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1 INTRODUCTION 

The Enterprise Modeling System (EMS) software application is a management tool 

designed to support the process of modeling enterprise organizations. It supports the 

annual planning and programming cycle; provides a framework for budget planning 

and execution; provides what-if analyses using scenarios and reports; offers tools for 

reviewing performance results for improvement opportunities; and for maintaining 

underlying reference data such as regions, programs, installations, pay scales, and 

program standards. 

 

EMS is designed to support the Department of Defense (DoD) Planning, Programming, 

Budgeting, and Execution (PPBES) process. The EMS version developed for CYP 

focuses on the budgeting phase. It provides senior managers, regional program 

directors, and installation program managers and installation program directors with 

the tools to model, track, analyze, evaluate, and improve enterprise performance. 

 

 
 

Figure 1: Planning, Programming, Budgeting, and Execution Cycle. 
 

This User Guide describes the EMS functions and features that support the budgeting 

process for CYP. Other manuals will describe the programming and execution features 

of EMS that CYP can use to support other process phases. 

 

1.1 Overview of EMS Modeling Process and Capabilities 

EMS models the enterprise in scenarios. With EMS, scenarios can be created, 

developed, refined, and locked. 
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Developing models using EMS scenarios begins with creating a new scenario, and 

continues through updating underlying references and standards, setting up program 

details, and tailoring the program component details. This process is shown in Figure 

2. 

 

 
Figure 2: CYP EMS Model Process Overview 

 

Generally, scenarios can be created to support each phase in the business cycle, 

including programming, funding, budgeting, and execution. Within each cycle, 

managers can create numerous versions of baselines and scenarios. Baselines and 

scenarios can be named to support the intended purpose, such as POM 2010 v.14 or 

Execution Performance 2008 v.2. Users can create any number of scenarios, based on 

any existing baseline or scenario, to model specific circumstances in order to see 

the effect on the overall enterprise model. 

 

Models created in EMS baselines can be configured to model the details of CYP 

operations, including programs and program elements at each installation or site. EMS 

includes the capability for defining, organizing, and estimating the program 

components including standards, labor positions, rates, FTEs, overhead rates, and 

other burdens. You can set up these components in any number of ways to model the 

enterprise to achieve your modeling goals. 

 

This modeling process is a collaborative one, in which all levels of the enterprise are 

involved. EMS users participate in developing scenarios and contribute to final 

baselines that reflect the underlying makeup of the enterprise. 
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Figure 3: EMS Collaborative Modeling Participants 
 

Finally, EMS offers managers tools that can provide insight into enterprise 

performance, and especially for improvement opportunities. You can compare one 

baseline to another to understand the effects resulting from differences in model 

configurations and settings. With EMS you can easily set up scenarios and create 

reports that provide insight into the enterprise at varying levels of detail or abstraction. 

 

Scenarios offer numerous options for adjusting the underlying data set for a particular 

model of the enterprise. The Report feature offers a robust set of tools for filtering and 

displaying model data in preset formats and in custom formats. You can produce 

reports that capture the financials, staffing requirements, baseline configuration and 

setup. Data can be exported to Microsoft Excel for further analysis. 

 

1.2 Guide Organization 

This Guide is designed to provide a reference for using and understanding the EMS 

software application. It is organized into five sections: Introduction, Getting Started, 

Managing Baselines, Developing Methods, and Reports. 

 

1.3 Document Conventions 

The following conventions are used in this Guide to communicate the specific meaning 

for various names, objects, entities, and titles. 

 

 

 

 

 

 

Example Description 
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Update Reference to a specific name of a control on EMS user interface pages, such 
as an update button. 

How to… The EMS User Guide includes how to descriptions of features and functions. 

 Tip Throughout the EMS User Guide, you will see notes and tips that can help you 
understand how features can be used. 

Enterprise Modeling System Name of a software application or tool 

 
Table 1: Convention Examples 

 

 

Term Description/Explanation 

Baseline A baseline consists of a set of standards, organizational structural elements, 
programs, costs components that represent the enterprise and which are used to 
achieve a modeling objective. 

Business Cycle The Business Cycle refers to the cyclical process of planning, programming, 
budgeting, and execution. EMS provides modeling tools that support each of 
these phases. 

Component A particular instance of a program, defined by the type of program and elements 
such as classrooms for a CDC that make up the component. 

Model Used to refer to the abstract representation of the organization 

Labor position A defined position with specific attributes such as title, pay grade level, and full-
time equivalency. 

Program A program is a function, such as youth or child development center, provided at 
specific locations throughout the CYP enterprise. 

Scenario A scenario like a baseline consists of a set of underlying data and configuration of 
data that is designed to model new assumptions or theories about the enterprise 
or organization. 

Standard A standard applied to a specific program. 

 

Table 2: Common Terms 

 

2 GETTING STARTED 

The Getting Started section describes the prerequisites that need to be completed 

prior to working with EMS scenarios and baselines. It covers the following areas: 

• Logging In 

• Requesting an EMS Account 

• Managing your Password 

• Managing your Profile 

• EMS Home Page 

• Common Display Features 
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2.1 Logging In 

EMS requires that users log in to the EMS application server through the Internet in 

order to use the application’s features. This means that you will need to have an 

account set up on the EMS server. 

 

 
Figure 4: CYP Business Model Software Application Login 

 

To access the login page, open a browser window, such as Microsoft Internet Explorer, 

and type the EMS URL into the address bar. The Login page shown in Figure 4 should 

be displayed. Note, a welcome message will display prior to the login pane shown in 

Figure 4. The welcome message will ask the user to confirm that they understand they 

are accessing a US government information system that is provided for USG-

authorized use only prior to allowing the user to enter their login credentials. If you 

fail to login 3 consecutive times within a 15 minute period, you will be locked out of 

your account. You will need to request that an Administrator reset your password or 

wait 15 minutes and attempt to login again.  

 

2.2 Requesting an EMS Account 

If you do not have an account established, you can request one by contacting the 

Region user for your program. 
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2.3 Managing Your Password 

Resetting your password: Selecting “click here” next to Reset Your Password on the login 

screen will display the Enter Username pane where you can enter your username so 

that a reset code can be sent to the email address that is associated with your user 

account. You will then be provided with a temporary password in order to log in, after 

which you will be prompted to change your password.  

 

 
Figure 6a: Reset Your Password  

 

 

Changing your password: The system will force you to change your password every 60 

days. You can change your password when logged into the application by clicking on 

the Change Password link under the User Options navigation panel. If an administrator 

changes your password, you will be forced to use the new password to login and then 

will be prompted to change your password again. You can only change your password 

once within a 24 hour period. The password requirements are outlined on the Change 

Password pane and must be followed in order for the new password to be valid. 

 

 
Figure 6: Change Password Pane 
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2.4 Managing Your Profile 

You can access your profile by clicking My Profile in the menu. To update any of the 

data, click the Edit button, enter the updated text in the appropriate filed, and click 

the Update button. User accounts will be set as inactive after 35 days of inactivity. You 

will need to request that an Administrator set your account as active in order to regain 

access to the application.  

 

 
Figure 7: Profile Pane 

 

2.5 EMS Home Page 

This section of the User Guide describes the basic features of the EMS software user 

interface and provides helpful guidance on how to use the application’s features and 

functions. It also provides a description of EMS’s user interface anatomy. 

 

Once logged in to EMS, your browser should display a home page similar to that shown 

in Figure 8. The EMS application is organized into three primary areas: the Header Bar, 

the Navigation Bar, and the Application Working Area. The Header Bar is located across 

the top of the browser page and includes the application name, version, and user name 

(for logged-in users). Your username will be displayed at the top right side of the Title 

Bar, along with a link to log out of EMS (callout 5). The name of the default baseline 

will be displayed in the Header area as well (callout 6). 

 

Tip: When a user logs into EMS, they will be presented with a display 

that corresponds to their user level. For example, installation-

level users will have access to the data related to the installation 

they are mapped to. Similarly, region-level users and installation 
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program-level users will have access to their respective 

mappings. 

 

The Navigation Bar is a vertical bar displayed along the left side of the page beneath 

the Header Bar. It provides links to all application options available to the logged-in 

user through menu options. Menu options (callouts 2 through 4) include Session Menu 

options, Scenario Menu options, and User Menu options. EMS also includes 

Administrative Tools for managing established standards, setting up user accounts, 

and managing reference libraries. Figure 8 shows the options available through the 

menu system. 

 

 
Figure 8: EMS Home Page 

 

EMS’s application working area (Callout 7) is where you will perform most of your 

work. When you select an option in the menu, the data related to the option will be 

displayed in this working area. This information will be displayed in one or more 

common display formats such as lists, summary, or detail panes. Each display feature 

is described in the following paragraph. Callout 8 displays the User Guide link that 

when clicked displays the applications User Guide. 

 

2.6 Common Display Features 

EMS uses several common features for displaying model information such as display 

panels, pane management icons, list views, summary views, details views, and tabs. 

 

Panes: EMS includes numerous display components, called panes, which present 

information to users. Panes can be recognized by the encapsulating header and footer 

bars as shown in the below example for Region List (callouts 1 and 5). In most panes, 

utility buttons are provided in the pane header, such as those shown below for 
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minimizing, restoring, and removing the pane. The pane header may include buttons 

for performing additional actions such as accessing the pane filters or for adding new 

records to the list (callouts 7 and 9). 

 

List Pane: In a list pane, information is presented in a list of records (callout 3) 

organized in columns for fields with field headings (callout 2) that identify the data in 

the column. In most cases, these headings can be used to sort the data, in ascending 

or descending order, by clicking on the heading. Once a record has been selected, it 

becomes highlighted (callout 4.) 

 

Tip: Clicking a record in a list view will result in displays of 

information related to the record. Alternately, clicking on the  

Properties Edit icon in the Options column will display the properties for 

the record (also referred to as metadata). 

 

Figure 9: List Pane Properties Pane Example 

 

Additionally, list panes may include icons representing useful information. For 

example, in the Options column shown in Figure 8 (callout 8), icons are provided for 

access to editing record properties or removing the record. 

 

Properties Pane: Most list pane entries will include metadata or properties that 

provide data about the item in the list. This information can be viewed or edited by 

clicking the desired record or in some list panes by clicking the edit properties icon in 

the list pane options column. A pane similar to the example shown above will be 

displayed below the list pane (callout 5). For all editable summary and properties pane, 

once data is added or edited, users must click the Update button (callout 6) to save 

the data. 
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Tip: Once you have updated data in a properties pane, make sure to 

save the data by clicking the Update button in the pane that you 

are editing. 

 

Details Pane: In many cases, List panes provide a path to further details for a selected 

record. By selecting a record, you can display related information in a Details pane as 

shown below. EMS will display the Details pane beneath the list pane (callout 2 below). 

In some cases, Details panes can also lead to further details in an additional Details 

pane. 

 

 
Figure 10: Detail Pane Example 

 

Filtering: Where available, lists can be filtered by clicking the filter (F) button located 

in the pane header bar next to the Add button and adding your filter criteria. Generally, 

you can select multiple items in each of the provided lists. 
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Figure 11: Filter Pane 

 

Add Pane: Where available, lists can be modified by adding new records through the 

add (+) button. This button displays an Add pane as shown below, for the relevant 

content. 

 

 
Figure 12: Add Pane Example 
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3 DEVELOPING SCENARIOS 

Once the default baseline is opened, logged-in users can choose the view to work in 

that best supports the task at hand. Three views into the baseline configuration are 

available: Region View, Installation View, and Program View. 

 

 
Figure 13: Installation View, Setup Perspective Tab 

 

The default view is the Installation View. Each view is summarized below and more 

described in the following paragraphs. Depending on the type of account you have, 

your view of the scenario may be limited to the domain to which your account is 

mapped. For example, if your account is an installation program account, you will have 

access to data within your program. If your account is a region account, you will have 

access to data within your region. 
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Figure 14: Installation View, Financial Perspective Tab 

 

The Installation View gives you access to the installation in the baseline, installation 

support staff, training and curriculum staff, and other installation expenses, as well as 

details of the programs available at each installation along with related costs. 

 

In contrast, the Program View provides a list of each active program in the baseline 

and the sites at which those programs are located. Both the Installation View and 

Program View options can be displayed in either a Setup or Financial perspective. The 

Setup tab provides access to all the variables that make up the baseline. In the 

Financial tab you can display the cost rollups and details related to the baseline 

configuration. 

 

 
Figure 15: Region View 
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In the Region View, you can review the list of the regions included in the baseline or 

scenario and review and edit regional support staff and regional expenses. 

 

3.1 Installation View 

The Installation View (see callout 1 below) is the principal view for creating and 

managing scenario information. In the Installation view, you can set up all programs 

for a given installation or site, all program components, direct staff, support staff, and 

non-labor expenses (see callout 2 and 3). This is done primarily in the Setup 

perspective (see callout 4). 

 

You can also set up all installation-level overhead support staff and non-labor 

expenses. You can switch to a financial perspective periodically, using the perspective 

tabs, to see the financial impact of the modeled configuration (see callout 4). 

 
 

 
Figure 16: installation View 

 

The Installation View also provides access to installation-level support staff, training, 

and other expenses. The cost components can be accessed through the tabs adjacent 

to the Installation-Program pane (see callout 2). 

 

Each pane in the installation view provides a rollup of the related list. These sums are 

shown at the bottom of each list of items (such as callout 7). Also included with each 

pane is a set of pane management buttons, such as add, filter, minimize, restore, and 

close (see callout 6) along with Option buttons for editing or removing records in list 
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panes. The Installation View also includes a region filter located just below the 

perspective tabs (see callout 5). 

 

3.2 Installation-Level Support Staff 

Installation-level support staff positions are based on administrator-defined standards. 

Region and Installation managers can add, edit, or remove installation-level support 

staff. 

 

EMS includes facilities for modeling installation-level staff and expenses for each 

installation. Support staff are initially set by administrators using scenario standards 

but can be modified as needed to reflect each installation’s situation. 

 

To add installation-level support staff positions: In the Installation View select 

the installation to work with, click the Support Staff tab, and then click the Add icon in 

the pane header. 

 

You can enter the position title, select the pay grade, and identify the funding and FTE 

mix. Click the Add button when finished. 

 

 
Figure 17: Add Installation Support Staff 

 

To edit Installation-level support Staff positions: In the Installation View, select 

the installation to work with, click the Support Staff tab, then click the Edit icon located 

in the Options column of the support staff list. Make the desired changes to the position 

data and click the update button when finished. 
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Figure 18: Edit Installation Support Staff 

 

To add Installation-level expenses: In the Installation View, select the installation 

to work with, click the Other Expenses tab, then click the Add icon in the pane header. 
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Figure 19: Add Installation Expense 

 

To edit Installation-level expenses: In the Installation View, select the installation 

to work with, click the Other Expenses tab, then click the Edit icon located in the 

Options column of the support staff list. Make the desired changes to the positions’ 

data and click the Update button when finished. 

 

 
Figure 20: Edit Installation Level Expense 

 

To review the standards-based T&C staff positions: In the Installation View, 

select the installation to work with, click the T&C Staff tab, then click the Edit icon 

located in the Options column of the list. Make the desired changes to the positions’ 

data and click the Update button when finished. 
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Figure 21: Edit T&C Staffing 

 

3.3 Installation-Level Training and Curriculum Staff 

 
Figure 22: Installation Training and Curriculum Staff Pane 

 

Training and Curriculum support staff positions are based on administrator-defined 

standards and program component enrollment and staffing. 

 

Region and Installation managers can add, edit, or remove T&C staff to reflect actual 

staffing levels for the installation. 
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3.4 Installation-Level Other Expenses 

Region and Installation managers can add, edit, or remove installation-level other 

expenses to reflect actual installation level expenses. These can be managed in the 

Non-Labor Expense tab at the Installation-Program pane by Region and Installation 

managers. 

 

3.5 Making Changes to Installation-Programs 

In the installation view, you can add, edit, or remove programs associated with a 

selected installation. This can be managed in the Installation Programs tab by region 

and installation managers. 

 

 
Figure 23: Adding a Program to an Installation Programs List 

 

To add installation programs: In the Installation View, select the installation you want 

to work with. The list of programs currently set up for that installation will be displayed 

in a lower pane. Click the Add icon located in the Installation Program pane header 

(callout 1), and in the Add pane select the program type (callout 4). When you are 

finished, click the Add button. The new program will be inserted in the Installation 

Program list pane. 

 

To update installation programs: In the Installation View, select the installation to work 

with, and in the list of programs, click the Edit icon (see callout 3) corresponding with 

the program you wish to edit. 
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To remove an installation program: In the Installation View, select the installation you 

wish to work with, and in the list of programs, click the Remove icon (see callout 2) 

corresponding with the program you wish to remove. 

 

To identify a program as an Oversight Program: In the Installation View, select the 

installation you wish to work with, and in the list of programs, click the Properties icon 

(see callout 3) corresponding with the program you wish to tag as having Oversight. 

In the properties pane, check the Oversight checkbox to set the Oversight property 

(or uncheck to remove the tag), then click update. EMS will display the program with 

a check in the Oversight column in the Installation Program list. EMS will also apply 

the appropriate pay grade level to the program director position based on this 

oversight selection. 

 

3.6 Scenario Program Components 

Each installation program in the scenario includes one or more program components. 

Based on the component parameters, EMS calculates the direct staff and applies 

established standards to determine support staff and non-labor expenses and provides 

a cost summary of program costs. While direct staff, support staff, and non-labor 

expenses are all driven by standards, users can modify these lists to reflect actual 

situations. Each time a program component is added or modified during the baseline 

development process; the related cost elements are updated to reflect the underlying 

standards. 

 

Note: Any tailoring that has been made to support staff, direct staff, or 

expense items will be unaffected by this recalculation process. 

 

3.7 Common Program Component Displays 

For all program types, such as CDC or SAC, EMS provides Direct Staff, Direct Staff 

Summary, Support Staff, and Non-Labor Expense tabs that are identical. 

 

3.7.1 Program Component Direct Staff 

Direct Staff for each program type is based on the standards established by 

administrators. The formulas driving these standards are embedded in EMS. 

Region Directors, Installation Managers, and Program Directors can modify the 

list by adding or modifying standards-based positions. 

 

Each time you add, modify, or delete a program component, EMS will reapply 

the underlying standards to update the program. However, for those positions 

that have been modified to reflect unique conditions, EMS will preserve those 

changes. 
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In modeling the program component direct and support staff, users can choose 

the type of position funding by selecting APF, NAF, Foreign National, or Contract 

in the Type field of the properties pane. For all Contract options, the field simply 

tags the position to identify the funding source. For contract labor, see the 

Contract Labor paragraph below (Section 3.7.3). 

 

You can also identify positions as Full Time or Flex. This section will determine 

the benefits rate applied to the position’s cost. 

 

 
Figure 24: Program Direct Staff List and Properties Panes 

 

3.7.2 Program Component Support Staff 

Support Staff is initially populated for each program based on standards for the 

program type as well as the parameters, such as estimated enrollment, as set 

up in the components tab. 

 

Standards-based support staff positions are by default, set up as NAF billets 

with the associated labor costs set as NAF costs. You can edit any of the 

positions to tailor the support staff to meet your region, installation, or program 

circumstances. 

 

Like with Direct Staff, you can choose the type of position funding by selecting 

AFP, NAF, Foreign National, or Contract in the Type field of the properties pane. 

For all but Contract options, the field simply tags the position to identify the 

funding source. 
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You can also identify positions as Full Time or Flex. This selection will determine 

the benefits rate applied to the position’s costs. 

 

3.7.3 Contract Labor 

If you determine that certain standards-based direct staff positions or support 

staff positions will be provided for by contract labor, you can convert authorized 

positions to a contracted labor expense. When converted, the dollar amount 

entered will be automatically added to the Non-Labor list once you enter the 

necessary data and click the Update button. 

 

If the Contract type is selected for a position, EMS will display additional fields 

that must be filled in. These fields, shown below, provide EMS with the 

information needed to automatically enter the appropriate expense amount in 

the Non-Labor Expense list. 

 

 
Figure 25: Program Staff Property Pane showing Contract Position 

 

3.7.4 Unfunded Staff Positions and Non-Labor Expenses 

If you need to model your reorganization with labor positions or non-labor 

expenses to supplement the standards-based authorized items, you can enter 

the positions or expense item tagged as an Unfunded item. 
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3.7.5 Program Component Non-Labor Expenses 

As you develop the underlying components of your baseline or scenario, EMS 

will determine the non-labor expense budget based on standards set by 

administrators. 

 
Figure 26: Program Non-Labor Expenses 

 

This budget amount will be listed in the subtotals row beneath the expense list 

in the Non-Labor tab. Region, installation, and program users can enter 

individual expense items as necessary to meet modeling objectives. You can 

edit, add, or remove expense items to reflect the installation program 

component circumstances. 

 

3.8 Child Development Center Components 

3.8.1 CDC Program Components 

Each Child Development Center program component is described by Classroom 

Name, number of hours open, months open, age group of the children, 

classroom capacity, and estimated enrollment. These parameters are entered 

by the user to reflect the classroom attributes. EMS calculates the child-teacher 

ratio and authorized FTE based on predetermined standards, which are set up 

by administrators. Running totals of enrollment and capacity are provided in 

both the Installation Programs pane and in the Components pane. 
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Figure 27: CDC Program Component Setup Pane 

 

3.8.2 CDC Direct Staff 

Direct Staff are calculated based on the data entered for all components and 

preset business rules and standards. Initially, all staff are identified as NAF 

labor, however you can set the labor as desired to the attributes as needed to 

reflect your modeling objectives and situation. 

 

 
Figure 28: CDC Program Direct Staff Pane 
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3.8.3 CDC Direct Staff Summary 

The CDC programs Direct Staff Summary tab shows the data used in calculating 

End Strength and related costs. Direct staff variables are calculated based on 

standards established by CYP administrators. 

 

 
Figure 29: CDC Program Direct Staff Summary Pane 

 

3.8.4 CDC Support Staff 

Support Staff is initially populated for each program from standards for the 

program type, based on the parameters set up in the components tab, such as 

estimated enrollment. 

 

Standards-based support staff positions are, by default, set up as NAF billets 

with the associated labor costs set as NAF costs. You can edit any of the 

positions to tailor the support staff to meet your region, installation, or program 

circumstances. 

 

To add a new Support Staff, click on the green box with the white plus icon 

on it in the toolbar on the upper right-hand corner of the Support Staff pane. 

Clicking on that button will open the add pane below the Support Staff pane. 

From there, fill out all the required fields and click on the add button on the 

bottom of the pane. Any Support Staff added directly to the program support 

staff grid this way will be listed as projected support staff. 

