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READ THIS BEFORE INSTALLING SOFTWARE
SOFTERWARE, INC.

Software License

YOU SHOULD CAREFULLY READ THE FOLLOWING TERMS AND CONDITIONS BEFORE
USING THIS SOFTWARE PACKAGE. USE OF THE SOFTWARE INDICATES THAT YOU
HAVE READ THIS AGREEMENT, UNDERSTAND IT AND AGREE TO BE BOUND BY ITS
TERMS AND CONDITIONS. IF YOU DO NOT AGREE WITH THEM, YOU SHOULD PROMPTLY
RETURN THIS PACKAGE, AND YOUR MONEY WILL BE REFUNDED.

LICENSE AGREEMENT: SofterWare, Inc. grants you a personal and nonexclusive license to use the
software in the United States, Canada and Puerto Rico only on a single computer at a time, unless you have
purchased a multi-user license. If a multi-user license is purchased, the software may be used only on a
single server accessible only at the licensed site by the licensed number of users through a local area
network. This license is non-transferable. You may not distribute, modify, prepare derivative works,
sublicense or copy any portion of the software or the Manual (except that 1 copy of the software may be
made for back-up purposes). You agree that the software belongs to SofterWare, Inc. and you agree to keep
confidential and to use your best efforts to prevent and protect the contents of the software from
unauthorized use or disclosure.

TERMS OF LICENSE: The license is effective until terminated. You may terminate this License at any time
by destroying the software. This license automatically terminates if you fail to comply with any term or
condition of this Agreement. On termination, you agree to destroy the software.

LIMITED WARRANTY: SofterWare, Inc. warrants to the original purchaser only that the software program is
free from defects under normal use for a period of 90 days from the date of purchase. If during this 90 day
period a defect in the program disk should occur, SofterWare, Inc. will replace the disk or repair the program
without charge to you. This Warranty does not apply to any copy of the software, use other than in
accordance with the Manual, or defects caused by the negligence of any other person other than
SofterWare, Inc. THIS IS YOUR SOLE REMEDY FOR BREACH OF WARRANTY OR FOR ANY OTHER
CLAIM ARISING OUT OF OR RELATING TO THE SOFTWARE OR THIS AGREEMENT.

DISCLAIMER OF WARRANTY; LIMITATION ON LIABILITY; AND WAIVERS: THE EXPRESS
WARRANTY AND ANY REPRESENTATIONS SET FORTH ABOVE ARE IN LIEU OF, AND
SOFTERWARE, INC. DISCLAIMS, ANY OTHER REPRESENTATIONS OR WARRANTIES
(EXPRESS OR IMPLIED) WITH REGARD TO THE SOFTWARE AND THE MANUAL, AND
SPECIFICALLY DISCLAIMS ANY IMPLIED WARRANTIES OF MERCHANTABILITY OR
FITNESS FOR A PARTICULAR PURPOSE. SOFTERWARE, INC. SHALL NOT BE LIABLE AND
YOU WAIVE YOUR ENTIRE RIGHT OF RECOVERY FOR ANY LOSSES, CLAIMS OR
DAMAGES INCLUDING, WITHOUT LIMITATION, ANY CLAIMS FOR ATTORNEYS' FEES AND
COSTS, OR FOR ERRORS OR OMISSIONS CONTAINED IN ITS SOFTWARE OR MANUALS,
ANY INTERRUPTIONS OF SERVICE, LOSS OF BUSINESS, LOSS OF DATA, OR
ANTICIPATORY PROFITS AND/OR PROFITS AND/OR FOR INCIDENTAL, PUNITIVE,
SPECIAL OR CONSEQUENTIAL DAMAGES, REGARDLESS OF WHETHER SOFTERWARE,
INC. HAS BEEN ADVISED OF THE POSSIBILITY OF SUCH LOSSES, CLAIMS, OR
DAMAGES. THE SOFTWARE AND THE MANUALS ARE SOLD "AS IS".

EXCLUSIVE AGREEMENT: You agree that this agreement is the complete and exclusive
statement of the agreement between us and supersedes any proposal or prior agreement, oral or
written, and any other communications between us relating to the software.

CHOICE OF LAWS; JURISDICTION: This agreement will be interpreted and enforced in
accordance with the laws of Pennsylvania without reference to principles of conflicts of law. You
consent to the jurisdiction of the Court of Common Pleas of Montgomery County, Pennsylvania
and the U.S. District of Court for the Eastern District of Pennsylvania. YOU WAIVE THE
DEFENSE OF INCONVENIENT FORUM AND YOU WAIVE ALL RIGHTS TO TRIAL BY JURY.

©COPYRIGHT 2010, by Softerware, Inc., all rights reserved. No part of this software publication
may be reproduced, transmitted, transcribed, stored in a retrieval system, reverse engineered or
translated into any language or computer language in any form or by any means without prior

written consent of SofterWare, Inc. Portions Copyright Microsoft Corporation. All rights reserved.
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1. Getting Started with EZ-CARE?2

Introduction to the EZ-CARE2 User Interface

The Main Screen

EZ-CARE2 is set up to represent the way an office is organized. An office may include file
cabinets; each cabinet has drawers and folders (or tabs) inside those drawers.

When you first enter EZ-CAREZ, the screen looks similar to the following graphic. The
screens in EZ-CARE2 have a default size of 800x600, which makes them easy to read and
use.

EZ-CARE2 Version 7.1f
File Cabinets  Drawers AfR Accounting  Attendance Help  Support

=]

: ;
IR | &

Office EZ-Going : Franklin D Litle ‘Wanders Prior Year testd
Administration ! ChildCare @ Befare & After

EZ-Going
Child Care

Office Administration and Cabinet Icons

Each file cabinet represents a separate database that you manage. The Office Administration
icon lets you access a number of procedures you would use in managing your databases or
performing other administrative functions.

The File Cabinet within the red box is the acive cabinet, meaning, choosing any menu item
will perform that function (for example, Generate Reports) on that cabinet.

You can make another cabinet the active cabinet by single-clicking on it. You can then select
Drawers from the menu, and open the drawer of your choice within the active cabinet.
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To see the data folder for a specific cabinet, right-click the cabinet. The Cabinet Data
Directory box appears.

@ Note:

| Cabinet Data Directory: DATAYCO0000183

Echo Day
Camp

Camp Echo
Pines 2005

Lake Cormo hdastar List

Conf Center

Office Camp Echo

Adrministration

If your system has only one file cabinet, it opens automatically when you start your
system.

@ Note:

Drawer Screen

A Drawer screen displays all the information associated with the drawer. For Family and
Staff drawers, separate Zabs organize the information you need into logical sections.

Family Drawer: EZ-Going Child Care

b= /v 7=l | exander, Kevin E] 3] Chrdren.  Alexander, Zachary
Family Ledger Child \ Tuitian \ Schedula Contracted \ Actual
Primary Parent{Guardian Other Parent{Guardian
, -
Name: || cyin ﬁ Kathy u o
Last: | Alexander o - Alexander i ¥
< i
Home: 215-455-9575 &h 215-455-9578 2
Work #: | 015-621-7745 Ext: {111 215-661-0571 Ext: {155
Alt Phone #: v w
Address: | G54'alnut Straat BR4 Walnut St
City/ST/ZIp: | Manhwales FaA | 19385 v Morth Wales PAl 19385 v

P2 Email: | 565 4@ hotmail.con

‘ Marital Status: | piaried v
EEIE

EMail: | kajex@anl.con

Mailing Name: | Kevin & Kathy Alexander

Stafus
(&) Active

O Inactive ) Remowve Family Contacts
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Tabs

This section details the tabs in each drawetr.

Center Dr

enter Drawer:

Address:

Phone #:

EEFT

Gateway

Center Name: EZ-Gaoing Child Care Federal ID: 23-4752315

City/State/Zip: |Horsham, FA 19044

SofterWare

awer

EZ-Going Child Care

Claszes Immunization Hours of Operation
132 Welsh Road
215-628-0400 Fax #: 215-628-0585

Gateway I1D: | 7he?93b7-b2e1-48fa-a491-e63dalbdbftd

User Name: | ez2testaccount Password: |mesesess
CheckFree CheckFree ID: [9933000000 Fhone #: |1 877 261 3691
Draft Payment Category: Card Payment Category: Returned ltem Category:
Preautharized Bank Drsft B[ Preauthorized CreditCard G| Retumed BankDrsft 6
The Center drawer contains information pertaining to the operation of your center. This

information is referenced in other areas of EZ-CAREZ2 (such as the Child tab in the Family

drawer and

Reports). This drawer features four tabs:

Center Tab: basic information for your center - Name of Center, Address,
Phone Number, FAX Number, and Federal ID Number. The summer address is
the address that the system uses as its return address in the invoice. If you have
purchased the optional EZ-EFT (Electronic Funds) module, the bottom portion
of the screen is where you’ll enter EZ-EFT information (see page 347 for more
information on this module).

Classes Tab: Allows you to define the classes in your center. See “Entering
Class And Schedule Information” page 40 for details.

Immunization Tab: Allows you to define what immunizations are required by
the state you operate in. This in turn allows you to track the immunization status
of children through the Immunization Superfield. See “Entering the
Immunizations Required by Your Center” page 49 for details.

Hours of Operation: Allows you to set up the hours of operation of your
center. See “Entering Hours of Operation” page 50 for details.

Version 7.0
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Family Drawer

The Family Drawer stores information about each family in your center. It has the following
tabs:

e Family Tab: The Family tab stores basic demographic information about the
family, such as name and address of parent or primary guardian, marital status,
and record status.

e Ledger Tab: The Ledger tab stores accounts receivable information for each
family.

e Child Tab: Every family must have at least one child associated with it. Each
child in the family will have his or her own record stored on the Child tab.

e Tuition Tab: This tab allows you to specify who is paying for the tuition of
children and what percentage they are paying.

e Schedule Tab: This tab allows you to set up the standard basic schedule of
classes that a child will attend.

e Contracted Tab: This tab allows you to take the standard schedule of classes
and add on planned changes, one-time occurrances, and other details.

e Actual Tab: This tab allows you to record the actual attendance of the child.

For details on how to customize the color of your tabs, see page 17.

Staff Drawer

If the Staff Module has been purchased, the Staff Drawer is part of your system. It has the
following tabs:

e Staff Tab: this is where information is stored about the staff member.

e Development Tab: this tab enables you to keep track of your staff member's
professional development.

e Schedule Tab: This tab allows you to set up the standard basic schedule of
classes that a staff member will attend.

e Contracted Tab: This tab allows you to take the standard schedule of classes
and add on planned changes, one-time occurrances, and other details.

e Actual Tab: This tab allows you to record the actual attendance of the staff
member.

Other Ledgers Drawer

The Other Ledgers drawer contains only one tab; it contains transactional and basic
information for third party payers such as other parents, center scholarships, or other family
members paying tuition.

See “Entering Other Ledger Transactions” on page 126Error! Bookmark not defined. for
details on using this drawer.

Page 16 Version 7.0
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User-Defined Drawers

EZ-CARE?Z2 provides the ability to create your own User-Defined drawers. They can be very
useful to maintain information such as volunteer records, supply inventory, or any other
information important to your center. These drawers don’t have other tabs (Ledger, Tuition,
Schedule) associated with them.

User-Defined drawers are set up in Office Administration, Chapter 2 (Cabinets & Drawers), using
the Create/ Modify a Cabinet Wizard. To understand the process, see “Maintaining File Cabinet
Drawers” on page 280, which includes a section on User-Defined drawers.

Volunteers Drawer: EZ-Going Child Care

Hame: |rennedy, Jane j )
Name: |Jane |Kennedy DAYS AVAILABLE
Address: 12345 Chermy 5t Gl
City [ Tues
Y- | Bryn M Py -
| Py bl | |1BDBB J ~ wed
Home #: |B1D-8?4-9558 Cell # | ™ Thurs
Email: | W Fri
Special Skills: L0 s
Gives private Piano lessons. =l Music j
SEIFs
% * Active { Inactive { Remove | | | |

@ Note: You can add Superfields (Contacts, Notes, Checklists) to User-Defined drawers, and

you can also report on this Superfield data.

Waiting List Drawer

If you have purchased the optional Waiting List module, the Waiting List drawer will appear
in your file cabinets. It allows you to maintain a waiting list of families and children who
want to attend one of your centers. See “Waiting List Module” on page 360 for details.

Customizing the Color of Tabs

You can set the color of tabs to make it easy to differentiate among them (for example,
quickly distinguishing between the various tabs). User-defined and Other Ledger drawers
don’t have tabs, but you can still customize the color for the screen. Each user with a
separate login can define their own colors for tabs and screens.

P To customize the color of tabs or screens

1. Right-click anywhere on the tab or screen for which you want to customize the
color. The following menu appears:

Version 7.0 Page 17
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EZ-CAREZ

Restore Default Color
Enable Windows Themes

2. Click Choose Tab Color. The Color dialog box appears.

Cuztom colors:
8 B R B 0 B B |
EEEEENENN

EEEEET]
1THEENET

l

Define Custom Calors > > ]

3. To choose one of the colors in the Basic colors section, click it.

4. 'To define a custom colot:

a. Select one of the dark gray rectangles under the Custom Colors heading.
The custom color you define will go into this spot, so don't pick one that has
another color you are using in it.

b. Click the Define Custom Colors button. The Color dialog will expand to
display the color selector tools:

Basm colors:

.I—i—-i_.-.
| BERel B BB B
EfEEEEEN
EEEEEEEN
EEERET .

Custom colors:
e £ 0 F B B B |
B B B F B B |

Defire Custom Calars >

Hue: Red:

Sat:| 153 Green: [207

ColrSoid Lum: [203]  Blue: 244 |

[

Add to Custom Colors

]

c. Select your color using one of the following methods:

e Enter RGB (Red, Green, Blue) or HSL (Hue, Saturation and Luminance)
values for the color in the fields provided.

e Select the color from the palette above:

o Click on a point within the large multicolored square to select the hue
and saturation of the colotr. Hue is the shade of the colot: red,

Page 18
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orange, yellow, green, blue, etc. Saturation is the amount of color in a
given area, where pastels have low saturation, and vivid colors have
high saturation. The hues vary left to right, the amount of saturation
varies from fully saturated at the top of the square to zero saturation
along the bottom.

o Click on a point on the right-hand slider to select the luminance (the
lightness or darkness of the color). For instance, to get browns or
golds, choose a red, orange or yellow tone and select a point lower
down on the slider.

5. Once you have selected the custom color you want, click the Add to Custom
Colors button to save the color to the swatch you selected.

6. When you’ve selected your color, click the OK button. The tab and/or screen
changes to the color you selected.

P To remove a custom color from tabs or screens

1. Right-click anywhere on the tab or screen for which you want to remove the
color. The following menu appears:

Choose Tab Color

Restore Default Color

Enable Windows Themes

2. Click Restore Default Color. The tab and/or screen returns to the default
colot.

Pages

In EZ-CAREZ2, Family, Child and Staff tabs can have up to 9 pages. When you access a tab
initially, the page displayed is page 1. Additional pages can be added to personalize the look
of your screen and placement of data.

You may have several pages already set up on some tabs, depending on your initial
configuration when you purchased EZ-CAREZ2. On the lower right of the drawer screen,
you will see a summary of available pages. For example:

i
Family Information

The current page you are on is inverted and yellow. Available pages are white, and unused
pages are gray. Click on the pages you want to access or use the PAGE UP or PAGE
DOWN keys on the keyboard. Often, you can “hover” the pointer over a page, and a “page
tip” appears, telling you what information is on the page, as illustrated below. For details on
setting up page tips, see page 307.

maR

Farnily Information

Version 7.0 Page 19
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Grids

EZ-CARE?2 uses grids throughout the system. Each grid consists of a series of rows and
columns, like a spreadsheet. Each row represents a "line item" which could be a transaction
or a record, depending on the grid. Columns have titles on the top of the grid to indicate the
type of information they contain.

M | Session Hame Session Description Start End Capacity -
Fre-Camp BB University Basketball Clinic 071842003 |07/21/2003 20
Post-Camp Soccer for Grades 57 08/26/2003 |08/30/2003 a0
Seasion 1 07/22/2003  |07/28/2003 150
Session 2 07/29/2003  |08/05/2003 150
Session 3 08/06/2003  |08/13/2003 150
Session 4 08/14/2003  |08/21/2003 150
Session 5 08/22/2003  |08/28/2003 150
F-week Pack Backpacking Trip 07/22/2003 |08/13/2003 10
ek LOP Leadership Development Program 08/05/2003 |08/3042003 20

A 4 1]
: o

The boxes in the grid that contain your data are ce//s. On the left of the column titles is a box

with a red M IEI The gray boxes below that M are the Mark Indicators for each row :I By
clicking on the gray box, you can mark one or more lines of data. For example, if you want
to delete a number of lines all at once, you can mark each line’s M column and then delete
them all together.

