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WHAT IS CAPS ONLINE?

CAPS Online was designed and developed to satisfy a directive from OCFS for NYC that the
Administration for Children’s Services (ACS) would have a program to collect time-in/time-out
attendance data from childcare programs and providers that serve subsidized children. As of
September 1, 2022, CAPS Online is the required method for entering time-in/time-out
attendance for children with vouchers. Providers and programs must enter and submit
attendance in CAPS Online in order to be paid for providing care to children with vouchers.

The CAPS Online attendance system helps to ensure a standardized method for tracking
attendance for children with vouchers when care has been authorized. The system satisfies
state requirements including that a provider eligible to care for subsidized children maintain
daily attendance records including date of attendance, arrival and departure times, and
notation of full day absences [18 NYCRR 415.12(a)(2)].

In addition to satisfying state requirements, CAPS Online helps to increase accuracy in
recordkeeping and typically results in faster payments since monthly submissions are
electronic. The system can be accessed using a computer, tablet, or mobile device.
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CREATE A NYC ID

The first step to accessing the CAPS Online system is to create a NYC ID.

a.) If you do not have a NYC ID, please see Step 1 below and proceed with creating your
account.
b.) If you do have a NYC ID, please skip to Step 12 below.

1. Go to the URL: https://a069-capsonline.nyc.gov

2. Click on Create Account.

CHILD CARE ATTENDANCE PROCISSING SYSTEM

Please sign in to CAPS Online using NYC ID Account CAPS Online is using NYC ID Account

Email Address Don't have NYC ID Account§Create Account

] Need to Manage NYC ID Account? Manage Account

[ Email Address

Password e
S

[ Password ] Select a language:
English | Espanol | 13 | pycckuit asbik | duysdl el | kreydl ayisyen | wen

Forgot Password?

“ Login Announcements

3. Enter your email address.
You must create your NYC ID with your email address. Your email address must not
contain the following domain names: nyc.gov, nypd.org, queensda.org, specnarc.org,
brooklynda.org, dfa.state.ny.us, trs.nyc.ny.us, nycers.org, nyccfb.info, ibo.nyc.ny.us,
gueenscountrypa.com, statenislandusa.com, or nychhc.org.

Email or Username

Email Address or Username @

X000XXXXX@gmail.com

Confirm Email Address or Username:

XXOOXXXXX@gmail.com

4. Enter a password. (If the password is acceptable, the message “Password Good” will

display below.)
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5. Enter the password again to verify.

Password @

Password Good

Confirm Password

6. Select the dropdown and security question of your choice.
7. Enter your answer in the field below.

Select a security question and provide an answer to it. The answer is not case sensitive and must be between 3 and 255 characters. If you are on a
public computer, we recommend you mask your answers by selecting Hide below.

Display Answers

() Show @ Hide

Security Question

‘ Who was your childhood hero? s

Answer

8. Accept the terms by selecting the checkbox.
9. Select the Create Account button.

Check the box to indicate that you understand and agree to the NYC.ID Terms of Use, the overall Terms of Use for NYC.gov [, and the
Privacy Policy [ for NYC.gov.

| Create Account I
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10. Once the information has been submitted, an email confirmation will be sent to the
email address provided. Open the email and select the link in the email to confirm your
email address.

NYC.gov - NYC.ID Confirm Your Email Address inbox »

NYC.gov <noreply@nyc

(=)
[

You have just created a user account with City of New York. If it was created in error, deactivate your account
Click this linkfto confirm your email address
If the above link does not work, paste the following address into your browser

https llaccounts-nonprd nyc. goviaccountivalidate Token htm?guid=606d34eabdeadfedaler 1c7 chifsfafdStoken=IKZuhAmE QmWToaDexARL aMMPWZ

We ask you to confirm your email to ensure our emails will be delivered. This is the address you will log in with, and the address to which we will delivg
You can change your email address at any time, but will only be able to log in with it once you have confirmed the email address by clicking the link
Thank you for using NYC.gov

Do Not Reply - Automatic Email

11. A confirmation page will appear. Select the Profile button in the upper-right hand
corner. (Note: you must complete this step before trying to log in. If you try to log into
CAPS Online without updating your first and last name in the Profile section, the system
will display an error message.)

|
The Official Website of the City of New York m [Al7]

Email Address Confirmed

[Congratulations, we successfully confirmed your email address. You may now log in. }
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12. Log into your NYC ID account with the email address and password you created. (If you
already have an existing NYC ID, log in with your email address at the following URL:
https://www1.nyc.gov/account/user/profile.htm?spName=capsonline)

The Official Website of the City of New York M Al2]

Login

Log in using your NYC account Log in using one of these options

Email Address or Username * .
ﬁ Employees G Google IN. Linkedin
xooxx@gmail.com ‘
N

Password *

Forgot Password Create Account Report an Issue

13. Once logged into your NYC ID account, select the Name tab and enter the appropriate
information. Then click Save Changes. (Note: When entering your name, please avoid
using any special characters or accented letters, as they will cause an error when
finishing the account creation process.)

Email Address Password Name Security Question Deactivate

First Name

‘ Jane ‘

Middle Initial

Last Name

‘ Smith ‘

Save Changes
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44 If, during Step 12, you logged in with a previously-created NYC ID username (not an
email address), please complete the following step. If you just created a new NYC ID
(Steps 1-11), do not complete this step, and continue to Step 15.

Select the Email Address tab. Enter your email address in the appropriate fields, with
your NYC ID password. Click Save Changes.

Email Address Password Name Security Question Deactivate

Email Address

New Email Address @

XXXXXXXXX(@gmail.com

Confirm New Email Address

XXXXXXXXX@gmail.com

Current Password

Password Good

Save Changes

15. Once the information has been submitted, an email confirmation will be sent to the
email address provided. Open the email and select the link in the email to confirm
your email address.

Email Address Password Name Security Question Deactivate

Your new email address is pending confirmation. To confirm your new email
address, click on the link in the email that was sent to the new email address.
If you are prompted to login, enter your current email address or username
and password. If you have not received the email, check your spam/junk
folder.

After this information has been completed, you will be able to successfully log in and
use the CAPS Online system.
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LOGGING IN TO CAPS ONLINE

Every time you need to log into CAPS Online, go to the CAPS Online website: https://a069-
capsonline.nyc.gov/caps/login, and log in on the left-hand side of the screen, using your email
address and password that you used to create your NYC ID.

Please sign in to CAPS Online using NYC ID Account CAPS Online is using NYC ID Account
Email Address Don't have NYC ID Account? Create Account
[ Email Address ] Need to Manage NYC ID Account?_Manage Account
Password @
(-]
[ Password ] Select a language:
English | Espanol | #i3Z | pycckwii sizuik | au sl aall | kreydl ayisyen | witn
Forgot Password?
SEail Login Announcements
Are you eligible for a payment rate increase? Go to https; 1.nyc.gov/si ly
her- iders.page for more i i

iEs usted calificado/a para un aumento en la tasa de pago? Navegue a https://www1.nyc.gov/site/acs

Iy h iders.page para més i

REMINDER: You will be able to submit your December attendance records for payment processing
beginning January 1, 2023.

RECORDATORIO: Usted podrd enviar sus registros de asistencia de diciembre para procesamiento de
pago a partir del 1 de enero del 2023.

Welcome to CAPS Online! For questions, please email CAPSOnline@earlychildhoodny.org or call (212)
8357610, press 1 or 2, and press the star (%) key.

To get started, you can create your NYC ID by clicking on the “Create Account” link above. Don't forget
to add your name to your NYC ID account!

CAPS Online supports the following browsers: Microsoft Edge, Google Chrome, Mozilla Firefox, Safari.
CAPS Online, along with training videos and user manuals, is now available in Arabic, Haitian Creole,
Russian, Simplified Chinese, and Yiddish. Resources can be found here: https://earlychildhoodny.org

Once you log in to CAPS Online for the first time, you will see a screen asking you to “Please
identify provider you represent.” This is a one-time verification step that will allow the system
to locate your provider information.

ii ; MITRRATES CHLE CAN

Please identify provider you represent

ACCIS Provider Number * @ Provider's Main Phone Number @

i Provider Number ‘ | (999) 999-9999 |
Child Number * @ Age of this Child *

| Child Number | | “|

© 2009-2021The City of New York

You will need to enter the following information on this screen:

e ACCIS Provider Number: Your 6- or 7-digit ACCIS ID number assigned to you by ACS (not
your license number).

e Provider’s Main Phone Number: This field is optional and should be left blank.
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e Child Number: The full 10-digit child number for any child currently enrolled in your
care. This is the child’s 8-digit ACS case number plus 2-digit suffix/child number, with
leading zeroes left off. (Note: Do not enter any dashes or spaces.)

o Example: An ACS case number would be 12345678 (8 digits), and the child suffix
would be 01 (2 digits). On some documents, the full child number would look like
this: 12345678/01. In this instance, you would only enter the numbers with no
dashes, slashes, or spaces — 1234567801.

o If the 8-digit case number starts with a 0, such as 01234567, include the 0. In this
case, your 10-digit child number would look like this: 0123456701. (If the case
number does not start with a 0, do not enter any zeroes at the beginning of the
number.)

e Age of this Child: Select the exact, current age of the child whose case number you
entered (verify birthdate if you are unsure).

