class Pymt Date Payment Amount
i.f Joan C. Aguilar Infant- Beige z 04/1372017 $80.14
[~ Jorge S. Aguilar School Age z 04/12/2017 $246.00
[~ Barbara Anoskey Two Year Olds-Red z 04/1772017 $262.00 |
I~ Mort Aycock Four Year Olds-Green z 04/01/2017 $370.00 |~
& [~ 50.00
Source of Total Balance Select Al | Schedule Close
Payment = Payments
Amount Fixed Charges Only Select If Balance = 0 ¥ %
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To schedule EFT Payments, click Schedule Payments on the main menu. On the EFT Payment Scheduler screen, you
can select who to schedule payments for, and you can change the payment dates and amounts. The date for each
payment is based on the Payment Day and Pay Every boxes at the bottom of the Pymt tab of each child. Once you have
selected which payments to schedule, click Schedule Payments.

Source of Payment Amount
Many centers use EFT payments for fixed charges, and collect other charges such as late payments, late pickups,
registrations, etc by physical check or cash. To only schedule EFT payments for fixed charges, click Fixed Charges Only.

Select All: checks all the payments for scheduling

Select if Balance>0: only checks payments who have a positive balance (debit)

Schedule Payments: schedules the selected payments (keep in mind that this only schedules the payments, payments
are posted on the Review Scheduled Payments screen (Figure 86).

Reviewing and Posting Payments

Review Scheduled Payments

Figure 86:

5| Tuition Direct Review and Pest Payments = 2
TUITION DIRECT REVIEW & POST PAYMENTS ¢ =
Select Name Class Pymt Date  Amount

i Joan Aguilar Infant- Beige [+] 0411372017 $80.14

v Jorge Aguilar School Age z 04272017 $246.00

™ Barbara Anoskey Two Year Olds-Red v | 0411712017 $262.00

W Mort Aycock Four Year Olds-Green |~ | 04/01/2017 $370.00 |=
[ -

Select for Date Range Selection Range Post Scheduled Close
Payments
Unselect Al From 04/01/2017 Select @*

Ti M2/
Delete Selected - 04 12201?% i

Check ACH
Returns

After you schedule payments, you can post the payments scheduled on or before the current day on the EFT Scheduled
Payments screen. You cannot post payments scheduled for future days.

To select which payments to post, you can either select a Payment Date range to check and then Post, or you can
manually check off selected payments to Post.

Select for Date Range: check off payments whose payment date is between the From and To dates in the Selection
Range box.

Select All: check off all payments

Delete Selected: delete the checked payments (this is permanent and will remove the payment from the EFT scheduling
list in the Childcare Sage.)

Post Scheduled Payments: posts (uploads) the selected payment information to the EFT Merchant Processor.

Check ACH Returns: checks all submitted ACH transactions for returns. If returns are found, the original payment amount
is set to 0 and the EFT Returns screen opens.

You can also check for ACH Returns. The Childcare Sage will automatically check for any new returns since the last date
that you checked for returns. We recommend that you check for returns each day when you post ach payments.

Processing Returns

If ACH returns are found, the EFT returns screen lets you charge a returned check charge to accounts which have had a
return.
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EFT Returns

=3l Tuition Direct Returns b
TUITION DIRECT RETURNS SortByBalancs  Ascending | Descending Detete | | Reset |
\Charge Contact Date Amount  Type Program Description Last Pymt Amount Balance
g ] 50.00 =] $0.00 $0.00
Charge Date Select
Show Returns. ‘Click Show Balances o show a Fstof Rehurn Chary Post Close
chisiren/famines wiho ovie 3 baiance. Enier e e SelectAl
amount and fie date. Select which accounts Charge Type  Returned Payment e E‘
jou wint 1o charge o credit. Cick Post MRERECRE
X s g =l Returns
Description Returned Payment Charge

Show Returns: shows returned ACH transactions

The Charge Date/Return Charge/Charge Type/Program/Description let you set up the returned ACH charge entry.

Select All: select all accounts to charge

Skip Checked Returns: the system will keep showing returned ACH transactions until you charge a returned ACH fee, or
skip the return

Post: charge the returned ACH fee to the selected accounts
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Payroll

The ChildCare Sage Payroll system is simple, flexible, and complete. You can set up and change tax tables,
required/mandatory deductions, elective deductions (health insurance, retirement, etc,) and extra withholdings/
garnishments to meet your payroll needs. The Payroll system uses our flexible billing system to automate and calculate
your staff wages. You can even mix salary wages with extra day and overtime rates, set up different wage rates for
different days (if you pay extra on weekends,) and even set up daily bonus pay if the staff works more than their regular
hours.

To keep things simple, the payroll system in the childcare sage uses a simple step by step process to calculate wages,
run payroll, print checks, and print quarterly and annual tax withholding reports.

Important Payroll Information

The Payroll Functionality In the Childcare Sage is designed to help
automate your center’'s payroll. We have designed a lot of flexibility
into the payroll functionality so that it can meet the needs of our users;
including the ability to change tax rates, change deductions, and
exempt deductions from taxes. Because of this, we ask that you
please double check your payroll setup and the final withholding
amounts with your accountant. All of the responsibility for payroll
processing and tax withholding lies with the childcare center.

Setting Up Tax Tables:

