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Introduction:
The Childcare Sage system includes a separate TimeClock program that lets children, parents, pickup persons, and staff
sign in and out by using id numbers or by using their fingerprints (fingerprint functionality is optional.)

The Timeclock program is usually setup on a separate computer. The main childcare sage and timeclock programs
communicate over your network, or through the Timeclock Link program on a USB flash drive. (The timeclock can be
installed on the same computer as the main childcare sage, but we usually recommend a separate computer.)

For security purposes, child, parent, and pickup person photos can be displayed when a child is signed in and/or out, and
the system can record who dropped off and who picked up the child. The timeclock program also incorporates a notes area
where up to 18 general notes can be displayed, and a two way private notes system in which the center can leave notes for
specific children and staff, and the parents, pickup persons, and staff can leave notes for the center.

The timeclock program also includes numerous timesheet functions including the ability to add, edit, or delete timesheets,
and view and print lists of contacts and their timelogs. There are built in batch functions that can sign selected groups of
children/staff in and out (bus run functionality), midnight cycle all children/staff currently signed in (sign children/staff out at
11:59pm and sign them back in at 12:00am), and leave messages for groups of children/staff.

Meal counting is integrated into the timeclock, and the Childcare Sage can fill in child meal counts based on the hours that
the child was at the center for each day and the times when meals are served at the center. (You can even setup different
meal times for different classes.)

Users can sign in and out by using a keyboard, a mouse, or a touch screen. Instead of a keyboard and mouse, you can
also setup a USB keypad (which is the number pad of the keyboard and sells for about $15) for the timeclock computer.
This makes it simpler to sign in/out, it takes up less space in front of the monitor, and users are limited to only entering ID
numbers. The only drawback to the USB keypad is that users cannot leave messages for the center.

To speedup and simplify signing in and out, we also offer our BioPlugin Fingerprint package. The Bioplugin package has
several advantages over using an id number including:
1) children can sign themselves in and out with their finger,
2) no one has to remember id numbers,
3) fingerprint scanning takes about 1 second,
4) staff cannot sign each other in and out saving the center money from the buddy signing in and out problem, and
5) security is improved because you can not copy a fingerprint.

If space for the timeclock computer is an issue, you can use a touchscreen monitor, or a Windows tablet with our timeclock.
Please call us with any questions about setting up the timeclock.

The filename for the timeclock program is timesheets.mdb, and for the timeclock data is timesheets_be.mdb .
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Setting up the Timeclock

The Timeclock program is installed separately from the main Childcare Sage because most centers set up a separate
timeclock computer. (Some small home-based centers use 1 computer for the main program and the timeclock.)

The timeclock works by having the user enter a unique id number to clock children and staff in and out. All of the id

numbers must be numeric and have from 1-5 digits. Before using the timeclock program, you should first enter all of the

children, staff, parent, and pickup persons that will use the timeclock into the Childcare Sage, and assign all of them an ID

number (figure 1.) To keep things simple, we suggest the following for selecting id numbers:

a) child master id numbers- use the last 4 digits of the child’s home phone 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
the sibling 1, and 12342 for sibling 2.)

b) staff master id numbers- use the last 4 digits of the staff's cell phone number

c¢) parent and pickup person id numbers- use the last 4 digits of that person’s cell phone number

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 that the staff member can sign in/out for breaks, appointments, etc, without having to also sign
their child in/out.

Figure 1
Last Mame

Jacobs

Mazter ID Mumber 25359

Once you have entered the children and staff and assigned them ID numbers, you can run the Timeclock Loader from the
Main Menu of the childcare sage or the TimeClock Link program to load children and staff into the timeclock program.

In this manual, the computer that has the Childcare Sage installed on it is called the main computer, and the computer that
has the Timeclock program installed on it is called the timeclock computer. If you will be using 1 computer for both the
Childcare Sage and the Timeclock program, please skip to the section titled Using the Timeclock Loader Program.

If the main and timeclock computers will be networked together, please follow the instructions in the Installation onto a
separate networked computer section. If the computers will not be networked, please follow the instructions in the
Installation onto a separate non-networked computer section.

If possible, we always recommend that you use a networked timeclock computer. By networking the computers together,
you can open and edit the timeclock program from the main computer, and you are saving yourself multiple steps each time
that you want to load the contacts or transfer the timesheet records back into the main Childcare Sage.

At some centers the main and timeclock computers are located far apart, are in different buildings, or for whatever reason

cannot be networked together. These centers use our TimeClock Link program on a USB flash drive to load contacts into
the timeclock and transfer timesheets into the main childcare sage. Timesheets are usually transferred weekly.
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Installation onto a Separate Networked Computer

ChildCare Sage Support includes helping you setup the ChildCare Sage Timeclock on your existing network as long as you
have a high-speed internet connection at each computer that you want to use the ChildCare Sage Timeclock. 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 Timeclock 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 (bottom left), then My Network Places (left side), then View Workgroup
Computers (left side)

Windows Vista/7: click the Start button in Windows (bottom left), then Computer (right side), then Network (left side)
Windows 8/8.1/10: click the brown folder at the bottom left of the desktop, then Network (left side)

If prompted, turn on Network Discovery.

\WARNING**** Wireless networks greatly increase the chance of database corruption and subsequent data loss.
We always recommend a wired network. Wired networks are faster, much more reliable, and cheaper than wireless
networks. If you have to use a wireless network, try to limit the time that it transfers data (do not leave the timeclock
program open on the main computer for long periods of time, etc.) Network speed is not a factor.

The steps below are an overview of the process, and assume knowledge of windows networking. For step by step
instructions with screenshots, go to Appendix A at the end of this manual.

Initial Steps:

1) Make sure that Microsoft Access 2002/XP or newer is installed on the timeclock computer.

2) Run Install ChildCare Sage Timeclock on the timeclock computer (downloaded or run from the Install ChildCare Sage
Program choice on the ChildCare Sage CD-Rom menu.)

3) Run Setup Networked Timeclock Computer on the main childcare sage computer (downloaded or run from the Install
ChildCare Sage Program choice on the ChildCare Sage CD-Rom menu.)

4) Make sure that both computers are networked (connected wired/wirelessly to a router)

To install the timeclock program onto a network, please follow these step by step directions:
1) put both computers onto the same workgroup name

On the Timeclock Computer
2) share the c:\ccsagetimeclock\ folder (ccsagetimeclock folder on the c drive of the computer) with the network
3) if the timeclock computer has Windows 7/8/10, change the sharing permissions to:
a. letall network users (everyone) change files for the folder in step 2, and if necessary turn off password access
protection

On the main ChildCare Sage Computer
4) map a drive (select drive z) that points to the ccsagetimeclock folder on the timeclock computer
5) set the timeclock dir in the ChildCare Sage to point to the mapped drive
a. open the System Setup screen from the Setup Menu of the ChildCare Sage
b. click on the Timeclock Loader tab and change the Timeclock Directory to: z:\ (figure 2)
6) load contacts into the timeclock program by:
a. open the Timesheet Loader from the main menu of the ChildCare Sage
b. click Load Contacts at the top left
7) Open the ChildCare Sage Timeclock and select the mapped drive (from 4 above) when prompted

System Setup: Timeclock Loader tab Figure 2:
s If you are unsure how to proceed, please call or email us.

SYSTEM SETUP and SETTINGS e 1k o T i o S 05 R H
il RO UC VN st ARG " Please skip to the section titled Using the TimeClock
e Loader Program.