Note the last row of the grid. This row is light blue and ready for data entry. You may see
several numeric columns that contain 0.00. This is normal, and the row is not used until you
enter information into it.

You can do many different things with your data in a grid, including:

e Enter new line items e Cut, copy, or paste rows

e Change column widths e Move columns

e Sort columns e Turn off the reordering feature

e Save current sort settings e Save grid settings as system defaults

e Revert grids to default settings

Entering a New Line Iltem (New Row)
» To enter a new line item

1. Click in the first column of the first empty row (Note: this row is colored light
blue and is the same row as the cells that contain 0.00). You can also click on the

Add button 0|,

2. Enter the information in each cell. Press ENTER or TAB when you have
finished with each cell. Or, you can also use your mouse to click on a specific
cell.

Page 20 Version 7.0
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If a cell has a picklist of options associated with it, a drop-down button E
appears when you move to that cell. Click on the drop-down button to choose
from the picklist. You can also use the arrow keys or type the first letter to
choose an item on the picklist.

The system automatically arranges the rows according to the sort options
specified (if you wish to disable this—see the “Turning off the Reordering
Feature” section on page 24.

' Family Ledger (" Canteen Ledger EZ-EFT | Print Invoice... | Cash Receipts |

M Date Category C t Camper I Amount Balance |~
09/29/1999 |Canteen Deposit Alew Berlly 50.000  $50.00
- 50.00]  $100.00

11/22/1933 |Canteen Deposit

1243172000 |Balance Forward | 550000 $650.00
I Alex Berlly o0

.
«| | 3

Some cells are “read-only.” Those columns will be skipped when you press
ENTER, and the system will not let you select those cells when you click on
them with the mouse.

You need to complete a row before you can exit from the grid. If you enter data
by mistake, complete the row, then delete it.

When you have finished entering all the information for that row, the system
brings you back to the Mark Indicator of the row you have just completed.

Cutting a Row

You would normally “cut” a row to either delete it or to move it (paste it) to another row.
You can cut one row at a time or multiple rows at once.

» To cut one row

1.

2.
3.

Click on any cell of the row you want to cut. The row will turn light blue.

Click the Cut button XJ| The system prompts you to cut the current row.

Click Yes.

» To cut multiple rows

Click on the Mark Indicator on the left of that row (in the [M] column). A red

1.
check mark indicates the row is selected . To deselect a row (if you clicked on
the wrong row, for example), click on the Mark Indicator again and the red
check mark disappears —. You can also use the spacebar to select and de-select
the Mark Indicator for a row when the mark indicator is highlighted (you can use
the Up-arrow and Down-arrow keys and spacebar to mark rows in this way).

2. Mark as many rows as you want to cut.

3. Click the Cut button XJ| The system prompts you to cut all marked rows.

4. Click Yes.
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P
k\"w,,'ﬁ Note: Some grids do not allow you to cut rows. For example, you cannot cut rows with

posted transactions on the Ledger tab.

Moving a Row

To move a row, combine the Cut and Paste options.

» To move arow

1.

a > w N

Click on any cell of the row you want to move.

Click on the Cut button xv| The system prompts you to cut the current row.
Click Yes.

Click on the row above where you want to place the row.

Click on the Paste button |

The same procedure can be used to move several rows by marking them, cutting them, and
then pasting them below a highlighted row.

T
Kg’ﬁ Note: Some grids do not allow you to move rows. Posted transactions on the Ledger tab, for

example, cannot be moved.

Changing Column Width or Making Columns Disappear

To change the width of a column, use the pointer and the left button on your mouse.

» To change column width or make columns disappear

1.

Move the cursor to the titles on the grid, right above the first row. In some cases,
the down-arrow appears on the title 1 Ignore the arrow for now.

. Move your cursor to the right border line of the column you want to resize. When

you are on or close to the border line, the Down-arrow will change to a resize

symbol ==+

3. When you see the resize symbol, press and ho/d down the left mouse button.

5.

Drag the column to the desired size. Move the mouse to the right to make the
column larger; move to the left to make the column smaller. The column to the
right moves accordingly—its size is not affected.

When the column is adjusted to the size you want, release the mouse button.

k\wf; Note: Columns can be made to disappear or close by resizing an entire column

shut. This produces a thick vertical line to indicate the presence of a closed
column. This allows you to close columns you may not need. To re-open a
closed column, click on the thick line, hold down the mouse button, and
drag the line to the right.

Page 22

Version 7.0
May 2010




EZ-CAREZ2

Getting Started with EZ-CARE2

Moving Columns

To move a

column, use the cursor and the left button on your mouse.

» To move columns

1.

Move the cursor to the title of the column you want to move. Notice the down-
arrow that appears on the title 1 3

Press and hold down the left mouse button.

Using the mouse, drag the column heading in the direction you want to move the
column (either right or left).

When your selected title is in the place you want it to be, release the left mouse
button. The columns shift accordingly.

&
W Note:  Some grids do not allow you to move columns.

Sorting Columns

The following instructions allow you to change the sort sequence of the rows in a grid. The
sort settings you define are unique to each grid and cabinet.

» To sort columns

1. Move the cursor to the title of the column you want the grid sorted by. Notice
the Down-arrow that appears on the title 1 5
2. Double-click the column name. The Sort Options dialog box appears. The
column you selected appears in the First Sort Column section.
E Sort Options: Camp Echo Pines 1'
Sort on Columns
First Sort Column Second Sort Column Third Sort Column
I Carmper j I Group j I 3 Unit j
&+ Ascending {* Ascending & Ascending
" Descending {* Descending { Descending
Apply I LCancel |
3. The default is set to sort on one column. If you want to sort on the one column
you chose, click on the Apply button. If you want to specify a second or third
column to sort by, change the Sort On field from 1 to 2 or 3. Then select the
columns to sort on by clicking the picklist in the Second Sort Column or Third
Sort Column sections. A picklist displays all of the grid columns. Use the up and
down arrow keys (and slider if necessary) to find the desired column name. Click
once on your choice to select it.
4. Choose ascending (A-Z) or descending (Z-A) order by clicking on the radio
buttons.
5. When you have your sort options set, click on the Apply button to sort the grid.
If you have decided you do not want to sort, click on Cancel.
Version 7.0 Page 23
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Saving a Column Sort

To use the same sorts the next time you open the grid, right-click on the grid and click on
Re-sort each time the grid is initialized. You can also choose to save your sort as a
system default. For more details, see “Grid Options” on page 24.

Turning Off the Reordering Feature

When you type in a row of information, the grid is automatically sorted according to your
last sort specifications.

If you wish to keep your information in the order that you entered it, you can turn off the
automatic reorder feature.

» To turn off the reordering feature
1. Double-click on any column title to display the Sort dialog box.
2. Select Sort on 0 Columns

3. Click on Apply.

Grid Options

The Grid Options dialog box allows you to specify whether you want to filter the entries
that appear on the grid by date, whether you want to advance to the next row after entering
data, and whether to re-sort the grid each time it is opened. It also allows you to set your grid
back to the system defaults (sorting and column displays). Lastly, it allows you to make your
current grid settings the new system defaults.

P To access the grid options

1. Right-click anywhere in the grid. The Grid Options dialog box appears. See the
following sections for details on what options you can set.

Ei Grid Options E]
Late Fifter

From To

[ Clear Date Filter and Show All |

Advance to next row when leaving last column

Re-sort each time grid is initialized

[ Sawve grid settings as System Defaults ]

[ Revert grid settings from System Defaults ]

E 0K i [ Cancel ]

Date Filter If you want to filter the entries that appear on the grid by date, enter the
From date and To date (you don't have to enter a To date if you just want
entries after a certain date to appear). When you set a filter, a calendar
icon appears in the Date column on the grid to show you that you're
filtering the entries based on dates. In addition, if you hover your mouse
anywhere in the date column, a field tip shows you the dates you're
filtering for.
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Advance to
Next Row

Re-sort Each
Time Grid is
Initialized

Save Grid
Settings as
System
Defaults

Reverting
(Returning) the
Grid to Its
Default Settings

Date 5| Cateqory [«
MRz g ikering Date on or after 01j01j2006]]

To clear a current date filter, right-click anywhere in the grid, and then
click the Clear Date Filter and Show All button.

If you want to move the cursor to the next row after you enter information
in the last column of the current row, click the Advance to next row when
leaving last column check box. If unchecked, the cursor stays in the row
you just entered.

If checked, the items on the grid will be resorted each time the grid is
opened. For example, you typically will want the Ledger tab to sort by
Date, Child, and then A/R Category.

System Defaults are saved settings you can revert to if you make changes
to the grid, then at a later date decide to override your changes. For
example, if you change the layout of the grid on the Sessions tab, and
save the grid settings as System Defaults, you can revert back to these
settings, no matter how many times you change the layout of the Sessions
tab.

If you do not save grid settings as System Defaults, there will be no
changes made to the current System Default settings. The changes you
make to the grid will still apply to this cabinet, for that type of grid, but if
you make further changes, you can only revert back to the System Default
settings.

@ Note: This saves both the column settings and the sort
order.

After making changes to the grid, you may want to return it back to its
original settings. This is done in the sort dialog box by pressing the Revert
grid settings from System Defaults button. The results of this feature
are:

o All columns are placed back to their System Default settings.
o All rows are arranged in the order they were entered.

2. When finished adjusting the settings, click the OK button to save the settings, or
the Cancel button to abandon changes and return to the grid.

Insta-Print

The Insta-Print button in the main toolbar prints the information from the active
screen or tab in a printer friendly format (without buttons, lines, menus, etc.).

Not all screens support the use of the Insta-Print feature. If a screen is not supported, the
Insta-Print button will be disabled.

Insta-Print uses the Windows default printer.
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May 2010

Page 25



Getting Started with EZ-CARE2 EZ-CARE2

How to Use Online Help

As you use the system, online help is available to you. There are several ways to access the
EZ-CAREZ2 help system:

e When you are using the EZ-CAREZ system, click on the Help button F:‘EP | or
press the F1 key. This brings up context-sensitive help on the default or chosen
item on the screen. If you need to see help on a particular screen, click the Help
button or press F1.

¢  You can also click Help on the main menu at the top of the screen, and then
click Contents. This brings you to the first help screen. Or, hold down the ALT
key and press H, then C.

e To search for a particular topic, click on Help on the main menu at the top of the
screen, and then click on Search for Help on.... Or, hold down the ALT key
and press H, then S.

e  When you click on a link to another topic, you may jump to another topic screen.
To get back to the previous topic, click the BACK button on the top of the Help
window. Other times, a link may take you to a pop-up—to close it, click on the
pop-up-

e TFor more details about using the EZ-CAREZ2 online help system, go to the
Introduction chapter and choose the help topic Using This Help System.

EZ-CARE2 Support

We know how important support is to our customers. Here are a few tips to help you get the
quickest, most effective support.

Before You Call

PLEASE, if possible, call the SofterWare Support Line when you are sitting at the
computer. It is more efficient to work with you on the phone if you can reach the computer.

Be ready to explain:
e what you did
e what happened
e what you thought was going to happen
® when you last made a backup of your data files

If an error message appears, write down the error message, the name of the screen where the
error appears, and what you were doing when you received the error. If you have this
information handy, we can usually troubleshoot the problem more quickly.
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System Configuration

It is also helpful to our support personnel to know your computer hardware, operating
system, configuration, and registered EZ-CAREZ modules. EZ-CARE?2 provides an easy
way to obtain this information. Click on the Hejp menu, and then click on Systew
Configuration. The System and EZ-CARE2 Configuration dialog box appears:

:?l_a System and EZ-CARE2 Configuration @

Syslem Configuration Registered Modules

Operating System: Windows NT/2000 5.1 Cabinet Flexibility (CX) - 07/07/2009
Database/Center Manager {DB) - 07/0772009

Build Number: 2600 Service Pack 3 Family/Child Drawer (FC) - 07/07/2009
Processor: INTEL Pentium Accounts Receivable (AR) - 0770772009

Advanced Attendance/Billing (SC) - 0770772008
Total Physical Memory: 209.642 8K Staff Drawer (ST) - 07/07/2009

Waiting List (WL) - 07/07/2009

Total Disk Space (Drive C): | 141.0 GB o
Click-to-Pay (WEBCTP) - 07/07/2009

Free Disk Space: 8981 GB Custom Repont Writer (RwW) - 07/07/2009
Data Import (IP) - 07/07/2009
ECARER Configuration EZ-EFT (EF) - 0770742009
Licensed Users: 1 Insta-Merge (IM) - 07/07/2009
Logos Accounting Interface (LA) - 077072009
Data Folder: CASOFTER\EZ2A\DATAY DOS Time-Clock (TC) - 07/07/2009
Demo Registration: L Multi-User License {NL) - 07/07/2009

Date and Time of EZ2: | 04/3072009 11:40:26 AM

User Name: EZ2: Standard User

E-Mail this information to Softerware Customer Support:

o el [ TextFile |

There are several ways to convey this information to a Support Representative:
e Read it over the phone.
e Print it and fax to SofterWare Support at 215-542-4394
e Send to a text file, save it, and email it to support@softerware.com

e Email it directly to SofterWare Support by clicking the Email button (requires
your system to be set up with Microsoft Outlook or Outlook Express).

* 1f you are on our Enhanced or Premium Support Plans, you will have an 800 number to
use for faxing or calling SofterWare.

What To Expect
When you call, you will be asked for:

¢ Your organization name or User ID (your User ID is a unique combination of
letters and numbers that identifies you as a SofterWare client).

® Your name

®  Your telephone number

We will provide you with a quick and accurate response to your problem or concern. Our
goal is that you should always be able to reach a support person when you call. However,
sometimes the volume of calls requires us to route your call to our voice mail system. By
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leaving us a detailed message, you will help us to be better prepared to answer your question
ot resolve your problem.

Time Considerations

Our standard support hours are Monday - Friday, 8:30 A.M. - 7:30 P.M. EST. Extended
hours are available under our Premium support plan.

If you need assistance during off-hours, try calling. If we’re not available, leave your name,
User ID, and phone number on our voice mail, and we’ll call you back as soon as possible.

Contact Options

Phone Support:  215-628-0401*
Sales: 800-220-4111
Main: 215-628-0400

FAX 215-542-4394**
* 800 numbers provided for Enhanced and Premium Support plans.

Web Site | http://www.softerware.com

Our web site includes a Clients Only area where you can:

e  Submit a question to SofterWare Support

e Send enhancement requests or suggestions

e Download updates

e Review current and back issues of our newsletter

e Register for training

e Documents that help you use the system more efficiently

o Interact directly with our EZ-CAREZ2 staff in the User Forum

Note: You need your User ID, which is usually located on the lower right side of the EZ-
CARE2 main screen, to log on to the Clients Only area.

Mail SofterWare Inc.
132 Welsh Road, Suite 140
Horsham, PA 19044-2217

P
v',',,'j,r\ Note: We are always looking for suggestions on how to improve this manual, our Online
Help, and our software! If you want to submit a suggestion, feel free to use the
Suggestion Form accessible in the Clients Only section of our Web site.

Accessing SofterWare’'s Web Site From EZ-CARE?2

You can access the EZ-CARE2 section of SofterWare’s Web site within EZ-CARE2 to get
the most up-to-date information on the system. To do this, click on the Help menu, and
then click on EZ-CARE2 Web site.
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Sorts and Selections

EZ-CARE2 gives you the ability to specifically define your data for reporting, viewing, and
billing capabilities through two features: sorts and selections.

e Sorfs (see below) organize the data from your system the way you specity (for
example, alphabetically by parent last name, date order by birthdate, or ZIP code
order).

o Selecrions (see page 33) identify a group of data from your system based on criteria
you select (for example, children older than 12 or families that live in a particular
city or ZIP code).

Neither of these features change or remove your data; they simply give you the flexibility to
view data in different ways, depending on your needs.

Sorts

EZ-CARE2 provides the ability to sort your data in any order you choose. For example, you
could produce a list of children ordered by Last Name, by Birthdate, or by ZIP code. You
can sort in ascending order (youngest to oldest) or in descending order (oldest to youngest).

Each sort specification you create is given a name and saved in the system. The saved sorts
are listed in the Library of Saved Sorts. You can use the saved sorts when generating reports.
You can view Sorts for the report you are working with, or all Saved Sorts using the All
Sorts radio button.

