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Introduction

The CYP Metrics Tool provides CYP business managers with tools for defining,
recording, and measuring the enrollment, accreditation, and inspection metrics across
regions, installations, and program levels. The Software is an existing web- based
client-server software application that continues to be improved and expanded to meet
the business needs of CYP.

The CYP Metrics Tool System is part of a larger set of applications called the CYP
Business Management System. This system includes CYP Enterprise Management
System (EMS) and Child and Youth Education Services System. There is a connection
between CYP Metrics and EMS in that it gains its organizational information from
EMS. This information consists of Region, Installation, Program, and Component
data.

This User Guide describes the Metrics Tool’s functions and features that support CYP
processes.

1.1 Guide Organization

This Guide is designed to provide a reference for using and understanding the
Metrics Tool software application. It is organized into six sections: Introduction,
Getting Started, Installation View, Scheduler View, Year Standards and Reports.

1.2 Document Conventions

The following conventions are used in this Guide to communicate the specific meaning
for various names, objects, entities, and titles.

Example Description
Update Reference to a specific name of a control on user interface pages, such as an
update button.
Tip Throughout the User Guide, you will see notes and tips that can help you
understand how features can be used.
Metrics Tool Name of a software application or tool

Table 1: Convention Examples
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Getting Started

The Getting Started section describes the prerequisites that need to be
completed prior to working with the Metrics Tool scenarios and baselines. It covers
the following areas:

e Logging In

e Requesting an Account

e Managing Your Password

e Managing Your Profile

¢ Home Page

e Common Display Features

2.1 Logging In

The Metrics Tool requires that users log in to the Metrics Tool 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 Metrics Tool server.

Child and Youth Programs
: ._" Metrics Tool

version 3.2.0 Rev: 1100

Home

Welcome to the CYP Metrics System

r and need 2n account, please contact your Regional CYP Office.

Copyright © 2007-2022 Peraton Corp.

Figure 1: CYP Metrics Tool Software Application Login

To access the login page, open a browser window, such as Microsoft Internet
Explorer, and type the Metrics Tool URL into the address bar. The Login page shown
in Figure 1 should be displayed. Note, a welcome message will display prior to the
login page shown in Figure 1. 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.
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2.2 Requesting an Account

If you are not a registered user and need an account, contact your Regional CYP
office.

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.

Home

Reset Password

Plaase anter your usernama

Username: * | |

[submit| | Exit |

Figure 2: Reset Password - Enter Username Pane
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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.

T —

New password cannot be the same as your previous 5 passwords, Updates made to your
old password will be applied for logging into CYP EMS and CYP IRT tools.

Username: rfairbes
Reguired
0ld Password:
Requi
New Password: | | uired

Confirm New Passward: | | Required

New Password Requirements:
= Must be a minimum of 15 characters and a maximum of 50 characters in length
s Must change at least 8 characters from previous password
« Must contain at least one uppercase character [A-Z]
« Must contain at least one lowercase character [a-z]
+ Must contain at least one numeric character [0-5]
« Must contain at least one special character except for ("' 2 1)

+ Cannot contain any spaces

| Change |

Figure 3: Change Password Pane
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2.4 Managing Your Profile

You can access your profile by clicking *My Profile” in the User Options menu.

User Options

Message Inbox
My Profile

Change Password

Figure 4: My Profile Option

Once selecting the “My Profile” option followed by the edit icon, you can edit data in the
fields shown in Figure 5. Selecting the “update” icon will save the changes made.
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Title: 1] Mr Username: rfairbas
First Name: Ryzn

Last Login: 03 Oct 2022 15:29:34
Middle Name: Account Created: 12 Nov 2020 10:59:41

Last Name: Fairbee
Address 1:

Address 2:

City:

State:

Zip:

Country:

Organization: §l  Peraton
Phone Number: 555555555

Alt Phone Number:

Email: rfairb02@paraton.com

Figure 5: User Profile

User M

Title: ] | Mr | Username: rfairbes

First Name: | Ryan | Last Login: 03 Oct 2022 15:29:34
Account Created: 12 Nov 2020 10:55:41

Middle Name: | |

Last Name: |Fairbee |

Address 1: | |
Address 2: [ |

City: | | Required
State: | | =
zip: [ | e
Country: | |

Organization: 1l |Peraton |

Phone Number: [ 555555553

Fax: |

|
Alt Phone Number: | |
|
|

Email: | rfairb02@peraton.com

| Update |

Figure 6: User Profile: Edit
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2.5 Home Page

This section of the User Guide describes the basic features of the Metrics Tool
software user interface and provides helpful guidance on how to use the application’s

features and functions. It also provides a description of the Metrics Tool user
interface anatomy.
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Once logged in to the Metrics Tool, your browser should display a home page similar
to that shown in Figure 7. The Metrics Tool 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 username (for logged-in users). Your username will
be displayed at the top right side of the Header Bar, along with a link to log out of
the Metrics Tool (callout 4). The name of the default Metrics Year will be displayed in
the Header area as well (callout 5).

Tip: When a user logs into the Metrics Tool, 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 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 and 3) include Session and
User Menu options.

ﬁ Child and Youth Programs Logged in: Ryan Fairbee

Logout
FY2021

V Metrics Tool
version 3.0.3 Rev: 1028

1 Home

Application Menu -

i_J Welcome to the CYP Metrics Tool. Please select an option below or from the menu at the left.

FY2020 is now the default Year.

Where would you like to start?

| select All v /

2. Select a view:

Admin Options
Installation View

Displays a list of programs across the selected region with a list of installations, related programs, and related Metrics.

Help Menu ¥

Copyright © 2007-2022 Peraton Corp.

Figure 7: Metrics Tool Home Page

The Metrics Tool application working area (callout 6) 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 7 shows the link to the CYP
Metrics User Guide.
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2.6 Common Display Features

The Metrics Tool uses several common features for displaying scenario information

such as display panels, pane management icons, list and detail views and tabs.

Panes: The Metrics Tool 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 Installation List (callout 1). In
most panes, utility buttons are provided in the pane header, such as those shown

below for minimizing, restoring, and closing the pane.

List Pane: In a list pane, information is presented in a list of records (callout 1)
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 data, in ascending or
descending order by clicking on the heading. Once a record has been selected, it

becomes highlighted (callout 3).

Tip: Clicking a record in a list view will result in displays of
information related to the record.

' Home Fiscal Year: 2019 v Region: Southwest v

Application

installation 3> Installation Name  Type Region APPN

[Naval Air Weapons Station _______________JSouthwest __________| owmn |
= 3 Naval Base Southwest OMN
€l Centro Naval Air Facility Southwest omMN
Fallon Naval Air Station Southwest OMN
Lemoore Naval Air Station Southwest omMN
Miramar Marine Corps Air Station Southwest oMN
Monterey Naval Support Activity Southwest oMN
Pt Loma Naval Base Southwaest OMN

Installation
Programs

~T Program Name
Child Development Center
Child Development Home COH

Program Type

P P

Actual iy Tota Accreditation nspection s pecia Eau T | EEE

Enroliment

Quarter 1

| S INSTRUCTIONS: For monthly day of record, enter number of children ENROLLED. Do not count hourly children on this
{ tab. They will be counted on the 'Hourly Total Count’ tab. If changes need to be made to a classroom, age group, or

capacity, go to the FYXX Metrics scenario in the Budget model(https://dev-cyp.cnic-n9portal.net/cvp) and make the
appropriate changes. FYXX is the current fiscal year. Changes made in that scenaric of the Budget model will appear in the
same FYXX year on the Metrics model.

Classroom Age Group < Total
Enrollment
210 Infant Infant 8
220 Infant Infant 8
230 Infant Infant 8
240 Infant Infant 8
320 Infant Infant 8
====== ======
o o
Update Update

Installation List BEEG |05

Figure 8: List Pane Properties Pane Example

Properties Pane: Most list pane entries will include properties that provide data

about the item in the list. This information can be viewed by clicking the desired
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record. A pane similar to the example shown above will be displayed below the list
pane (callouts 4 and 5).

Tip: Once you have updated data in a properties pane, make sure
to save the data by clicking the Update icon (callout 6) in the
pane that you are adding data too.

Installation View

Once logged in, users can start working in the Installation List by selecting an
Installation.

Home Fiscal Year: | 2010 v Region: | Al| Regions v
Application Menu
re " Installation List BEEE]EE
Installation View Installation Name Type Region APPN
Schedul
seuieEr Anacostia Bolling Joint Base Maval District Washington OMN
| Year Standards
Report Andersen Air Force Base Joint Region Marianas OMN
eports
nnapolis aval Suppor ivity aval District Washington M
| Ar li Naval 5 rt Activit: Naval District Washingt OMN
| user Options Atsugi Maval Air Facility Japan OMN
Bahrain Maval Support Activity EURAFSWA OMN
| Message Inbox Barking Sands Pacific Missile Range Facility Hawaii OMN
My Profile Bethesda Naval Support Activity Naval District Washington | omn |
Change Password China Lake Maval Air Weapons Station Southwest OMN o
| g open L
Year Manager Installation Waiting List ~ Waiting List Contacts List  Education  Annual Report | EEIE
Programs Summary
Reset Year
Program Name Program Type
COC MILCON coc
Austins Playroom coc
Child Development Center coc
24/7 Center 24/7

Figure 9: Installation List View

After selecting an Installation, the programs associated to the Installation will display
in the pane beneath the Installation List.

3.1 Installation View — Installation List

The Installation List has the following features:

Fiscal Year Filter: The header bar contains a fiscal year filter (callout 1) which
allows you to change the fiscal year displayed in the pane.

Region Filter: The header bar contains a region filter (callout 2) which allows you to
change the region so only the installations associated to the region you selected will
be displayed in the pane.

1
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ﬂu-l Year: 2019 v Region: | All Regions v I

Installation List BED GO

Home

Application Menu "

Installation Name Type Region APPN
Anacostia Bolling Joint Base Naval District Washington OMN
Andersen Air Force Base Joint Region Marianas omMN
| Annapolis Naval Support Activity Naval District Washington OMN
| user options Atsugi Naval Air Facility Japan OMN
Bshnain Naval Support Activity EURAFSWA OMN
[ Inbox Barking Sands Pacific Missile Range Facility Hawail OMN

Bethesda__________________[Naval Support Activity ______________[Naval District Washington ___] omn_|

OMN

China Lake Naval Air Weapons Station Southwest

Admin Options

Installation Annual Report |E2EE
Programs

Program Name Program Type

CDC MILCON coc

Austins Playroom coc

Child Development Center coc

24/7

24/7 Canter 24/ l

Figure 10: Fiscal Year and Region Filter

Other Options: The list can be filtered by clicking the filter icon (callout 3)
located in the pane header bar. The filter allows you to make multiple selections
(type, region, and APPN) to show/hide a column displayed. Once you have selected
your filter(s), selecting the update button will apply the filter(s) to the Installation
List table. If you decide not to select any filters, selecting the (F) button will return
you to the Installation List with no changes made.

Home Fiscal Year: 2019 v Region: | All Regions

Application Menu E |

Installation List

BEE |06

Installation Name Type Region APPN
Anacostia Bolling Joint Base Naval District Washington OMN
Andersen Air Force Base Joint Region Marianas OMN
Annapolis Naval Support Activity Naval District Washington OMN
‘" Usas Options | Atsugi Naval Air Facility Japan OMN
Bahrain Naval Support Activity EURAFSWA OMN
| Barking Sands Pacific Missile Range Facility Havail omn

‘
Naval Support Activity Naval District Washington | _omn_]

China Lake Naval Air Weapons Station Southwest OMN

e R
BE | 00E

Installation al Report

Programs

| Program Name Program Type

CDC MILCON coC
Austins Playroom coc
Child Development Center coc
24/7 Center 24/7

Figure 11: Installation List Features

The pane header bar also has options to export the displayed table to Excel or print
the table (callouts 1 and 2).



Child and Youth Programs Metrics Tool
User Guide

3.2 Installation View — Installation Waiting List

Waiting List Quarters: The Waiting List pane has 4 Quarters where data can be
displayed and entered. The quarters are broken down as follows:

. Quarter 1: October-December
. Quarter 2: January-March

. Quarter 3: April-June

. Quarter 4: July-September

| E0E

Instruetions: Select Age Group from Lhe drap Sown menu. Using the MCC Waitlist Metrie Regert, enter the number of ehildren on the wailing ISt by Tier (Immediate or Prajested), and Prionity Level. All BIOSKs [6r every 808 group must e filled in.

Age Group:

October Movember December
Tier: 1 - Projected z-mu:m 1 - Projected 2-1-:$nmg 1-Projected 2 - Immediate

1A - Child Development Program Staff

1B.1 - Combat Related Wounded Warrior

18.2 - Single/Dual Active Duty

18.3 - Single/Dual Guard/Reserve

1B.4 - Active Duty w/FT Working Spouse

1B.5 - Guard//Reserve w/FT Working Spouse

1€.1 - Active Duty w/PT Work/Seeking Employment Spouse

1C.2 - Guard/Reserve w/PT Work/Seeking Employment Spouse

1D.2 - Guard/Reserve w/FT Student Spouse

2A - Single/Dual DoD/CE CIV Emplayees

2B - DaD/CG CIV W/ FT Working Spouse

3A - Active Duty w/nen-Working Spouse

3B - DoD/CG CIV w/Spouse Seeking Employment.

3C - DoD/CG CIV Employees w/FT Student Spouse

3D - Gold Star Spouse

3E - DoD Contractors

[ |
[ |
[ |
[ |
| |
[ |
[ ]
| |
10.1 - Active Duty w/FT Student Spouse [ |
[ J
| |
[ J
[ |
[ J
[ |
[ |
[ |
3F - Other Eligible Patrons [ ]

Total: [} o [ o [ [

Instructions:
= Using the MCC Performance Metric Repert, enter the “Average Wait Time (D2ys) [ncluding Children Piaced After DCN" of all priorilies for the Selected age group.

= If na affers or placements are made, check the box next o "Na Offers/Rlacements this manti’, and the previaus, most recent date will be populated.

Click the Upaate butten b save infarmation entered.

No Offers/Placements this month D No Offers/Placements this month |:| HNo Dffers/Placements this month I:l

Figure 12: Waiting List Quarters

Entering Data: Data can be entered for all age groups (infant, pre- toddlers,
toddlers, preschoolers, and school age) by selecting the age group from the drop-down
menu (callout 1) in Figure 13b. You can enter data by using the tab or arrow keys,
or by clicking in the cell. Data is entered in each cell by tier and priority level. If a cell
has no data to enter, you must enter a 0. The data entered for the selected age
group will display in the totals column for each subsequent age group where data is
entered. Also, the data entered for each age group for each month will show as totals
by quarter in the Waiting List Summary. The specific data for each age group is
further described in the respective sections below.

12
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Infant, Pre-toddlers, Toddlers, Preschoolers, and School Age: Data can be entered in
each cell for 1-Projected, 2-Immediate Need for each quarter by month. The monthly
total will calculate as data is being entered.

HIEEE

INSErUCtions: Selact Age Group Fom the Orop Gomn Men. LSing the ML Waitlist Metric Regert, enter the number of children on the wailing kSt by Tier (ImMmediats or Projected), and Frionty Level. All BIOCks [0 &very B0e group Must be filled in_

Age Group:

October November Decamber
Tier: 1 - Projected z-mu:m 1 - Projected 2-1-:$nmg 1-Projected 2 - Immediate

1A - Child Development Program Staff

1B.1 - Combat Related Wounded Warrior

18.2 - Single/Dual Active Duty

18.3 - Single/Dual Guard/Reserve

1B.4 - Active Duty w/FT Working Spouse

1B.5 - Guard//Reserve w/FT Warking Spouse

1€.1 - Active Duty w/PT Work/Seeking Employment Spouse

1C.2 - Guard/Reserve w/PT Work/Seeking Employment Spouse

1D.1 - Active Duty w/FT Student Spouse

10.2 - Guard/Reserve w/FT Student Spouse

2,

5

- single/Dual DeD/CE CIV Employees.

2B - DaD/CG CIV W/ FT Working Spouse

3A - Active Duty w/nen-Working Spouse

3B - DoD/CG CIV w/Spouse Seeking Employment.

a

- DaD/CG CIV Employees w/ FT Stugent Spouse

3D - Gold Star Spouse

3E - DoD Contractors

3F - Other Eligible Patrons

Total: [} o [} o [ o

Instructions:
= Using the MOC Performance Metric Report, enter the “Average Wit Time (Days) Including Children Placed After DON® of all priocities for the selected age group.

= If na affers or placements are made, check the box next o "Na Offers/Rlacements this manti’, and the previaus, most recent date will be populated.

Click the Upaate butten b save infarmation entered.

No Offers/Placements this month D No Offers/Placements this month D HNo Offers/Placements this month D
e

Figure 13b: Infant, Pre-toddlers, Toddlers, Preschoolers, and School Age Waiting List

Wait time for immediate need: For each month in the quarter, the 3 most recent
cares needed and placed/offered dates are required to determine the wait time for
immediate need. For mcc.com only, date entries are not needed as you should use
the Offer Performance Detail Report. In this report, you should enter the average days
of all priorities under “no offer made (Days Past DCN)”. For all others, if no offers or
placements are made, you should check the box next to “no offers/placements this
month” which will populate the most recent dates entered. If only one or two spaces
are offered during the month, those dates should be entered first followed by the most
recent dates from the previous month. Selecting “update” will prompt you to enter
any missing dates or notify you that empty fields will be populated from the previous
period. The care needed field must be done one day

13
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prior to the placed/offered date for an immediate offer space and for calculation
purposes. The total day’s row is calculated by the difference in dates entered for
care needed and place/offered. You must select “update” in order to save the data
that was entered.

I Tip: Instructions are provided in the Waiting List pane for each age
group for entering Wait Time for Immediate Need.

3.3 Installation View — Waiting List Summary

The Waiting List Summary is a display only pane with data populated from the
Waiting List Pane. This pane displays data in a summary format by quarter for each
age group.

Turnover Rate for Immediate Need Only: The data for the number of children
(immediate need only) is populated from the 2-Immediate Need column for all age
groups for the last month that was updated. Meanwhile, the data for the month (last
updated) and average wait in days is populated from the Wait Time for Immediate
Need in the Waiting List pane for the last month that was updated. The data in this
table is summarized by quarter for each age group.

Waiting List Totals for all Tiers: The totals are determined by the data that is
entered in the Waiting List pane for each cell (tier) 1-Projected, 2-Immediate Need.
In the Waiting List Summary pane, the data for each cell is totaled for all priorities by
month.

Waiting List Summary Contacts List  Education ElIDE=

Quarter 3 Quarter 4

Turnover Rate for Immediate Need Only Waiting List Totals for all Tiers

Age Group Month Number of Children Average Wait in Days Age Group October November December
(Last {Immediate Need Only)
Updated) Linborn
Infant 2

Pretoddiers

Infank October
Pretoddiers

Toddlers

Preschoalers

0.0
o0

0.0
2.0 Preschoolers

00 Schoal-Age
Monthly Totals 2 o o

Toddlers

o2 o e o

School-hge

Figure 14: Waiting List Summary

3.4 Installation View — Installation Contact List

The Contacts List displays the contacts for the selected installation along with their
program and position.
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Installation Waiting List  Waiting List Contacts List  Education Annual Report
Programs Summary

Position Name  Email Commercial Phone

Installation School Liaison Officer korace.franklin@med.navy, 301-295-7849
Frahklin

Installation CYP Manager Jamila.aziz.naf@mail.mil  301-400-3789
Aziz

Adding a Contact: Contacts can be added by selecting the add

fields:

Figure 15: Contacts List

a

icon on the
toolbar (callout 1). If you hover over the add icon it will indicate this by displaying
the message “add a new base contact”. You must enter/select data in the following

e Program Type: You must select from the drop-down list which lists

programs from the selected installation.

e Position: You must select a position from the drop-down list which

is populated based on the program selected.

e Name: This field is used for entering the contact’s name and is not

required to add the contact.

e Email: This field is used for entering the contact’s email address

and is not required to add the contact.

e Commercial Phone: This field is required with a minimum of 10

characters but no more than 49 characters entered.

e DSN: This field is not required with a minimum of 10 characters

but no more than 49 characters entered.

If any data entered in the above fields is missing or entered in the incorrect format
(i.e., phone number), you will receive an error message with a notification indicating
the fields that need to be corrected.

In the options column, if you select “add” the contact will be added to the Contacts
List. However, if you select “cancel” all data entered will not be saved (callout 1).

N

BE® | HOE

Adding a
Contact
Installation Waiting List Waiting List Contacts List  Education Annual Report
Programs Summary
Program Type Position Name Email Commercial Phone DSN
Select from list ¥ Please select a program type ¥
SLO Installation School Liaison Officer Morace.franklin@med.navy. 301-295-7845
Frah klin
cyp Installation CYP Manager Jamila.aziz.naf@mail.mil  301-400-3789
Aziz

Options
Add €

Cancel Je|

we

Figure 16: Adding a Contact
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Editing a Contact: Contacts can be edited by selecting the edit “ icon

in the

options column for the contact you would like to edit. If you hover over the edit icon
it will indicate this by displaying the message “edit this contact. All fields are
editable and by selecting “update” the edits will be saved. If you select “cancel”

none of the edits made will be saved.

Figure 17: Edit a Contact

Edit
Icon

Installation Waiting List ~ Waiting List Contacts List  Education  Annual Report @|Q@@
Programs Summary
Program Type Position Name  Email Commercial Phone DSN Options
5.0 v Please select a program type ¥ horace.franklin@med.na | 301-295-7849 Update
Canc
CYp Installation CYP Manager ial‘nila.a:l:‘naf@mail.mil 301-400-3789 #) e
2iz o

Deleting a Contact: Contacts can be deleted by selecting the delete @ icon in the
options column for the contact you would like to delete. Before the contact is deleted
from the Contacts List, you will receive notification confirming that you would like

the contact removed.

= e , g Logged in: April Waters
dev-cyp.cnic-n9portal.net says: =
WARNING: Removing a contact. Are you sure you want to remove this
contact?