 

To edit a Support Staff, click on the yellow pencil icon under the Options 

column for the row you wish to edit in the Support Staff grid. Clicking on that 

button will open the edit pane bellow the Support Staff pane. From there you 

can edit certain fields for that Support Staff, depending on if they are authorized 

or projected. 

 

To delete a Support Staff, click on the red X icon under the Options column 

for the row you wish to delete. Doing so will present you with a prompt to 

confirm or cancel the deletion. 

 

Like with Direct Staff, you can choose the type of position funding by selecting 

AFP, NAF, Foreign National, or Contract in the Type field of the properties pane. 

For all but Contract options, the field simply tags the position to identify the 
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funding source. For Contract Labor, see the Contract Labor paragraph (Section 

3.7.3). 

 

You can also identify positions as Full Time or Flex. This selection will determine 

the benefits rate applied to the position’s cost. When adding or editing Support 

Staff you can flag the expense as unfunded and doing so will exclude it from 

certain report calculations and totals. 
 

 
Figure 30: CDC Program Support Staff 

 

3.8.5 CDC Non-Labor Expenses 

As you develop the underlying components of your baseline or scenario, EMS 

will determine the non-labor expense budget based on standards set by the 

administrators. This budget amount will be listed in the subtotals row beneath 

the expense list in the Non-Labor Expenses tab. You can edit, add, or remove 

expense items to reflect the installation program component circumstances. 

 

To add a new Non-Labor Expense, click on the green box with the white 

plus icon on it in the toolbar on the upper right-hand corner of the Non-Labor 

Expense pane. Clicking on that button will open the add pane below the Non-

Labor Expense pane. From there, fill out all the required fields and click on the 

add button on the bottom of the pane. Any Non-Labor Expense added directly 

to the program support staff grid this way will be listed as projected support 

staff. 

 

To edit a Non-Labor Expense, click on the yellow pencil icon under the 

Options column for the row you wish to edit in the Non-Labor Expense grid. 

Clicking on that button will open the edit pane bellow the Non-Labor Expense 
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pane. From there you can edit certain fields for that Non-Labor Expense, 

depending on if they are authorized or projected. 

 

To delete a Non-Labor Expense, click on the red X icon under the Options 

column for the row you wish to delete. Doing so will present you with a prompt 

to confirm or cancel the deletion. 

 

When adding or editing Non-Labor Expenses you can flag the expense as 

unfunded and doing so will exclude it from certain report calculations and totals. 

 

 
Figure 31: CDC Program Non-Labor Expenses 

 

3.8.6 CDC Cost Centers 

The CDC programs Cost Centers tab shows a list of Cost Centers that are 

associated to CDC components. In that list you can find Cost Center IDs, their 

descriptions, and if that Cost Center is the Default Expense or Revenue Cost 

Center for the Installation Program. You can edit, add, or remove Cost Centers 

to reflect the installation program component circumstances. 

 

 
Figure 32: CDC Cost Centers 
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3.8.7 CDC Cost Summary 

The Cost Summary tab provides a layout of all labor fees for Standards and 

Projects. Here you can find a breakdown of expense totals based on their 

expense type (NAF or APF), as well as the monetary totals of Direct Staff, 

Support Staff, and Non-Labor for each expense type. 

 

The Cost Summary tab also includes a section for revenue calculations. In this 

section you can enter and update Actual and New Spaces Parent Fees, which 

affect the totals for Budged Parent Fees and Projected Parent Fees, respectfully. 

 

 
Figure 33: CDC Cost Summary 

3.8.8 CDC IT Inventory 

The IT Inventory tab provides a grid in which authorized IT Inventory shall 

display for the installation program. Users shall have the ability to add, edit, 

and delete non-authorized IT Inventory in the grid. For authorized IT Inventory, 

users shall only be able to edit the Current Inventory. The IT Inventory grid 

shall calculate the Gap, or variance, of current IT Inventory levels compared to 

the authorized quantity. 

 

 
Figure 34: CDC IT Inventory 
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3.9 Child Development Home Program 

Child Development Home programs include components, subsidies, support staff, non-

labor expenses, cost centers, and a cost summary. 

 

3.9.1 CDH Program Components 

CDH program components are defined by the number of active and in-process 

providers and estimated enrollment, as well as the projected change of 

providers. EMS calculates the capacity based on age groups and underlying 

standards. 

 

 
Figure 35: CDH Program Components Pane 

 

3.9.2 CDH Program Subsidies 

CDH subsidies are initially populated in the scenario based on CYP standards. 

However, the actual subsidy amounts and recipient estimates are not 

populated. Each subsidy needs to be edited to add the average estimated 

number of children receiving the subsidy and the weekly amount of the subsidy. 
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Figure 36: CDH Program Subsidies Setup Pane 

 

You can update each subsidy by clicking the edit icon corresponding with the 

subsidy you want to update. In the Subsidy Summary pane, enter or update 

the necessary data and click on the Update button. 

 

3.9.3 CDH Program Support Staff 

Support Staff is initially populated for each program from standards for the 

program type, based on the parameters set up in the components tab, such as 

estimated enrollment. 

 

Standards-based support staff positions are, by default, set up as NAF billets 

with the associated labor costs set as NAF costs. You can edit any of the 

positions to tailor the support staff to meet your region, installation, or program 

circumstances. 

 

To add a new Support Staff, click on the green box with the white plus icon 

on it in the toolbar on the upper right-hand corner of the Support Staff pane. 

Clicking on that button will open the add pane below the Support Staff pane. 

From there, fill out all the required fields and click on the add button on the 

bottom of the pane. Any Support Staff added directly to the program support 

staff grid this way will be listed as projected support staff. 
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To edit a Support Staff, click on the yellow pencil icon under the Options 

column for the row you wish to edit in the Support Staff grid. Clicking on that 

button will open the edit pane bellow the Support Staff pane. From there you 

can edit certain fields for that Support Staff, depending on if they are authorized 

or projected. 

 

To delete a Support Staff, click on the red X icon under the Options column 

for the row you wish to delete. Doing so will present you with a prompt to 

confirm or cancel the deletion. 

 

Like with Direct Staff, you can choose the type of position funding by selecting 

AFP, NAF, Foreign National, or Contract in the Type field of the properties pane. 

For all but Contract options, the field simply tags the position to identify the 

funding source. For Contract Labor, see the Contract Labor paragraph (Section 

3.7.3). 

 

You can also identify positions as Full Time or Flex. This selection will determine 

the benefits rate applied to the position’s cost. When adding or editing Support 

Staff you can flag the expense as unfunded and doing so will exclude it from 

certain report calculations and totals. 

 

 
Figure 37: CDH Program Support Staff Panes 
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3.9.4 CDH Program Non-Labor Expenses 

As you develop the underlying components of your baseline or scenario, EMS 

will determine the non-labor expense budget based on standards set by the 

administrators. This budget amount will be listed in the subtotals row beneath 

the expense list in the Non-Labor Expenses tab. You can edit, add, or remove 

expense items to reflect the installation program component circumstances. 

 

To add a new Non-Labor Expense, click on the green box with the white 

plus icon on it in the toolbar on the upper right-hand corner of the Non-Labor 

Expense pane. Clicking on that button will open the add pane below the Non-

Labor Expense pane. From there, fill out all the required fields and click on the 

add button on the bottom of the pane. Any Non-Labor Expense added directly 

to the program support staff grid this way will be listed as projected support 

staff. 

 

To edit a Non-Labor Expense, click on the yellow pencil icon under the 

Options column for the row you wish to edit in the Non-Labor Expense grid. 

Clicking on that button will open the edit pane bellow the Non-Labor Expense 

pane. From there you can edit certain fields for that Non-Labor Expense, 

depending on if they are authorized or projected. 

 

To delete a Non-Labor Expense, click on the red X icon under the Options 

column for the row you wish to delete. Doing so will present you with a prompt 

to confirm or cancel the deletion. 

 

When adding or editing Non-Labor Expenses you can flag the expense as 

unfunded and doing so will exclude it from certain report calculations and totals. 

 

 
Figure 38: CDH Program Non-labor Expense Pane 
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3.9.5 CDH Cost Centers 

The CDH programs Cost Centers tab shows a list of Cost Centers that are 

associated to CDH components. In that list you can find Cost Center IDs, their 

descriptions, and if that Cost Center is the Default Expense or Revenue Cost 

Center for the Installation Program. You can edit, add, or remove Cost Centers 

to reflect the installation program component circumstances. 

 

 

 
Figure 39: CDH Program Cost Center Panes 

 

3.9.6 CDH Cost Summary 

The CDH cost summary pane is primarily an informative pane, with no user 

entry fields provided. It shows a summary of the program end strength and 

expense summaries. 

 

 
Figure 40: CDH Program Cost Summary Panes 
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3.9.7 CDH IT Inventory 

The IT Inventory tab provides a grid in which authorized IT Inventory shall 

display for the installation program. Users shall have the ability to add, edit, 

and delete non-authorized IT Inventory in the grid. For authorized IT Inventory, 

users shall only be able to edit the Current Inventory. The IT Inventory grid 

shall calculate the Gap, or variance, of current IT Inventory levels compared to 

the authorized quantity. 

 

 
Figure 41: CDH IT Inventory 

 

3.10 School Age Care Program 

The School Age Care program consists of one or more components, direct staff, 

support staff, non-labor expenses, and parent fees. In the Installation View, EMS 

maintains subtotals for FTEs and Enrollment projections across all SAC components 

entered. 

3.10.1 SAC Program Components 

For each program component, users can enter a Component Name, identify the 

component type, define the session duration, hours of operation, and 

anticipated enrollment. EMS calculates the teacher child ratio, authorized FTEs, 

annual prorated percent, and prorated enrollment based on the underlying 

standards established by CYP administrators. 
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Figure 42: SAC Component Add Pane 

 

3.10.2 SAC Direct Staff  

Direct Staff is calculated based on the data entered for all SAC components. 

Initially, all staff are identified as NAF labor, however you can set the labor as 

desired to the attributes as needed to reflect modeling objectives and 

situations. 
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Figure 43: SAC Program Direct Staff Setup Pane 

 

3.10.3 SAC Direct Staff Summary 

The SAC programs Direct Staff Summary tab shows the data used in calculating 

end strength and related costs. Direct staff variables are calculated based on 

standards established by CYP administrators. 

 

 
Figure 44: SAC Program Direct Staff Summary Pane 
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3.10.4 SAC Program Support Staff 

Support Staff is initially populated for each program from standards for the 

program type, based on the parameters set up in the components tab, such as 

estimated enrollment. 

 

Standards-based support staff positions are, by default, set up as NAF billets 

with the associated labor costs set as NAF costs. You can edit any of the 

positions to tailor the support staff to meet your region, installation, or program 

circumstances. 

 

To add a new Support Staff, click on the green box with the white plus icon 

on it in the toolbar on the upper right-hand corner of the Support Staff pane. 

Clicking on that button will open the add pane below the Support Staff pane. 

From there, fill out all the required fields and click on the add button on the 

bottom of the pane. Any Support Staff added directly to the program support 

staff grid this way will be listed as projected support staff. 

 

To edit a Support Staff, click on the yellow pencil icon under the Options 

column for the row you wish to edit in the Support Staff grid. Clicking on that 

button will open the edit pane bellow the Support Staff pane. From there you 

can edit certain fields for that Support Staff, depending on if they are authorized 

or projected. 

 

To delete a Support Staff, click on the red X icon under the Options column 

for the row you wish to delete. Doing so will present you with a prompt to 

confirm or cancel the deletion. 

 

Like with Direct Staff, you can choose the type of position funding by selecting 

AFP, NAF, Foreign National, or Contract in the Type field of the properties pane. 

For all but Contract options, the field simply tags the position to identify the 

funding source. For Contract Labor, see the Contract Labor paragraph (Section 

3.7.3). 

 

You can also identify positions as Full Time or Flex. This selection will determine 

the benefits rate applied to the position’s cost. When adding or editing Support 

Staff you can flag the expense as unfunded and doing so will exclude it from 

certain report calculations and totals. 
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Figure 45: SAC Program Support Staff Summary Pane 

 

3.10.5 SAC Program Non-Labor Expenses 

As you develop the underlying components of your baseline or scenario, EMS 

will determine the non-labor expense budget based on standards set by the 

administrators. This budget amount will be listed in the subtotals row beneath 

the expense list in the Non-Labor Expenses tab. You can edit, add, or remove 

expense items to reflect the installation program component circumstances. 

 

To add a new Non-Labor Expense, click on the green box with the white 

plus icon on it in the toolbar on the upper right-hand corner of the Non-Labor 

Expense pane. Clicking on that button will open the add pane below the Non-

Labor Expense pane. From there, fill out all the required fields and click on the 

add button on the bottom of the pane. Any Non-Labor Expense added directly 

to the program support staff grid this way will be listed as projected support 

staff. 

 

To edit a Non-Labor Expense, click on the yellow pencil icon under the 

Options column for the row you wish to edit in the Non-Labor Expense grid. 

Clicking on that button will open the edit pane bellow the Non-Labor Expense 

pane. From there you can edit certain fields for that Non-Labor Expense, 

depending on if they are authorized or projected. 
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To delete a Non-Labor Expense, click on the red X icon under the Options 

column for the row you wish to delete. Doing so will present you with a prompt 

to confirm or cancel the deletion. 

 

When adding or editing Non-Labor Expenses you can flag the expense as 

unfunded and doing so will exclude it from certain report calculations and totals. 

 

 
Figure 46: SAC Program Non-Labor Expense Summary Pane 

 

3.10.6 SAC Program Cost Center 

The programs Cost Centers tab shows a list of Cost Centers that are associated 

to components. In that list you can find Cost Center IDs, their descriptions, and 

if that Cost Center is the Default Expense or Revenue Cost Center for the 

Installation Program. You can edit, add, or remove Cost Centers to reflect the 

installation program component circumstances. 
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Figure 47: SAC Program Cost Center Panes 

 

3.10.7 SAC Program Cost Summary 

As with CDC, Parent Fees can be entered in the Cost Summary tab. Once Parent 

Fees are updated, the Cost Summary tab calculates the key costs elements of 

the modeled program, including NAF and APF expenses and overall program 

profit or loss. 

 

 
Figure 48: SAC Program Cost Summary Pane 

 

3.10.8 SAC IT Inventory 

The IT Inventory tab provides a grid in which authorized IT Inventory shall 

display for the installation program. Users shall have the ability to add, edit, 

and delete non-authorized IT Inventory in the grid. For authorized IT Inventory, 

users shall only be able to edit the Current Inventory. The IT Inventory grid 
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shall calculate the Gap, or variance, of current IT Inventory levels compared to 

the authorized quantity. 

 

 
 

Figure 49: SAC IT Inventory Pane 

3.11 Youth Program 

The CYP Youth programs consist of one or more components, direct staff, support 

staff, non-labor expenses and revenues. In the Installation View, EMS maintains 

subtotals for FTEs and Enrollment projections across all YTH components entered. 

 

3.11.1 Youth Program Components 

For each program component, users can enter a Component Name, identify the 

component type, define the age group, annual staff hours, and enrollment. EMS 

calculates the teacher child ratio, and authorized FTEs based on the underlying 

standards established by CYP administrators. 
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Figure 50: Add New Youth Component Pane 

 

3.11.2 Youth Program Direct Staff 

Direct staff is calculated based on the data entered for all components. Initially, 

all staff are identified as NAF labor, however you can set the labor as desired 

to the attributes as needed to reflect your modeling objectives and situation. 
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Figure 51: Youth Program Direct Staff Panes 

 

3.11.3 Youth Direct Staff Summary 

The Youth Direct Staff Summary pane is primarily an informative pane, with 

no user entry fields provided. It shows a summary of the FTE calculations and 

end strength. 
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Figure 52: Youth Program Direct Staff Summary 

 

3.11.4 Youth Program Support Staff 

Support Staff is initially populated for each program from standards for the 

program type, based on the parameters set up in the components tab, such as 

estimated enrollment. 

 

Standards-based support staff positions are, by default, set up as NAF billets 

with the associated labor costs set as NAF costs. You can edit any of the 

positions to tailor the support staff to meet your region, installation, or program 

circumstances. 

 

To add a new Support Staff, click on the green box with the white plus icon 

on it in the toolbar on the upper right-hand corner of the Support Staff pane. 

Clicking on that button will open the add pane below the Support Staff pane. 

From there, fill out all the required fields and click on the add button on the 

bottom of the pane. Any Support Staff added directly to the program support 

staff grid this way will be listed as projected support staff. 

 

To edit a Support Staff, click on the yellow pencil icon under the Options 

column for the row you wish to edit in the Support Staff grid. Clicking on that 

button will open the edit pane bellow the Support Staff pane. From there you 

can edit certain fields for that Support Staff, depending on if they are authorized 

or projected. 

 

To delete a Support Staff, click on the red X icon under the Options column 

for the row you wish to delete. Doing so will present you with a prompt to 

confirm or cancel the deletion. 
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Like with Direct Staff, you can choose the type of position funding by selecting 

AFP, NAF, Foreign National, or Contract in the Type field of the properties pane. 

For all but Contract options, the field simply tags the position to identify the 

funding source. For Contract Labor, see the Contract Labor paragraph (Section 

3.7.3). 

 

You can also identify positions as Full Time or Flex. This selection will determine 

the benefits rate applied to the position’s cost. When adding or editing Support 

Staff you can flag the expense as unfunded and doing so will exclude it from 

certain report calculations and totals. 

 

 
Figure 53: Youth Program Support Staff Pane 

 

3.11.5 Youth Program Non-Labor Expenses 

As you develop the underlying components of your baseline or scenario, EMS 

will determine the non-labor expense budget based on standards set by the 

administrators. This budget amount will be listed in the subtotals row beneath 

the expense list in the Non-Labor Expenses tab. You can edit, add, or remove 

expense items to reflect the installation program component circumstances. 

 

To add a new Non-Labor Expense, click on the green box with the white 

plus icon on it in the toolbar on the upper right-hand corner of the Non-Labor 

Expense pane. Clicking on that button will open the add pane below the Non-

Labor Expense pane. From there, fill out all the required fields and click on the 

add button on the bottom of the pane. Any Non-Labor Expense added directly 

to the program support staff grid this way will be listed as projected support 

staff. 

 



Child and Youth Program Enterprise Modeling System 
Budgeting Model User Guide 

 

46 
 

To edit a Non-Labor Expense, click on the yellow pencil icon under the 

Options column for the row you wish to edit in the Non-Labor Expense grid. 

Clicking on that button will open the edit pane bellow the Non-Labor Expense 

pane. From there you can edit certain fields for that Non-Labor Expense, 

depending on if they are authorized or projected. 

 

To delete a Non-Labor Expense, click on the red X icon under the Options 

column for the row you wish to delete. Doing so will present you with a prompt 

to confirm or cancel the deletion. 

 

When adding or editing Non-Labor Expenses you can flag the expense as 

unfunded and doing so will exclude it from certain report calculations and totals. 

 

 
Figure 54: Youth Program Non-labor Pane 

 

3.11.6 Youth Program Cost Center 

The YTH programs Cost Centers tab shows a list of Cost Centers that are 

associated to YTH components. In that list you can find Cost Center IDs, their 

descriptions, and if the Cost Center is the Default Expense or Revenue Cost 

Center for the Installation Program. You can edit, add, or remove Cost Centers 

to reflect the installation program component circumstances. 
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Figure 55: Youth Program Cost Center Pane 

 

3.11.7 Youth Program Cost Summary 

Revenues generated by the Youth programs can be entered in the Cost 

Summary pane. Once updated, EMS will calculate the Youth Program expenses 

and NAF profit/loss. 

 

 
Figure 56: Youth Program Cost Summary Pane 

 

3.11.8 Youth Program IT Inventory 

The IT Inventory tab provides a grid in which authorized IT Inventory shall 

display for the installation program. Users shall have the ability to add, edit, 

and delete non-authorized IT Inventory in the grid. For authorized IT Inventory, 
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users shall only be able to edit the Current Inventory. The IT Inventory grid 

shall calculate the Gap, or variance, of current IT Inventory levels compared to 

the authorized quantity. 

 

 
Figure 57: Youth Program IT Inventory Pane 

3.12 24/7 Programs 

The 24/7 programs include components, direct staff, support staff, non-labor 

expenses, and parent fees. 

3.12.1 24/7 Program Components 

The 24/7 components are defined by estimating the enrollment by age 

group, identifying the program capacity, and estimating the projected 

enrollment per shift. EMS calculates the hours of operation, teacher-child ratio, 

and authorized FTEs. 

 

 
Figure 58: 24/7 Program Components Pane 
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3.12.2 24/7 Program Direct Staff 

Direct staff is calculated based on the data entered for all components. Initially, 

all staff are identified as NAF labor; however you can set the labor to the 

attributes needed to reflect modeling objectives and situations. 

 

 
Figure 59: 24/7 Program Direct Staff Pane 

 

3.12.3 24/7 Program Direct Staff Summary 

The 24/7 programs Direct Staff Summary tab shows the data used in 

calculating end strength and related costs. Direct staff variables are calculated 

based on standards established by CYP administrators. 
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               Figure 60: 24/7 Program Direct Staff Summary Pane 

 

3.12.4 24/7 Program Support Staff 

Support Staff is initially populated for each program from standards for the 

program type, based on the parameters set up in the components tab, such as 

estimated enrollment. 

 

Standards-based support staff positions are, by default, set up as NAF billets 

with the associated labor costs set as NAF costs. You can edit any of the 

positions to tailor the support staff to meet your region, installation, or program 

circumstances. 

 

To add a new Support Staff, click on the green box with the white plus icon 

on it in the toolbar on the upper right-hand corner of the Support Staff pane. 

Clicking on that button will open the add pane below the Support Staff pane. 

From there, fill out all the required fields and click on the add button on the 

bottom of the pane. Any Support Staff added directly to the program support 

staff grid this way will be listed as projected support staff. 

 

To edit a Support Staff, click on the yellow pencil icon under the Options 

column for the row you wish to edit in the Support Staff grid. Clicking on that 

button will open the edit pane bellow the Support Staff pane. From there you 

can edit certain fields for that Support Staff, depending on if they are authorized 

or projected. 
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To delete a Support Staff, click on the red X icon under the Options column 

for the row you wish to delete. Doing so will present you with a prompt to 

confirm or cancel the deletion. 

 

Like with Direct Staff, you can choose the type of position funding by selecting 

AFP, NAF, Foreign National, or Contract in the Type field of the properties pane. 