Library of Saved Sorts: EZ-Going Child Care
Sort Hame:

. (M |:|I'| r'| || E || 1.:I
[ | Class and Bithday
(] Bitthdate (rear then month, day)
] Birthelay pMMDD)

|| Class Name/Last Mame

Cancel

Edit
Duplicate
Delete

Bename

=

[ Sort List Alphabetically |
Show Sort
(® Report: Birthday List
O All Sorts

Saved sorts do not change the order of the data, only the way it's displayed, printed, or
processed by the system.

EZ-CARE2 comes with a few basic sorts that you can use and modify. You can also build
your own sorts and save them.
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Accessing Sorts

There are several ways to access Sorts — the most direct is to click on the Reports button,
| select any report and click on Print, click the Change button to display the Report
Options screen, and then click on the Sort button ﬂl The Library of Saved Sorts appears.

» To apply a Sort from the library

1. Click on it with your mouse to select it, then click OK. You will return to the
Report Options screen, with the Sort displayed in the Sor# By text box.

Y , _
M#':,.r) Note: If sorts aren't available for a report, the Sort By line shows N/A.

Sort By: | M

Creating a New Sort and Editing an Existing Sort

The most common sort maintenance operations are:
e (reating a New Sort

e Editing or changing fields on a sort that exists.

Choosing either of these options brings you to the Sort Editor dialog box.

Sort Order Name: [] Sort Backwards
Avaiabie Felds Sort Fields fup fo 87

Child Ak Blus -~ »
Child Allergies

Child Birth Date

Child Birth Date (MDD

Child CCFP

Child Child 1D

Child Child's Age

Child Computers

Chilel Dactar

Child Dioctor Phone#

Child Enroll Date

Child Enroll Date (Mi/DDS

Child Ethnicity w v

Use this screen to:
e Choose fields to build or modify a sort
e Replace fields used by a sort
e Save or discard sort criteria

Choosing Fields to Sort

Depending on which report you have chosen, you have fields available from different tables,
including Child, Family, Ledger, or user-defined drawers such as Alumni or New Inquiries.
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These fields are shown in the Available Fields list—scroll through the list and decide which
field you want to use as your Primary Sort field—the field which you want every record sorted
by (regardless of where that field prints on a report) first.

P To choose fields to sort

1. In the Available Fields section, click the field you want to sort on, and then
click the Add button. The field appears in the Sort Fields list.

2. To add another sort field, click on it, and click Add. The field appears in the Sort
Fields section, which further sorts the records. You can sort on up to five (5)
fields.

N\ : .
mﬂfb Note: You can remove sort fields by clicking the Remove or Remove All buttons.

Y . :
",',"f;,. Note: Choose a Sort Order Name that reflects which fields you are sorting and from
which table. This allows you to quickly pick out the sort you want.

Consider this example: If your Sort Fields list indicates you've chosen only Child Last Name, then the
system sorts records like the example on the left. If your Sort Fields list shows Child Last Name with Child
First Name under it, then the system sorts records like the example on the right.

Roman, George Roman, George
Smith, Sam Smith, Caroline
Smith, Caroline Smith, Sam
Tarrington, Sylvia  Tarrington, Sylvia
Williams, Lester ~ Williams, Anne
Williams, Anne Williams, Lester
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Sorting with Date Fields
EZ-CARE2 gives you the option to sort with date fields in two different ways.

Sort Editor
Sort Order Name: |[SiiiEE [] Sort Backwards
Avadable Frelds Sort Frefds fup fo 87
Child Ahd Blus ~ -~
Child Allergies
Child Birth Date
Child Birth Date (MM/DD/Y
Child CCFP
Child Child ID
Child Child's Age
Child Computers
Child Dioctar
Child Dactar Phone#
Child Enrall Date
Child Enrall Date (Mhd/, D07
Child Ethnicity z 3

e To sort by year (for example, to get a list of children from youngest to oldest),
use the field with a field name only, such as Child Birth Date.

e To sort by month (for example, to get a list of all children with birthdays over
the summer months), pick the date field that includes the phrase
(MM/DD/YY), such as Child Birth Date (MM/DD/YY).

Every place where date fields exist, you will see two versions of the field—one with

(MM/DD/YY) in the name, and one without.

Removing Sort Fields
If there are fields on the Sor# Fields list that you want to remove, click on them with the left

mouse button (one at a time), and then click on the Remove button. To get rid of a// the
Sort Fields and start over, click on the Remove All button.

Editing Saved Sorts

When you re-open the sort window, the current sort is automatically highlighted and
available to be viewed or edited.

To edit the sort, click on the Edit button and make the changes desired.

Completing the Sort

When you have finished building or modifying your sort, click on Save to retain your
changes, or click Cancel to discard your changes and return the Sort back to its original
settings.
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Selections

EZ-CARE?2 provides the ability to select records from the database that meet certain criteria.
This is useful when you are performing a process or producing a report for only certain
families, children, or staff. An example of this would be the creation of mailing labels for
parents who live in a certain town or ZIP code. You may already be familiar with this
concept—other programs sometimes refer to this as a Filter or Query.

The selection is given a name and saved in the system. The saved selections are listed in the
Library of Saved Selections. You can use the saved selection criteria when generating a
report or performing other operations such as Postings and EZ-Viewer functions. Anywhere

you see the selection button (4, this feature is available to you.

The saved selection does not change the database or remove data; it only affects the way
data is displayed, printed, or processed by the system.

Accessing Selections

There are several ways to access Selections — one way is to click on the Reports button, [
select any report, and click on Print. Then, click the Change button in the Options area.

Y _ : o
&#f:} Note: If selections aren't available for a report, the Selection line shows N/A.

Selection: | Mj&

On the Report Options screen, click on the Selection button @l) The Library of Saved
Selections screen appears. You can view Selections for the report you are working with, or
all Saved Selections using the “All Selections” radio button.

If you see the Selection button while working in another part of the system, just click on it to
access the Library of Saved Selections.
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» To apply a selection from the library

1. Click on it with your mouse to select it, and then click OK. You will return to the

Report Options screen (or other feature from which you have accessed
Selections), with your choice displayed in the Selection text box.

Birthday List: EZ-Going Child Care

lnclude Ciasses lrclude Moriths
Infant ~ January ~
Toddler Fehbruary
Praschaal harch
Kindergarten April
Computers b ERNE b
[t ] [ioar |
Golfians
Status: | Active | Send To: @ Printer C File
Sort By:| Class and Birthday | Format:
New Page:| | Printer:|
Selectinn:| JustGirls | Copies: |1 ” FPortrait i |

Print ] [Pregiew...] l Done ]

|

Creating a New Selection or Editing A Selection

While in the Library of Saved Selections, you can perform common maintenance operations,
such as:

e Creating a New selection
e Editing or changing criteria on a selection that exists

The Selection Editor dialog box allows you to create a new selection and edit an existing
selection.

EI Selection Editor

Descriptiun:lNewSelediDn |

Table: | vl AND/OR/NOT

Field: | v

Compare: = v

Value(s): | | E] Refresh Counts

M ( Table Field Compare Yalue(s) ) AND/OR Matches ~

[ - AND |
w

< >
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Use this screen to:
o  Build selections
e Build Combined/Complex selections
e Check how many records in the system meet the selection’s criteria
e Edit selections
This section also addresses:
e How to use grids and picklists in building selections
o How to use several values at the same time

e Know when to use (AND) and when to use (OR)

Building a Selection
P To build a selection

1. From the Library of Saved Selections screen, click the New button. The
Selection Editor appears.

2. In the Description field, enter a name for the selection. It should describe the
selection, so it’s easy to choose it from the library.

3. From the Table picklist, choose the table that contains the field you want to use

in the selection. The Field picklist is filled in based on what you choose for
Table.

4. From the Field picklist, choose the field you want to use in the selection to filter
your data.

SN . .
# Note: In some A/R reports, you can use Ledger transactions for selections. See
the Reports section on page 159 for details on which reports have this
capability.

5. From the Compare picklist, choose one of the following options, which is used
to filter the values in the field you selected:

Symbol Function Examples

< Less than To select children born before Jan. 1, 2007 (not including
Jan. 1)
Birthdate < 01/01/07

> Greater than To select children born after Jan.1, 2007 (not including
Jan. 1)
Birthdate > 01/01/07

= Equal to To select children born on Jan. 1, 2007 only
Birthdate = 01/01/07
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Symbol Function Examples
<= Less than or equal | To select children born on or before Jan. 1, 2007 (this
to includes Jan 1)
Birthdate <= 01/01/07
>= Greater than or To select children born on or after Jan. 1, 2007 (this
equal to includes Jan 1)
Birthdate >= 01/01/07
<> Not equal to To select all children who do NOT live in Smithtown
City <> Smithtown
== Contains To select children who live in any town that contains
“Smith” (Smithtown, Smithville, Ladysmith, etc.)
City == Smith
MO In Month To count all enroliments for the month of June (using a

numeric value for month)
Enrollment Date MO 6

6. Next to the Value field, click the browse button to see all available values.
The Choose Values dialog box appears. To select a value for your field(for
example, Male or PA), click in the M column next to the value you want to
select, and then click OK. If you choose more than one value, the selection will
filter records containing any value you selected as shown below.

7. If necessary, add other fields to your selection using the Table, Field, and
Compare picKklists.

8. If necessary, use parentheses to isolate criteria (this is an advanced operation).

9. If necessatry, use AND/OR Statements to refine your selection. You’ll do this to
combine selection criteria across different fields or in the same field. For
example, after you have defined your first condition (Birthdate > 1/1/07), you
may wish to define a second condition (City = Smithtown). Using AND, OR ,or
NOT determines how these conditions work together. The default is to use
AND. This means that your selection filters records meeting all the criteria you

choose.

Operator | Description Example

AND To select records that must have | To select all children living in Smithtown
the criteria before the AND and who were born after Jan.1, 2007
after the AND. (Birthdate>1/1/07) AND

(City=Smithtown)

OR To select records that have either | To select all children living in Smithtown
the criteria before the OR or after | or Elmwood
the OR. (City=Smithtown) OR

(City=Elmwood)

AND NOT To select records that have the To select all children born after 1/1/07
criteria before the AND NOT but | who live anywhere except Smithtown.
not the criteria after the AND (Birthdate>1/1/07) AND NOT
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Operator | Description Example
NOT. (City=Smithtown)
OR NOT To select records that have either | To select all children living in Smithtown

the criteria before the OR or after
the OR but not the criteria after
the OR NOT.

or ElImwood except children born before
1/1/07.
(City=Smithtown) OR

(City=Elmwood) OR NOT
(Birthdate<1/1/07)

10. Use Refresh Counts to determine how many records in the system meet the
selection’s criteria. This updates the Total number on the bottom of the editor.
For example, if we start with Gender = Male, use the expression AND, add the
second condition of From Center = Car, and then click Refresh Counts, we get a
count of all boys who are going home from center by car in the Total field at the

bottom of the screen.

Selection Editor

Description: | JustGirls
Table: Child v AND/OR/NOT | AND >
Field: Gender v
Compare: e
Value(s): Femala E] Refresh Counts
M ( Table Field Compare Value(s) AND/OR_ Matches »
|j Child Gender Female AND 17
[ ] AND

v
B >

Total: |17

The column titled Matches shows you how many people meet the criteria in
that specific line. The Total on the bottom shows how many records satisfy the
combination of conditions and is NOT necessarily a sum of all the numbers in
the Matches column.

The Selection Editor does not filter on Status. This means that records in
all three Status categories (Active, Inactive, and Remove) are shown in
the Total box at the bottom of the editor. However, reports usually do
filter on Status. Therefore, it is likely the report you are creating the
selection for will show fewer records than those counted in the Total box.
This does not mean the Selection Editor isn't working, but rather, the
report is even more selective. To double check, you can go to the user-
defined options screen for the report, and choose to show all three Status
categories. The number of records in the report should now match the
total in the Selection Editor.

@ Note:
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11. When you are finished working with your selection, use the Close button & | to
return to the Report Options screen (or other feature from which you have
accessed Selections). Your selection appears in the Selection Criteria text box.

Selection Criteria:

JustGirs

Editing a Saved Selection
Whenever you re-open the selection window, the current selection is automatically
highlighted and available to be viewed or edited.

To edit the selection, click the Edit button and make the changes desired.
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2. Setting Up Your Center
Information

The basic steps to set up a new center in EZ-CARE2 are as follows:

1. Create a new cabinet for the center.
Enter the basic information for the center (address, contact info, etc.).
Enter staff information, if you have purchased the Staff module.
Enter class information

Enter the immunizations required by your center

o g~ w0 N

Enter hours of operation

Creating a Cabinet for Your Center

To create a new file cabinet for your center, you will use the Cabinet Wizard found in the
Office Administration cabinet. You can either create a brand new cabinet based off the
standard cabinet (for advanced users only), or copy an existing cabinet from another center
(recommended).

For details on creating a new cabinet, see “Creating/Modifying a File Cabinet” on page 268.

Entering Center Information

P To set up center information
1. Double-click the cabinet icon for which you want to set up center information.

2. Double-click the Center drawer, or click the Center drawer once and click
Open. The Center tab appears.

Center Drawer: EZ-Going Child Care

Center \ Classes I Immunization Hours of Operation
Center Name: | EZ-Going Child Care Federal 1D: 23-4762315
Address: 132 Welsh Road

City/State/Zip:  Horsham. PA 19044
Phone & 215-628-0400 Fax & 215-628-01585

EZEFT
Gateway
Gateway ID: | 7he293b7-h2e1-16fa-a491-63da3bdbfta
SofterWare

User Name: | ezZtestaccount Password: e
CheckFree CheckFree 1D: 9999000000 Phone #: |1 877 267 3691
Draft Payment Category: Card Payment Category: Returned Item Category:
Preauthorized Bank Draft ~ | | Preauthorized Credit Card ~ | | Returned Bank Draft b
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3. Enter the name of your center, the address, phone number, fax number, and
Federal ID number.

4. If you are using the optional EZ-EFT module, enter EZ-EFT information on
the lower part of the screen. See the Transaction Processing Manual for information
on EZ-EFT setup.

Entering Staff Information

If you want to manage staff information in EZ-CAREZ2, you will need to purchase the
optional Staff module. See “Staff Module” on page 356 for details on using the Staff module.

Entering Class And Schedule Information

Entering Class Data Using the Classes Tab

The Classes tab in the Center drawer allows you to set up an unlimited number of classes. It
also allows you to easily manage data that is specific to each class.

Center Drawer: EZ-Going Child Care E]
Center Classes ‘ Immunizatian l Hours of Operatian .

M Class Description Capacity | Enrolled | Ratio |1 FTE (#hrs) [Youngest |Oldest J

: Infant Foarn 1 10 10 3.00 g.00 1 1

: Toddler Foaorm 2 15 15 .00 g.00 12 36

: Preschaool Room 3 16 15 5.00 5.00 37 48

: Kindergarten Foorm K 15 14 15.00 8.00 49 72

: Computers Computer Lak 15 15 5.00 5.00 74 120

: Karate Giyrn 15 12 .00 .00 74 120

: Music Auditoriurm 15 15 .00 .00 74 120

: Piano tMusic Room 10 9 1.00 1.00 74 120

: School Age Multi-Purpose Room 18 18 18.00 8.00 73 120

[ ] 0 0| oo0 0.00 0 0

Required fields for this tab are Class, Capacity, Ratio, and FTE. You cannot move to another
row unless these fields contain information.

Any changes made to existing classes will automatically update records that are linked to that
class. For example, if you change the name of the Class Inf to Infants, all children that
previously had Inf as their class will have now have Infants.

This is also helpful when adding more classes due to expansion. For example, if you have
more toddler-age children, you can change the name of the Toddlers class to Toddlers 1,
and the name will change on all child records with Toddler in the class field (you DO NOT
have to create a new Toddlers 1 class and change the class fields in all the records). You can
now create a new class called Toddlers 2 for newer enrollments.

.:"'\/ Tip: Inthe Description column, you may want to also store the room number or name of the
teacher. This provides more useful information when accessing this field (known as
Class Description) in the Report Writer while creating a report.
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The Classes tab can be sorted by double-clicking on the title of the column you wish to sort
by. The changes remain permanent if you have chosen to resort each time the grid is
initialized; if you choose this, this order is used throughout the system wherever you can
choose classes. See page 23 for details on sorting grids.

Enter the following information for each class:

Field Definition

Class/Description | The name of the class and a description of the class location.

Capacity/Enrolled | The Capacity represents the maximum number of children allowed in the class (for
example, because of size or licensing). This information must be entered in order to
move to another row. It is used in the Child FTE report, so if you don’t use the report
and don't need this information, you can enter any number here. The Enrolled
column shows you how many children have been assigned to the class. The system
offers the option of restricting enroliment in a class based on capacity and
schedules—you can configure the system to not allow over scheduling or to just
warn of over enrollment. See page 46 for more information.