Once you verify this information, all the children in your care will be added to your CAPS Online
account, and you will be able to start entering attendance in CAPS Online. If you run into any
errors or experience any issues when completing these steps, please reach out to CAPS Online
Support and/or CFWB Enrollment at the contact information below.

CAPS Online Support: 212-835-7610, press 1 for English or 2 for Spanish, and then press *.

CFWB Enrollment (if you don’t have access to child’s case number or other information): 212-
835-7610, press 1 for English or 2 for Spanish, and select the appropriate prompt.
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PLACEMENT ROSTER

The placement roster shows you all the children currently enrolled in your care. (Note: If there

are children enrolled with you who do not appear on your Placement Roster, please contact
CFWB Enrollment.)

CAPS ONLINE Home | Placement Roster || Attendance ~ Provider ~ & User Profile @ Logout

If you care for more than 10 children, a filter option will appear on the left side of the screen,
allowing you to filter by child age. Clicking each column header with up/down arrows will allow
you to sort the data in ascending or descending order.

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

Placement Roster

Action Child Number Child Name (43 Age Case Name

XXXXXXXXXXX XXXXXXXXXXX v 1o

XXXXXXXXXXX

XXXXXXXXXXX XXXXXXXXXXX i a XXXXXXXXXXX
[ = XXXXXXXXXXX XXXXXXXXXXX 408 XXXXXXXXXXX
[ = XXXXXHKKKXXX XXKXXHKKKXKX — XXXXXXXKXXXX
= XXXXXXXXXXX XXXXXXXXXXX 102 XXXXXXXKXXX

Hovering over each icon in the Action column will let you know what that icon does. For further
information on each of the functions, please refer to the corresponding page number.

n Drop a Child (pencil icon): Page 12
ey
B Daily Time Entry (red calendar icon): Page 15

Weekly Time Entry (green calendar icon): Page 21
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DROP A CHILD

n The first (pencil) icon on the Placement Roster page allows you to “drop” or unenroll a
child from your care. Clicking on it will take you to the Placement Drop page for that
child (see below). You must choose a Drop Code (this is the reason for the unenrollment) and a
Drop Date (last day the child attended) and then click Save.

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

Placement Drop - Drop a Child

Child Information

Child Number Child Name Case Name Age

KRHHXKRKXKK OOOXXNKNAK OO 1.04
Leve! Of Care Enroll Start Date Enroll End Date
I 11/17/2021
Drop
Drop Code Drop Date * @
[ Select v ] [ ]

If you cannot drop the child, a warning message will pop up after you click Save. To exit the
warning, select Placement Roster from the navigation bar at the top and go back to the main
listing.

Page 12 10.23.2023



ENTERING ATTENDANCE

The Attendance dropdown has choices for Daily Time Entry, Weekly Time Entry, Monthly
Attendance Submission, and Monthly Attendance View. You will be able to enter and submit
attendance in CAPS Online for the current service month, as well as the previous 6 service

months.

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

Daily Time Entry

Weekly Time Entry

Welcome XXXX XXXX

Monthly Attendance Submission

Monthly Attendance View rated Child Care Information System, CAPS Online

Daily Time Entry allows you to enter attendance for all of the children in your care one day at a
time on a single screen (up to 50 children per page). Weekly Time Entry allows you to enter
attendance for only one child at a time, but for an entire week on the same screen. You can still
use Weekly Time Entry even if you're entering attendance on a daily basis. You can decide
which of the two pages is more convenient for you when entering attendance in the system.
You may also choose to record your attendance data on paper and then enter the attendance
information into CAPS Online later.

Time must be reflected in 15-minute increments. Round up or down to the closest time when
recording your time. As can be seen in the screenshot below, enter an hour (9 for instance) in
the Time In or Time Out box, and a drop-down menu of times will appear on the screen. Select
the one closest to the child’s arrival and/or departure time.

M: Time In Time Out Absence
a. For 9:05am arrival — select 09:00 (9:00 AM
( ) F 1 ] O

09:00 (9:00 AM)
b. For 9:10am arrival — select 09:15 (9:15 AM)
09:15 (9:15 AM)
c. For4:22pm departure — select 16:30 (4:30 PM) Pt o
09:45 (9:45 AM)
d. For 4:50pm departure — select 16:45 (4:45 PM) 21:00 (9:00 PM)
2115 (9115 PM)
21:30 (9:30 PM)

2145 (945 PM) ~
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CAPS Online also runs in military time, which means the PM hours will appear in 24-hour
increments. For instance, 4:00pm will appear as 16:00. When entering PM hours, ensure that
you have scrolled down to the PM hours, as the AM hours will appear first.

Rows | 50 per page v

Time In Time Out Absence

Examples:
a. For 2:05pm arrival —select 14:00 (2:00 PM) 7 0o
02:00 (200 AM) .
b. For 2:10pm arrival — select 14:15 (2:15 PM) | 01e@isAm o O
02:30 (2:30 AM)
| 02:45 (2:45 Am) ]
c. For 4:05pm departure —select 16:00 (4:00 PM) pyem——
14:15 (2:15 PM) O
d. For 4:10pm departure — select 16:15 (4:15 PM) usoasoon M

14:45 (2:45 PM)

UNDERSTANDING THE LEGEND

A legend appears at the top of the screen on the Daily Time Entry and Weekly Time Entry pages,
explaining the symbols for each possible attendance status.

Legend @ Absence M Closure ﬁ Not Entered ﬁ Attended g Not Enrolled Submitted

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

e Closure (Brown): A closure has been entered for that day (see Page 40 for instructions
for entering closures)

e Not Entered (Red): No attendance has been entered (neither time-in/time-out nor
absence) for that day and child

e Attended (Green): A time-in/time-out has been entered for that day and child

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

e Submitted (Black): Attendance for that day has been entered and that service month’s
attendance has been submitted for processing
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DAILY TIME ENTRY

Clicking on Daily Time Entry in the Attendance dropdown menu takes you to the current day’s
table of all the children you care for. The Child Number, Child Name, and Contract/Voucher
(C/V) columns can be sorted in ascending or descending order.

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

Daily Time Entry

Legend @ Absence M Closure fili NotEntered [l Attended [ NotEnrolled & Submitted

« »
Sﬁ:{ Adtion Child Number Child Name Age Case Name < v Start Date End Date Time In Time Out Absence
0O & XHXXXKXXX XXXXXXXX T XXXXKXKX ® 1A 1 — O
O & XXXXXXXX XXXXXXXX 200 XXXXXXXX T 020772 ] [ ]
0O & XXXXXXXX XXXXXXXX 711 XXXXXXXX s v 11708721 1 ] i
O XXXXXXXX XXXXXXXX 611 XXXXXXXX : » oz 1 ] O
0O & XXXXXXXX XXXXXXXX 502 XXXXHXXX » ; or/mi/2t ] 1 O

If you care for more than 10 children, you will be able to filter by Age and/or Level of Care,
using the filters on the left-hand side of the screen.

Home Placement Roster Attendance = Pravider = & User Profile @ Logout

Daily Time Entry

Legend @ Absence W Closure Jili Not Entered [ Attended [ Not Enrolled Submitted

<« »

Filter e - i) ot [l T ey
= O @ 00000000 XXO00XX XXX 1 [ ©
LR A O @ 000K XXXKXXXXX 20 XKXXXXXX 1 [ @o

O & 0000000 XX 390 XXXXXXXX 1 [ o

O & 00X XXXXXKXX 2 X000 | T ovor/2s 1 [] o
O & 000000 X00000K 22 XX00000X | T ovorzs 1 [ ©o
o XOOOOOKX XXXKXXXX X000 1 [ o

The following steps explain how to enter attendance using the Daily Time Entry option.

1. Select the Attendance dropdown and select Daily Time Entry.

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

Weekly Time Entry

Welcome XXXX XXXX

Monthly dance Submission

Manthly Attendance View sated Child Care Information System, CAPS Online
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2. The Daily Time Entry page will open for the current day. You may choose a different day
by using the arrows to move to the previous or following day or clicking on the field
under Select Date to choose a date from any of the previous six service months.