Timeclock Loader FingerPrint Package Setup
ST r

e

imonowan| g
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Installation onto a separate Non-Networked Computer

If the main and timeclock computers are not networked together, you should use our TimeClock Link program that comes
with the Childcare Sage (figure 3). After you have copied the TimeClock Link program to a USB flash drive, please go to
Appendix B at the end of this manual for step by step instructions in using the TimeClock Link.

Initial Steps:
1) Make sure that Microsoft Access 2002/XP or newer is installed on the timeclock computer.
2) Run Install Childcare Sage Timeclock on the timeclock computer (downloaded or run from the Childcare Sage CD-Rom.)

You are now ready to copy the TimeClock Link file to your USB flash drive (figure 4):
On the TimeClock computer.
a. plugin a USB drive (note the drive letter at the top of the pop-up menu; F:/G:/etc, then close the menu)
b. open the hard drive on the computer
i) for windows 7, click the Start button in Windows, then click Computer from the right side of the start menufor
ii) windows 8/10, right click the tan or beige folder next to the windows start button, then click This PC from
the right side of the start menu
c. double-click on C: or Local Disk C:
d. if you don't see any icons for files and folders click on Show Files on the left side of the screen
e. double click on the ccsagetimeclock folder
f

. right click on the timeclocklink file
g. click Send To, then click your USB flash drive

The TimeClock Loader in the main menu of ChildCare Sage is not used with the TimeClock Link, so please skip to the
section titled Using the Timeclock Program.

System Setup: Timeclock Loader tab USB Flash Drive
Figure 3: Figure 4:
2] TimeClock Link 2 =

3
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Using the Timeclock Loader program

Timeclock Loader System Setup: Timeclock Loader tab
Figure 5: Figure 5a:
=] Attendance & Meals Loader E3 Ll
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The Timeclock Loader screen is the interface between the Childcare Sage and the TimeClock program. It loads children
and staff from the Childcare Sage into the timeclock and then transfers timesheets for the selected contacts and date range
from the timeclock back into the Childcare Sage. If you have a separate non-networked timeclock computer, the Timeclock
Loader uses the Timeclock Link as a middle-man program, by transferring information to and from the link to let the
computers talk to each other.

The ChildCare Sage has 2 ways of linking children that will appear when a parent or pickup person enters their ID into the
timeclock for sign in/out. The first uses the sibling links for each family (when a pickup person under any of the siblings
enters their id, all of the children in the family listed in the sibling link pop up,) and the second only brings up children who
have a common id humber listed for their pickup persons (in any pickup slot including emergency contacts.) Most centers
will want to use common ids because it gives you more flexibility in assigning pickup people to children (especially in cases
of split families with siblings, or if one pickup person picks up children from multiple families.)

Setting Up the Timeclock Loader (Figure 5a)
Replace Childcare Sage Timesheet entries with Timeclock Timelog: selects whether you want the timeclock hours to
replace manually entered hours for the same day in the Childcare Sage. This prevents double billing of hours.
Load User Fields into Timeclock: select whether user fields will be loaded into the timeclock (only leave this unchecked if
you are using a timeclock older than v14.11)
Load Emergency Contacts into Timeclock: select whether emergency contacts will be loaded into the timeclock (only leave
this unchecked if you are using a timeclock older than v14.11)
TimeClock Dir: the path to the folder or drive with the timesheets.mdb or timeclocklink.mdb file. If the timesheets.mdb file is:
a. onthe main computer, the default path is c:\ccsagetimeclock\ ,
b. on a separate, networked computer, the path is the mapped drive to the timeclock computer.

If you are using the Childcare Sage Fingerprint Add-on, you also have the following options:
Load Fingerprint Users: load children, parents, pickup people, and staff into the Childcare Sage Fingerprint database
Are last names entered for parents: did you enter last names for the parents and pickup people?
FingerPrint Database Dir: the path to the folder or drive with the ccsagefp.mdb file. If the ccsagefp.mdb file is:
a. onthe main computer, the default path is c:\ccsagetimeclock\ ,
b. on a separate, networked computer, the path is the mapped drive to the timeclock computer.

You can also setup how the Childcare Sage will use Timeclock IDs:
Use Common IDs to Identify Siblings in TimeClock: selects whether the timeclock will use common ids to identify children
when a parent or pickup person enters their ID into the timeclock

Using the Timeclock Loader (Figure 5)

Load Contacts: loads all children and staff into the TimeClock program. You can click Load Contacts each time you enter
new users (children, parents, pickup persons, staff) into the childcare sage. Timesheet records are not affected.

Load Balances: updates child balances in the TimeClock program (doesn't affect any other data)

Once there are timesheets in the timeclock program, you can use the loader to transfer the timesheets back to the
Childcare Sage. Most centers transfer timesheets once a week, after everyone has signed out.

If you want the Loader to automatically fill in meal counts for the hours that each child is at the center:
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1) make sure that meal times are filled in on the Categories/Foods tab of the Choices Screen (opened from Screen

Choices in the Setup Menu)
2) make sure that the Track Meals checkbox is checked in the Center tab on the Contact Information screen for all of

the children you want to track meals for

Timesheet Range: shows the timesheet date range in the timesheet program for the selected Contacts To Transfer.
Transfer Period: selects which dates will be transferred into the Childcare Sage.

Transfer Timesheets: transfer the timesheets for the Contacts To Transfer for the transfer period selected.

Keep in mind that the transfer process will not work until all timesheet entries for the contacts and date range that
you want to transfer have a start and end time.
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Using the Timeclock program

Timeclock screen: Figure 6

S s This is the keypad screen in the timeclock program.
ABC Daycare Daily Notes 0e-s8 M
| T ——— This screen is used to sign children and staff in and out.
o I amber s e st 4 s ot colphone Children can be signed in and out by their parents and up to
3 8 additional pickup persons per child (including 4 pickup

o
|
|

|
|
|

‘ Dor'tFerget Abowthe Fild Tip Wednoedzy persons and 4 emergency contacts,) each with their own

5 & unique 3-5 digit ID number. The system stores the ID
= e numbers entered which are then used to track who dropped
off and who picked up the child.
Clear 0 ‘ Enter . .
The id codes can also be entered to view photos, leave
R Leave Wessage messages, check account balances, and view timelogs.
‘e Show Pholos
—idfz'_’.“_*_q- ﬁalanr.e: Timel 0g | m

Codes can be entered by clicking the number buttons with a mouse then clicking Enter, using a touchscreen monitor, or by
entering the number on the keyboard or keypad and pressing enter. Keep in mind that users should be consistent in
entering the id numbers and commands. If you use the keypad to enter the id number, you should also use the keypad to
clear the id, show child photos, or leave a message. If you use the mouse to enter the id, you should also use the mouse to
click the desired command.

In the ChildCare Sage, you setup the child, staff, and parent/pickup person id numbers. To keep things simple, we suggest
the following:
a) child master id numbers- use the last 4 digits of the child’s home 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
the sibling 1, and 12342 for sibling 2.)
b) staff master id numbers- use the last 4 digits of the staff's cell phone number
c) parent and pickup person id numbers- use the last 4 digits of that person’s cell phone number

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 that the staff member can sign in/out for breaks, appointments, etc, without having to also sign
their child in/out.

All of the timeclock functions are opened by clicking the ChildCare Sage logo at the bottom left and entering a password.
You can change these passwords on the TimeClock Setup screen.