FY2019

oK Cancel Region: | All Regions b
BEED OO
Installation Name Type Region APPN
Anacostia Belling Joint Base Naval District Washington OMN
Andersen Air Force Base Joint Region Marianas OMN
Annapolis Naval Support Activity Naval District Washington OMN
Atsugi Naval Air Facility Japan OMN
Bahrain Naval Support Activity EURAFSWA OMN
Barking Sands Pacific Missile Range Facility Hawaii OMN
atvests st Ay NavlDistic Washington | _own |
China Lake Naval Air Weapons Station Southwest OMN
Waiting List Waiting List Contacts List
Summary
_| Program Type Position Name  Email Commercial Phone DSN Options
sLo Installation School Liaison Officer Morace.franklin@med.navy. 301-295-7849 @ QK
Fahklin s
cyp Installation CYP Manager ixnih.a:l:.l\aff.maﬂ.mll 301-400-3789 (W3] e
ziz %

Delete
Icon

Figure 18: Delete a Contact
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35 Installation View — Installation Education Tab

The Education pane lists the degree types for the program types that are associated
to the installation selected. The degree types are the same for all installations and
programs which are listed below:
e CDA
MSA
Education or Related Associated Degree
Other Associated Degree
Education or Related bachelor’s degree
Other Bachelor Degree
Education or Related Advanced Degree
Other Advanced Degree
The Education pane allows data to be entered by quarter (Quarters 1-4) with
instructions for entering data.

InstructionszProvide the number of & ion levels. The education level of each employee should be reported

i oviders within each position listed below who meet the specifie:
in multiple py

o ployees Id be reported in the CYP area that they spend the majority of their work hours. SAC and YP employees should be combined
ta. scroll to the bottom and check "I have reviewed and verified this information.” The update option will then appear. Click Update.

o ;
coree Instructions

CDA

MSA

Education or Related Associated Degree

Other Associated Degree

Education or Related Bachelor Degree

Other Bachelor Degree

Education or Related Advanced Degree

Other Advanced Degree

Figure 19: Education Pane

All program types listed below may not display for the installation you have
selected if the installation does not have the program.

CYP: Data can be entered based on the employee’s position and their degree type in
each cell. The employee’s education level should only be reported once even if they
work in multiple programs. As data is entered the degree totals and staff totals will
be updated. Only employees, who spend the majority of their work hours in CYP,
should be entered in this table.
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T
Dagree Asst TR C T&C SL0 Installation CYP Director Degree Totals

CDA o
MSA o
Education or Related Assaciated Degres o
Other Associated Degres (]
Education er Relsted Bachelor Degree []
Other Bachelor Degres o
Education or Related Advanced Degree L]
Other Advanced Degres o

Staff Totals o o o o o

Figure 20: Program Type-CYP

CDC: Data can be entered based on the employee’s position and their degree type
in each cell. The employee’s education level should only be reported once even if
they work in multiple programs. As data is entered the degree totals and staff totals
will updated.

o
Degres Direct Care Staff Diract Care Staff Assistant Diractor €OC Director Degree Totals
(GS-4 or GSE-4 or below) (GS-5 or GSE-5)

CoA 0
M3A o
Education or Related Associsted Degree 0
Other Associated Degree 0
Education or Related Bachelor Dagres 0
Other Bachelor Degres 0
Education or Related Advanced Degres ]
Other Advanced Degree 0

Staff Totals o 0 o 0 0

Figure 21: Program Type-CDC

CDH: Data can be entered based on the number of providers and their degree type
in each cell. As data is entered the degree totals and staff totals will updated.
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Degree CDH Providers CDH Monitors CDH Director Degree Totals

CDA o
MsA o
Education or Related Associated Dagres o
Other Azsociated Degree o
Education or Related Bachalor Degres 0
Other Bachelor Degree o
Education or Related Advanced Dagres o
Other Advanced Degree o

Staff Totals 0 a 0 o

Figure 22: Program Type-CDH

SAC/YP: Data can be entered based on the employee’s position and their degree
type in each cell. The employee’s education level should only be reported once even
if they work in multiple programs. As data is entered the degree totals and staff
totals will updated. SAC, YTH and YP employees should be entered in this table.

Degree Direct Care Staff Direct Care Staff Sports or Teen Assistant Director Youth Director Degree Totals
(GS-4 or GSE-4 or (GS-5 or GSE-5) Coordinator
below)

COA 0
MSA 0
Education or Related Associated o
Degree
Other Associated Degree 0
Education or Related Bachelor 0
Degree
Other Bachelor Degree 0
Education or Related Advanced 0
Degree
Other Advanced Degree [ | 0

Staff Totals 0 0 0 0 0 0

Figure 23: Program Type-SAC/YP

Group Home: Data can be entered based on the employee’s position and their
degree type in each cell. The employee’s education level should only be reported
once even if they work in multiple programs. As data is entered the degree totals
and staff totals will updated.
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Degree Direct Care Staff Direct Care Staff Program Manager Degree Totals
(GS-4 or GSE-4 or below) (GS-S or GSE-S)

COA o
MSA 0
Education or Related Associated Degree 0
Other Associated Degree 0
Education or Related Bachelor Degree 0
Other Bachalor Degree 0
Education or Related Advanced Dagree 0
Other Advanced Dagree o

Staff Totals 0 0 0 0

Figure 24: Program Type-Group Home

Saving Data: The data entered can be saved by checking the "I have reviewed and
verified this information” check box followed by selecting “update”.

v

1 have reviewed and verified this information.

Update

Figure 25: Saving Data

3.6 Installation View — Installation Annual Report Tab

The Annual Report tab will only display when the “annual” check box is marked for
the Metrics Year in Year Manager (Fiscal Years). The first pane to display when
selecting the Annual Report Tab is the Definitions pane which describes key terms
used for entering data in Sections 1-13.

B|00®

Saction 4 Sectin % Section 0-8 Saction 0-10 Section 12 Saction 13 Definitions

Term to be Defined

A Affiiate In-Homa Care Care that is provided by aa individual in their off-installstion home. whare the individual is state hcensed and aprees ts also follow the quidelines established by the respective
srvice
Staff who do not provide direct care sarvices. This groop of amployees Includess desk staff, kitchan staff, maintenance staff, and motor vehicle oparators.
c Devalopmant Canter A military Child Care facility which primarily peovides care for childran from the ages of 6 weeks threogh five years
COP - Child Developmant Pregram Ganenally refers to the everall child care program o & military installation. Includes COC, SAC. and FCC programs.
) DOR - Date of Racord The Date of Record Is the single day that data is gathared for all programs. For the COP Report, the DOR is any week-day during the month of September salected by the
respactive Sarvice,
Direct/Nan-Supervisory Staff Staff that provide dady care and are inchuded in the child/staff ratie. Ak feast 0% of the individual’s time must be committed to direct Gare.
¥ FCC - Family Child Care Care grovided In an indiidual's homa for children and yeuth unrelated to the care provider, Care may be peovided by » singhe provider or by  greup of providers
FY - Fiseal ¥ The yest long pericd that baging en 1 October and ends on 30 September,
G Greup Heme Care FCC care provided in 3 single haene vhare 30 one parsen is responsible for providing the care.
L Hanagemant Staff Staff 1ho provide program management an ight. This group of employees includes: Directors, Assistant Directaes. Family Child Care Casedinators, Training and Curmculom
Specialists, and School Liaison Officers.
o On-Installation Refers 1o peoperty ce facilities ovned or leased by the gevemment
Off-Installaticn Refars to property or facilibes that is nether owned or leased by the govemmant.
s SAC - School Age Care Facility based care that Is provided pamarily fee children ages 5412
Spacial Needs Refers to these childesn who require mare than routine and basic care: inchuding childran vith of ot risk of Gsabilities, chreaic iliness and physical, develegmental, behavionl ¢
emational conditions that require health and related services of » type and/or ameunt beyond that requiced by children in genaral,
¥ Y9 « Youth Pregram Refers to all progeams and 5 that occur through the Installation based youth center. Includes sports programs, tesn programs, Instructicasl classes, camps, etc. Youth
pragrams pamanty sarve s 18,

Figure 26: Annual Report: Definitions
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The Annual Report Pane allows data entry in each cell in Sections 1-13 for the
Installation selected.

Section 1: The instructions for entering data in the Facilities and Homes section is
listed below as well as in the bottom of the pane.

1.1 Stand Alone Facilities - Enter the total number of Stand-Alone Facilities for
each category for those both On and Off the Installation. A stand-alone
facility does not share a foundation or wall. Examples: (1) Two CDC buildings
separated by a sidewalk would count as two facilities; (2) Two CDC buildings
managed by a single director would count as two facilities.

1.2 Combined Facilities - Enter the total number of Combined Facilities for
each category for those both On and Off the Installation. A combined facility
shares a wall or foundation with other facilities. If a particular combination is
not identified, enter the facility in the "Other" section in 1.3 (Miscellaneous)
and explain in the comments. Example: A Single building with both CDC and
SAC Care provided would count as a CDC/SAC facility.

1.3 Miscellaneous - Enter the total number of facilities that fall under this
specific category. For facilities that are not captured in 1.1, 1.2 or 1.3, list
them in other and explain in the COMMENTS section.

1.4 Family Child Care Homes - Enter the total number of Family Child Care
Homes for each type (A thru C) for both On and Off Installation. This number
should reflect the number of homes that are open for care and not those
seeking a license.

Licensed Home - An on-installation home certified by the CDP.

Licensed Affiliate Home - An off-installation home certified by the state where

the provider has agreed to DoD oversight.

Licensed Group Home - An on-installation home certified by the CDP where

more than one provider is caring for children under a single license.

1.5 New Facilities Added in FY - Enter the number of new facilities opened in
the FY. Additionally enter the Net Impact of spaces for the new facilities. In
the comments section annotate the installation where new facilities were
opened as well as the date and capacity. Example: A new CDC with a capacity
of 220 was opened in March. The new CDC replaced two smaller CDC's with a
total capacity of 180. The Net Impact would be +40. Note, it is possible to
have a negative Net Impact.

1.6 Facilities Closed in FY - Enter the total number of facilities permanently
closed in FY as well as the date of closure and the number of spaces lost. For
this response, do not include facilities that were closed due to another facility
being opened. Provide an explanation in the comments section. If a facility
was closed due to the opening of a new facility identified in 1.5 above, do not
include as a closed facility. This section should identify only those facilities
that were closed without a replacement. Example: An installation in Germany
was closed due to BRAC and the School Age Care Program which had a
capacity of 85 was closed. Enter 1 in the "closed" cell and enter 85 in the
"spaces lost" cell. Provide a brief explanation in the comments section.
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e 1.7 Comments - This field is used for entering comments for any data
entered.

Note: You must select the "update” icon beneath the comments box in order to save
data that was entered.

L ¢ E Annual Report

Section 2 o E 4 Section 5

Section 6-8 Section ¢ Section 11 Secti Section 13
Section 1 - Facilities And Homes.
1.1 - Stand Alone Facilities On Installation Off Installation 1.4 - Family Child Care Homes On off
Installation  Installation
N/A

A. Child Development Centers (CDC)

A. Licensed Home (Single Provider)
8. 24/7 Centers Child Development Centers (24/7 CDC)

B. Licensed Affiliate Home (Single Provider) B/A
C. School Age Care Centers (SAC)
C. Licensed Group-Home (Group & 24/7) A
D. Youth Programs (YP)
Total: ° o
E. Teen Programs FCC Grand Total °
Total: 0 0
Facilities  Net Child Care
1.5 - New Facilities Added in FY  Added Impact
1.2 - Combined Facilities On Installation Off Tnstallation
A. Child Development Centers
A. CDC/SAC
8. School Age Care Programs
8. COC/SAC/YP
C. Youth Programs
C. CDC/SAC/YP/TEEN
D. Teen Programs
0. SAC/YP
E. SAC/YP/Teen
1.6 - Facilities Parmanently Closed in Y Closed Spaces Lost
F. SAC/Teen
A. Child Development Centers
G.YP/Teen
8. School Age Care Programs
Total: 0 °
€. Youth Programs
1.3 - Miscellaneous On Installation Off Installation

D. Teen Programs
A. CDC/SAC/YP/TEEN within DODEA School Facility

8. COC/SAC/YP/TEEN within Public School Facility

€. COC/SAC/YP/TEEN within MWR/Service Facilities

D. Other (Explain in comments section)

Total: o o
Total of Section 1.1, 1.2, 1.3 ) o
Facility Grand Total o

1.7 - Comments.

JSection 1 - Facilities And Homes Instructions

1.1 STAND ALONE FACILITIES -
Jidonvalk veeuld count b two facitias. T

sl number of Stand Alene Fi
Buildings managed by  tin

ach categery for beth On and Off Installation, Stand Aleae Facilities do mot share & foundation or wall, Examples: Two COC buildings separated by »
ld count as to faciities

numbar of Combines
3 MISCELLANEOUS

1.2 COMBINED FACILITIES - Enter th

ular combination s not keatfied

e whare the provider has agreed b

n home cerdfied by the COP wh provider iy canng

ally enter

1.5 NEW FACILITIES ADDED IN FY - Enter Iy
< @ new CO

Joell 35 the date and capacity. Exampher A new
fimpact.

o opened a5
ative i

1.6 FACILITIES CLOSED IN FY - Enter the &

Figure 27: Annual Report: Section 1

Section 2: The instructions for entering data in the Date of Record of Operational
Capacity section is listed below as well as in the bottom of the pane.

e 2.1 Child Development Center Capacity on DOR - Enter the "Operational

Capacity" for each type of facility/program on the Services’ Date of Record.
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Operational Capacity is defined as the number of childcare spaces based on
the current use of the classrooms in the facility. In the event a classroom is
temporarily closed (lack of staff, need for care, etc.) include this room in the
capacity. If a room has been reconfigured (turned into training lounge, staff
lounge, etc.) on a permanent basis, do not count the rooms’ capacity in the
overall facility capacity. Example: A CDC has a room with a potential capacity
for 24 childcare spaces that is being utilized as an infant care room on the
DOR, which would reflect a capacity for 8 spaces on the DOR.

e 2.2 School Age Care Capacity on DOR - Enter the "Operational Capacity" for
SAC programs on the Services’ Date of Record. Operational Capacity is
defined as the number of childcare spaces based on the current use of the
classrooms in the facility. In the event a classroom or part of the facility is
temporarily closed (lack of staff, need for care, etc.) include this room in the
capacity. If a room has been reconfigured (turned into training lounge, staff
lounge, etc.) on a permanent basis, do not count the rooms’ capacity in the
overall facility capacity. Example: A portion of the SAC program would normally
provide care to 40 children, but the space has been closed due to a lack of
staff. This section would be counted in the overall facility capacity. If a section
has been turned into a Teen Program, it would not be counted in the capacity.
Note: The subtotal of section 2.1 and 2.2 should equal the total in section
2.4. If this is not the case, the cell will be highlighted red.

e 2.3 Family Child Care Capacity on DOR - Enter the total number of FCC Child
Care Spaces that are available on the DOR. For consistency purposes, OSD
defines the number of spaces for a single home as 6. The total number of FCC
Spaces should equal the total number of FCC homes (from Section 1.4) x 6.
Note: FCC Capacity is only collected for DoD operated or affiliated homes.

e 2.4 Operational Capacity by Age Group on DOR (CDC/SAC Only) - Enter the
Total Operational Capacity by Age Group. Utilize capacities from CDC's and
SAC Programs only. Do not include FCC or Private Care programs. Note: The
subtotal of section 2.4 should equal the total of section 2.1 + 2.2. If this is
not the case, the cell will be highlighted red.

e 2.5 Comments - This field is used for entering comments for any data
entered.

Note: You must select the "update” icon beneath the comments box in order to save
data that was entered.
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Section 2 - Date of Record of Operational Capacity

2.1 - Child Davelopment Center Capacity on DOR DOR Capacity 2.4 - Operation Capacity by Age Group on DOR (CDC/SAC Only) DOR Capacity
A. COC's (DOD Operated Or Affiliated) A. Infants (4 Weeks - 12 Months)
B. 24/7 (DOD Operated Or Affiliated) B. Pre-Toddlers (13-24 Months)

Total: o

2.2 - School Age Care Capacity On DOR 1, DOR Capacity 11 Summer Capacity 0. Preschool (37 Months - 3 Years)

A. SAC's (DOD Oparated Or Affiliated)

2,3 - Family Child Care Capacity On DOR DOR Capacity

A. Licensed Homves (Single Provider)
B, Licensed Affiliate Homes (Single Provider)

C. Licensed Group Homes (Group & 24/7)

2.5 - Comments

Update
[Section 2 - Date of Record of Operational Capacity Instructions
2.1 CHILD DEVELOPMENT CENTER
Opacational Capac fined as ¢

Opacational Capacity Is defined as 8 ity
n the event a clasan v y y { in the capadit
¢ P b

2.3 FAMILY CHILD CARE CAPACITY ON DOR - Enter
frumber of FCC
Wote: FCC Capac
2.4 OPERATIONAL CAPACITY BY AGE GROUP ON DOR (COC/SAC ONLY) - Enter the Total Operational Capacity by Age Group. Utiize capacities frem COC's and SAC Programs cnly. Do ot inchude FCC o Private Care
frograms

Wote: The subtotal of section 2.4 should equal the total of section 2.1 + 2.2.1 I this is not the case, the cell will highlight red.
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1BE@

C. Toddlers (25-36 Months)

E. Kindergartens (5 Years)

Total: 2.1 + 2.2.1 ) F. School Age (6-12 Years)

Total: o

Total: L

Total: 2.1 + 2.2 + 2.3 o

CAPACITY ON DOR - Enter the
¢ number of child care spaces based
ck of staff, n

s capacity in the ovenall facility capacity.
f staff. This section would be counted in the overall facility capacity. If a section had been tumed

m of FCC Child Care Spaces that are available on the DOR. For consistency purposes, OSO defines the number of spaces for a single home a3 €, The total
Spacas should equal the total number of FCC rom Saction 1,4} x 6,
oty is only coliected for DoD operated o affiliated homes.

Figure 28: Annual Report: Section 2

Section 3: The instructions for entering data in the Date of Record Enroliment
section is listed below as well as in the bottom of the pane.

3.1 Child Development Center Enrollment on DOR - Enter the number of
children enrolled in DoD Operated and Affiliated CDC's and DoD Operated or
Affiliated 24/7 CDC's on the Services’ Date of Record. For the purpose of this
pane, an enrolled child is defined as one who is registered and attends the
program on a regular and recurring basis. This humber includes partial day
programs that meet regularly but does not include hourly care.

3.2 School Age Care Enrollment on DOR - Enter the number of children
enrolled in DOD Operated or Affiliated SAC's on the Services’ Date of Record.
For the purpose of this panel, an enrolled child is defined as one who is
registered and attends the program on a regular and recurring basis. For
School Age Care Programs, this includes children enrolled in before only, after
only, or before & after. Additionally, select a day during the summer camp
program and enter the total number of youth attending the summer camp
care program on that day. Note: The subtotal of section 3.1 and 3.2 should
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equal the total in section 3.4. If this is not the case, the cell will be
highlighted red.

e 3.3 Family Child Care Enrollment on DOR - Enter the number of children
enrolled in each type of FCC home on the Services’ Date of Record.

e 3.4 Enrollment by Age Group on DOR (CDC/SAC Only) - Enter the Total
Operational Capacity by Age Group on the Services’ Date of Record. Utilize
capacities from CDC's and SAC Programs only. Do not include FCC or
Private Care programs. Note: The total of section 3.4 should equal the
combined total of 3.1 & 3.2 above.

e 3.5 Comment - This field is used for entering comments for any data entered.

Note: You must select the "update” icon beneath the comments box in order to save
data that was entered.

B 50

Oefinitions

Section 3 - Date of Record Enroliment

3.1 - Child Development Center Enroliment on DOR DOR Enrollment 3.4 - Operation Enrollment by Age Group on DOR (COC/SAC Only) DOR Enrollment
A. COC's (DOD Operated Or Affiliated) A. Infants (4 Weeks - 12 Months)
B.24/7 (DOD Operated Or Affiliated) B. Pre-Toddlers (13-24 Months)

Total: o

C. Toddlers (25-36 Months)

3.2 - School Age Care Enollment On DOR 1. DOR Enrollment 11 DOR Summer Enrollment . preschool (37 Months - 5 Years)

A. SAC's (DOD Operated Or Affiliated)
E. Kindergartens (5 Years)

Sub-Total: 3.1 + 3.2.1 0 F. School Age (6-12 Years)

Total: 0
3.3 - Family Child Care Enroliment On DOR DOR Enrollment o

A. Licensed Homes (Single Provider)
8. Licensed Affiliate Homes (Single Provider)

C. Licensed Group Homes (Group & 24/7)

Total: 0

3.5 - Comments

Update
Section 3 - Date of Record Enrollment Instructions

3.1 CHILD DEVELOPMENT CENTER ENROLLMENT ON DOR - Enter the numbar of childran
purpose of this report, an enrolled chitd is defined as one who Is registered and attends the progn

od I DaD Oparated and Affliated COC's an
on 3 regular, recurring basis. This number inch

0 Oparated or Affillated 24/7 CDC's on the Service's Date o
des part day programs that meet regularly, but does not Includ

AC's ¢e the Service's Date of Record,
In before only, after enly, or be

is report, an enrolled child is defined as oo vho
lly, select 3 day during the summar camp

3.3 FAMILY CHILD CARE ENROLLMENT ON DOR - Enter the numbar of childran enrolled in each type of FCC heme on the Service's Date of Record

3.4 ENROLLMENT BY AGE GROUP ON DOR (CDC/SAC ONLY) - Enter the Total Operational Capacity by Age Group on the Service's Date of Record. Utilize capacities from COC's and SAC Programs only, Do not include
FCC or Private Care programs.
Note: The total £5¢ section 3.4 should eual the combined total of 3.1 & 3.2.1. above

Figure 29: Annual Report: Section 3

Section 4: The instructions for entering data in the DOR Enrollment by Sponsor
section is listed below as well as in the bottom of the pane.

e 4.1 Number of Enrolled Children - Enter the number of enrolled children, by
the sponsor's status (Active Duty, DoD Civilian, Coast Guard etc.) on the DOR
for each respective program. If an identifier is not listed, enter the number of
children in "Other" and provide an explanation in the comments.
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Note: The total DOR enrollment should match the respective sections in
Section 3. If these numbers do not match, these cells will turn red.
e 4.2 Comment - This field is used for entering comments for any data entered.