Ratio Enter the number representing the ratio of children to staff members (as determined
by your state and licensing regulations). For example:

¢ If you have 20 children in a class and 1 teacher, the RATIO is entered as 20.
o Ifyou have 20 children in a class and 2 teachers, the RATIO is entered as 10.

This ratio is used in the Staffing Level Analysis report, the Child Loading report, and
the Child Weekly Attendance Summary; because this is required information. If you
don't use these attendance reports, you can just enter a 1 in order to enter a new

row.
FTE (Full Time This number represents how many hours would make up a full-time day for that
Equivalent) particular class.

This information is used on the Child FTE report and the Child Loading report.
Again, this information must be entered in order to move to another row. Howevet, if
you don't use these reports, you can enter any humber here.

Youngest and Enter the minimum age of a child in this class using months. For example, if you
Oldest want 2 years as the youngest, enter 24. The same is true for the oldest child - if you
want 5 years as the oldest, enter 60.

This information is not required and is currently not used in any System reports.
However, if you purchased the Custom Report Writer, you can include this age
range information in reports.

Schedule Templates

Schedule templates allow you to set up standardized schedules that can be entered on each
child’s tab with a minimum of keystrokes. For example, a “Before and After School”
schedule template might include a MWTF 7-9 A.M. entry, and MWF 3-5 P.M. entry.

'“,,‘::g,\ Note: Schedule Templates are available on Child Schedule tabs; they are not available for
mﬂ‘) Staff Schedule tabs.
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Setup

Setup is done in Office Administration, Chapter 5 (Attendance & Time Clock), Maintain Schedule
Templates (page 72). Here is an example of a Schedule template definition:

‘iuﬁn Cabinet Children and Families- Schedule Template x|

Template Mame: |Befnle and After School Program

M |Clazs Mon Tue Wed Thu Fri From Date ||~
Before Schoal | 07-004-09:004 07:004-0%:002 07:004-05:008 | 2
After School | 03:00P-05:00P 0z00P-05:00P 0300P-05:00F (¢ 2
I 4

w
i1| | 3

’* fapy finlianRs ’* flear Oplians |

MonFri | MswsF | T/TH Row

Using Schedule Templates
Schedule Templates are accessed from the Schedule tab in the Family drawer. Click on the

Templates button % to activate this feature. The Library of Saved Schedule Templates
appears. Click once on the template you wish to use to highlight it. Click the Select button.

Library of Saved Schedule Templates: EZ-Going Child Care 1'

Schedule fempiate Hame.

Toddler 3 Day Scheduls
Toddler 5 Day Schedule

Freschool Schedule &l

School Age B&A Schedule

Sort List Alphabetically |

- Show Schedule Tempiale
& Family Drawer: EZ-Going Child Care

" Template Groups

— FPosting Criten3
% Current Record © All or Selected Records

Selection: I(None - all records)

Freview Pre—Postl Print Pre-Post | Bemove |

You have the option to apply or post schedule templates to any of the following:
e the record from which you accessed schedule templates (current record)

e all records in your system

e records that you select through the Selection Editor, which you can access from
the schedule templates screen
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Results

Here is an example of times placed on the Schedule tab using the Toddler All Day Schedule
Template:

Family Drawer: Your Test Center o ] B4
Famiies: I Moore, &rlene ;I @l Childran: I Moare, Ira ;I
Famnily | Ledger | Child | Tuition Schedule | Contracted | Actual

e e
M[ChsE [Mon [Tue \wed Thu Fii . [From Date|«
{/ Toddler 03:004-0500P (09:004-05:00F |03:004-05:00F |0%004-05:00P (03:004-05:00P
Todder W
-
4| | »
— Logy Opi Clear Ootiops |
MonFi | MawrE | T/im | Row

Applying a Schedule Template to the Current Record

You have the option to apply a schedule template to only the record from which you
accessed the Library of Saved Schedule Templates.

P To apply a schedule template to the current record
1. Click on the group template you want to use.

2. In the Posting Criteria section, click on Current Record.

Fosiling Cifteria
’75' Current Record ¢ All or Selected Records

3. Click the Apply button. The group template is applied to the current record.

Posting a Schedule Template to Selected Records

You can apply a schedule template to a group of records you select. This option requires you
to select records using an existing selection or a new one that you create.

P To post a schedule template to selected records

1. Click on the template you want to use.

2. In the Posting Criteria section, click on All or Selected Records.

’7 Fosting Criteria

" Current Record  * All or Selected Records!

3. Click on the Selection button “#** . The Library of Saved Selections appears.
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4. You can use an existing selection or create a new one. For details on using
selections, see “Selections” on page 33. Click on the selection you want to use,
and click on OK. The Library of Saved Templates appears.

l- Library of Saved Schedule Templates: EZ-Going Child Care ﬂ

Schedule Tempiate Kame.

Infant Schedule
Taddler 3 Day Schedule
Taddlers Day Schedule

School Age B&A Schedule

Sort List Alphabetically |

- Show Schiedule Tempiate

" Template Groups

% Family Drawer: EZ-Going Child Care

— Posting Criteria

" Current Record

% All or Selected Records

Preview Pre-Post |

Selection: ITDddIers mawving to preschool =

Print Pre-Post |

Bemove |

5. To see a report listing all the records that will be affected when you post the
schedule template, click on the Preview Pre-Post button. If you want to print a
listing of the affected records, click on the Print Pre-Post button.

- - Date: 03/24/2005
Template Posting Preview Time:02-90 P
Cahinet: EZ-Going Child Care Page:1
Template: Preschool Schedule
lex andsy, K svin
Alex andsr, Zachary
Date Range Chss Mon Tue ‘Wed Thu Fri Sat Sun Hours
Pres 09:004-03:00P 02:004-03:00F 09:004-03:00F 02:004-03.00P 09:00A-03:00P 30.00
** Schedule Totals ** 30.00
Brewer, Sarsh
Hershey, Tane
Date Range Chss Mon Tue Wed Thu Fri Sat Sun Hours
Pres 05:004-03:00P 02:004-03.00F 09:004-03:00F 02:004-03.00P 09:00A-03:00P 30.00
** Schedule Totals ** 30.00

6. Click on the Post button to post the template to the selected records.

,,,w\/ Note: After you click on Post, you will be prompted to print the records affected by
N) the posting, even if you already printed it.

Posting a Schedule Template to All Records

You also have the option to post a group template to all records in your system.

P To post a schedule template to all records

1. Click on the template you want to use.

2. In the Posting Criteria section, click on All or Selected Records. Be sure that the

Selection field shows (None — all records).
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" Current Record  * All or Selected Records!

’7 Fosting Criteria

3. C(lick on the Preview Pre-Post button to see a report listing all the records that
will be affected when you post the schedule template.

4. If you want to print a listing of the affected records, click on the Print Pre-Post
button.

5. Click on the Post button to post the template to all records.

,,w\/ Note: After you click on Post, you will be prompted to print the records affected by
M) the posting, even if you already printed it.

Removing the Last Schedule Template Posted to Multiple Records

If you’ve applied a schedule template to all or selected records, you can remove it from those
records. You can only remove the last template that you posted.

P To remove the last schedule template posted to multiple records
1. In the Posting Criteria section, click on All or Selected Records.

2. C(lick on the Remove button. The Remove Template Posting dialog box
appears, listing the name of the group template you last applied and the date and
time on which it was applied. It also lists how many transactions were affected by
the template.

Remove Template Posting: EZ-Going Child Care 1[

Last Tempiate Bafch Posting.

Name: IPreschoo\ Schedule

Date: IDS,-"24,-"2005 Time: |02:32P

# of Ledger Transactions: I 0
# of Tuition Transactions: I 0
# of Schedule Transactions: I 4

Cancel |

3. Click on the Remove button. The transactions previously posted are removed,
and you can now apply or post a new template to the current record or multiple
records (see the previous sets of instructions for details).

Using Template Groups

Existing templates can be grouped together to combine several series of actions. With just a
tew mouse clicks, you can enter information on the Tuition, Schedule, and Ledger tabs. For
example, a Preschool Group Template can add a Ledger Template (for Registration Fees),
Tuition template(s), and the applicable schedule(s). To choose a Template Group, click on
the radio button next to Template Groups in the Library of Saved Schedule Templates. See
page 131 for detailed information on using Template Groups.
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Enforcing Enrollment Limits

The Enforce Enrollment Limits option allows you to manage enrollment or scheduling for
classes by checking against your defined classroom capacity.

Each class in your center can have a capacity, which is the maximum number of children
allowed at any one time (see page 41 for details). The Enforce Enrollment Limits feature
allows you to define whether you want to enforce the capacity limit when entering or editing
information in any of three areas—the Class field on the Child tab, the Schedule tab, and
the Contracted tab—and the method you want to use to enforce the capacity. Your options
for enforcement are:

¢ No Enforcement: Capacity will not be considered when entering or editing
classes and schedules.

e Don’t Allow: You will be prohibited from assigning a child to a class that is
already full.

e OK to Override: You will be warned about assignments that exceed capacity but
given the option to override the capacity limit.

N\ . . . .
-,','f':,. Note: Normally, only children with a status of Active are considered when
calculating enrollment limits, unless you choose to include Inactive
children by selecting the corresponding check box.

The method you choose depends on the level of scheduling flexibility you offer and how
you wish to handle possible scheduling conflicts. In general, we recommend using either OK
to Override or No Enforcement (remember you can also identify over-scheduling by
running the Class Loading Report—see page 226 for details). The table below outlines some
common scenarios and includes recommendations on how to enforce enrollment limits for
each scenario.
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Scheduling = Description =~ Example Enrollment Enforcement Recommendation
Scenario
Fixed Your All In this case, capacity can be limited by setting No
Number of | enrollment enrollmentin | Enforcement for the Schedule Tab or Contracted Tab
Childrenin | capacity is your classes | data. The setting for Class Field can be either Don't
a Class based onthe | is full-time. Allow (where you will need to change the class
total number assignment or status of another assigned child before you
of children can assign the class to a different child) or OK to
assigned to Override (which will warn you of the over-scheduling, but
the class, not allow you to continue).
the SChedUle £ Enforce Enrollment Limits: Families & Children il E |
Of the I When Enrofiment Exceads L3pactly
Ch||dren Mo Enforcement Don't Allow OK to Override
Class Field - o« ®
Schedule Tab 2 © #
Contracted Tab o @ C
™ Include Inactive Children
Re-calculate Enrollments OK Cancel
Flexible Your You offer You don't want to enforce enrollment limits on the Class
Scheduling | enrollment flexible day | Field because you'll want the flexibility to assign more
capacity is and/or time | children to a class than the set capacity. In this case, you
based onthe | scheduling will set the capacity checking based on the data on the
maximum options. The | Schedule Tab and/or Contracted Tab. This will factor
number of variable days and times to identify situations where your children
childrenin a schedules of | expected will not be more than allowed at any one time.
class at any children’s We recommend using the OK to Override option. You
one time. arrivals and | can choose to check/enforce capacity based on Schedule
departures or Contracted data (or both).
means that {58 Enforce Enrollment Limits: Families & Children 20l x|
yOU can — When Enroliment Exceads C3pacily
enro” more No Enforcement Don't Allow OK to Override
tOta| Chi|dl’en Class Field @ 8 )
than your Schedule Tab s e &
classroom ot Tt c c & |
capacity as
Iong as you I Include Inactive Children
do not Re-calculate Enrollments OK Cancel
exceed the
capacity at
any one
time.
Settings

After you’ve determined the best way to enforce enrollment limits for your organization,
you'll set them up in Office Administration.
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» To enforce enrollment limits

1. Open Office Administration, Chapter 5 (Schedules & Attendance), and
select Enforce Enrollment Limits.

2. Select the cabinet for which you want to set enrollment limits, and click on
Select. The Enforce Enrollment Limits dialog box appears.

Enforce Enrollment Limits: Families & Children

T When Enroliment Exceeds £3p3cily
Mo Enforcement Don't Allow OK to Override
Class Field (o ¥ '®
Schedule Tab 2 C C
Contracted Tab o « s ‘

Re-calculate Enrollments | 0K |

[ Include Inactive Children

Cancel |

3. For the Class Field, Schedule Tab, and Contracted Tab, choose one of the
following options for enforcing enrollment limits:

¢ No Enforcement: allows you to assign a child to a class, regardless of
whether the capacity for the class has been met or exceeded.

¢ Don’t Allow: prohibits you from assigning a child to a class that is already
tull. If you choose this option, when a class is full and you select it from the
Class picklist, the following warning message appears, telling you the class is
full and prohibiting you from assigning the child to the class. The only way
you can assign the child to that class is to either increase the capacity of the
class or remove a child already assigned to the class.
x|

& The Piano class is full {10}, You cannot enroll Karen in Piana at this time.
‘fou can increase the capacity of the Piano class in the Center drawer, or
remove children from the Piano class through the Class picklist on the Child Tab,

e OK to Override: warns you if you assign a child to a class that is already full
with the message below and gives you the option to override the enrollment
limit by clicking the Yes button, which assigns the child to the class. If you
click the No button, the child is not assigned to the class.

Ezcarez X
@ “Warning: The Piano class is full {10currently enrolled).
You can override the capacity of the Piano class {100 and
enroll Karen, or click "No" below and choose another class,
Do wiou wank bo override the capacity of the Fiano class?
Mo
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4. If you want to include children who have an Inactive Status in the enforcement
of enrollment capacity, click the Include Inactive Children check box.

5. To recalculate enrollment numbers in your system, click the Re-calculate
Enrollments button. Typically, you won’t use this option because enrollment
limits are automatically refreshed; however, there may be situations where they
aren’t updated (for example, if records are corrupted or damaged).

6. After you define the settings for enforcement of enrollment limits, click OK.

Entering the Immunizations Required by Your Center

Center, Drawer: EZ-Going Child Care

Center l Classes Immunization l Hours of Operatian
M Description Imm 1 Imm 2 Imm 3 Imm 4 Imm 5 Immb  #
DPT 2 4 B 15 50 0
BEE 2 4 B 15 0 0
[ mnare 15 B0 0 0 0 0
[ JPalia 2 4 15 B0 0 0
[ J|chicken Pox 24 0 0 0 0 0
3
< ¥

The Immunization tab allows you to specify the immunizations required by your state.
Once the required immunizations have been entered here, they will appear in the
Immunization Superfield on the Child tab of the Family drawer, allowing you to track the
immunization status of each child (see page 61 for information on the Immunization

Superfield).

The due dates for each immunization are specified as the age in months at which the child is
supposed to receive the immunization. Once a child’s birthdate is entered on the Child tab
in the Family drawer, the system calculates the actual due dates for each child based on the
birthdate and the number of months for each immunization, and displays them in the
Immunization Superfield for each child.

P To enter the immunizations required by your state on the Immunization tab
1. Enter the name of the immunization in the Description field (ex: Polio).

2. Enter the age in months for each immunization dose (as mandated by the state)
in the Imm columns.

3. Repeat as necessary for each immunization required by your state.

The Immunization tab can be sorted by double-clicking on the title of the column you wish
to sort by. Ordinarily, the only column it makes sense to sort by is the first column.
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The changes remain permanent if you have chosen to resort each time the grid is initialized.
See page 23 for details on sorting grids.

change the order of the immunizations in the Immunization Superfield for each child,
as well as in the Immunization Report.

P
','lw':) Note: If you change the order of the immunizations on the Immunization tab, it will also

Entering Hours of Operation

Center, Drawer: EZ-Going Child Care
Center ‘ Clagses ‘ Immunization Hours of Operatian
Starting Day: v

M Monday Tuesday Wednesday Thursday Friday Date From Date To #
E] 06:304-07:00F |06:30A-07:00FP |06:304-07:00F |06:30A-07:00F  |06:304-07:00F |01/03/2006 |12/31/2008
[:] 06:304-07:00P |06:30A-07:00P  |06:304-07:00P |06:30A-07:00FP  |06:304-07:00F |09/07/2003 |12/30/2005
E] 06:30A-07:00P |06:30A-07:00P |06:30A-07:00P |06:30A-07:.00P |06:30A-07:00F |07/08/2000 |09/03/2002
E] 06:304-07:00F |06:30A-07:00FP |06:304-07:00F |06:30A-07:00F  |06:304-07:00F |06/01/1993 |07/02/1999
E] 08:304-07.00F |068:30A-07.00P |06:304-07.00F |06:30A-07:.00F  |06:304-07:00F |01/04/1993 |05/28/1999
[:] 06:304-07:00P |06:30A-07:00P |06:304-07:00P |06:30A-07:00P  |06:30A-07:00F |11/30/1998 |12/23/1998
E] 06:304-07:00P |06:30A-07:00P |06:304-07:00P |06:30A-07:00P  |06:304-07:00F |09/08/1998 |11/25/1998
E] 06:304-07:00P |06:30A-07:00P |06:304-07:00P |06:30A-07:00F  |06:304-07:00F |08/01/1998 |09/04/1995
[:] 06:304-07:00P |06:30A-07:00P |06:304-07:00P |06:30A-07:00FP  |06:304-07:00F |07/01/1998 |07/31/1998
|/ 1 '

W
£ >

The Hours of Operation tab allows you to define the hours your center is open. Set up a
date range by entering a date in the Date From and Date To columns on the first line of
the grid. Then, enter the hours of operation for each day. For weeks that the hours change,
create a new line on the grid.