Timeclock Passwords:

— | Default Passwords | Screen Opened Screen Functions
(Passwords can be
| ~ | changed on the Setup
— | Screen)
open edit child/staff timesheets edit timesheets, open setup/batch functions
child edit child timesheets only edit timesheets
batch open batch functions batch sign in/out, midnight cycle
notes edit daily notes
messages edit contact messages leave messages to specific children/staff
staff view messages to staff
ssignout batch signout children/staff
sighout batch signout children only
List fire drill list

There is also a master Password. If you can't remember your edit timesheet password, please email us.
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Sibling Sign In/Out screen: Figure 7

Family Sign In/Out

FAMILV SIG.N IN/OUT Press or click on e child's number to selectiunselect the child

1 Irene Auldridge 2 Mark M. Auldridge 3 James E. Auldridge

Child Currentty

Sign the Child InfQut 1
Signed In

Skip this Child

* | cancel Enter

Mark is due for the 4th DTAP Vaccnation

If the id entered is either for a child that has siblings that
attend the center, or is a common id for multiple children,
the Family Sign In/Out screen (figure 7) will appear. You can
select and unselect any of the siblings by pressing or
clicking on their slot number. Once you have finished
making the selections, press or click Enter.

If you are NOT using Common ID’s in the timeclock, and
you check the No Siblings with Master ID checkbox on the
setup screen, the Sibling Sign In/Out screen will only appear
for siblings if a parent or pickup person ID number is

entered. It will not appear if a child’s master id number is
entered.

After a child is signed in/out, one of the confirmation messages in figure 8 will appear. You can select whether photos are

shown at sign-in and/or sign-out on the Setup screen.

Figure 8a: Child Signed In (Show Photos unchecked)

Figure 8b: Child Signed Out (Show Photos unchecked)

SIGN IN/OUT CONFIRMATION

Sign-In Recorded For Irene Auldridge

Messages:

SIGN IN/OUT CONFIRMATION

Sign-Out Recorded For Irene Auldridge

Messages:

Figure 8c: Child Signed In

Figure 8d: Child Signed Out

SIGN IN/OUT CONFIRMATION cose

Sign-In Recorded For Irene Auldridge

Messages:

Wrene Auldridge | Ronald Aukdridge  Rose Auldridge Steve Jones

Sally Jones

SIGN IN/OUT CONFIRMATION =
Sign-Out Recorded For Irene Auldridge il"

Messages:

CHILD PICKUP PERSONS. CHILD

Irene Auldridge

PICKUP PERSONS

Ronaid Auldridge  Rose Auldridge Steve Jones Sally Jones

You can also view child and pickup person photos (figure 8c,d) for any child by entering that child’s id and then clicking

Show Child Photos.

A pickup person or staff member can leave a message for the
center staff by entering the child or staff id and then clicking
Leave Message (figure 9.)

Figure 9 O
8 coancisn e \‘{’0
Pieae leave your message for the start L =)
.
- L)
1 2 3 4 5 6 7 8 9 [ W/
¢| w| o] | 7| ¥| 0| 0] el

If a message is left for the staff, an “M” will appear at the bottom right of the keypad screen.
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Edit Timesheets Screen: Figure 10

3] Edit Timeshests 52
Irene Auldridge Show All  Sign-in Without Sign-Out | Scheduled Without Sign-In ] 1212012 ||
Tab or Arrows to change contacts  * | Date Day  Start End Drop Off Pick Up | Su Mo Tu We Th Fr S5a
Howard Abrahams 57636 1212612012 We 00:26AM 10:28 AM 68248 [+]|68248 [+ &
Irene Auldridge] 8248 12/21/2012 Fr  08:00 AM 05:00 PM [=] | W 2] ] 5] ] ] ]
JamesE. Auldridge 46855 12/20/2012 Th  08:00 AM 05:00 PM [=] l=| || 8| .10] 1] 12| s3] 1a] s5]
MarkM. Auldridge 54849 | _ [~] =l 18] ] 18] 18] 20] 21] 2|
Tim Bernstein 95838 | 5| u| 5| =] z]| =] =]
William H. Blackmon 36615 1]_]
Malcolm Bondy 83263 Current Time Replace
Vernon Bono 21369 Scheduled Attendance
Philip D. Cooper 48343 4 Session 1 Session 2
Glenn A. Doerrman 57442 = | Mon 08:00 AM
Albert Dvarkin 83642 Leave = 01:00 PM
Lixin Feng 67794 Tue 08:00 AM
Josef Finn 96913 Leave | 03:00 PM
MNancy Focht G4865 Wed 09:00 AM
John §. Gallamore 76825 Leave | 02:00 PM
Dorothy R. Gehrmann 71311 Thu 09:00 AN
Jamie Gholl 17888 Leave = 03:.00 PM
Mathan Goldman 50486 Fri 09:00 AM
Ralph N. Gore 98793 ﬂj Delete Click on Date to enter Daily Comment Feael 1200 PN
Bongtae Han 18458 Sat []
|Z| Rt Search ListBatch BatchEdt 5,00 19.03 Setup Close Sull_-leave
chid | Staff | View class [ar  _ ﬂ‘ W Cleanup TS | %‘ @* ‘ LBE\I,:‘B

To view the timesheet entries for a child or staff member, click a contact on the left side of the screen. You can edit any of
the timesheet entries by typing directly into the Date, Start, End, or drop off/pick up boxes in the middle of the screen. To
add new entries, click Add or enter a new date. When editing timesheet entries, you can see the schedule for the current
child/staff member on the right side of the screen. The total of the timesheet hours for the current contact is shown in the
Hours box above the Cleanup TS button.

Add: add a new timesheet entry for the current child/staff
Delete: delete the current timesheet entry

Show All/Sign-In Without Sign-Out/Scheduled Without Sign-In: you can choose whether you want to see:

1) Show All- a list of all of the children/staff

2) Sign-In Without Sign-Out- just those who signed-in but never signed-out.

The list will default to display all children/staff who signed in but didn’t sign out regardless of date. You can enter a specific
date to check for sign-in without sign-out by clicking one of the calendar days in the top right of the screen. To go back to a
non-specific date, clear the date in the yellow date box at the top of the calendar.

3) Scheduled Without Sign-In- those scheduled to attend who never signed in.

The list will default to display all children/staff who are scheduled to attend at the current date and time, but didn’t sign in.
You can enter a specific date and time to check for scheduled attendance without a sign-in by clicking one of the calendar
days in the top right of the screen and entering a time in the box below the calendar. To check for the current date and time,
clear the date in the yellow date box at the top of the calendar and the time box below the calendar.

The contacts that appear can be further filtered with the selectors at the bottom of the contact list (bottom left of the screen).
You can view contacts for a specific class by selecting the class from the drop down class list, or you can view only children
or staff by clicking the desired button (figures 10a, 10b.)

Figure 10a Figure 10b
L Search Listfatch
- Prinit List = = - Prinit List
EillJEZ*-.-‘-.-‘l:l year olds g | statt | view class [ g
2 Greeh® three vear olds
3 Yellow: four year olds

Print List: Prints out the list selected.

Keep in mind that a timesheet entry must have a start and end time before the entry can be transferred to the ChildCare
Sage.
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Cleanup TS: removes blank timesheet entries from the timesheet records. You should always click this button before you
transfer the timesheets to the Childcare Sage.