For all but Contract options, the field simply tags the position to identify the 

funding source. For Contract Labor, see the Contract Labor paragraph (Section 

3.7.3). 

 

You can also identify positions as Full Time or Flex. This selection will determine 

the benefits rate applied to the position’s cost. When adding or editing Support 

Staff you can flag the expense as unfunded and doing so will exclude it from 

certain report calculations and totals. 

 

 
Figure 61: 24/7 Program Support Staff Pane 

 

3.12.5 24/7 Program Non-Labor Expenses 

As you develop the underlying components of your baseline or scenario, EMS 

will determine the non-labor expense budget based on standards set by the 

administrators. This budget amount will be listed in the subtotals row beneath 

the expense list in the Non-Labor Expenses tab. You can edit, add, or remove 

expense items to reflect the installation program component circumstances. 

 

To add a new Non-Labor Expense, click on the green box with the white 

plus icon on it in the toolbar on the upper right-hand corner of the Non-Labor 

Expense pane. Clicking on that button will open the add pane below the Non-

Labor Expense pane. From there, fill out all the required fields and click on the 

add button on the bottom of the pane. Any Non-Labor Expense added directly 

to the program support staff grid this way will be listed as projected support 

staff. 
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To edit a Non-Labor Expense, click on the yellow pencil icon under the 

Options column for the row you wish to edit in the Non-Labor Expense grid. 

Clicking on that button will open the edit pane bellow the Non-Labor Expense 

pane. From there you can edit certain fields for that Non-Labor Expense, 

depending on if they are authorized or projected. 

 

To delete a Non-Labor Expense, click on the red X icon under the Options 

column for the row you wish to delete. Doing so will present you with a prompt 

to confirm or cancel the deletion. 

 

When adding or editing Non-Labor Expenses you can flag the expense as 

unfunded and doing so will exclude it from certain report calculations and totals. 

 

 
Figure 62: 24/7 Program Non-labor Expenses Pane 

 

3.12.6 24/7 Program Cost Center 

The 24/7 program Cost Centers tab shows a list of Cost Centers that are 

associated to 24/7 components. In that list you can find Cost Center IDs, their 

descriptions, and if that Cost Center is the Default Expense or Revenue Cost 

Center for the Installation Program. You can edit, add, or remove Cost Centers 

to reflect the installation program component circumstances. 
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Figure 63: 24/7 Program Cost Center Pane 

 

3.12.7 24/7 Program Cost Summary 

In the 24/7 Cost Summary pane, you can enter Actual Parent Fees as well as 

Parent Fees for new spaces, if any. 

 

You can review the budgeted expenses across all elements of the program 

components. These costs are split out by funding type – NAF or APF, where 

NAF column includes all non-APF cost elements. NAF profit/loss is provided for 

the overall program as well. 

 

 
Figure 64: 24/7 Program Cost Summary Pane 

3.12.8 24/7 Program IT Inventory 

The IT Inventory tab provides a grid in which authorized IT Inventory shall 

display for the installation program. Users shall have the ability to add, edit, 

and delete non-authorized IT Inventory in the grid. For authorized IT Inventory, 

users shall only be able to edit the Current Inventory. The IT Inventory grid 

shall calculate the Gap, or variance, of current IT Inventory levels compared to 

the authorized quantity. 
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Figure 65: 24/7 IT Inventory Pane 

3.13 YP Program 

YP programs include business lines, direct staff, support staff, non-labor expenses, 

and cost summaries. 

3.13.1 YP Program Business Line 

The YP Program Business Line provides a grid view of all the business lines 

associated to a YP program for an Installation. YP program business lines 

include YSF Sports, Rec Preschool, RSAP, Community Events, Teen Events, 

CYES and SAC. The business line grid also provides a list of associated cost 

centers, as well as options for adding, editing, and removing business lines. 

Authorized Expenses will be associated with the set Expense Default Cost 

Center, while the Revenue Default cost center will be associated to any revenue 

added for the YP Program Business Line. Selecting Dedicated Facility will allow 

you to set the building address, building number, and building capacity. A more 

detailed overview of each business line is provided later in the document 

(Section 3.14). 
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Figure 66: YP Program Business Line Pane 

 

3.13.2 YP Program Direct Care Staff 

The Direct Care Staff tab contains the Direct Staff for each YP business line. 

Direct staff is calculated based on the data entered for all components. Initially, 

all staff are identified as NAF labor, however you can set the labor as desired 

to the attributes as needed to reflect your modeling objectives and situation. 

 

To add a Direct Care Staff, you must click on the green square with the white 

plus icon on the toolbar located in the upper right corner of the Direct Care 

Staff pane. Doing so will open an Add pane below the Direct Care Staff Pane 

where you can enter new information. Once all the required fields have been 

filled out, click the add button to add the new Direct Care Staff. 

 

You can edit Direct Care Staff by selecting the yellow pencil icon under the 

Options column in the row that you wish to edit. Clicking on that icon will open 

an edit pane below the Direct Care Staff pane. From there you can update 

information for the selected Direct Care Staff. The information you can edit for 

a Direct Care Staff depends on if that staff is authorized or projected. If a Direct 

Care Staff is authorized, only the FTE, Change Rational, and Unfunded fields 

will be editable, otherwise all fields in the edit pane will be available for updates. 

 

Projected Direct Care Staff can be deleted by selecting the red X icon under the 

Options column in the row that you wish to remove. A warning will pop up 

asking you to verify that you want to delete the selected row. Clicking OK will 

delete that row from the grid, while selecting Cancel with stop the deletion 

process.  
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When adding or editing Direct Care Staff, you can flag the expense as unfunded, 

and doing so will exclude it from certain report calculations and totals. 

 

 
Figure 67: YP Program Direct Care Staff Pane 

 

3.13.3 YP Program Support Staff 

Support Staff is initially populated for each program from standards for the 

program type, based on the parameters set up in the business lines by 

administrators. 

 

Standards-based support staff positions are, by default, set up as NAF billets 

with the associated labor costs set as NAF costs. You can edit any of the 

positions to tailor the support staff to meet your region, installation, or program 

circumstances. 

 

To add a new Support Staff, click on the green box with the white plus icon 

on it in the toolbar on the upper right-hand corner of the Support Staff pane. 

Clicking on that button will open the add pane below the Support Staff pane. 

From there, fill out all the required fields and click on the add button on the 

bottom of the pane. Any Support Staff added directly to the program support 

staff grid this way will be listed as projected support staff. 

 

To edit a Support Staff, click on the yellow pencil icon under the Options 

column for the row you wish to edit in the Support Staff grid. Clicking on that 
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button will open the edit pane bellow the Support Staff pane. From there you 

can edit certain fields for that Support Staff, depending on if they are authorized 

or projected. 

 

To delete a Support Staff, click on the red X icon under the Options column 

for the row you wish to delete. Doing so will present you with a prompt to 

confirm or cancel the deletion. 

 

Like with Direct Staff, you can choose the type of position funding by selecting 

AFP, NAF, Foreign National, or Contract in the Type field of the properties pane. 

For all but Contract options, the field simply tags the position to identify the 

funding source. For Contract Labor, see the Contract Labor paragraph (Section 

3.7.3). 

 

You can also identify positions as Full Time or Flex. This selection will determine 

the benefits rate applied to the position’s cost. When adding or editing Support 

Staff you can flag the expense as unfunded and doing so will exclude it from 

certain report calculations and totals. 

 

 
Figure 68: YP Program Support Staff Pane 

 

3.13.4 YP Program Non-Labor Expenses 

As you develop the underlying components of your baseline or scenario, EMS 

will determine the non-labor expense budget based on standards set by the 

administrators. This budget amount will be listed in the subtotals row beneath 

the expense list in the Non-Labor Expenses tab. You can edit, add, or remove 

expense items to reflect the installation program component circumstances. 
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To add a new Non-Labor Expense, click on the green box with the white 

plus icon on it in the toolbar on the upper right-hand corner of the Non-Labor 

Expense pane. Clicking on that button will open the add pane below the Non-

Labor Expense pane. From there, fill out all the required fields and click on the 

add button on the bottom of the pane. Any Non-Labor Expense added directly 

to the program support staff grid this way will be listed as projected support 

staff. 

 

To edit a Non-Labor Expense, click on the yellow pencil icon under the 

Options column for the row you wish to edit in the Non-Labor Expense grid. 

Clicking on that button will open the edit pane bellow the Non-Labor Expense 

pane. From there you can edit certain fields for that Non-Labor Expense, 

depending on if they are authorized or projected. 

 

To delete a Non-Labor Expense, click on the red X icon under the Options 

column for the row you wish to delete. Doing so will present you with a prompt 

to confirm or cancel the deletion. 

 

When adding or editing Non-Labor Expenses you can flag the expense as 

unfunded and doing so will exclude it from certain report calculations and totals. 

 

 
Figure 69: YP Program Non-labor Expenses Pane 
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3.13.5 YP Program Cost Center 

The YP programs Cost Centers tab shows a list of Cost Centers that are 

associated to YP business lines. In that list you can find Cost Center IDs, their 

descriptions, what program type they are linked to, and if that Cost Center is 

the Default Expense or Revenue Cost Center for the Installation Program. You 

can edit, add, or remove Cost Centers to reflect the installation program 

component circumstances. 

 

You can set a cost center to be SAC or YTH program types. Cost centers set to 

SAC will only be associated to SAC business lines, while YTH cost centers are 

associated to all other business line types. Authorized Expenses will be 

associated with the set Expense Default Cost Center, while the Revenue Default 

cost center will be associated to any additional revenue added for the YP 

Program. 

 

 
Figure 70: YP Program Cost Center Pane 

 

3.13.6 YP Program Cost Summary 

In the YP Program Cost Summary pane, you can enter Additional Revenues 

separate from revenues entered for business lines, if any. 

 

You can review the budgeted expenses across all elements of the program and 

associated business lines. These costs are split out by funding type – NAF or 

APF, where NAF column includes all non-APF cost elements. NAF profit/loss is 

provided for the overall program as well. 
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Figure 71: YP Program Cost Summary Pane 

3.13.7 YP Program IT Inventory 

The IT Inventory tab provides a grid in which authorized IT Inventory shall 

display for the installation program. Users shall have the ability to add, edit, 

and delete non-authorized IT Inventory in the grid. For authorized IT Inventory, 

users shall only be able to edit the Current Inventory. The IT Inventory grid 

shall calculate the Gap, or variance, of current IT Inventory levels compared to 

the authorized quantity. 

 

 
Figure 72: YP IT Inventory Pane 
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3.14 YP Program Business Lines 

YP program business lines include a number of sections and layouts unique to each 

business lines. Each type of YP program business line is detailed below. 

 

3.14.1 Youth Sports Fitness (YSF) 

The YSF business line includes YSF Sports, Direct Staff, Direct Staff Summary, 

Support Staff, Non-labor Expenses, and Cost Summary. 

 

 
Figure 73: YSF Business Line Pane 

 

YSF Sports 

 
Figure 74: YSF Sport Business Line 

 

YSF Sports provides a grid view of all YSF Sports for the YSF business line. The 

properties shown for each YSF Business Line sport include Sport Name, Sport 
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Category, Sport Type, Age Group, Format, Average Participants, and Annual 

Direct Hours. The YSF sports grid also has a subtotals line below the grid that 

provides the sum of the ‘Average Participants’ and ‘Annual Direct Hours’ 

columns.  The sums are updated automatically as the grid updates. You can 

also hover over the format type in the grid and see the break out calculation 

based on the format type. 

 

To add a YSF Sport, click on the green box with the plus-icon inside it on the 

tool bar in the upper right-hand corner of the YSF Sport pane. This will open an 

add pane below the YSF Sport list. From there, fill out the required fields and 

any additional information based on the format type selected for the Sport. 

Once the form is complete, click on the add button at the bottom of the add 

pane. 

 

To edit a YSF Sport, click on the yellow pencil icon under the options column 

in the YSF Sport grid for the row that you wish to edit. This will open an edit 

pane below the YSF Sport list. In this pane you can make changes to a number 

of fields for the YSF Sport you selected. Once you are finished making changes, 

and all the required fields still have valid information in them, then you can 

click on the update button to commit the changes you have made. 

 

To delete a YSF Sport, click on the red X icon under the options column in 

the YSF Sport grid for the row that you wish to delete. A pop-up will appear on 

your screen asking to confirm that you wish you remove the selected YSF Sport. 

You can click Cancel to end the deletion process or click OK to delete your 

selected YSF Sport. 

 

After making any change to the system, you will receive a pop-up verifying that 

a change was made and that those changes should be reviewed, which reads: 

“A sport has changed be aware that staffing and expenses will change. Please 

review these changes.” 

 

YSF Direct Staff 

 
Figure 75: YSF Direct Staff View 
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Under Direct Staff you will find a grid view of all YSF Business Line direct staff 

for the currently selected YSF Business Line. The grid provides a layout of 

properties for Direct Staff, including Position Title, Pay Table Level, Pay Table 

Setup, Labor Type, Labor Category, Cost Centers, Authorized FTE, and 

Authorized Cost. Direct staff are automatically created by the application based 

upon the data entered within the YSF Sports and standards set up by the 

administrators. 

 

YSF Direct Staff Summary 

 
Figure 76: YSF Direct Staff Summary View 

 

The Direct Staff Summary allows you to view how the authorized direct staff is 

calculated for your selected YSF business line. This section provides a list of 

variables including authorized FTEs, turnover rates, number of new staff, and 

a sum total of hours required for each. 
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YSF Support Staff 

 
Figure 77: YSF Support Staff View 

 

The Support Staff tab provides a grid view of all YSF Business Line support staff 

for the currently selected YSF Business Line. Support Staff is initially populated 

for each program based on standards for the business line type as well as the 

parameters set up in the YSF Sports tab. 

 

Standards-based support staff positions are by default, set up as NAF billets 

with the associated labor costs set as NAF costs. You can edit any of the 

positions to tailor the support staff to meet your region, installation, or program 

circumstances. 

 

Like with Direct Staff, you can choose the type of position funding by selecting 

AFP, NAF, Foreign National, or Contract in the Type field of the properties pane. 

For all labor types except the Contract options, the field simply tags the position 

to identify the funding source. 

 

You can also identify positions as Full Time or Flex. This selection will determine 

the benefits rate applied to the position’s costs.  

 

Additionally, Support Staff can also be labeled as Unfunded, with priorities for 

urgent critical requirements, to support new spaces, and other comments. 

Unfunded Staff are listed in the Support Staff grid but are excluded from certain 

revenue calculations and totals. 
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To add a Support Staff, click on the green box with the plus-icon inside it on 

the tool bar in the upper right-hand corner of the Support Staff pane. This will 

open an add pane below the Support Staff list. From there, fill out the required 

fields and any additional information that you wish to provide. Once the form 

is complete, click on the add button at the bottom of the add pane. 

 

To edit a Support Staff, click on the yellow pencil icon under the options 

column in the Support Staff grid for the row that you wish to edit. This will open 

an edit pane below the Support Staff list. In this pane you can make changes 

to a number of fields for the Support Staff you selected. Once you are finished 

making changes, and all the required fields still have valid information in them, 

then you can click on the update button to commit the changes you have made. 

 

To delete a Support Staff, click on the red X icon under the options column 

in the Support Staff grid for the row that you wish to delete. A pop-up will 

appear on your screen asking to confirm that you wish you remove the selected 

Support Staff. You can click Cancel to end the deletion process or click OK to 

delete your selected Support Staff. 

 

YSF Non-labor Expenses 

 
Figure 78: YSF Non-labor Expenses View 

 

As you develop the underlying components of your baseline or scenario, EMS 

will determine the non-labor expense budget based on standards set by 

administrators. 
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This budget amount will be listed in the subtotals row beneath the expense list 

in the Non-Labor tab. Region, installation, and program users can enter 

individual expense items as necessary to meet modeling objectives. You can 

edit, add, or remove expense items to reflect the installation program 

component circumstances. 

 

Non-labor Expenses can be labeled as Unfunded, with priorities for urgent 

critical requirements, to support new spaces, and other comments. Unfunded 

Staff are listed in the Non-labor Expense grid but are excluded from some 

revenue calculations and reports. 

 

To add a Non-Labor Expense, click on the green box with the plus-icon inside 

it on the tool bar in the upper right-hand corner of the Non-Labor Expense 

pane. This will open an add pane below the Non-Labor Expense list. From there, 

fill out the required fields and any additional information that you wish to 

provide. Once the form is complete, click on the add button at the bottom of 

the add pane. 

 

To edit a Non-Labor Expense, click on the yellow pencil icon under the 

options column in the Non-Labor Expense grid for the row that you wish to edit. 

This will open an edit pane below the Non-Labor Expense list. In this pane you 

can make changes to a number of fields for the Non-Labor Expense you 

selected. Once you are finished making changes, and all the required fields still 

have valid information in them, then you can click on the update button to 

commit the changes you have made. 

 

To delete a Non-Labor Expense, click on the red X icon under the options 

column in the Non-Labor grid for the row that you wish to delete. A pop-up will 

appear on your screen asking to confirm that you wish you remove the selected 

Non-Labor Expense. You can click Cancel to end the deletion process or click 

OK to delete your selected Non-Labor Expense. 
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YSF Cost Summary 

 
Figure 79: YSF Cost Summary View 

 

The Cost Summary tab will allow you to view and edit the Revenue for your 

selected YSF business line. The Cost Summary tab also provides a section for 

you to view the ‘Business Line Budget Based on Standards’ for the YSF business 

line, which shows the expenses of Non-labor, Direct Staff labor, and Support 

Staff labor for NAF and APF. 

 

3.14.2 Recreational Preschool (Rec PS) 

The Rec PS business line includes Rec PS Events, Direct Staff, Direct Staff 

Summary, Support Staff, Non-labor Expenses, and Cost Summary. 

 
Figure 80: Rec PS Business Line Pane 
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Rec PS Events 

 
Figure 81: REC PS Events View 

 

Rec PS Events provides a grid view of all Rec PS Business Line Events for the 

currently selected Rec PS Business Line. The properties shown for each Rec PS 

Business Line sport include Event Name, Custodial Care, Average Participants, 

Number of Events per Year, Hours per Event, Number of Direct Staff, and 

Annual Direct Hours. The Rec PS Events grid also has a Total line below the grid 

that provides the sum of the Annual Direct Hours column. The sums are 

updated automatically as the grid updates. 

 

To add a Rec PS Event, click on the green box with the plus-icon inside it on 

the tool bar in the upper right-hand corner of the Rec PS Events pane. This will 

open an add pane below the Rec PS Event list. From there, fill out the required 

fields and any additional information that you wish to provide. Once the form 

is complete, click on the add button at the bottom of the add pane. 

 

To edit a Rec PS Event, click on the yellow pencil icon under the options 

column in the Rec PS Event grid for the row that you wish to edit. This will open 

an edit pane below the Rec PS Event list. In this pane you can make changes 

to a number of fields for the Rec PS Event you selected. Once you are finished 

making changes, and all the required fields still have valid information in them, 

then you can click on the update button to commit the changes you have made. 

 

To delete a Rec PS Event, click on the red X icon under the options column 

in the Rec PS Event grid for the row that you wish to delete. A pop-up will 

appear on your screen asking to confirm that you wish you remove the selected 

Rec PS Event. You can click Cancel to end the deletion process or click OK to 

delete your selected Rec PS Event. 
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After making any change to the system, you will receive a pop-up verifying that 

a change was made and that those changes should be reviewed, which reads: 

“An event has changed, be aware that staffing and expenses will change. Please 

Review these changes!” 

 

Rec PS Direct Staff 

 
Figure 82: Rec PS Direct Staff View 

 

Under Direct Staff you will find a grid view of all Rec PS Business Line direct 

staff for the currently selected Rec PS Business Line. The grid provides a layout 

of properties for Direct Staff including Position Title, Pay Table, Step, Labor 

Type, Category, Cost Centers, Authorized FTE, and Authorized Cost. The direct 

staff are automatically created by the application based upon the data entered 

within the Rec PS Events and standards set up by the administrators. 

 

Rec PS Direct Staff Summary 

 
Figure 83: Rec PS Direct Staff Summary View 
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The Direct Staff Summary allows you to view how the authorized direct staff is 

calculated for your selected Rec PS business line. This section provides a list of 

variables including authorized FTEs, turnover rates, number of new staff, and 

a sum total of hours required for each. 

 

Rec PS Support Staff 

 
Figure 84: Rec PS Support Staff View 

 

The Support Staff tab provides a grid view of all Rec PS Business Line support 

staff for the currently selected Rec PS Business Line. Support Staff is initially 

populated for each program based on standards for the program type as well 

as the parameters as set up in the Rec PS Events tab. 

 

Standards-based support staff positions are by default, set up as NAF billets 

with the associated labor costs set as NAF costs. You can edit any of the 

positions to tailor the support staff to meet your region, installation, or program 

circumstances. 

 

Like with Direct Staff, you can choose the type of position funding by selecting 

AFP, NAF, Foreign National, or Contract in the Type field of the properties pane. 

For all labor types except the Contract options, the field simply tags the position 

to identify the funding source. 

 



Child and Youth Program Enterprise Modeling System 
Budgeting Model User Guide 

 

71 
 

You can also identify positions as Full Time or Flex. This selection will determine 

the benefits rate applied to the position’s costs. 

 

Additionally, Support Staff can also be labeled as Unfunded, with priorities for 

urgent critical requirements, to support new spaces, and other comments. 

Unfunded Staff are listed in the Support Staff grid but are excluded from some 

revenue calculations and reports. 

 

To add a Support Staff, click on the green box with the plus-icon inside it on 

the tool bar in the upper right-hand corner of the Support Staff pane. This will 

open an add pane below the Support Staff list. From there, fill out the required 

fields and any additional information that you wish to provide. Once the form 

is complete, click on the add button at the bottom of the add pane. 

 

To edit a Support Staff, click on the yellow pencil icon under the options 

column in the Support Staff grid for the row that you wish to edit. This will open 

an edit pane below the Support Staff list. In this pane you can make changes 

to a number of fields for the Support Staff you selected. Once you are finished 

making changes, and all the required fields still have valid information in them, 

then you can click on the update button to commit the changes you have made. 

 

To delete a Support Staff, click on the red X icon under the options column 

in the Support Staff grid for the row that you wish to delete. A pop-up will 

appear on your screen asking to confirm that you wish you remove the selected 

Support Staff. You can click Cancel to end the deletion process or click OK to 

delete your selected Support Staff. 

 

Rec PS Non-labor Expenses 

 
Figure 85: Rec PS Non-labor Expenses 
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As you develop the underlying components of your baseline or scenario, EMS 

will determine the non-labor expense budget based on standards set by 

administrators. 