Dates and times entered here are used in three places:

e  When you enter Schedule times for children or staff (on the Schedule tab) the
system checks the validity of your data, to ensure that the center is open at those
times.

e When you Generate Attendance from the Schedule tab to the Contracted or
Actual tab, the times are generated within the dates and times that the Center is
open.

e When you bill families, any rates that are based on Actual Attendance Outside
Center Hours (for example, “after hours attendance”), use the center hours
specified here.
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If there is a day that your center is closed, omit it from the range. This defines the dates your
center is closed. For example, if your center is closed December 23 to January 4 for holiday
break, then the To Date on one line in the grid should be 12/23 (plus the year), and the
From Date for the next line should be 1/4 (plus the year). See lines four and five of the
example below.

@ Note: Even though this grid allows you to enter the hours for all seven days of the week, it is
commonly used with the Saturday and Sunday columns closed. To see how to close
and open a column, refer to “Changing Column Width or Making Columns Disappear”

on page 22.

P To set up the hours of operation
1. Open the Center drawer, and click on the Hours of Operation tab.

2. Enter a date to start your specified hours in the Date From column, and a date
to end your specified hours in the Date To column. You can leave these
columns blank for perpetual (ongoing) dates.

3. Enter the times your center is open each day of the week in the appropriate
column for that line.

4. If you want to designate when your center is closed for holidays, then you need
to specify specific weeks for holiday hours.

5. When you are done entering your centet's hours of operation, click on the Close
button.
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3. Entering Child and Family Data

Entering Family Information

Adding a New Family Record

» To set up a new family record

1. Open the Family drawer.

Click the Family tab.
Click the Add New button.
Enter the family information.
Press the TAB key after filling in each field.
Enter the required fields—Nawe (First Name), Last Name, and Status.

Enter the desired fields (for reports)—Home Phone Number, Work Numbers (for
both parents), and Address, City, and ZIP codes for Primary and Other Parent or
Guardian.

N o o M W N

8. Add child information to this record before creating the next family record.

Pictures on the Family and Child Tabs

You may insert a picture here to help with identification. Pictures can be i
in .BMP, .GIF, or .JPG format.

» To add or change a picture

1. Double-click on the picture area.
2. Seclect the folder location and name of the picture and click OK.

3. Ifyou click Cancel, you are prompted to delete the existing picture. Click on
Yes or No.

7 ot -
m.;,c&) Note: When you make a backup of all cabinets in your EZ-CARE2 system,
pictures are backed up along with the rest of your data.

For the best picture clarity on screen, we recommend your pictures be 16 million colors,

and that you use your graphics programs to crop and resize your photos to 100 by 75 pixels
or 160 by 120 pixels.

The size of the pictures should match the size of the Picture/Image fields set up on the
screen. To change the picture’s size, go to Office Administration, Chapter 2 (Cabinets &
Drawers), Create/Modify a File Cabinet. Screen changes are made on Step 4 of the File
Cabinet Wizard (see page 337).
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If your system is limited to 256 colors, then we recommend making the pictures double the
size of the field size on the screen (for example, 200 by 150 for the graphics for a
Picture/Image field that is 100 by 75).

P
Mv,,’ﬁ Note: For more details on using pictures, see the Managing and Using Digital Pictures in EZ-
CARE2 document in the Data Management folder of our Clients Only web site.

Entering Child Information

Setting Up a Child Record

The process of entering a new child varies depending on whether it’s a new family record or
an existing family record.

Adding a Child to a New Family
Use these instructions to add a child to a new family.
» To add the first child to a new family record
1. Complete the Family tab information
2. Click on the Child tab.
3. Required fields are First Name, Last Name, and Status.
4

. Additional fields needed for processing information are Birthdate and Registration
Date.

N\ . o
.#,, Note: You do NOT need to click on the Add New button to add the first child on a
family record. You can just click on the Child tab and begin entering the
child’s information.

Adding a Child to an Existing Family
Use these instructions to add a child to an existing family.
P To add a child to an existing family
1. Open the Family drawer.
2. Click on the Family tab.
3. From the Families picklist, choose the family to which you want to add a child.
4. C(lick on the Child tab.

Click on the Add New button. The system prompts you to confirm that

5.
you are setting up a new child for the current family, if you have confirmation set
up in Office Administration (see Confirm Adding New Child on page 319).
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6. Enter the child’s information. Required fields are First Name, Last Name, and
Status. Additional fields needed for processing information are Birth Date and
Registration Date.

Family Drawer: EZ-Going Child Care

Famiies. |Alexander, Kewin E] ()] Chiddren. |Alexander, Zachary E] )]
Farmily l Ledger Child l Tuitian l Schadule l Caontracted l Actual
First: ‘Zachary Gend Enroll Date: |
: © Male z
Citomale Leave Date: L
Enrichment E
Programs:
i Gymnastics E] [
PM Bus: | Karate ‘ E ‘ % ‘
e = Music Contacts Checklist Notes
© Active O Inactive O Remove U Computers
Field Description
Birthdate and When you enter the birth date, the age is automatically calculated and
Age shown in years and months. For example, 9.07 is 9 years and 7 months.

Registration
Date

Contacts
Superfield

Checklist
Superfield

Notes
Superfield

Immunizations

The system defaults to recalculating ages monthly. You can choose to
recalculate daily or as of a fixed date. See page 317 for details.

The registration date is usually the date the child is registered or the first
payment is received.

Use the Contacts superfield to list relatives, authorized pickups, family
physicians, and others designated by the parents as important contacts.
See page 60 for more information on entering data into the Contacts
superfield.

Use the Checklist superfield to keep track of tasks and events that need to
be done for a specific child. See page 59 for more information on entering
data into the Checklist superfield.

Use the Notes superfield to store notes or comments about this child when
needed (for example, accidents). See page 58 for more information on
entering data into the Notes superfield.

Use the Immunizations superfield

Superfield
Child Record This is a required field—all records must have one of the following
Status statuses:

o Active: Children who are currently enrolled in your center and are
attending. Active child records are included in tuition posting and
reports (including invoicing) by default.
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N o
v,',’»_j:,. Note: You cannot have any Active child records
associated with any Inactive family records.

¢ Inactive: Children no longer enrolled in your center (or are set up for
future enrollment) and not presently attending. Inactive children are
included in A/R reports by default but can be excluded easily.

e Remove: Children no longer attending your center. Child records with
Remove status are not included in A/R reports by default and are
usually not included in any other System Reports—Database,
Attendance or Admin. Child records with Remove status can be
removed by running the Optimize a Cabinet option (see page 288) if
you check Remove records with Status: Remove as a choice before
running the optimization.

If children with Remove statuses are the only children in a family, they will

not be removed during the optimization process unless the Family record

has a Remove status and no balance; if this is the case, they both will be
removed.

A status indicator next to the child name shows if the child record is Active
(green), Inactive (yellow), or designated Remove (red).

Link Fields

You can add a link field to the Child tab, which allows you to link a file to a record. Keep
links to scanned permission slips, emergency contact forms, or any other documents you
want to easily access from a record. For more details on link fields, see “Defining the Data
Table Fields in a Drawer” on page 292.

Family Only

The Family Only button allows you to restrict your browsing to only child records in the
same family. This is especially beneficial for families that have children with different last
names. You can easily see which children are associated with that family.

A

The Family Only feature is used with the four record navigation buttons.

Family Drawer: EZ-Going Child Care
Famifies. | Jay. Caralyn E] D] Chiffdrer. | Jay, Car

Famiky l Ladgar Chilt l Tuitian }

Using the Family Only Feature

Click on the Famzly Only button to restrict the Children picklist to only children in the
selected family. When the button appears inverted (as shown above), this feature is activated.

When you are on the Child tab, the navigation buttons move you to child records only
within zhat family, not the entire drawer. If you are at the last (or first) record and press the
Previous or Next button, the system displays a warning message and prevents you from
going to a child record of another family.
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Some Uses of This Feature

You can use this feature to quickly identify all the children in a family. This is helpful
anytime you need to verify which family a child belongs to or to identify siblings for a
specific family.

To Deactivate Family Only Feature

Press the Family Only Button a second time. When it has a raised appearance, the feature is
off, and the navigation buttons perform in a normal manner.

PR
Mn,,’ﬁ Note: The Family Only button has NO EFFECT on the navigation buttons when you are on the
Family or Ledger tabs.

Entering Ledger Information

The Ledger tab is where accounts receivable information is stored for each family. This tab
is only enabled if you have purchased the Accounts Receivable module.

For details on entering ledger information, see “Using the Accounts Receivable Module”
starting on page 95.

If you are a new user of EZ-CAREZ, we recommend you become familiar with this chapter
before proceeding to Accounts Receivable.

Entering Tuition Information

There is a Tuition tab for each child, which is used to define how tuition is to be charged for
that child.

The Tuition tab is part of the Accounts Receivable module and is described in detail on page
110. If you are a new user of EZ-CAREZ, we recommend that you become familiar with this
chapter before proceeding to Accounts Receivable.

Entering Schedule Information

See “Schedule Tab” page 66 for details on entering the basic schedule.

Entering Contracted and Actual Attendance

If you have purchased the Advanced Attendance & Billing Module, you can use the
Schedule, Contracted and Actual tabs together to track both the classes that a child was
signed up to attend, and the child’s actual attendance of those classes.

See “Using the Advanced Attendance & Billing Module” page 65 for details.
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Superfields

EZ-CARE2 contains special data entry areas known as Superfields. These fields are
accessed from the screen by clicking on a button. Unlike a regular field, a Superfield contains
multiple fields of related information. Superfields can be used on the Family, Child, and Staff
tabs, as well as in Other Ledgers or any user-defined drawers.

Superfields use grids, plus other Windows objects (text boxes, check boxes, and picklists) to
store information. As with grids, you have the ability to move columns and specify the order
of the records. Superfields have a “dual-view” dialog box where you can enter data directly
into the grid or in the fields below that show you the detail of the grid. For more
information on using grids in EZ-CARE2, see page 20.

As you select each line in the grid, the information changes in the corresponding fields on
the bottom of the dual-view to reflect the chosen line. You may resize the superfield to show
only the grid and hide the text fields on the bottom by grabbing the lower right corner of the
superfield with the mouse and moving the bottom border up.

Below is an example of a Checklist superfield for a child record, showing the dual-view: the
grid on top and the individual fields below.

Check List for Zachary Alexander,

Chieck List
M ltem Type Description I Date -~
[: Medical Forms Allforms in 07/20/2005

Permigsian Slips Zoo Trp 09/22/2005
[ ] FProgress Review Child review to be done 1 10/01/2005

| v i -
< >

= Completed = Due
Type:
v [] Completed

Description: Date:

The following superfields are available in EZ-CAREZ2:

Notes Checklist Contacts Immunizations

Notes Superfield

The Notes superfield stores an unlimited number of notes or comments on a family, child,
or staff member (depending on which tab it is placed). This can be useful, for example, to
write up behavior incidents for children, report an incident that may need medical attention,
or record plant or food allergies.

Click on the Notes button to display the Notes dual-view. The following information is
stored in this superfield:

e Date—date applicable to the note.

Page 58 Version 7.0
May 2010



EZ-CARE2 Entering Child and Family Data

e Type—used to categorize your notes (for example, Accidents, Behavioral). You
can use one of the choices or add your own by typing it in (See “Maintain
Picklists” on page 316 for how to set up the choices).

e Notes—these can be of any length.

Notes for Zachary Alexander

M Date

- Fx
Type Notes fad

Behavior

E 04/03/2007

Zach was playing rough with one of his «

[: 08/19/2007

Accident

Scraped knee during game time

0&fz0/2007

Comment

Gets A+ for being teacher's helper

P

Date: Type: -

Notes:

v

Data can be entered directly into the grid or the fields below the grid. Notes can be deleted

by marking any line in the grid using the Mark Indicator L] and the Cut button. The Notes
Report (one of the Database reports described in the System Reports section, pages 184 and
193) allows you to print notes for a particular date range and select particular note types, if
you wish. You can also use Insta-Print to print the contents of this field (see page 25).

IEva

Checklist Superfield &=

The Checklist superfield enables you to keep track of tasks and events that need to be
completed for a specific child, staff member, family, or other person. The date is color-

coded to quickly determine if the item is completed—Dblue means the item is completed,
yellow means the item is still due.

Click the Checklist button to display the Checklist dual-view. The following information is
stored in this superfield:

e Jtrem Type—used to categorize items (for example, Required Forms, To Do’s).
e  Description—a brief explanation or note.
o Completion Checkbox—indicates whether the item is completed.

®  Date—use this to record the due date or completion date.
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Checlk List for Zachary Alexander

Lheok List
| M Item Type Description & Date ~
[ |IMedical Forms All farms in 07fz20/2005
[ |Pemission Stips  |Zoo Trin 09/22/2005
[ ] Frogress Review Child review to be done I 1040172005
| v Ry v
= Completed = Due
Type:
[ a2 [] Completed
Description: Date:

You can type in the grid or the text boxes. See the Notes Superfield section on the previous
page for information about typing in the grid and fields.

The Checklist Report (one of the Database reports described in the System Reports section,
pages 175 and 193) allows you to report on this data. You can also use Insta-Print to print
the contents of this field (see page 25).

Contacts Superfield

Use the Contacts superfield to list relatives, authorized pickups, family physicians, and others
designated by the parents as important contacts. In the event a parent or guardian is not
reachable, you can use this list to obtain someone who can be contacted in an emergency
situation. Contacts Superfields can be located on both the Family and Child tabs (for two
different sets of contacts).

Click on the Contacts button to display the Contacts dual-view. The following information
can be stored for each contact:

First Name Last Name
Address Address Line 2
City State

ZIP Code Phone #
Extension Phone # 2
Extension 2 Relationship

Authorized Pickup checkbox Notes
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Contacts for Zachary Alexander.

M First Name Last Name Ré.latil.:ins.hi[.:uuF.’JU Phone # .E)él;!Typé Address 1 A
: Joel Andrew AuntflUncle 215-258-4545 |\Wark
[ ]sessica hays 215-268-9954 (Home B5E Yalnut
(] O
L
L R —— I
First name: Last name:
Address: Phone &
Phone ¥
Relationship: -
i = . . [] Authorized ﬁickup
~
b

You can type in the grid or the text boxes (see the Notes Superfield section on page 58 for
information about typing in the grid and fields).

The Contacts Report (one of the Database reports described in the System Reports section,
page 176 and 193) allows you to report on this data. You can also use Insta-Print to print the
contents of this field (see page 25).

Immunizations Superfield

The Immunizations superfield stores the child’s detailed immunization records. The
list of immunizations and the calculations for due dates are set up in the Center

drawer (see page 49). Dates are calculated from the child’s birthday. The Immunization
superfield is located on the Child tab.

Immunizations for Zachary Alexander Ed

Immunization = 1 = 2 = 3 = 4 = 5 [-]
DFT 08/05/1993 1040541593 12/05/1593 09/05/1934 06/05/1958
HIB v| [08:05/1333 10/05/1333 12/05/1933 09/0541334 [ 1|/ ¢

| [mmpR 09/05/1994 oE/051998 [ I]s ¢ L[ ¢ L] ¢
Palio 080541993 10/05/1993 09/05/1994 06/054338 [ 1|/ 2
Chicken Pox | | [06/05/2000 | [/ / L 1{¢ ¢ L 1{¢ ¢ L 1{¢ ¢

i K3 I _'I_I

[]' = Completed [ ] =Due

You can enter when the immunization was received by typing directly over the date in the
appropriate cell. The date is color coded to quickly determine if the item is completed. The
due date is initially yellow when it is first calculated to show the immunization has not been

received.

If you change the date or check the checkbox , the color of the entry changes to light
blue, indicating this is considered completed.