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

Daily Time Entry

E E Legend @ Absence M Closure [ NotEntered [l Attended [ NotEnrolled [ Submitted
Select , Chile Number Child Name Age Case Name T o Start Date End Date Time in ime Out Absence
2 acien
0O & XIOOOKKK YOONNX 1 XXUXKNK — — =]
O & XXX XXXOOXXX 200 XXX ] ] O
o @ JOKXXXXX YOO 711 JXOOKHNK 3 3 O
o XXHXXKXKX XHXXXXKXX KXXXKXXXX ] ] O
0O & XXXXXXXX XXXXXXXX XXXXXKXX » v e — ] O
=

3. Enter time in 15-minute increments in the Time-in/time-out columns. (Note: Time-
in/time-out is recorded in military time.) If the child was absent, select the checkbox in
the Absence column.

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

Daily Time Entry

« » Legend @ Absence M Closure {ili NotEntered {3 Attended Ej NotEnrolled @ Submitted
sf:welr. . d Numi 3 Age  CaseName tOste  EndDate Tim TimeOuwt  Absence
0O & XODOOON XXOO0XX 1 XIOOOOXKX s v 1 (]
0O & XXXXXXXX XHXKXXXK 200 XKHXXXKXK T 020123
O & XXX OO Z1) XHXXXXXX =
O & XKHXXXXX XXXXXXXX o1t SOONK s : 10022 (m]
0 & XXXXXXXX XXXXXXXX 5oz XOXXXXXX o721 B (]
0530 (530 AM!

4. Click Save at the bottom once you are finished. Click Save again in the pop-up that
appears. Once you’ve successfully saved, a green confirmation message will appear at
the top of the page, and the icons in the Action column will update from red calendar
icons (not entered) to either green calendar (attended) or purple face (absence) icons,
depending on what was entered.

S m

Save Changes

Daily Time Entry
& ¥ Legend @ sboeve M e W E ] L]
Are you sure you would like to save your changes?
‘ o PO =
o o
~ = =

ole L]
o e ] =] O
o L) =] = =°
O m ) o E1 = T
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ENTERING A SECOND TIME-IN/TIME-OUT IN DAILY TIME ENTRY

In cases where you need to enter a second time-in/time-out, (for example, if a child needs to
leave care during the day because they have a doctor’s appointment), follow the steps below to
access the individual Daily Time Entry page for that child.

1. Select the red calendar icon # in the Action column to view the details for a specific
child.

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

Daily Time Entry

» Legend €@ Absence W Closure [l NotEntered [l Attended E3 NotEnrclled EJ Submitted

sln.wj:-. e Child Number Child Name Age Case Name me Time Out
O E XXXXXKXXX XXXXXKKX RTINS0 9.0 4 — — O
O & XXX XOOONKX 200 XXX 1 (- O
O & XOOOXNKK XXXOOOXKX 711 XN 1 - o
O & XXXXXKXX XXXXXXXX a1 XXXXXXXX —] —] o
O & XXXXXXXX XXXXXXXX 502 JOOXXX —1 (. O
[ ]
2. Enter the second time-in/time-out in the appropriate fields. Enter time in 15-minute
increments.
Home Placement Roster Attendance ~ Provider ~ & User Profile (# Logout

Daily Time Entry Form July 18, 2023

Child Number Child Name

Case Name

XXX XXX XXOOXXXX

s % Date Contract/Voucher
07/18/2023 Voucher

15t Time In @ 15t Time Out @ 2nd Time In @ 2nd Time Out @

08:00 ] [ 11:00 20 ]

02:00 (2:00 AM

D A - ABSENCE 14:00 (200 PM)

3. Select Save when you have finished entering time-in/time-out on this page.

COPY/PASTE TIME-IN/TIME-OUT IN DAILY TIME ENTRY

In both Daily and Weekly Time Entry, you can copy and paste time-in/time-out for children who
arrived and left at the same time. You can copy and paste up to 50 records at a time, after
typing in the time-in/time-out for one child.

Page 17 10.23.2023



On the Daily Time Entry screen, you will see a column that says “Select,” to the left of the

“Action” column. The checkboxes in this column, when selected, can be used to copy and paste

entered time-in/time-out.

Home Placement Roster Attendance ~ Provider ~

Daily Time Entry

Select Date

«

Sﬁ: Aciion Child Number
Ol & XXXXXKXX
O} & XXXXXXHK
Ol & XOXXXXXK
OF& xoo000xxx
Ol s XXXXXXXX
(o Lo

To bulk copy/paste:

Child Name

XXXXXXXX

XXXXXXXX

XXXXXXXX

XXXXXXXX
XXXXXXXX

»

Age

& User Profile @ Logout

Legend @ Absence W Closure fili NotEntered { Attended E NotEnrolled 8 Submitted

Casze Name

XXXXXXXX

XXXXXXXX

XXXXXXXX

XXXXXXXX
XXXXXXXX

“Bulk Copy/Paste (All Visible Records)” on Page 18

Jooot

To copy/paste one row at a time: “Individual Copy/Paste (Selected Records Only)” on Page 19

BULK COPY/PASTE (ALL VISIBLE RECORDS)

The below steps will allow you to quickly save the same time-in/time-out value for all records

on the screen.

1. To copy and paste the same time for all the records on the page (up to 50 records),
enter the time-in and/or time-out for the first child on the screen. Then click on the

checkbox in the “Select” column for that row. This will copy the time-in/time-out from

that record — the row will be highlighted, and you’ll see a small red confirmation at the

bottom of the screen that says “Copying is done.”

Home Placement Roster Attendance ~ Provider ~

Daily Time Entry

<«

U
o .
0O =&
&
s
5

XXXXXXXX
XXX
XXXAXXXX
OO

XXXXXXXX

XXXXXXXX
JOOOOKXX
XRXXXXXXX
OO

KXXXXXXX

»

Age

11

& User Profile @ Logout

Legend @ Absence | Ciosure [ NotEntered [ Attended [ NotEnrolled [ Submitted

Case Name

XXXXXXXX
XXX
XXXXXXXX
XIOKXXXX

XXXXXXXX

I Copying s done

Stant Date

naT

10000 !

Absence

1000 !
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2. To paste the copied time-in/time-out for all of the records on the screen, click on the
master checkbox at the top of the column, immediately under the word “Select.” All the
rows on the page will now have the same time-in/time-out and appear highlighted, and
you’ll receive a small red confirmation message at the bottom of the screen that says
“Pasting is done”.

Note: When you click the master “Select” checkbox, it will overwrite any entered
attendance. Only use the checkbox at the top (pictured below) if all visible records
should have the same time-in/time-out.

Home Placement Roster Attendance - Provider - & User Profile & Logout

Daily Time Entry

« » Legend @ Absence | Closure i NotEntered [ Attended EJ Not Enrolled Submitted

e Child Numbes Child Name Age Case Nams T < Start Date End Date Time Out Absence

& XOOOKXXX XXHXXX nn JOOKXXX s v R O
] XXXXXXXX XXXXXXXX 200 XXAXXXKX T v 02/01/23 O
& XXX XXXXXXXX T XXX s v o O
= YOO XO000KXXX BT XXX s e O
- KXXKXXXKX XXXKXHKXXK e XXXKXKXX P v o07/01/21 O
r 1
m | Pasting s done !

3. Click Save when you are finished and click Save again on the pop-up that appears. You
will see a green confirmation message at the top of the screen confirming which records
have been successfully saved with time-in/time-out.

Home Placement Roster Attendance - Provider - & User Profile & Logout

|« XXXXXXXX for service date 7/19/2023 time entry was created successfully. X
o XXOOKXXXX for service date 7/19/2023 time entry was created successfully.

| « XXXXXXXX for service date 7/19/2023 time entry was created successfully.

| = XO000XX for service date 7/19/2023 time entry was created successfully.

| XO0000XX for service date 7/19/2023 time entry was created successfully. |

4. If you have multiple pages of child records, use the arrow keys at the bottom to move to
the next page and repeat the process (bulk copy/paste only impacts the records visible
on the page).

Note: If you would like to change the default number of records visible on a page, please
refer to User Profile on Page 43.

INDIVIDUAL COPY/PASTE (SELECTED RECORDS ONLY)

The below steps will allow you to quickly copy and paste a time-in/time-out value, one record
at a time.

Page 19 10.23.2023



1. Enter time-in/time-out attendance for the first child whose attendance you would like
to copy/paste, then select the corresponding checkbox in the “Select” column for that
row. This will copy the time-in/time-out from that record — the row will be highlighted,
and you’ll see a small red confirmation at the bottom of the screen that says “Copying is

done.”

Note: The copied record does not have to be the first row on the screen. Whichever

record is selected and highlighted first will be copied.

=

Home Placement Roster Attendance ~ Provider =

Daily Time Entry

«

'E Action

Ol ol O o
" n =

JOOXXXXX
XXXXXXXX
JOOOOKXK
JXOXXHXX

XOXXXXXX

XXXXXHXX
DOOOXXXXX
JOOOOOKX
XXXXUXXKX

JOOOOX

»

nn

& User Profile @ Logout

Legend @ Absence M Closure il NotEntered [ Attended [ Not Enrolled Submitted

XXXXHKXX z
KUXXXXXX
XIOOOKK
XXXXXXXX

DS $.9.0.0.6.4.¢

Copying is done

Seart Date

11721

1000 !
0000E

O 0o oo o

2. Once one row of time-in/time-out has been copied, use the boxes in the “Select”
column to select the other records with the same time-in/time-out. When you select
each record, the time-in/time-out will immediately be pasted. Each pasted row will be
highlighted, and you’ll receive a small red confirmation message at the bottom of the

screen that says “Pasting is done” each time.