Figure 88:
Tax Tables Setup
| Federal Tax Table Single Married
TAX TABLES '
Please enler fie tax bles fo e fight. Each Mirimum Mawimum Percent =+ Mirimumn Mawimum Percent  +
Use this screen 1o enfer and edit tax ishles for Payroll. bracket stans fom the minimum dolar and goes vy .
% §0.00 $2.250.00 0.000% §0.00 $8.450.00 0.000%
e L oo me e L 2,250.00 11,325.00 10.000% 2,450.00 26,600.00 10.000%
et gide of iz screen. Dependent deductions are $3,000 10 $5,000 inciudes $3,000 but dossat 42,280, $11.325, L G [ 48,450, $26 E00. L .
MR VRKISy: 2109 o Cach il Ineanbe include $5,000.) §11.32500  §39.150.00 15.000% $26600.00  $82.250.00 15.000%
SEatelaciet $3915000  $91,600.00 25.000% $8225000  $157.300.00 25.000%
State  State Mame MoTax Rnd =« $31.600.00  $183,600.00 280002 $167.300.00  $235,300.00 28.000%
MD E‘ Marpland A $188E00.00  $407.350.00 33000% - $23530000  $413.550.00 33000% -
=] =
| state Tax Table Single Married
k. | State Maryland E Minifunm Marinmunm Percent Minirunm M axinumm Percent  #
To enter tax tables for staes, please add he $0.00 $1.000.00 2.000% $0.00 $1.000.00 2.000%
stafe o fhe Siate Tax List $1.000.00 $2.000.00 3000% |- $1.000.00 $2.000.00 3000% |-
$2,000.00 $2,000.00 4.000% $2,000.00 $3,000.00 4.000%
_;' $3000.00  $100.000.00 4750% || $3000.00  $150.000.00 4.750% |
: $100,000.00  $125,000.00 5.000% $150,000.00  $175,000.00 5.000%
Ls Tax C List
fnl o Cotmt /(17 $125000.00  $150,000.00 B260% - $175,000.00  $225,000.00 B260% -
State  Localiy Cods MoTaxRnd =] |
WD E‘ Montgomery 50 | Local Tax Table Local Tax Table
MD E‘ Pririce Gearges 5| | State Waryland] E Minirwm Mavirnurn Percent  + | To enter tax tables for localiies, please
i enier e localifes on the Local Tax
B BE 5| | Locaity  Montgomery E $0.00 $999,939.00 3.200% | countyrcay List You mustaso add 3
$0.00 $0.00 nooz || Lecsl Code to each locality (you can Close
make up a code i you don't know he
bl —/| local code assigned by fie state ) m:

The Tax Tables screen lets you setup the federal, state, and local tax tables used to run payroll for your center. You can
setup as many states and localities as you need to run payroll. (You should setup tax tables for all of the states and
localities (county, etc,) that your employees live in.) The ChildCare Sage lets you change the various tax tables and
deductions so you are not forced to update our software each year.

You can setup the numbers and values of dependant deductions, status (married/head of household/single), and the state
and locality that each of your employees lives in on the Staff Setup Screen (figure 90.)

Please enter all of the states that your employees live in in the State Tax List. You can select the state from the drop box
on the left side of the list. If the state entered does not have an income tax, check the No Tax checkbox next to the state.
If the state entered requires you to round the income tax to the nearest dollar, check the Rnd (round) checkbox. To see

the State Tax table on the right side of the screen, select a State in the State Tax Table area in the middle of the screen.
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Please enter all of the localities (counties, cities, etc,) that your employees live in in the Local Tax List. You can select the
state from the drop box on the left side of the list (only states entered into the State Tax List are shown,) and then enter
the locality name and code (if your city/county does not assign a local code, simply enter a number- make sure the
number is different for each locality.) If the locality entered does not have an income tax, check the No Tax checkbox next
to the Local Code. If the locality entered requires you to round the income tax to the nearest dollar, check the Rnd (round)
checkbox. To see the Local Tax table on the right side of the screen, select a State and Locality in the Local Tax Table
area in the middle of the screen.

For each tax bracket, you only need to fill in the Minimum, Maximum, and Withholding Percentage. When entering the tax
brackets, the minimum of the higher bracket should equal the maximum of the preceding lower bracket.

Delete: delete the tax table shown
Close: open the Utility Menu

Setting Up Deductions:
Figure 89:

Deduction Tables Setup

DEDUCTION TABLES

Required Employee Deductions List
Paid By Maximum Base
Hame Description Emploves Percent Wages Per Pay Period
FICA Employee Social Security v 6.20% a4 200.00 0.00
FICA Company Social Security r 6.20% 94,200.00 0.00
FUTA Federal Unemployment Tax r 0.80% 7,000.00 0.00
MEDICARE Employee Medicare ~ 1.45% 999,999.00 0.00
. r Fed WH: Federal tax witholding
MEDICARE Company Medicare 1.45% 999,999 00 0.00 StWH: Ste b vibhclding
suUl State Unemployment Ins. = 1.10% 7.000.00 0.00 Loc WH: Local tax wihhoiding
FICA Social Security tax
These are required deducions io run payroll. Pieass be careful when sefing up andfor changing e deducion amounis and percentages; and pleace MDCR: Medicars Ex
consult a tx acoountant if you have any quesiions about seing up e payroll tax wihholding system in e Chidcare Sage. FUTA: Fedéral Unempioyment tax
Elective Employee Deductions List Please check which taxes the elective deductions are exempt from
Maximum Annual Fed St Loc

Active Common  Name Description Percent Deduction PerPayPeriod WH WH WH FICA MDCR FUTA

MR a0k 401K Refirement 0.00% 000 so0 W OMOF K OF OF Delete

M M HEALTHINS  HealthInsurance 0.00% 0.00 w00 M OFOF OFOF Delete

S S 0.00% 0.00 oo E E E E E E Delete
These are opional deducons tat employees can choose. Certain deducions are exempt fom taxes such as 401k contibuSions and pre-tax health insurance pians. Please be careful s28ing up your employess deduciions and
please consuilt a tax accountant if you have any quessons about sesing up the payroll 2 wishholding system in e Childcare Sage.

The Deduction Tables Setup screen lets you setup deductions for payroll processing. The Childcare Sage Payroll
processes both Required Deductions such as social security, medicare, and unemployment taxes, and elective
Deductions such as retirement plans and health insurance. You can exempt the elective deductions from tax withholding
and/or Required Deductions. (Please consult a tax accountant for deduction exemptions.)

For example: 401K contributions are federal tax exempt, but they may or may not be state and local tax exempt
depending on the state. 401K contributions are generally not social security or medicare exempt.

Required Employee Deductions List:

The Required Deductions apply to all employees, (although you can exempt specific employees by checking the exempt
boxes on their payroll setup screen.)

Paid By Employee: does the employee pay this deduction? (for example: there are 2 FICA (social security) deductions,
one from the employee, and one from the employer. The employee portion is deducted from the employee’s pay, but the
employer has to pay their portion of FICA separately.

Percent: percent of gross pay for this deduction

Maximum Base Wages: what amount of gross pay is this deduction paid up to? (for example: FICA is paid until about
$104K in gross pay. After an employee reaches that level for the year, FICA is no longer withheld.)

