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RECORDING TIMEENTERING ATTENDANCE

TheAttendancedropdownhas choices fodailyandweekly attendance entryas well da
monthly preview

Home Placement Roster Attendance ¥ Provider ¥ & User Profile @ Logout

Daily Time Entry

Weekly Time Entry
2lcome XXXXXXXXXXXX
Monthly Preview

Daily Time Entryallows you to enter attendance for one or multiple children, one day at a

time. WeeklyTimeEntryt £ £ 2 6& @2dz 642 SYdSNI Iy SyYyUGANB 4SS
child at a timelt is your choice to enteiime-in/time-out information in the system using the

Daily Time Entry or the Weekly Time EnEgctors you will want to consider include the

number of children for which you are recording tinad whether you are entering information

using a smartphone, tablet, or computérargeprograns with hundreds ofchildren may make

a different choice than a homleased provider serving a smaller number bildren. You may

choose to record your attendance data on paper as you currently do and then enter the

attendance information into CAPS Online at a later time.

Time must be reflected in minute incrementsThe decision to record time in ®inute
intervas reflects the practice in all other local social service districts in NYS. Round up or down
to the closest time when recording your time.

Examples:
a. For 9:05 arrivat input on 9:00am
b. For 9:10 arrivat input on 9:15am
c. For 4:05 departure input 4:00pm
d. For 4:10 departureg input 4:15pm

This requirement is due to multiple factors including, but not limited to:

State requirements (laws, regulations, policies)
Consistency with state practice

Programming capability

Operational requirements

Userfeedback
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DAILY TIME ENTRY

Clicking orDailyTime EntryA y G KS ! GO0SYRIyOS RNRBLIR2gY YSydz
table of all the children you care foEach column header allows you to sort the data by
ascending or descending order.

Home Placement Roster Attendance ¥ Provider ¥ & User Profile @ Logout

Daily Time Entry
Select Date *
04/07/2021

Legend e Absence - Closure ﬁ Not Entered ﬁ Attended ﬁNol Enrolled a Submitted

Action Child Number Child Name Age Case Name LC cNv Start Date End Date Time In Time Out Absence

« »

[ XXXXXXXX XXXXXXXXXX 406 XXXXXXXXXX P v 10/01/19 O
[ XXXXXXXX XXXXXXXXXX 2.09 XXXXXXXXXX T v 01/01/20 ]
[ ] XXXXXXXX XXXXXXXXXX 3.03 XOOXXXXXX P v 01/01/21 O
- XXXXXXXX XXXXXXXXXX 109 XXXXXXXXXX T v 01/01/21 O
[ XXXXXXXX XXXXXXXXXX 1.09 XXXXXXXXXX T v 01/01/21 O
- XXXXXXXX XXXXXXXXXX an XXXXXXXXXX P v 06/24/19 ]
[ ] XXXXXXXX  XXXXXXXXXX 511 XXOKKXXXX P v 06/24/19 m)

UNDERSTANDING THE LEGEND

A legend appears at the top of the screen to let you know the symbol for each possible
attendance status regarding a child. These symbols will appear in the Action column after the
time-in/time-out has been recorded and savethelegendappeasin the Daily Time Entry,
Weekly Time Entry, and Monthly Preview

Legend @ Absence - Closure ﬁ Not Entered ﬁ Attended ﬁ Not Enrolled a Submitted

1 Absent (Purple)An absence has been entered for that day and child

Closure (Brown)A closure has been entered for that day

1 Not Entered (Red)No attendance has been enet (neither timein/time-out nor
absence) for that day and child

1 Attended (Green)Atime-in/time-out has been entered for that day and child

Not Enrolled (Blue)The child is not enrolled on that day (this includes weekends)

=

==

f Submitted (Black)AttendanceF 2 NJ G Kl 0 Rl & Kl a 0SSy SydSNBR

attendance has been submitted for processing
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The following steps illustrate how to enter attendance using the Daily Time Entry option.

1. Select theAttendancedropdown and seledDaily Time Entry

Home Placement Roster Attendance ¥ Provider ~ o User Profile & Logout

Daily Time Entry

Weekly Ti Enti
SO TIME Y come XXX000000XX

Monthly Preview

2. Daily time entry will open for the current day. You may choose a different day by
clicking on the field undeBelect Dateor using the arrows to move to the previous or
following day.