You can enter a daily comment for each day that will appear on the child’s or staff bill. To enter a daily comment, click on

the date in a timesheet entry row (row that has the date, start time and end time.) The daily comment box will then appear
for that date at the bottom of the timesheet entry box. If you would like to enter a daily comment for a particular day without

entering the times for that day, do the following:

1) Enter the date for the comment in the date column
2) Click in the start time entry box, then click in the date box from 1)

3) Enter the comment in the daily comment box at the bottom of the timesheet section

4) Before you transfer the timesheets, click Cleanup Timesheet

Search: opens the Find Contact screen
List/Batch: opens the Contact List/Batch Functions screen
Batch Edit: opens the Batch Timesheet Editor screen

Setup: opens the Setup screen

Batch TimeSheet Editor

Figure 11:

=3 Batch Timesheet Editor

Class Timesheet Date
One Year Olds- Silver E| 12426/2012

One Year Olds- Silver |z| 12i2112012
One Year Olds- Silver |z| 12/20/2012
Infant- Black |z| 12/07/2012
Three Year Olds-Blue |z| 11/07/2012
Three Year Olds-Blue |z| 12/07/2012
Three Year Olds-Blue |Z| 10/03/2012
Three Year Olds-Yellow |Z| 12/07/2012
Four Year Olds-Orange |Z| 12/07/2012
One Year Olds- White |z| 11/07/2012
Four Year Olds-Orange |z| 12/07/2012
Four Year Olds-Green |z| 12/25/2012

| [-]

Arrive Time
09:26 AM

08:00 AWM
08:00 AM
10:09 AM
11:24 AM
10:09 AM
09:00 AM
10:09 AM
10:09 AW
11:24 AW
10:09 AW
0641 PM

Leave Time Drop Off Pick Up

1028AM 68248 [v| 66248 [+]
05:00 PM
05:00 PM
06:00 PM

57636

HOEEEEEEEEEE
FHEEFFEREEEE

BATCH TIMESHEET EDITOR
Contact Category
Irene Auldridge child
Irene Auldridge child
Irene Auldridge child
Philip Cooper child
Lixin Feng child
Dona Lehman child
Brian Merrion child
Mark Mistrik child
Patrick O'Leary child
Mahmood Pastor child
Beth Traynor child
Howard Abrahams Staff
Class [=] anchiren

Add

Delste

@

m

This screen lets you edit all of the timesheets in the timeclock at one time. Timesheets are organized by person, by date (in

reverse chronological order.) To change timesheet rows, simply type into the columns.

To add new timesheets, click Add.

Figure 1l1a:

Figure 11b:

ADD TIMESHEET

Save

Contact [reng Auldridge ]  [x]
Date  12/18/2012 c| —
Arrive i
Leave H

= ¥

TIME SELECTOR

2ad || raw [ ])zam | ] ] aam | |] 4am ||| sau
i (1] vm {01 zm J10 s J1] e []] se

Add W Please select & fme by cicking on eiber the bowr in yelow or green, of the 15, 30. 45 nnte ks between the bours.

I1) aan J ] 7am J])] sam ]]] som
J1J sew S 0] 7 Ll em ] 1] e J L em [ 1L um 11]

| ) wau 1] fvnau 1]

[Waaa)

Cloge

Delete: deletes the current timesheet row
Class: only shows children in the selected class

Simly fill in the timesheet and click Save. Time selectors (figure 11b)
lets you pick a time of a timeline versus typing it in.
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Batch Child TimeSheet Editor

Figure 12:

=] Edit Timeshests

Malcolm Bondy 83263
Vernon Bano 21369
Philip D. Cooper 48343
Glenn A Doerrman 57442
Albert Dvorkin 83642
Lixin Feng 67794
Josef Finn 96913
John S. Gallamore 76825
Dorothy R. Gehrmann 71311

Ralph N. Gore 98793
Nathan Henn 23355
Jerry Hildreth 87172
Dona E. Lehman 34682
Perry Levin 36854
William S. Loeb 31982

David Medearis 17742

[=] Print List
View Class viewal | _

I

_ada | pekte

Click on Date to enter Daily Comment

52
Irene Auldridge] Show All _Sign-in Without Sign-Qut | Scheduled Without Sign-in J 122012 <.
Tab or Amrows to change contacts [ Date Day Start End Diop Off Pick Up 4| Su Me Tu We Th Fr Sa
Irene Auldridge 68248 | | 12/26/2012 We 09:26 AM 10:28 AM 68248 [+]68248 [+ 1
James E. Auldridge 46855 1212112012 Fr 08:00 AW 05:00 PM = = 2l3]a]ls|s]7]s]
Mark M. Auldridge 54849 120202012 1Th | 030050500 PU = | | sl 0] 1] 12| s3] 1a] 5]
William H. Blackmon 36615 =] =

Current Time Replace

Batch Edit

i)

the setup or batch functions screens.

Batch SignOut Editor

Figure 13:

ContactHours 19,03

Cleanup Timesheets

Close

¥

This is the same as the Edit Timesheets screen, except that it only lets you edit child timesheets and doesn'’t give access to

Scheduled Attendance
Session 1 Session 2

Hon 08:00 A

Leave 01:00 Pl

Tue 08:00 AW

Leave 03:00 P

Wed 09:00 A

Leave 02:00 Pl

Thu 09:00 AW

Leave 03:00 P

Fri 09:00 A

Leave 12:00 Pl

Tlsat O

Leave

s [

Leave

s TemesboeiDale  ArweTem  Lowes Tene

School Age |«
School Age =
Twa Yaarolx|
Two Year 0=
Twa Year O v |
Twa Yoar 02|
TwoYear O »
Two Yeae O/~
Two Yoar 0/« |
Twa Year 0|

Twa Year 0=

3 Rateh SigeOut Freor
BATCH SIGNOUT EDITOR
Contact Catrgary
Jorge Aguital chilg
Waller Amoul child
Ragge Braslin child
John Gallamore chilg
Helacn Greene anile
John Henderson chila
Jurry Hilreth child
Ellk Klgyman ehile
Patry Lewin chila
Wilkarn Loeb child
Pat iler chila
Dataut Loave T 0800 PM

e ] 1030 s
MATRNE cf 192140 &
n.owmu_cJ 0430 PU :J
1N0RNs cf 24 s
1107201 | ceaePu s
ARGLTE R ﬂ 1122 AM ﬂ
NOTRN4 :l 04239 PU ;.l
NOTR04 ¢f 4I0PW ﬂ
MRS | 1124 s
II.‘ﬁ."'?GIiﬂ 0438 PU ﬂ
TANGNS cf 1124 g

Drop OIF

Lfeeii o

=

(=3 B

A1 S Withsul Sige-Dat PRt Sign-n Whout Sign-out |

sEIEIE]IEIEIEIE R

Pk g

The Batch Signout Editor lets you view incomplete timesheets (sign in without sign out,) and sign children/staff out in batch.

All Sign-In Without Sign-Out: shows all incomplete timesheets in the system

Past Sign-In Without Sign-Out: only shows incomplete timesheets for prior days

If you looking for incomplete timesheets when the center is closed, click All Sign-In...., when the center is open, click Past

Sign-In.... (If you are editing incomplete timesheets, you don't want to see today’s timesheets while the center is open.)

Child Batch SignOut Editor

Figure 14:

=3 Child Batch SignOut Editor

CHILD BATCH SIGNOUT EDITOR

Contact Class Timesheet Date Avrrive Time Leave Time

Lixin Feng Three‘(earlzl 11/D?t2012ﬂ 11:24 AM ﬂ 06:00 PM ﬂ
Dona Lehman Three Year [] 120712012 ¢| 10:09AM A 06:00PM L|
Brian Merrion Three Year [ | 10032012 ¢| 09:00AM A 06:00PM L|
Wark Mistrik Three Year [] 120712012 ¢| 10:09AM Al 0g:00PM L |
Patrick O'Leary FnurVearDlzl 12m712u12ﬂ 10:09 AM ﬂ 06:00 PM ﬂ
WMahmood Pastor One Year O[ x| 1110712012 ¢| 112441 4| L]
Beth Traynor FnurVearDlzl 1207120123] 10:09 AM ﬂ H

Drop Off

Pick Up

FEEEEEE

[e] 2t ot |
[e] o] o |
(2] o o
o] 2] o |
(o] | B o |
[e] o | oe
[e] ] o o

This is the same as the Batch SignOut Editor screen, except that it only lets you edit child timesheets.
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Setup Screen

Figure 15

3“““3Emp The setup screen lets you customize the
Business Mame  ABC Daycare] Utllity Functions tlmeCIOCk program.