Per Pay Period: how much is this deduction per pay period (you cannot have both a percent and a pay period amount)
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Elective Deductions List:

The Elective Deductions List is a general list of deductions that you can add to specific employees on their staff setup
screen (figure 89.)

Active: select whether this deduction is available to add to an employee on the staff setup screen

Common: will this deduction be added to an employees deductions when Add Common Staff Deductions is clicked on the
staff setup screen.

Percent: percent of gross pay for this deduction

Maximum Annual Deduction: what is the maximum total amount of this deduction for the year? (for example: an employee
might want to contribute $5k to their 401k. Once this limit is reached, the deduction should stop.)

Pay Period: how much is this deduction per pay period (you cannot have both a percent and a pay period amount)
Exemptions: FedWH, St WH, etc: Does this deduction reduce the amount of pay that Federal Taxes, State Taxes, FICA,
etc are based on? (Please consult a tax accountant for deduction exemptions.)

Close: open the Payroll Menu

Setting Up Staff Payroll:

Figure 90:
[ @ Family | & Center | g staft | § wages | § pymts | & Ledger | #0 Rates [ # certit [ %) Mea | @ Emcc [ Attach | B Benerits | [l Payron |
Payroll Setup
General Info Federal Withholding Info State Withholding Info Local Withholding Info
Social Securty  555-12-1222 Status single| E State Alabama E Localty  Dallas E
Paycheck Freg  Bi-Weekly E| Exemptions 1 Status Married |Z|
S/Exemption 3,950.00 Exemptions 2
Additional 0.00 Std Ded 2,500.00 Taxes Employee is Exempt From
S/Exemption 0.00 FICA [~ FutA I~
Additional 0.00 MDCR [ sul r

Deductions

Active Name

Add New Deduction

Description

Percent

=]

Waximum Annual
Deduction

Add Common Staff Deductions |

Per Pay Period

Fed St

WH  WH

Loc

WH FICA MDCR FUTA

V¥ CHILDCARE

childcare

0.00%

0.00

50.00

-

-1

V401K

401K Retirement

0.00%

0.00

50.00

¥ HEALTHINS

Health Insurance

0.00%

0.00

100.00

< (<]

< (<]

[

0.00%

0.00

0.00

BRI

=l

ERCER

= R

=

BRI

Del
Del
Del
Del

m

Please check which taxes the deductions are exempt from. .

The staff payroll setup screen is opened from the Payroll tab in the staff person’s record. On this screen, you can setup
payroll for the staff person including where the employee lives, filing type, status, allowances, additional deductions, and
general exemptions from withholding and taxes.

Paycheck Freq: how often is the employee paid (this will generally be the same for all of your employees)

Federal Withholding Info

Status: does the employee file taxes as married/head of household or single

Exemptions: how many standard/dependent deductions does the employee claim (on the employee hire paperwork)
$/Exemption: how much is each federal dependent deduction/exemption worth

Additional: are there additional funds withheld from the employee each paycheck (this will only be taken out if there are
federal taxes owed)

State Withholding Info

State: what state does the employee live in (state should first be setup on the Tax Tables Screen- figure 88)

Status: does the employee file taxes as married/head of household or single

Exemptions: how many standard/dependent deductions does the employee claim (not usually used for state tax
withholding)

Std Deduction: some states have a standard deduction

$/Exemption: how much is each state dependent deduction worth

Additional: are there additional funds withheld from the employee each paycheck (this will only be taken out if there are
state taxes owed)

Local Withholding Info

Locality: what locality (county, etc) does the employee live in (localities should first be setup on the Tax Tables Screen-
figure 88)
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Taxes Employee is Exempt From
If the employee is exempt from mandatory deductions, check them here.

Deductions Setup:

The Employee Deductions List is a list of deductions for this employee.

Add New Deduction: add a deduction from the employee deductions list on the Deduction Tables Screen (figure 90)
Add Common Staff Deductions: add all of the deductions from the employee deductions list on the Deduction Tables
Screen (figure 89) that have common checked.

Active: select whether this deduction should be used for this employee

Percent: percent of gross pay for this deduction

Maximum Annual Deduction: what is the maximum total amount of this deduction for the year? (for example: an employee
might want to contribute $5k to their 401k. Once this limit is reached, the deduction should stop.)

Per Pay Period: how much is this deduction per pay period (you cannot have both a percent and a pay period amount)
Exemptions: FedWH, St WH, etc: Does this deduction reduce the amount of pay that Federal Income Taxes, State
Income Taxes, FICA, etc are based on? (Please consult a tax accountant for deduction exemptions.)

Setting Up Staff Benefits:
Figure 91:
& Family | & center | g stari | & wages | & pymis [ B Ledger | #1 Rates | # certit [ €) Med | @ Emcc [ [ attach | [ Benefits [ payron

Benefits Setup Benefits Anniversary Date 01012017

Vacation Hours Personal Hours Sick Leave Hours Staff Benefit | Year
Hours 2017 3
Track Vacation Hours ¥ Track Personal Hours ¥ Track Sick Leave Hours ¥
Eligibility Date 01/01/2017 | | Eligibility Date Eligibiiity Date
Annual Start 10 | Annual Start 0 | AnnualStart 0
Accrual Type Hour Day | Week | | Accrual Type Hour | Day | Week | | Accrual Type Hour | Day | Week
Accrual Ratio 0.025 | Accrual Ratio 0 | Accrual Ratio 0

The Anniversary Dale seis e calendar year for e benefis (if employee stars 7M/17 and you want feir benelifs io reset 100117, enter 100116 as e Anniversary
Date.) Please make sure that fe Benefits Anniversary Dake is before any Eligibility Dates. If you want fo add bonus or camyover beneiit hours from fe prior year,
please add them fo the Annual Start hours for each benefit

The Benefits Setup screen is opened from the Benefits tab in the staff person’s record. On this screen, you can setup staff
hour benefits including vacation, personal, and sick leave hours. All 3 areas use the same rules for how hours are
calculated and treated.

Benefits Anniversary Date: when do the annual hours and accrual reset (ie: date of hire, 1/1/**** etc.)