Note: As soon as you click on a checkbox, the copied time-in/time-out will be pasted
into the time-in/time-out boxes for that record, overwriting any entered attendance.
This action cannot be undone. If you mistakenly overwrite attendance for a child record,
click on the checkbox for that record to deselect it (it will no longer be highlighted), then
re-enter the correct time-in/time-out for that child in the corresponding boxes.

Home Placement Roster Attendance ~ Provider ~

Daily Time Entry

& User Profile  ® Logout

« » Legend @ Absence W Closurs il NotEntered [ Attended EJ Not Enrolled Submitted

Select am ge ate Name art Date Tima In Time Out bsence
[w

& X XOOOOXK 1mn KHOKKXK s nanz -:a 00 _ 30 O

0O & XXXIO XXXHHXNK XOOKXXXX —1 1 O

0O & XXXXNXNK XOORXXXKK XXKXXKNX — ] O

B & 000000 X0000KX o X000 s ooz o e o

L XXXXKXKX XXXXXXXX S0 XXXXXXXX ’ ono m
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3. Once you have pasted the records you would like to paste on this page, click Save at the
bottom of the screen. A pop-up will then appear, asking if you’re sure you want to save
your changes. Click Save again.

Home Placement Roster Attendance ~ Provider =~ & User Profile # Logout

Daily Time Entry

Legend @ Absence M Closure §ili NotEntered [ Attended [ NotEnrolled [ Submitted

<« »
Ei\Di: Action Child Numbar Child Name Age Case Name < v Start Date End Date Timé In Absence
& XXXXXXXX XHXXXXXX T 00000 2N e o
O & XIOOGKXXX XXHOXKX 200 XXXXXXXX T ] m]
O & XXOXXKXK XHXKKKXX 00000 — o
& XHXXXXXKX JOOXXKX s 00000 s v 10022 O
XXXXXXKX XXXXXXXX 02 XXXXXXXX » v L O

&
I |
(=]

4. Once you click Save, confirmation messages will appear at the top of the screen for the
child records with newly saved time-in/time-out. In the table below, the icons and text
for those records will switch from red (not entered) to green (attended).

e Placement Roster  Attendance ~ Provider = & User Profile  Logout

o XOOOKXXXX for service date 7/19/2023 time entry was crested successfully. X
SXXOCXXXXX for service date 7/19/2023 time entry ted successfully.
X0OQOX for service date 7/19/2023 time entry was created successfully.

Save Changes

Daily Time Entry

” % Legend @ assence M Closure i NotEntered [ Attended i NotEnrolled i Submitted
B Acien = A Case Hamn

o & XXKXXKXX XHOOUOKX L XKKHXKHK £ i o
o & PEVES TS XXHKHHKXK 200 XXKHKKKK " 1 — [m}

5. After saving your attendance, repeat Steps 1-4 to copy and paste a different set of time-
in/time-out values.

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 time-in/time-out per day for the same child.

1. Select the Attendance dropdown and select Weekly Time Entry.
Home Placement Roster Attendance = Provider ~ & User Profile & Logout

Welcome XXXX XXXX

rated Child Care Information System, CAPS Online
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2.

When you select Weekly Time Entry, there are options to search by Case Information or
Attendance Month. Select Attendance Month.

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

Weekly Time Entry

Select a category to search by:

Case Information

In the dropdown menu that appears to the right, choose the month for which you would
like to enter time-in/time-out, then click Search to view the child records for that
month. Attendance entry is available for the current service month, as well as the six
prior service months.

Home Placement Roster Attendance - Provider ~

& User Profile @ Logout

Weekly Time Entry

Select a category to search by: Search Criteria

Case Information

Attendance Month

Attendance Month Select v

© 2009-2023The City of New York  Sitemap Responsibilities

You will see a table with all of the children in your care for that service month. If you
care for more than 10 children, you will be able to filter by Age and/or Level of Care,
using the filters on the left-hand side of the screen.

To enter a child’s time-in/time-out for the week, select the green calendar icon = in the
Action column beside the child.

CAPS ONLINE Home Placement Roster Attendance - Provider - & User Profile (% Logout

Weekly Time Entry

Select a category to search by: Saanchs Critetia

Case Information

Action Child Number ChiidMame:  Age  CasaName StatDate  EndDste
XXXKXKKX XHXXXKXX un XHXXXKKX : v nn
XXXXXXXX XXXXXXXX 200 XXXXXXXX T v 0201723
XXXXXKXX XXXXXKXX tal XXXXXKXX s ; 11708721
XXXXXKXX XXXXXKXX ant XXXXXXXX : v 002
XXX XXXXKXXX s02 XHOOOX » v ootz
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After selecting a child, the Weekly Time Entry screen will display for that one child.
From here, you may record time-in/time-out and absences. If you cannot complete it all
at one time, you may save your work at any time and return to complete it later.

Enter the time-in/time-out for each day in the first two boxes of each column. Time

must be entered using 15-minute increments in the system. (Note: time-in/time-out is
recorded in military time.)

Home Placement Roster Attendance ~ Provider ~

Weekly Child Time Entry

& User Profile &% Logout

Case Information

Child Number Child Name Case Name Envoll Start Date Enroll End Date Service Month
IOOOOKXX KXOKXXKX JOOKXXXX 11/17/2021 07/23
« Salact Daves » legend @ Absence JCiosure [l Not Entered [ Attended [ Not Enrolied [ Submitted
Time BN 1 o 71072023 7o /1172023 ] S ] 51
o
DJassence Dl aesence B ABSE
ele Dl sebect D see Oses Select

If you need to enter a second time-in/time-out (for example, if a child needs to leave
care during the day for a doctor’s appointment and then returns later), you may do so in
the third and fourth boxes in each column (2" Time In and 2" Time Out).

Home Placement Roster Aftendance ~ Provider ~

Weekly Child Time Entry

& User Profile @ Logout

Case Information

Number

Child Name

Case Name Enroll Start Date Enroll E

XOOKKXX XXX XXXKXKXX 1/17/2021 07/23
« » Legend @ Absence WM Ciosure Jij Not Entered [l Attended [ Not Enrolied B Submitted
me ] ™ 02023 W Tue 7120 ] . & A=
P [= ] Em ]
Time Out [ ] [1120 |
b [ ] [1a20 ]
me Out [ ] [i700 |
ABSENCE [lazsznce O assence BB zsence SENC
) | RS Cselec: [lseiect iact
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7. After entering all times or recording absences, scroll to the bottom of the page and
select Save.

8. Select Save in the confirmation popup that appears.

Save Changes

Are you sure you woul

COPY/PASTE TIME-IN/TIME-OUT IN WEEKLY TIME ENTRY

On the Weekly Time Entry page, you can copy and paste a full week of time-in/time-out
attendance for one specific child, after typing in the time-in/time-out for one day.

1. Enter time-in/time-out for one day of the week, then click on the “Select” box
underneath the time-in/time-out boxes. You'll receive a red message at the bottom of
the screen that says “Copying is done.”

Weekly Child Time Entry

& User Profile  ® Logout

Case Information

hilg Number Child Name Case Name Enroll Start Date Enroll End Date Service Month
XXXXXXXX XXXXXXXX XOOOXXXX 11/17/2021 07/23

« » Legend @ Absence | Closure i NotEntered [ Attended [ NotEnrolled [ Submitted

:K
| [3
@

oo ®
oo ®

Select

Select Select
Copying is done
] =

e OO ®

2. Once the time is copied, click on each of the “Select” boxes for the other days that you
want to paste the attendance for. When you click on each check box, the time-in/time-

out values will immediately be pasted, and a red message will appear at the bottom of
the screen that says “Pasting is done.”
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Home Placement Roster Attendance ~ Provider ~ & User Profile @ Logout

Weekly Child Time Entry
Case Information

Child Numbar Child Name Case Name Envoll Stare Date Envoll End Date Servics Month

XOKNHK XHHXXXXXX XUOKXKX 11/17/2021 07/23

« » Legend @ Absence W Closure [l NotEntersd (i Attended [ NotEnrolled {5 Submitted
na [ e - 23 ] &
e =]
15t Time Out I 1700 ‘
2nd Time In I ‘
2nd Time Out }

Select
[Femrem I

3. When you’re done copying and pasting the attendance, click Save at the bottom of the
screen, and Save again on the pop-up that appears and asks “Are you sure you would
like to save your changes?”

Save Changes

Are you sure you would like to save your changes?