Piclurs Dveclory  ¢\cosagel Wessages P MERLIGEE Chideare Sape Webste User D testl

(CCSage Direclory ¢\cesapgel Resd Mag PW taf Backup Data to ChisCare Sage server

r The Door Strike functions on the right side of
the screen let the timeclock control an electric

: . door. Please see the Childcare Sage Doorstrike

g B : manual for directions.

TimeClock Optlons

Doorstrike Functions

Skpdien, [ T oo (RS The FingerPrint functions at the bottom of the
St CotomLom [~ screen set up the fingerprint package that
works with the timeclock. Please see the
Childcare Sage BioPlugin Fingerprint manual

for directions.

Business Name: Name of center that appear at the top left of the keypad screen

Picture Directory: If you are using a separate timeclock computer and want to show child and pickup person photos; create
a folder on the timeclock computer to store the child and pickup person photos and copy all child and pickup person photos
from the main computer to the photo directory on the timeclock computer. Enter the path to that folder here.

CCsSage Directory: points to the Childcare Sage for account balance inquiries from the timeclock. If you want timeclock
users to lookup account balances, you should put a copy of the childcare sage onto the timeclock computer, point the
timeclock to that copy, and refresh that copy frequently.

Passwords: You can setup different passwords to open the edit timesheets, edit notes, and edit messages screens from the
keypad screen.

TimeClock Options:

Hide ID Number: Selects whether to show the id number as it is entered, or show * instead of the numbers

Show Balance: Selects whether to show the Balance button to let parents check their account balance

Add Balance to Confirmation: Selects whether to add the account balance to the sign in/out confirmation screen

Allow Sign-In w/o Sign-Out: Selects whether users should be able to sign in if they forgot to sign out on a previous day

Show Photos on Sign-In: Selects if photos of the child, parents, and pickup persons are displayed on child sign-in

Show Photos on Sign-Out: Selects if photos of the child, parents, and pickup persons are displayed on child sign-out

Reset Keypad Screen: Selects if the cursor should always go back to the id entry box after something is done on the main

timeclock screen (check this if the cursor doesn’t always go back to the id entry box)

No Siblings with Master ID: selects whether siblings appear if a child’s master ID number is entered (siblings will appear if a

parent or pickup person’s id is entered)

Skip Confirmation Check: selects whether a user must click enter on the Sign In / Sign Out Recorded confirmation screen
Confirmation Time: selects how long the confirmation message is displayed if the confirmation check is skipped

Error Display Time: selects how long the error message is displayed

Beep on Sign In/Out:

Batch Sign Out Times: sets the default sign out times for the Child Sign Out screen

Use Common ID for Siblings: selects whether the timeclock will use common ids to identify siblings/children when a parent

or pickup person enters their ID into the timeclock

List Time Buffer: Controls the buffer for the Scheduled without sign-in button on the edit timesheets screen. For example, if
you want to see who was scheduled to come in at 9:00am but never signed-in, you can set the buffer to 5 minutes so that
the system looks for sign-in’s between 8:55am and 9:05am.

Show Custom Logo: Select whether the B & I logo at the bottom left is replaced with the center’s logo pointed to in Custom
Logo Path.

Utility Functions:
Childcare Sage Website User ID: your user id to access your account on the childcare sage website
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
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Contact List / Batch Functions Screen

Figure 16

== Contact List = [=] = The batch functions screen can be
rﬁje'e;m d;:m; FC‘ESSY - g BATCH FUNCTIONS 50 opened by entering the batch password

owar ranams our Year s-Green =l ~ .
™ Irene Auldridge One Year Olds- Silver [~ Batch Sign InfOut Functions For Selected C OD the keypad screen or from the Edlt
I~ James Auldridge Four Year Olds-Green Z| Date Sign InfSession TlmeSh_eet screen. If the batch functions
™ Mark Auldridge Two Year Olds-Red ]| Time - Sign Out screen Is Opened by paSSWOfd from the
™ Tim Bemstein Three Year Olds-Blue ¥ ||~ Sign Out All Signed In keypad screen, CIiCking Close on the Find
™ William Blackmon Four Year Olds-Green v Midnight Sign Out/ln Functions ContaCtS or BatCh FunCtionS screens W|”
™ Malcolm Bond Three Year Olds-BI R .

T Y ETGOESEN | | | All Contacis Currently Signed I open the keypad screen. However, if the
| Vemon Boro S ] - Only Signed In Contacts Scheduled Through Midnight | ; ;
~ Phiip Cooper ECTECE =] 2 e Ll | ba_tch functions screen is opened from the
™ Glenn Doemman Two Year OldsRed || TR D 1 edit timesheet screen, clicking Close on
™ Albert Dvorkin Four Year Olds-Orange [~ | QU R e e b = = the Find Contacts or Batch Functions
g " Feng Three Year Olds-Blue  [+] : e screen will open the Edit Timesheet
g 2t e ]| | [ et e screen. This function was added to the
™ Mancy Focht One Year Olds- Silver Z| Message A R i )
o T e e B tlmeclopk SO that any staff me_mber can
™ Dorothy Gehrmann Three Year Olds-Blue -] General Batch Functions S batch sign in/out groups of children
™~ Jamie Gholl Four Year Olds-Green Z| Clear All Messages | “ without haVing access to the main
I~ Nathan Goldman Two Year Olds-Purple Z| Ti heet Logs o - timeSheet edlt screen.
[~ Ralph Gore Infant- Beige Z| Lt Separate [From Select @ &

Select All o Staff | Combined | To Select
_selectan | statt | _comoies |

The Contact List/Batch Functions screen opens by either clicking the List button on the edit timesheets screen, or if the
criteria entered in the Find Contacts screen finds contacts. The Timeclock program has a list function that allows you to
individually select contacts to use in batch functions.

Batch Sign In/Out Functions: This function lets you sign infout groups of children and/or staff in batch. All of the contacts
selected on the left side of this screen (selected by checking the checkbox to the left of the desired contact, or clicking
Select All at the bottom of the contact list,) can be signed in/out at the date and time specified. Because these contacts are
signed in/out in batch, no drop off or pick up id’s are recorded.

Now: Fill the date and time boxes with the current date and time

Sign In: Sign In all of the selected contacts at the date and time shown.

Sign Out: Sign Out all of the selected contacts at the date and time shown.

Sign Out All Signed In: Sign Out all contacts who are currently signed in for the date shown. The recorded sign out time is
shown in the time box. (Only contacts signed in for the date in the date box will be signed out.)

Midnight Sign Out/In Functions: This function lets you sign groups of contacts out at 11:59pm and back in at 12:00am
the next day. (Midnight cycle) This must be done for centers who have overnight hours because the childcare sage cannot
calculate hours that cross different calendar days. You can also select which contacts will be midnight cycled.

a) All Contacts Currently Signed In: midnight cycle all contacts who are currently signed in for the date entered

b) All Signed In Contacts Scheduled Through Midnight: midnight cycle all contacts who are currently signed in for the date
entered and who are scheduled to be at the center through midnight for the date selected

c) Only Selected Contacts: midnight cycle all selected contacts (selected by checking the checkbox to the left of the desired
contact, or clicking Select All at the bottom of the contact list)

Date: The date of the midnight cycle. (If you want to midnight cycle contacts on Tuesday at midnight, the date should be
Tuesday’s date.)