Track Hours: do you want to track this type of hours

Eligibility Date: when does the benefit start (including start to accrue)

Annual Start: how many of these hours does the employee start the year with (you can add carryover hours from the prior
year plus bonus hours to this box

Accrual Type: how does the benefit accrue (hour- based on hours worked, day- based on days worked, week- based on
weeks employed: only hours and days are based on actual working hours, weeks are based solely on employment time)
Accrual Ratio: how fast do employees earn new hours based on Accrual Type:

a) hour: if you give 1 hour of vacation per 40 hours worked, the accrual ratio is 1/40 = .025

b) day: if you give 1/2 hour of vacation per 1 day worked , the accrual ratio is 0.5

b) week: if you give 1 hour of vacation per 1 week employed , the accrual ratio is 1
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Running Payroll:

Federal Taxes Quarterly by Pay Period

Figure 92:
= Payroll Menu 2| The childcare sage separates calculating wages from running the payroll.
PAYROLL MENU This way, you can use the full flexibility of the billing rates system in the
S SHEELS childcare sage to calculate gross wages for any time period you select.
Calcuiate Wages | You can then run payroll for any time period you select. We have included
Calculate Payrol | esarsayrocessedpayol | nUMerous payroll reports to help you run quarterly and annual taxes, print
Payroll ReportsiChecks Report Setup paychecks, and review deduction summaries.
{Print Paychecks) Payroll Date -

Payroll Summary YTD Staff Copy ‘ For eXample .- .
T T T T Staff Selector You can setup billing rates to 1) pay a weekly salary, 2) pay an extra daily
FegeralTaxes Honty [ A [ sekected > bonus for coming in on weekends, 3) pay overtime for more than 40 hours
EOR——— | B per week. You can calculate wages for each week, and thep you can run

| S payroll every 2 weeks. When you run payroll, the system will itemize and
|

@ withhold all taxes and print checks.

Federal Taxes Annual

SRS Calculate Wages: open the Batch Wages screen (apply staff rates to
SRS L | calculate gross wages)(figure 93)
Internal Use Reports Calculate Payroll: open the Batch Payroll screen (apply tax withholding
Payroll Summary YTD by Staff Hemoer | and deductions to gross wages)(figure 94)
Elective Staff Deductions Report | Edit Already Processed Payroll: open the Payroll Editor screen (fig 95)

Payroll Payments By quarter | Month

To run payroll, do he following:

1) Click Calculafe Wages o calculaie gross wages for fhe paypericd

2) Chick Calculate Payroll fo calculate payroll iotals and deducBons for fhe gross wages in 1)
3) Chick Print Paychecks io review and print fhe employes checks

4) Run e federal and stale 3x repods 1o send in quanedy faxes

Payroll Tax and Deduction Setup EiEE

Setup Tax Tables | Setup Deduction Tables | %

Payroll Reports/Checks / Federal Tax Reports / State Tax Reports / Internal Use Reports
You can run any of the reports listed by clicking on the desired report, filling in the selection boxes that open on the right
side of the screen, and then clicking print. The selection boxes required for the reports are:

Report Required Information

Print Paychecks Payroll Date, Staff Selector
Payroll Summary YTD Staff Copy Year, Staff Selector
Federal Taxes Monthly Start Date, End Date
Federal Taxes Quarterly Year, Quarter

Federal Taxes Quarterly by Pay Period Year, Quarter

Federal Taxes Annual Year

State Taxes Monthly Start Date, End Date
Payroll Summary YTD by Staff Member Year, Staff Selector
Elective Staff Deductions Report Start Date, End Date

(terms used: FICA- social security, FUTA- federal unemployment, SUI- state unemployment)

Print Paychecks: print payroll checks for the payroll date selected (the childcare sage uses standard 3 part paycheck
forms)
Payroll Summary YTD Staff Copy: print a year to date tax review statement for the employees including gross pay, and all
withholding and deductions
Federal Taxes Monthly: print a monthly summary of federal taxes, FICA, Medicare, and FUTA
Federal Taxes Quarterly: print a quarterly summary of federal taxes, FICA, Medicare, and FUTA
Federal Taxes Quarterly by Pay Period: print a pay period by pay period summary of federal taxes, FICA, Medicare, and
FUTA
Federal Taxes Annual: print an annual summary of federal taxes, FICA, Medicare, and FUTA
State Taxes Monthly: print a monthly summary of state taxes, and SUI
Payroll Summary YTD by Staff Member: print a year to date tax review statement for the employees including gross pay,
and all withholding and deductions
Elective Staff Deductions Report: print an elective employee deductions summary, deduction by deduction
Payroll Summary by Employee by Quarter/Month: print a payroll subtotal by quarter/month for all employees
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Select Printer: open the printer selector box to change which printer the report will print to
Staff Benefit Hours: print a vacation / sick leave / personal time chart for staff

Batch Wages:

Figure 93:
& Batch Wages lz|

BATCH WAGES Delate
Fost Contact Date Amourt  Type Description  Total'Wages 0
| | $0.00

To calculate wages for the date entered and the For Period Calculate Wages post  Clase
calendar meekfmonth of the date entered, select From 5

only the From date. To calculate wages for any @ SelectAll & mﬁ
date period, select both the From and To dates. e} s J

Batch Wages lets you calculate and post wages for a selected period of time. To calculate wages, fill in the bottom of this
screen left to right.

For Period: the time period you want to calculate wages for (days, weeks, months, etc.) You can also enter multiple days,
weeks, or months into the date range. If you enter weekly periods, monthly wages will automatically be calculated if the
period crosses the first of the month (ie: if you enter 8/30/2013 to 9/5/2013, each day in the range will be processed for
daily rates, the week will be processed for weekly rates, and the month of 9/13 will be processed.) Please enter weekly
periods from Sunday to Saturday (calendar weeks,) and enter monthly periods from the 1* to the last of the month. THE
SYSTEM WILL NOT DOUBLE POST if you post wages for a week or month that you have already posted wages for.

Calculate Wages: uses wage rates for each staff member to calculate wages for each day/week/month in the time period
entered.

Select All: selects all wages displayed to post. You can uncheck any wages that you do not want to post.

Post: record all of the checked wages to their respective accounts. No wages are applied to the accounts until they are
posted. The password to post wages is at the beginning of this manual and on the password sheet that comes with the
Childcare Sage disk.

Most centers calculate wages every week.