The Immunizations list can be sorted by double-clicking on the title of the column you wish
to sort by. Ordinarily, the only column it makes sense to sort by is the first column:
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Immunization. The changes remain permanent if you have chosen to resort each time the
grid is initialized (see page 23 for information on sorting grids).

"
~,§,’g\ Note: Any sorting done here on the child’s Immunization superfield will determine the order
that immunizations will appear on the Immunization report (for all children).

The Immunization Report (page 182) allows you to report on this data. You can use Insta-
Print to print the contents of this list for the current record (see page 25).

Changing a Child or Family Record Status

Keep the following information in mind about statuses:
e Any family record can be Active regardless of the status of its child records.

e A family record can ONLY be Inactive if all its child records are Inactive or
Remove.

e A family record can ONLY be Remove if all its child records are Remove.

If you want to change a family record to a status of Inactive or Remove, you must first make
the corresponding status change to the child record. If you don’t, you’ll see a message telling
you that you can’t change the status for the family because the child’s status doesn’t match.

Setting a Record to be Inactive

How to Change a Record Status for Child Records
P To change the status for child records
1. Open the Family drawer.
2. Click the Child tab.
3. From the Children picklist, select the child.
4

. In the Status section, click the desired status—Active, Inactive, or Remove.

How to Change a Record Status for Family Records
P To change the status for family records
1. Open the Family drawer.
2. C(lick the Family tab.
3. From the Families picklist, select the family.
4

. In the Status section, click the desired status—Active, Inactive, or Remove.
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Changing the Family that a Child Record is Linked To

» To change the family that a child is linked to

1. Open the Family drawer.

2. On your keyboard, press CTRL+L. The Link to Family screen appears:

Link to Family
Chila
Hershey, Jane

Family

Alexander, Kewin
Brewer. Sarah
Dean, Alana.
Hanson, Lisa
Jay, Carolyn
Lawson, Maria
Lee, Mae
barinez, Janet
teClelland, Many
toore, Ardene

b

Select the Child that you want to link to a different family.

Select the new Family that you want the child to be linked to.

Click the Link button. A confirmation screen appears:

EZ-CAREZ

This will make Maria Lawson
the parent of Sam O'Brien.

&

Do wou want to continue?

J

[ ‘fes Mo ]

Click the Yes button to link the child to the new family, or click No to keep the

child linked to the current family.

@ Tip:

A family must always contain a link to at least one child. You cannot remove the last child
record from a family. In order to change the family that an only child is linked to, you must
first create a fake child record for their current family, then change the link for the child.

Also, if you have two family records with identical names, and you are looking to switch a
child from one family record to the other, it can be helpful to temporarily alter one of the
names so that you can distinguish between them in the list.
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4. Using the Advanced Attendance &
Billing Module

The Advanced Attendance & Billing Module allows you to track the attendance at your
center in greater detail, and, in combination with the Accounts Receivable module, allows
greater precision and flexibility in the billing process as well.

& \ - .
M@ Note: In order to do hilling, you must also purchase the Accounts Receivable module.

Attendance functions in EZ-CARE2 include:
e Manually entering attendance (see below).
e Generating (posting) attendance records - see page 77.
¢ Modifying attendance that was previously entered - see page 78.
e Removing attendance - see page 79.

e Producing attendance reports - see page 82.

Attendance can also be brought into EZ-CARE2 via the Windows TimeClock Module (see
page 359 for an overview of the module).

Setting Up Attendance & Billing

Confirm Hours of Operation

The Confirm Hours of Operation screen enables you to temporarily suspend verification of
hours of operation, in order to make changes to your hours of operation.

To access this module

1. Open Office Administration, Chapter 5 (Scheduling & Attendance), and
then select Confirm Hours of Operation Validation. The Confirm Validating
Center Hours of Operation dialog box appears.

Confirm Validating Center Hours of Operation

Validate Center Hours of Operation against attendance

[ oK |[ Cancel ]

2. To make changes in your hours of operations, uncheck this feature to avoid
conflicts with schedules already entered. After modifications have been made,
turn this feature back on by entering a check in the check box.
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Manual Schedule Entries

Manual entries are done on:
e The Schedule tab - see below.
e The Contracted tab - see page 68.
e The Actual tab - see page 70

The general workflow is that the standard basic outline of classes is entered on the Schedule
tab. This data is then copied to the Contracted tab using the Generate Attendance screen
(page 77). In the Contracted tab, additional details and incidental changes are added for
each student, in order to form the final planned schedule. The data is then copied to the
Actual tab, where it is edited as the days go by to record the actual attendance on each day.

If the TimeClock module is being used, then data is not copied from the Contracted tab to
the Actual tab. Instead, the Actual tab is filled in with data recorded by the TimeClock.

Schedule Tab

There is a Schedule tab for each Child (in the Family Drawer) and Staff Member (in the Staff
Drawer). The Schedule tab describes the schedule for a typical week (or multiweek cycle) -
that is, the expected or "theoretical" schedule that the child normally attends your centet.
For schedules that you want to continue with no specified end-date, leave the date fields

blank.

o
Fanmlies: |B|ewer,Sa|ah @ @ Children: IHershey,Jana e
Fanrily I Ledger I Child | Tuition Schedule | Contracted | Actual
M ‘Ela:s Mon Tue (wWed Thu Fri [Hours  T[-
Pre 07:004-03:00P | 07:004-03:00P |07.004-03:00F | 07:00A-03:00P |07.004-03:00F 40.0090
SEHCM - | 0o

< | 3
— Lapy fpt £iear Oplions —
Mon-Fii M | 1 | Row

Class and Days

Choose the class and enter the schedule for the class on each day of the week. The system
offers the option of restricting enrollment in a class based on capacity and schedules—you
can configure the system to not allow over scheduling or to just warn of over enrollment.

P To set up a schedule
1. Select a file cabinet.
2. Open the Family drawer.
3. On the Family tab (or Child tab), select the child from the Children picklist.
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4. For a recurring schedule, click on the Schedule tab. Select a Class for this child.
Place the recurring hours for each day on the first line of the grid.

Most centers set up a recurring schedule and generate attendance for contracted
and actual times. However, you can manually specify contracted or actual times.

e If you want to specify a contracted schedule for an individual child, click
on the Contracted tab (see page 68).

®  You can also set up a Schedule template and apply it (see page 72).

Copy Options

As an alternative to retyping time ranges for each day of the week, you can copy the ranges
from the first time entered. After you have entered the class and date range, and your first
time, you can choose one of the copy options:

®  Mon-Fri - Replicates your Monday time range and places it in Tuesday,
Wednesday, Thursday, and Friday of that line.

o M/W/F- Replicates your Monday time range and places it in Wednesday and
Friday of that line.

e T/TH - Replicates your Tuesday time range and places it in Thursday of that
line.
Clear Options
If you wish to make changes to a line in the schedule, you can clear the entire line by
highlighting the line and pressing the Row button.
Schedule Templates
Schedule templates (see page 72) allow pre-specifying your schedules so they can be entered
on each child’s tab with a minimum of keystrokes. For example, a Before/After school
schedule template might include a MWF 7-9 AM entry, and MWF 3-5 PM entry. You can
also use Template Groups to combine Schedule and other types of templates (see page 76).
Entering Holiday Hours into the Schedule
» To put holiday hours into schedule
1. Select a file cabinet.

2. Open the Center drawer, and click on the Hours of Operation tab.

3. Enter a date to start your specified NORMAL hours in the Date From column,
and a date to end your specified hours in the Date To column.

4. Enter the times your center is open each day of the week in the appropriate
column for that line.

5. On the next line in the grid, enter the Date From and Date To for the week
containing the holiday. For days that your center is closed, omit a time for that
day.
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6. Enter the times your center is open each day of the HOLIDAY week in the
appropriate column for that line.

7. On the next line in the grid, enter a date to start your specified NORMAL hours
in the Date From column, and a date to end your specified hours in the Date
To column. The Date To should be the last day of the week until the week of
your next holiday/closure.

8. Enter the times your center is open each day of the week in the appropriate
column for that line.

9. When you are done entering your centet's hours of operation, click on the Close
button. & |

Fp Center Drawer: EZ-Going Child Care

Center I Classes l Immunization I Hours of Operation
Starting Day: IMonda_l,l j
M | Date From Date To Monday Tuesday Wednesday | Thursday Friday -

121741933 |07:008-06:00P |07:004-06:00F |07:004-05:00F | 07.004-06:00P) 07:004-06:00P
12/271993 [12/2941999  [07:004-01:00F |07:008-01:00F  |OF:006-07:00P
01/03/2000  |04/05/2000  07:004-06:00F |07:004-06:00F  |07:004-06:00F [ 07:008-08:00F{ 07:004-08:00F
Hd Hd

This is an example of a schedule that allows for holiday hours.

Contracted Tab

Family Drawer: EZ-Going Child Care - |EI|£|
Famities. IAIexander, Kewvin j o @ Chifdren IAIexander, Zachary j Q@
Famiy |  Ledger Chid | Tuion |  Schedule Contracted | Actual
M Date Day In Time [Out Time# Hours|Class Hour TypeComments El
10/02/2006 | Maonday 07:004 03:00F 8.00|Preschool  |Regular
10/03/2006 | Tuesday |07:004 03:00F 8.00|Preschool  |Regular
10/04/2006  [WWednesday 07:004 03:00F 8.00|Preschool  |Regular
10/05/2006 |Thursday |07:00A 03:00F 8.00|Preschool  |Regular
10/0B/2006 |Friday 07:004 03:00F 8.00|Preschool  |Regular
0.00

-

q -

" Total Hours View Loading Reportl

The Contracted tab is enabled if the Advanced Attendance & Billing module has been
purchased.

There is a Contracted tab for each Child and Staff Member. This is a schedule which is
applied against actual calendar dates and considers holidays and days when the center is
closed. It describes specific dates and times that a child has contracted to attend. This allows
you to adjust a child’s schedule to reflect planned absences and temporary schedule changes
(without having to adjust their “normal” schedule in the schedule tab).
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Enter the following information for each class:

Column Description

Date Enter the date you want to capture contracted attendance for.

Day Based on the date you enter, the system automatically enters the day of the week.

In Time/Out | Enter the time the child entered and left the class.

Time

# Hours This number is automatically calculated based on the information you enter in the In Time
and Out Time columns.

Class Choose the class from the picklist. The system offers the option of restricting enrollment in
a class based on capacity and schedules—you can configure the system to not allow over
scheduling or to just warn of over enrollment. See page 46 for more information.

Hour Type Enter the Hour Type, which allows your center to define different rates for different billing
situations. For example, if a child is not attending yet, you may want to set up a different
charge for holding the child’s spot in the classroom.

Typical hour types are:
e Regular (which is primarily used)
e Holding
e Day Off
e School's Out
e Vacation
Comments | Enter any information you want to capture for this row.

Filtering by Date

You can set a date filter for the Contracted tab, so you only see entries after or between
certain dates. This feature is useful to improve performance when you have extensive
attendance history.

P To set a date filter

1. Right-click anywhere on the grid. The Grid Options screen appears.

Grid Options ll

- f3fe Fiffer

From To

Clear Date Filter and Show All

¥ Advance to next row when leaving last column

v Re-sort each time grid is initialized

Save grid settings as System Defaults |

Revert grid settings from System Defaults |

Cancel |
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2. Enter the From date and To date for the filter. If you just want entries to appear
after a certain date (for example, 1/1/06), you don’t need to enter a To date.

“'N,:r:i/ Note:  For details on other grid options, see page 24.

3. Click the OK button. When you set a filter, a calendar icon appears in the Date
column on the grid to show you that you're filtering the entries based on dates.
In addition, if you hover your mouse over anywhere in the date column, a field
tip shows you the dates you’re filtering for.

Date [} |Day |In Time |I

1 Dll;uzll.-iFiItering Date on or after EII,I'IZII,I'ZDIZIG[
I I |

To clear a current date filter, click the Clear Date Filter and Show All button in the Grid
Options screen.

Total Hours

To obtain the total hours of each entry, click on the checkbox. The total hours display at the
bottom of the screen, under the grid. These total hours change when you set a date filter (see
the previous section).

View Loading Report

Click on this button to set up, preview, and print a Child Loading Report, which indicates
how many children will be in selected classes over a selected date and time range. You can
use this report to plan staffing over time periods when children are contracted to attend.

Child Loading Report

Date: 02/07/1992

Class: Infant Staff  Open
Time Children Required Spaces
083040
07004
073040
020040
023040
030040
023040
10:00AM
10:30 AN
11:00AM
11:30AM
12:00FTT

:

L3 B B3 B LD L LD L L) L L B
L I R U T RER R REE R i)
) L3 D LD L LD L Led L) L) L

*

*

E3

For details on the Child Loading Report, see “Child Loading Report” on page 226.
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Actual Tab
Family Drawer: EZ2-Going Child Care o ] 4
Famiies. IAIexander, Kewvin j o @ Chifdren IAIexander, Zachary j @
Family | Ledger Child | Tuition | Schedule | Contracted Actual
M (Date Day In Time |Out Time|# Hours |Class Hour Type |Comments 4]
10/02/2006 |Monday 07:304 03:30F 8.00|Preschool |Regular
10/03/2006 |Tuesdsy |07:004 03:00F 8.00| Preschool |Regular
10/04/2006 |WWednesday 07:004 03:00F 8.00|Preschool |Regular
10/05/2006 | Thursclay  |[07:15A 02:30F 7.25|Preschool |Regular
10/06/2006 |Friday 07:304 12:30F 5.00|Preschool |Regular
n.00
-
«| I IO
[ Total Hours

The Actual tab is enabled if the Advanced Attendance & Billing module has been
purchased.

There is an Actual tab for each Child tab and Staff Member. This describes the actual dates
and times that a child has attended (previous dates).

If you use the Time Clock module to track time for each child, this is where the actual time-
in and time-out would be posted and stored.

The columns in this tab are the same as on the Contracted tab.

Filtering by Date

Setting up filtering by date works identically to the procedure for the Contracted tab (see
page 69 for details).

Total Hours

To obtain the total hours of each entry, click on the checkbox. The total hours display at the
bottom of the screen, under the grid. These total hours change when you set a date filter (see
the previous section).
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Schedule Templates

Schedule templates allow pre-specifying your schedules so they can be entered on each
child’s tab with a minimum of keystrokes. For example, a Before and After school schedule
template might include a MWF 7-9 A.M. entry, and MWF 3-5 P.M. entry.

Maintain Schedule Templates

The Library of Saved Schedule Templates allows you to maintain schedule templates.

» To maintain schedule templates

1. Open Office Administration, Chapter 5 (Schedules & Attendance), and
select Maintain Schedule Templates.

2. Seclect a cabinet and click on Select. The Library of Saved Schedule Templates
appears:

Library of Saved Schedule Templates: EZ-Going Child Care
| Child Templates " Staff Templates ]

Chitd Schedule Templale Kame.

|| Toddler 3 Day Schedule

| ] Taddlers Day Schedule

|| Preschoct Schedule

L] Schoal Age B&A Schedule
L |

[ Sort List Alphabetically |

3. C(lick the Child Templates button to display and maintain child templates. Click
the Staff Templates button to display and maintain staff templates.

4. To create a new template, click on New. Type in a name for this template. To
modify a template, click on Edit from the library. The Schedule Template
dialog box appears.

Child Schedule Template: EZ-Going Child Care
|[M/Class  Aliernate CMon Tue Wed Thu Fri _From DTo Date i~
0 i
Copy Oplions Lledr Oplions
[ MonFi | [ MwFE | [ TTH
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8.
9.

Use the Delete or Rename buttons on the library to make any other changes
needed to Schedule Templates.

To create (or edit) a schedule, enter (or change) the Class (select from a picklist),
then enter a time range for each day of the week. You may use the Copy Options
on the bottom of the dialog box to build recurring schedules.

Enter a From Date and To Date for each line created, or leave them blank if the
schedule is “forever.”

If you need to recreate a line, click the Row button in the Clear Options area.

Enter as many lines as needed.

L
10. When you have finished, click on the Close button El

Using Schedule Templates

Schedule Templates are accessed from the Schedule tab in the Family drawer. Click on the
Templates button % to activate this feature. The Library of Saved Schedule Templates

appears.

Library of Saved Schedule Templates: EZ-Going Child Care
Scheduie

fempizie Kame.