T: Fills the date box with the current date (or the previous date if the T box is clicked before 6am)

Run: Midnight cycles the chosen contacts for the date entered

Batch Message Functions
Leave Message: Copies the entered message into all of the selected contacts (selected by checking the checkbox to the
left of the desired contact, or clicking Select All at the bottom of the contact list)

General Batch Functions
Clear All Messages: Clears the sign-in messages for all contacts.
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Timesheet Logs

Print: You can print out timesheet logs that list all of the sign infout actions for selected children/staff. The logs can be
printed with each child/staff member on a separate page, or combined.

Search: opens the Find Contacts Screen
Close: goes back to the Edit Timesheets screen or the keypad screen (depends on where this screen was opened from)

Find Contacts Screen: Figure 17

=) Find Contacts =

Contact Information

First Name

Birth Date

Center Information
Class Num

Record Meals

Child User Fields

temp

FIND CONTACTS
Schedule

Day:
=] o |

Wi Last Name

Search  List Close
1 NPE e

Top- Check Box: Bottom- Selector

You can search for contacts to use in batch functions via a
combination of any of the white boxes on the find contacts
screen. For example, you can look for children/staff in class
220 who are scheduled to be at the center on Wednesdays
at 2:00pm. The system will search the database for contacts
matching the description. If children/staff matching the
criteria entered are found, the Contact List/Batch Functions
screen will come up. Data can only be entered on the find
contact screen in the white boxes. Please refer to the
search guide in the Childcare Sage for search rules.

Search: creates a filter based on your criteria and applies that filter to the database. If contacts matching the criteria are
found, the Contact List/Batch Functions screen will come up.
List: opens up the Contact List/Batch Functions screen without applying any filters.
Reset: clears all entries on the screen.
Close: goes back to the Edit Timesheets screen or the keypad screen (depends on where this screen was opened from)

Edit Notes Screen: Figure 18

=l Daily Notes

=8 He

Edit Messages Screen: Figure 19

=3 Sign-In Messages

o |[-E8] &=

To add or change a note, simply type
into the 18 rows.

Flease remember to sign in and out each day using your ID number

Happy 4th Birthday to Johnmy Jones

DAILY NOTES
Name

Rhelt E. Abels
Jorge S. Aguilar
Joan C. Amico
Barbara . Anoskey
Walter R. Amoult
Mark M. Auldridge
Jonathan A. Ayres
Harold R. Bamford
Caitlyn E. Bames
Maciah D. Barnes
Jerry . Barrett
James E. Bates
Irene . Berger
Dan . Bolling
Walcolm . Bondy
Vernon . Bono
Nadia . Bowser
Reggie . Breslin
Carl . Cameron

Category D

Child
child
child
child
child
child
Child
child
Child
Child
child
child
child
child
child
child
Child
child
child

11110
66338
25359
84648
53825
54849
10260
96251
06080
12130
71232
46855
68248
57216
83263
21369
03190
82317
15874

Message

[wark is due for the 4th DTAP Vaccination

SIGN-IN MESSAGES =

No Sign In

Close

14

Messages to Staff Screen: Figure 20

-2 Messages to Staff

o
el R

To add or change a message, simply type into the message column. To
delete a message, backspace or clear the message until it is gone.

zZ Messages to staff are date and time stamped.

Date

12/26/2012 10:42 AM Irene Auldridge

MESSAGES TO STAFF

Time Message Regarding Left By

Mark will not be at the center this Thursdﬂyl

The child or staff member who's id was used is
recorded, as well as the parent or pickup person
who left the message if the id entered was not a
master id.

Delete Current Row

Delete All Messages

Close

¥
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Windows 8 Tablet Mode

Many users prefer to use a tablet with our TimeClock program. A tablet is small, portable, and relatively inexpensive.
Please keep in mind that you need a Windows 8 tablet for our software. An Ipad, or Android tablet will not work.

If you want to use a tablet with our timeclock, we recommend the Dell Venue 8 Pro 8” tablet. It is fairly durable, and the

small size makes it perfect if space is limited.

The ChildCare Sage TimeClock has a tablet mode that resizes the screen for use with an 8” tablet. To toggle between the
modes, simply click the center name at the top left of the keypad screen.

Normal mode: figure 21

S oanat e .
ABC Davcare Daily Notes or-aaPm
1 2 3
4 5 6
7 8 ]
Cleat 0 Erter
sito e
by i Show Phetiss
U Temetog | | "

Tablet Mode: figure 22

Clear

*alto
:

GRS

v14.11b

ABC Davcare
I
) s ;i
s 6
8 9
0 Enter

Leave Message |

Show Photos

Balance | TimeLog |

Daily Notes 07:45 PM
Welcome to our center!
Your ID Number is the last 4 digits of your cellphone

Don't Forget About the Field Trip Wednesday
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Appendix A: TimeClock Networking Guide

Most childcare centers use a separate windows computer (desktop, laptop, or tablet,) for the timeclock to let parents and
staff sign in and out. The timeclock computer is usually located by the entrance or in a central location. If the main and the
timeclock computers are both at the center, they can share information over the existing network at the center that lets each
computer go online. This network can be wired or wireless.

If possible, we always suggest wired networks, which involve running an Ethernet cable between each computer and the
router. In general, wired networks are much faster, more stable, and more reliable. There are numerous ways to setup a
wired network if the router is not close to the computers you will use for the childcare sage, including connecting a wired
switch to the router, then wiring each computer to the switch, or connecting a wireless bridge to the router, then wiring each
computer to the bridge.

Many of the support calls we get concern the main computer not being able to see the timeclock computer in a wireless
network. Our support policy includes connecting the computers at your center together into a wired or wireless network.
After the network is setup, we can only trouble shoot WIRED networks. Please keep in mind that our software uses the
existing network at your center; It is not the network.

This guide shows how to setup and troubleshoot the network between the computers. This guide applies equally to both
wired and wireless networks. To keep things simple, this guide assumes a center has 1 main computer in the office, and 1
timeclock computer by the entrance or in a central location in the center. If your setup is more complex (more computers,)
the process is similar but simply involves more steps for any computers outside of the 2 this guide assumes.

To setup a separate timeclock computer, do the following:

1) make sure that Microsoft Access 2002/XP or newer is installed on the timeclock computer.

2) install the Childcare Sage Timeclock onto the timeclock computer and make sure it opens

3) install the Setup Network Timeclock Computer onto the main computer

4) follow the steps in A) to determine the version of windows on the timeclock computer

5) follow the steps in B) or C) (depending on the version of windows on the timeclock computer) to add a new user to the
timeclock computer (we suggest you use “timeclock” for the username and password)

6) follow the steps in D) to share the “ccsagetimeclock” folder on the timeclock computer with the network

7) follow the steps in E) to map a drive from the main computer to the timeclock computer

After you have completed the steps above, do the following:

1) point the timeclock on the main computer to the timeclock computer by:

e open the Timeclock on the main computer

e click Ok when it says it cannot find the timesheets_be.mdb file

e on the left side of the box that opens, click This PC or Computer, then click the z: drive and then click the
timesheets_be.mdb file

e click Open

2) point the childcare sage to the timeclock computer by:

e open the Childcare Sage on the main computer

e on the main menu, click Setup Menu (bottom right), then System Setup (top left)
e click on the TimeClock Loader tab

e inthe TimeClock Dir row, enter “z:\” (nothing else)