 

This budget amount will be listed in the subtotals row beneath the expense list 

in the Non-Labor tab. Region, installation, and program users can enter 

individual expense items as necessary to meet modeling objectives. You can 

edit, add, or remove expense items to reflect the installation program 

component circumstances. 

 

Non-labor Expenses can be labeled as Unfunded, with priorities for urgent 

critical requirements, to support new spaces, and other comments. Unfunded 

Staff are listed in the Non-labor Expense grid but are excluded from some 

revenue calculations and reports. 

 

To add a Non-Labor Expense, click on the green box with the plus-icon inside 

it on the tool bar in the upper right-hand corner of the Non-Labor Expense 

pane. This will open an add pane below the Non-Labor Expense list. From there, 

fill out the required fields and any additional information that you wish to 

provide. Once the form is complete, click on the add button at the bottom of 

the add pane. 

 

To edit a Non-Labor Expense, click on the yellow pencil icon under the 

options column in the Non-Labor Expense grid for the row that you wish to edit. 

This will open an edit pane below the Non-Labor Expense list. In this pane you 

can make changes to a number of fields for the Non-Labor Expense you 

selected. Once you are finished making changes, and all the required fields still 

have valid information in them, then you can click on the update button to 

commit the changes you have made. 

 

To delete a Non-Labor Expense, click on the red X icon under the options 

column in the Non-Labor grid for the row that you wish to delete. A pop-up will 

appear on your screen asking to confirm that you wish you remove the selected 

Non-Labor Expense. You can click Cancel to end the deletion process or click 

OK to delete your selected Non-Labor Expense. 
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Rec PS Cost Summary 

 
Figure 86: Rec PS Cost Summary View 

 

The Cost Summary tab will allow you to view and edit the Revenue for your 

selected Rec PS business line. The Cost Summary tab also provides a section 

for you to view the ‘Business Line Budget Based on Standards’ for the Rec PS 

business line, which shows the expenses of Non-labor, Direct Staff labor, and 

Support Staff labor for NAF and APF. 

 

3.14.3 Recreation School Age Program (RSAP) 

The RSAP business line includes RSAP Events, Direct Staff, Direct Staff 

Summary, Support Staff, Non-labor Expenses, and Cost Summary. 

 

 
Figure 87: RSAP Business Line Pane 
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RSAP Events 

 
Figure 88: RSAP Events View 

 

The RSAP Events provides a grid view of all RSAP Business Line Events for the 

currently selected RSAP Business Line. The properties shown for each RSAP 

Business Line sport include Events, Event Type, Average Participants, Number 

of Events per Year, Number of Hours per Event, Event Staff, and Annual Direct 

Hours. The RSAP Events grid also has a Total line below the grid that provides 

the sum of the Annual Direct Hours column.  The sums are updated 

automatically as the grid updates. 

 

To add a RSAP Event, click on the green box with the plus-icon inside it on 

the tool bar in the upper right-hand corner of the RSAP Event pane. This will 

open an add pane below the RSAP Event list. From there, fill out the required 

fields and any additional information that you wish to provide. Once the form 

is complete, click on the add button at the bottom of the add pane. 

 

To edit a RSAP Event, click on the yellow pencil icon under the options column 

in the RSAP Event grid for the row that you wish to edit. This will open an edit 

pane below the RSAP Event list. In this pane you can make changes to a number 

of fields for the RSAP Event you selected. Once you are finished making 

changes, and all the required fields still have valid information in them, then 

you can click on the update button to commit the changes you have made. 

 

To delete a RSAP Event, click on the red X icon under the options column in 

the RSAP Event grid for the row that you wish to delete. A pop-up will appear 

on your screen asking to confirm that you wish you remove the selected RSAP 

Event. You can click Cancel to end the deletion process or click OK to delete 

your selected RSAP Event. 

 

After making any change to the system, you will receive a pop-up verifying that 

a change was made and that those changes should be reviewed, which reads: 

“An event has changed, be aware that staffing and expenses will change. Please 

review these changes!” 
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RSAP Direct Staff 

 
Figure 89: RSAP Direct Staff View 

 

Under Direct Staff you will find a grid view of all RSAP Business Line direct staff 

for the currently selected RSAP Business Line. The grid provides a layout of 

properties for Direct Staff, including Position Title, Pay Table, Step, Labor Type, 

Cost Centers, Authorized FTE, and Authorized Cost. The direct staff are 

automatically created by the application based upon the data entered within 

the RSAP Sports and standards set up by the administrators. 

 

RSAP Direct Staff Summary 

 
Figure 90: RSAP Direct Staff Summary View 

 

The Direct Staff Summary allows you to view how the authorized direct staff is 

calculated for your selected RSAP business line. This section provides a list of 

variables including authorized FTEs, turnover rates, number of new staff, and 

a total sum of hours required for each. 
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RSAP Support Staff 

 
Figure 91: RSAP Support Staff View 

 

The Support Staff tab provides a grid view of all RSAP Business Line support 

staff for the currently selected RSAP Business Line. Support Staff is initially 

populated for each program based on standards for the program type as well 

as the parameters, as set up in the RSAP Events tab. 

 

Standards-based support staff positions are by default, set up as NAF billets 

with the associated labor costs set as NAF costs. You can edit any of the 

positions to tailor the support staff to meet your region, installation, or program 

circumstances. 

 

Like with Direct Staff, you can choose the type of position funding by selecting 

AFP, NAF, Foreign National, or Contract in the Type field of the properties pane. 

For all labor type codes except Contract options, the field simply tags the 

position to identify the funding source. 

 

You can also identify positions as Full Time or Flex. This selection will determine 

the benefits rate applied to the position’s costs. 

 

Additionally, Support Staff can also be labeled as Unfunded, with priorities for 

urgent critical requirements, to support new spaces, and other comments. 

Unfunded Staff are listed in the Support Staff grid but are excluded from some 

revenue calculations and reports. 
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To add a Support Staff, click on the green box with the plus-icon inside it on 

the tool bar in the upper right-hand corner of the Support Staff pane. This will 

open an add pane below the Support Staff list. From there, fill out the required 

fields and any additional information that you wish to provide. Once the form 

is complete, click on the add button at the bottom of the add pane. 

 

To edit a Support Staff, click on the yellow pencil icon under the options 

column in the Support Staff grid for the row that you wish to edit. This will open 

an edit pane below the Support Staff list. In this pane you can make changes 

to a number of fields for the Support Staff you selected. Once you are finished 

making changes, and all the required fields still have valid information in them, 

then you can click on the update button to commit the changes you have made. 

 

To delete a Support Staff, click on the red X icon under the options column 

in the Support Staff grid for the row that you wish to delete. A pop-up will 

appear on your screen asking to confirm that you wish you remove the selected 

Support Staff. You can click Cancel to end the deletion process or click OK to 

delete your selected Support Staff. 

 

RSAP Non-labor Expenses 

 
Figure 92: RSAP Non-labor Expenses 

 

As you develop the underlying components of your baseline or scenario, EMS 

will determine the non-labor expense budget based on standards set by 

administrators. 

 

This budget amount will be listed in the subtotals row beneath the expense list 

in the Non-Labor tab. Region, installation, and program users can enter 
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individual expense items as necessary to meet modeling objectives. You can 

edit, add, or remove expense items to reflect the installation program 

component circumstances. 

 

Non-labor Expenses can be labeled as Unfunded, with priorities for urgent 

critical requirements, to support new spaces, and other comments. Unfunded 

Staff are listed in the Non-labor Expense grid but are excluded from some 

revenue calculations and reports. 

 

To add a Non-Labor Expense, click on the green box with the plus-icon inside 

it on the tool bar in the upper right-hand corner of the Non-Labor Expense 

pane. This will open an add pane below the Non-Labor Expense list. From there, 

fill out the required fields and any additional information that you wish to 

provide. Once the form is complete, click on the add button at the bottom of 

the add pane. 

 

To edit a Non-Labor Expense, click on the yellow pencil icon under the 

options column in the Non-Labor Expense grid for the row that you wish to edit. 

This will open an edit pane below the Non-Labor Expense list. In this pane you 

can make changes to a number of fields for the Non-Labor Expense you 

selected. Once you are finished making changes, and all the required fields still 

have valid information in them, then you can click on the update button to 

commit the changes you have made. 

 

To delete a Non-Labor Expense, click on the red X icon under the options 

column in the Non-Labor grid for the row that you wish to delete. A pop-up will 

appear on your screen asking to confirm that you wish you remove the selected 

Non-Labor Expense. You can click Cancel to end the deletion process or click 

OK to delete your selected Non-Labor Expense. 
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RSAP Cost Summary 

 
Figure 93: RSAP Cost Summary View 

 

The Cost Summary tab will allow you to view and edit the Revenue for your 

selected RSAP business line. The Cost Summary tab also provides a section for 

you to view the ‘Business Line Budget Based on Standards’ for the RSAP 

business line, which shows the expenses of Non-labor, Direct Staff labor, and 

Support Staff labor for NAF and APF. 

 

3.14.4 Community Events (CE) 

The CE business line includes Events, Direct Staff, Direct Staff Summary, 

Support Staff, Non-labor Expenses, and Cost Summary. 

 

 
Figure 94: CE Business Line Pane 
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CE Events 

 
Figure 95: CE Events View 

 

CE Events provides a grid view of all CE Business Line Events for the currently 

selected CE Events Business Line. The properties shown for each CE Business 

Line sport include Events, Average Participants, Number of Hours, Event Staff, 

Number of Events per Year, and Annual Direct Hours. The CE Events grid also 

has a Total line below the grid that provides the sum of the Number of Events 

per Year and Annual Direct Hours column.  The sums are updated automatically 

as the grid updates. 

 

To add a CE Event, click on the green box with the plus-icon inside it on the 

tool bar in the upper right-hand corner of the CE Event pane. This will open an 

add pane below the CE Event list. From there, fill out the required fields and 

any additional information that you wish to provide. Once the form is complete, 

click on the add button at the bottom of the add pane. 

 

To edit a CE Event, click on the yellow pencil icon under the options column 

in the CE Event grid for the row that you wish to edit. This will open an edit 

pane below the CE Event list. In this pane you can make changes to a number 

of fields for the CE Event you selected. Once you are finished making changes, 

and all the required fields still have valid information in them, then you can 

click on the update button to commit the changes you have made. 

 

To delete a CE Event, click on the red X icon under the options column in the 

CE Event grid for the row that you wish to delete. A pop-up will appear on your 

screen asking to confirm that you wish you remove the selected CE Event. You 

can click Cancel to end the deletion process or click OK to delete your selected 

CE Event. 

 

After making any change to the system, you will receive a pop-up verifying that 

a change was made and that those changes should be reviewed, which reads: 

“An event has changed, be aware that staffing and expenses will change. Please 

review these changes!” 
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CE Direct Staff 

 
Figure 96: CE Direct Staff View 

 

Under Direct Staff you will find a grid view of all CE Business Line direct staff 

for the currently selected CE Business Line. The grid provides a layout of 

properties for Direct Staff, including Position Title, Pay Table, Step, Labor Type, 

Category, Cost Centers, Authorized FTE, and Authorized Cost. The direct staff 

are automatically created by the application based upon the data entered within 

the CE Events and standards set up by the administrators. 

 

CE Direct Staff Summary 

 
Figure 97: CE Direct Staff Summary View 

 

The Direct Staff Summary allows you to view how the authorized direct staff is 

calculated for your selected CE business line. This section provides a list of 

variables including authorized FTEs, turnover rates, number of new staff, and 

a total sum of hours required for each. 
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CE Support Staff 

 
Figure 98: CE Support Staff View 

 

The Support Staff tab provides a grid view of all CE Business Line support staff 

for the currently selected CE Business Line. Support Staff are initially populated 

for each program based on standards for the program type as well as the 

parameters, as set up in the CE Events tab. 

 

Standards-based support staff positions are by default, set up as NAF billets 

with the associated labor costs set as NAF costs. You can edit any of the 

positions to tailor the support staff to meet your region, installation, or program 

circumstances. 

 

Like with Direct Staff, you can choose the type of position funding by selecting 

AFP, NAF, Foreign National, or Contract in the Type field of the properties pane. 

For all labor types except the Contract options, the field simply tags the position 

to identify the funding source. 

 

You can also identify positions as Full Time or Flex. This selection will determine 

the benefits rate applied to the position’s costs. 

 

Additionally, Support Staff can also be labeled as Unfunded, with priorities for 

urgent critical requirements, to support new spaces, and other comments. 

Unfunded Staff are listed in the Support Staff grid but are excluded from some 

revenue calculations and reports. 
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To add a Support Staff, click on the green box with the plus-icon inside it on 

the tool bar in the upper right-hand corner of the Support Staff pane. This will 

open an add pane below the Support Staff list. From there, fill out the required 

fields and any additional information that you wish to provide. Once the form 

is complete, click on the add button at the bottom of the add pane. 

 

To edit a Support Staff, click on the yellow pencil icon under the options 

column in the Support Staff grid for the row that you wish to edit. This will open 

an edit pane below the Support Staff list. In this pane you can make changes 

to a number of fields for the Support Staff you selected. Once you are finished 

making changes, and all the required fields still have valid information in them, 

then you can click on the update button to commit the changes you have made. 

 

To delete a Support Staff, click on the red X icon under the options column 

in the Support Staff grid for the row that you wish to delete. A pop-up will 

appear on your screen asking to confirm that you wish you remove the selected 

Support Staff. You can click Cancel to end the deletion process or click OK to 

delete your selected Support Staff. 

 

CE Non-labor Expenses 

 
Figure 99: CE Non-labor Expenses View 

 

As you develop the underlying components of your baseline or scenario, EMS 

will determine the non-labor expense budget based on standards set by 

administrators. 

 

This budget amount will be listed in the subtotals row beneath the expense list 

in the Non-Labor tab. Region, installation, and program users can enter 

individual expense items as necessary to meet modeling objectives. You can 
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edit, add, or remove expense items to reflect the installation program 

component circumstances. 

 

Non-labor Expenses can be labeled as Unfunded, with priorities for urgent 

critical requirements, to support new spaces, and other comments. Unfunded 

Staff are listed in the Non-labor Expense grid but are excluded from some 

revenue calculations and reports. 

 

To add a Non-Labor Expense, click on the green box with the plus-icon inside 

it on the tool bar in the upper right-hand corner of the Non-Labor Expense 

pane. This will open an add pane below the Non-Labor Expense list. From there, 

fill out the required fields and any additional information that you wish to 

provide. Once the form is complete, click on the add button at the bottom of 

the add pane. 

 

To edit a Non-Labor Expense, click on the yellow pencil icon under the 

options column in the Non-Labor Expense grid for the row that you wish to edit. 

This will open an edit pane below the Non-Labor Expense list. In this pane you 

can make changes to a number of fields for the Non-Labor Expense you 

selected. Once you are finished making changes, and all the required fields still 

have valid information in them, then you can click on the update button to 

commit the changes you have made. 

 

To delete a Non-Labor Expense, click on the red X icon under the options 

column in the Non-Labor grid for the row that you wish to delete. A pop-up will 

appear on your screen asking to confirm that you wish you remove the selected 

Non-Labor Expense. You can click Cancel to end the deletion process or click 

OK to delete your selected Non-Labor Expense. 

 

CE Cost Summary 
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Figure 100: CE Cost Summary View 

 

The Cost Summary tab will allow you to view and edit the Revenue for your 

selected RSAP business line. The Cost Summary tab also provides a section for 

you to view the ‘Business Line Budget Based on Standards’ for the CE business 

line, which shows the expenses of Non-labor, Direct Staff labor, and Support 

Staff labor for NAF and APF. 

 

3.14.5 Teen Events 

The Teen business line includes Events, Direct Staff, Direct Staff Summary, 

Support Staff, Non-labor Expenses, and Cost Summary. 

 

 
Figure 101: Teen Business Line Pane 

 

Teen Events 

 
Figure 102: Teen Events View 
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The Teen Events provides a grid view of all Teen Business Line Events for the 

currently selected Teen Business Line. The properties shown for each Teen 

Business Line sport include Event Name, Event Type, Average Participants, 

Number of Events per year, Number of Hours per Event, Event Staff, and 

Annual Direct Hours. The Teen Events grid also has a Total line below the grid 

that provides the sum of the Number of Events per Year and Annual Direct 

Hours column.  The sums are updated automatically as the grid updates. 

 

To add a Teen Events, click on the green box with the plus-icon inside it on 

the tool bar in the upper right-hand corner of the Teen Events pane. This will 

open an add pane below the Teen Events list. From there, fill out the required 

fields and any additional information that you wish to provide. Once the form 

is complete, click on the add button at the bottom of the add pane. 

 

To edit a Teen Events, click on the yellow pencil icon under the options 

column in the Teen Events grid for the row that you wish to edit. This will open 

an edit pane below the Teen Events list. In this pane you can make changes to 

a number of fields for the Teen Events you selected. Once you are finished 

making changes, and all the required fields still have valid information in them, 

then you can click on the update button to commit the changes you have made. 

 

To delete a Teen Events, click on the red X icon under the options column in 

the Teen Events grid for the row that you wish to delete. A pop-up will appear 

on your screen asking to confirm that you wish you remove the selected Teen 

Events. You can click Cancel to end the deletion process or click OK to delete 

your selected Teen Events. 

 

After making any change to the system, you will receive a pop-up verifying that 

a change was made and that those changes should be reviewed, which reads: 

“An event has changed, be aware that staffing and expenses will change. Please 

review these changes!” 

 

Teen Direct Staff 

 
Figure 103: Teen Direct Staff View 
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Under Direct Staff you will find a grid view of all Teen Business Line direct staff 

for the currently selected Teen Business Line. The grid provides a layout of 

properties for Direct Staff, including Position Title, Pay Table, Step, Labor Type, 

Category, Cost Centers, Authorized FTE, and Authorized Cost. The direct staff 

are automatically created by the application based upon the data entered within 

the Teen Events and standards set up by the administrators. 

 

Teen Direct Staff Summary 

 
Figure 104: Teen Direct Staff Summary View 

 

The Direct Staff Summary allows you to view how the authorized direct staff is 

calculated for your selected Teen business line. This section provides a list of 

variables including authorized FTEs, turnover rates, number of new staff, and 

a sum total of hours required for each. 
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Teen Support Staff 

 
Figure 105: Teen Support Staff View 

 

The Support Staff tab provides a grid view of all Teen Business Line support 

staff for the currently selected Teen Business Line. Support Staff are initially 

populated for each program based on standards for the program type as well 

as the parameters, as set up in the Teen Events tab. 

 

Standards-based support staff positions are by default, set up as NAF billets 

with the associated labor costs set as NAF costs. You can edit any of the 

positions to tailor the support staff to meet your region, installation, or program 

circumstances. 

 

Like with Direct Staff, you can choose the type of position funding by selecting 

AFP, NAF, Foreign National, or Contract in the Type field of the properties pane. 

For all labor types except the Contract options, the field simply tags the position 

to identify the funding source. 

 

You can also identify positions as Full Time or Flex. This selection will determine 

the benefits rate applied to the position’s costs. 

 

Additionally, Support Staff can also be labeled as Unfunded, with priorities for 

urgent critical requirements, to support new spaces, and other comments. 

Unfunded Staff are listed in the Support Staff grid but are excluded from some 

revenue calculations and reports. 
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To add a Support Staff, click on the green box with the plus-icon inside it on 

the tool bar in the upper right-hand corner of the Support Staff pane. This will 

open an add pane below the Support Staff list. From there, fill out the required 

fields and any additional information that you wish to provide. Once the form 

is complete, click on the add button at the bottom of the add pane. 

 

To edit a Support Staff, click on the yellow pencil icon under the options 

column in the Support Staff grid for the row that you wish to edit. This will open 

an edit pane below the Support Staff list. In this pane you can make changes 

to a number of fields for the Support Staff you selected. Once you are finished 

making changes, and all the required fields still have valid information in them, 

then you can click on the update button to commit the changes you have made. 

 

To delete a Support Staff, click on the red X icon under the options column 

in the Support Staff grid for the row that you wish to delete. A pop-up will 

appear on your screen asking to confirm that you wish you remove the selected 

Support Staff. You can click Cancel to end the deletion process or click OK to 

delete your selected Support Staff. 

 

Teen Non-labor Expenses 

 
Figure 106: Teen Non-labor Expenses View 

 

As you develop the underlying components of your baseline or scenario, EMS 

will determine the non-labor expense budget based on standards set by 

administrators. 

 

This budget amount will be listed in the subtotals row beneath the expense list 

in the Non-Labor tab. Region, installation, and program users can enter 

individual expense items as necessary to meet modeling objectives. You can 
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edit, add, or remove expense items to reflect the installation program 

component circumstances. 

 

Non-labor Expenses can be labeled as Unfunded, with priorities for urgent 

critical requirements, to support new spaces, and other comments. Unfunded 

Staff are listed in the Non-labor Expense grid but are excluded from some 

revenue calculations and reports. 

 

To add a Non-Labor Expense, click on the green box with the plus-icon inside 

it on the tool bar in the upper right-hand corner of the Non-Labor Expense 

pane. This will open an add pane below the Non-Labor Expense list. From there, 

fill out the required fields and any additional information that you wish to 

provide. Once the form is complete, click on the add button at the bottom of 

the add pane. 

 

To edit a Non-Labor Expense, click on the yellow pencil icon under the 

options column in the Non-Labor Expense grid for the row that you wish to edit. 

This will open an edit pane below the Non-Labor Expense list. In this pane you 

can make changes to a number of fields for the Non-Labor Expense you 

selected. Once you are finished making changes, and all the required fields still 

have valid information in them, then you can click on the update button to 

commit the changes you have made. 

 

To delete a Non-Labor Expense, click on the red X icon under the options 

column in the Non-Labor grid for the row that you wish to delete. A pop-up will 

appear on your screen asking to confirm that you wish you remove the selected 

Non-Labor Expense. You can click Cancel to end the deletion process or click 

OK to delete your selected Non-Labor Expense. 
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Teen Cost Summary 

 
Figure 107: Teen Cost Summary View 

 

The Cost Summary tab will allow you to view and edit the Revenue for your 

selected Teen business line. The Cost Summary tab also provides a section for 

you to view the ‘Business Line Budget Based on Standards’ for the Teen 

business line, which shows the expenses of Non-labor, Direct Staff labor, and 

Support Staff labor for NAF and APF. 

 

3.14.6 School Age Care (SAC) 

The SAC business line includes Components, Direct Staff, Direct Staff 

Summary, Support Staff, Non-labor Expenses, and Cost Summary. 