Note: You must select the "update” icon beneath the comments box in order to save
data that was entered.

Section 4 - DOR Enrollment by Sponsor
4.1 « Number of Enrolled coc 24/7 Licensed Affiliate Group SAC SAC
Children @c FcC FoC FeC DOR Summar
A. Active Duty Military
8. DoD Civilians
C. Reserve/Guard Active
0. Coast Guard
E. Military Retirees
F. Contractors
G. Other
Total: o L) 0 o 0 o o

H. Wounded Warriors
1. Surviving Spouses

DOR COC Enrollmant 0
Should match total from Sectien 3.1

DOR SAC Enroliment o
Sheuld match total from Sectien 3.2

DOR FCC Enrollment 0

culd match total from Sectien 3.3
4.2 - Comments
Update
Section 4 - DOR Envollment by Sponsor Instructions
4.1 NUMBER OF ENROLLED CMILOREN - £ or's status (Active Duty, D lan, Coast Guard atc.) on the DOR for each respective program, If an identifier is not listed, enter the
numbar of children in “Other” and provid
Ih te: The total DOR enmiiment shoulk Secti umbers do not match, the will tun REO

Figure 30: Annual Report: Section 4

Section 5: The instructions for entering data in the Fiscal Year Children/Youth
Served section is listed below as well as in the bottom of the pane.

e 5.1 Child Development Center Children Served in FY - Enter the total number
of children served in each respective program. Include children who
participated in all CDC programs (full time, part time and hourly care). Only
count individual children one time.

e 5.2 School Age Care Children Served in FY - Enter the total number of
children served in school age care programs. Include children who
participated in Before School Care, After School Care Before and After School
Care or Summer Camp Care. Only count individual children one time.
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e 5.3 Family Child Care Children Served in FY - Enter the total number of
children served in FCC programs. Include children that attend any form of
FCC. Only count individual children one time.

e 5.4 External Private Care Children Served in FY - Enter the total nhumber of
children served in each type of Private Care Program. If a particular program
is not listed, enter the number in the "Other" cell and explain in the comments
section.

e 5.5 Care Provided For Special Programs - Enter the number of children served
in each respective program for care provided on or off the installation outside
the normal scope of the program (Deployment, Geographically Dispersed,
Family Advocacy, Give Parents A Break, EFMP Respite). For "Respite Care"
also enter the number of "Total Hours" of care provided.

e 5.6 Fiscal Year Youth Participation - Enter the number of children/youth, by
age, who participate in the listed programs. Individual youth can be counted
multiple times (i.e., a child plays two sports and participates in an
instructional class would be counted three times).

Sports Programs=Individual and team sports where participants come
together on a seasonal basis (i.e., baseball, soccer, cheerleading, competitive
gymnastics, etc.)

Instructional Classes=Classes where participants come together on a
regular basis to develop skills in a specific area (i.e., instructional gymnastics,
martial arts, computer skills, etc.)

Youth Development=Programs that are designed to develop the overall
competencies of youth around particular areas commonly associated with
Youth Development (i.e., Arts, Leadership, Citizenship, Vocational,
Educational, etc.)

e 5.7 Comments - This field is used for entering comments for any data
entered.

Note: You must select the "update” icon beneath the comments box in order to save
data that was entered.
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w vg List i at sntacts List  Education Annual Report B EE®
Section 4 Section 5 Saction 6-8 9 Section 11 e 12 Section 12 Definitions
Section 5 - Fiscal Year Children/Youth Served
5.1 - Child Developmaent Center Served in Fy Unique Children Served 5.5 - Care Provided for Special Programs Unigue ;.‘Ilhl Total Hours Provided
FY Served FY
A. CDC's (DOD Operated Or Affiliated) A. Respite Child Care
B. 24/7 (DOD Operated Or Affiliated) 8. Mission Youth Outreach
etals L C. On Site Group Care (i.e, STACC)
5.2 - School Age Care Served in Fy 1. Unique Children 11, Unique Totali °
Served FY Children
Served FY
Summer 5.6 - Fiscal Year Youth Youth Youth Youth Youth Total
Participation Age 5 and Age 6-9 Age 10-12 Age 13-18  Youth
A. SAC's (DOD Operated Or Affiliated) Under Served
A. Sports Programs 2
5.3 - Family Child Care Children Served in Fy Unique Children Served o
FY 0. Instructional Classes
A. Licensed Homes (Single Provider) Y e e °
8. Licensed Affiliate Homes (Single Provider) 0. Other o

C. Liconsad Group Homes (Group & 24/7)
Total: L) o o o o
Total: o

5.4 - External Private Care Children Served In Fy Unique Clhildren Served
FY

A. Military Child Care in Your Neighborhood
(MCCYN)

8. Operation Military Child Care (OMCC)

C. Army Child Care in Your Neighborhood (ACCYN)

D. Army School Age Care in Your Neighborhood
(ASACYN)

Other (Explain in comments section below)

Total: o

5.7 - Commaents

Update

Section 5 - Fiscal Year Children/Youth Served Instructions

5.1 CHILD DEVELOPMENT CENTER CHILDREN SERVED IN FY - Enter the total number of children served in sach respective program. Include children who participated in all COC programs (full time, part time and hourly
care), Only count individual childran cae time.

5.2 SCHOOL AGE CARE CHILDREN SERVED IN FY - Entar the total numbaer of childran served in school age carw pregrams. Include childesn who participated in Before School Care, After School Care Before and After School
Care or Summaer Camp Care. Only count individual children one time.

5.3 FAMILY CHILD CARE CHILDREN SERVED IN FY - Enter the total number of children served in FCC programs. Include children that attend any form of FCC. Only count individual children one time.

5.4 EXTERNAL PRIVATE CARE CHILOREN SERVED IN FY - Enter the total number of children served in sach type of Private Care Program. If a particular program Is not listed, enter the number in the “Other” cell and explain
in the commants section.

5.3 CARE FOR SPECIAL = Enter the number of children served in each respective program for care provided on or off installation cutside the normal scope of the program (Deployment. Geographically
Disparsed, Family Advocacy, Give Parents A Besak, EFMP Respite). For “Respite Care” also enter the numbar of "Tetal Hours™ of respite care provided

5.6 FISCAL YEAR YOUTH PARTICIPATION - Enter the number of childran/youth, by »
Individual youth can be counted multiple times (i.e., 3 child pl

Sports Programs = Individual and team sports where participa eball, soccer, cheerleading, compatitive gymnastics, etc.)

Instructional Classes = Classes whare partipants come togathar o 3 regular basis to devalop skills in a specific area (Le., instructional gymnastics, martial arts, computer skills, etc.)

Youth Development - Programs that are designed to develop the overall competencies of youth arcund particular areas commenly associated with Youth Development (i.e., Arts, Leadership, Citizenship, Vocational, Educaticnal,
te. )

te in the listed programs.
| class would be counted three times),

Figure 31: Annual Report: Section 5

Sections 6-8: The instructions for entering data in the Children with Special Needs
Enrollment (Section 6), Unfilled Spaces on Date of Record (Section 7) and NAF
Income for Fiscal Year (Section 8) sections are listed below as well as in the bottom
of the pane.

e 6.1 Number of Children with Special Needs Enrolled in Each Program - Enter
the total number of children with special needs (as defined by your service)
enrolled in each respective program. Individual children/youth should only be
counted one time per program (CDC, FCC, SAC, YP), regardless of the
number of individual programs (instructional, sports, etc.) the child/youth
participatesin.
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e 6.2 Comments - This field is used for entering comments for any data
entered.
Example: A child who is enrolled in the SAC program and participates in a
sports program would be counted in both the SAC and Youth Programs. If
that same child participated in a martial arts instructional class, they would
only be counted in the Youth Program.

Note: You must select the "update” icon beneath the comments box in order to save
data that was entered.

e 7.1 Number of Unfilled Spaces - Enter the total number of unfilled spaces on

the Date of Record for each program. To calculate, start with the number of
spaces a program is configured for on the DOR and subtract the number of
enrolled children.
Example: If in question 2.1, it is identified that a CDC has a capacity of 120
spaces on the DOR, but only 114 of those spaces are filled with an enrolled
child (may be absent but would still be considered enrolled) the number of
unfilled spaces would be 6.

e 7.2 Comments - This field is used for entering comments for any data
entered.

Note: You must select the "update” icon beneath the comments box in order to save
data that was entered.

e 8.1 NAF Income for Fiscal Year - Enter the total amount of dollars collected
from parent fees for the respective programs.

e 8.2 Comments - This field is used for entering comments for any data
entered.

Note: You must select the "update” icon beneath the comments box in order to save
data that was entered.
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Update

Section 6 - Children With Special Needs Enrollment Instructions
6.1 NUMBER OF CHILDREN WITH SPECIAL NEEDS ENROLLED IN EACH PROGRAM - Enter the total

Update

- Children With Special Needs £

-
6.1 - Numbaer of Childran With Special Needs Enrolled in Programs 8.1 - Naf Income Generated from Parent Fees
A. coC 8. SAC €. FcC D.YP Total

6.2 - Comments

Section 7 - Unfilled Spaces on Date of Record

7.1 - Number of Unfilled Spaces on DOR

7.2 Comments.

Section 7 - Unfilled Spaces on Date of Record Instructions

7.1 NUMBER OF UNFILLED SPACES - Enter the total number of unfilled spaces on the Date of Record for each
program. To calculate,

start with the number of spaces a program is configured for on the DOR and subtract the number of enrolled
children.

Example: If in question 2.1, it is identified that a CDC has a capacity of 120 spaces on the DOR, but only 114 of
those spaces

are filled with an enrolled child (may be absent, but would still be considered enrolled) the number of unfilled
spaces would be 6
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Iment Section 8 - Naf Income

A. coC

Totals o
8.2 - Comments

Update
Section 8 - Naf Income for Fiscal Year Instructions

8.1 NAF INCOME FOR FISCAL YEAR - Enter the total amcunt of dollars collected from parent fews fo
the respective programs.

A. cOC 8. SAC Total

Figure 32: Annual Report: Sections 6-8

Sections 9-10: The instructions for entering data in the DoD Certification/
Accreditation on DOR (Section 9) and Fee Assistance (Section 10) sections are listed
below as well as in the bottom of the pane.

9.1 DoD Certified CDC Programs - Enter the number of service child
development centers operating under a Current DoD Certification, centers not
certified or centers under a DoD Waiver.

9.2 DoD Certified SAC Programs - Enter the number of service school age
care programs operating under a certified, not certified or DoD Waiver.

9.3 DoD Certified Youth Programs - Enter the number of service youth
programs operating under a certified, not certified or DoD Waiver.

9.4 Centers Accredited by External Organizations - Enter the number of Child
Development Centers and School Age Care Programs that are eligible for
Accreditation and the number of Programs that are actually accredited. In
addition, enter the number of centers that are currently in the process of
accreditation and the number of centers with a revoked accreditation. For any
revoked accreditations, include an explanation in the comments. Indicate the
accreditation organizations in use by your service.

9.5 FCC Home Accreditation - Enter the number of on and off installation
homes that are accredited.
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e 9.6 Comments - This field is used for entering comments for any data
entered.

Note: You must select the "update” icon beneath the comments box in order to save
data that was entered.

e 10.1 Did Your Service Fee Provide Fee Assistance During the FY - Enter Yes or
No

e 10.2 Total Payments to Providers - If you answered YES to 10.1, enter the
total amount of payments provided for fee assistance in the FY.

e 10.3 Total Paid for Respite Care - If you answered YES to 10.1, enter the total
amount of payments provided for Respite Care.

e 10.4 Total Number of Providers Receiving Payments - If you answered YES to
10.1, enter the total number of providers receiving payments.

e 10.5 Comments - This field is used for entering comments for any data
entered.

Note: You must select the "update” icon beneath the comments box in order to save
data that was entered.
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B 00E
Section 9 - DOD Certification/Accraditation on Dor Section 10 - Fee Assistance
9.1 - DOD Certified COC Programs 10.1 - DId Your Service Provide Fee Assistance crerp
During the Fy
A, Number of DoD Certified Programs
10.2 - Total Payments to Providers
B. Number of Programs Not Certified
C. Number of Programs Operating Under DoD Walver 10.3 - Total Paid for Respite Care
10.4 - Total Number of Providers Receiving
0.2 - DOD Cartified SAC Programs Payments
A. Number of DD Certified Programs 10.5 - Commants
B. Number of Programs Not Certified
€. Number of Programs Operating Under DoD Walver
0.3 - DOD Cartified Youth Programs Update
A. Number of DD Certified Programs Section 10 - Fae Assistance Instructions
10.1 - DID YOUR SERVICE PROVIDE FEE ASSISTANCE DURING
B. Number of Programs Not Certified THE FY - Enter Yes ar No

10.2 - TOYAL PAYMENTS YO PROVIDERS - If you ansuered YES to
0.1, anter the total ameunt of payments provided for fee assistance in

C. Number of Programs Operating Under DoD Walver 10
the FY.

10.3 - TOYAL PAID FOR RESPITE CARK - 3 you 0 YES o
9.4 - Contors Accredited By External Organization 10.1, wnter the total ameunt of payments provided for Respite Care.
Eligible for Conters Percentage Ceoters In Accred. Centers W/ 10.4 - TOTAL NUMBER OF PROVIDERS RECEIVING PAYMENTS - If
Accreditation Accredited Process. Revokad Accred you answered YES to 10.1, enter the total number of providers receiving
paymants.
A. cOC AL
s NaN %
9.5 - FCC Home Accreditation
A. On Installation Homes Accredited
B. Affiliate Homes Accredited
9.6 - Comments
Update
9 - DOD Certifi /A di on Dor

9.1 DOD CERTIFIED CDC PROGRAMS - Enter the number of service child development centers operating under a Current DoD Certification,
centers not certified or centers under a DoD Waiver.

9.2 DOD CERTIFIED SAC PROGRAM - Enter the number of service schocl age care programs operating under a certified, not certified or DoD
Waiver.

9.3 DOD CERTIFIED YOUTH PROGRAMS - Enter the number of service youth programs operating under a certified, not certified or DoD Waiver.

9.4 CENTERS ACCREDITED BY EXTERNAL ORGANIZATION - Enter the number of Child Development Centers and School Age Care Programs
that are Eligible for Accreditation and the number of Programs that are actually Accredited. In addition, enter the number of centers that are
currently in the process of accreditation and the number of centers with a revoked accreditation. For any revoked accreditations, include an
explanation in the comments. Indicate the accreditation organizations in use by your service.

9.5 FCC HOME ACCREDITATION - Enter the number of on and off installation homes that are accredited.

Figure 33: Annual Report: Sections 9-10

Section 11: The instructions for entering data in the Care Positions Filled on Date of
Record section is listed below as well as in the bottom of the pane.

11.1 NAF Personnel - Enter the total number of Direct Care Non-Appropriated
Personnel employed for each pay grade on the DOR. Include only direct care
personnel. To be counted, a staff member must spend more than 50% of
their time in ratio. Do not include clerical, managers, trainers, food service or
custodial workers.

11.2 APF Personnel - Enter the total number of Direct Care Appropriated Fund
Personnel employed for each pay grade on the DOR. Include only direct care
personnel. To be counted, a staff member must spend more than 50% of
their time in ratio. Do not include clerical, managers, trainers, food service or
custodial workers.
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e 11.3 NAF Contractors - Enter the number of Non-Appropriated Fund Personnel
contracted to provide services, regardless of the service provided. This section
applies to all personnel directly employed by the program (care givers,

admin, instructors, etc.)

e 11.4 APF Contractors - Enter the number of Appropriated Fund Personnel
contracted to provide services, regardless of the service provided. This section
applies to all personnel directly employed by the program (care givers,

admin, instructors, etc.)

e 11.5 Comments - This field is used for entering comments for any data

entered.

Note: You must select the "update” icon beneath the comments box in order to save

data that was entered.

Section 11 - Care Positions Filled on Date of Record

11.1 - NAF Personnel 11.2 - APF Parsonnel
A Y1 A GS1
8. CY-2 8. GS-2
c.ov-3 €653
0. CY-4 D. G54
£ CY-5 E. GS-5

Sub-Total CY ) F.GS-6
A NF-1 G.Gs7

TOTAL APF )
. NF-2
CNE3 11.3 - NAF Contractors
0. NF-4
A A

FRESH % 114 - APF Contractors

TOTAL NAF o

11.5 - Commants.

Update

Section 11 - Care Positions Filled on Date of Record Instructions

11.1 NAF PERSONNEL - Enter the total numbar of Direct Care Non
50% of their time in ratio. Do net include clerical

11.2 APF PER
50% i

11.3 NAF CONTRACTORS - Entar that numbar of Non-Approp
givers, admin, nstructors, etc.

cntracted to provide services, regardless of the service provided. This section apglies to all parsen

11.4 APF CONTRACTORS - Enter that number of Appropriated Fund Perse:

admin, instructors, ete.

regardless of the service provid

contracted to provide services This saction applies to all perscanel

rectly employed by the program (care giv

106

~Appropriated Personnel employed for each pay grade on the DOR. Include only direct care personnal, To be csunted,  staff member must spend more than
-
d for aach pay grade on the DOR. Include only direct care personnel, To be counted, a staff member must spend more than

roctly amployed by the prograen (care

Figure 34: Annual Report: Section 11

Section 12: The instructions for entering data in the Staff Demographic on Date of

Record section is listed below as well as in the bottom of the pane.

e 12.1 CDC Staff - For A, B, C enter the number of CDC staff by type. For D, E,

F, G, H enter the humber of CDC staff who meet each category.

e 12.2 SAC Staff - For A, B, C enter the number of SAC staff by type. For D, E,

F, G, H enter the number of SAC staff who meet each category.

e 12.3 FCC Staff - For A, B, C enter the number of FCC staff by type. For A & B,

include service employed management/admin staff. For C, enter the number
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of licensed providers. For D, E, F, G, H enter the number of FCC staff
(Managers, admin, and providers) who meet each category.

e 12.4 Youth Program Staff - For A, B, C enter the number of Youth Program
staff by type. For D, E, F, G, H, I enter the number of Youth Program staff
who meet each category.

e 12.5 Outreach Services Staff - For A enter the total number of Outreach staff.
For B, C, D, E, F enter the number of Outreach Staff who meet each category.

e 12.6 Training & Curriculum Specialists - For A enter the total number of T&C's
authorized. For B enter the number of T&C's employed on the DOR. For C
enter the assignments for T&C's within the CDP.

e 12.7 Staff Support - For A enter the number of School Liaison Officers as well
as where they are assigned. For B enter the number of Nurses assigned to the
CDP and whether they are state or service employees. For C enter the
number of MFLC assigned to the CDP.

e 12.8 Other Staff - Include all management staff not included in above
sections (CYSS Coordinator, Flight Chief, Nutritionist, Technology Staff, etc.)

e 12.9 Comments - This field is used for entering comments for any data
entered.

Note: You must select the "update” icon beneath the comments box in order to save
data that was entered.
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Waiting List  Walting List Contacts List  Educat Anmual Report B EO®

) Section 4 Sectine 3 Section -8 Section 010 Sectine 11 Section 12 Section 13 Definitians

Section 12 - Staff Demographics on Date of Record

12.1 - COC Staff
A MGHMT Staff
8. Admin/Support Staff

C. Direct Care Staff

TOTAL COC STAFF

. Staff w/ COA
E. Staff with AA

F. Staff with BA/8S

G. Staff who are
Military Spouses

H. Staff whe are
Foreign Nationals

12.4 - Youth Program Staff
A. MGHMT Staff

8. Admin/Support Staff

€. Direct Care Staff

12.2 - SAC Stalf
A MGMT Staff
0. Admin/Support Staff

C. Direct Care Staff

TOTAL SAC STAFF

0. Staff w/ COA

£, Staff with AA

F. Staff with BA/BS

G. Staff who are
Hilitary Spouses

H. Stalf who are
Foreign Natiomals
12.5 - Outreach Services Staff
A, Number of Stal

8. Stafl w/ COA

C. Staff with AA

12.3 - FCC Stall

A. MGMT Staft

8. Admin/Support Staff

C. Direct Care Staff

TOTAL FCC STAFF o

. Staff w/ COA

E. Staff with AA

F. Staff with BA/8S

G. Staff who are
Military Spouses

H. Stalf who are
Foreign Nationals

12.6 - Training & Curriculum Specialists
A. # T&C's Authorized
B. # TAC's Filled On Dor

C. TAC's Assignments

TOTAL YP STAFF (al.coe
. Staff with BA/BS
(2) SAC
€. Staff who are
. Staff w/ COA Military Spouses
(3) Fec
¥. Staff who are
€. Staff with AA Foreign Nationals
(4) ve
F. Staff with BA/8S
12.7 - Support Stalf
G. Staff who are
Military Spouses A. Social Liason Officers
W, Staff who are
Of-Duty Military (1) Assigned to CYP
1. Staff whe are
Foreign Nationals (2) Assigned to Other Programs

(1) Service Employee

(2) State Employes
C. Military Family & Life
Consultant Assigne

to COC/YP

12.8 - Other Staff

12.9 - Comments

Update
Section 12 - Staff Demographics on Date of Record Instructions
12.1 COC STAFF - A, B. C enter the number of COC staff by type. D, €. F. G. M enter the number of COC staff who meet sach ¢

12.2 SAC STAFF - A, B, C enter the number of SAC staff by type. O, E. F
12.3 FCC STAFF - A, B, C entar the number o or €, enter the numbar of hicensed providers. O, E. F. G. M enter the numbar of FCC staff
(e > et

 FCC staff by type. For A & B, Includ
Mansgers. sdmin and providers) wh ogory

12.4 YOUTH PROGRAM STAFF - A, B, C enter the number of Youth Srogram staff by type. D, E. F. G, H, T enter the number of Youth Pregram staff who meat each category

12.5 OUTREACH SERVICES STAFF < A anter the total number of O
12.6 TRAINING & CURRICULUM SPECIALISTS - A anter the € anter the assigaments for TEC's within the COP,

urses assigned to the COP and whather they are state or service empioyess. C enter the

- A Enter the number of School Liaison Cfficers a5 well 33 whare they are assigned. B enter the nem!
the COP.