If you have any questions, or need help, please contact us.
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A) Which version of Windows is on my computer and what is my Computer’s Name

To determine the version of windows on a computer, please follow the steps below:

1) Right click on the Windows
start button,

or

2) Click File Explorer or Open
Windows Explorer

Computer Management
Command Prompt

Command Prompt (Admin)

Task Manager
Control Panel
File Explorer
Search

R
o Pag

Shut down or sign out

Desktop

or

Properties -
Open Windows Explorer

G S

3) Right click Computer or
This PC on the left side of the
menu,

48 Computer

> &, Local Disk (C
> ¢ Local Disk (D)

> i DVD RW Drive (E;)

v [ This PC

[Vl Desktoh

= Documents

. Downloads
> || My Web Sites on M5SN *
. .
4 €l Network or b Music
. . ~ 3 Quicl "
4) Click Properties : ©
4 /M| Computer I Des anage
> ;':-:' Loca Collapse ‘ Do Unpin from Start
> - Loca I\ﬁ-'l N — B Dod Map network drive...
. 2 ovp B Open in new window
= Open in new window =] Pict] X X
Pin to Quick access
> L My W) - - cesi oi ¢ network dri
/] &-! Netwo ap network drive... J; Ml isconnect network drive...
» 18 ASUS Disconnect network drive... v Add a network location
b M3 Add a network location B vide Delete
> B Contro Delet Rename
= elete
& Recyd & Onel ; /
Rename Properties
> 1) access ~ [ This b —
1) DCMs| Properties or [ Deskiop

The information you need is pointed out below.

View basic information about your computer

Windows edition

Windows 7 Ultimate "-_--_

Copyright © 2009 Microsoft Corperation. All rights reserved.

Service Pack 1

Systemn
Rating: -y’_!l Windows Experience Index
Processor: Intel(R) Core(TM) i7 CPU 920 @ 2.67GHz 267 GHz
Installed memory (RAM):  9.00 GB
System type: 64-bit Operating System
Pen and Touch: Mo Pen or Touch Input is available for this Display

Computer name, domain, and workgroup settings

Computer name: ASUS5200 —"

Full computer name: ASUS5290
Computer description:

Workgroup: WORKGROUP

'?;'Change settings

Write down the version of windows and the Computer name.
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B) Adding a New User to Windows 7

1) click the windows start button,

2) then click Control Panel.

3) click User Accounts

Computer

Control Panel
Change settings an

Default Programs

Help and Support

- .
3& User Accounts
/‘

4) click Manage another account

) Manage another account g

r&' Change User Account Control settings

5) click Create a new account

Create a new account .‘_——

What is a user account?

6) enter the name of the new account,
select Administrator, then click Create
Account

Name the account and choose an account type
This name will appear on the Welcome screen and on the Start menu.

timeclock +—

() Standard user
Standard account users can use most software and change system settings that do not affect other users or
the security of the computer.

@ Administrator
Administrators have complete access to the computer and can make any desired changes. Based on
notification settings, administrators may be asked to provide their password or confirmation before
making changes that affect other users,

‘We recommend that you protect every account with a strong password.,

Why is a standard account recommended?

[ Create Account ] [ Cancel

7) click the new Account

timeclock
Administrator

8) click Create a Password

Change the account name

Create a password +—

Change the picture

9) enter the password twice, then
enter a hint (we suggest: program ),
and click Create Password

Create a password for timedock’s account

= timeclock
7, Admirstiater

You sre cresting & password for timeclock.

11 you do this, timechsck will kuse all EFS-encrypted lies. personal certificates and stored .
Web sites or network resources.

Tos v lasing data in the future, atk timeclack ta make a passward reset fioppy disk.
New passwoed -+
Confirm new password *

W the password contains capital letters, they must be typed the same way every time.
How Lo creale a stiong password

Type
The password hint will be visible to everyane who uses this computer.
What is & password hnt?

Create password |
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C) Adding a New User To Windows 8/10

1) right click the windows start button,

2) then click Control Panel.

Command Prompt

Command Prompt (Admin)

Task Manager
Cantrol Panel 4—’—
File Explorer

Search

Run

Shut down or sign out

Desktop

3) click User Accounts

User ACCOUNTS  ffmm——

® Change acco
User Accounts

4) click Manage another account

& Manage another account g

'@' Change User Account Control settings

5) click Add a new user in PC settings

Add a new user in PC settings (

6) click Add Someone else to this PC

Other users

Allow people who are not part of your family to sign inw
own accounts. This won't add them to your family.

+ Add someone else to this PC ="

7) click | don't have this person’s sign-
in information

I don't have this person’s sign-in information  e———

Privacy statement

Next

8) click Add a user withour a Microsoft
account

*If you already use a Microsoft service, go Back to sign in with that ac
Add a user without a Microsoft account <"

Next

9) fill in the information for the account
a) enter the name,

b) enter the password twice,

c) enter a hint (we suggest: program ),
d) click Next

Create an account for this PC

If you want to use a password, choose something that will be easy for you to remember
but hard for others to guess.

Who's going to use this PC?

| User name |

Make it secure.

| Enter password |

| Re-enter password |

| Password hint |

Back Mext
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D) Sharing a Folder with the Network

1) Right click on the Windows start
button,

2) Click File Explorer or Open
Windows Explorer

Computer Management
Command Prompt
Command Prompt (Admin)
Task Manager

Centrol Panel

bl g

Search

Run PE 0

Shut down or sign out "‘1
Desktop '~

Properties ”
Open Windows Explorer

3) Click Computer or This PC on the
left side of the menu,

4 M Computer

> a Local Disk (C
» =a Local Disk (D:)

» i DVD RW Drive (E:)

~ [ This PC

D esld:ok

|if| Documents

> | ] My Web Sites on MSN ¥ Downloads

4 € Network or J Music
4) Click Local Disk (C:)
5) Right click on the ccsagetlmeclock | cesagetimeclock
folder, then click Share With, then
Specific People

ccsageti st AR sn. File folder
| cesageuse °"e"_ ] | File folder
. CCSuppor CEE R ot File folder

childcares B“""“e‘"M"bEB""SE(ﬁA/ File folder
. childeares, Share with | B Nobody

. cisage E  Snagit » Homegroup (Read)
cisagemai Restare previous versions. Homegroup (Read/Write)
chsageoutl & || Combine supported files in Acrobat... S /
6) From the top select Everyone in the - Add
dropbox, then click Add Name Permission Level

52 Administrators Owner
7) When you see everyone in the Choose people to share with
name C0|umn, Change the PermISS|0n Type a name and then click Add, or click the arrow to find someone.
Level to: Read/Write and click Share
- Add

MName
2, Administrators
52 Everyone

Permission Level

i~
Owner K
Read/Write ¥

I'm having trouble sharing
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E) Mapping a Drive on the Network

1) Right click on the Windows start
button,

or

2) Click File Explorer or Open
Windows Explorer

Computer Management
Command Prompt
Command Prompt (Admin)
Task Manager

Centrol Panel

bl g

Search

Run Pag Properties ”
Shut down or sign out Open Windows Explorer

oy

or

3) Click Network,

 CUCaT OTSK T
—a Local Disk (D)
5 DVD RW Drive (E:)
| My Web Sites on MSN
?! MNetwork ‘-—_——
[543 Control Panel
£ Recycle Bin

4) Double click the Computer you
want to connect to (if you don't see
the computer listed, go to the next

page)

4 Computer (2)

A AsUS5290 A MO3P-PC
— . i, \

4 Multifunction Devices (1)

5) Enter the Username and Password
that you setup on the computer, check
Remember my Credentials and then
click OK.