Batch Payroll:
Figure 94:

2 Batch Payroll

BATCH PAYROLL Dotte TR &
Fscord  Contact Date Amort  Type Descrpon Dreduction Perioed Stat Penod End
w | $0.00

Fer Porio Puyroll Dol Cakcuiate PaTol post e
From 5 5] Select Al
. 4 2 8 ®

How Payroll Tax Withholding is Calculated In the Childcare Sage
Payroll for each staff member in the childcare sage is calculated using the following method:
1) get gross pay for the period you want to run payroll for
2) calculate all elective deductions from the gross pay
3) separately calculate 401 pay and 125 pay based on the elective deductions
4) calculate all mandatory/required deductions from the gross pay or the 125 pay
5) calculate federal taxes based on the adjusted federal gross pay
6) calculate state taxes based on the adjusted state gross pay
7) calculate local taxes based on the gross pay
8) net pay is gross pay minus all deductions and withholdings
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The childcare sage also separately itemizes each withholding tax, and each elective and mandatory/required deduction.

For Period: the time period you want to run payroll for.

Payroll Date: the date for the checks

Calculate Payroll: uses the method above to run payroll for each staff member for the time period entered.

Select All: selects all taxes, deductions, summaries displayed to post. You can uncheck any item that you do not want to
post.

Post: record all of the checked items to the payroll table. No items are applied to the payroll until they are posted. The

password to run payroll is at the beginning of this manual and on the password sheet that comes with the Childcare Sage
disk.

Most centers run payroll every 2 weeks.

Payroll Editor:

Figure 95:
= Payroll Editor Q@@\
Payroll Editor
Staff Member Payroll Date Amaourit Type Deduction Description
& [=] $0.00 | J=| 0 Deite
Fitter List : Selct A1 Use this: sereen o edit taxes and deductions from staf payroll. To Close
Staif j Lpply Fiter g— tetun payroll for a specific period, delete the payroll for that petiod =
" by selectng 3 date from the fiter below, clicking Select A1l and then
Froset Fill Dielete Selected mﬁ
Date | M clicking Delets.

The Payroll Editor screen shows all of the payroll rows (gross pay, net pay, all deductions, all tax withholding, etc,) stored
in the system. You can filter which payroll is shown, change the payroll rows. and delete payroll rows.

*** \Warning: You should not edit payroll rows for payroll that you have already paid to staff. ***
Delete: delete current payroll row

Filter Staff

Staff: only show payroll for staff member selected

Date: only show payroll for date selected

Apply Filter: filter payroll rows by staff and date selected

Select All: select all payroll rows displayed
Delete Selected: delete payroll rows selected
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Selected Sample Reports:

Invoice Bill
Eill To
Mark Armoult
1915 Gaireboro Rd
Rockville, MD 20247
Date Type
oleszms Fled
01252009 Payme it
01250009 Payme it
01272009 TS
01282009
meoema ™
maiema ™

ABC Daycare, Inc

122 Main Street, Roduville, WD 20004

Phone: (30) 764-8076

Invoicefor Period:

0125/2005t0 01312009

Description

Balice Foward
Weekk Chldcare

Pymt CilkicaR Payme it
Pymt Chlkicar Payme it
Lk Plkip

oy

Lak Pikip

Weekly Chldcar

Yonrcimertbabice k

142,

4

Thankyou.

Cumulative Childcare Bill

B B e

Mrs. Aguilar
Dear Mrs. Aguilar,
The balance for Jorge, Joan is due. The total balance due. including any sutstanding balances, is §451.00

Total

ABC Daycare, Inc

123 Main Street, Rockville, MO 20904

Phione: (301) 7848978
Childcare Bill
05/01/2011 to 05/31/2011

Charges
Bate Chasges  Description Tiwe
08282011 S96.00 Weekly Childcare TS
057260011 S10.00 Late Payment Charga Lata Parymant
05222011 SB0.00 Weekly Childcare Fioaed
DSZUZ011 59500 Wkl Chikdcws S
05202011 $100.00 temp

05MAGIT 5333 Late Pickesp 5
051192011 $3.18  coloring book

05192011 §1.36  coloring book

OSMBEOTT §158 candy

05ATENT 4.3 lunch

OSMEE0TT SB000 ExendedLate PickupCharge TS
05162011 §5.00 Late Pickup Charge TS
OSEG0TT 51000 Late Pickup S
08MEE011  $100.00 Weekly Childcare Fied
OG0T 59500 Wkl Childess S
05122011 $40.00 Childcare Charge TS
05705011 S4BD0  Chiblears Chargs S
05092011 S50.00 Childcare Charge Fioaed
DSOBG0TT  $100.00 Chikleas Chargs Fowd
05082011 $100.00 Woekly Childcare Fiod
0S07TG011 S50 Wk Chikdcws 5

Invoice

Childcare
Mark, Walter

Arnournt
FIF|ET
#0000
a0 0oy
118 56)
F1333
A0
w00
Fm oo

$14274

Amegunt Due

Paymans

Date Pagert Drcipbm
05202011 {396.00) Pyt Childzare Payment Type
057290011 {$10000] Pyme Childzam Payman Typa
05260011 {$100.00) Pymi: payment Type: Ckbum: 123
OSS011  {$10000) Pyt punet Typs: Ca
05262011 {$50.00) Pym payments Type
OS50011  ($10000) Pyt gunest Typs: Choblum 133
05222011 {$1122%) Pymt Childsare Payment Type:
SR (310552
OSISZ011 {53600 Pymt Crildzam Faymen Type
05152011 ($100.00) Pyt Childcare Payment Type:
ONOBTOTL (310317
OSUBZT  ($101.05) e
0501011 5000 Pymt Crildcam Fayment Type:
OS012011  (§100.00) Pyt Childzare Payment Type