Schedule

] Toddler 3 Day Schedule

[ Toddier & Day Schaduls
[ |Freschool Schedule

[ School Age BaA Schedule

[ Sort List Alphabetically

Show Sohedule FTempiate
() Family Drawer: EZ-Going Child Care

) Template Groups

FPosting Criterna
(& Current Record ) All or Selected Records

Selection: |

You have the option to apply or post schedule templates to any of the following:

the record from which you accessed schedule templates (current record)
all records in your system

records that you select through the Selection Editor, which you can access from
the schedule templates screen

Here is an example of times placed on the Schedule tab using the Toddler All Day Schedule

Template:
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Family Drawer: Your Test Center o ] (4|
Famiies: IMoore,.t’-‘«rlene =l @l Liidren: IMoole,Ila =]
Family | Ledger | Child | Tuition Scheduls | Contracted | Actual

__u-—""'-'-—_—__ _——___‘-""‘—-n__
M[CksT [Mon Tue Wed Thu Fri_ . _|From Date[~
{” Toddler 09:00.-05:00F | 09:004-05:00F | 09:004.-05:00F | 09:006.-05:00F | 09:004-05:00P
Tocaer [ p
| Kl | 3
— Lapy Dotions Clear Optiors —
Mon-Fi | MawsF | TotH | ’7 Row

Applying a Schedule Template to the Current Record

You have the option to apply a schedule template to only the record from which you
accessed the Library of Saved Schedule Templates.

P To apply a schedule template to the current record
1. Click on the group template you want to use.

2. In the Posting Criteria section, click on Current Record.

Fosting Ciiterna
’75“ Current Record T All or Selected Records

3. Click the Apply button. The group template is applied to the current record.

Posting a Schedule Template to Selected Records

You can apply a schedule template to a group of records you select. This option requires you
to select records using an existing selection or a new one that you create.

P To post a schedule template to selected records
1. Click on the template you want to use.

2. In the Posting Criteria section, click on All or Selected Records.

Fosting Criteria
’7(' Current Record ™ All or Selected Records:

Click on the Selection button ** |, The Library of Saved Selections appears.

4. You can use an existing selection or create a new one. For details on using
selections, see “Selections” on page 33. Click on the selection you want to use,
and click on OK. The Library of Saved Templates appears.
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Library of Saved Schedule Templates: E2-Going Child Care ﬂ

Schedule Template Hame.

Infant Schedule ;I Post |
Toddler 3 Day Schedule
Toddler & Day Schedule
Fd Freschool Schedule &l
School Age B&A Schedule
| -
Sort List Alphabetically |
— Show Schedule Template
% Family Drawer: EZ-Going Child Care
" Template Groups
— Pasting Crilerna
" Current Record ' All or Selected Records
Selection: ITuddIers mawving to preschaoal ‘??{E?fi'
Preview Pre—Pustl Print Pre-Post | Bemove |

5. To see a report listing all the records that will be affected when you post the
schedule template, click on the Preview Pre-Post button. If you want to print a
listing of the affected records, click on the Print Pre-Post button.

. . Diate: 03/24/2005
Template Posting Preview Time:02:29 PM

Cahinet: EZ-Going Child Care Page: 1
Template: Preschool Schedule

Alexander, Kevin
Alex ander, Zachary

Datie Range Chss Mon Tue Wed Thu Fri Sat Sun Hours
Pres 09:004-0300F 09:00A-0300F 09:00A-03:00F 09:004-03.00F 09:004-03.00P 30.00
+* Schedule Toiak ** 30.00
Brewer, Sarsh
Hershey, Tane
Date Range Chss Mon Tue Wed Thu Fri Sat Sun Hours
Pres 09:004-0300F 09:004-03:00F 09:004-03:00F 09:004-03.00F 09:004-0300P 30.00
** Schedule Totaks ** 30.00

6. Click on the Post button to post the template to the selected records.

_.,,.\/ Note: After you click on Post, you will be prompted to print the records affected by
N) the posting, even if you already printed it.

Posting a Schedule Template to All Records
You also have the option to post a group template to all records in your system.
P To post a schedule template to all records
1. Click on the template you want to use.

2. In the Posting Criteria section, click on All or Selected Records. Be sure that the
Selection field shows (None — all records).
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" Current Record  * All or Selected Records!

’7 Fosting Criteria

3. C(lick on the Preview Pre-Post button to see a report listing all the records that
will be affected when you post the schedule template.

4. If you want to print a listing of the affected records, click on the Print Pre-Post
button.

5. Click on the Post button to post the template to all records.

,,w\/ Note: After you click on Post, you will be prompted to print the records affected by
M) the posting, even if you already printed it.

Removing the Last Schedule Template Posted to Multiple Records

If you’ve applied a schedule template to all or selected records, you can remove it from those
records. You can only remove the last template that you posted.

» To remove the last schedule template posted to multiple records
1. In the Posting Criteria section, click on All or Selected Records.

2. C(lick on the Remove button. The Remove Template Posting dialog box
appears, listing the name of the group template you last applied and the date and
time on which it was applied. It also lists how many transactions were affected by
the template.

Remove Template Posting: EZ-Going Child Care 1[

Last Tempiate Bafch Posting.

Name: IPreschoo\ Schedule

Date: IDS,-"24,-"2005 Time: |02:32P

# of Ledger Transactions: I 0
# of Tuition Transactions: I 0
# of Schedule Transactions: I 4

: Remove | Cancel |

3. Click on the Remove button. The transactions previously posted are removed,
and you can now apply or post a new template to the current record or multiple
records (see the previous sets of instructions for details).

Using Template Groups

Existing templates can be grouped together to combine several series of actions. With just a
few mouse clicks, you can enter information on the Tuition, Schedule, and Ledger tabs. For
example, a Preschool Group Template can add a Ledger Template (for Registration Fees),
Tuition template(s), and the applicable schedule(s). To choose a Template Group, click on
the radio button next to Template Groups in the Library of Saved Schedule Templates. See
page 45 for detailed information on using Template Groups.

Page 76 Version 7.0
May 2010



EZ-CAREZ2

Using the Advanced Attendance & Billing Module

Generate Attendance

Generating attendance is the process of posting attendance records from the Schedule or
Contracted tabs to other attendance tabs. When attendance is ready to process, choose
Generate Attendance from the Attendance menu. Attendance for children and staff are

generated separately.

Generate Attendance: E2-Going Child Care x|

’, Apohy Fo fates

Start: l— End: l—

[ Usze Rotations Start with rotation I_D

embers

— Aftendance Type
GCDD_V '=SCLJIlDE H ted abh 4

" Copy ing Schedule to Actual attendance
" Copy ing Schedule to both Contracted and Actual

" Copy Contracted to Actual attendance

Hour type to use: IHeguIar vl

Selection: | ==

Generate | LCancel |

» To generate attendance

1. Make sure that all active children and/or staff have schedules entered. See the
Schedule tab section on page 66 or the Contracted tab section on page 68 for
details on data entry.

2. Close all open drawers.

3. Click on the Attendance menu, and select Generate Attendance.

4. Specity children or staff.

5. Enter dates for attendance to be posted.

6. Click on the attendance type you want to generate. There are four different ways
to do this:

e Copy recurring Schedule to Contracted attendance — You might use this
option if you are using the Time Clock module for Actual attendance and
you want to compare Contracted to Actual.

e Copy recurring Schedule to Actual attendance — Y ou might use this
option if you want to place future attendance into the Actual tab and then
modify it based on actual attendance, for example with data from a manual
sign-in-sign-out sheet.

e Copy recurring Schedule to both Contracted and Actual — Y ou might
use this option if you usually bill people based on their Contracted
attendance, but want to enter any variations from this attendance on the
Actual tab and bill for the difference. Most people using this option bill in
advance using Contracted attendance and then pick up Actual over
contracted using Rate Masters.
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e Copy Contracted to Actual attendance — Y ou might use this option if you

bill in advance based on Contracted hours, but parents can make
modifications to their contract, which are then entered into the Actual tab
and billed for the difference using Rate Masters.

is automatically transferred to the Actual tabs in EZ-CARE2. For an overview
of the TimeClock Module, see page 359. For more details on how to use
TimeClock, see the TimeClock Manual.

“'ﬁ\ Note: If you are using the Windows TimeClock Module, data recorded in TimeClock
IS

Choose Hour type you desire.

Choose a Selection, if needed. Generating attendance automatically selects on all
those children/staff cutrently enrolled, based on enrollment date.

Click on Generate.

Edit Attendance Entries

» To modify an individual attendance record

1.
2.
3.

Select a file cabinet.
Open the Family drawer (Child tab) or the Staff drawer.

Make sure the active record reflects the proper child or staff member, using the
picklists.

Select the Contracted or Actual tab. Changes can be made to any cell on the
grid by clicking on the grid, positioning the cursor at the beginning of the cell,
and typing the corrected information. Total time will be recalculated
automatically.

You may enter a comment, if needed (for example, parent had to work overtime).
This helps you and the parent remember why there was an extra charge.

If you need to modify multiple existing attendance information, then choose Edit
Attendance Entries from the Attendance menu. This feature allows you to view alternative
information for all children or staff by Contracted or Actual attendance. This provides an
easy way to make changes to many records at the same time.

» To edit multiple existing attendance entries

1. From the Attendance menu, click Edit Attendance Entries. The Edit Attendance

screen appears.

2. Select the attendance entries you want to edit by clicking the gray box in the IE

column. To select a group of rows, scroll to the top of the list, check the gray

box in the IE column for the first record, then go the bottom of the list, press
Shift, and then click the gray box in the M column for the last record you want
to select. All the entries are now marked for editing.
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3. C(lick on the Edit Marked Rows button, located below the list of attendance
entries. The Edit Marked Rows dialog box appears.

Edit Marked Rows: EZ-Going Child Care x|
Change Column Yalues To:
Day In Time [Out Time|# Hours|Hour Type|Comments|Out Date =]

In Date [Class
»

i

d

Change | Cancel | Clear |

@/ Note:

With this powerful feature, you can make a change to ALL the marked
records for the following columns: In Date, Class, In Time, Out Time, Hour
Type, Comments, and Out Date. Other columns, such as Day and # Hours,
will be automatically calculated and inserted when you make changes.

4. Make the desired changes, including a comment (Parent had to work overtime) if
necessary; this helps you and the parent remember why there was an extra
charge.

5. Click the Change button. The changes are applied to all the attendance entries

you selected.

Edit Attendance: Test ) ] [
— Showing Al Dtz
Date - From I & Children & Actual
Show All | Date - To I— " Staff " Contracted
Selection Criteria:l ,ﬁ[
M |In Date Child Class Day In Time |Out Time|# Hour|Hour TypelComments |
0141072005 |Alexander, Zachar| Pre Monday 07004 03:.00P 8.00 (Regular
0141072005 [Dean, Janet School Ag{Monday 03:.00P 05:00P 2.00|Regular b
0141042005 |Hanson, Jamie Toddler |Monday 06304 06:00F 11.50 | Regular
0141042005 [Hershey, Jane Pre Monday 07:00A 03:00F 8.00| Regular
0141072005 [Jay. Carol Schoal Ag{Monday 07:00A 09:004A, 2.00|Regular
01072005 | Jay. Kenry Inf Monday 07:004 04:00F 9.00 [Regular
01/10/2005 [Lanham, Frankii | Toddler  [Monday 08:004 05:30P 9.50| Regular
0171042005 |Lee, May Kind Maonday 07:004 04:00F 9.00 [Regular
0141042005 |Martinez, Mellissa |Pre Monday 09:004, 12:00F 3.00|Regular
0141042005 [MeClelland, Sally |Kind Monday 09:00A, 12:00F 3.00|Regular
01/11/2000 | Moore, Ira Computerg Tuesday  |03:00P 05:00P 2.00 [Regular =
4| | 3|
Edit Marked Rows |

Removing Scheduling and Attendance Data

Removing Contracted or Actual Times

The Remove Times screen gives you the ability to purge excess times from your EZ-CARE2

system. Running this option results in improved system performance.
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First, make a backup of the cabinet(s) that you are going to run this option for. Running this
process is a NON-REVERSIBLE option - data is removed that cannot be retrieved. If this
option is done incorrectly, restoring the cabinet from a backup will bring it back to its state
before the times were removed.

P To access this module

1. Open Office Administration, in Chapter 5 (Schedules & Attendance), and
select Remove Times. Choose a cabinet and click Edit. The Remove Times
dialog box appears.

ﬁ Remove Times: EZ-Going Child Care E

— Sefect dale range

From Date ||
To Date I

Sefect Fimes to Remove

[~ Child Contracted [ Staff Contracted
™ Child Actual ™ Staff Actual
[ Child Audit " Staff Audit

Remove | Cancel |

2. Select the range of dates you want to purge by entering the From and To dates.
Then, select the times you want to purge using the check boxes. You can select
to purge times for Child Contracted, Child Actual, Child Audit, Staff Contracted,
Staff Actual, and/or Staff Audit.

Removing Scheduled Times

The Remove Scheduled Times screen allows you to purge past schedules. Excess amounts of
outdated schedules can use up disk space and cause EZ-CAREZ to perform slower.

P To remove scheduled times

1. Open Office Administration, Chapter 5 (Attendance and Time Clock), and
select Remove Scheduled Times. The Remove Scheduled Times screen

appears.
Remove Scheduled Times x|
— Lafunetls — Remove ———————— LDlate Rarnge
[ Children and Families = [~ Child Schedules From Date: l—
! “Your Test Center
" Staff Schedules To Date: I
— Select £/ass
¥ Toddler - ¥ Use Date Range
with Selected Claszes
All Clear an | Clear |
HRemove | Done |

2. Select one or more cabinets. Use the All button to select all cabinets, or the
Clear button to remove all check marks and restart selecting.
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3. When your cabinets are selected, the classes set up for those cabinets display in
the Select Class window. Use the All button to select all classes, or the Clear
button to remove all check marks and restart selecting.

4. Indicate that you want to remove Child Schedules or Staff Schedules. Both
options can be selected.

5. Enter a Date Range if you want to remove entries made during a specific period of
time.

6. If you want to combine using a Date Range with Selected Classes, click on the
checkbox next to Use Date Range with Selected Classes. Remember to enter
a date range above.

7. Click OK to save your changes and close the present dialog box. Click Cancel to
close the dialog box and return to the previous screen WITHOUT saving any
changes.

Removing Attendance
» To remove attendance

1. From the Attendance menu, select Remove Attendance. The Remove
Attendance screen appears:

Remove Attendance: EZ-Going Child Care

Fosted Removed # Posted User Batch ~
005 04:5 E - 32| MP2 135 |

0602005 08:41/ /  : AM 160|EZ 134
0B/09/2005 01:4y/ [  : AM 276 | MP2 126

0B/09/2005 01:d{/ /  :: AM 260 |MP2 124

01/30/200312:24/ ¢ . : AM 80 119

01/30/200312:21) /o AM 3 118

01/30/200312:21) | . AM a0 117

01/30/200312:21) | : AM 286 116

12/26/2002 0314/ ¢ ¢ AM 12|EZ 113

12/232002 0801/ o AM 290|EZ 107

12/23/2002 078y / . AM B0|EZ 105 v

2. Click anywhere in the row representing the posting you want to remove. Click on
the OK button. The system will display all information about the batch or
batches selected. Click Yes to remove the post, or click No to retain the post
and return to the previous screen. If you do not wish to remove attendance, click
on Cancel.

1=l
3. When you are finished with this option, click on the Close button in the
toolbar.
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Attendance Reports

EZ-CARE? offers several Attendance System reports. For more complete descriptions, refer

to the Attendance Reports section on page 219.

Child Attendance Analysis Report

Child Attendance Detail Report

Child Class Attendance Summary by Period
Child Contracted vs. Actual Hours Report
Child FTE Report

Child Hours Analysis Report

Child Loading Report

Child Schedule Report

Child Schedule Worksheet

Child Sign In Sheet

Child Weekly Attendance Summary

Child Weekly Class Attendance Report
Export Attendance Spreadsheet

Staff Attendance Analysis Report

Staff Contracted vs. Actual Hours Report
Staff Expected Hours Report

Staff Export Attendance Spreadsheet
Staff Hours Analysis Report

Staff Payroll Hours Report

Staff Schedule Detail Report

Staff Sign-In Sheet

Staff Level Analysis Report

Note:

&

If you are using the TimeClock Module, you can access additional attendance reports
in the TimeClock system. See the TimeClock Manual for more details.
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5. Maintaining Data

Searching for Records

Browsing Records Using the Toolbar Navigation Buttons

To browse through records, use the navigation buttons in the EZ-CARE2 toolbar to move
between records:

4 Move to the first record in the table.

4 Move to the previous record in the table. You can also do this by pressing F7 or the up arrow on
W your keyboard.

b Move to the next record in the table. You can also do this by pressing F8 or the down arrow on
= your keyboard.

Move to the last record in the table.