12.7 SUPPORT ST,
number of MFLC a3

12.8 OTHER STAF de all management stalf not included in abeve sactions (CYSS Coordinater, Flight Chief, Nutriticnist, Technology Staff. ate.)

Figure 35: Annual Report: Section 12

Section 13: The instructions for entering data in the Staff By Appointment on Date
of Record section is listed below as well as in the bottom of the pane.
e 13.1 Non-Appropriated Fund Staff - Enter the number of NAF Regular/Flex
Direct Care Staff for each program.
e 13.2 Appropriated Fund Staff - Enter the number of APF Regular/Flex
Direct Care Staff for each program.
e 13.3 Comments - This field is used for entering comments for any data
entered.

Note: You must select the “"update” icon beneath the comments box in order to save
data that was entered.
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Section 13 - Staff By Appointment on Date of Record
13.1 - Noo-Appropriated Fund Staff 13.2 - Appropristed Fund Staff
A CoC A CoC
(1) Reg (1) Reg
(2) Flex (2) Flex
TOTAL 0 TOTAL °
8. SAC B, SAC
(1) Reg (1) Reg
(2) Flex (2) Flex
TOTAL 0 ToTAaL ]
e oy
(1) Reg (1) Reg
(2) Flex (2) Flex
TOTAL 0 ToTAL 0
12.3 - Comments.
Update
Section 12 - Staff By Appointment on Date of Record Instructions
13.1 NON-APPRORIATED FUND STAFF - Enter the number of NAF Ragulae/ Flax Direct Care Staff for sach program,
13.2 APPROPRIATED FUND STAFF - Enter the number of APF Ragular/Flex Direct Care 5taff for aach program

Figure 36: Annual Report: Section 13

3.7 Installation View — Installation CDC Program Data

The CDC program data pane contains 6 tabs where data can be entered by Quarter
(1-4). All tabs allow you to print data entered in the tables, minimize, maximize, and
close the tab. The Actual Enrollment tab is the only tab that will allow you to export
the table to Excel. Each tab is described below.

Instalation Waiting List : (ontactsList  Education  Annual Report Elﬂc@
Programs Summa -

Actal Enrollment

Figure 37: CDC Program Data Main Pane

e Actual Enrollment: The actual enrollment table allows you to enter the
number of children by classroom for each month in the quarter. For monthly
day of record enter the number of children enrolled. Do not count hourly
children on this tab as they will be counted on the “Hourly Total Count” tab. If
changes need to be made to a classroom, age group, or capacity, go to the
FYXX Metrics scenario in the Budget model (https://cyp.cnic-
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n9portal.net/cyp) and make the appropriate changes. FYXX is the current

fiscal year and changes made in that scenario of the Budget model will appear
in the same FYXX year on the Metrics model. You must select “update” for
the month that data was entered to save. The average total enrollment and
total will update as data is saved. The instructions for entering data are listed
above the table.

Actual Enrollment Hourly Total Count Accreditation Inspection Special Needs Fee Reports EE | CAEE
Quarter 1 Quarter 2 Quarter 3 Quarter 4
INSTRUCTIONS: For monthly day of record, enter number of children ENROLLED. Do not count hourly children on this tab, They will be counted on the
Hourly Total Count’ tab. If changes need to be made to a classroom, age group, or capacity, go to the FYXX Metrics scenario in the Budget
model(https://dev-cyp. cnic-n9portal.net/cyp) and make the appropriate changes. FYXX is the current fiscal year. Changes made in that scenario of the
Budget model will appear in the same FYXX year on the Metrics model.
Classroom Age Group Capacity October November December Average Total
Enrollment
Infant Infant 7
Preschool Preschool 17
Pretoddler Pretodd 8
Toddler Toddler 10
TOTAL 42 0 0 0
Update Update Update
e

Figure 38: CDC Actual Enrollment Tab

e Hourly Total Count: The hourly total count table allows you to enter data by
age group for each month in the quarter. You must enter the total number of
hourly care visits during the entire month. For example, a child who receives
hourly care 5 times is counted for 5 visits. Only count SAC hourly children if
they receive hourly care in the Child Development Center. If they receive
hourly care in the SAC building, they will be counted under the SAC program.
You must select “update” after all data has been entered in order to save.
The total row will update as data is saved. The instructions for entering data
are listed above the table.
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Actual Enroliment  Hourly Total Count  Accreditation  Inspection  Special Needs Fee Reports | EEE
Quarter 1 Quarter 2 Quarter 3 Quarter 4
INSTRUCTIONS: Enter the total numbar of Hourly Care visits during the entire month. For example, a child who receives hourly care 5 times is counted
for S visits, Only count SAC hourly children if they received hourly care in the Child Development Center. If they received hourly care in the SAC building,
they will be counted under the SAC program.
October Hourly (Monthly November Hourly December Hourly
Count) (Monthly Count) (Monthly Count)
Infants:
Pretoddlers:
Toddlers:
Preschool:
School Age:
Total: o 0 0
Update

Figure 39: CDC Hourly Total Count Tab

e Accreditation: The accreditation table allows you to enter dates in the
format of mm/dd/yyyy or by selecting a date using the ‘Date Picker’ icon. If a
CDC was opened during the current year, you must select the check box for
“CDC opened during the current year”. When this box is selected, the New
Site Accreditation Process pane will display above the NAEYC Accreditation
table. For the NAEYC Accreditation table, CNIC will insert the Date of NAEYC
Accreditation and CNIC Waiver End Date, if applicable to program. After each
NAEYC annual report is submitted, the installation manager will select the
date the annual report (1st, 2nd, 3rd, or 4th) was submitted. During
accreditation renewal, the installation manager will select the appropriate
dates as each step of the renewal process is taken. You are not allowed to
select future dates as all dates must show when the actual steps were
completed. To save current or updated data, check "I have reviewed and
verified this information" then click "Update". The instructions for entering
data are listed above the table.
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Actual Enrollment Hourly Total Count Accreditation Inspection Special Needs Fee |1 506®

Quarter 1 Quarter 2 Quarter 3 Quarter 4

Instructions: CNIC will insert the Date of NAEYC Accreditation and CNIC Waiver End Date, if applicable to program. After each NAEYC annual report is
submitted, the installation manager will select the date that annual report (1st, 2nd, 3rd, or 4th ) was submitted. Upon time for renewal, the installation
manager will select the appropriate dates as each step of the renewal process is taken. Do NOT select future dates; all dates are dates the actual steps WERE
completed on. To save current or updated data, check "I have reviewed and verified this information” then click "Update".

CDC opened during the current year

NAEYC Accreditation

Date of NAEYC Accreditation

1 Year Annual Report Due Date: 1 Year Annual Report Submitted:

B

2 Year Annual Report Due Date: 2 Year Annual Report Submitted:

B

3 Year Annual Report Due Date: 3 Year Annual Report Submitted:

B

4 Year Annual Report Due Date: 4 Year Annual Report Submitted:

B

NAEYC Accreditation Renewal

Renewal Application Due Due Date: Renewal Application Submitted:
Renewal Materials Due Due Date: Renewal Materials Submitted:
Site Visit Expected Due Date: Site Visit Complete:

CNIC Waiver End Date:

1 have reviewed and verified this information.

Update

Figure 40: CDC Accreditation Tab

e SAC Accreditation: (This tab only displays when a CDC has a SAC
classroom). The SAC accreditation table allows you to enter dates in the
format of mm/dd/yyyy or by selecting a date using the ‘Date Picker’ icon.
CNIC will insert the Date of COA Accreditation and CNIC Waiver End Date, if
applicable to program. After each COA annual report is submitted, the
installation manager will select the date the annual report (1st, 2nd, or 3rd)
was submitted. During accreditation renewal, the installation manager will

select the appropriate dates as each step of the renewal process is taken. You

are not allowed to select future dates as all dates must show when the actual
steps were completed. To save current or updated data, check "I have
reviewed and verified this information" then click "Update". The instructions
for entering data are listed above the table.
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Actual Enrollment  Hourly Total Count A tion  SAC Accreditation Sp ts | 8] =]E3)

Quarter 1 Quarter 2 Quart Quarter 4
Instructions: CNIC viill insert the Date of COA Accreditation and CNIC Waiver End Date, if applicable to program. After each COA annual report is submitted, the installat ion manager will select the date that
annual report (1st, 2nd, or 3rd ) was submitted. Upon ti fer renewal, the install ] lect the appropriate dates as each step of the renew process is taken. Do NOT select future dates; all
dates are dates the actual steps WERE completed on, To save current or updated data, check "1 have reviewed and verified this information” then dick "Uj v
COA Accreditation
Date of COA Accreditation 04/30/2015
1 Year Annual Report Due Date: 4/30/2016 1 Year Annual Report Submitted: [ 04/15/2016| -_°]
2 Year Annual Report Due Date: 4/30/2017 2 Year Annual Report Submitted: ‘ \2]
3 Year Annual Report Due Date: 4/30/2018 3 Year Annual Report Submitted: | 2]
COA Accreditation Renewal
Application Due Date: 4/30/2018 Application Submitted: 2]
Intake Call Due Date: 5/30/2018 Intake Call Initiated: i)
Self-Study Due Date: 10/30/2018 Self-Study Submitted: 108
Site Visit Due Date: 1/30/2019 Site Visit Completed: J E]
CNIC Waiver End Date:
[ have reviewed and verfied this information.
[ pane |

Figure 41: SAC Accreditation Tab

Inspection: The inspection table allows you to enter dates in the format of
mm/dd/yyyy or by selecting a date using the ‘Date Picker’ icon. For all
installation inspections, enter the dates of the most recent of each inspection
(Annual CNIC, MDTI, Comp Fire, Comp Safety, and Comp Sanitation) even if
they occurred in the previous fiscal year. Throughout the current fiscal year,
update this tab if/when the annual installation inspections are conducted
again. To save current or updated data, check "I have reviewed and verified
this information" then click "Update". The instructions for entering data are
listed above the table.

Inspection

Quarter 2

Quarter 3 Quarter 4

For all in I i cti , enter the dates of the most recent of each inspection (Annual CNIC, MDTI, Comp Fire, Comp Safety, and Comp
Sanitation) even if they occurred in the previous fiscal year. Through the current year, update this tab if/when these annual installation inspections are
conducted again.

CNIC Certification

Final Date of Annual MDTI to MDTI Inspection Date ion Type ion Cs leti DoD Certifi to
Inspection Start By Date Operate Expiration Date
Comprehensive Fire
Inspection
il i) ] ]

Comprehensive
Safety Inspection

Comprehensive
Sanitation

Inspection )

1 have reviewed and
verified this information.

Update

Figure 42: CDC Inspection Tab

Special Needs: The special needs table allows you to enter data by disability
type for each month in the quarter. The levels of disability are described
below as well as at the bottom of the table.
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Mild disability or other special need - (Needs little to no accommodation to
participate in group care). Examples include Chronic health condition that
does not require KIT/IAT involvement, wearing of glasses, temporary
disability like broken limb, minor food allergy. CYP professionals generally
handle these cases with no outside support from KIT or the Inclusion Action
Team.

Moderate disability or other special need - (Needs some accommodation to
participate in group care) Examples include Chronic health condition that
does require KIT/IAT involvement, challenging or aggressive behavior,
speech/language delay, limited mobility, asthma, or certain allergies. The KIT
Support Center and/or Inclusion Action Team is involved in these cases.

Significant disability or other special need - (Requires accommodation in order
to participate in group care). Examples include Inability to use language,
needs assistance with self-care, blindness, or deafness, severe and/or frequent
seizures. These cases have been referred to the Inclusion Action Team.

For October, enter the total number of children, with the designated disability,
in attendance for Full Time Care, Part Time Care, and Hourly Care. Only count
each child once. For each successive month (Nov, Dec, Jan, etc.), enter only
the number of new children who enter the program during that month with
the designated disability. Only count each child once. You must select
“update” to save any data that was entered. The FY year to date total and
the “totals” row will update as data is saved. The instructions for entering
data are listed above the table.

Actual Enroliment Hourly Total Count Accreditation Inspection Special Needs Fee Reports

Quarter 1 Quarter 2 Quarter 3 Quarter 4

INSTRUCTIONS: For October, enter the total number of children, with the designated disability, in attendance for Full Time Care, Part Time Care, and
Hourly Care. Count each child only once. For each successive month (Nov, Dec, Jan, etc.), enter only the number of NEW children who entered the
program during that month with the designated disabilities. Count each child only once.

Cumulative October New children New children FY year to

total from entering in entering in date total
previous November December
quarters
2 s o gats : o o
Mild disability or other special need:
TR > 0 o
Moderate disability or other special need:
s SRR E 0 o
Significant disability or other special need:
Totals o o ] o o

DEFINITIONS

Mild disability or other special need (Needs little to no accommodation to participate in group care) Examples include: Chronic health condition
that does not require KIT/IAT involvement, wearing of glasses, temporary disability like broken limb, minor food allergy. The CYP professionals generally
handle these cases with no outside support from KIT or the Inclusion Action Team.

Moderate disability or other special need (Needs some accommodation to participate in group care) Examples include: Chronic health condition
that does require KIT/IAT involvement, challenging or aggressive behavior, speech/language delay, limited mobility, asthma or certain allergies. The
KIT Support Center and/or Inclusion Action Team is involved in these cases.

Significant disability or other special need (Requires accommodation in order to participate in group care) Examples include: Inability to use
Ianguage, needs assistance with self-care, blindness or deafness, severe and/or frequent seizures. These cases have been referred to the Inclusion
Action Team.

Update

Figure 43: CDC Special Needs Tab
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Fee Reports: The fee reports table allows you to enter the “# of children on
day of record” by quarter in each of the categories if applicable. The data in
the Weekly Fee and Military Payday Fee columns are editable by selecting the

icon. At the bottom of the table, you should enter the “total number of
CDC children in lower fee category due to approved hardship waiver”, if
applicable. The “totals” row and average fee (weekly/MPD) will update as data
is saved. The average Weekly Fee and Military Payday Fee is calculated by
multiplying the “# of Children on Day of Record” by the “Weekly Fee” or
“Military Payday Fee” for each category. You then take the sum of the results
and divide it by the total “# of Children on Day of Record”. You must select
“update” to save any data that was entered.

ollment Hourly Total Count Accreditation Inspection Special Needs | BEE

Quarter 2 Quarter 3 Quarter 4

Total Family Income # of Children on Day of Record
Weekly Fee*  Military Payday Fee * Dey
$0-$30,771 0 0 [
$30,772 - 37,362 0 0 ]
§37.363 - 548,352 0 0 l 1
$48,353 - 560,439 0 0 } |
§60,440 - 576,924 0 0
$76,925 - $88,960 0 0 ‘ 1
$88,961 - $104,658 0 0 ]
$104,659 - 5130,868 0 0 [ ]
$130,869 « 0 0 l ]
$130,869 + (Contractors) (] 0
Total: (]
Average Fee (Weekly/MPD): 0/0

[ Update |

3.8

Figure 44: CDC Fee Reports Tab

Installation View — Installation CDH Program Data

The CDH program data pane contains 3 tabs where data can be entered by Quarter
(1-4). All tabs will allow you to print data entered in the tables, minimize, maximize,
and close the tab. Each tab is described below.
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Installation Programs ~ Waiting List ~ Waiting List Summary Contacts List  Education  Annual Report BE | OFR

Program Name:
Chld Daseleoment Conter

Pem——T——— BICEE
Quarker 1 Quarter 2 Quarter 3 Quarter 4

Figure 45: CDH Program Data Main Pane

Components: The components tab consists of 4 tables where data by can
entered by quarter in each table.

# Active/In-Process Providers on DOR - For the monthly day of record, enter
the number of providers in the table for each provider type (active/in-
process). The totals row will update once the data is saved. The instructions
for entering data are listed above the table.

Of the above, how many - This table is a further breakdown of the data
entered in the table above where you enter the number of providers for the
categories listed by month.

Full/Part-time and Providers Own Children - For the monthly day of record,
enter the number of children for each age group. The totals row will update
once the data is saved. The instructions for entering data are listed above
the table.

Hourly Care Children - Enter the total number of Hourly Care visits during the
entire month for each age group. For example, a child who receives hourly
care 5 times is counted for 5 visits. The totals row will update once the data
is saved. The instructions for entering data are listed above the table.

You must select “update” to save the data entered in each table.
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INSTRUCTIONS: For monthly day of record. enter number of providers: INSTRUCTIONS: For menthly day of record, enter numbar of children

# Active/In-Process Providers on DOR Modeled October November December Full/Part-Time & Providers's Own Modeled October November December
0 Children
Current Active Providers:

Infants:

Current In-Process Providers: 2 1
Pretoddiers:
Total: 1 o o L] Toddlers:

Of the above, how many: October November December Preschool: U

Number of Providers who are NAFCC
aceredited: School Age:

Number of Providers who are pursuing
NAFCC accreditation:

Number of Providers who cared for
children with a special need:
INSTRUCTIONS: Enter the total numbar
wrly care S times is counted fo

Hourly Care Children

isits during the entire menth. For ex hild who receives
Number of Providers who provided e ing the entire mon! xample, a 0 receive:
ext

tended hours care:

November December
Number of group homes with more
than one provider: Infants;
Pretoddlers:
Toddlers:
Preschool:

School Age:

Total; o 0 o

Figure 45: CDH Components Tab

Special Needs: The special needs tab allows you to enter data by disability
type for each month in the quarter. The levels of disability are described
below as well as at the bottom of the table.

Mild disability or other special need - (Needs little to no accommodation to
participate in group care). Examples include: Chronic health condition that
does not require KIT/IAT involvement, wearing of glasses, temporary
disability like broken limb, minor food allergy. CYP professionals generally
handle these cases with no outside support from KIT or the Inclusion Action
Team.

Moderate disability or other special need - (Needs some accommodation to
participate in group care) Examples include: Chronic health condition that
does require KIT/IAT involvement, challenging or aggressive behavior,
speech/language delay, limited mobility, asthma, or certain allergies. The KIT
Support Center and/or Inclusion Action Team are involved in these cases.

Significant disability or other special need - (Requires accommodation in order
to participate in group care). Examples include: Inability to use language,
needs assistance with self-care, blindness, or deafness, severe and/or frequent
seizures. These cases have been referred to the Inclusion Action Team.

For October, enter the total humber of children, with the designated disability,
in attendance for Full Time Care, Part Time Care, and Hourly Care. Only count
each child once. For each successive month (Nov, Dec, Jan, etc.), enter only
the number of new children who enter the program during that month with
the designated disability. Only count each child once. You must select
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“update” to save any data that was entered. The FY year to date total and
the “totals” row will update as data is saved. The instructions for entering
data are listed above the table.

wponents  Special Needs  Fee Reports 1508&

Quarter 1 Quarter 2 Quarter 3 Quarter 4

INSTRUCTIONS: For October, enter the total number of children, with the designated disability, in attendance for Full
enter only the number of NEW children who entered the program during that menth with the designated disabilities. Co

Care, Part Time Care, and Hourly Care. Count each child only once. For each successive month (Nov, Dec, Jan, etc.
ach child only once.

Cumulative October New children New children  FY year to
total from entering in  entering in date total
previous November D 3
quarters

Mild disability or other special need: o 2
0 o
Moderate disability or other special need:
0 ]
significant disability or other special need:
Totals o o o o o

REEINITIONS
Mild disability or other special need
limb, ¢ food allergy. The CYP professi

f glasses, temporary disability like broken

disability or other special need in aggressive behavior, speech/language
asthma o 4

or othe indness or deafness, severs and/or frequent seizures

ignif qui
These cases have bean refarred to the Inclusion Action

Update

Figure 46: CDH Special Needs Tab

e Fee Reports: The fee reports table allows you to enter the “# of children on
day of record” by quarter in each of the categories if applicable. The data in

the Weekly Fee column is editable by selecting the “" jcon. At the bottom of
the table, you should enter the “total nhumber of CDH children in lower fee
category due to approved hardship waiver”, if applicable. You must select
“update” to save any data that was entered. The “totals” row and average
fee (weekly/MPD) will update as data is saved. The average Weekly Fee is
calculated by multiplying the “# of Children on Day of Record” by the “"Weekly
Fee” for each category. You then take the sum of the results and divide it by
the total “# of Children on Day of Record”.
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Components Special Needs Fee Reports | EEE
Quarter 1 Quarter 2 Quarter 3 Quarter 4
d W #
Category: Total Family Income Fea of Children on Day of Record
11 $0 - $30,771 0 L 1
211 $30,772 - $37,362 0 | ‘
311 §37,363 - 548,352 0 W ]
1V $48,353 - $60,439 0 [ ‘
L
o $60,440 - $76,924 0 /—
6-VI $76,925 - $88,960 0 l’ ‘
7-vII $88,961 - $104,658 0 L
8-VIIl $104,655 - $130,868 0 [ "
- $130,869 + 0 ]
oADXA | $130:869 + (Contracons) 0 l—l
Total: 0
Average Weekly Fee: 0
Total number of COH children in lower fee category due to approved hardship waiver: ‘ ‘
Update

Figure 47: CDH Fee Reports Tab

3.9 Installation View — Installation SAC Program Data

The SAC program data pane contains 6 tabs where data can be entered by Quarter
(1-4). All tabs will allow you to print data entered in the tables, minimize, maximize,
and close the tab. The Actual Enrollment tab is the only tab that will allow you to
export the table to Excel. Each tab is described below.