Janumry 25, 2003

$451.00

Child Profile

Child Profile

First llame M LastHame Parents Fatrer ] otrer [
William J Jacobs Hame Robert Jane
Hickmame Billy Sex | |HomePhore (301) 882-7287
BirthDate 07 25/1999 Wark Phone  (301) 372-9918 143 (301) 926-2728
Jacobs Family cdiPhone  (301) 540-7287 [901) 5407288
9916 Perry Ave Beeper (301) 872-9882
Father Email RobertJacobs@msn.com
Silver Spring State MO 20852- Mather Email  Jzne05@ aol. com
Scheduled Attendance Use as PrepaidHours [ Father ID 24702
Mon ¥l Tue ] Wed ] Thu B Fri B sat B sun [] MetheriD 24703
A GO0 MM OEODAM  0SN0AM  OEO0AW  DGOOAM 0300 M Password
L O400FM  O400FM  1200PM  O4D0PM  0400PM 0400 Ph cricket
a Pickup Persons
L parents, 2 sets of
grandparents Robert Jane
Center Information Remarks
Class Four Year Olds-Green Plays well with other kids
Asfiiation ABC Child Tries to work hard and complete all projects
" Lhildcare EnrdllDate  EndDate g pigs Peanuts, Honey, Bees
Category  Child 09/25/2005
Immu Shat 1 Shot 2 Shot 3 Shat 4 Shot5 Number Expires | Tuition $100.00
DTaP 09261999 117251999 D1/2002000  11/252000 s orizo;zons | PymiFreq  honth
Pedigric DT 0 Pymts R
Td 0
Hepalituz & 0 Copay =]
Hepalitus B 08211999 09221999 01/30/2000 0 Copay Amt §5.00
Hia 026195 11/25M888  0120/2000  09A 22000 0
1Py 026195 11/25M888  01/E0/000  O7/2002004 0
MMR: 089H202000 0772002004 0
Priemacoccal Conjug 026195 11/25M888  0120/2000  09A 22000 0
Waricsla 084 242000 0
School Inform Childcare Rates Billing Start Date
Billng Period | onth 100172005
Address Session1  §1000 Session2 $12.00
Manthly Rete $110.00
I Daily Rate $25.00
Directions Hourly Rate $4.00
Maxx Hrs per Month before Overtime
Maxx Hrs per Day befare Daily Rate
Account Summary
B 2% ABC Daycare, Inc
ul,_mmm__l"‘: L 123 Main Street, Rockyille, MD 20804
Phene: (301) 7648576
Debbis Barnes 01/01/2011 to 12/312011
Charges Eayments
Poriod Charges Duastr Payrend Bescripion
120112011 10 12312011 $000 07/222011  ($750.00) Pyert: Titariuam 2 Childrn Type:
11012011 ta 14302011 5300 0732011 ($10000) Pyt payment Type: Cghum: 737
1002011 to 10312011 S000 OGOS2011  (S37.00) Pyrt Chidcare Payment Type
00172011 1o OIH0R011 $000 05/292011  ($44.00) Pymt Childcars Payment Typs
Q1011 10 DAILFONY 510000 223011 ($9378) Pymt Childcare Payman Typs
OI012011 ta OIR01T S10875 05152011 (ST06Z) Pyt Childeare Payment Type
0B1/2011 10 DB0R011 52200 O5MBR011  ($6718) Pymt Childcars Paymant Type
Q50112011 10 05312011 529058 OS0M2011  (S6725) Pyme Chideare Paymans Typs
Q40172011 10 Q4302011 33653 04242011 {$66.00) Pyt Childeare Payment Type
ARO01/2011 ta QAANR01 520342 D4MTROT {STA28) Pymt Childcars Paymant Typs
TOV2011 1o GZER0T1 SITEAR G40@011  {S44.00) Pymt Childears Paymant Type
10112011 10 01732011 $0.00 040032011 ($88.00) Py Childcare Payment Type
032701 {36776) Pymt Childcars Paymant Typs
202011 (S44.00) Pyt Childcare Payrmant Type
($44.00) Py Childcare Payrment Type:
(547 66) Pymt Childcars Paymant Typs
($46.82) Pyt Childeare Payrmart Type
(54400) Pymt Childcars Faymant Typs
{$66.00) Pymt Childcare Paymant Typs
{522.00) Pyt Chiddeare Payment Type
5000 Pymt Childars Paymant Type
L 5000 Pymt Childcars Payment Type
0118201 5000 Pymt Childcare Payment Typs:
011092011 S0.00 Pyt Childcare Payrment Type
Total  $1.239.70 Totl ($1.880.55)

ABC Daycare, Inc
{301) 764-B978
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Weekly Attendance by Day by Class

Child Attendance By Class
Class Monday Tuesdlay Wednesday Thursiay Friday Satunday Sunday
Two Vear Olds-Purple 13 22 18 24 15 1} a
Two Vear OldsRed 9 13 10 14 11 0 0
Three Year Olds-Blue 10 14 12 11 12 0 0
Three Year Olds ¥ ellow 20 21 17 18 20 il 1}
Four Year Olds Green 4 5 E a 3 0 o
Four Yeat Olds-Orange 2 4 2 4 1 1} a
Totals 58 79 64 77 62 0 0

Daily Attendance Count by Hour by Class

Child Attendance By Class for Wednesday  uive.at anytime during hour, Leave-atany tine suring hour, In Glass-any part of hour ater start of hour