 

 
Figure 108: SAC Business Line Pane 
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SAC Components 

 
Figure 109: SAC Components View 

 

SAC Components provides a grid view of all SAC components for the currently 

selected SAC Business Line. The properties shown for each Teen Business Line 

sport include Component Type, Number of Session Weeks, Annual Prorated 

Percent, Number of Daily Hours, Teacher per Child Ratio, Enrollment, 

Authorized FTE, and Prorated Enrollment. The SAC Components grid also has a 

Total line below the grid that provides the sum of the Number of Events per 

Year and Annual Direct Hours column.  The sums are updated automatically as 

the grid updates. 

 

To add a SAC Components, click on the green box with the plus-icon inside 

it on the tool bar in the upper right-hand corner of the SAC Components pane. 

This will open an add pane below the SAC Components list. From there, fill out 

the required fields and any additional information that you wish to provide. 

Once the form is complete, click on the add button at the bottom of the add 

pane. 

 

To edit a SAC Components, click on the yellow pencil icon under the options 

column in the SAC Components grid for the row that you wish to edit. This will 

open an edit pane below the SAC Components list. In this pane you can make 

changes to a number of fields for the SAC Components you selected. Once you 

are finished making changes, and all the required fields still have valid 

information in them, then you can click on the update button to commit the 

changes you have made. 

 

To delete a SAC Components, click on the red X icon under the options 

column in the SAC Components grid for the row that you wish to delete. A pop-

up will appear on your screen asking to confirm that you wish you remove the 
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selected SAC Components. You can click Cancel to end the deletion process or 

click OK to delete your selected SAC Components. 

 

After making any change to the system, you will receive a pop-up verifying that 

a change was made and that those changes should be reviewed, which reads: 

“A component has changed, be aware that staffing and expenses will change. 

Please review these changes!” 

 

SAC Direct Staff 

 
Figure 110: SAC Direct Staff View 

 

Under Direct Staff you will find a grid view of all SAC Business Line direct staff 

for the currently selected SAC Business Line. The grid provides a layout of 

properties for Direct Staff, including Position Title, Pay Table, Step, Labor Type, 

Category, Cost Centers, Authorized FTE, Authorized Cost, Projected FTE, and 

Projected Cost. Unlike other YP business lines, SAC Direct Staff can be manually 

added and edited to the grid view. 

 

The Direct Staff grid is automatically populated with authorized direct staff by 

the application based on data entered when the business line was created, and 

the data set by the Scenario Standards. 

 

To add a projected Direct Staff, click on the green box with the plus-icon 

inside it on the tool bar in the upper right-hand corner of the SAC Direct Staff 

pane. This will open an add pane below the SAC Direct Staff list. From there, 
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fill out the required fields and any additional information that you wish to 

provide. Once the form is complete, click on the add button at the bottom of 

the add pane. 

 

To edit a projected Direct Staff, click on the yellow pencil icon under the 

options column in the SAC Direct Staff grid for the row that you wish to edit. 

This will open an edit pane below the SAC Direct Staff list. In this pane you can 

make changes to a number of fields for the SAC Direct Staff you selected. Once 

you are finished making changes, and all the required fields still have valid 

information in them, then you can click on the update button to commit the 

changes you have made. 

 

To delete a projected SAC Direct Staff, click on the red X icon under the 

options column in the SAC Direct Staff grid for the row that you wish to delete. 

A pop-up will appear on your screen asking to confirm that you wish you remove 

the selected SAC Direct Staff. You can click Cancel to end the deletion process 

or click OK to delete your selected SAC Components. 

 

SAC Direct Staff Summary 

 
Figure 111: SAC Direct Staff Summary View 

 

The Direct Staff Summary allows you to view how the authorized direct staff is 

calculated for your selected SAC business line. This section provides a list of 

variables including authorized FTEs, turnover rates, number of new staff, 

Training and Planning Requirements, Annual and Sick Leave, along with a sum 

total of hours required for each. 
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SAC Support Staff 

 
Figure 112: SAC Support Staff View 

 

The Support Staff tab provides a grid view of all SAC Business Line support 

staff for the currently selected SAC Business Line. Support Staff are initially 

populated for each program based on standards for the program type as well 

as the parameters, as set up in the Teen Events tab. 

 

Standards-based support staff positions are by default, set up as NAF billets 

with the associated labor costs set as NAF costs. You can edit any of the 

positions to tailor the support staff to meet your region, installation, or program 

circumstances. 

 

Like with Direct Staff, you can choose the type of position funding by selecting 

AFP, NAF, Foreign National, or Contract in the Type field of the properties pane. 

For all labor types except the Contract options, the field simply tags the position 

to identify the funding source. 

 

You can also identify positions as Full Time or Flex. This selection will determine 

the benefits rate applied to the position’s costs. 

 

Additionally, Support Staff can also be labeled as Unfunded, with priorities for 

urgent critical requirements, to support new spaces, and other comments. 

Unfunded Staff are listed in the Support Staff grid but are excluded from some 

revenue calculations and reports. 
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To add a Support Staff, click on the green box with the plus-icon inside it on 

the tool bar in the upper right-hand corner of the Support Staff pane. This will 

open an add pane below the Support Staff list. From there, fill out the required 

fields and any additional information that you wish to provide. Once the form 

is complete, click on the add button at the bottom of the add pane. 

 

To edit a Support Staff, click on the yellow pencil icon under the options 

column in the Support Staff grid for the row that you wish to edit. This will open 

an edit pane below the Support Staff list. In this pane you can make changes 

to a number of fields for the Support Staff you selected. Once you are finished 

making changes, and all the required fields still have valid information in them, 

then you can click on the update button to commit the changes you have made. 

 

To delete a Support Staff, click on the red X icon under the options column 

in the Support Staff grid for the row that you wish to delete. A pop-up will 

appear on your screen asking to confirm that you wish you remove the selected 

Support Staff. You can click Cancel to end the deletion process or click OK to 

delete your selected Support Staff. 

 

SAC Non-labor Expenses 

 
Figure 113: SAC Non-labor Expenses 
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As you develop the underlying components of your baseline or scenario, EMS 

will determine the non-labor expense budget based on standards set by 

administrators. 

 

This budget amount will be listed in the subtotals row beneath the expense list 

in the Non-Labor tab. Region, installation, and program users can enter 

individual expense items as necessary to meet modeling objectives. You can 

edit, add, or remove expense items to reflect the installation program 

component circumstances. 

 

Non-labor Expenses can be labeled as Unfunded, with priorities for urgent 

critical requirements, to support new spaces, and other comments. Unfunded 

Staff are listed in the Non-labor Expense grid but are excluded from some 

revenue calculations and reports. 

 

To add a Non-Labor Expense, click on the green box with the plus-icon inside 

it on the tool bar in the upper right-hand corner of the Non-Labor Expense 

pane. This will open an add pane below the Non-Labor Expense list. From there, 

fill out the required fields and any additional information that you wish to 

provide. Once the form is complete, click on the add button at the bottom of 

the add pane. 

 

To edit a Non-Labor Expense, click on the yellow pencil icon under the 

options column in the Non-Labor Expense grid for the row that you wish to edit. 

This will open an edit pane below the Non-Labor Expense list. In this pane you 

can make changes to a number of fields for the Non-Labor Expense you 

selected. Once you are finished making changes, and all the required fields still 

have valid information in them, then you can click on the update button to 

commit the changes you have made. 

 

To delete a Non-Labor Expense, click on the red X icon under the options 

column in the Non-Labor grid for the row that you wish to delete. A pop-up will 

appear on your screen asking to confirm that you wish you remove the selected 

Non-Labor Expense. You can click Cancel to end the deletion process or click 

OK to delete your selected Non-Labor Expense. 
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SAC Cost Summary 

 
Figure 114: SAC Cost Summary View 

 

The Cost Summary tab will allow you to view and edit the Actual Parent Fees 

and New Spaces Parent Fees for your selected SAC business line. The Cost 

Summary tab also provides a section for you to view the ‘Business Line Budget 

Based on Standards’ and ‘Business Line Budget Based on Projections’ for the 

SAC business line, which shows the expenses of Non-labor, Direct Staff labor, 

and Support Staff labor for NAF and APF. 

 

3.14.7 Child Youth Education Services (CYES) 

The CYES business line includes Support Staff, Non-Labor Expenses, and Cost 

Summary. 
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Figure 115: CYES Business Line Pane 

 

CYES Support Staff 

 
Figure 116: CYES Support Staff View 

 

The Support Staff tab provides a grid view of all CYES Business Line support 

staff for the currently selected CYES Business Line. Support Staff are initially 

populated for each program based on standards for the program type as well 

as the parameters, as set up in the Teen Events tab. 

 

Standards-based support staff positions are by default, set up as NAF billets 

with the associated labor costs set as NAF costs. You can edit any of the 
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positions to tailor the support staff to meet your region, installation, or program 

circumstances. 

 

Like with Direct Staff, you can choose the type of position funding by selecting 

AFP, NAF, Foreign National, or Contract in the Type field of the properties pane. 

For all but the Contract options, the field simply tags the position to identify 

the funding source. 

 

You can also identify positions as Full Time or Flex. This selection will determine 

the benefits rate applied to position’s costs. 

 

Additionally, Support Staff can also be labeled as Unfunded, with priorities for 

urgent critical requirements, to support new spaces, and other comments. 

Unfunded Staff are listed in the Support Staff grid but are excluded from some 

revenue calculations and reports. 

 

To add a Support Staff, click on the green box with the plus-icon inside it on 

the tool bar in the upper right-hand corner of the Support Staff pane. This will 

open an add pane below the Support Staff list. From there, fill out the required 

fields and any additional information that you wish to provide. Once the form 

is complete, click on the add button at the bottom of the add pane. 

 

To edit a Support Staff, click on the yellow pencil icon under the options 

column in the Support Staff grid for the row that you wish to edit. This will open 

an edit pane below the Support Staff list. In this pane you can make changes 

to a number of fields for the Support Staff you selected. Once you are finished 

making changes, and all the required fields still have valid information in them, 

then you can click on the update button to commit the changes you have made. 

 

To delete a Support Staff, click on the red X icon under the options column 

in the Support Staff grid for the row that you wish to delete. A pop-up will 

appear on your screen asking to confirm that you wish you remove the selected 

Support Staff. You can click Cancel to end the deletion process or click OK to 

delete your selected Support Staff. 
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CYES Non-labor Expenses 

 
Figure 117: CYES Non-labor Expenses 

 

As you develop the underlying components of your baseline or scenario, EMS 

will determine the non-labor expense budget based on standards set by 

administrators. 

 

This budget amount will be listed in the subtotals row beneath the expense list 

in the Non-Labor tab. Region, installation, and program users can enter 

individual expense items as necessary to meet modeling objectives. You can 

edit, add, or remove expense items to reflect the installation program 

component circumstances. 

 

Non-labor Expenses can be labeled as Unfunded, with priorities for urgent 

critical requirements, to support new spaces, and other comments. Unfunded 

Staff are listed in the Non-labor Expense grid but are excluded from some 

revenue calculations and reports. 

 

To add a Non-Labor Expense, click on the green box with the plus-icon inside 

it on the tool bar in the upper right-hand corner of the Non-Labor Expense 

pane. This will open an add pane below the Non-Labor Expense list. From there, 

fill out the required fields and any additional information that you wish to 

provide. Once the form is complete, click on the add button at the bottom of 

the add pane. 

 

To edit a Non-Labor Expense, click on the yellow pencil icon under the 

options column in the Non-Labor Expense grid for the row that you wish to edit. 

This will open an edit pane below the Non-Labor Expense list. In this pane you 

can make changes to a number of fields for the Non-Labor Expense you 

selected. Once you are finished making changes, and all the required fields still 

have valid information in them, then you can click on the update button to 

commit the changes you have made. 
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To delete a Non-Labor Expense, click on the red X icon under the options 

column in the Non-Labor grid for the row that you wish to delete. A pop-up will 

appear on your screen asking to confirm that you wish you remove the selected 

Non-Labor Expense. You can click Cancel to end the deletion process or click 

OK to delete your selected Non-Labor Expense. 

 

CYES Cost Summary 

 
Figure 118: CYES Cost Summary 

 

The Cost Summary tab will allow you to view and edit the Revenue for your 

selected CYES business line. The Cost Summary tab also provides a section for 

you to view the ‘Business Line Budget Based on Standards’ for the Teen 

business line, which shows the expenses of Non-labor, Direct Staff labor, and 

Support Staff labor for NAF and APF. 
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3.15 Region View 

 
Figure 119: Region View 

 

The Region View (see callout 2) allows you to access the list of Regions (see callout 1) 

available in the EMS program. The Region List pane provides options to print the list, 

Export the list to a Microsoft Excel file, as well as filter what Regions are detailed in 

the list. You can filter what regions appear in this list by filter icon in the upper right 

corner of the Region List pane (see callout 3) and selecting the parameters you would 

like to filter with (see callout 4). By clicking on a Regions name you can bring up a 

Details panel which shows a Region’s Support Staff, Non-labor Expenses, and Cost 

Centers (see callout 5). 

 

You can modify the Region Support Staff and Non-labor Expenses through the Scenario 

Standards menu described later in this document. 

 

3.16 Region Controls 
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Figure 120: Region Controls 

 

The Region Controls (see callout 4) allow you to access the list of APF controls for the 

Regions (see callout 1) available in the EMS program. Within the Region Controls Pane 

you can select a Region and modify the APF values for HQ UFM Offset, APF Control 

Total, and Total Funding Allocation if your account has the correct permissions to do 

so. If your account does not have the right permissions then you will still be able to 

view the Region Control List, however the sections with APF values will be greyed-out 

and unmodifiable (see callout 5). 

 

The Region Controls pane provides options to print the list, Export the list to a Microsoft 

Excel file, as well as filter what Regions are detailed in the list. You can filter what 

regions appear in this list by filter icon in the upper right corner of the Region Controls 

pane (see callout 2) and selecting the parameters you would like to filter with (see 

callout 6). You can also filter the Region list by Region type through the use of the 

OMN/OMNR/REIMB tabs above the Region list (see callout 3). 

 

By clicking on a Regions name you can bring up a Details panel which shows a Region’s 

Installation APF values. Within the Installation List Pane (see callout 7) you can select 

an Installation (see callout 8) and modify the APF values for HQ UFM Offset, APF 

Control Total, and Total Funding Allocation if your account has the correct permissions 

to do so. If your account does not have the right permissions then you will still be able 

to view the Installation List, however the sections with APF values will be greyed-out 

and unmodifiable (see callout 9). 

 

3.17 Scenario Standards 

The Scenario Standards section of EMS provides a large selection of tables and menus 

that allow you to modify the base values and multipliers within the EMS system. Each 

menu of the Scenario Standards will display what the Baseline/Scenario is and will 

provide a dropdown menu that will allow you to select different tables and modifiers. 
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3.17.1 Scenario Standards 

 
Figure 121: Scenario Standard Callouts 1 - 27 

 

By default the Scenario Standard pane will show the Scenario Standards menu. 

This system provides HQ users with the ability to view the various scenario 

specific data used in the various labor and non-labor standards. Administrative 

users also have the option to edit the data, which will be applied to all affected 

standards upon being updated. 

 

The Standards that can be modified are listed below (see diagram above for 

reference): 

Callout 1) CDC Leader’s Pay Table Level/Step – indicates the pay grade 

and step that shall be used for authorized CDC Leaders according to the 

Pay Grade and Pay Grade Step. 

Callout 2) CDC Assistant’s (full-time) Pay Table Level/Step – indicates the 

pay grade and step that shall be used for authorized CDC Assistants 

(full-time) according to the Pay Grade and Pay Grade Step. 

Callout 3) CDC Assistant’s (part-time) Pay Table Level/Step – indicates the 

pay grade and step that shall be used for authorized CDC Assistants 

(part-time) according to the Pay Grade and Pay Grade Step. 

Callout 4) CDC Turnover Rate – used in calculating the total number of 

new staff. 
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Callout 5) CDC Orientation Hours – used in calculating the new staff’s total 

required hours of orientation. 

Callout 6) CDC Training Hours – used in calculating the required hours of 

training. 

Callout 7) CDC Planning and Assessment Hours – used in calculating the 

required hours for planning and assessment. 

Callout 8) CDC Vacation and Sick Hours – used in calculating staff’s annual 

sick leave hours. 

Callout 9) CDC Leaders per Child OR Leaders per Classroom – used in 

calculating the number of CDC leaders, the value of leaders per 

classroom will be used if the value of leaders per child is equal to zero. 

Callout 10) CDC T&C Ratio – used in calculating the program’s end 

strength. 

Callout 11) CDC Revenue Escalation Factor – used in calculating budget 

parent fees. 

Callout 12) CDC Leader Ratio – used in calculating the leader hours. 

Callout 13) CDC Used Capacity For – section indicating that capacity shall 

be used instead of enrollment  in the formulas for which the following 

check boxes are selected: 

• Direct Staff 

• Support Staff 

• Program Expenses 

Callout 14) 24/7 Leader’s Pay Table Level/Step – indicates the pay grade 

and step that shall be used for authorized 24/7 Leaders according to the 

Pay Grade and Pay Grad Step. 

Callout 15) 24/7 Assistant’s (full-time) Pay Table Level/Step – indicates 

the pay grade and step that shall be used for authorized 24/7 Assistants 

(full-time) according to the Pay Grade and Pay Grade Step. 

Callout 16) 24/7 Assistant’s (part-time) Pay Table Level/Step – indicates 

the pay grade and step that shall be used for authorized 24/7 Assistants 

(part-time) according to the Pay Grade and Pay Grade Step. 

Callout 17) 24/7 # of Months Open – used in calculating the program’s 

authorized FTEs. 

Callout 18) 24/7 Hours Open (day) – used in calculating the program’s 

authorized FTEs. 

Callout 19) 24/7 Teacher Child Ratio – used in calculating the temporary 

FTE that is then used in calculating the program’s authorized FTEs. 

Callout 20) 24/7 Turnover Rate – used in calculating the total number of 

new staff. 

Callout 21) 24/7 Orientation Hours – used in calculating for the new staff’s 

total required hours of orientation. 

Callout 22) 24/7 Training Hours – used in calculating the required hours 

of training. 

Callout 23) 24/7 Planning Assessment Hours – used in calculating the 

required hours for planning and assessment. 
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Callout 24) 24/7 Vacation and Sick Hours – used in calculating staff’s 

annual and sick leave hours. 

Callout 25) 24/7 T&C Ratio – used in calculating the program’s end 

strength. 

Callout 26) 24/7 Revenue Escalation Factor – used in calculating budget 

parent fees. 

Callout 27) 24/7 Leaders – indicates the number of authorized leaders for 

the 24/7 program. 

 

 
Figure 122: Scenario Standards Callouts 28 - 53 

 

Callout 28) SAC Leader’s Pay Table Level/Step – indicates the pay grade 

and step that shall be used for authorized SAC Leaders according to the 

Pay Grade and Pay Grade Step. 

Callout 29) SAC Assistant’s (full-time) Pay Table Level/Step – indicates the 

pay grade and step that shall be used for authorized SAC Assistants 

(full-time) according to the following fields. 

Callout 30) SAC Assistant’s (part-time) Pay Table Level/Step – indicates 

the pay grade and step that shall be used for authorized SAC Assistants 

(part-time) according to the Pay Grade and Pay Grade Step. 
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Callout 31) SAC Teacher Child Ratio – used in calculating the temporary 

FTE that is then used in calculating the program’s authorized FTEs. 

Callout 32) SAC Turnover Rate – used in calculating the total number of 

new staff. 

Callout 33) SAC Orientation Hours – used in calculating for the new staff’s 

total required hours of orientation. 

Callout 34) SAC Training Hours – used in calculating the required hours of 

training. 

Callout 35) SAC Planning and Assessment Hours –used in calculating the 

required hours for planning and assessment. 

Callout 36) SAC Vacation and Sick Hours – used in calculating staff’s 

annual and sick leave hours. 

Callout 37) SAC Leaders per Child – used in calculating the total number 

of leaders. 

Callout 38) SAC T&C Ratio – used in calculating the program’s end 

strength. 

Callout 39) SAC Revenue Escalation Factor – used in calculating budget 

parent fees. 

Callout 40) YTH Assistant’s (part-time) Pay Table Level/Step – indicates 

the pay grade and step that shall be used for the authorized YTH 

Assistants (part-time) according to the Pay Grade and Pay Grade Step. 

Callout 41) YTH Teacher Child Ratio – used in calculating the temporary 

FTE that is then used in calculating the program’s authorized FTEs. 

Callout 42) YTH Turnover Rate – used in calculating the total number of 

new staff. 

Callout 43) YTH Orientation Hours – used in calculating for the new staff’s 

total required hours of orientation. 

Callout 44) YTH Training Hours – used in calculating the required hours of 

training. 

Callout 45) YTH T&C Ratio – used in calculating the program’s end 

strength. 

Callout 46) YTH Cost per Space (CONUS) – used in calculating YTH 

capacity if the YTH program’s installation sues the CONUS youth cost 

factor. 

Callout 47) YTH Cost per Space (OCONUS) – used in calculating YTH 

capacity if the YTH program’s installation sues the OCONUS youth cost 

factor. 

Callout 48) CDH T&C Ratio – used in calculating the program’s end 

strength. 

Callout 49) YP High Risk – used in calculating the direct staff for the RSAP 

and Teen Business lines. 

Callout 50) YP Normal Risk – used in calculating direct staff for the RSAP 

and Teen Business lines. 

Callout 51) YSF Camp/Clinic/Tournament 100% Participation Rate – used 

in calculating the number of direct staff for a YSF Sport with the 

Camp/Clinic/Tournament format. 
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Callout 52) YSF Camp/Clinic/Tournament Direct Staff Ratio/Hour – used in 

calculating the number of direct staff for a YSF Sport with the 

Camp/Clinic/Tournament format. 

Callout 53) YSF League Revenue-per-child – used in calculating the league 

revenues for a YSF Sport with the League format. 

 

3.17.2 Pay Table Level Setup 

 
Figure 123: Pay Table Level View 

 

The Pay Table Level Setup menu provides the capability for HQ users to view 

only and administrator users to manage the list of all Pay Scales and their 

properties for a selected scenario. 

 

To add a Pay Table Level, users with administrator access can click on the 

green plus icon next to the “Pay Table Levels:” label. This will open a new pane 

with information fields that need to be filled in. After adding all the required 

information, click on the Add button to add the new Pay Table Level. 