Home Placement Roster Attendance ~ Provider ~ & User Profile @ Logout

Select Date * Legend @ Absence W Closure [l NotEntered [ Attended [ Not Enrolled §§ Submitted

Action m Child Number Child Name Age Case Name [ w Start Date End Date Time In Time Qut Absence »

[ ] XOOO0OKXX 000X 408 X000 P v 10/01/19

JOOO0OKXX XOOOOK 209 XXX T v 01/01/20

3. Enter time in 15minute increments in th@imeIn and Time-Out columns.(Note:time-
in/time-out are recorded in military timglf the child was absent, select the checkbox in
the Absencecolumn.

Home Placement Roster Attendance ¥ Provider * & User Profile @ Logout

Daily Time Entry

Select Date * Legend @ Absence M Closure {ii NotEntered [l Attended 5 NotEnrolled [ Submitted
04/07/2021
Action « Child Number Child Name Age Case Name Lc oV Start Date End Date Time In Time Out Absence »
[ ] OO0 XXHOOKKK 406 XXXXXXXXXXX ] v 10/01/19 08:45 16:00
- XXMKXUXX KXXXXKXXKXX 200 JOOOKKKXXKXX T 01/01/20 0915 17:30 O
[ XOOOOKKX JOOKKXXOKNK 109 XXNOKXX T v 01/01/21 5
] OO0 XXXOOOKXX 109 XOOOKKXXXXX T 01/01/21 o O
09:00 (9:00 AM)
] U000 XKHIOOOKKRK 303 XXOOOKKXXKXX P v o121
09:15 (9:15 AM)
] YOOKKNKAX KUK ST X000 P 06/24/19 09:30 (9:30 AM)
09:45 (9:45 AM)
& XOOOKKX OO0 411 XOOOGKKXXXXX P v 06/24/19

g

4. ClickSaveat the bottom once you are finished.
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In cases where you need to enter a sectinte-in/time-out, (for examplejf a child needs to
leave care during the day becau$eK S& KI @S | R 2)OallewNiR steps hellod2th y § Y Sy
access thendividualDaily Time Entry page for that child.

1. Select he ® icon in theActioncolumn toviewthe detailsfor a specifichild.

Home Placement Roster Attendance ¥ Provider ¥ & User Profile @ Logout

Daily Time Entry

Select Date Legend 9 Absence - Closure i Not Entered fi Attended ﬁ Not Enrolled a Submitted
04/07/2021
Action « Child Number Child Name Age Case Name Lc cN Start Date End Date Time In Time Out Absence »
& XXXXXXXX  XXXXXXXXXX 406 XXXXXXXXXX P v 10/01/19 ]

2. Enter the second timén time-out in the appropriate fieldsEnter time in 18minute
increments. If the child was absent, select the checkbox at the bottom.

Home Placement Roster Attendance ¥ Provider ¥ & User Profile @ Logout

Daily Time Entry Form Apr 7, 2021

Today's Time Entry

Child Number Child Name Case Name

XXXXXXXXXXX XXXXXXXXXXX XXKHXXXXKKXX

Service Date Contract/Voucher

XXXXXXXXXXX Voucher

1st Time In @ 1st Time Out @ 2nd Time In @ 2nd Time Out @
09:15 12:1]

00:15 (12:15 AM)

[J A - ABSENCE
12:15 (12:15 PM)

3. SelectSavewhen you have completed your work.
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WEEKLY TIME ENTRY

Weekly Time Entry allows you to enter attendance for one child for the entire week, with the
option of entering more than one tim/time-out per day for the same child.

1. Select the Attendance dropadvn and selectWeekly Time Entry

Home Placement Roster Attendance ¥ Provider ~ & User Profile @ Logout

Daily Time Entry

Weekly Time Entry
:lcome XXXXXXXXXXXX
Monthly Preview

2. When you select Weekly Time Entry, there are options to searcalg Information or
Attendance Month Slect Attendance Month. (Note: The Case Information option is
2yte dzaSR F2NJ NBINRIFOGABS GAYS SyiNro {SS
21).

Home Placement Roster Attendance ¥ Provider ~ & User Profile @ Logout

Weekly Time Entry
Select a category to search by:

Case Information

Attendance Month

3. Choose the month for which you would like to enter thiméime-out and then click
Searchto viewthe child records for thamonth.

Home Placement Roster Attendance ¥ Provider ¥ & User Profile @& Logout

Weekly Time Entry

Select a category to search by: S NET
earch Criteria

Case Information

Attendance Month

Attendance Month
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4. ¢ 2 Sy i SNJ kn/tiddoutifor theiwedk Jséfet the icon in thction column
beside the child.
(Note: Clicking on the Child Number and Child Name column headers allows you to sort
the data in ascending or descending order. If yame ¢or more than 10 children, you will
be able to filter by Age, Level of Care, or both.)