Class
In Staff
Tam | Bam 9am 10am 11am 12pm Ipm 2pm 3pm 4pm Spm 6pm Tpm 8pm  Clas Hs
Two Vear Olds-Purple
DDDD|110112‘?DISBDD]83DDlBZDll‘?SD413205‘3103410331D]Dl]DDDIIDDDI]DDDnlsﬂ
Twn Vear Olds-Red
UDUD|3D317‘010200102001020281017103410041023102000000000000001012
Three ¥ear Olds-Blue
IJEIEI[I|7EI?15EI122IJEI12'.‘EIEIlZZEIlll'.‘EIIJllZEISﬁlDZQIDEZIEIlEII]EIIJEIIlEIEIEII]EIEIEIﬂ1214
Thee Year Olds-Vellow
UDUD|110112601720017200172011620115205910351052101000000000000001715
Four Year Olds-Green
UEIU[I|3EISIZU51UEISlUUSIUI4]UISIUIZIUZUIIUUUI]UEIUI]UUEIIIEIUUI]UEIEIII57’
Four Year Clds-Orange
goooo0 1011021002100 2101 1100110011001 10lado0000 00080 000000000 2 8
Totals
000 0|36 035 8|28 06411 0 08410 0 Oe411|0 75710 0 730 /02128 6 0W01% §/ 04104/ 0500 0000 0000 000064 75
Daily Attendance Chart
ABC Daycare
One Year Olds- White: Wednesday, Dec 12, 2012
T et o L = = 1= = O = O e O o O e O e O N O O = L O ot I I =2 2
Name FEEF3EEEdE B 3 EEIEE33EdEBE B33 EFME(18 (9
Mahmood Pastor 08:15 A-03:15P
Lucrecia Perez 0745 A-01:15P
Dan Seiden 0%:15A-04:15P
Christopher Weber 08:15 A-03:15P
Michael R. Wheeler 08:00 A-0245P
Meal Count Report Meals Count Report with Attendance Times
ABC Daycare, Inc: Meal Count Table for the Month of 05/01/2011 to 05/31/2011 ABC Daycare: Mesls Record Count for the Week of 121002012 to 1213/2012
1723 a4 6 67 8 2161112 1314161 17181020 212223 34 2626 7 28 3031 |lo@is [Hame ot Chia DOB | UNINI | WNaENE | Man1End | NEand | WN3EINE | WS | 1308007 | wWeesly Toun
Ve ot Eniid DB SMTW TFSs MTWT FSSM TWTF 8$sMT WTFS SMT | | Lo eivind Torsier il M Prider Sebwdy |BIMILIAEE
[T — at I Tofn s | uin| o | (wigw| | [®dl | (si®d | |® vy B W T | wona
L L [—— huLa |22 )
A A | B At |
5 s 8
L. 2(2|2]2[1 0
Jorry Haros [ . B oo t
u [ - '] u “ M 12
L L L L 17
illa . il i I - oo
1] s B
E o
Jares Batm. "o L " L L L L -] 10 I 4/0(3 /1|0
\ LLon
d & Al a Al [a A & 11312]0
| e b
v Bevgar D2062011 L] L L] L] B 1"
wlu wlule ululu e mon| Haje
L L Lt L F!I
alala A . A ala K u |
81 l2i3/a)1010
E 0| |
| Wiliam Blackmon L ] » . ? 3 1
s coton ESEIEICINIL
all la l {a] J x| a HElK st & |
5 ] 4
& o] 155 []
Dan Holling [ [ B 1]
u u wluulu w fululu W
an L L L Lo "
ala A . Lok ouf
5 2 -
£ q s
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CACFP Meals Reimbursement Summary

CACFP Count And Reimbursement Summary: Week of 10/31/2004 to 11/06/2004

ABC Daycare, Inc

Daily Meals Report

ABC Daycare

Birthdate (19/22/1999

Daily Meals Report for:

Monday 08/04i2003

Tier 1 Tier 2 Meal Time Food Consumed
Served Reimbursable x Rate Total Served Reimbursable x Rate Total Breakfast O
Breakfast 2 2 0.7900 1.58 2 2 03500 0.70 Morning Snack ] 10:30 &AM milk mixed vegetables mized fruit
Ié“"':h 15 ? g'gggg g';g é 3 g:ggg g'gg Lunch B 12:30PM apple juice, mixed vegetables, macaronni & cheese
upper ) ) I
Snacks 10 5 0.2500 150 2 2 04200 0.24 Afternoon Snack b 03:30 PM orange juice, mixed vegetables, grilled cheess sandwich
Totals 19 15 9.13 § 6 174 Supper O
Evening Snack [
Income After All Expenses Timesheet Log
Net Income After Expenses  10/01/2003-03/31/2004 by Month William Jacobs Timesheet Log
Month Payments Received  Staff Checks Paid  Ctr Expenses Paid Net Income Date Day Start Time End Time Session1 Session2
October 2003 $433,507.15 $16,352.61 $0.00 $476,554 54 08012003 Fri 0500 AWM 04:30 P O 0
November 2003 $458,655 44 §19,300.43 $0.00 $439,354 95 080472003 Mon 0900 AWM 03 .AD =y O 0
December 2003 $435,174.75 $18,570.62 $0.00 F416,604.13 BOES003 Wed DB:AD And DQ:ED =y O 0
January 2004 $14,59117 $41354 0,00 41773 080872003 Eri 08:00 AWM 04:30 PM 0O 0
Period Totals 1.401,928.51 55,237.25 000  $1,346,691. . .
eiod Totals s $ $1,346.691.26 0BA1/2003 Mon  O900AM O430PM [ O
05/13/2003 Wved 0340 AN 10:00 AM O O
0811372003 Wed  02:30PM 0610 PM O O
081572003 Fri 03:00 AW 05:00 PM O O
08/18/2003  Maon 03:50 AW 03:00 PM O O
05202003 Wved  09:00 AM 12:40 PM O O
082272003 Fri 07:00 AW 04:10 P O O
082572003 Maon 09:00 AW 03:10 PM O O
082772003 Wed 0830 AM 12:00 PM O O
08/29/2003  Fri 03:00 AW 04:30 PM O O
Account Balances 90 Day Account Aging
Account Balances Up To 0173172008 for Waaldy and 0173172008 for Marthly Billing Account Aging 05/01/2011 to D8/12/2011
Comtact Cafegory Class  Pilling Period Lasi Pymt  Pymt dmount Balance 00y
WAlliam L. Andereon w0 Week 020172008 653600 5000 Hame SN e e R RS
Jorge 5. Aguilc child 110 Week D2012009 $536.00 .00 Domithy R Gehmmana 100
Durothy B, Gebmmarn child 120 Week 0212009 $536.00 $0.00 Shannoa 5104
Tmgand Grush child 120 Week 02012009 536,00 .00 Pad Gigo $8
Terry Barrett child 10 Wk 0212009 96767 .00 Ralgh X Gore $100
Eab Carlsan child 210 Wk 02012009 575 425 o0 R Greene .
David £, Cohen child a1 Week 02012009 F100.00 .00 S — s | s
hilip . Cooper child 210 Wk 02012009 FA0B.09 .01 > % "
Jumes F. Heakr child 210 Week 0312009 $112.51 30.00 S‘:- V;
Thormas . Hewsan child 210 Week 02012009 99,36 .00 b %
Earl M. ElinefeYer child 10 Week 02012009 $121.79 .01 vl W
David Medeark child 210 Week 024012000 §24.00 §0.00 L
Davil E. Heleon child 210 ek 022009 $172.81 30.00 1 57
Darshani & Folit child 210 Week 02012009 FI06. 66 30.00 512
Karen Schomare child 210 Waak 02012009 $100.00 30.00 5103
Eeev Stein child 210 Weels 02012009 F08.40 000 50 1
Barbara Salivan child 210 Wask 022009 $148.84 3532 105 | %105
e it Wooster child 210 Wk 02012009 56,00 .00 0 0
Faymend T, Boshoile i child 220 Wk 022009 $103.33 30.00 bt %
Emie ¥ Bowles child 220 Wk 02012009 0849 .01 %@ w
Eathy Carkeon child 220 Wk 022009 $105.23 30.00 S st o
Flenn & Dowemmsn child 220 Wk 02012009 1.9 .00 i e
Falph H. Gore child 220 Weak 0212009 50,26 .00 LY FEER -
Karen Kim child 220 Week 02012009 $140.00 $0.00 Kz a0
Joel L. Michaels child 220 Week 02012008 F141.31 30.00 Sapuiiea: Xyhos o
Vadim Miller child 220 Wk 024012000 36751 §0.00 %
e Totte child 220 Wesk 02012009 $150.03 001 $100
Fme 3. Scharta child 220 Week 02012009 $100.00 F0.00 $100
Albent I Schindler child 220 ek 022009 $100.99 3104 s
Edward Spar child 220 Week 0212000 F00.00 .01 Meisa K ol
Chiristophar Weber child 220 ek 022009 $105.98 30.00 Pooa £ 1 abense it
Clande Borreds child 30 Wk 024012000 4200 §0.00 e
Mevin Brovm child 310 ek 022009 $145.00 3001 sitg
Tam J. Crouse child 30 Wk 02012000 o201 27 ‘”
hamene Buglish child 310 Wesl 02012009 $100.00 .00
Herry B Heyes child 30 Werk 02012000 §75.31 $0.00 Y T —————
Jobr T. Herwferson child 310 Wesl 02012009 £77.00 .02
Hafhan Herm child 30 Werk 02012000 $126.40 50.00
Domald . Housley child 310 Wesl 02012009 $100.00 .00
Tovh. Keame child 30 Werk 02012000 §1z2.11 $1.06
Lanra Enight child 310 Wesl 02012009 $103.10 .00
Ferry Levin child 30 Werk 02012000 $100.00 50.00
Gilbert McLaughlin child 310 Wesl 02012009 $130.83 .01
Tucre cia Peres child 30 Week 02012009 §74.50 .01
Talia H. Fhiifer child 310 Wesk 02012009 $45.00 .00
Tose B Famos child 30 Wk 02012009 $102.34 .00
Dawil Felle child 310 Wesk 02012009 $100.00 .00
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Monthly Receivables Summary