Installation Waiting List  Waiting List Contacts List  Education Annual Report n | E‘ED
Programs Summary

Program Name Program Type

Child Development Center coc

Child Development Home COH

[schol e 40 | s |

w P

|

Actual Encollment  Hourly Total Count  Accreditation  Inspection  Special Needs  Fee Reports EE | AR

Figure 48: SAC Program Data Main Pane

e Actual Enrollment: The actual enrollment table allows you to enter the
actual enrollment by component for each month in the quarter. You must
enter the highest enrollment for all services offered in the given month. If the
service is not offered in that month then enter 0. For example, in December if
the largest number of children enrolled for weekly before care was 35 and the
largest number for weekly after care was 67 and the largest for winter camp
was 88, then you would enter 35, 67, and 88 for those specific programs
under December. You would enter 0 for summer camp and spring camp for
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December. Do not count hourly children or children who paid the school year
daily fee for teacher in-service/workdays on this tab. Those children will be
counted in the “Hourly Total Count” tab. You must select “update” for the
month that data was entered to save. The total row will update as data is
saved. The instructions for entering data are listed above the table.

Actusal Eneollment

then aneer O, For examole, in Decembar 4 th

. Ber of chidren anroled for weeidy before cae was 35 00d the largest sumber for
s usder Decermber. You wauld ecner O far summer o

90 30703 camp hor Decembder. Do net count hously chidren or cNiden whe pad the

Compoment Type ool 8ol Oaly  Modeled  Prorated | October  Movember |~ December  Aver Protated
Session Wours - Encollment  Enroliment Akl Average
Weaks fncolimest  Actusl
[neoliment
2 Wnderanen ¢ »
A
Campamaiday 1" Et "3 4
Bafoee SO0l 3 3 i+ @
Aber Sehos! » 4 150 - Y
...... SRS cavece [EEEEEEN ccsens  cncees
TOTAL 10 0 0.00 °

Figure 49: SAC Actual Enrollment Tab

Hourly Total Count: You must enter the total number of Hourly Care visits
during the entire month (For example, a child who receives hourly care 5
times is counted for 5 visits) and the number of children who utilize school
year daily services. A child who attends the SAC program during 2 teacher
workdays or in-service days for that month and who pay the school year daily
fee would be counted as 2. You must select “"update” to save any data that
was entered. The total row will update as data is saved. The instructions for
entering data are listed above the table.

INSTRUCTIONS: Enter the total number of Hourly Care visits during the entire month (For example, a child who receives hourly care S times is counted for S visits) and the number of children who utilized
school year daily services. A child who attends the SAC program during 2 teacher workdays or in-service days for that month and who pay the school year daily fee would be counted as 2.

Hourly Total Count Accre

Quarter 3

October Hourly (Monthly November Hourly December Hourly
Count) (Monthly Count) (Monthly Count)
School Age:
Total: o 0 o
Update

Figure 50: SAC Actual Hourly Total Count Tab

Accreditation: The accreditation table allows you to enter dates in the
format of mm/dd/yyyy or by selecting a date using the ‘Date Picker’ icon. For
COA Accreditation, CNIC will insert the Date of COA Accreditation and CNIC
Waiver End Date, if applicable to the program. After each COA annual report
is submitted, the installation manager will select the date the annual report
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(1st, 2nd, or 3rd) was submitted. During accreditation renewal, the
installation manager will select the appropriate dates as each step of the
renewal process is taken. You are not allowed to select future dates as all
dates must show when the actual steps were completed. To save current or
updated data, check "I have reviewed and verified this information" then click
"Update". The instructions for entering data are listed above the table.

Actual Enrollment Hourly Total Count Accreditation In

Quarter 2 Quarter 3 Q

Instructions: CNIC will insert the Date of COA Accreditation and CNIC Waiver End Date, if applicable to program. After each COA annual report is submitted, the installation manager will select the date that
annual report (1st, 2nd, or 3rd ) was submitted. Upon time for renewal, the installation manager will select the appropriate dates as each step of the renewal process is taken, Do NOT select future dates; all
dates are dates the actual steps WERE completed on. To save current or updated data, check "I have reviewed and verified this information” then click "Update",

COA Accreditation

Date of COA Accreditation

1 Year Annual Report Due Date:
2 Year Annual Report Due Date:

3 Year Annual Report Due Date:

COA Accreditation Renewal

Application Due Date:

Intake Call Due Date:

Self-Study Due Date:

Site Visit Due Date:

1 Year Annual Report Submitted:
2 Year Annual Report Submitted:

3 Year Annual Report Submitted:

Application Submitted:
Intake Call Initiated:
Self-Study Submitted:

Site Visit Completed:

EEE

EHEEE

Actu:

Quarter 1

CNIC Waiver End Date:

1 have reviewed and verified this information,

Update

Figure 51: SAC Accreditation Tab

Inspection: The inspection table allows you to enter dates in the format of
mm/dd/yyyy or by selecting a date using the ‘Date Picker’ icon. For all
installation inspections, enter the dates of the most recent of each inspection
(Annual CNIC, MDTI, Comp Fire, Comp Safety, and Comp Sanitation) even if
they occurred in the previous fiscal year. Throughout the current fiscal year,
update this tab if/when the annual installation inspections are conducted
again. To save current or updated data, check "I have reviewed and verified
this information" then click "Update". The instructions for entering data are
listed above the table.

al Enrollment  Hourly Total Count

| EEE

Quarter 2 Quarter 3

For all

ye

enter the dates of the most recent of each inspection (Annual CNIC, MDTI, Comp Fire, Comp Safety, and Comp Sanitation) even if they occurred in the previous fiscal

ar. Through the current year, update this tab if/when these annual installation inspections are conducted again.

CNIC Certification

Final Date of Annual

MDTI to Start By MDTI Inspection Date Inspection Type Inspection Completion Date DoD Certificate to

Inspection Operate Expiration Date
3 Comprehensive Fire Inspection 3
| -
Comprehensive Safety Inspection ]
Comprehensive Sanitation ™z
Inspection il

1 have reviewed and
verified this information.

Update

Figure 52: SAC Inspection Tab
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Special Needs: The special needs table allows you to enter data by disability
type for each month in the quarter. The levels of disability are described
below as well as at the bottom of the table.

Mild disability or other special need - (Needs little to no accommodation to
participate in group care). Examples include: Chronic health condition that
does not require KIT/IAT involvement, wearing of glasses, temporary
disability like broken limb, minor food allergy. CYP professionals generally
handle these cases with no outside support from KIT or the Inclusion Action
Team.

Moderate disability or other special need - (Needs some accommodation to
participate in group care) Examples include: Chronic health condition that
does require KIT/IAT involvement, challenging or aggressive behavior,
speech/language delay, limited mobility, asthma, or certain allergies. The KIT
Support Center and/or Inclusion Action Team are involved in these cases.

Significant disability or other special need - (Requires accommodation in order
to participate in group care). Examples include: Inability to use language,
needs assistance with self-care, blindness, or deafness, severe and/or frequent
seizures. These cases have been referred to the Inclusion Action Team.

For October, enter the total number of children, with the designated disability,
in attendance for Full Time Care, Part Time Care, and Hourly Care. Only count
each child once. For each successive month (Nov, Dec, Jan, etc.), enter only
the number of new children who enter the program during that month with
the designated disability. Only count each child once. You must select
“update” to save any data that was entered. The FY year to date total and
the “totals” row will update as data is saved. The instructions for entering
data are listed above the table.
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Actual Enrollment Hourly Total Count Accreditation Inspection Special Needs Fee Reports | QE]@

Quarter 1

Quarter 2

INSTRUCTIONS: For October, enter the total number of children, with the designated disability, in attendance for Full Time Care, Part Time Care, and Hourly Care. Count each child only once. For each
successive month (Nov, Dec, Jan, etc.), enter only the number of NEW children who entered the program during that month with the designated disabilities. Count each child only once.

Cumulative October  New children New children  FY year to

total from enteringin  entering in  date total
previous November Decem!
quarters
Mild disability or other special need: L L
i 0 0
Moderate disability or other special need:
R Sty 1 0 0
significant disability or other special need:
Totals o o o o o

DEFINITIONS
Mild disability or other special need (Needs little to no accommodation to participate in group care) Examples include: Chronic health condition that does not require KIT/IAT involvemant, wearing of
glaszes, temporary disability like broken limb, minor food allergy. The CYP professionals generally handle these cases with no outside support from KIT or the Inclusion Action Team.

Moderate disability or other special need (Needs some accommodation to participate in group care) Examples include: Chronic health condition that does require KIT/IAT involvement, challenging or
aggressive behavior, speech/language delay, limited mobility, asthma or certain allergies, The KIT Support Center and/or Inclusion Action Team is involved in these cases.

Significant disability or other special need (Requires accommodation in order to participate in group care) Examples include: Inability to use language, needs assistance vith self-care, blindness or
deafness, severe and/or frequent seizures. These cases have been refemred to the Inclusion Action Team.

Update

Figure 53: SAC Special Needs Tab

Fee Reports: The fee reports table allows you to enter the “# of children on
day of record” by quarter in each of the categories. The data in the Before
School MPD Fee, After School MPD Fee, Before & After MPD Fee, and Full Day

Camp Weekly Fee columns are editable by selecting the “icon. At the
bottom of the table, you should enter the “total number of SAC children in
lower fee category due to approved hardship waiver”, if applicable. The
Average Fee will not compute unless the # number of children are entered for
every category (please enter 0 if there are none). You must select “update” to
save any data that was entered. The “totals” row and average fee will update
as data is saved. The average Fee is calculated by multiplying the “Before
Only # of Children”, “After Only # of Children”, “Before and After Care # of
Children”, or “Full Day Camp # of Children” by the corresponding “Weekly
Fee” or “Military Payday Fee” for each category. You then take the sum of the
results and divide it by the corresponding total for "Before Only # of Children”,
“After Only # of Children”, “Before and After Care # of Children”, or “Full Day
Camp # of Children”.
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[ ialE3)
Quarter 3
School Age Care
Before After School  Before &  Full Day Camp
TotalFamilty  SMOOVMPD ypp g AROTMPD by Fee  Befors Only #of AfterOnly #of  Before and After  Full Day Camp #
Category: Income Fee " Fee" Children Children Care # of Children of Children
11 $0-$30.771 0 0 0 0 ‘ \ [ ‘
$30,772 - 0 (] ° 0 | [ |
+n $37,362 | | |
$37,363 - 0 ) ] 0 [ [
3 $48,352 1 |
$48,353 - ) ] (1} 0 [ |
41v <50.439 [ |
$60,440 - 0 0 ] 0 [ ] | |
Y 576,924 | ]l | il L
$76,925 - 0 0 0 0 [ |
ik 588,960 \ |
$88,961 - 0 0 0 0 1
v $104,658 [ |
$104,655 - 0 ) 0 0
8-viI 130,968 \ '
o-IX $130,869 + 0 0 1] 0 [ ‘
$130,869 + 0 0 0 0 [ ]
SA-IXA (Contractars) { 1 ‘ 1
Total: o 0 o o
Average Fee: 0 ) o 0
Total number SAC children in lower fee category due to approved hardship waiver: f )
Update

Figure 54: SAC Fee Reports Tab

3.10 Installation View — Installation YTH Program Data

The YTH program data pane contains 4 tabs where data can be entered by Quarter
(1-4). All tabs will allow you to, minimize, maximize, and close the tab. The
Inspection tab is the only tab that will allow you to export the table to Excel and all
tabs allow you to print the table displayed except the Registered Users tab. Each tab
is described below.

=

Installation Waiting List w ist ducation | ElE”E
Programs Su

Program Name Program Type
Chinhae Mini-COC/CDGH coc

S S B

Volume Participation Registered Users Inspection Special Needs | EEE

Figure 54: YTH Program Data Main Pane

e Volume Participation: The volume participation table allows you to enter
total participants by component for each month in the quarter. You must
enter the total enrollment for all services offered in a given month. If the
service is not offered in that month, then enter 0. For example, if Open Rec is
offered four times a week you should add the total humber of children/youth
who attended each of those days Open Rec was offered during that month. If
Field Trips were offered twice in the month, you should enter the total
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number of children/youth who participated in both events. For Sports
Leagues, you should enter the total number of children/youth enrolled for the
league each month the league is in session (do not enter the number of
children/youth who participated each time they played or practiced). You
must select “update” for the month that data was entered to save. The total
row and FY year to date total will update as data is saved. The instructions
for entering data are listed above the table.

Volume Participation  Registered Users nspection  Spe Needs BE | OF®

Quarter 1 Quarter 2

INSTRUCTIONS: Enter the total enroliment for all services offered in the given month, If the service is not offered in that month, then enter 0. For example, if Open Rec is offered four times a week, add

the total number of children/youth who attended each of those 16 or so days that Open Rec was offered during that month. If you offered Field Trips twice in the month, you would enter the total number

of children/youth who participated in both events. For Sports Leagues, though, enter the total number of children/youth ENROLLED for the league each month the league is in session - NOT the number of

children/youth who participated each time they played or practiced.
Component Name Component Age Group Enrollment  Cumalative October Total November December FY year to

ype total from  Participants Total Total date total
previous Participants = Participants
quarters
Youth Dances Communtiy  Youth/Teens 6- 6 0 0
Events 18
Trips and Tours Teen Program  Teens 13-18 10 0 0
Special Events/Holidays Teen Program  Youth/Teens 6- 30 0 0
18
Parents Night Out Communtiy  All Youth 0-18 15 0 0
Events.
Open Recreation Teen Teen Program  Teens 13-18 10 0 0 Mg
TOTAL 0 0 0 0 0
Update Update Update
O

Figure 55: YTH Volume Participation Tab

Registered Users: The registered users table allows you to enter the number
of registered users by age span on each Day of Record (last workday of the
month). Registered users are those youth who have completed enrollment
cards/forms signed by the parent within one year of each month's day of
record. This enrollment card/form enables the youth to participate in any
Youth or Teen Center activity. The Registers Users Total, Registered Users
as a percentage of DMDC and FY year to date total will update as data is
entered. The Registered Users as a Percentage of DMDC is calculated by
taking the “Registered Users” total and dividing it by the "DMDC Number” for
that month. You must select “update” to save the data that was entered. The
instructions for entering data are listed above the table.

Volume Participation Registered Users  lnspection
Quarter 1 Quarter 2 Quarter 3 Quarte
INSTRUCTIONS: Enter the number of registered users of the Youth Program by age span on each Day of Record (last workday of the month). Registered users are those youth who have completed enrcliment cards/forms signed by the
parent within ane year of each month's day of record, This enrollment card/form enables the youth to participate in any Youth or Teen Canter activity.
Registered Users on Cumulative total for previous October November December FY year to date total
DOR quarters
DMDC Number 51 51 51
Reglstered Usars: Ages 0 0
Under §
Registered Users: Ages § 0 0
to12
Registared Usars: Ages 13 0 0
to 18
Registered Users Total 0 0 0 0 0
Registered Users as a 0.00% 0,00% 0.00%
percentage of DMDC
Update
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Figure 56: YTH Registered Users Tab

Inspection: The inspection table allows you to enter dates in the format of
mm/dd/yyyy or by selecting a date using the ‘Date Picker’ icon. For all
installation inspections, enter the dates of the most recent of each inspection
(Annual CNIC, MDTI, Comp Fire, Comp Safety, and Comp Sanitation) even if
they occurred in the previous fiscal year. Throughout the current fiscal year,
update this tab if/when the annual installation inspections are conducted
again. To save current or updated data, check "I have reviewed and verified
this information" then click "Update". The instructions for entering data are
listed above the table.

" Volume participation  Registered Users  Tnspection  Special Needs B8 | A6

Quarter 1 Quarter 2 Quarter 3 Quarter 4

Instructions: For all installation inspections,
currant year, update this tab if/when these an

ates of the most recent of each inspection (Annual CNIC, MDTL, Comp Fire, Comp Safety, and Comp Sanitation) even if they occurred in the previcus fiscal year, Through the
ation inspections are conducted again.

CNIC Certification

Final Date of Annual MDTI to Start By MDTI Inspection Date Inspection Type Inspection Completion Date DoD Certificate to

Inspection Operate Expiration Date
:] Comprehensive Fire Inspection ]
Comprehensive Safety Inspection |
Comprehensive Sanitation Inspaction '_]

Figure 57: YTH Inspection Tab

Special Needs: The special needs table allows you to enter data by disability
type for each month in the quarter. The levels of disability are described
below as well as at the bottom of the table.

Mild disability or other special need - (Needs little to no accommodation to
participate in group care). Examples include: Chronic health condition that
does not require KIT/IAT involvement, wearing of glasses, temporary
disability like broken limb, minor food allergy. CYP professionals generally
handle these cases with no outside support from KIT or the Inclusion Action
Team.

Moderate disability or other special need - (Needs some accommodation to
participate in group care) Examples include: Chronic health condition that
does require KIT/IAT involvement, challenging or aggressive behavior,
speech/language delay, limited mobility, asthma, or certain allergies. The KIT
Support Center and/or Inclusion Action Team are involved in these cases.

Significant disability or other special need - (Requires accommodation in order
to participate in group care). Examples include: Inability to use language,
needs assistance with self-care, blindness, or deafness, severe and/or frequent
seizures. These cases have been referred to the Inclusion Action Team.
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For October, enter the total nhumber of children, with the designated disability,
in attendance for Full Time Care, Part Time Care, and Hourly Care. Only count
each child once. For each successive month (Nov, Dec, Jan, etc.), enter only
the number of new children who enter the program during that month with
the designated disability. Only count each child once. You must select
“update” to save any data that was entered. The FY year to date total and
the “totals” row will update as data is saved. The instructions for entering
data are listed above the table.

B B6E

INSTRUCTIONS: For October, enter the total number of children, with the designated disability, in attendance for Full Time Care, Part Time Care, and Kourly Care, Count each child only once. For each successive month (Nov, Dec.
Jan, #tc.), enter only the number of NEW children who entered the program during that month with the designated disabilities. Count each child only once.

Disability/Need Cumulative October New children New children  FY year to
total from entering in  entering in  date total
previous November December
quarters

Mild disability or other special need: g -

0 0
Moderate disability or other special need:

0 0
Significant disability or other special need:

Totals 0 0 0 ) 0

DEFINITIONS
Mild disability or other special need (Needs little to no accommodation to participate in group care) Examples does not require KIT/IAT involvement, wearing of glasses, temporary disability

like beoken limb, minor food allergy. The CYP professionals generally handle these cases with no oul the Inclusion Action Team.

Moderate disability or other special nead (Nesds some accommodation to participate In group care) Examples
speach/lang: N thma or certain allergies. The KIT Support Center and/or Inclusion Action Te
Significant ity or other special need (Requires accommodation in order to participate in group care) Examples inclu
frequent seizures. These cases have baen referred to the Inclusion Action Team.

Update

Chronic health condition that doas require KIT/IAT involvement, challenging or aggressive behavier,
in these cases.

Inability to use language, needs assistance with self-care, blindness or deafness, savare and/cr

Figure 58: YTH Special Needs Tab

Installation View — Installation 24/7 Program Data

The 24/7 program data pane contains 4 tabs where data can be entered by Quarter
(1-4). All tabs will allow you to, minimize, maximize, and close the tab. The
Components and Special Needs tabs are the only tabs that will allow you to print the
table displayed. Each tab is described below.

Installation Programs ~ Waiting List ~ Waiting List Summary ContactsUist  Educaion  Annual Report B8 | DE®

[Program Name Program Type
Child Developmant Canter Line Cresk

Child Development Center Fort Story Modular

Child Developmant Canter Lice Cresk MILCON

Child Development Canter Fort Story

247 Canter

Components  Special Needs  Inspection  Fee Reports ClAEE

Figure 59: 24/7 Program Data Main Pane
Components: The components table allows you to enter the number of

children by age group and attendance type by quarter. For the monthly day
of record, you should enter the number of children enrolled for all shifts in
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24/7 Centers for Full-Time and Part-Time care. For hourly care enter the total
number of Hourly Care visits during the entire month. For example, a child
who receives hourly care 5 times during the month is counted for 5 visits.
You must select “update” to save any data that was entered. The total row
will update as data is saved. The instructions for entering data are listed
above the table.

October November December
Full Time PartTime  Hourly (Monthly  Full Time PartTime  Hourly (Monthly | Full Time PartTime  Hourly (Monthly
Count) Count)

Figure 60: 24/7 Components Tab

Special Needs: The special needs table allows you to enter data by disability
type for each month in the quarter. The levels of disability are described
below as well as at the bottom of the table.

Mild disability or other special need - (Needs little to no accommodation to
participate in group care). Examples include: Chronic health condition that
does not require KIT/IAT involvement, wearing of glasses, temporary
disability like broken limb, minor food allergy. CYP professionals generally
handle these cases with no outside support from KIT or the Inclusion Action
Team.

Moderate disability or other special need - (Needs some accommodation to
participate in group care) Examples include: Chronic health condition that
does require KIT/IAT involvement, challenging or aggressive behavior,
speech/language delay, limited mobility, asthma, or certain allergies. The KIT
Support Center and/or Inclusion Action Team are involved in these cases.

Significant disability or other special need - (Requires accommodation in order
to participate in group care). Examples include: Inability to use language,
needs assistance with self-care, blindness, or deafness, severe and/or frequent
seizures. These cases have been referred to the Inclusion Action Team.

For October, enter the total number of children, with the designated disability,

in attendance for Full Time Care, Part Time Care, and Hourly Care. Only count
each child once. For each successive month (Nov, Dec, Jan, etc.), enter only
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the number of new children who enter the program during that month with
the designated disability. Only count each child once. You must select
“update” to save any data that was entered. The FY year to date total and
the “totals” row will update as data is saved. The instructions for entering
data are listed above the table.

INSTRUCTIONS: For October, enter the total number of children, with the designated disability, In attendance for Full Time Care, Part Time Care, and Hourly Care. Count each child anly once. For each successive manth (Nov, Dec, Jan, etc.), enter only
the number of NEW children who entered the program during that month with the designaced disabilities. Count each child only oace.