 

To edit a Pay Table Level, administrators can click on the pencil icon under 

the Options column on the row they want to edit. This will open a new pane 

with information fields that can be altered. After editing your information, click 

on the Update button to commit the changes to the Pay Table. 

 

To delete a Pay Table Level, administrators can click on the red X icon under 

the Options column on the row that they want to delete. This will open pop-up 
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asking you to confirm if you want to delete the Pay Table Level. Click Okay to 

delete the Pay Table Level or cancel to stop the deletion process. If a Pay Table 

Level is associated to an Installation or Program, then that Pay Table Level 

cannot be removed until the listed Installations and Programs are no longer 

associated to it. 

 

3.17.3 GL Codes 

 
Figure 124: GL Codes View 

 

The GL Codes menu provides the capability for HQ users to view only and 

administrators to manage the list of all GL Codes and their properties for a 

selected scenario, including whether that GL Code is available as a selection 

when adding/editing expenses. 

 

To add a GL Code, users with administrator access can click on the green plus 

icon next to the “GL Codes:” label. This will open a new pane with information 

fields that need to be filled in. After adding all the required information, click 

on the Add button to add the new GL Code. 

 

To edit a GL Code, administrators can click on the pencil icon under the 

Options column on the row they want to edit. This will open a new pane with 

information fields that can be altered. After editing your information, click on 

the Update button to commit the changes to the GL Code. 
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To delete a GL Code, administrators can click on the red X icon under the 

Options column on the row that they want to delete. This will open pop-up 

asking you to confirm if you want to delete the GL Code. Click Okay to delete 

the Pay Table Level or cancel to stop the deletion process. 

 

3.17.4 Labor Title 

 
Figure 125: Labor Title View 

 

The Labor Title menu provides the capability for HQ users to view only and 

administrators to manage the list of all Labor Titles and their properties for a 

selected scenario. 

 

To add a Labor Title, users with administrator access can click on the green 

plus icon next to the “Labor Titles:” label. This will open a new pane with 

information fields that need to be filled in. After adding all the required 

information, click on the Add button to add the new Labor Title. 

 

To edit a Labor Title, administrators can click on the pencil icon under the 

Options column on the row they want to edit. This will open a new pane with 

information fields that can be altered. After editing your information, click on 

the Update button to commit the changes to the Labor Title. 

 

To delete a Labor Title, administrators can click on the red X icon under the 

Options column on the row that they want to delete. This will open pop-up 

asking you to confirm if you want to delete the Labor Title. Click Okay to delete 
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the Labor Title or cancel to stop the deletion process. If a Labor Title is 

associated to an Installation or Program, then that Labor Title cannot be 

removed until the listed Installations and Programs are no longer associated to 

it. 

 

3.17.5 Labor Types 

 
Figure 126: Labor Types View 

 

The Labor Types menu provides the capability for HQ users to view only and 

administrators to manage the list of all Labor Types and their properties for a 

selected scenario. 

 

To add a Labor Type, users with administrator access can click on the green 

plus icon next to the “Labor Types:” label. This will open a new pane with 

information fields that need to be filled in. After adding all the required 

information, click on the Add button to add the new Labor Type. 

 

To edit a Labor Type, administrators can click on the pencil icon under the 

Options column on the row they want to edit. This will open a new pane with 

information fields that can be altered. After editing your information, click on 

the Update button to commit the changes to the Labor Type. 

 

To delete a Labor Type, administrators can click on the red X icon under the 

Options column on the row that they want to delete. This will open pop-up 

asking you to confirm if you want to delete the Labor Type. Click Okay to delete 
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the Labor Types or cancel to stop the deletion process. If a Labor Type is 

associated to an Installation or Program, then that Labor Type cannot be 

removed until the listed Installations and Programs are no longer associated to 

it. 

 

3.17.6 Labor Categories 

 
Figure 127: Labor Categories View 

 

The Labor Categories menu provides the capability for HQ users to view only 

and administrators to manage the list of all Labor Categories and their 

properties for a selected scenario. 

 

To add a Labor Category, users with administrator access can click on the 

green plus icon next to the “Labor Categories:” label. This will open a new pane 

with information fields that need to be filled in. After adding all the required 

information, click on the Add button to add the new Labor Category. 

 

To edit a Labor Category, administrators can click on the pencil icon under 

the Options column on the row they want to edit. This will open a new pane 

with information fields that can be altered. After editing your information, click 

on the Update button to commit the changes to the Labor Category. 

 

To delete a Labor Category, administrators can click on the red X icon under 

the Options column on the row that they want to delete. This will open pop-up 

asking you to confirm if you want to delete the Labor Category. Click Okay to 
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delete the Labor Category or cancel to stop the deletion process. If a Labor 

Category is associated to an Installation or Program, then that Labor Category 

cannot be removed until the listed Installations and Programs are no longer 

associated to it. 

 

3.17.7 Occupation Series Codes 

 
Figure 128: Occupation Series Codes View 

 

The Occupation Series Codes menu provides the capability for HQ users to view 

only and administrators to manage the list of all Occupational Series Codes and 

their properties for a selected scenario. 

 

To add an Occupation Series Code, users with administrator access can click 

on the green plus icon next to the “Series Code:” label. This will open a new 

pane with information fields that need to be filled in. After adding all the 

required information, click on the Add button to add the new Occupational 

Series Code. 

 

To edit an Occupation Series Code, administrators can click on the pencil 

icon under the Options column on the row they want to edit. This will open a 

new pane with information fields that can be altered. After editing your 

information, click on the Update button to commit the changes to the 

Occupation Series Code. 
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To delete an Occupation Series Code, administrators can click on the red X 

icon under the Options column on the row that they want to delete. This will 

open pop-up asking you to confirm if you want to delete the Occupation Series 

Code. Click Okay to delete the Occupation Series Code or cancel to stop the 

deletion process. If an Occupation Series Code is associated to a Labor Title, 

then that Occupation Series Code cannot be removed until the listed Labor 

Titles are no longer associated to it. 

 

3.17.8 Age Groups 

 
Figure 129: Age Groups View 

 

The Age Groups menu provides the capability for HQ users to view only and 

administrators to manage the list of all Age Groups and their properties for a 

selected scenario. 

 

To add an Age Group, users with administrator access can click on the green 

plus icon next to the “Age Groups:” label. This will open a new pane with 

information fields that need to be filled in. After adding all the required 

information, click on the Add button to add the new Age Group. 

 

To edit an Age Group, administrators can click on the pencil icon under the 

Options column on the row they want to edit. This will open a new pane with 
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information fields that can be altered. After editing your information, click on 

the Update button to commit the changes to the Age Group. 

 

To delete an Age Group, administrators can click on the red X icon under the 

Options column on the row that they want to delete. This will open pop-up 

asking you to confirm if you want to delete the Age Group. Click Okay to delete 

the Age Group or cancel to stop the deletion process. 

 

3.17.9 Youth Component Types 

 
Figure 130: Youth Component Types View 

 

The Youth Component Types menu provides the capability for HQ users to view 

only administrators to manage the list of all Youth Component Types and their 

properties for a selected scenario. 

 

To add a Youth Component Type, users with administrator access can click 

on the green plus icon next to the “Youth Component Types:” label. This will 

open a new pane with information fields that need to be filled in. After adding 

all the required information, click on the Add button to add the new Youth 

Component Type. 

 

To edit a Youth Component Type, administrators can click on the pencil icon 

under the Options column on the row they want to edit. This will open a new 

pane with information fields that can be altered. After editing your information, 

click on the Update button to commit the changes to the Youth Component 

Type. 
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To delete a Youth Component Type, administrators can click on the red X 

icon under the Options column on the row that they want to delete. This will 

open pop-up asking you to confirm if you want to delete the Youth Component 

Type. Click Okay to delete the Youth Component Type or cancel to stop the 

deletion process. 

 

3.17.10 Youth Age Groups 

 
Figure 131: Youth Age Groups View 

 

The Youth Age Groups menu provides the capability for HQ users to view only 

administrators to manage the list of all Youth Age Groups and their properties 

for a selected scenario. 

 

To add a Youth Age Group, users with administrator access can click on the 

green plus icon next to the “Youth Age Groups:” label. This will open a new 

pane with information fields that need to be filled in. After adding all the 

required information, click on the Add button to add the new Youth Age Group. 

 

To edit a Youth Age Group, administrators can click on the pencil icon under 

the Options column on the row they want to edit. This will open a new pane 

with information fields that can be altered. After editing your information, click 

on the Update button to commit the changes to the Youth Age Group. 

 

To delete a Youth Age Group, administrators can click on the red X icon 

under the Options column on the row that they want to delete. This will open 
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pop-up asking you to confirm if you want to delete the Youth Age Group. Click 

Okay to delete the Youth Age Group or cancel to stop the deletion process. 

 

3.17.11 SAC Component Types 

 
Figure 132: SAC Component Types View 

 

The SAC Component Types menu provides the capability for HQ users to view 

only and administrators to manage the list of all SAC Component Types and 

their properties for a selected scenario. 

 

To add a SAC Component Type, users with administrator access can click on 

the green plus icon next to the “SAC Component Types:” label. This will open 

a new pane with information fields that need to be filled in. After adding all the 

required information, click on the Add button to add the new SAC Component 

Type. 

 

To edit a SAC Component Type, administrators can click on the pencil icon 

under the Options column on the row they want to edit. This will open a new 

pane with information fields that can be altered. After editing your information, 

click on the Update button to commit the changes to the SAC Component Type. 

 

To delete a SAC Component Type, administrators can click on the red X icon 

under the Options column on the row that they want to delete. This will open 

pop-up asking you to confirm if you want to delete the SAC Component Type. 
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Click Okay to delete the SAC Component Type or cancel to stop the deletion 

process. 

 

3.17.12 Installation Sizes 

 
 

Figure 133: Installation Sizes View 

 

The Installation Sizes menu provides the capability for HQ to view only and 

administrative users to manage the list of installation sizes in the current 

scenario. Upon the editing or deleting of an installation size, all installation 

support staff standards that are associated to the installation size shall be re-

evaluated and re-applied. 

 

To add an Installation Size, users with administrator access can click on the 

green plus icon next to the “Installation Sizes:” label. This will open a new pane 

with information fields that need to be filled in. After adding all the required 

information, click on the Add button to add the new Installation Size. 

 

To edit an Installation Size, administrators can click on the pencil icon under 

the Options column on the row they want to edit. This will open a new pane 

with information fields that can be altered. After editing your information, click 

on the Update button to commit the changes to the Installation Size. 

 

To delete an Installation Size, administrators can click on the red X icon 

under the Options column on the row that they want to delete. This will open 

pop-up asking you to confirm if you want to delete the Installation Size. Click 

Okay to delete the Installation Size or cancel to stop the deletion process. 
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3.17.13 Program Sizes 

 
Figure 134: Program Sizes View 

 

The Program Sizes menu provides the capability for HQ to view only and 

administrators to manage the list of program sizes in the current scenario. Upon 

the editing or deleting of a program size, all program support staff standards 

that are associated to the program size shall be re-evaluated and re-applied. 

 

To add a Program Size, users with administrator access can click on the green 

plus icon next to the “Program Sizes:” label. This will open a new pane with 

information fields that need to be filled in. After adding all the required 

information, click on the Add button to add the new Program Size. 

 

To edit a Program Size, administrators can click on the pencil icon under the 

Options column on the row they want to edit. This will open a new pane with 

information fields that can be altered. After editing your information, click on 

the Update button to commit the changes to the Program Size. 

 

To delete a Program Size, administrators can click on the red X icon under 

the Options column on the row that they want to delete. This will open pop-up 

asking you to confirm if you want to delete the Program Size. Click Okay to 

delete the Program Size or cancel to stop the deletion process. 
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3.17.14 Subsidy Standards 

 
Figure 135: Subsidy Standards View 

 

The Subsidy Standards menu provides the capability for HQ users to view only 

and administrative users to manage the list of all Subsidy Standards and their 

properties for a selected scenario. 

 

To add a Subsidy Standard, users with administrator access can click on the 

green plus icon next to the “Subsidies:” label. This will open a new pane with 

information fields that need to be filled in. After adding all the required 

information, click on the Add button to add the new Subsidy Standard. 

 

To edit a Subsidy Standard, administrators can click on the pencil icon under 

the Options column on the row they want to edit. This will open a new pane 

with information fields that can be altered. After editing your information, click 

on the Update button to commit the changes to the Subsidy Standard. 

 

To delete a Subsidy Standard, administrators can click on the red X icon 

under the Options column on the row that they want to delete. This will open 

pop-up asking you to confirm if you want to delete the Subsidy Standard. Click 

Okay to delete the Subsidy Standard or cancel to stop the deletion process. 
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3.17.15 Incentive Standards 

 
Figure 136: Incentive Standards View 

 

The Incentive Standards menu provides the capability for HQ users to view only 

and administrative users to manage the list of all Incentive Standards and their 

properties for a selected scenario. 

 

To add an Incentive Standard, users with administrator access can click on 

the green plus icon next to the “Incentives:” label. This will open a new pane 

with information fields that need to be filled in. After adding all the required 

information, click on the Add button to add the new Incentive Standard. 

 

To edit an Incentive Standard, administrators can click on the pencil icon 

under the Options column on the row they want to edit. This will open a new 

pane with information fields that can be altered. After editing your information, 

click on the Update button to commit the changes to the Incentive Standard. 

 

To delete an Incentive Standard, administrators can click on the red X icon 

under the Options column on the row that they want to delete. This will open 

pop-up asking you to confirm if you want to delete the Incentive Standard. 

Click Okay to delete the Incentive Standard or cancel to stop the deletion 

process. 
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3.17.16 Region Support Staff 

 
Figure 137: Region Support Staff View 

 

The Region Support Staff menu provides the capability for HQ users to view 

only and administrative users to manage the list of authorized region support 

staff for each region in the current scenario. Upon adding, editing, or deleting 

a Region Support Staff standard, all regions that would be affected by the 

change shall have their associated authorized program support staff updated 

accordingly. 

 

To add a Region Support Staff, users with administrator access can click on 

the green plus icon next to the “Support Staff Labor Mix:” label. This will open 

a new pane with information fields that need to be filled in. After adding all the 

required information, click on the Add button to add the new Region Support 

Staff. 

 

To edit a Region Support Staff, administrators can click on the pencil icon 

under the Options column on the row they want to edit. This will open a new 

pane with information fields that can be altered. After editing your information, 

click on the Update button to commit the changes to the Region Support Staff. 
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To delete a Region Support Staff, administrators can click on the red X icon 

under the Options column on the row that they want to delete. This will open 

pop-up asking you to confirm if you want to delete the Region Support Staff. 

Click Okay to delete the Region Support Staff or cancel to stop the deletion 

process. 

 

3.17.17 Installation Support Staff 

 
Figure 138: Installation Support Staff View 

 

The Installation Support Staff menu provides the capability for HQ users to view 

only and administrative users to manage the list of authorized installation 

support staff for each installation in the current scenario. Upon the adding, 

editing, or deleting of an Installation Support Staff standard, all installations 

that would be affected by the change shall have their associated authorized 

program support staff updated accordingly. 
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To add an Installation Support Staff, users with administrator access can 

click on the green plus icon next to the “Support Staff Labor Mix:” label. This 

will open a new pane with information fields that need to be filled in. After 

adding all the required information, click on the Add button to add the new 

Installation Support Staff. 

 

To edit an Installation Support Staff, administrators can click on the pencil 

icon under the Options column on the row they want to edit. This will open a 

new pane with information fields that can be altered. After editing your 

information, click on the Update button to commit the changes to the 

Installation Support Staff. 

 

To delete an Installation Support Staff, administrators can click on the red 

X icon under the Options column on the row that they want to delete. This will 

open pop-up asking you to confirm if you want to delete the Installation Support 

Staff. Click Okay to delete the Installation Support Staff or cancel to stop the 

deletion process. 
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3.17.18 Program Support Staff 

 
Figure 139: Program Support Staff View 

 

The system shall provide the capability for HQ users to view only and 

administrative users to manage the list of authorized program support staff for 

all installation programs in the current scenario, based on the combined 

program type, program size, and oversight type of the installation programs. 

Upon the adding, editing, or deleting of a program-support staff standard, all 

scenario installation programs that would be affected by the change shall have 

their associated authorized program support staff updated accordingly. 

 

To add a Program Support Staff, users with administrator access can click 

on the green plus icon next to the “Support Staff Labor Mix:” label. This will 

open a new pane with information fields that need to be filled in. After adding 
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all the required information, click on the Add button to add the new Program 

Support Staff. 

 

To edit a Program Support Staff, administrators can click on the pencil icon 

under the Options column on the row they want to edit. This will open a new 

pane with information fields that can be altered. After editing your information, 

click on the Update button to commit the changes to the Program Support Staff. 

 

To delete a Program Support Staff, administrators can click on the red X 

icon under the Options column on the row that they want to delete. This will 

open pop-up asking you to confirm if you want to delete the Program Support 

Staff. Click Okay to delete the Program Support Staff or cancel to stop the 

deletion process. 

 

3.17.19 T&C Specialists 

 
Figure 140: T&C Specialists View 

 

The T&C Specialists menu provides the capability for HQ users to view only and 

administrative users to manage the list of authorized T&C Specialists for specific 

ranges of End Strength within each installation in the current scenario. Upon 

the adding, editing, or deleting of a T&C Specialist standard, all installations 
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that would be affected by the change shall have their associated authorized 

T&C specialists updated accordingly. 

 

To add a T&C Specialist, users with administrator access can click on the 

green plus icon next to the “T&C Specialist Labor Mix:” label. This will open a 

new pane with information fields that need to be filled in. After adding all the 

required information, click on the Add button to add the new T&C Specialist. 

 

To edit a T&C Specialist, administrators can click on the pencil icon under 

the Options column on the row they want to edit. This will open a new pane 

with information fields that can be altered. After editing your information, click 

on the Update button to commit the changes to the T&C Specialist. 

 

To delete a T&C Specialist, administrators can click on the red X icon under 

the Options column on the row that they want to delete. This will open pop-up 

asking you to confirm if you want to delete the T&C Specialist. Click Okay to 

delete the T&C Specialist or cancel to stop the deletion process. 

 

3.17.20 Region Expenses 

 
Figure 141: Region Expenses View 
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The Region Expenses menu provides the capability for HQ users to view only 

and administrators to manage the list of standard expenses for every region 

within a selected scenario. 

 

To add a Region Expense, users with administrator access can click on the 

green plus icon next to the “Expense Mix:” label. This will open a new pane with 

information fields that need to be filled in. After adding all the required 

information, click on the Add button to add the new Region Expense. 

 

To edit a Region Expense, administrators can click on the pencil icon under 

the Options column on the row they want to edit. This will open a new pane 

with information fields that can be altered. After editing your information, click 

on the Update button to commit the changes to the Region Expense. 

 

To delete a Region Expense, administrators can click on the red X icon under 

the Options column on the row that they want to delete. This will open pop-up 

asking you to confirm if you want to delete the Region Expense. Click Okay to 

delete the Region Expense or cancel to stop the deletion process. 

 

3.17.21 Installation Expenses 

 
Figure 142: Installation Expenses View 
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The Installation Expenses menu provides the capability for HQ users to view 

only and administrators to manage the list of standard expenses for every 

installation within a selected region. 

 

To add an Installation Expense, users with administrator access can click 

on the green plus icon next to the “Expense Mix:” label. This will open a new 

pane with information fields that need to be filled in. After adding all the 

required information, click on the Add button to add the new Installation 

Expense. 

 

To edit an Installation Expense, administrators can click on the pencil icon 

under the Options column on the row they want to edit. This will open a new 

pane with information fields that can be altered. After editing your information, 

click on the Update button to commit the changes to the Installation Expense. 

 

To delete an Installation Expense, administrators can click on the red X icon 

under the Options column on the row that they want to delete. This will open 

pop-up asking you to confirm if you want to delete the Installation Expense. 

Click Okay to delete the Installation Expense or cancel to stop the deletion 

process. 

3.17.22 Program Expenses 

 
Figure 143: Program Expenses View 
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The Program Expenses menu provides the capability for HQ to view only and 

administrative users to manage the list of standard expenses for every program 

within a selected scenario. 

 

To add a Program Expense, users with administrator access can click on the 

green plus icon next to the “Expense Mix:” label. This will open a new pane with 

information fields that need to be filled in. After adding all the required 

information, click on the Add button to add the new Program Expense. 

 

To edit a Program Expense, administrators can click on the pencil icon under 

the Options column on the row they want to edit. This will open a new pane 

with information fields that can be altered. After editing your information, click 

on the Update button to commit the changes to the Program Expense. 

 

To delete a Program Expense, administrators can click on the red X icon 

under the Options column on the row that they want to delete. This will open 

pop-up asking you to confirm if you want to delete the Program Expense. Click 

Okay to delete the Program Expense or cancel to stop the deletion process. 

 

3.17.23 Region Overhead Multipliers 

 
Figure 144: Region Overhead Multipliers View 
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The Region Overhead Multipliers menu provides the capability for HQ users to 

view only and administrative users to manage the title and GL Code of an 

Overhead expense that is automatically generated for each region within a 

selected scenario and set, by region, the cost of that expense to either be a 

certain percentage of the regions total revenue or set cost. 

 

To update Region Overhead Expense Information, administrators can 

enter new information into the Region Overhead Expense Info box and press 

the update button to commit their changes. To update Region Overhead 

Multipliers, administrators can select a Region from the Region Overhead 

Multiplier Mix table, make changes to the Percent/Dollar Amount and Overhead 

Value columns, and then click on the Update button under the Options column. 

 

The Percent and Dollar Amount modifiers affect the Region Overhead expense 

Cost Calculation. If ‘Percent’ is selected then the overhead expense cost is the 

total revenue for the corresponding region multiplied by the over value entered. 

If ‘Dollar Amount’ is selected then the expense cost is equal to the overhead 

value entered. 

 

3.17.24 Benefit Rate Multipliers 

 
Figure 145: Benefit Rate Multipliers View 

 

The Benefit Rate Multipliers menu provides the capability for HQ users to view 

only and administrative users to manage the list of all Benefit Rate Multipliers 

and their properties for a selected scenario. 

 

To update a Benefit Rate Multiplier, administrators can select a Region and 

Labor Type from the Value menus, and then find the Installation from the 
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Benefit Rate Multiplier table that needs to be updated. Enter a new value into 

the Full Time Civil Service column and click the Update button under the Options 

column, which will then update that value for the installation have their 

associated modifiers updated accordingly. To update all installations under a 

Region and Labor Type enter a value into the Global Update field and press the 

Update All button. 