4. You will then receive a green confirmation message at the top of the page, confirming
that all attendance was saved successfully. You can now move on to the next week or go
back to Weekly Time Entry and start with another child’s attendance.

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

OOOOXXX  for service date 7/17/2023 time entry was created successfully. X
HOOXXXX for service date 7/18/2023 time entry was created successfully.
XOOXXXXXX  for service date 7/19/2023 time entry was created successfully,
XOOKXXX  for service date 7/20/2023 time entry was created successfully.
 XXXXXXXX for service date 7/21/2023 time entry was created successfully.

NOTE: RESET, EDIT, OR DELETE ENTRIES

In CAPS Online, an error message (see below) will appear if you try to leave the Daily Time Entry
or Weekly Time Entry screens while there are unsaved entries on that page. Before leaving the
page, you must either save your entries by selecting Save, or cancel your entries by selecting
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Reset. After selecting Reset, any unsaved entries and or edits you made to your roster will be
cleared.

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

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

Note that entries that have been submitted in Monthly Attendance Submission but not yet
processed for payment cannot be edited (see “Note: Editing Already Submitted Attendance” on
Page 30).

MONTHLY ATTENDANCE SUBMISSION

After entering a full month’s attendance using Daily or Weekly Time Entry, the attendance must
then be submitted for payment processing on the Monthly Attendance Submission page.

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

Daily Time Entry
Weekly Time Entry
§ Mon

Monthly Attendance View nated Child Care Information System, CAPS Online

Welcome XXXX XXXX

ttendance Submission I

If you care for more than 10 children, you can use the filters on the left side of the screen to
filter by status and/or service month. You can also select the Rows dropdown on the right side
of the screen to display up to 50 child records per page. Click on any column header that has
up/down arrows to sort the data in ascending or descending order. The pencil icon in the Action
column allows you to see the status of that child’s attendance (attended, absent, not entered,
closures, etc.) for each day of the service month.

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

Monthly Attendance Submission

I Current Service Month : August I

Incomplete Records : 3 Completed Records : 2 Submitted Records : 0
Others
Prior Months Completed Records: 1 Non Submittable Records : 0

If any of your records display in “non-submittable” status please try to submit again on the next business day

Action Child Name = Child Numier Start Date End Date Max Days At Days Max Whs Wiks At Widy Fee FT Days

E Status
KOG OGO = 08/2023
] KOO OOCOOOK 1 ] 0 18/20;
a OO KOOOK = g Led
a JOOOKKK KXOKKK 2 o 9 B/2023 mplesed
a JOOOANK KOOOKNK = Gz
/] X_XXXXXXX XXXXXXXX 117200 01/31/2023 2 19 5 0 L] 0 01/2023 Complesed

4

certify that the attendance informaticn reparted on this Electronic Attandance Form (EAF) i correct
| Gnderstand that the EAF for this period must be campleted and submitted for continued payment,
| also certify that as an eligible provider, | comply with the NYS Codes, Rules and Regulations, Title 18 NYCRR 415.12.

[https: s ny.gov/programs/childcare/regulations/415-Child-Care-Services,pdf]
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To view an overview of the monthly attendance for a specific child, select the pencil icon in
the Action column. The Child Monthly Summary pop-up (pictured below) will display the entire
month’s activity for that one child.

Child Monthly Summary

Child Number : XOOO000XX
Child Mame : XXOOOO0OKX, X00XX

August 2023
Sun Mon Tue Wed Thu Fri Sat
2 E |
s o a a
o .
- “E 1 11
| = T T O
| H. 5 H. 9 d-L‘ 1 d-L‘
[=n] [=n] = [
2 22) 24
s e s s
[=n] ] ] = =
28} 29) 30 31
- - |

@ No. of Absences: 2

- No. of Closures: 1

@ Mo. of Days Attended : 13
i No. of Days Not Entered : 7
Total Days Entered : 16

In the example above, time-in/time-out attendance has been entered for this child for thirteen
days (August 1-3, 9-10, 14-17, 21, 24-25, 29). The child was absent for 2 days (August 11 and
30), the provider was closed for 1 day (August 28), and attendance still needs to be entered for
the remaining days of the month, as shown by the red icons.

TYPES OF RECORDS IN MONTHLY ATTENDANCE SUBMISSION

The Status column on the Monthly Attendance Submission page will tell you the status of each
child record for the current service month. (You may need to scroll to the right to view this

column.)

Action Child Namea Child Numiear 14 Widy Status
FOOOKXKXK FOOOKXKXK 111772021 0 cme
OO K OO 02/01/2023 3 2 4 0 0 0 08/2023 Complzted
OO OO 11/08/2021 2 4 1 02r2022 Incomgpiate
OO0 OO0 10/01/2022 i i 4 0 0 0 08/2023 Completed
OO OO 0701202 ] e
OO OO 111772021 01/31/2023 2 19 5 0 0 0 0172022 Completed

A summary of the status of your attendance records is also shown at the top of the Monthly
Attendance Submission page. The Current Service Month is the most recent service month that
can be submitted for payment processing on the Monthly Attendance Submission page.
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Home Placement Roster Attendance - Provider -~ & User Profile [+ Logout

Monthly Attendance Submission

Current Service Month : August
Incomplete Records : 3 Completed Records : 2 Submitted Records : 0
Others
Prior Months Completed Records: 1 Non Submittable Records : 0

Below is a list of descriptions for the statuses of each type of child record displayed in the
Monthly Attendance Submission screen.

e Incomplete: A child record is “incomplete” if there is at least one day during the Current
Service Month for which an entry is missing (i.e. a time-in/time out, an absence, or a
closure). You must complete the attendance for those days in Daily Time Entry or
Weekly Time Entry for that child. A child record marked “Incomplete” cannot be
submitted in Monthly Attendance Submission.

e Completed: A child record is “completed” if there is an entry entered for every day of
the Current Service Month for that child (i.e. a time-in/time-out, an absence or a
closure), but the record has not been submitted for processing yet. The record is ready
to be submitted in Monthly Attendance Submission.

e Submitted: A child record is “submitted” if the record has already been submitted for
the Current Service Month in Monthly Attendance Submission. Entries for that child can
no longer be edited in Daily Time Entry or Weekly Time Entry until the payment is
processed. Payment processing usually takes approximately 7 business days.

The remaining statuses (under Others) may apply to child attendance records from the current
service month or from months prior to the Current Service Month:
e Prior Months Completed: Records for prior service months will appear with this status if
the record falls in one of the two following scenarios:

o The child record had not been submitted for one of the months prior to the
Current Service Month and is ready to be submitted for that month, or;

o The child record for one of the months prior to the Current Service Month has
already been submitted and processed for payment; however, at least one day’s
attendance has been edited in Daily Time Entry or Weekly Time Entry since that
record was submitted. The updated record can now be resubmitted for payment
processing.

¢ Non Submittable: There are several actions that will result in an attendance record to
be temporarily moved into “non-submittable” status including:

o Enrollment modifications — dropped, modified, or new enrollment;

o Anything that updates parents’ fee — income modifications, family size
modifications, fund stream modifications;
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o Closure modifications

If any of your records display in “non-submittable” status, please try to submit again on
the next business day for processing. (Note: On the Monthly Attendance Submission
page, there is a reminder in a yellow box about non-submittable records; this is just a
reminder, not an error.)

SUBMITTING MONTHLY ATTENDANCE

Before submitting your attendance, refer to the “Status” column to ensure all attendance
records for the month are listed as “Completed”. If you have any problems with your records
not showing as completed, please visit the CAPS Online Help Center for guidance: Why is my
attendance showing as “incomplete” in Monthly Attendance Submission? [Link:
https://bit.ly/3ZlyuQ0]

All records marked Completed will be submitted simultaneously to be processed for payment.

1. Atthe bottom of the page, read the certification message below the roster and if you

agree, select the checkbox, and click the Submit button to submit your records for
processing.

Note: Clicking the “Submit” button will submit a/l Completed and Prior Months
Completed records, regardless of any active filters.

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

Monthly Attendance Submission

Current Service Month : August
Incomplete Records : 3 | Completed Records : 2 || Submitted Records : 0
Others

IPIiI]I Months Completed Records : II Non Submittable Records : 0

If any of your records display in “non-submittable” status please try to submit again on the next business day

Action Chid Name : Child Numoer End Daze MaxDays  AmDays MaWhs  WisAn WiyFee  FTDas Senvice Meomh St
a OO KCOXAK z 4 0 082023 ncomplste
-] KKK HXKCKCHKXK 1 0 0 6/2023 mpleted
XIHOOOOOK XXCOCEXK = 1 1 oa/20zs ncompiste
a KOO KHKHCCHRK 2 0 0 08/20 mpletad
] XXOOOOOK KOOOOOK 070172021 5 1 0 072023 ncompizze
/] KOO KOO 101772021 031208 z 10 B 0 0 0 0172023 Completed

certify that the 2ntendance information reported on this Electronic Anandanca Farm (EAF) iz correct
| understand that the EAF for this period must be completed and submitted for continued payment.
I also certify that as an eligible provider, | comply with the NYS Codes, Rules and Reguiations, Title 18 NYCRR 415,12,
https://ocfs.ny.gov/programs/childcare/requlations/415-Child -Care-Services pdf)
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2. A pop-up message will ask “Are you sure you would like to submit these completed
attendance records?” Select Submit again.