Home Placement Roster Attendance ¥ Provider ¥ & User Profile (% Logout

Weekly Time Entry

Select a category to search by: Search Criteri
earch Criteria

Case Information
Attendance Month

Attendance Month 0472021 v

Action Child Number Child Name Age Case Name Lc v Start Date End Date
=] XXXXXXXX JOOKXXXXX 4,06 XXXXKXXX P v 10/01/19
=] XXXXXXXX XXXXXXXXX 209 XXXXXHXXXK T v 01/01/20
= XXXXXXXX XXXXXXXXX 3.03 XXX P v 01/01/21
=] XXXXXXXX XXXXXXXXX 1.09 XXXXKHXXXX T v 01/01/21

After selecting a childhe Weekly Time Entrgcreen will display for thaine child From here,
you may record timen/time-out and absencedf you cannot complete all at one time, you
may save your work at any time and return to complete it later.

5. Enter thetime-in/time-out for each day. Time must be entered usingriiute
incrementsin the system(Note:time-in/time-out isrecorded in military timé.

Home Placement Roster Attendance ¥ Provider ¥ o User Profile @ Logout

Weekly Time Entry

Case Information

Child Number Child Name Case Name Enroll Start Date Enroll End Date Service Month
XXXXXXXX XXXXXXXX XXXXXXXXXX 10/01/2019 04/21
Select D: . -
eed Lates Legend Absence Closure il Not Entered g Attended g Not Enrolled Submitted
Lz [82] a [ ]
04/07/2021
Time < £ sun 4742021 i Mon 47572021 i Tue 4/6/2021 8 Wed 47772021 Thu 4/8/2021 Fri 4/9/2021 Sat 4/10/2021 »
1st Time In 08:00 919
1st Time Out ki) 09:15 (9:15 AM)
2nd Tine tn 21:15 (9:15 PM)
2nd Time Out [CJABSENCE [JABSENCE ~ umoourwe JABSENCE [CJABSENCE [CJABSENCE [CJABSENCE



If you need to enter a second time/time-out you may do so in the appropriate fields (for
example,ilt OKAf R ySSRa G2 tSI @3S OFNB Rdz2NARyYy3
return at a later time).

[N
7

Time « 5 Sun 4/4/2021 ﬁ Mon 4/5/2021 ﬁ Tue 4/6/2021 @ wed 4/7/2021 ﬁ Thu 4/8/2021 ﬁ Fri 4/9/2021 Sat 4/10/2021 »
1st Time In 09:00 09:00 15:00
1t Time Out 18:00 11:00 19:15
14:00
2nd Time In 17:00
2nd Time Out [CJABSENCE JABSENCE [JABSENCE MIABSENCE [JABSENCE [ClaBsENCE [CJABSENCE

6. After entering all times or recording absences, scroll to the bottom of the page and
selectSave

7. SelectSubmitin the confirmation popup that appears

Submit *

Are you sure you would like to subrmit your changes?

NOTE: CANCEL, EDIT, OR DELETE ENTRIES

In CAPS Onlinan error message (see below) will appear if yrguto leave the Daily Time Entry
or Weekly Time Entry screemsile there are unsaved entries in the roster. Before leaving the
page, you must either save your entries by selecting Save, or cancel your entries by selecting
Cancel. After selecting Cancahy unsaved entries and or edits you made to your roster will be
cleared.

Home Placement Roster Attendance ¥ Provider ~ & User Profile G Logout

* You have unsaved changes! You must click SAVE to submit these changes or click CANCEL to clear your changes and proceed to the next page.

Note that entries that have been submitted in Monthly Previeva SS & { dz6 YA G G A y 3
Attendance on pagé9) but not yet processed for invoicing cannot be edited
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MONTHLY PREVIEW

Selectingvionthly Previewin the Attendance dropdown gives you an overview of all the
children cared for in that month.

This is also where yaubmit attendance records for processirajter you have entered the full
Y2y GKQa | {theHilBreénynQ&ir r@semJn the example below the Current Service
Month is listed as March. This means that we are submitting child attendance records for
processing and payment for the month March.

If you care for more than 10 childremuy canusefilters on the left side of the screen to filter

by statusand service monthYou can alsselectthe rows dropdown on the right side of the
screen to display up to 50 child records per pa@écking each column headers allows you to
sort the data inascending or descending orddihe icon in the Action column allows you to see
the entire month, correlating to the legend, for that child.
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