October New d\ldnﬂ New children  FY year to

Cumulative
total from in  date total
previous Novmnb«
quarters
Mild disability or other special need: 0 [ o
Moderate disability or other special need: - [ g
Significant disability or other special need: - i | .
Totals 0 0 ) 0 0
DEFINITIONS
nlld disability or other special need (Needs lxtle to no accommodats O o participate in group care) Examples include: Chronic health condition that does not require KIT/IAT involvement. wearing of glasses, temporary disability Nce broken limb,
o food alergy: The OYb proestionsi generlly hanchathese cases wih n outide support from KIT o the Incison Acon Team.

nodmudmwuyummsp«nlmd Needs some accomm o pa oup care) Examples indhude: Chronic haalth condition that does require KIT/IAT invoivement, challenging or aggressive behavior, speech/language delay,
bmited mobiity, asthma or certain allergies. The KIT Support Center and/or Inclusion Action Team is involved in these cases.

Significant disability or other special need (Recuires accommodation in order to participate in group care) Examples include: Inability to use language. needs assistance with self-cara, blindness or deafness, sevare and/cr frequent seures. These
cases have been referred to the Inclusion Action Team.

Update
e —

Figure 61: 24/7 Special Needs Tab

e Inspection: The inspection table allows you to enter dates in the format of
mm/dd/yyyy or by selecting a date using the ‘Date Picker’ icon. For all
installation inspections, enter the dates of the most recent of each inspection
(Annual CNIC, MDTI, Comp Fire, Comp Safety, and Comp Sanitation) even if
they occurred in the previous fiscal year. Throughout the current fiscal year,
update this tab if/when the annual installation inspections are conducted
again. To save current or updated data, check "I have reviewed and verified
this information" then click "Update". The instructions for entering data are
listed above the table.

Instructions: For all instalation Inspection
¥l'when these annval installacion inspections are

CNIC Certification

Final Date of Annual MOTI to Start By MOTI Inspection Date Inspection Type Inspection Completion Date DoD Certificate to Operate
Inspection Expiration Date
'_J :rJ] Comprehensive Fire Inspaction ‘_] :
Comprehensive Safety Inspection z]
Comprehensive Sanitation Inspection "_]

T have reviewed and verified this
information,

Update J

Figure 62: 24/7 Inspection Tab

¢ Fee Reports: The fee reports table allows you to enter the “# of children on
day of record” by quarter in each of the categories if applicable. You should
enter all children enrolled full-time or part-time in each program on the Day
of Record (last workday of each quarter). Include the first child and all
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additional children in the family under the fee category that applies to the
family but enter each child individually (The Average Fee will not compute
unless the “# number of children on day of record” is entered for every
category and 0 is entered if there are none). The data in the Weekly Fee and

Military Payday Fee columns are editable by selecting the “jcon. At the
bottom of the table, you should enter the “total number of 24/7 children in
lower fee category due to approved hardship waiver”, if applicable. The
“totals” row and average fee (weekly/MPD) will update as data is saved. The
average Weekly Fee and Military Payday Fee is calculated by multiplying the
“# of Children on Day of Record” by the “Weekly Fee” or “Military Payday Fee”
for each category. You then take the sum of the results and divide it by the
total “# of Children on Day of Record”. You must select “update” to save any
data that was entered.

Inspection Fee Reports
Quarter 4
24/7 Centers
Category: Total Family Income Weekly Fee ltary Payday Fee # of Children on Day of Record
11 $0- 43071 0 0
211 $30.772 - $37.362 0 0
37,363 - $48.. ) )
3m $37,363 - 548,352 0 0
41V $48,353 - $60.439 0 0
sv $60,440 - $76,924 0 0
V1 $76.925 - $88,960 0 0
- §104, ) )
7-vi1 $88,961 - 104,658 ¢ 0
$-vin $104,659 - $130,868 0 0
e $130,869 0 0
OADAA $130,859 = (Contractors) 0 0
Total: 0
Average Fee (Weekly/MPD): 0/0
Total number 24/7 children in lower fee category due to approved hardship waiver: | |
| Update

Figure 63: 24/7 Fee Reports Tab

Installation View — Installation YP Program Data

The YP program data pane contains 3 tabs where data can be entered by Quarter (1-
4). All tabs will allow you to, minimize, maximize, and close the tab. All tabs allow
you to print the table displayed except the Registered Users tab. The Business Line
tab is the only tab that allows you to export the table to Excel. Each tab is described
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Installation Waiting Li ontacts List  Education BE | OEE

Programs

Program Name Program Type
Child Developmant Center coc
2417 247
Child Development Home CDH
Stheal Age Care SAC
Yeuth Program TH

BE | DEE

Figure 64: YP Program Data Main Pane

Business Lines: The business line table displays all business lines for the YP
Program by quarter. If you select a business line, the tabs associated for
each business line will display for data entry which will be discussed for each
in the Business Line Data sections.

Business Lines  Registered Users  Special Needs B8 | 08m

Quarter 1 Quarter 2 Quarter 3 Quarter 4

Businass Line Name Business Line Type Dafault Cost Center
Community Events Cammunity Events YTH Cest Canter
Rec PS REC Preschaal ¥TH Cost Canter
RSAP RSAP ¥TH Cest Canter
SAC SAC SAC Cost Center
Tasns Taans ¥TH Cost Canter

¥sF YsF TH Cost Center

Figure 65: YP Business Line Name Tab

Registered Users: The registered users table allows you to enter the number
of registered users by age span on each Day of Record (last workday of the
month) by quarter. Registered users are those youth who have completed
enrollment cards/forms signed by the parent within one year of each month's
day of record. This enrollment card/form enables the youth to participate in
any Youth or Teen Center activity. The Registers Users Total, Registered
Users as a percentage of DMDC and FY year to date total will update as
data is entered. The Registered Users as a Percentage of DMDC is calculated
by taking the “Registered Users” total and dividing it by the "DMDC Number”
for that month. You must select “"update” to save the data that was entered.
The instructions for entering data are listed above the table.
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Business Lines Registered Users  Spe

Quarter 1 Quarter 2

INSTRUCTIONS: Enter th,
in one year

gistered usars of the Youth Program by a
of each month's day of record. w

9 each Day last workday of the month). Registered users are those youth who have completed enroliment cards/forms signed by the
nrollment card/form enables the youth to participate in any Youth or Te activity.
Registered Users on Cumulative total from October Novem ber December FY year to date total
previous quarters

OMOC Number 356 356 356

Ragistered Users: Ages 0 A 120
4 )
Under 9 10 ) xn

3 Ages 9 0
i . 20 50 80 -

agisters:

R
&

Registered Users: Ages 13 0 . 80
Rapatrsd User ges 1 0 2 © % 1
Registered Users Total 0 60 150 240 450

Registered Users as a 16.85% 42.13% 67.420%
percentage of DMDC

Update

Figure 66: YP Registered Users Tab

Special Needs: The special needs table allows you to enter data by disability
type for each month in the quarter. The levels of disability are described
below as well as at the bottom of the table.

Mild disability or other special need - (Needs little to no accommodation to
participate in group care). Examples include: Chronic health condition that
does not require KIT/IAT involvement, wearing of glasses, temporary
disability like broken limb, minor food allergy. CYP professionals generally
handle these cases with no outside support from KIT or the Inclusion Action
Team.

Moderate disability or other special need - (Needs some accommodation to
participate in group care) Examples include: Chronic health condition that
does require KIT/IAT involvement, challenging or aggressive behavior,
speech/language delay, limited mobility, asthma, or certain allergies. The KIT
Support Center and/or Inclusion Action Team are involved in these cases.

Significant disability or other special need - (Requires accommodation in order
to participate in group care). Examples include: Inability to use language,
needs assistance with self-care, blindness, or deafness, severe and/or frequent
seizures. These cases have been referred to the Inclusion Action Team.

For October, enter the total number of children, with the designated disability,
in attendance for Full Time Care, Part Time Care, and Hourly Care. Only count
each child once. For each successive month (Nov, Dec, Jan, etc.), enter only
the number of new children who enter the program during that month with
the designated disability. Only count each child once. You must select “update”
to save any data that was entered. The FY year to date total and the “totals
row will update as data is saved. The instructions for entering data are listed
above the table.

14
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Business Lines  Registered Users  Special Needs 1288

Quarter 1 Quarter 2 Quarter 3 Quarter 4

INSTRUCTIONS: For October, enter the total number of children, with the designated disabllity, in attendance for Full Time Care, Part Time Care, and Hourly Care. Count each child only once. For each successive month (Nov, Dec.
Jan, etc.), enter only the number of NEW children who entered the program during that month with the designated disabilities. Count each child only once.

Disability/Need Cumulative October New children New children  FY year to

total from entering in  entering in date total
previous November ber
quarters
i dieabili [ [
Mild disability or other special need:
0 0
Moderate disability or other special need:
Significant disability or other special nead: g =
Totals o o o o o

DEFINITIONS
Mild disability or other special need (Needs little to no accommodation to particiy pm :;vo p :a re) Examples include: Chronic haalth condition that does not require KIT/IAT involvement, wearing of glasses, temporary disability
like broken limb, minor food allergy. The CYP professionals generally handle these cases 0 outside support from KIT or the Inclusion Action Team.

Moderate disability or other special need (Needs some sccommaodation to participate in group care) Examples include: Chronic health condition that does require KIT/IAT invelvement, challenging or aggressive behavior,
Gonech/laniion dulay; Nt mobilhy; aathoma’or cartas alfrgles, Tht KT Shipport Cuaber acrl/ o Inchunion Acton Tas I tnvohiad v Eaese Cabes:

Significant disability or other special need (Regquires accommodation in order to participate in group care) Examples include: Inability to use language, needs assistance with self-care, blindness or deafness, severs and/or
A SV GE TFio chsas hard bR A 1 i TRty RENCA TR

Update

Figure 67: YP Special Needs Tab

3.13 Installation View — Community Events Business Line Data

The Community Events Business Line allows you to enter data by quarter for actual
enrollment for each event. The actual enrollment tab allows you to export the table
to Excel, print, minimize, maximize, and close the tab. The Average Participants is a
display only column taken from data entered in EMS and the total row will update as
data is entered. You must select “update” to save any data that was entered.

Business Line Name Business Line Type Default Cost Center
lcommunity vente | CommunibEent | VTHCmCoi |
Rae bS REC Prascheel YTH Cest Canter
RsAP REAP YTH Cost Center

SAC SAC SAC Cost Cantar
Tetns Teens YTH Cost Center

YSF YEF ¥TH Cost Canter

|
Actual Envollmant BEEIDEE

Quarter 1 Quarter 2 Quarter 3 Quarter 4

Average Novembaer
Participants

Figure 68: Community Events Actual Enrollment Tab

3.14 Installation View — Rec PS Business Line Data

The Rec PS Business Line contains 2 tabs where data can be entered by Quarter (1-
4). All tabs will allow you to export the table to Excel, print, minimize, maximize, and
close the tab. Each tab is described below.

e Actual Enrollment: The actual enrollment table allows you to enter the
actual enrollment by Event for each month in the quarter. The Average
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Participants is a display only column taken from data entered in EMS and the
total row will update as data is entered. You must select “update” to save
any data that was entered.

Business Line Name Business Line Type Default Cost Center
Community Evants Community Evants YTH Cost Canter
pers — | oo | rmomcen |
RSP RSAP YTH Cost Canter

SAC SAC SAC Cost Center
Teans Teans YTH Cost Canter

YSF YSF YTH Cost Center

Actual Envellment  Inspection B8 | 00®

Quarter 1 Quarter 2 Quarter 3 Quarter 4

Evant Name Custodial Average October November | December
Care Participants
Event 5
zzEaEz ==EzaE ===z =z=zax
TOTAL H [

Update Update Updat

Figure 69: Rec PS Actual Enrollment Tab

Inspection: The inspection tab will only display when the Rec PS business
line has a dedicated facility identified in EMS. The inspection table allows you
to enter dates in the format of mm/dd/yyyy or by selecting a date using the
‘Date Picker’ icon. For all installation inspections, enter the dates of the most
recent of each inspection (Annual CNIC, MDTI, Comp Fire, Comp Safety, and
Comp Sanitation) even if they occurred in the previous fiscal year.
Throughout the current fiscal year, update this tab if/when the annual
installation inspections are conducted again. To save current or updated
data, check "I have reviewed and verified this information" then click
"Update". The instructions for entering data are listed above the table.

Business Line Name Business Line Type Default Cost Center
Community Events Community Events YTH Cost Canter
s T i ool |

RSAP RSAP YTH Cost Canter
SAC SAC SAC Cost Center
Teens Teans YTH Cost Center
YSF YSF YTH Cost Center

e
Actual Enrollment | EEE

Quarter 1

Instructions: For all installation inspections, enter the dates of the most recent of each inspection (Annual CNIC, MOTI, Comp Fire, Comp Safety, and Comp Sanitation) even if they occurred in the previcus fiscal year. Through the
current year, update this tab if/when these annual installation inspections are conducted again.

CNIC Cartification

Final Date of Annual MDTI to Start By MDTI Inspection Date Inspection Type Inspection Completion Date 00D Certificate to
Inspection Operate Expiration Date
] Comprehensive Fice Inspection '_]
i i
Comprehansive Safety Inspection :]

Comprehensive Sanitation Inspection |
P pe i)

1 have reviewed and

verified this information,

Update

Figure 70: Rec PS Inspection Tab
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Installation View — RSAP Business Line Data

The RSAP Business Line contains 2 tabs where data can be entered by Quarter (1-4).
All tabs will allow you to export the table to Excel, print, minimize, maximize, and
close the tab. Each tab is described below.

Fec PS

SAC
Teans

l\li ness ﬂn! Hlmo usiness Line Type u nter

Community Evants Community Events ¥TH Cost Centar

Actual Enrollment Inspection “ I EIEI\E
Quarter 1

Actual Enrollment: The actual enrollment table allows you to enter the
actual enrollment by Event for each month in the quarter. The Average
Participants is a display only column taken from data entered in EMS and the
total row will update as data is entered. You must select “update” to save
any data that was entered.

REC Preschoal YTH Cost Center

SAC SAC Cost Center
Teans YTH Cost Centar
YSF YTH Cost Center

Event Type Average October November December
Participants

Open Rac - Weakdsy 5 1

oL 5 1 0 T
Update Update Update

Figure 71: RSAP Actual Enroliment Tab

Inspection: The inspection tab will only display when the RSAP business line
has a dedicated facility identified in EMS. The inspection table allows you to
enter dates in the format of mm/dd/yyyy or by selecting a date using the
‘Date Picker’ icon. For all installation inspections, enter the dates of the most
recent of each inspection (Annual CNIC, MDTI, Comp Fire, Comp Safety, and
Comp Sanitation) even if they occurred in the previous fiscal year.
Throughout the current fiscal year, update this tab if/when the annual
installation inspections are conducted again. To save current or updated
data, check "I have reviewed and verified this information" then click
"Update". The instructions for entering data are listed above the table.
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Business Line Name Business Line Type  Default Cost Center
Community Events Community Events YTH Cost Center

Rec P5 REC Preschool YTH Cost Canter

SAC SAC SAC Cost Center
Teens Teens YTH Cost Center
YSF YSF YTH Cost Canter

cent of each Inspection (Annual CNIC, MDTL, Comp Fire, Comp Safety, and Comp Sanitation) even if they occurred in the previous fiscal year. Through the
cument year, update this tab if/when these annual installation inspactions are conducted again.

CNIC Certification

Final Date of Annual MDTI to Start By MDTI Inspection Date Inspection Type Inspaction Completion Date DoD Certificate to

Tnspection Operate Expiration Date
| Comprehensive Fire Inspection ]

- -

Comprehensive Safety Inspaction _'—]

Comprehensive Sanitation Inspection |

1 have reviewed and
verified this information.

Update

Figure 72: RSAP Inspection Tab
3.16 Installation View — SAC Business Line Data

The SAC Business Line contains 5 tabs where data can be entered by Quarter (1-4).
All tabs will allow you to print, minimize, maximize, and close the tab. The Actual
Enrollment, Accreditation, and Inspection tabs allow you to export the tables to
Excel. Each tab is described below.

e Actual Enrollment: The actual enrollment table allows you to enter the
actual enrollment by component for each month in the quarter. You must
enter the highest enrollment for all services offered in the given month. If the
service is not offered in that month then enter 0. For example, in December if
the largest number of children enrolled for weekly before care was 35 and the
largest number for weekly after care was 67 and the largest for winter camp
was 88, then you would enter 35, 67, and 88 for those specific programs
under December. You would enter 0 for summer camp and spring camp for
December. Do not count hourly children or children who paid the school year
daily fee for teacher in-service/workdays on this tab. Those children will be
counted in the “Hourly Total Count” tab. You must select “update” for the
month that data was entered to save. The total row will update as data is
saved. The instructions for entering data are listed above the table.
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Default Cost Center
YTH Cost Center
YTH Cost Center

Business Line Type

Community Events

REC Preschool
RSAP
Teens
YSF

YTH Cost Canter

YTH Cost Canter
YTH Cost Center

< (O] el c3}

INSTRUCTIONS: Enter the highest enroliment for all services offered in the given month. If the service is not offered in that month then enter 0. For example, in December if the largest number of children enrolled for weekly
before care was 35 and the largest number for weekly after care was 67 and the largest for winter camp was 88, then you would enter 35, 67, and 88 for those specific programs under December. You would enter O for summer camp
and spring camp for Decembar. Do not count hourly children or children who paid the school year daily fee for teacher in-service/workdays on this tab. Those children will be counted on the 'Hourly Total Count’ tab.

BAC Component Name Component Type » of # of Daily  Modeled Prorated October  November December  Average Prorated
Session Hours. Enrollment  Enrollment Actual Average
Weeks Enrollment Actual
nrollment
Fomponent 1/2 Kindergarten s s s 1
TOTAL ___X_>_ ---0 ------ o I o g __0_0_0 _____ 0 Ez

Update Update

Figure 73: SAC Actual Enrollment Tab

e Hourly Total Count: You must enter the total number of Hourly Care visits
during the entire month (For example, a child who receives hourly care 5
times is counted for 5 visits) and the number of children who utilize school
year daily services. A child who attends the SAC program during 2 teacher
workdays or in-service days for that month and who pay the school year daily
fee would be counted as 2. You must select “"update” to save any data that
was entered. The total row will update as data is saved. The instructions for
entering data are listed above the table.

Business Line Name Business Line Type Default Cost Center
Community Events Community Events YTH Cost Center
Rec PS5 REC Preschool YTH Cost Center
RSAP RSAP YTH Cost Center
sec | s | SicCotCenter |
eens Teens YTH Cost Center
YSF YTH Cost Center

|EEE

INSTRUCTIONS: Enter the total number of Hourly Care visits during the entire month (For example. 8 child who receives hourly care S times is counted for S visits) and the number of children who utilized schoel year daily services.
A child who attends the SAC program during 2 teacher workdays or in-service days for that month and who pay the school year daily fee would be counted as 2.

October Hourly (Monthly November Hourly December Hourly
Count) (Monthly Count) (Monthly Count)

School Age:

Figure 74: SAC Hourly Total Count Tab

e Accreditation: The accreditation table allows you to enter dates in the
format of mm/dd/yyyy or by selecting a date using the ‘Date Picker’ icon. For
COA Accreditation, CNIC will insert the Date of COA Accreditation and CNIC
Waiver End Date, if applicable to the program. After each COA annual report
is submitted, the installation manager will select the date the annual report
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(1st, 2nd, or 3rd) was submitted. During accreditation renewal, the
installation manager will select the appropriate dates as each step of the
renewal process is taken. You are not allowed to select future dates as all
dates must show when the actual steps were completed. To save current or
updated data, check "I have reviewed and verified this information" then click
"Update". The instructions for entering data are listed above the table.

Business Line Name Business Line Type Default Cost Center
Community Events Community Events YTH Cost Center
Rec PS REC Preschool YTH Cost Canter
RSAP RSAP YTH Cost Center

Teens Teens YTH Cost Center
YTH Cost Center

Accreditation

A Accreditats d iver End Date, if applicable t itted, the anager vill select the date that annual report (1st, 2
the installati select the appropriate dates a ren NOT select all dates are dates the actual steps WERE complet
wed and thiz information* then dlick "Update”.

COA Accraditation
Date of COA Accreditation

1 Year Annual Report Due Date: 1 Year Annual Report Submitted:

2 Year Annual Report Due Date: 2 Year Annual Report Submitted:

ENERE!

3 Year Annual Report Due Date: 3 Year Annual Report Submitted:

COA Accreditation Renewal

Application Due Date: Application Submitted:

Intake Call Due Date: Intake Call Initiated:

Self-Study Due Date: Self-Study Submitted:

ENERENE

Site Visit Due Date: Site Visit Completed:

[

CNIC Waiver End Date:

1 have reviewed and verified this information,

Update

Figure 75: SAC Accreditation Tab

e Inspection: The inspection tab will only display when the SAC business line
has a dedicated facility identified in EMS. The inspection table allows you to
enter dates in the format of mm/dd/yyyy or by selecting a date using the
‘Date Picker’ icon. For all installation inspections, enter the dates of the most
recent of each inspection (Annual CNIC, MDTI, Comp Fire, Comp Safety, and
Comp Sanitation) even if they occurred in the previous fiscal year.
Throughout the current fiscal year, update this tab if/when the annual
installation inspections are conducted again. To save current or updated
data, check "I have reviewed and verified this information" then click
"Update". The instructions for entering data are listed above the table.
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Business Line Name

Community Events

Rec PS
RSAP

Business Line Type Default Cost Center

Community Events YTH Cost Canter

REC Preschool YTH Cex
RSAP YTH Cost Center

Teens
YSF

Teens YTH Cost Center
YSF YTH Cost Center

1E6&

Quarter 1

Instructions: For all installation inspactions,
current year, update this tab if/when these annual installation inspections are conducted again.