Forecast/Summary for 09/01/2012-12/31/2012 by Month for current children

Period Charges Payments Balance
09/01/2012-09/30/2012 51068793 [ 510,661.82 52611
10/01/2012-10/31/2012 $1062130 [ $10,250.70 537060
11/01/2012-11/30/2012 51270988 [ 511,879.63 583025
12/01/2012-12/31/2012 $1973797 O 519,898.05 (5160.08)
Totals $53,757.08 $52,690.20 $1,066.88

Accounting System Integration
ACCOUNTING INTEGRATION

Date | D aily Total | == | cash | check | mc | money order | visa |
[ 12m0m0120 3410340 53 461.57 £100.00 514499 5128.69 514974 511741 |

staff | TotalHours | 12501z | 1mseeoiz | 1merenz | weseuiz | azeeeniz | 1zswzoiz | 12612012
Hovard Abrah 1550 5.00 0.00 5.00 5 50 0.00 0.00 0.00
[Tim Bernstein 1833 0.00 517 0.00 5.33 0.00 0.00 5.83
Nancy Focht  35.00 .00 5.00 5.00 5.83 0.00 0.00 9.17
amie Gholl 2067 567 7.00 0.00 3.00 0.00 0.00 4.00
Nathan Goldm 35.83 5.83 8.00 5.00 5.00 0.00 0.00 7.00
Bongtae Han  28.00 5.00 5.00 5.00 5.00 0.00 0.00 5.00
lalbert Jones  20.83 0.00 7.33 0.00 5.00 0.00 0.00 7.50
Kendra M emion 20.83 533 450 0.00 5.00 0.00 0.00 3.00
|AmirMushkat 14.83 0.00 0.00 5.83 0.00 0.00 0.00 3.00
ack Meal 2433 0.00 7.00 0.00 B.67 0.00 0.00 B.67
Todd Webb  31.00 5.00 78T 5.50 517 0.00 0.00 5 67

Bank Deposit Report
BANK DEPOSIT for 12/30/2012 to 12/30/2012

| Date | Daily Total | = | cash | check | mc | money order | visd |

| 12302012 34,103.40 33,451.57 $100.00 514459 $129.69 314974 1741 |

Check Deposits

Date Child Description Type Num Dep Amount

123002012 Malcolm Bondy Childcare Payment check E 7048

12302012  Brian Mermrion Childcare Payment MONEy order i 14574

12302012  Glenn Dosmman Childcare Payment check bl 7453
Total Checks 325473

Bus Run Sign In Sheet with Schedule

Bus Run Sign In Sheet for Van A

Name Mon 10/06 |  Tuel10/07 |  Wed 10/08 } Thu 1009 | Fri10/10 | Mon10M3 | Tuel0M4 |
In

[ Ot | In | Out | In_ | Out In_| Out In_ [ Out In_| Out In [ Out |
Jackson E lementary
Barbara Aguilar Session 1 NS
11/242011 Session 2 N§ NS NS N§ N§ NS
Initials
8:00am-8:30am 8:00am-5:30am 8:00am-8:30am 8:00am-B:30am NS 8:00am-B8:30am 8:00am-8:30am
Jorge 8. Agmilar Session 1 NS
117242011 Session 2 NS NS NS NS NS NS
Initials
§:00am-§:30am 8:00am-8:30am 8:00am-8: 30am 8:00am-B:30am NS 8:00amB:30am 8:00am-8:30am
StoneElementary
Joan C. Amico Session 1 NS
04/30/2012 Session 2 NS NS NS NS NS NS
Initials
&:00am-8:30am 8:00am-8:30am 8:00am-8:30am 8:00am-8:30am NS 8:00am-3:30am 8:00am-8:30am
Walter R. Amoult Session 1 NS
10/30:2010 Session 2 N§ NS NS N§ N§ NS
Initials
&:00am-8:30am 8:00am-8:30am 8:00am-8:30am 8:00am-8:30am NS 8:00am-8:30am 8:00am-8:30am
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