Submit |« |

Are you sure you would like to submit these completed
attendance records?

3. A confirmation message will appear at the top of the page letting you know your
attendance records were submitted successfully. The status of the records will also

change to “Submitted,” and the information at the top of the page will change to reflect
the records that were just submitted.

Home Placement Roster Attendance - Provider - & User Profile  (# Logout

= Attendance submitted successfully

Monthly Attendance Submission

Current Service Month : August
Incomplete Records:3  Completed Records : 0| Submitted Records: 2
Others
Prior Months Completed Records : 0 Non Submittable Records : 0

NOTE: EDITING ALREADY SUBMITTED ATTENDANCE

Once records are marked “Submitted” for a given month, they must be processed for payment
by ACS before they can be edited. Payment processing usually takes approximately 7 business
days. After payment has been processed, you can adjust previously submitted records by

editing them in Daily Time Entry or Weekly Time Entry and re-submitting them in Monthly
Attendance Submission for payment processing.

Previously submitted records that have been processed and are available for editing will look
like the attendance below, with bolded boxes around the time-in/time-out boxes.

. #s on 7/11/2022 M Tue 7122022 B wed 771372022 & ]
15t Time [0s30 | [os20 ] [1o35 | [os0 ]
152 Tim [1620 ] [1em ] [1620 ] [re0 ]
it L1 [ ] [ J [ | [ J
St 1 [ ] [ ] [ ] [ ]
ABSE [ azsence [Jnesence [ azsence [ azsence [ ssence
Olselect select Oses O select Ose ect
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If, however, the attendance records look like the attendance below, with grey boxes and
bolded times, this means that the attendance has been submitted, but is not yet processed. If it
has been more than 7 days since submission and the attendance boxes still appear in grey,
please contact CAPS Online Support (call 212-835-7610, press 1 for English or 2 for Spanish, and
then press * or email capsonline@earlychildhoodny.org).

& 202 8 Vo 10312022 e 111202 B s 11272022 B 13z e s B
08:00 08:00 08:00 08:00 08:00
18:00 18:00 18:00 18:00 18:00

MONTHLY ATTENDANCE VIEW

The Monthly Attendance View page allows users to review attendance records from all service
months available in CAPS Online, regardless of status (i.e., incomplete, completed, submitted,
and non-submittable). This is a helpful tool for reviewing records that don’t appear on the
Monthly Attendance Submission page, which only shows records from the system current
service month and/or completed records from prior service months.

Please note: The Monthly Attendance View page is for reviewing records only and cannot be
used to submit attendance. To submit attendance records for payment, please use the
Monthly Attendance Submission page (refer to Monthly Attendance Submission on page 26).

The steps below explain how to access and review records from the past six service months
(not including the service month currently in progress). If you have open retroactive records
that you would like to review, please refer to Reviewing Retroactive Attendance Records in

Monthly Attendance View on page 36.

1. Click on Attendance in the navigation bar. Then click on Monthly Attendance View.

Home Placement Roster e - & User Profile (% Logout
e Entry

Welcome XXXX XXXX

vated Child Care Information System, CAPS Online
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2. The Monthly Attendance View page will appear on the screen, and 2 categories will be
available to search by — Case Information and Attendance Month. Select Attendance
Month.

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

Monthly Attendance View
Select a category to search by:

Case Information

Attendance Month

3. Click on the Attendance Month drop-down menu which appears on the right. Select one
of the previous 6 service months for which you can view your monthly records.

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

Monthly Attendance View

Select a category to search by:

Search Criteria

Case Information

Attendance Month

© 2009-2023The City of New York  Sitemap

4. The Monthly Attendance View page will now display the month you selected, with a
summary of the statuses of that month’s attendance records at the top.

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

Monthly Attendance View

Current Service Month : May
Records:2 Comp Records:0 Submitted Records : 3
Others
Non Submittable Records : 0

5. To see which records are Incomplete, Complete, Submitted, or Non-Submittable, refer
to the far-right status column (you may need to scroll over to see this column).

Action Child Name Child Number Start Date End Date Max Days Att Days Max Wis Wics Att Widy Fee FT Days Service Month Satus
XXXXXXXX XXXXXXXX Rl = : compate
XXXXKXXX XXXXXXXX 02/ 2023 » s o msied
XXXXXXXX JOOOHXX 11/08/2021 3 5 1 .
XXXXKXAX JOOKXXXX Submitted
XXXXXXXX XXXXXXKX o 0 0 Submined
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6. To view a summary of the attendance for a specific child, click on the pencil icon B in

the Action column next to the attendance record.

Select a category to search by:

Case Information

Attendance Month

Mame

ol

XHXOKXXX

]

XXKKHHRK
XXOKXXXX

]

XXXXXXXX

]

XUXXXXXX

o

XXXXKXXX
XXXXXKXX
XXX
JOONXXXXX

JOKXXXXXX

Search Criteria

7. A Child Monthly Summary will appear on the screen, showing you the attendance
status of each day of the month for this child. If you have any red calendar days (as
marked below), you will need to enter attendance for those days to complete the record
and submit it for payment processing on the Monthly Attendance Submission page.
(Note: You must go to the Monthly Attendance Submission page to submit any records
for payment processing. Attendance cannot be submitted from the Monthly Attendance

View page.)

Child Monthly Summary

Child Number : X3000000(/XX Child Mame @ 30000000{, XXX

May 2023
Sun Mon Tue Wed Thu Fri Sat
E E 4 5
e e s ey et
= | o = | o o
1 " s IR IR E
@ @ 9| @| @
[ o o .
2 22 23 24 23 2o ]
s e e e
G| @ G| = | ]
28] 29 H_E 0 31
- B

@ No. of Absences: 3

¥ No. of Closures: 1

5 No. of Days Attended : 15
i No. of Days Not Entered : 4
Total Days Entered : 19

ENTERING ATTENDANCE RETROACTIVELY

Note that CAPS Online only allows attendance entry as far back as 6 service months prior to
the current service month. However, only under special circumstances, namely a Fair Hearing
or ACS action (enrollment change, etc.), will requests to enter time-in/time-out retroactively be
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considered for dates prior to those 6 service months.

1. To request the ability to enter time-in/time-out attendance for dates that fall prior to
the 6 past service months due to a Fair Hearing or ACS action, please contact the ACS
Help Desk at +1 (212) 835-7610 and press # when prompted.

2. Once ACS VPU verifies the Fair Hearing Documentation and/or ACS action, your past
attendance will be opened for editing, and you will see those records listed on the CAPS
Online homepage under “Cases Allowed for Retro Time Entry”.

Announcements

TEST WEBSITE [The Automated Child Care Information System, CAPS Online] TEST
WEBSITE"

Invoice Detail:
Check Date: X XXXXXXX Check Number: XXXXXXXX  Check Status: ISSUED

Cases allowed for Retro Time Entry

Child Number = Child Name = Case Name Tito Start Date  Tito End Date  Effective Date  RC

XXX XOOOOKXX XOOONKXK ez 06/30/23 07/07/23 RE

CAPS Online is the system used to manage and monitor the entire life cycle of child care for
subsidy eligible families in the City of New York

3. To access the records for editing, select Weekly Time Entry from the Attendance
dropdown.

Home Placement Roster Attendance = Provider ~ & User Profile ® Logout

Daily Time Entry

m Welcome XXXX XXXX

Monthly Attendance Submission

Monthly Attendance View nated Child Care Information System, CAPS Online

4. Select Case Information, then click on the dropdown menu under Case Number on the
right-hand side of the screen. The children that appear in this dropdown are the only
ones for whom retroactive time entry is available. Select the child for whom you would
like to edit attendance and click Search. Clicking Search will take you directly to the
Weekly Time Entry page for the date(s) that have been opened for editing.

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

Weekly Time Entry

Select a category to search by: SeichiThb
earc rntena

Case Information
Case Number

Attendance Month 123456789 3000000, X000 v

123456789 XOOO00GKK, XIXXXK
987654321 XXX, X000 I
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5. Enter time-in/time-out for the child record you selected and click Save at the bottom of
your screen. After saving attendance for the week, click on the double arrows to move

to the following week. Repeat this process for all weeks/months that have been opened
for retro time entry.