CNIC Certification

Final Date of Annual MDTI to Start By MDTI Inspection Date Inspection Type Inspection Completion Date DoD Certificate to
Inspection Operate Expiration Date
1 Comprehensive Fire Inspection ]
Comprehensive Safaty Inspection i)
Comprehensive Sanitation Inspection |

ter the dates of the most recent of each inspaction (Annual CNIC, MOTI, Comp Fire, Comp Safety, and Comp Sanitation) even if they occurred in the previous fiscal year. Through the

1 have reviewed and
verified this information.

Update

Figure 76: SAC Inspection Tab

Fee Reports: The fee reports table allows you to enter the “# of children on
day of record” by quarter in each of the categories. The data in the Before
School MPD Fee, After School MPD Fee, Before & After MPD Fee, and Full Day

Camp Weekly Fee columns are editable by selecting the “jcon. At the
bottom of the table, you should enter the “total number of SAC children in
lower fee category due to approved hardship waiver”, if applicable. The
Average Fee will not compute unless the # number of children are entered for
every category (please enter 0 if there are none). You must select “update” to
save any data that was entered. The “totals” row and average fee will update
as data is saved.
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Business Lines  Registered Users  Special Needs 0E | 0E®

Quarter 1 Quarter 2 Quarter 3 Quarter 4

Business Line Name Business Line Type Default Cost Center
Community Events Community Events YTH Cost Canter
Rec PS5 REC Preschool YTH Cost Center
RSAP RSAP

Teens Teens
YSF YSF YTH Cost Center

Actual Enrollme creditation  Inspection  Fee Reports B0

Quarter 1

SAC Instructions: The Average Fee will not compute unless the = number of childr 5 entered for every category (please enter O if there are none).
School Age Care
Before School MPD  After School MPD  Before & After MPD  Full Day Camp Weekl
Total Family i = % e ¥ Before Only # of  After Only # of ~ Before and After Care # of Full Day Camp # of
Category: Income Fee * Fee * Fee Fee * Children Children Children Children
40 - 530,771
= 0- 330 0 0 o 0
530,772 - 0 ) 0 0
s 337,362
237,363 - 0 ) 0 0
&y 548,352
548,353 - 0 ) 0 o
i 60,435
460,440 - 0 0 ] 0
2V 576,924
576,925 - ) 0 ) 0
=a 486,960
466,961 - 0 0 ] 0
Zvi $104,658
$104,659 - ] 0 0 ]
L $130,868
9-1x $130,869 + 0 [ 0 ]
$130,869 + 0 [ ] 0
e (Contractors)
Total: 0 0 0 o
Average Fee: ) 0 0 o
Total number SAC children in lower fes category due to approved hardship waiver: 0
Update

Figure 77: SAC Fee Reports Tab

3.17 Installation View — Teen Business Line Data

The Teen Business Line contains 2 tabs where data can be entered by Quarter (1-4).
All tabs will allow you to export the table to Excel, print, minimize, maximize, and
close the tab.

e Actual Enrollment: The actual enrollment table allows you to enter the
actual enrollment by Event for each month in the quarter. The Average
Participants is a display only column taken from data entered in EMS and the
total row will update as data is entered. You must select “update” for the
month that data was entered to save.
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Business Lines  Registered Users  Special Needs O | OFRE

Business Line Name Business Line Typs Dafault Cast Contar
Community Events Community Events ¥TH Cost Canter
REC Preschocl YTH Cast Center
REAP Y¥TH Cost Canter
SAC SAC Cost Center

YsF ¥TH Cost Canter

Actual Enrollment nspection s 0Fm

| Quarter 1

Event Type Average
Participants

Opan Rec - Weekday

Figure 78: Teen Actual Enroliment Tab

e Inspection: The inspection tab will only display when the Teen business line
has a dedicated facility identified in EMS. The inspection table allows you to
enter dates in the format of mm/dd/yyyy or by selecting a date using the
‘Date Picker’ icon. For all installation inspections, enter the dates of the most
recent of each inspection (Annual CNIC, MDTI, Comp Fire, Comp Safety, and
Comp Sanitation) even if they occurred in the previous fiscal vyear.
Throughout the current fiscal year, update this tab if/when the annual
installation inspections are conducted again. To save current or updated
data, check "I have reviewed and verified this information" then click
"Update". The instructions for entering data are listed above the table.

Dusiness Line Name Dusiness Line Type Default Cost Canter
Communty Events Commenty Everts YTH Com Camer

Ruc 55 REC Prascheed MHComCene A
o RSAP VTH Con Camer
A0 SAC $4C Com Conter
e — e | Voo
e o VTN Comt Canter

<L HlAlals]

Tmwtrctions: For ol instalation inspactions, weter the daces of the mant racest of aach imapection (Aseusl CNIC, MOTI, Comp Firw, Comp Safaty, and Comp Sanzation) even £ they octurred In the pravicus facal yaar, Theough the cument year, Lpdate tha ta #vben
Pt sl ATIILN MINCTON M CONUTOE Mjen

CNIC Certification

final Date of Annual MOTI to Start By MOTI Inspection Date Inspection Type pl

= ~ Comprahansve Fre Inpaceen

Comprahansva Safery Inspaction

Comprerensve Santaten Inpeon

Figure 79: Teen Inspection Tab
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3.18 Installation View — YSF Business Line Data

The YSF Business Line contains 2 tabs where data can be entered by Quarter (1-4)
for the Inspection tab only. All tabs will allow you to export the table to Excel, print,
minimize, maximize, and close the tab.

¢ Volume Participation: The volume participation table allows you to enter
actual participants for each sport. The category, sport, age group, format,
and average participants is a display only column taken from data entered in
EMS and the total row will update as data is entered. You must select
“update” to save any data that was entered.

B8 | EE&

Business Line Type Default Cost Center
Community Events YTH Cost Center
REC Prascheel YTH Cest Cantar
RSP YTH Cost Canter

SAC SAC Cost Center
Teens YTH Cost Center

Volume Participation  Inspection BEE | AER

Sport Name Sport Age Group Format Average  Actual Participants
Participants

Spert ® Baseball 1618 Camp/Clinic 10

Figure 80: YSF Volume Participation Tab

e Inspection: The inspection tab will only display when the YSF business line
has a dedicated facility identified in EMS. The inspection table allows you to
enter dates in the format of mm/dd/yyyy or by selecting a date using the
‘Date Picker’ icon. For all installation inspections, enter the dates of the most
recent of each inspection (Annual CNIC, MDTI, Comp Fire, Comp Safety, and
Comp Sanitation) even if they occurred in the previous fiscal year.
Throughout the current fiscal year, update this tab if/when the annual
installation inspections are conducted again. To save current or updated
data, check "I have reviewed and verified this information" then click
"Update". The instructions for entering data are listed above the table.
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Business Lines Special Needs

| EEE
Default Cost Center

Registered Users

Business Line Name Business Line Type

¥TH Cost Center
VTH Cost Center
YTH Cost Center
SAC Cost Center
Teans Teens YTH Cost Center

Community Events
RecPS
RSAP
SAC

Community Events
REC Preschaol
R3AP
sAC

Volume Participation Inspection

Quarter 1 Quarter 2

Instructions: For all installztion inzpections, enter the dates of the most recent of each inspection {Annual CNIC, MDTI, Comp Fire, Comp Safety, and Comp Sanitation) even if they occurred in the previous
fiscal year. Through the current year, update this tab if'when these annual installation inspections are conducted again,

CNIC Certification

Final Date of Annual MDTI to Start By MDTI Inspection Date Inspection Type Inspection Completion Date Dob Certificate to
Inspection Operate Expiration Date
& &

Comprehensive Safety Inspection |:| 3
Comprehensive Sanitation l:l e
Inspection J

(] 1 have reviewed and
werified this information.

Figure 81: YSF Inspection Tab

Scheduler View

The Scheduler View allows users to set date ranges in which the Region, Installation
and Program data can be entered in the Installation View by quarter. Each pane’s
fields that can be updated are user specific. Administrators are allowed to edit all
fields in the Region, Installation or Program lists. HQ users are allowed to only view
the Region, Installation, and Program lists. Region users are allowed to set a region
as completed as well as edit all fields in the Installation and Program lists. Installation
users are allowed to set an installation as completed along with editing all fields in
the Program list. Program users are allowed to only set a program as completed.
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Region Name Status Start Date End Date Completed  Approved Options.

Southwest Opan Update
Southeast Open Update
Singapare Opan Update
Northwest Opan Update
Naval District Washington Open I | ] n e -

Installation List | B8

Quarter 1

End Date

Type Status Start Date Completed Approved Options

Anacostia Bolli Joint Base Open
0 ing in Pt Update

Installation Name

Annapelis Haval Suppart o
Activity Update

=
Naval Support
RN --E
,

Dablgren Naval Support ope
Facility Update

v

Indian Head Haval Support Open

EIOB

Program Name Status Start Date End Date Completed Approved Options
Update

Austins Playroom Open Update

24/7 Canter Opan

CDC MILCON Open

Update

Child Development Center Open
P Update

Figure 82: Scheduler View

4.1 Scheduler View — Region List

The Region List allows Administrator users to enter data specific to each region.
Administrator users will be able to enter start/end dates in mm/dd/yyyy format as
well as select the “completed” and “approved” box to reflect the status of data being
entered for each region. Region users will be able to set their Region as completed.
When a Region is marked as “Completed” the data in the Installation View will be
locked. You must select "update” to save the data entered.

4.2 Scheduler View = Installation List

The Installation List allows Region users to enter data specific to the installations at
their region. Region users will be able to enter start/end dates in mm/dd/yyyy
format as well as select the “completed” and “approved” box to reflect the status of
data being entered for the installations within their region. Installation users will be
able to set their installation as completed. When an Installation is marked as
“Completed” the data in the Installation View will be locked. You must select
“update” to save the data entered.

4.3 Scheduler View — Program List

The Program List allows Installation users to enter data specific to the programs at
their installation. Installation users will be able to enter start/end dates in
mm/dd/yyyy format as well as select the “completed” and “approved” box to reflect
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the status of data being entered for the programs within their installation. Program
users will be able to set their program as completed. When a Program is marked as
“Completed” the data in the Installation View will be locked. You must select
“update” to save the data entered.

Year Standards

The Year Standards view allows administrators to manage the Fee Categories List
and Installation Program Accreditation Details sections for the currently selected
Metrics year. The Fee Categories List and Installation Program Accreditation Details
sections are described below in more detail.

5.1 Year Standards — Fee Categories List

The Fee Categories list allows you to add/edit/delete the fee categories and family
income ranges used by the installation programs and business lines Fee Reports tab.
The table displayed on this page can be printed by using the ‘Print Icon’.

Application Menu ¥ | — Add a
Category

Edit a Delete a
Category Category

7

........

User Options a

..............

/

066006606?{

Admin Options

Figure 83: Fee Categories List

¢ Adding a Fee Category: To add a Fee Category select the add a icon. Once
the icon is selected, the fee category summary will display for you to enter data
into the Fee Category and Family Income Range fields. The table can be
minimized, maximized, and closed. You must select “update” to save the data
entered.
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Add a New Fee Category

Fee Category:

Family Income Range:

Figure 84: Add a New Fee Category

» Editing a Fee Category: To edit a Fee Category select the edit ““ icon.

Once the icon is selected, the fee category summary will display for you to
edit the data in the Fee Category and Family Income Range fields. The table
can be minimized, maximized, and closed. You must select “update” to save
the data entered.

Fee Category Summary

Fee Category:

Il

Family Income Range:

$0- 830,771

Update

Figure 85: Edit a Category

o Deleting a Fee Category: Fee Categories can be deleted by selecting the

delete @ icon. Once the icon is selected a warning message will display
informing you that “Deleting a Fee Category will delete all fee report values
associated to that Fee Category. Are you sure you want to delete this Fee
Category?”. Selecting "OK"” will delete the Fee Category and selecting “"Cancel”
will close the warning message.

Logged in: April Waters
Logout

dev-cyp.cnic-n9portal.net says:

WARNING: Deleting a fee category will delet: fee report values
associated to that fee category. Are you sure you want to delete this fee

cate

FY2019

OK Cancel

change: Fee Categories v

Fee Categories:

Fee Category Family Income Range Options
11 50 - $30,771 (W3] <}
21 530,772 - $37,362 (W] < ]
z-m $37,363 - 548,352 (W3] <}
a-v 548,352 - $60,435 (%) <}
5-V $60,440 - 576,924 e
&-v1 £76,325 - $88,560 (%] <]
7-vn £88,961 - $104,658 (3] <]
&-vim $104,659 - $130,868 @
9-1x £130,869 + (3] <]
sA-1xA $120,869 + (Contractors) @

Figure 86: Delete a Category
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5.2  Year Standards — Installation Program Accreditation Details

The Installation Program Accreditation Details option in Year Standards allows you to
enter an accreditation date or CNIC waiver end data in mm/dd/yyyy format for an
installations CDC, SAC, CDGH, or YP program with a SAC business line. If the “"N/A”
checkbox is selected, the accreditation date and CNIC waiver date fields will be
disabled. For all installation accreditations, enter the dates of the most recent
Accreditation Date and CNIC Waiver End Date even if they occurred in the previous
fiscal year (Note: If you change either date, all accreditation submitted dates will be
deleted). The table displayed on this page can be printed. You must select “update”
to save the data entered.

e |

Application Menu "

User Options

Waivac End Date evan if thay occurmed in the pravieus fiscal yar. Through the current year, update this tab if/when

Admin Options

Date of Accreditation CNIC Walver End Date

0971972012 &

Update

Figure 87: Installation Program Accreditation Details

Reports

The Reports section will allow you to view the reports listed below in HMTL, as well
as export them to Word, Excel and as a PDF. Based on the report selected you will
be able to filter the data by region, installation, program, or business line. Some
reports will allow you to select the month or quarter of the data that is shown.
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User Options

Admin Options

Installation:

Document Type:

Create Report

Annual Report

Fr2019

Select All
Southwest

e ——

Word Document Excel Document: POF Document

6.1 Annual Report

Figure 88: Report Selection/Filter View

The Annual Report is a summary of all data that is displayed in the Annual Report tab
(Sections 1-13) for the Installation selected. This report can be run with or without

comments.
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DEPARTMENT OF DEFENSE CHILD DEVELOPMENT PROGRAM (CDP), REPORT CONTROL
SCHOOL AGE CARE (SAC), AND YOUTH PROGRAMS (YP) SYMBOL
ANNUAL SUMMARY OF OPERATIONS DD-P&R(A)1884
INSTRUCTIONS/DEFINITIONS

Complete the lollowim information for your installation

REFER TO BY INSTRUCTIONS" LOCATED ON SH OR DETAILED DANCE. "DEFINITIONS" OF K RMS CAN BE FOUND ON SH
When saving file, replace the X in the file name with the name of your installation.
Example: 2011_DOD_Annual_Sum_x xisx = 2011_DOD_Annual_Sum_Lewishichord.xisx

|[Littie Creek- Fort Story REPORTING YEAR: [1-0¢t 2018 to 30-Sep 2019
BRANCH OF SERVICE: [Navy |
Section 1 - Facilities And Homes )
1.1 Stand Alone Facilities “Off Instaliation
A. Child Development Centers (COC) No Data No Data)
B. 2417 Centers Child Development Centers (24/7 COC) No Data) No Data.
C. School Age Care Centers (SAC) No Data. No Data
D. Youth Programs (YP) No Data No Data
E. Teen Programs. No Dato No Data
Sub-Totals: b E |5 i
TOTAL
1.2 Combined Facilities On Ins i Hl
A CDCISAC No Data No Data
B. COC/SAC/YP No Dats| No Data.
_C_CDCISACHPITEEN Hio Date o Data
[ p.sacwp No Data No Data|
E. SAC/YP/Teen No Data No Data.
F, SAC/Teen No Data No Data
G. YP/Tean No Data. No Dats’
Sub.Totals: {  ©Of |
TOTAL
1.3 - Miscellaneous I
A COC/SAC/YVPITEEN within DODEA School Facility No Dat| No Data
B. CDCISACNPI&_EH within Public School Facility No Data No Data
C. CDC/SAC/YPITEEN within MWR/Service Facilities No Data No Data
D. Other (No Data) No Data| No Data
Sub-Totals: o[ o[ q
TOTAL
Total of Section 1.1, 1.2, 1.3: | I §|
Facility Grand Total: |
1.4 Family Child Care Homes B s n || Off Ing 0 |l
A. Licensed Home (Single Provider) No Data N/A
B. Licensed Affiliate Home (Single Provider) NIA No Data.
C. Licensed Group-Home (Group & 247) No Data) NIA
Sub-Totals: 1| [E g[
FCC Grand Total:

Figure 89: Annual Report

6.2 Annual Report (Many Installations)

The Annual Report is a summary of all data that is displayed in the Annual Report tab
(Sections 1-13) for the Installations selected. More than one installation can be
selected by holding “ctrl” while selecting the installations in the filter.
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DEPARTMENT OF DEFENSE CHILD DEVELOPMENT PROGRAM (CDP), REPORT CONTROL
SCHOOL AGE CARE {SAC), AND YOUTH PROGRAMS (YP) SYMBOL
ANNUAL SUMMARY OF OPERATIONS ] _DD-P&R(A)1884

INSTRUCTIONS/DEFINITIONS

Complete the following information for your

F 1
When saving file, replace the X in the file name with the name of your installation

Example: 2011_DOD_Annual_Sum_x xisx = 2011_DOD_Annual_Sum_Lewislizhord xisx

REGION: |[Mic-Atantic REPORTING YEAR: [1-0¢1 2018 to 30-Sep 2018
INSTALLATIONS: ‘|Lml¢ Creek- Fort Story, Metro Norfolk Child Develpment Homes BRANCH OF SERVICE: |Nev,'

1.PROGRAM FACILITIES ON DOR - =
1.1 Child and Youth Program Facilities On Installation | Off Installation
A, Child Development Centers (COC)

B. 24/7 Centers Child Development Centers (24/7 CDC)
C. School Age Care Centers (SAC)
D. Youth Programs (YP)
E. Teen Programs |
_Sub-Totals: of of
1 TOTAL
1.2 Family Child Care Homes On Instailation || O installation

A CDC/SAC
B. COC/SACHP
C. COC/ISAC/YP/TEEN

e D.SACIYP
E SAC/YPeen
F. SAC/Teen
G_VPreen .
Sub-Totals: of 9
Total
1.3 - Miscellaneous On Installation || Off instaliation

A CDC/SACIVP/TEEN within DODEA Schoal Faciifty
B. COC/SAC/YP/TEEN within Public School Facility
C. COC/SAC/YP/TEEN within MWR/Service Facilities
D. Other

Sub-Totals: Ql %

1.4 - Family Child Care Homes
A, Licensed Home (Single Provider)
B. Licensed Affiliste Home (Single Provider)
C. Licensed Group-Home (Group & 24/7)

Figure 90: Annual Report (Many Installations)

6.3 Contacts Report

The Contacts Report displays all data in the Contacts List tab for the installation(s)
selected. The report lists each contact by region and installation.

Region: Mid-Atlantic

Region: Mid-Atlantic

Installation: Little Creek- Fort Story Joint

Figure 91: Contacts Report
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6.4  Special Needs Report

The Special Needs Report displays the total special needs enrollment by program
type for the Installation(s) selected.

Region: Singapore
Installation: Singapore
Month: October
HQ Rollup:
Program Type Mild Moderate Significant Total
24/7 0 0 0 0
cDC 0 0 0 0
CDH 0 0 0 0
SAC 0 0 0 0
yp 0 0 0 0
YTH 0 0 0 0
TOTAL: 0 0 0 0
Metrics YEAR: FY2019
Date: 22-May-17

Figure 92: Special Needs Report

6.5 Waiting List Report

The Waiting List Report displays all data in the Waiting List tab for the Installation(s)
and month selected.

Walt Uist Regort
[ Antart Pretoddiers Foddiers Pershackers schadd Age Torud
Excess  Preference Excess Prefevence Dxcess Preference Total Projectad Ducess Preference Total Profected Ducess Preference Total Projected Bxcess Preference Total
Denand (] Desrand Desand Demand Desnd

Pricetty 1(3) - Consbut selated wosnded
warriory

Pricety 1(b) - CYP Progrien Stafl

PriceRy 1(c) - Skoghe active duty or G active
duty

Pricekty 1(d) - Active duty with a werking
pane

Prioeity 1) - Shvghe o Ol Do) chvitan
-y NN

Priceity 1(1) - o0 civilins with & working
Speae who I fick a D0 civitn

Priceity 1(g) - Servivien spouses of active duty
mescbers who ded from a coosbat rekates
odent

Priceity 2 - Al Gategories where 2 v workisg
pearse s ativedy seviing eveployiemt
Pricelty 3 - Al atogories where & o0 werkdeg
spearse s envuled n a post-secondary
institution

Space Avaiable

Shtres YEAR

Figure 93: Waiting List Report
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CDC Details Report

The CDC Details Report displays the enroliment by classroom for the Installation(s)
and month selected.