 

3.17.25 Installation Details 

 
Figure 146: Installation Details View 

 

The Installation Details menu provides the capability for HQ users to view only 

and administrative users to manage the locality multiplier and authorization 

percentage for each installation within a selected scenario. 

 

To update an Installation Detail, administrators can locate the installation 

they wish to modify from the Installation Details grid, input new values into the 

Authorization % and Locality Multiplier columns, and then press the Update 

button located under the Options column. 
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3.17.26 YSF Age Groups 

 
Figure 147: YSF Age Groups View 

 

The YSF Age Groups menu provides the capability for HQ users to view only 

and administrative users to manage the list of all YSF Age Groups and their 

properties for a selected scenario. 

 

To add an YSF Age Group, users with administrator access can click on the 

green plus icon next to the “YSF Age Group:” label. This will open a new pane 

with information fields that need to be filled in. After adding all the required 

information, click on the Add button to add the new YSF Age Group. 

 

To edit an YSF Age Group, administrators can click on the pencil icon under 

the Options column on the row they want to edit. This will open a new pane 

with information fields that can be altered. After editing your information, click 

on the Update button to commit the changes to the YSF Age Group. 

 

To delete an YSF Age Group, administrators can click on the red X icon under 

the Options column on the row that they want to delete. This will open pop-up 

asking you to confirm if you want to delete the YSF Age Group. Click Okay to 

delete the YSF Age Group or cancel to stop the deletion process. 
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3.17.27 YSF Sport Categories 

 
Figure 148: YSF Sport Categories View 

 

The YSF Sport Categories menu provides the capability for HQ users to view 

only and administrative users to manage the list of all YSF Sport Categories 

and their properties for a selected scenario. 

 

To add an YSF Sport Category, users with administrator access can click on 

the green plus icon next to the “YSF Sport Category:” label. This will open a 

new pane with information fields that need to be filled in. After adding all the 

required information, click on the Add button to add the new YSF Sport 

Category. 

 

To edit an YSF Sport Category, administrators can click on the pencil icon 

under the Options column on the row they want to edit. This will open a new 

pane with information fields that can be altered. After editing your information, 

click on the Update button to commit the changes to the YSF Sport Category. 

 

To delete an YSF Sport Category, administrators can click on the red X icon 

under the Options column on the row that they want to delete. This will open 

pop-up asking you to confirm if you want to delete the YSF Sport Category. 

Click Okay to delete the YSF Sport Category or cancel to stop the deletion 

process. 

 

Marking a Sport Category as ‘CPC by Sport Type’ allows it to be displayed in 

the YP Business Line Expense Standards Grid for YSF with a single row for each 

sport category where 'CPC by sport type' is true and a row for each sport type 

under a sport category if 'CPC by sport type' is set to false. (Section 3.16.29). 
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3.17.28 YSF Sport Types 

 
Figure 149: YSF Sport Types View 

 

The YSF Sport Types menu provides the capability for HQ users to view only 

and administrative users to manage the list of all YSF Sport Types and their 

properties for a selected scenario. 

 

To add an YSF Sport Type, users with administrator access can click on the 

green plus icon next to the “YSF Sport Types:” label. This will open a new pane 

with information fields that need to be filled in. After adding all the required 

information, click on the Add button to add the new YSF Sport Type. 

 

To edit an YSF Sport Type, administrators can click on the pencil icon under 

the Options column on the row they want to edit. This will open a new pane 

with information fields that can be altered. After editing your information, click 

on the Update button to commit the changes to the YSF Sport Type. 

 

To delete an YSF Sport Type, administrators can click on the red X icon under 

the Options column on the row that they want to delete. This will open pop-up 

asking you to confirm if you want to delete the YSF Sport Type. Click Okay to 

delete the YSF Sport Type or cancel to stop the deletion process. 
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3.17.29 YP Business Line Sizes 

 
Figure 150: YSF Business Line Sizes View 

 

The YP Business Line Sizes menu provides the capability for HQ users to view 

only administrative users to manage the list of all YP business line sizes and 

their properties for a selected scenario. 

 

To add an YP Business Line Size, users with administrator access can click 

on the green plus icon next to the “YP Business Line Sizes:” label. This will open 

a new pane with information fields that need to be filled in. After adding all the 

required information, click on the Add button to add the new YP Business Line 

Size. 

 

To edit an YP Business Line Size, administrators can click on the pencil icon 

under the Options column on the row they want to edit. This will open a new 

pane with information fields that can be altered. After editing your information, 

click on the Update button to commit the changes to the YP Business Line Size. 

 

To delete an YP Business Line Size, administrators can click on the red X 

icon under the Options column on the row that they want to delete. This will 

open pop-up asking you to confirm if you want to delete the YP Business Line 

Size. Click Okay to delete the YP Business Line Size or cancel to stop the 

deletion process. If a YP Business Line Size is associated to a Support Staff, 

then that Pay Table Level cannot be removed until the listed Support Staff are 

no longer associated to it. 
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The size of a business line depends on what type of business line it is, along 

with the maximum and minimum values that are set. For example, SAC 

business line sizes are the sum of the prorated enrollment of all the SAC 

components, and that sum must fall between the maximum and minimum 

values. YSF business line sizes are the sum of the average participants of all 

the YSF Sports. All other business line sizes (Teen, CE, RSAP, and Rec PS) are 

the sum of the authorized direct staff FTE for the business line events. 

 

3.17.30 YP Business Line Support Staff Standards 

 
Figure 151: YSF Business Line Support Staff Standards View 

 

The YP Business Line Support Staff Standards menu provides the capability for 

HQ users to view only and administrative users to manage the list of all YP 

business line support staff standards and their properties for a selected 

scenario. 

 

To add an YP Business Line Support Staff Standard, users with 

administrator access can click on the green plus icon next to the “YP Business 

Line Labor:” label. This will open a new pane with information fields that need 

to be filled in. After adding all the required information, click on the Add button 

to add the new YP Business Line Support Staff. 

 

To edit an YP Business Line Support Staff, administrators can click on the 

pencil icon under the Options column on the row they want to edit. This will 
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open a new pane with information fields that can be altered. After editing your 

information, click on the Update button to commit the changes to the YP 

Business Line Support Staff. 

 

To delete an YP Business Line Support Staff, administrators can click on 

the red X icon under the Options column on the row that they want to delete. 

This will open pop-up asking you to confirm if you want to delete the YP 

Business Line Support Staff. Click Okay to delete the YP Business Line Support 

Staff or cancel to stop the deletion process. 

 

3.17.31 YP Business Line Support Staff Exceptions 

 
Figure 152: YSF Business Line Support Staff Exceptions View 

 

The YP Business Line Support Staff Exceptions menu provides the capability for 

HQ users to view only and administrative users to manage the list of authorized 

YP business line support staff exceptions (direct creation of an authorized 

support staff) for each YP program business line in the current scenario 

separate from the authorized support staff standards. Upon the adding, editing, 

or deleting of a business line support staff exceptions, all business lines that 

would be affected by the change shall have their associated authorized business 

line support staff updated accordingly. 

 

To add an YP Business Line Support Staff Exception, users with 

administrator access can select an Installation with an existing YP program and 

Business Line, and then click on the green plus icon next to the “YP Business 
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Line Labor:” label. This will open a new pane with information fields that need 

to be filled in. After adding all the required information, click on the Add button 

to add the new YP Business Line Support Staff Exception. 

 

To edit an YP Business Line Support Staff Exception, administrators can 

click on the pencil icon under the Options column on the row they want to edit. 

This will open a new pane with information fields that can be altered. After 

editing your information, click on the Update button to commit the changes to 

the YP Business Line Support Staff Exception. 

 

To delete an YP Business Line Support Staff Exception, administrators 

can click on the red X icon under the Options column on the row that they want 

to delete. This will open pop-up asking you to confirm if you want to delete the 

YP Business Line Support Staff. Click Okay to delete the YP Business Line 

Support Staff Exception or cancel to stop the deletion process. 

 

3.17.32 YP Business Line Expense Standards 

The YP Business Line Expense menu provides the capability for HQ users to 

view only and administrative users to manage the list of YP Business Line 

Expenses for each YP program in a selected scenario. 

 

Community Events 

 
Figure 153: Community Events Expense Standards View 
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The Community Events YP Business Line Expenses menu provides the capability 

for HQ users to view only and administrators to manage the community event 

business line expense standards under the selected scenario. 

 

To add a Community Event YP Business Line Expense, users with 

administrator access can click on the green plus icon next to the “YP Business 

Line Expense:” label. This will open a new pane with information fields that 

need to be filled in. After adding all the required information, click on the Add 

button to add the new Community Event YP Business Line Expense. 

 

To edit a Community Event YP Business Line Expense, administrators can 

click on the pencil icon under the Options column on the row they want to edit. 

This will open a new pane with information fields that can be altered. After 

editing your information, click on the Update button to commit the changes to 

the Community Event YP Business Line Expense. 

 

To delete a Community Event YP Business Line Expense, administrators 

can click on the red X icon under the Options column on the row that they want 

to delete. This will open pop-up asking you to confirm if you want to delete the 

Community Event YP Business Line Expense. Click Okay to delete the 

Community Event YP Business Line Expense or cancel to stop the deletion 

process. 

 

CYES 

 
Figure 154: CYES Expense Standards View 
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The CYES YP Business Line Expense menu provides the capability for HQ users 

to view only and administrators to manage the CYES business line expense 

standards under the selected scenario. 

 

To add a CYES YP Business Line Expense, users with administrator access 

can click on the green plus icon next to the “YP Business Line Expense:” label. 

This will open a new pane with information fields that need to be filled in. After 

adding all the required information, click on the Add button to add the new 

CYES YP Business Line Support Staff. 

 

To edit a CYES YP Business Line Expense, administrators can click on the 

pencil icon under the Options column on the row they want to edit. This will 

open a new pane with information fields that can be altered. After editing your 

information, click on the Update button to commit the changes to the CYES YP 

Business Line Expense. 

 

To delete a CYES YP Business Line Expense, administrators can click on 

the red X icon under the Options column on the row that they want to delete. 

This will open pop-up asking you to confirm if you want to delete the CYES YP 

Business Line Expense. Click Okay to delete the CYES YP Business Line Support 

Staff or cancel to stop the deletion process. 

 

REC Preschool 

 
Figure 155: Rec Preschool Events Standards View 

 

The Rec Preschool YP Business Line Expense menu provides the capability for 

HQ users to view only and administrators to manage the Rec Preschool business 

line expense standards under the selected scenario. 
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To add a Rec Preschool YP Business Line Expense, users with 

administrator access can click on the green plus icon next to the “YP Business 

Line Expense:” label. This will open a new pane with information fields that 

need to be filled in. After adding all the required information, click on the Add 

button to add the new Rec Preschool YP Business Line Support Staff. 

 

To edit a Rec Preschool YP Business Line Expense, administrators can 

click on the pencil icon under the Options column on the row they want to edit. 

This will open a new pane with information fields that can be altered. After 

editing your information, click on the Update button to commit the changes to 

the Rec Preschool YP Business Line Expense. 

 

To delete a Rec Preschool YP Business Line Expense, administrators can 

click on the red X icon under the Options column on the row that they want to 

delete. This will open pop-up asking you to confirm if you want to delete the 

Rec Preschool YP Business Line Expense. Click Okay to delete the Rec Preschool 

YP Business Line Support Staff or cancel to stop the deletion process. 

 

RSAP 

 
Figure 156: RSAP Expense Standards View 

 

The RSAP YP Business Line Expense menu provides the capability for HQ users 

to view only administrators to manage the RSAP business line expense 

standards under the selected scenario. 

 

To add a RSAP YP Business Line Expense, users with administrator access 

can click on the green plus icon next to the “YP Business Line Expense:” label. 



Child and Youth Program Enterprise Modeling System 
Budgeting Model User Guide 

 

144 
 

This will open a new pane with information fields that need to be filled in. After 

adding all the required information, click on the Add button to add the new 

RSAP YP Business Line Support Staff. 

 

To edit a RSAP YP Business Line Expense, administrators can click on the 

pencil icon under the Options column on the row they want to edit. This will 

open a new pane with information fields that can be altered. After editing your 

information, click on the Update button to commit the changes to the RSAP YP 

Business Line Expense. 

 

To delete a RSAP YP Business Line Expense, administrators can click on 

the red X icon under the Options column on the row that they want to delete. 

This will open pop-up asking you to confirm if you want to delete the RSAP YP 

Business Line Expense. Click Okay to delete the RSAP YP Business Line Support 

Staff or cancel to stop the deletion process. 

 

SAC 

 
Figure 157: SAC Expense Standards View 

 

The SAC YP Business Line Expenses menu provides the capability for HQ users 

to view only and administrators to manage the SAC business line expense 

standards under the selected scenario. 

 

To add a SAC YP Business Line Expense, users with administrator access 

can click on the green plus icon next to the “YP Business Line Expense:” label. 

This will open a new pane with information fields that need to be filled in. After 

adding all the required information, click on the Add button to add the new SAC 

YP Business Line Support Staff. 
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To edit a SAC YP Business Line Expense, administrators can click on the 

pencil icon under the Options column on the row they want to edit. This will 

open a new pane with information fields that can be altered. After editing your 

information, click on the Update button to commit the changes to the SAC YP 

Business Line Expense. 

 

To delete a SAC YP Business Line Expense, administrators can click on the 

red X icon under the Options column on the row that they want to delete. This 

will open pop-up asking you to confirm if you want to delete the SAC YP 

Business Line Expense. Click Okay to delete the SAC YP Business Line Support 

Staff or cancel to stop the deletion process. 

 

Teens 

 
Figure 158: Teens Expense Standards View 

 

The Teens YP Business Line Expenses menu provides the capability for HQ users 

to view only and administrators to manage the Teens business line expense 

standards under the selected scenario. 

 

To add a Teen YP Business Line Expense, users with administrator access 

can click on the green plus icon next to the “YP Business Line Expense:” label. 

This will open a new pane with information fields that need to be filled in. After 

adding all the required information, click on the Add button to add the new 

Teen YP Business Line Support Staff. 

 

To edit a Teen YP Business Line Expense, administrators can click on the 

pencil icon under the Options column on the row they want to edit. This will 
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open a new pane with information fields that can be altered. After editing your 

information, click on the Update button to commit the changes to the Teen YP 

Business Line Expense. 

 

To delete a Teen YP Business Line Expense, administrators can click on 

the red X icon under the Options column on the row that they want to delete. 

This will open pop-up asking you to confirm if you want to delete the Teen YP 

Business Line Expense. Click Okay to delete the Teen YP Business Line Support 

Staff or cancel to stop the deletion process. 

 

YSF 

 
Figure 159: YSF Expense Standards View 

 

The YSF YP Business Line Expenses menu provides the capability for HQ users 

to view only and administrators to manage the YSF business line expense 

standards under the selected scenario. 

 

To update the YSF YP Business Line Expense, administrators can enter a 

new Expense Title and selected a different GL Code from the GL Code dropdown 

menu, as well as enter new values for Camp/Clinic, Contracted, and League. 

After entering the new information, you can click on the Update button to apply 

all the changes made. 
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3.17.33 IT Inventory Standards 

  
Figure 160: IT Inventory Standards View 

 

The IT Inventory Standards view provides the capability for Admin users to 

view  and manage IT Inventory Authorized Quantities for Installation Programs. 

 

To add Authorized IT Inventory, users with administrator access can select 

various programs to add IT Inventory Authorized Quantities to. For CDC 

programs, the user will be prompted to select a CDC Installation Program. For 

SAC & Youth Programs, the user will be prompted to also select a Program Size. 

Upon clicking the Add IT Inventory button, an add pane shall display in which 

a user can enter in the required fields and Authorized Quantity for IT Inventory 

associated to an Installation Program. 

 

To edit Authorized IT Inventory, administrators can click on the pencil icon 

under the Options column on the row they want to edit. This will open a new 

pane with information fields that can be altered. After editing your information, 

click on the Update button to commit the changes to the IT Inventory Standard. 

 

To delete Authorized IT Inventory, administrators can click on the red X 

icon under the Options column on the row that they want to delete. This will 

open pop-up asking you to confirm if you want to delete the IT Inventory 

Standard. Click OK to delete the IT Inventory Standard. 
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3.17.34 IT Inventory Equipment Type Standards 

 
Figure 161: IT Inventory Equipment Types Standards View 

 

The IT Inventory Equipment Type Standards view provides the capability for 

Admin users to view and manage the IT Inventory Equipment Types managed 

lists. 

 

To add a new IT Inventory Equipment Type to a Baseline/Scenario, 

admin users can click on the IT Inventory Equipment Types add button. In the 

add pane, users will input an Equipment Type Name, and have the option to 

include a description. 

 

To edit an IT Inventory Equipment Type in a Baseline/Scenario, admin 

users can click on the edit icon under the Options column of an existing IT 

Inventory Equipment Type. In the edit pane, users can update the Equipment 

Type Name, and have the option to include a description. 

 

To delete an IT Inventory Equipment Type in a Baseline/Scenario, 

admin users can click on the delete icon under the Options column of an existing 

IT Inventory Equipment Type. A delete confirmation pane will display, in which 

a user can select OK to confirm deletion or Cancel to close the delete 

confirmation. All IT Inventory Equipment Type associations in the application 

must be removed before the standard can be deleted. 
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3.17.35 IT Inventory Manufacturer Standards 

 
Figure 162: IT Inventory Manufacturer Standards View 

 

The IT Inventory Manufacturer Standards view provides the capability for 

Admin users to view and manage the IT Inventory Manufacturers managed 

lists. 

 

To add a new IT Inventory Manufacturer to a Baseline/Scenario, admin 

users can click on the IT Inventory Manufacturer add button. In the add pane, 

users will input a Manufacturer Name, and have the option to include a 

description. 

 

To edit an IT Inventory Manufacturer in a Baseline/Scenario, admin 

users can click on the edit icon under the Options column of an existing IT 

Inventory Manufacturer. In the edit pane, users can update the Manufacturer 

Name, and have the option to include a description. 

 

To delete an IT Inventory Manufacturer in a Baseline/Scenario, admin 

users can click on the delete icon under the Options column of an existing IT 

Inventory Manufacturer. A delete confirmation pane will display, in which a user 

can select OK to confirm deletion or Cancel to close the delete confirmation. All 

IT Inventory Manufacturer associations in the application must be removed 

before the standard can be deleted. 

 

 

 

 



Child and Youth Program Enterprise Modeling System 
Budgeting Model User Guide 

 

150 
 

3.17.36 IT Inventory Model Standards 

 
Figure 163: IT Inventory Model Standards View 

 

The IT Inventory Model Standards view provides the capability for Admin users 

to view and manage the IT Inventory Models managed lists. 

 

To add a new IT Inventory Model to a Baseline/Scenario, admin users 

can click on the IT Inventory Model add button. In the add pane, users will 

input a Model Name, assign the Model to an existing Manufacturer, and have 

the option to include a description. 

 

To edit an IT Inventory Model in a Baseline/Scenario, admin users can 

click on the edit icon under the Options column of an existing IT Inventory 

Model. In the edit pane, users can update the Model Name, update the assigned 

Manufacturer, and have the option to include a description. 

 

To delete an IT Inventory Model in a Baseline/Scenario, admin users can 

click on the delete icon under the Options column of an existing IT Inventory 

Model. A delete confirmation pane will display, in which a user can select OK to 

confirm deletion or Cancel to close the delete confirmation. All IT Inventory 

Model associations in the application must be removed before the standard can 

be deleted. 
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3.17.37 IT Inventory Support Organization Standards 

 
Figure 164: IT Inventory Support Organization Standards View 

 

The IT Inventory Support Organization Standards view provides the capability 

for Admin users to view and manage the IT Inventory Support Organizations 

managed lists. 

 

To add a new IT Inventory Support Organization to a 

Baseline/Scenario, admin users can click on the IT Inventory Support 

Organizations add button. In the add pane, users will input a Support 

Organization Name and have the option to include a description. 

 

To edit an IT Inventory Support Organization in a Baseline/Scenario, 

admin users can click on the edit icon under the Options column of an existing 

IT Inventory Support Organization. In the edit pane, users can update the 

Support Organization Name and have the option to include a description. 

 

To delete an IT Inventory Support Organization in a Baseline/Scenario, 

admin users can click on the delete icon under the Options column of an existing 

IT Inventory Support Organization. A delete confirmation pane will display, in 

which a user can select OK to confirm deletion or Cancel to close the delete 

confirmation. All IT Inventory Support Organization associations in the 

application must be removed before the standard can be deleted. 
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3.18 Access Schedule 

 
Figure 165: Access Schedule View 

 

The Access Schedule (see callout 3) allows you to set the availability of Regions, 

Installations, and Programs in EMS. In the Regions pane (see callout 1) you can view 

if a region is open or closed for review,  if its review has been completed and approved, 

as well as modify the Start and End Dates for each region if your account has the 

proper access to do so (see callout 2). 

 

By clicking on a Region in the Access Schedule you can open up an Installation List 

(see callout 4) for that region. The Installation List provides similar information as the 

Regions pane detailed above. In the Installation you can see what type an installation 

is, if it is open or closed, as well as modify the start and end dates  

4 REPORTS 

EMS provides output reports that enable users to view, print, and export data. The 

available reports are listed in the Report List as shown below. Each report is further 

described in the following paragraphs. The process for creating a report involves 

selecting the report you want to see, filtering the underlying data to reflect the content 

you want, and choosing an output format. When you are ready to generate a report, 

click on the Create Report button. A new window will open with a formatted report 

containing your data. 
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Figure 166: Report Options showing filters and available reports 

 

4.1 Reports Filter 

With each report, EMS offers numerous options for filtering the data to be provided in 

the report. The filters available depend on the report selected (see callout 1 below). 

For example, the APF Variance report includes filters for selecting one or more regions 

to include in the report. Filters for selecting specific installations are not offered 

because the report is based on Regional controls that are not dedicated to the 

installation or program level. 

 

In many cases, you can filter out the installation-level costs or region-level costs. 

Understanding how the report filters work for a given example, to view the costs for 

all programs across all installations without adding the region level costs to the report, 

you can select the NAF Budget report, select your region, and select all the installations 

in your region instead of using the Select All option in the installation filter. 

 

 
Figure 167: Reports Filter Pane 
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In general, EMS can provide the following filters for generating reports: 

 

1. The Region menu (see callout 2) provides a list of regions that can be selected for 

the report to draw data from. A single region can be selected by clicking on the region 

name in the menu, multiple regions can be selected by clicking on the region name in 

the menu while holding down the Ctrl key, and all regions can be selected by clicking 

on the “Select All” option at the top of the menu.  