If you enter the username and
password and the same box
reappears, add the name of the
computer before the user name:
M93P-PC\timeclock

Windows Security &

Enter Network Password
Enter your password to connect to: M33P-PC

— | User name *-1——-
|\:\ | Password H—‘
1 Domain: ASUS5290

- [7] Remember my credentials

P -
'3_3' Logon failure: unknown user name or bad password.

[ 0K J ’ Cancel

6) Right Click on CCSage'I_'imeCIock, Map network drive... <«
then click Map Network Drive | | cossgetimeclock c
Share ory
.-
‘\ Create shortcut
then Properties
B4

7) Click Finish

() ® Map Network Drive

What network folder would you like to map?

Specify the drive letter for the connection and the folder that you want to connect to:

Folder: MI3P-PCicesagetimeclack T
Example: \\server\share
[¥] Reconnect at logen

[7] Connect using different credentials

Connect to s Web site that you can use to store your documents and pictures.

N
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F) Windows Doesn’t Show the Other Computer

1) make sure network discovery is on for both computers

1) Make sure Network Discovery is on
for both computer

or

2) Click File Explorer or Open
Windows Explorer

Computer Management
Command Prompt

Command Prompt (Admin)

Task Manager
Control Panel

File Explorer /

Search

Run Paq

Properties P
Shut down or sign out ,ﬂ

Open Windows Explorer

Desktop

]

3) Click Network,

S CUCaT OTSE T
—a Local Disk (D)
5 DVD RW Drive (E:)
| My Web Sites on MSN
?! MNetwork ‘-—_——
[543 Control Panel

£ Recycle Bin

4) If you see Network Discovery
Notice at the top of the screen, click it,
then click Turn On Network Discovery

Network discovery is turned off, Network computers and devices are not visible, Click to change...

A 5 F Favemritar

Network discovery is turned off. Network computers and devices are not visib| _~
i s ) Tum on network discovery and file sharing ‘-—

[ Favorites Help about network discovery

B Desktop Open Network and Sharing Center

& Downloads
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Appendix B: Using the TimeClock Link

The Timeclock program is usually setup on a separate computer, located centrally or by the entrance. If the main and
timeclock computers cannot be networked together (if they are in different buildings or too far apart,) you can transfer
information between them by using the TimeClock Link program on a USB flash drive.

Setting Up the TimeClockLink

The TimeClockLink is automatically installed with the TimeClock. The TimeClock Link program is 1 file (timeclocklink.mdb)
that is saved into the c:\ccsagetimeclock\ folder on your computer’s hard drive. The best way to use the link is to copy the
timeclocklink.mdb file onto a USB flash drive and then plug the flash drive into the main and timeclock computers to use it.
You use the TimeClockLink to load new children and staff into the timeclock, and to transfer timesheets from the timeclock
back into the ChildCare Sage. (Timesheets are usually transferred weekly.)

Setup Screen

Figure 1:

=] Setup 22 | This screen is opened by clicking Setup in the
SETUP TimeClockLink.

Childcare Sage Dir  ¢:\ccsagel

TimeClock Dir c\ccsagetimeclock)

Replace Timesheet entries with TimeClock entries BB

Fingerprint Module Loader
Load Fingerprint Users (If using the fingerprint scanner add-on) [
Are last names entered for parents? |

Fingerprint Dir

ChildCare Sage Dir: points to the Childcare Sage (ccsage_be.mdb) on the main computer. The default path is: c:\ccsage\
TimeClock Dir: points to TimeClock (timesheets _be.mdb) on the timeclock computer. The default path is:
c:\ccsagetimeclock\

Replace Timesheet entries with Timeclock Entries: selects whether you want overwrite existing timesheet hours in the
childcare sage with timeclock hours. This prevents double billing of hours.

If you are using the Childcare Sage Fingerprint Add-on, you also have the following options:

Load Fingerprint Users: load children, parents, pickup people, and staff into the Childcare Sage Fingerprint database
Are last names entered for parents: did you enter last names for the parents and pickup people?

FingerPrint Dir: points to the Fingerprint file (ccsagefp.mdb) on the timeclock computer. The default path is:
c:\ccsagetimeclock\

Using the TimeclockLink program

Timeclock Link

Figure 2:
To Load Contacts or Update Balances in the TimeClockLink: 3 TimeClock Link =
a) plug the usb flash drive into the main ChildCareSage Computer ChildCare Sage TimeClock Link ~ ver
b) double click the timeclocklink file to open the TimeClock Link Timesheet Range
c) click Import Contacts nport =
——— 1 Transfer Period
To Load Contacts into the TimeClock: ey = e J
a) plug the usb flash drive into the timeclock computer Gontacts!| Balancss | | 7o ﬁ
b) double click the timeclocklink file to open the TimeClock Link =
c) click Export Contacts fju ﬁ E
e Setup  Quit

To Update Balances in the TimeClock:
a) plug the usb flash drive into the timeclock computer
b) double click the timeclocklink file to open the TimeClock Link
¢) click Update Balances

Timeclock Link
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To Import Timesheets into the TimeclockLink:
a) plug the usb flash drive into the timeclock computer
b) double click the timeclocklink file to open the TimeClock Link
c) change the transfer period if you want to only import certain
dates from the timeclock
d) click Import Timesheets

To Review and Edit Timesheets in the TimeclockLink:
a) plug the usb flash drive into the main ChildCareSage Computer
b) double click the timeclocklink file to open the TimeClock Link
c) click Batch Signout to see the incomplete timesheets (figure 6)
d) to see all of the timesheets, click Review Timesheets (figure 7)

To Transfer Timesheets from TimeclockLink into the Childcare Sage:
a) plug the usb flash drive into the main ChildCareSage Computer
b) click Export Timesheets

If you receive a message that says there are timesheets without a
start/stop time, click the Batch Signout button and fill in the incomplete
timesheets.

Batch SignOut Editor
Figure 6:

A

BATCH SIGNOUT EDITOR
© gy e
enaa Senosl Age =

Figure 3:

=3 TimeClock Link 52

¥16.12

Import
Timesheets

ChildCare Sage TimeClock Link

Timesheet Range

Import From 12/10/2016
Contacts To | 12/26/2016

Transfer Period

{"Expori | Update From 12/10/2016 Select
iContacts: | Balances To 12/25/2016 Sekct

& =y

Setup Quit
Timeclock Link
Figure 4:
=3 TimeClock Link 52
v16.12

ChildCare Sage TimeClock Link

Timesheet Range

Import From
Contacts
To

Transfer Period

Update: From
ts;| Balances To

Review
Timeshests
Batch
Signout

Select
Select

* v

Setup Quit
Timeclock Link
Figure 5:
g TimeClock Link ES
v16.12

ChildCare Sage TimeClock Link

Timesheet Range

Import From
Contacts
To

Transfer Period

e From
ts:| Balances To
"ﬁ

Review
Timesheels
Export
Timesheets

| B

Setup Quit

Select
Select

chas

Detust Lesve Tew 0500 PU

Batch Editor
Figure 7:

Ik orr it s
BATCH EDITOR

you quickly fill in incomplete timesheets.

A: Select an arrive time
L: Select a leave time

A->L: move the arrive time into the leave time column

->L: fill the leave time with the default leave time at the bottom left

Del: delete the timesheet row

All timesheets must be complete (have a start and end time) before
you can export timesheets into the ChildCare Sage. This screen lets

This screen lets you edit all of the timesheets in the timeclock at one
time. Timesheets are organized by person, by date (in reverse
chronological order.) To change timesheet rows, simply type into the

columns.
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