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

Weekly Child Time Entry
Case Information

Child Number Child Name Case Name Enroll Start Date Enroll End Date

XOXXXXXXX XXXXXXXX XXXXXXXX 09/02/2022

Select Dates =

« Legend @ Absence | Closure {ilii NotEntered [ Attended [ Not Enrolled 5 Submitted

Time B sun e/252022 & vion £/29/2022 e 2202022 i vied 3212022 & ooz o0z B 5ot 0272022
15t Time In —]
1t Time Out —]
2nd Time In —]
ABSENCE ABSENCE ABSENCE ABSENCE ABSENCE [Jassence ABSENCE
Select Select Select Select Select Cselect Select

6. After editing and saving the time-in/time-out attendance for the child record, you must
then select Monthly Attendance Submission from the Attendance drop down and
submit the record for processing.

Note: Once you submit time-in/time-out attendance for a full service month, you must
wait for the invoice to be processed before you can make edits and resubmit it for
payment. Payment processing takes approximately 7 business days.

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

Menthly Attendance Submission

Current Service Month : August
Incomplete Records: 3 Completed Records:2  Submitted Records : 0
Others

I Prior Months Completed Records: 1 INun Submittable Records : 0

If any of your records display in “non-submittable” status please try to submit again on the next business day

Action Child Name = Child Humbsr Stant Date End Date & Max Days Art Days Max Whs Wis Atz Widy Fae FT Days

Status =
a KOO OGO 1 = incomplete
] SOOOOOK OO 2 2 4 0 0 0 0872003 Complatzd
a KOO XHOOOOOK 11708 3 1 08/203 incompiate
a OO KOO 3 2 4 o 0 0 082023 Completed
] KON XK = 4 0 s/ ncemeiae
7] Complezed

certify that the attendance informatien reported on this Electronic Attendance Form (EAF) is correct
| inderstand that the EAF for this period must be cempleted and submitted for continued payment.
| also certify that as an eligible provider, | comply with the NYS Codes, Rules and Regulations, Title 16 NYCRR 415.12.

s.ny.gov/programs/childcare/regulations/415-Child-Care-Services.pdf)
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REVIEWING RETROACTIVE ATTENDANCE RECORDS IN MONTHLY ATTENDANCE VIEW

The Monthly Attendance View page can be used to check the status of any open retroactive
case records.

Please note: The Monthly Attendance View page is for reviewing records only and cannot be
used to submit attendance. To submit attendance records for payment, please use the

Monthly Attendance Submission page (refer to Monthly Attendance Submission on page 26 for
detailed instructions).

1. Click on Attendance, then select Monthly Attendance View.

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

Daily Time Entry
Weekdy Time Entry

Welcome XXXX XXXX

Monthly Attendance Submission

I Monthly Attendance View !wated Child Care Information System, CAPS Online

2. The Monthly Attendance View page will appear on the screen, and two categories will

be available to search by — Case Information and Attendance Month. Select Case
Information.

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

Monthly Attendance View

Select a category to search by: Search Criteria
Case Information

Case Number

Attendance Month ([ selet <]

3. Select the child’s case number from the drop-down menu on the right and click search.

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

Monthly Attendance View

Select a category to search by:

Case Information

Attendance Month

Search Criteria

Case Number

Select
JOOCOOGME X000, X0
JOOCOOOXK X000, XXX

4. The child’s record will appear on the screen. Refer to the Status column on the right to

determine whether the record has been completed. If you click on the pencil icon in
the Action column, you will be able to view the retroactive record’s Child Monthly
Summary, which displays the attendance status of each day of the month for this child,
including any incomplete days. (Note: You must go to the Monthly Attendance
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Submission page to submit any completed records for payment processing. Attendance

cannot be submitted from the Monthly Attendance View page.)

Home Placement Roster Attendance ~ Provider ~

Monthly Attendance View
Select a category to search by:
Case Information

Attendance Month

Action Chid Name * Child Mumber =

Q00000000 2000000K
<

Search Criteria

Case Number

(30000000 X000, X0

*)

Search

L/C  StartDate = End Date © MaxOPD NumOPD C/V

s 02/12/2023 4] [

v

MaxDays  AttDays

12

10

MaxWi= Wiz Att

3

Child Monthly Summary

(-]

Child Number : X0000000(XX Child Name © 300000(, 2000(

February 2023
Sun Mon Tue Wed Thu Fri Sat
1 2 3 4
e G| ©

5 B . P 0 104 11

G| G| @ @ ©
EI R E LT B 14 17] 18

G| G| G| G| @
19 220 Al 22 23 24 25

O| G| G| G| &

@ No. of Absences : 5

™ No. of Closures: 0

B No. of Days Attended : 15
i No. of Days Not Entered : 0
Total Days Entered : 20

4]

Wiy Fee

o

FT Days

4

& User Profile (# Logout

Service Month § Status *

0272023 Submitted
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PROVIDER INFORMATION

The Provider dropdown has two options: Provider Profile and Closures. The Provider Profile
option allows you to view and edit information about your provider profile. The Closures option
allows you to enter business closures for specific days that you know you will not be providing
care.

PROVIDER PROFILE

1. Select the Provider dropdown.
2. Select Provider Profile.

All information about the provider is displayed on this page. Selecting the small arrows on the
right will expand or collapse that part of the window. The fields in white are editable while
fields in grey are not editable. If you make any changes, scroll to the bottom and select Save.

Home Placement Roster Attendance - Provider - & User Profile  ® Logout

| Provider Profile |
Provider Profile Closures

Provider Info

Srovider g Lt Nama First Name

XK KXHOXXKX KXXXXX
Strewt Numbar Streat Apt City Sute Zip
KKK DOOKXXX XX XXX XX XXAXX
Telephone Number Contact Ema
[ 000} 050-0000 J [ 00000000 BGMAILCOM J
License Details
Language Details o
Location and Public Transportation ©
Days. Session and Hours Of Operation o
PORTANT: CAPS Online is nat the system of record for licensed child care programs and registered child care providers. You MUST continue to update this information with your ficensing/registration agency as required by reguiation.

IMPORTANT: CAPS Online is not the system of record for licensed child care programs and
registered child care providers. You MUST continue to update this information with your
licensing/registration agency as required by regulation.

HOURS OF OPERATION

Hours of Operation will now be updated by users in CAPS Online instead of by ACS/CFWB.
Please note that all hours of operation must match your licensed hours of operation with your
licensing (NYC DOHMH or NYS OCFS), registration (NYS OCFS), or enrollment (NYS
OCFS/WHEDco) agency.
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1. Click on the Provider button in the navigation bar, then click on Provider Profile.
m Home Placement Roster Attendance m

& User Profile & Logout

Welcome XXXXX XXXXXXXXX

The Automated Child Care Information System, CAPS Online

2. This will bring up the Provider Profile page. Click on the last section of the page, Days,
Session and Hours of Operation.

S ——

& User Profiie (4 Logout

Provider Profile

Provider info
XXX 200K XXX
XXX XOOXXXXXX XX XXXXX XX XOXXX
License Details

Language Details

Location and Public Transportation

} Days. Session and Hours Of Operation

© © ¢ ©

m

3. Enter your hours of operation for each day. In the example below, the Open time is 7:00
am. Type 7:00, and then select 07:00 (7:00 AM) from the dropdown menu.

Days, Session and Hours Of Operation

[}
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Open [7] Open (7] Open (7] Open (7] Open (7] QOpen (7] COpen [7]
7ol [ ) | | | ) ) | ]
Close a IEED LT Close e Close e Close a Close a Close a

Leeren ) | J | ) | ) | ]

Programs and providers must separately notify the oversight agency for their license (NYC DOHMH or NYS OCFS), registration (NYS OCFS) or enrollment (NYS
OCFS/WHED«ce) of any changes in their hours of operation.

4. Below that, enter the time you close in the Close box. In this example, the close time is
6:30 pm. Type 6:30, and then select 18:30 (6:30 PM) from the dropdown menu. (Please

note: CAPS Online runs in military time, so be sure to select the PM hours, which
populate under the AM times.)

Days, Session and Hours Of Operation

Sunday Maonday Tuesday Wednesday Thursday Friday Saturday
QOpen 0 Open e Open a Open 0 Open 0 Qpen 0 Open e

[ I N ) | ) | ) | ) | ]
Close 0 Close 0 Close a Close a Close a Close 0 Close 0

o [ ) | ) | ) | ) | ]

06:30 (6:30 AM)

Programs and providersy™ 13-3g (6:30 PM) v the oversight agency for their license (NYC DOHMH or NYS OCFS), registration (NYS OCFS) er enroliment (NYS
OCFS/WHEDco) of any < /0NgE v D0 of operation.
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5. Repeat steps 3 and 4 to fill in the rest of the week for your operating hours.

Days, Session and Hours Of Operation [+]
Sunday Monday Tuesday Thursday Friday Saturday
Open 9 Open e Open e Open e Open 9 Open e
[ ] [ 07:.00 ] [ Q7:00 ] ] [ 07:00 ] [ Q7:00 ] [ ]
Close 0 Close e Close 0 Close 9 Close 0 Close e

C O e |e=

)

i | | | —

Programs and providers must separately notify the oversight agency for their license (NYC DOHMH or NYS OCFS), registration (NYS OCFS) or enroliment (NYS

QCFS/WHEDce) of any changes in their hours of operation.