 

Some reports also offer a checkbox labeled “Include Region Data” (see callout 3), 

which when selected will provide the rollup data present at the region level for your 

selected report. 

 

2. The Installation menu (see callout 4) provides a list of installations within a region 

or regions to draw data from. A single installation can be selected by clicking on the 

installation name in the Installation menu. Multiple installations can be selected by 

clicking on the installation name in the menu while holding down the Ctrl Key, and all 

installations can be selected by clicking on the “Select All” option at the top of the 

installation menu.  

 

Some reports offer a checkbox labeled “Include Installation Data” (see callout 5), 

which when selected will provide the rollup data present at the installation level for 

your selected report. 

 

3. The Program Type menu (see callout 6) provides a list of programs found within an 

installation that the report can draw data from. A single program type can be selected 

by clicking on the program type in the program type menu. Multiple program types 

can be selected by clicking on the program types in the menu while holding down the 

Ctrl key, and all program types can be selected by clicking on the “Select All” option 

at the top of the Program Type menu. 

 

4. The Program Name menu (see callout 7) provides a list of specific programs found 

within an installation’s program type that the report can draw data from. A single 

program can be selected by clicking on the program name in the program name menu. 

Multiple programs can be selected by clicking on the program names in the menu while 

holding down the Ctrl key, and all programs can be selected by clicking on the “Select 

All” option at the top of the Program Name menu. 

 

5. The Cost Center menu (see callout 8) provides a list of cost center numbers found 

within an installation that the report can draw data from. A single cost center can be 

selected by clicking on cost center number in the Cost Center menu. Multiple cost 

centers can be selected by clicking on the cost center number in the menu while 

holding down the Ctrl key, and all cost centers can be selected by clicking on the 

“Select All” option at the top of the Cost Center menu. 
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6. Some reports also provide the ability to filter data based on an installation’s APPN. 

The OMN/OMNR/REIMB section (see callout 9) provides checkboxes to enable and 

disable data from installations with those APPN types. 

 

 
Figure 168: Reports Filter Pane (cont. 1) 

 

7. PREP Reports provide COL Multiplier (see callout 10) input options, which allow you 

to set a multiplier for one of four given Cools’ The multipliers are used to modify the 

value of a number of outputs within the PREP Reports for each respective COL. 

Additionally, the COL Multiplier default values are as follows: 1.1111 for COL 1, 1 for 

COL 2, 0.8888 for COL 3, and 0.6666 for COL 4. 

 

Additionally, the Macro Metric PREP Report also allows for the use of Youth Specific 

COL Multipliers (see callout 11), which perform the same tasks as the regular COL 

Multipliers but are only applied for Youth and YP program types. The COL Multiplier 

(Youth) default values are as follows: 0.35 for COL 1, 0.30 for COL 2, 0.25 for COL 3, 

and 0.14 for COL 4. 
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Figure 169: Reports Filter Pane (cont. 2) 

 

8. FTE List Reports provide a Staff check box section (see callout 12) that will allow 

you to choose what type of staff you want to appear in your report. The staff options 

provided are Direct Staff, Program Support Staff, Installation Support Staff, and 

Region Support Staff. 

 

 
Figure 170: Reports Filter Pane (cont. 3) 
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9. VV&A Reports provide serval unique options to modify and filter data. The VV&A 

Year dropdown menu (see callout 13) allows you to select what year the report will 

compile for Actual APF, NAF Grant, UMF, and Actual Revenue calculations. The Metrics 

Year dropdown menu (see callout 14) allows you to select what year the report will 

use for Actual Enrollment calculations. They Include Program Breakdown checkbox 

(see callout 15) allows you to select if the report will include breakdown of each 

program in an installation or region. 

4.2 Reports Output Options 

Reports can be displayed in a browser’s window by selecting the HTML document type 

option. In some cases, you may want to create a Microsoft Word document. If you 

select this option, EMS creates an RTF file format document that you can save on your 

computer. Alternatively, many users will want to use the Microsoft Excel output option. 

This option will create a spreadsheet-formatted file that you can save to a location you 

specify on your computer or network. 

 

4.3 General Report Layout 

 
Figure 171: General Report Layout Example 

 

All Reports include a report header, data content, and report footer. The report header 

(see callout 1 above) provides the name of the report and identification of the 

parameters selected for the report data set. The report content (see callout 2) is the 

core of the report and includes all the data column headings, row labels, as well as the 

data itself. The report footer (see callout 3) includes an identification of the baseline 

or scenario from which the report was created along with the data the report was 

produced for most reports. 
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4.4 Address & Building Number 

By selecting the Address & Building Number option, you can generate a report that 

organizes and displays the addresses and building numbers for all installation 

programs and installation program business lines in the current scenario. 

 

 
Figure 172: Address & Building Number Report 

 

  



Child and Youth Program Enterprise Modeling System 
Budgeting Model User Guide 

 

159 
 

4.5 Authorized FTE Listing (Detailed) 

The Authorized FTE Listing (Detailed) report organizes and displays authorized labor 

FTEs based on their associated Installation, Program, or business line and over hire 

authorization based on each program type. 

 

 
Figure 173: Authorized FTE Listing (Detailed) Report 
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4.6 Authorized FTE Listing (Summary) 

The Authorized FTE Listing (Summary) report organizes and displays a list of all staff 

position names and their authorized FTEs based on labor category for the current 

scenario. 

 

 
Figure 174: Authorized FTE Listing (Summary) Report 
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4.7 Authorized Manning Document 

The Authorized Manning document provides a report that organizes and displays 

authorized labor FTEs and over hire authorization for a single installation in the current 

scenario, using selected filters. All authorized labor FTEs are separated into individual 

employee positions which allows you to fill in the corresponding employee name. 

 

 
Figure 175: Authorized Manning Document 
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4.8 Building Capacity Breakdown 

The Building Capacity Breakdown report organizes and displays enrollment across all 

program types with two exceptions. First, the 24/7 program lists its capacity instead 

of its enrollment. Second, the CDH program lists a value based on a combination of 

the total amount of active providers plus their projected increase, times six. 

 

 
Figure 176: Building Capacity Breakdown Report 
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4.9 Capacity (Navy Standard) 

The Capacity (Navy Standard) Report organizes and displays the authorized enrollment 

for each program type and includes a breakdown of revenue, labor, requirements, and 

expenses. While CDH 24/7, and YTH uses enrollment, CDC uses actual capacity, and 

SAC may use either actual or projected enrollment based on the selected filter.  This 

report functions identically to the Projected Capacity report, except for how the Total 

Non-Labor Expenses are calculated in the summary table. The Total Non-Labor 

Expenses uses authorized expense totals for all program types except for YTH as it 

uses projected totals. 

 
Figure 177: Capacity (Navy Standard) Report 
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4.10 Capacity (Projected) 

The Capacity (Projected) report organizes and displays the projected enrollment for 

each program type and includes a breakdown of revenue, labor, requirements, and 

expenses. While CDH 24/7, and YTH uses enrollment for this report, CDC uses actual 

capacity, and SAC may use either actual or projected enrollment based on the selected 

filter. 

 

 
Figure 178: Capacity (Projected) Report 
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4.11 Child Data Call 

The Child Data Call report compares actual appending and actual capacity data. 

 

 
Figure 179: Child Data Call Report 
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4.12 Civilian Manpower Details PREP Input 

The Civilian Manpower Details PREP Input report organizes and displays installation 

program FTEs and cost for US direct, Foreign Direct, and Foreign Indirect staffing in 

the PREP reporting format. Each installation program’s data is broken down into COL 

levels, using provided COL multipliers, and five out years, using the scenario’s base 

pay escalation multiplier. 

 

 
Figure 180: Civilian Manpower Details PREP Input Report 
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4.13 Civilian Manpower Details PREP Input (NEW) 

The Civilian Manpower Details PREP Input (New) report organizes and displays 

installation program FTEs and cost for US direct, Foreign Direct, and Foreign Indirect 

staffing in the PREP reporting format, using selected filters. Each installation program’s 

data is broken down into COL levels, using provided COL multipliers, and five out years, 

using the scenario’s base pay escalation multiplier. While the data in this report is the 

same as the Civilian Manpower Details PREP Input Report, the data is presented and 

grouped differently. 

 

 

 
Figure 181: Civilian Manpower Details PREP Input (NEW) Report 
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4.14 Civilian Manpower PREP Input 

The Civilian Manpower PREP Input report organizes and displays installation program 

FTEs and cost for US direct, Foreign Direct, and Foreign Indirect staffing in the PREP 

reporting format. Each installation program’s data is broken down into COL levels, 

using provided COL multipliers, and five out years, using the scenario’s base pay 

escalation multiplier. 

 

 
Figure 182: Civilian Manpower Details PREP Input Report 
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4.15 Component 

You can use the Component report to organize and display all program staffing 

positions and the variance between their authorized and projected FTEs. 

 

 
Figure 183: Component Report 
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4.16 Data Breakdown 

The Data Breakdown report organizes and displays data breakdown data for the 

current scenario. 

 

 
Figure 184: Data Breakdown Report 
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4.17 End strength Variance 

The Endstrength Variance report organizes and displays all program staffing positions 

and the variance between their authorized and projected FTEs. 

 

 
Figure 185: Endstrength Variance Report 
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4.18 FTE List (Navy Standard) 

The FTE List (Navy Standard) report organizes and displays a list of authorized staffing 

FTEs under each region, installation, and installation program, using selected filters. 

This report functions exactly as the FTE List (Projected) report except for it uses 

authorized data instead of projected data. 

 

 
Figure 186: FTE List (Navy Standard) Report 

  



Child and Youth Program Enterprise Modeling System 
Budgeting Model User Guide 

 

173 
 

 

4.19 FTE List (PREP) 

The FTE List (PREP) report organizes and displays all projected staffing FTEs under 

each region, installation, installation program, and installation program business lines 

that have a labor type of APF, grouped by program type. 

 

 
Figure 187: FTE List (PREP) Report 
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4.20 FTE List (Projected) 

The FTE List (Projected) report organizes and displays a list of projected staffing FTEs 

under each region, installation, installation program, and installation program business 

line. 

 

 
Figure 188: FTE List (Projected) Report 
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4.21 Macro Metric PREP Input 

The Macro Metric PREP Input report organizes and displays a list of installation 

programs and their program capacities. Each installation program’s data is broken 

down into COL levels, using provided COL multipliers, and five out years. 

 

 
Figure 189: Macro Metric PREP Input Report 
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4.22 NAF Budget Variance (Navy Standard) 

The NAF Budget Variance (Navy Standard) report organizes and displays a list of 

authorized revenues and costs with a Labor type of NAF, broken down by category, 

subcategory, and GL code, using selected filters. This report functions identical to the 

Projected NAF Budget Variance except for this report uses authorized data instead of 

projected data. 

 

 
Figure 190: NAF Budget Variance (Navy Standard) Report 
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4.23 NAF Budget Variance (Projected) 

The NAF Budget Variance (Projected) report organizes and displays a list of projected 

revenues and costs with a Labor type of NAF, broken down by category, subcategory, 

and GL code. 

 

 
Figure 191: NAF Budget Variance (Projected) Report 
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4.24 PREP Input 

The PREP Input report organizes and displays installation program staffing FTEs, 

capacity, and cost in the PREP reporting format for the current scenario. 

 

 
Figure 192: PREP Input Report 
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4.25 Requirements Variance 

The Requirements Variance report organizes and displays variances between 

authorized and projected region, installation, and program costs to show deviations 

and the amount of deviation. 

 

 
Figure 193: Requirements Variance Report 
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4.26 SAC Direct Staffing 

The system shall provide a report that organizes and displays a list of an installations’ 

direct staffing across all SAC programs and a breakdown of time allotted for staffing 

at each SAC component. 

 

 
Figure 194: SAC Direct Staffing Report 
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4.27 SAP Export 

The SAP Export report organizes and displays a list of installation cost centers with the 

associated export data for each.  The report shall include a list of projected revenues 

and costs with a Labor type of NAF broken down by cost center, GL code, GL account 

name, and distribution key.  This report functions similar to the NAF Budget Variance 

Report (Projected). 

 

 
 

Figure 195: SAP Export Report 
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4.28 Supply Load PREP Input 

The Supply Load PREP Input report organizes and displays supply load data in the 

PREP reporting format for the current scenario. 

 

 
Figure 196: Supply Load PREP Input Report 
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4.29 T&C Staffing 

The T&C Staffing report organizes and displays a list of T&C staffing per installation 

and allotted time the T&C staff are assigned across each installation program. 

 

 
Figure 197: T&C Staffing Report 
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4.30 Unfunded 

The Unfunded report displays unfunded labors, expenses, and subsidies organized by 

installation and program type, using selected filters. 

 

 
Figure 198: Unfunded Report 
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4.31 VV&A 

The VV&A report organizes and displays the revenue and authorized and projected 

costs that have been entered as well as actual cost data that was imported into the 

database using the VV&A Import process. 

 
Figure 199: VV&A Report 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4.32 IT Equipment Gap Report 

The IT Equipment Gap report organizes and displays the IT Equipment and authorized 

and current inventory levels for installation programs. 
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Figure 200: IT Equipment Gap Report 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

4.33 System User Report (Admin Only) 

The software shall provide admins with the ability to generate a System User Report 

containing user information as shown in the image below. 
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Figure 201: System User Report 

 

 

 

5 Reference Menu 

 
Figure 202: Reference Menu 
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The EMS system provides administrators with a Reference Menu in which Admin Users 

can manage the attributes associated with Regions, Installations, Installation Types, 

Programs, and Pay Tables. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5.1 Region Library 

 
Figure 203: Region Library Add Pane 

 

The EMS system provides administrators with the ability to create, delete and modify 

each attribute associated with a Region. 
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To add a new Region, click on the green box with the plus-icon inside it on 

the tool bar in the upper right-hand corner of the Regions List pane. This will 

open an add pane below the Regions List. From there, fill out the required fields. 

Once the form is complete, click on the add button at the bottom of the add 

pane. 

 

To edit a Region, click on the yellow pencil icon under the options column in 

the Regions List grid for the row that you wish to edit. This will open an edit 

pane below the Regions List pane. In this pane you can make changes to a 

number of fields for the Region you selected. Once you are finished making 

changes, and all the required fields still have valid information in them, then 

you can click on the update button to commit the changes you have made. 

 

To delete a Region, click on the red X icon under the options column in the 

Regions List grid for the row that you wish to delete. A pop-up will appear on 

your screen asking to confirm that you wish you remove the selected Region. 

You can click Cancel to end the deletion process or click OK to delete your 

selected Region. 

5.2 Installation Type Library 

 
Figure 204: Installation Type Add Pane 

 

The EMS system provides administrators with the ability to create, delete and modify 

each attribute associated with an Installation Type.  

 

To add a new Installation Type, click on the green box with the plus-icon 

inside it on the tool bar in the upper right-hand corner of the Installation Type 

List pane. This will open an add pane below the Installation Type List. From 
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there, fill out the required fields. Once the form is complete, click on the add 

button at the bottom of the add pane. 

 

To edit an Installation Type, click on the yellow pencil icon under the options 

column in the Installation Type List grid for the row that you wish to edit. This 

will open an edit pane below the Installation Type List pane. In this pane you 

can make changes to a number of fields for the Installation Type you selected. 

Once you are finished making changes, and all the required fields still have 

valid information in them, then you can click on the update button to commit 

the changes you have made. 

 

To delete an Installation Type, click on the red X icon under the options 

column in the Installation Type List grid for the row that you wish to delete. A 

pop-up will appear on your screen asking to confirm that you wish you remove 

the selected Installation Type. You can click Cancel to end the deletion process 

or click OK to delete your selected Installation Type. 

 

 

 

 

5.3 Installation Library 

 
Figure 205: Installation Add Pane 

 

The EMS system provides administrators with the ability to create, delete and modify 

each attribute associated with an Installation.  
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To add a new Installation, click on the green box with the plus-icon inside it 

on the tool bar in the upper right-hand corner of the Installation List pane. This 

will open an add pane below the Installation List. From there, fill out the 

required fields. Once the form is complete, click on the add button at the bottom 

of the add pane. 

 

To edit an Installation, click on the yellow pencil icon under the options 

column in the Installation List grid for the row that you wish to edit. This will 

open an edit pane below the Installation List pane. In this pane you can make 

changes to a number of fields for the Installation you selected. Once you are 

finished making changes, and all the required fields still have valid information 

in them, then you can click on the update button to commit the changes you 

have made. 

 

To delete an Installation, click on the red X icon under the options column 

in the Installation List grid for the row that you wish to delete. A pop-up will 

appear on your screen asking to confirm that you wish you remove the selected 

Installation. You can click Cancel to end the deletion process or click OK to 

delete your selected Installation. 
 

5.4 Program Library 

 
Figure 206: Program Add Pane 

 

The EMS system provides administrators with the ability to create, delete and modify 

each attribute associated with a Program.  
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To add a new Program, click on the green box with the plus-icon inside it on 

the tool bar in the upper right-hand corner of the Program List pane. This will 

open an add pane below the Program List. From there, fill out the required 

fields. Once the form is complete, click on the add button at the bottom of the 

add pane. 

 

To edit a Program, click on the yellow pencil icon under the options column 

in the Program List grid for the row that you wish to edit. This will open an edit 

pane below the Program List pane. In this pane you can make changes to a 

number of fields for the Program you selected. Once you are finished making 

changes, and all the required fields still have valid information in them, then 

you can click on the update button to commit the changes you have made. 

 

To delete a Program, click on the red X icon under the options column in the 

Program List grid for the row that you wish to delete. A pop-up will appear on 

your screen asking to confirm that you wish you remove the selected Program. 

You can click Cancel to end the deletion process or click OK to delete your 

selected Program. 

 

5.5 Pay Table Library 

 
Figure 207: New Labor Add Pane 

 

The EMS system provides administrators with the ability to create, delete and modify 

each attribute associated with a Pay Table.  
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To add a new Labor, click on the green box with the plus-icon inside it on the 

tool bar in the upper right-hand corner of the Labor List pane. This will open an 

add pane below the Labor List. From there, fill out the required fields. Once the 

form is complete, click on the add button at the bottom of the add pane. 

 

To edit a Labor, click on the yellow pencil icon under the options column in 

the Labor List grid for the row that you wish to edit. This will open an edit pane 

below the Labor List pane. In this pane you can make changes to a number of 

fields for the Labor you selected. Once you are finished making changes, and 

all the required fields still have valid information in them, then you can click on 

the update button to commit the changes you have made. 

 

To delete a Labor, click on the red X icon under the options column in the 

Labor List grid for the row that you wish to delete. A pop-up will appear on your 

screen asking to confirm that you wish you remove the selected Labor. You can 

click Cancel to end the deletion process or click OK to delete your selected 

Labor. 

6 ADMIN OPTIONS 

 
Figure 208: Admin Options Location 

 

The EMS system provides administrators with controls that can help setup users and 

scenarios. Admin Options (see Callout 1 above) are broken down into two sections: 

User Account Setup and Reset Scenario. 
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6.1 User Account Setup 

 
Figure 209: User Account Setup View 

 

The User Account Setup menus allow administrators to set the user information and 

permissions for EMS. The User List is accessed by default (see Callout 1), and from 

this menu you can select a User to access their User Summary (see Callout 2). The 

User List has several tools that allow you export this list to an Excel file, print the list, 

filter what users are shown in the list, and add new users (see Callout 3). 

Administrators can also delete a user account if it is marked as inactive and has no 

existing associations by clicking on the red X button under the options column on the 

row for that user (see Callout 4).  

 

By selecting the Filter tool from the top of the User List pane (see Callout 3), users 

can access the Filter Options (see Callout 5). The Filter Options provide a number of 

toggle-able settings that change what users are displayed in the User List. These 

options include selecting what column you want to be displayed, specific users, login 

IDs, and Organizations, as well as if the accounts are active or inactive (see Callout 

6). After selecting what options you want to commit, click the Update button at the 

bottom of the Filter Options pane (see Callout 7) to make those changes to the User 

List. 
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By selecting the Add User button from the top of the User List pane (see Callout 3), 

administrators can add new users to the EMS system through the Add a New User 

pane (see Callout 8). In the Add a New User pane, administrators can enter relevant 

user information needed to create an account. This information includes a Username 

and Password (see Callout 9), a first/last name along with an Organization name and 

Email address (see Callout 10) and establish the users system role and account activity 

(see Callout 11). Additional contact information can be entered for a user by clicking 

on the “-- click here for more information --“ link (see Callout 12). After all relevant 

and required information has been entered then you can click on the Add button to 

add the new user account to the system. 

 

 
Figure 210: User Summary View 

 

Clicking on a user in the User List will open a User Summary pane (see Callout 1), 

which provides options for administrators to update the user’s account information. 

Administrators can change the Username and password (see Callout 2), set a user’s 

contact information (see Callout 3), and alter a user’s system role and account activity 

(see Callout 4). Additional contact information fields can be accessed by clicking on 

the “-- click here for more information --“ link (see Callout 5). After all relevant and 

required information has been entered then you can click on the Update button (see 

Callout 6) to commit those changes to the user account. If a user has reached their 

max login attempts/failures they will be locked out of the application. In this case, a 

Locked checkbox will be displayed in their respective User Summary (Callout 7). 

Admins can deselect the Locked checkbox to unlock the user account. 
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Figure 211: Applications  

 

Next to the User Summary tab is the Applications tab (see Callout 1). The Applications 

tab provides administrators with option to provide other users with access to various 

applications using the Access checkbox (see Callout 2) 

 

 

 
Figure 212: User Permissions View 

 

Next to the Applications tab is the User Permissions tab (see Callout 1). The User 

Permissions tab provides administrators with options to set a user’s access level for 

both installations and programs. Administrators can view what installations and user 

has access to (see Callout 2) and alter their status by selecting the edit button (see 

Callout 3). Clicking on the edit button opens up an adjacent pane that lists the 

programs for that installation, and provides dropdown menus with Read, Edit, and No 

Access options for each program (see Callout 5). 
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6.2 Reset Scenario 

 
Figure 212: Reset Scenario View 

 

The Scenario Reset menu (see Callout 1) allows administrators to reset and update a 

baseline or scenario. The menu is separated into two sections, Reset Data (see callout 

2) and Update Data (see Callout 3). Reset Data provides options to delete a variety of 

information within the scenario and reset them to their default values. Update Data 

gives a set of Region and Installation names that can be updated to match any changes 

made to the baseline for that scenario. 

 

After making your selecting, click on the Reset Scenario button (see Callout 4) to 

commit your changes. 