Metric Year: 2018
Regions: All Selected
Installation: Andersen

CDC Details Report

Installation Program Classroom Age Group| Capacity | Oct | Nov | Dec | Jan | Feb | Mar | Apr | May | Jun | Jul | Aug | Sep |Average
(Component Name) (dlassroom)|
Child Center Infant B1* Infant 8 0
Child Center Infant C1 Infant 8 0
Child Center Infant C2 Infant 8 0
Child Center Infants B2 Infant 8 0
Child Center| Part-day Enrichment| Preschool 24 0
Child Center| Pre-school B-6 | Preschool 24 0
Child Center|  Pre-school C5 Preschool 24 0
Child Center|  Pre-school C6 Preschool 2% 0
Child Center| Pre-school C7 Preschool 12 0
Child Development Center Pre-Tod B3 Pretodd 10 0
Child Center Pre-Tod B4 Pretodd 10 0
Child Center Pre-Tod C3 Pretodd 10 0
Child Center Tod B5* Toddler 14 0
Child Center Tod ¢4 Toddler 7 0
Child Center Tod C8 Toddler 4 0
[Total: 205 0 0 0 0 0 0 0 0 0 0 0 0 0
Summary section:
Age Group | Capacity | Average Enrollment | Average Hourly Age Group | Capacity | Enrollment | Vacant Spaces| Wait List per age
Total category
Infant 32 0 0 Infant 2 0 32 0
Preschool | 108 0 0 Preschool | 108 0 108 0
Pretodd 30 0 0 Pretodd 30 0 30 0
Toddler 35 0 0 Toddler 35 0 35 0

6.7

The CDH Details Report displays provider, accreditation, and enrollment data by

Date: 24-Jul-17

CDH Details Report

Figure 94: CDC Details Report

age group for the Installation(s) and month selected.
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CDH Details Report

Region: Mid-Atlantic
Installation: Little Creek- Fort Story
Month: October

# Active/In-Process Providers on DOR

Current Active Providers: 0
Current In-Process Providers: [

TOTAL] 0

|Of the above, how many
Number of Providers who are NAFCC accredited: 1)

of who are p g NAFCC accreditation: 0

Number of Providers who cared for children with a special need:, 0
0]
0]

Number of Providers who provided extended hours care:|
Number of group homes with more than one provider:|

TOTAL 0

Full/Part-Time & Providers's Own Children I
|

Pretoddlers: 0

Toddlers: 0

Preschool: 0

School Age: 0

TOTAL| o)

Hourly Care Children |
Infants: 0
Pretoddiers: 0
Toddlers: 2]
Preschool: )
School Age: 0

TOTAL ()

Metrics YEAR: EY2018
Date: 23-un-17

Figure 95: CDH Details Report

6.8 SAC Details Report

The SAC Details Report displays modeled/actual/average enrollment and variances
for each component type for the Installation(s) and month selected.

SAC Details Report

Regions: All Selected
Installations: All Selected

Actual Enroliment

SAC Component Type | Modeled Enroliment | Oct| Nov | Dec |Jan| Feb | Mar | Apr | May | Jun | Jul | Aug | Sep | Average Enroliment | Variance
1/2 Kindergarten 151 0 151
After School 4465 0 4465
Before School 3020 0 3020
Camps/Holiday 10105 0 10105
Other 4719 0 4719
Spring Camp 1663 0 1663
Summer Camp 1613 0 1613
Winter Camp 1553 0 1553
Total: 27289 o |0 |O |O |O |O |O |O 0o |o (0 |0 |O 27289

Figure 96: SAC Details Report
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6.9 YTH Details Report

The YTH Details Report displays registered users data at that top and enrollment
data on bottom for the Installation(s) selected. This report is only available for
installations with YTH programs.

YTH Details Report

Regions: All Selected
Installation: Andersen

Registered Users on DOR Oct Nov Dec Jan Feb Mar Apr May Jun Jul Aug [Sep

DMDC Number 1102| 1102] 1102] 1102) 1102| 1102 1102] 1102 1102| 1102| 1102] 1102
Registered Users: Ages Under 9 6 7 8 6 7 8 6 7 8 6 7 8
Registered Users: Ages 9 to 12 10 11 12 10, 1 12 10 1 12 10 11 12
Registered Users: Ages 13 to 18 14 15 16 14 15 16 14 15 16 14 15 16

Registered Users Total: 30 33 36 30 33 36 30 33 36 30 33 36
Registered Users as a percentage of DMDC: 2.72 % 2.99 % 3.27 % 2.72 % 2.99 % 3.27 % 2.72 % 2.99 % 3.27 % 2.72 % 2.99 % 3.27 %

Actual Enrollment

YTH Component Type Age Group Modeled Enrollment Oct Nov Dec Jan Feb Mar Apr May Jun Jul Aug Sep Average Enrollment Variance
Communtiy Events Teens 13-18 45 0 45
Communtiy Events Youth 6-12 80 0 80
Communtiy Events Youth Teens 6-18 270 0 270
Recreational School Age Youth 6-12 1010 0 1010
Teen Program Teens 13-18 135 0 135
Teen Program Youth/Teens 6-18 360 0 360
Youth Sports and Fitness Children 3-5 15 0 15
Youth Sports and Fitness Youth/Teens 6-18 662 0 662
Total: 2577 ojofojofo0o |0 0|0 |O0f0fO]|O 0 2577
Metrics YEAR: FY2018
Date: 24-Jul-17

Figure 97: YTH Details Report

6.10 YP Details Report

The YP Details Report displays the total registered users data at the top of the report
and enrollment/participation data by business line name and type based on the
filters selected.
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Total: s |1 0 0 0 o | 0 0 0 0 0 0 0 1
REC Preschool
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Figure 97: YP Details Report
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6.11 Most Current Data Report

The Most Current Data Report displays all current program and business line data for
the Installation(s) selected.

_________ S T S e o s
E reollment in CampaiHoliday NFA
Most Current Data Report ErvolimentinBefore Schoo 5
Envoliment in After School A
Region: Singapore Hourly Care Provided - All Ages A
Ve COA Accreditation Expires A
Ssist Shp Waiver Expiration Date NA
DoD Cert to Op E xpiration Date A
Installations Singapore ] Cumulative # of Special Needs YTD A
Waiting Lists Before Only Weekly Parent Fee 4
Jnborn - Projected 0| Before Only MPD Parent Fee A
nfart - Projected 0] After Only Weekly Parent Fee A
nfant - Excess Demand 0] After Only MPD Parent Fee A,
nfart - Preference 0] BYA Weekly Parent Fee NFA
nfant Average Wait Time (Days) 0] BAMPD Parent Fee A
Sretoddiers - Projected % Camp Weekly Pareni Fes A
retoddlers - Excess Demand 0] Camp MPD Parent Fee A
Sretoddlers - Preference 0] Youth Program Youth Program
Pretoddlers Average Wait Time (Days) 0] Annual Projected # of Youth Participants q
Toddlers - Projected 0] YTD Total Youth Participants 0
Toddlers - Excess Dermand 0] Registered Users Percentage of DMDC 0%
loddlers - Preference 0] YP Program NA
Toddlers Average Wait Time (Days] 0] Registered Users Last Updated A
reschoolers - Projected 0] Special Needs Last Updated A
2reschoolers - Excess Demand 0| YSF Business Line NA
Jreschoolers - Preference 0] Volume Participation Last Updated NA
“reschoolers Average Wait Time (Days) 0] Inspections Last Verified NA
school-Age - Projected rjl Teens Busi Line NA
3chool-Age - Excess Demand 0] Actual Envollment Last Updated NP4
School-Age - Preference 0] Inspections Last Verified NA
School-Age Average Wait Time [Days| 0 1 i NA
Education for All StafffProviders A recliment Last NA,
lurber of CDAs 0] Inspections Last Verified NEA
lumber of MSAs ﬁ| REC Preschool Business Line N&
jurnber of E dFelaled Associated Deg 0 Actual Ervollment Last Updated hiA
jumber of Other Associated Degrees 0| Inspections Last Verified NFA
jurnber of Edielaled Bachelor Deg Community Events Business Line NA
jurnber of Cther Bachelor Degrees Actual Envollment Last Updated NEA
jumber of EdRelated Advanced Deg ol SAC Business Line NA
jurnber of Other Advanced Degrees 0] Components Last Updated NA
Child Development Center Child Development Center|  Hourly Count Last Updated NA
Sapacity For Infants 0] Accreditation Last Verified A
&ctual Ensollment for Infants d Inspections Last Verified A
Bvailable Infant Spaces 0] FeeReportLast Updaled A
_apacity For Pretoddlers 0
::‘;'d &5 :‘ gm;“sﬁ;;zgdm E DoD Cert to Op Expiration Date No Dd_eJ
Sapacihy For Todders 0 Curnulative # of Special Needs YTD 0
Actual Envollment for Toddlers tj
byvailable Toddler Spaces 0
—apacity For Preschoolers 0
Actual Envollment for Preschoolers 0
Available Preschooler Spaces 0
_apacity For School Ages 0
bctual Envollment for School Ages 0
Available School Age Spaces )

Figure 98: Most Current Data Report
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6.12 Last Updated or Verified Report

The Last Updated or Verified Report displays the last updated/verified program and
business line data for the Installation(s) selected. This report is broken down by
program type with the installation(s) waiting list and education data on top.

Figure 99: Last Updated or Verified Report

6.13 Installation Dashboard Report

The Installation Dashboard Report displays the enrollment, wait list and inspection
status data from all programs and business lines for the Installation(s) selected.
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Installation DASHBOARD DATA REPORT
Installation Name: Andersent AFB
Today 041515
Enroliment Data Total Total coC COH SAC
FY Q Date Capacity  Ervollmert Capacity Ervoliment Capacity Ervoliment Capcity  Ervoliment
u 3 FYHG3 kel N 208 %0 7 7 mw 04
11 4 FYuod 328 264 208 Wi 4 4 % m
5 1FYE 32 287 208 8 8 8 Ll m
B 2 FYsae 330 24 208 %5 6 3 m 15
Wait List Data (Immediate Need and Average Wait Time)
Morth
Age Group Apr-i Map JnM S Aug¥  SepM Ot NovW Dec¥  JanB  FebB  Ma-B
Infart 0 0 0 4 0 0 0 0 0 0 0 3
Pretoddiers 0 0 0 0 0 0 0 0 0 0 0 0
Todders 0 0 0 5 0 0 0 0 3 0 0 0
Preschoolers 0 0 0 "4 0 0 3 0 0 0 0 0
School-Age 0 0 0 0 0 0 0 0 0 0 0 0
Tow 0 0 0 21 0 0 3 0 3 0 0 3
Placement Time (days) 0 0 0 0 0 0 M 0 0 13 6 W
Quality Data Today 4155
Inspection Status [Current Status) Date of Last Inspection Days
Fire 02075 610
Safety
HealthiSarstation 17,17 1] 620,
Multi-Disciplinary Team Inspechion onas 55.0
Dod Certificate to Operate 0315 45,
Accreditation w30 3500
Raw Data
Business Dod
Line MJTI  Certificat Accreditat
ProgramName  Name Fire Sofety  Sanitation Inspection e o
coC
coc2
SAC
YTH
247
Dashboard Dates

Figure 100: Installation Dashboard Report

7 Admin Options

This section provides Superusers with the ability to view data but only
Administrators have the ability to add/edit/delete data. The fiscal year is linked to
EMS which determines the data for the installations and programs for the fiscal year
that you select.

7.1  Year Manager

The Year Manager tab allows you to add/edit Metrics Fiscal Years. Once a fiscal year
has been added, you will have the option to delete the year which is described
further in the “deleting a fiscal year” section. After you have created and selected a
fiscal year, the year selected will become the active year. This action will update the
header and the system will take you to the Installation View. The table displayed in
the pane can be exported to Excel, printed, filtered, and minimized/maximized.
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Figure 101: Year Manager

Adding a Fiscal Year: You must select the add a icon to add a new fiscal
year. The fiscal year field cannot be changed because it is defaulted to the
next fiscal year in numerical order. The fiscal year basis field contains a
drop- d o wn box with selections to base the fiscal year off of that you are
creating. Also, the fiscal scenario basis field contains a drop-down box with
Scenarios from CYP EMS. If you select the “locked” field, the fiscal year
cannot be edited. If you select the “default” field, the added fiscal year will
be the default for all users upon login. If you select the “annual year” field,
all installations for the fiscal year will contain the annual report tab. The
quarter start dates must be in mm/dd/yyyy format and quarters can be
locked by selecting the check box beneath the respective quarter. When a
quarter is locked, it can only be edited by Administrators. You must select
the “add” icon to save the new fiscal year.

Note: If the added fiscal year is set to default, the previous default fiscal
year status will be unset.

Fiscal Year

Fiscal Year Basis 2025 v
Fiscal Scenario Basis: | Default Baseline v

Locked: Dafaults

Guartar Start Dates:

Quarter Locked:

Add

Figure 102: Adding a Fiscal Year

L")

Editing a Fiscal Year: You must select the edit ** icon to edit a fiscal year
which will display the fiscal year summary pane. Only administrators can edit
locked fiscal years and quarters otherwise all displayed fields are editable. If
you select the “archive” field, the fiscal year will be removed from the fiscal
year list and archived in the “fiscal year archive” section. You must select the
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“update” icon to save the data that was edited. Once this is selected, the
created by, last updated by, create data, and last updated date fields will
change to reflect the current state.

Note: If the edited fiscal year is set to default, the previous default fiscal
year status will be unset.

Fiscal Yoar Summary BE®

Fiscal Year!

Locked: Default: ¢ Annualy v Archived:

Fiscal Scamario Basist | FY18 Requitements v2
Quarter Start Dates: 10/01/2018 | | 01/01/2016 | | 04/01/2016 | | 07/01/2016
Quarter Locked:

Created By:
Last Updated By:

Create Date:  03/20/2017
Last Updated Date:  06/02/2017

Update

Figure 103: Editing a Fiscal Year

Deleting a Fiscal Year: You must select the delete @ icon to delete a fiscal

year. Once the icon is selected a warning message will display before allowing
you to delete the fiscal year informing you that “Deleting a Metrics Year
removes all data entered into that Metrics Year. Are you sure you want to
remove the Metrics YEAR?". Clicking ok will delete the fiscal year and clicking

cancel will close the warning message.

Child and Youth Programs de
- Logout
| Metrics Tool R A R AT P

verson 100 Rev: 722 Mk Vo e o (e e AN T g Ve

User Options

het says: i Logged in: Apeil Waters

oK

LLolu] faa)

Dolawt  Lacked  Ansual  Optioms

v

O _———————————————————————————————————1

7.2

Figure 104: Deleting a Fiscal Year

Fiscal Year Archived View

This fiscal year archive tab will allow you to archive a fiscal year and retrieve along
with edit the details of an archived fiscal year. The table displayed in the pane can
be exported to Excel, printed, and filtered.

86



Child and Youth Programs Metrics Tool
User Guide

¢ Retrieving a Fiscal Year: In order to retrieve a fiscal year, you must select
the fiscal year from the pane. After you have selected the fiscal year, you will
be taken to the Installation View which shall display the data for the retrieved
fiscal year.

Lt

« Editing an archived Fiscal Year: You must select the edit “=' icon to edit
an archived fiscal year which will display the fiscal year summary pane. This
is the same pane from the edit feature in the Fiscal Years tab. Only
administrators can edit locked fiscal years and quarters otherwise all
displayed fields are editable. If you select the “archive” field, the fiscal year
will be removed from the archived fiscal year list and moved to the “fiscal
year” section. You must select the “update” icon to save the data that was
edited. Once this is selected, the created by, last updated by, create data,
and last updated date fields will change to reflect the current state.

Note: Only Administrators can edit an archived fiscal year.

Default Locked  Annual Options

dmin Options

Fiscal Scenario Basis:  FY13 Metrics
st 2nd rd 4th
Quarter Start Dates: 10/01/2012 | | 01/01/2013 04/01/2013 07/01/2013

Create Date:  10/24/2012
Last Updated Date:  12/31/2015

Created By:
Last Updated By:

Update

Figure 105: Fiscal Year Archive

7.3 Reset Year View

The Year Reset pane is only available for Administrators for the currently selected
fiscal year with the ability to print the table displayed in the pane. You must select
“Delete Access Schedule” in order to reset the year. By selecting this all-access
schedule data will be deleted for the Metrics year displayed in the pane.

87



Child and Youth Programs Metrics Tool
User Guide

Child and Youth Programs dev-oyp.c

Metrics Tool

version 300 Rev: T2

Home oK ancel
|

Metrics Year:  FY2018

Haset Oata
Usar Options Delete Actess Schedule
Admin Options

Figure 106: Reset Year View

7.4  User Account Setup

Logout
FY2021

h Child and Youth Programs Logged in: Ryan Fairbee

‘_} Metrics Tool

version 3.0.3 Rev: 1028

tome
Application Menu L
User Accounts
User izati System Role Status  Options
AAAAAdMIN, AAAADMIN aadmin Peraton - CLS USER DO NOT EDIT Administrator Active
AAAAHQ, AAAHQ ahg Peraton - CLS USER DO NOT EDIT HQ User Active
T | AsAAInstall, AAAlnstall ainstall Peraton - CLS USER DO NOT EDIT Installation User Active

User Options
AAAAProgram, AAAProgram aprogram Peraton - CLS USER DO NOT EDIT Program User Active
AAAARzgion, AAARagion aregion Peraton - CLS USER DO NOT EDIT Region User Active
Abanes, Helen Gail habanes CNRSW NBSD Program User Active
Ablian, Karen kablian CNRJ CFAS CYP Program User Active

Admin Options
Acevedo, Misty macevedo CNRSE NAS Key West - CYP Installation User Active
Adepoju, Anita aadepcju NW Everett Program User Active .
admin, Sk sadmin Deraton Administrator Active =

Help Menu ¥

Copyright © 2007-2022 Peraton Corp.

Figure 107: User Accounts

The software will include a User Account Setup link (Callout 1) under the Admin Options
menu that Superusers can click to display the User Accounts pane. The grid in the User
Accounts pane contains a list of all user accounts (Callout 2). Users with appropriate
permissions can click on the add button to add a new user (Callout 3). Users with
appropriate permissions can also double-click on an existing user row to update the
user account. Users whose status is Inactive will have a Delete button under the Options
column for their respective data row (Callout 4). Users can filter the grid by clicking on
the filter button (Callout 5).
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7.5 Add a New User

Add a New User Applications
Username: | | Fecuired Title: ] | | Requirad
Password: | | Required First Name: | | Requirad
System . -
Role: | Program User v | Middle Name: | |
Requirad
— Last Name: | | qulire
Inactive: ()
Address 1: | |
Address 2: | |
City: | |
State: | |
Zip: | |
Country: | |
Organization: 3 | | Requirad
Requirad
Phone Number: | | quire
Alt. Phone | |
Number:
Fax: | |
Email: | | Feguirad
-- Click here for less information -
| add |

Figure 108: Add a New User

When the add button is clicked the Add a New User pane is displayed which contains
an Add a New User tab as well as an Applications tab. Once all required fields in the
add pane have valid data the user can click the Add button to add the new user.

The Add a New User pane contains the below fields:
e Username (required)
e Password (required)
e System Role (required)
e Inactive
o This checkbox is selected if a user has reached their max login
failure limit. Superusers can then deselect the checkbox to
reactivate the user account.
e Title (required)
e First Name (required)
e Last Name (required)
e Organization (required)
e Phone Number (required)
e Email (required)
e -- Click here for more information -
o Link that when clicked displays additional non-required fields.
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7.6 Add a New User - Applications

Add a New User Applications

Application Name
Enterprise Management System (CYP EMS)

Facility Project Management (CYP FPM)

Incident Reporting Tracker (CYP IRT)

Matrics Toal (CYP Metrics)

Figure 109: Add a New User - Applications

The Applications tab of the add user pane contains a grid with the list of CYP applications
that share the user account being added. Superusers can select which applications this
new user account will have access to by checking the box in the respective Access
column for an application (Callout 1).

7.7 Edit User — User Summary

vsermame: [rnstallation | Title: ¥ oo ]
Change R
e} First Name: IR\,'an—

‘ Required

Password: | Last Name: | Fairbee

Confirm |—‘ Required

Password:

System ’_7
Role: Program User v

Phone Number: 999
Inactive: i
Email: |rfa\rbeaﬁ§:gm;|l com
Locked:

Organization: Peraton

-- Click here for more information -

| update

Figure 110: Edit User - User Summary

If an Superuser double-clicks on a data row in the User Accounts grid the edit pane will
be displayed with three tabs — User Summary, Applications, and User Permissions. The
User Summary pane contains the same data as the Add a New User pane with a few
additional fields. The User Summary pane will display a Change Password checkbox
that when selected allows the Superuser to change the password of the user (Callout
1). Additionally, the pane will include an Inactive checkbox (Callout 2). Superusers can
toggle the Inactive checkbox to mark users as active or inactive. Finally, a Locked
checkbox will be displayed in the User Summary pane if a user has reached the failed
login attempt limit (Callout 3). Superusers can then deselect the Locked checkbox to
unlock the user account.
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7.8 Edit User — Applications

User Summary Applications User Permissions
Application Name

Enterprise Managemeant Systam (CYP EMS)

Facility Project Management (CYP FPM}

Incident Repaorting Tracker {CYP IRT)

Metrics Tool {CYP Metrics)

Figure 111: Edit User — Applications

The Applications tab of the edit pane contains a grid with the list of CYP applications
that share the user account being added. Superusers can select which applications the

user account will have access to by checking the box in the respective Access column
for an application.

7.9 Edit User — User Permissions

User Summary Applications BEEE
Installation Name Status Access Level Program Name Status Access Level
e ek o [ [® =1
Andersen Air Force Base Active « Child Development Canter Bolling 1 Active (Mo Access v |
Annapolis Naval Support Activity Active -

- Child Davalopment Canter Bolling 2 Active | No Access v
Atsugi Naval Air Facility Active ot

. Child Development Center-Anacostia Active
AUTEC ADMINSUPY Active G | No Access v
Bahrain Naval Support Activity Active L e his [ No Access | .

Figure 112: Edit User — User Permissions

The User Permissions tab of the edit user pane contains an Installation grid where users
can edit the permissions that a user has to respective installation programs. Superusers
can click the Edit button (Callout 1) under the Options column of an installation to
display the Program grid (Callout 2). In the program grid, Superusers can update the
Access Level for the user account for different installation programs (Callout 3).

91



Child and Youth Programs Metrics Tool
User Guide
7.10 Delete User Confirmation

test-cyp.cnic-n9portal.net says

WARMIMG: Are you sure you want to delete Frank Faria? Deleting this
user will permanently remaove the user from CYP EMS, CYP Metrics, CYF

IRT, and CYP FPM.

Figure 113: Delete User Confirmation

Superusers can delete users that are Inactive by clicking on the delete button under

the Options column of an inactive user. The user will be prompted to confirm the
deletion.
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