6. When you’re done entering open and close times for each day of the week that your
program is open, click on the check box next to the paragraph that reads “I certify that
the updated hours of operation are correct and are consistent with the hours of
operation provided to the oversight agency for my license (NYC DOHMH or NYS OCFS),
registration (NYS OCFS) or enrollment (NYS OCFS/WHEDco),” and click Save.

Days, Session and Hours Of Operation [+]
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Open 0 Open 0 Open 9 Open 9 Open e Open o Open o
[ ] [ 07.00 ] [ 07:00 ] [ 07.00 ] [ 07:00 ] [ 07:00 ] [ l
Close 9 Close 9 Close e Close e Close e Close e Close e

CHeEJEIE]E] EDC]

Programs and providers must separately notify the oversight agency for their license (NYC DOHMH or NY5 OCFS), registration (NYS OCFS) or enroliment (NYS

OCFS/WHEDco) of any changes in their hours of operation.

led to the ight agency for my license

| certify that the updated hours of operation are correct and are consistent with the hours of ion pi
(NYC DOHMH or NYS OCFS), registration (NYS OCFS) or enroliment (NYS OCFS/WHEDco).

IMPORTANT: CAPS Online is not the system of record for licensed child care programs and registered child care providers. You MUST continue to update this information

with your licensing/registration agency as required by regulation.

7. After pressing Save, you will receive a green confirmation message at the top of the

screen.

= Information has been updated for the Provider:X0000X

CLOSURES

X

If you will not be providing care for children on specific days (for example, if you will be out of
town on a certain day), you must enter this information as a closure.
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1. Select Closures from the Provider dropdown.
2. Select Add Closure. This will load the Closure Info page.

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

Provider Profile

Closures
Closures

3. Select the Start Date field. A calendar will drop down. Click on the first date of your

closure.

Home Placement Roster Attendance * Provider ~ & User Profile (% Logout

Closure Info - Add Closure

Closure Information

Provider id Start Date End Date Days
KOO 12/26/2022| [ £nd Date ]

< December 2022 >
Comments ©

© 2009-2023The City. of New York ~ Sitemag e

4. Select the End Date field and a calendar will drop down. Click on the last date of your
closure. (Note: If the closure is only one day, your End Date will be the same as your
Start Date.)

Home Placement Roster Attendance ~ Provider * & User Profile (# Logout

Closure Info - Add Closure

Closure Information
Provider Id Start Date &nd Date Days
XIOOXX [ 12/26/2022 ] 12/26/2023 1

Comments ]

© 2009-2023The City of New York  Sitemap o B

5. Click on Comments and then the Closure Description field to add a description for the
closure.
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6. Select Add at the bottom to save the closure.

CAPS ONLINE Home Placement Roster Attendance ~ Provider ¥

& User Profile (% Logout
Closure Info - Add Closure

Closure Information

Provider id Start Date End Date
XXXXXX

[ 12/26/2022 ] E 12/26/2022
_
rlcsure Description

Days
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USER PROFILE

Select the User Profile button in the top-right corner to update your personal contact
information.

Last Name, First Name, Language, and Page Limit are required fields. You may add a telephone
number if you choose. The only thing you cannot change is your email address.

Once updated, select Save.

Home Placement Roster Attendance * Provider & User Profile | ® Logout
User Profile
MY USER PROFILE
Email Address
XXKXXXXXXKKX@XXXX.COM
Last Name First Name Telephone Number
[xxxxxxxmx ] [xxxxxxxxxx ] [ 999) 989-9999 ]

Language 93ge Limit

[Er..sxs,& = ] [ 10 5 J
=

IMPORTANT: CAPS Online is not the system of record for licensed child care programs and

registered child care providers. You MUST continue to update this information with your
licensing/registration agency as required by regulation.

LANGUAGES

CAPS Online is availabe in seven different languages — English, Spanish, Arabic, Haitian Creole,
Russian, Yiddish, and Simplifed Chinese. You can change the language of your CAPS Online
profile by clicking on User Profile, then selecting your preferred language from the drop-down
menu, and clicking Save. User guides and videos are also available in these seven languages on
the CAPS Online Support website (https://earlychildhoodny.org/capsonline).

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

User Profile

MY USER PROFILE
Email Address
HOOXKXX@XXXXX.COM

Last Name First Name * Telephone Number

== ] (oo == ]

Larguage Page Limit
EN - ENGLISH " [ 20 - ]
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https://earlychildhoodny.org/capsonline

PAGE LIMIT

The page limit option in User Profile will permanently increase the number of visible records on
the screen when you’re in Placement Roster, Daily Time Entry, Weekly Time Entry, Monthly
Attendance Submission, and Monthly Attendance View.

If you have more than 10 children enrolled, you’ll be able to increase the number of visible
records in increments of 10 — 10, 20, 30, 40, or 50. This can be changed at any time by clicking
on User Profile, then adjusting the Page Limit by selecting a number from the drop-down
menu, and clicking Save.

(Note: You will not see the page limit change on attendance pages unless you have more than
10 children enrolled in your care.)

Home Placement Roster Attendance - Provider - & User Profile & Logout

User Profile
MY USER PROFILE
Email Address

JOOOXXXXX@XXXXX.COM

Last Name First Name Telephone Number

Language Page Limit

As you can see below, if the “Page Limit” is set to 20 in User Profile, all screens will now display
up to 20 records on one page. This will occur on Placement Roster, Daily Time Entry, Weekly
Time Entry, Monthly Attendance Submission, and Monthly Attendance View.

Home Placement Roster Attendance - Provider ~ & User Profile  (# Logout

Placement Roster

Filter

Age

ction Chid Number Child Nam. e A Case Nam
Selext - Actio d Numbes ame ge ase Name

Apply Filter | Reset Filter & v 800

XXHKXKXXXXX KXXKXXXKXX XXXHXXXXXXX

XXXXXXXXXX XXXXXXAXXX XXXXXXXXXX
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MOBILE DEVICE

CAPS Online is mobile-friendly and accessible by using computer, laptop, tablet, or smartphone.
There are some small differences in how the system will look if you access it on a smartphone.

Simply log in as you would normally from a browser window. Instead of viewing the entire
navigation bar, as you would on a computer or tablet, you will see a clickable “hamburger

menu” with three horizontal lines in the top-right corner of the screen (highlighted below).
When you click on the menu icon, it will expand to display a list of all the options from the

navigation bar.

If you are viewing CAPS Online from a smartphone it is recommended to view your screen
vertically.

i a068-capsonline.nyc.gov

& a069-capsonline.nyc.gov

& a069-capsonline.nyc.gov

7 o iy
Please signin to CAPS Online using
NYC ID Account

Welcome  XOOOOOCKXXX

Home

Email Address ; :
The Automated Child Care Information System,

P —— l CAPS Online Placement Roster
Attendance ~
Password @ I e
.‘ w 3 ! ’ﬁ Daily Time Entry
Password ] (=R B2 BN et
Weekly Time Entry
Forgot Password? Invoice Detail:

Monthly Attendance Submission

Check Date: Monthly Attend Vi
vl onthly Attendance View
Signin Check Number:

Check Status: Provider ~
CAPS Online is using NYC ID Account

CAPS Online is the system used to
manage and monitor the entire life cycle
of child care for subsidy eligible families
in the City of New York

Don't have NYC ID Account? Create Account

Need to Manage NYC ID Account? Manage

Account
Welcome  XXXXXXXXXXXXXXXX
Announcements
@ The Automated Child Care Information System,
Select a language: Are you eligible for a payment rate CAPS Online
English | Espancl | B3 | pyccexmin aseix | asl] increase? Go to

Aocall 1 braval avievan | untie

Page 45 10.23.2023



	What is CAPS Online?
	Create a NYC ID
	Logging in to CAPS Online
	Placement Roster
	Drop a Child

	Entering Attendance
	Understanding the Legend
	Daily Time Entry
	Entering a Second Time-In/Time-Out in Daily Time Entry
	Copy/Paste Time-in/time-out in Daily Time Entry
	Bulk Copy/Paste (All Visible Records)
	individual Copy/Paste (Selected Records Only)

	Weekly Time Entry
	Copy/Paste Time-in/time-out in Weekly Time Entry
	NOTE: Reset, EDIT, OR DELETE ENTRIES

	Monthly Attendance Submission
	Types of Records in Monthly attendance submission
	Submitting monthly attendance
	Note: Editing Already Submitted Attendance

	Monthly Attendance View
	Entering Attendance Retroactively
	Reviewing Retroactive Attendance Records in Monthly Attendance View


	Provider Information
	Provider Profile
	Hours of Operation
	Closures

	User Profile
	Languages
	Page Limit

	Mobile Device