Selecting Records Using the Family and Child Lists

e To find a child’s record, open the Children list and search for names by last
names (names are automatically listed in order of Last Name, First Name). You
can also type the first few letters of the last name.

e To access a parent’s record, open the Families list and search for names by last
names (names are automatically listed Las? Name, First Name). Y ou can also type
the first few letters of the last name.

Searching for Records using EZ-Finder

EZ-Finder is a tool that allows you to find any record, using up to three fields you enter to
narrow your search. You can use EZ-Finder in the Family Drawer (Child, Family, or Ledger
tabs) and also in the Staff Drawer (Staff Tab) or user-defined drawers. EZ-Finder lets you
define and then apply a filter so that you can locate a single record, or browse through all the
records that meet your conditions.

To find a specific record:

® Specifying values that only one record will contain such as: a LAST NAME of
“Smith,” a FIRST NAME of “David,” with a CITY of “Rochester.” You may
have more than one David Smith in your records, but if only one is from
Rochester, setting these three EZ-Finder fields should lead you to the single
record you want to locate.

e Entering the Child, Family, or Staff ID if you know it. Your system may already
have the ID fields in your system; otherwise, you can add it to your database
using the Define Data Table Fields section of the File Cabinet Wizard (see
page 292 for details).
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To find a group of records:

e If you want to browse through all families with the same last name, then only
enter one value. For example, enter “Smith” in the LAST NAME field of EZ-
Finder.

e If you want to find everyone with a specific value, such as all people on Van 1,
you might enter a value of “Van 17 in the TRANS field.

e If you’re not sure how a person’s name or street is spelled, enter the beginning of
the word to find all records containing the beginning characters that you entered.
For example, if you enter a value of Joh in the LAST NAME field, EZ-Finder
will identify records where the LAST NAME begins with Joh—it will retrieve
records for Johnson, Johnsen, Johannsen, and Johannes.

e If you want to find and fill in empty fields, you can search for all records where a
field is blank. For example, putting “”” (2 quotation marks with no space between
them) in the EMAIL field of EZ-Finder will find all records with a blank email
field.

Running EZ-Finder

To run EZ-Finder, click the EZ-Finder icon %@ in the toolbar:

Last Name First Name Clazs MName
| AnD| | anp| || Find [ Clear

By default, EZ-Finder is set up to search by LAST NAME, FIRST NAME, and STATUS. If
you want to change the search fields, go to Office Administration, Chapter 3, Preferences
& Setup, Maintain EZ-Finders—see page 322 for details

In the example above, you can search on any combination of LAST NAME, FIRST NAME,
and STATUS to find a single record or group of records to navigate; you can also find
records where one or more of these fields are empty. If you enter only one field, you can
then navigate through all records containing that one field value, regardless of what is in the
other fields of those records. To browse through the records, use the Navigation buttons on

the toolbar. K |4 | b, |
How EZ-Finder Works in Different Drawers and Tabs

EZ-Finder works differently depending on which drawer and tab you are in when you
launch it:

When in: Use EZ-Finder to locate:

The Family Drawer: Family or Ledger Tab | Family records

The Family Drawer: Child Tab Child records
The Staff Drawer: Staff Tab Staff records
A User-Defined drawer Whatever records are in the drawer —

inquiries, volunteers, you name it!
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After you have entered your search fields in EZ-Finder, click Find. The first record with the
specified value appears. You can then use the Navigation Buttons or related function keys to
browse through the list of records. The EZ-Finder “selection criteria” remain in effect until
you click on the Clear button or enter new search values and then click Find again.

To close EZ-Finder, click on the small “x” in the upper right hand corner of the EZ-Finder
dialog box. DO NOT click on the Windows Close button—the large X in the upper right
corner of EZ-CARE?Z2. If you have not cleared your search values, they will be reapplied the
next time you open EZ-Finder.

Maintaining Data Using EZ-Viewer

This feature allows you to review and edit information from several records at the same
time. Records are viewed in a grid format.

The data fields available in EZ-Viewer depend on where you use this feature:
e TFrom the Family or Ledger tab, the fields available are Fawzily and Ledger tields.
e From the Child tab, the fields available are Family, I edger, and Child.

e From the Child Schedule, Contracted and Actual tabs, the fields available are
Family and Child.

e From any of the tabs in the Staff drawer, S74ff fields are available.

You can also use EZ-Viewer in any user-defined drawers.

To activate EZ-Viewer, click on the EZ-Viewer button from the toolbar &4 | This displays
the default view for the tab where you are located. For example, you might see a view like
the one shown below when accessing EZ-Viewer while you are in the Child Tab:

T View Child: EZ-Going Child Care

View:  (None - default fields) én
Selection Criferia
Selection: | (Mone - all records)

Status: Active Inactive Remove

M Child StaiFirstName  LastMame  Parent1 FirsFamily :Parent 1 Last Me

active |WEGE Hershey Sarah Active Brewer
E]Active Julie Brewer Sarah Active  Brewer
E]Ac:tive Ira hoore Arlene Active  Moore
DActive Larny Ioore Arlene Active  Moore
DAmive Adrian Richman Miriam Active | Richman
E]Al:tive Alyssa Richman Miriarm Active | Richman
DActive Alex Richman Miriarm Active | Richman
DActlve Adam Trout Megan Active | Trout |
< >

[ Jump ] [ Export ] [Select—A—Merge]

As shown, the View box at the top of the screen indicates which view is selected. To select

other views, click on the Views button égl This will display the Library for EZ-Viewer—see
the example below.

Version 7.0 Page 85
May 2010



Maintaining Data EZ-CARE2

Library for EZ-Viewer: EZ-Going Child Care

E~\Viewer:

B (None - defaultfields) =
| | Child/Parents |Updatable

|| Child/Class |Updatabla

|| Enrichment Pragrams Updatable

v

[ Sort List Alphabetically |

You will notice that some views are described as Updatable. This means that you
can modify data shown in the view; you can also make a selection of the data and
save that selection as part of the view. If the view is not Updatable, you can view
data or select some of it for viewing or export, but you cannot change the data or
save the selection.

To select another view, click on it with your mouse and then press the
button. The view will then change to the one you have chosen.

Once you have selected the view you want, you can use selection criteria to filter
the records displayed in EZ-Viewer (see page 33 for details on how to make
selections). As with any grid, you can double-click to change the sort order of the
columns, or change the placement of columns in the grid.

Under Status, check Active, Inactive, or Remove, to determine whether Active
records, Inactive records, or records marked for removal will appear in the view.

In EZ-Viewer, you can toggle back and forth to review a selected record. To do
this, click on the record in EZ-Viewer (the line turns light blue), and then click
on the Jump button to "jump" back to the Family, Child, Ledger, Staff tab, or
user-defined drawer, displaying this record's information. To get back to EZ-
Viewer, move the Window with the tab or drawer or minimize it (using the
Windows minimize button [=] in the upper right corner).

If you don’t see the views you need, you or your administrator will need to set up new views
in Office Administration, Chapter 3, Preferences and Setup. See page 324 for details.

Using Select-A-Merge with EZ-Viewer

If you have the optional Insta-Merge module (see page 350), you can use the Select-A-Merge
feature with EZ-Viewer. Using Select-A-Merge will enable you to:

e Send a merge document to multiple recipients at once, either as a letter or by
email.
® Sclect a group of records from within your database to send individual or
multiple merge documents. A popular use for this is selecting only records that
have email addresses.
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For more information on using Select-A-Merge, see page 353.

Changing Data in EZ-Viewer

There are two ways to change data—iandividually or globally. For both methods, the view must
be set up as Updatable (see Maintain Library for EZ-1 iewer on page 324).

e To change individual data items, click on the row you want to edit; it turns light
blue. In some cases, picklists will be available. In other cases, you can modify the
text. Note that calculated fields, such as Child’s Age or Ledger Balance, cannot
be edited.

e Ifyou click on the Save Changes button, changes made while using EZ-Viewer
will then be saved to the database. If you do not want to save your changes, click
on the Undo Changes button.

View Child: EZ-Going Child Care

View: | Child/Class @2
Selection Criteria
Selection: | {Mone - all records) ‘g
Status: Active Inactive Remove
M Child Status  FirstName LastMame  Class Name Enroll Date Birh Date (Child's Age »
[ ] Active v | Julie Brewer Infant v | 01/15/2007 124312007 1.03
[ Active v Sam 0'Brien Infant v | 01/25/2007 | 01/02/2007 2.03
[ ] Adtive ~ Adrian Richman Kindergarte » | 11/06/2004 | 02/24/2002 7.01
[ ] Active ~ Zachary Alexander  Kindergarte v | 12/03/2004 0770572002 B.09
[] Adtive ~ May Lee Kindergarte ~ | 01/01/2005 | 06/08/2001 710
[ ] Adtive v Sally MeClelland | Kindergarte » | 01/01/2005 | 08/28/2002 B.07
Wilson Kindergarte ~ 0170142005  07/03;/2002 6.09
Dwi Zolte Kindergarte % | 01/071/2005 | 094122002 8.06 3
< Inactve | =
Remowve ['
[ﬁave Changes ] [Qndu Changes ] [ Jump l Select-A-Merge

¢ Global Change is used to change several records at a time. Use this to save time
when making the same change on all records or a selected group of records (see
page 88 for more details).

L
e C(lick on the Close button El when you have finished with EZ-Viewer.

Removing Duplicate Records
Use this method if you want to identify duplicates through EZ-Viewer.
» To find duplicate child records using EZ-Viewer
1. While you are on the Child tab, open EZ-Viewer.

2. Use the Grid sort features (described in detail on page 23) to sort the list of
children by Last Name, Address, and First Name.
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kY . o
v,',’»'_j:,. Note: All these fields must be in the view you have selected. If they are not
there, you can add them using Maintain EZ-Views (see page 324).

3. You can then identify duplicate records on the list.

4. Use the Jump feature in EZ-Viewer to select individual records and determine
which should be deleted.

Updating Records Using Global Change

Use this feature to make the same change to some or all of the records that are displayed
while you are using EZ-Viewer. You can only use Global Change in a view that is Updatable.

Accessing the Library of Saved Global Changes
» To make a global change
1. Open a cabinet and select the tab you want to use.

2. C(lick on the EZ-Viewer button. & |

3. Choose the View and Selection you need to isolate the records you want to
modify with a Global Change. For example, you could choose the Child or Class
view and then make a selection to identity all the Toddlers who will now be
moving up to Pre-school. See page 33 for details on making selections.

i View Child: EZ-Going Child Care == B3 h
Selection Criteria: I Toddlers maowing to Preschool ﬁ
Rorrre - ]
View: [ Child/Class @M
M |Child Status |First Mame |Last Mame |Class Hame |Enro|| Date |Birth Date |Ehild's -
[ = || Adam Trout Tod [=] oa/03/01 1115400 203
[=] Jamie Harison Tod [~]oe/03/m  [1/0sm0 203
[=] Joey O'Brien Tod [+]o8/03/m o080 211
[=] Alyssa Richman Tod [~] ogA7m n4/06/00 210
E| Frankii Larharn Tod E| 07A014m 0342200 21
[+ ] Apil Lawson Tod [+ n3s05/01 o4/08/00 210

4. To mark multiple data items for a global change, click in the M column for each
row that you want to change. A red check mark appears for the rows that you
marked. If you want to mark a block of rows, press and hold down the SHIFT
key, and then click the first row you want to mark and the last row you want to
mark. All the rows in between the first and last are selected, and a red check
mark appears in the M column for each selected row.
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5 View Child: EZ-Going Child Care

N I

Selection Criteria: ITUddIerS moving to Preschool ‘g

" . " ]

View: |Child/Class A

M |Ch\|d Status |First Narme |LastName |Class Name |Enr0\| Date |Elirth Diate |Ch\|d's Age | =
v Active  [¢]dane Hershey Pres [+] 07061998 | 05/08/1998 B10
[V |active  [v]Lamy Moore Pres [+] 08031998 | 08/07/1998 B.07
[V | active  [¢]|Adrian Richman Pres [+] 07061998 0172471998 7.00
v Active =] April Springer Pres |»] 08171998 a7/01/1998 6.08
v |Inactve  [¢]|Zachary Alexander  pras | n8/31993 0651938 6.09 |

5. Click on the Global Change button (8. The Library of Saved Global

Changes appears.

| Library of Saved Global Changes: EZ-Going Child Care
Giahal Change Name:

Change Family/Child Status to Femove

Sort List Alphabetically

Lancel

Hew |
Duplicate |

Delete |

LI HRename |

- Change |
_ Concl |

— Show Global O

'

| " View Child: EZ-Going Child Care
' All Global Changes

Setting Up or Modifying Global Changes

To create a new Global Change, click on New while you are in the Library of Saved Global

Changes.

P To set up or modify a global change

1. Enter a Description (for our example, it would be Assign Bus).

2. Define what you want to change—choose a Table and Field. Remember, these
changes are limited to the tables and fields used in the view that is accessed by
EZ-Viewer. In this example, the Global Change shown below assigns all selected
children to Greyhound Bus #314 as the carrier taking them to center.

?g'g Global Change: EZ-Going Child Care
Description: |Ehange Family/Child Status to Remove

Lhange Change 7o

Table: IFamiI_l,l j Use: IVaIue 'I

A

Field: | Family Status =l <= value: [Remove [

M |Table Field Use Change lo: -
Farily Family Status Value Remove
Walue
=]
1| ¥
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3. TFrom the Use picklist, choose either Value or Field. Value allows you to define
the exact value that will be placed in the selected field. The value button
allows you to pick the value/field from a list. You could also enter the value
manually by typing it into the Value text box. Field allows you to specify a field
containing the value to change to (for example, if you want to copy the values in
Parentl address to Parent2 address). The arrow shows the direction of the
change.

4. If you want to change more than one field in the same Global Change, click on
the next line to highlight it and set up the next change you wish to make.

5. Click on the Close button (& |) when you have finished creating or editing a
saved Global Change.

To edit a saved Global Change, click on the Global Change you want to modify, then click
on Edit. Make any desired changes to the Table, Field, Use, or Value choices.

Displaying and Selecting Global Changes

At the bottom of the library, you can use the radio buttons to show Global Changes specific
to the drawer and tab where you are working, or show all Global Changes. Once you have
found the Global Change you want to use, select it by clicking on it. In this case, you might
select the Global Change titled Assign Bus.

Running the Global Change

After you’ve selected the saved Global Change you want to use, click the Change button.
This performs the change and returns you to EZ-Viewer. The screen below shows the
change with all children assigned to Pre-School.

view Child: E2-Going Child Care =10 x|
Selection Criteria: ITDddIers moving ta Preschool ‘ﬁ
View. |Child/Class @ﬁ

M |Child Status

‘FirstName |LastName }C\ass Mame |Enr0IIDate |Ehr1h Date |Chi|d‘sAge ‘ -]
[v]|Jane Hershey  [Pres 7/06/1595  05/0%/1 398 B.10 |
[+ Larry toare 8/03/1995  08/07/1998 6.07

Aclive x| Adrian Richman /0641985 | 01/24¢1998 7.01

Active =] April Springer 0841741985 |07/01/1998 6.08

Inactive  |v|Zachary Alexander 08/03/1939 | 05/05/1998 6.09

&

In EZ-Viewer, your can then do one of the following:
e If you want to save the changes to the database, click the Save Changes button.
e If you do not want to save the changes, click the Undo Changes button.

e C(lick the Close button ( & |) when you have finished with EZ-Viewer.
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Exporting Data Using EZ-Viewer

This feature allows you to export data displayed in EZ-Viewer to a comma-delimited (.CSV)
file. You can then open this file in Excel (or another spreadsheet application) or access it

from other

programs for further analysis or reporting.

P
Mﬂ:ﬁ Note: The Export button in EZ-Viewer is activated only when a non-updatable view is used.

2]
To change the view displayed while in EZ-Viewer, click the Change View @I icon
and select a view that is not updatable . If you need to modify a view to make it non-
updatable or change the fields, go to Office Administration, Chapter 3, Maintain EZ-
Views, choose the appropriate cabinet, select the view, choose Duplicate, give the
view a new name, and make the changes you desire. For more details on duplicating
or creating views, see page 324.

» To export from EZ-Viewer

1.
2.

3.

Once you have a non-updatable view to use, open EZ-Viewer.
If desired, select the records you want to export in one of the following ways:
e Choose a Selection that will contain the records that you want to export.

e Manually mark records by clicking in the M column for each row you
want to export. You can also mark a block of rows by clicking in the M
column of the first row you want to select, pressing and holding down
the SHIFT key, and then clicking the last row you want to export.

Click on the Export button. If you haven’t marked any rows to be exported
because you’ve chosen your records via a selection or you want to export all
records, a dialog box appears, asking if you want to merge a current record or
merge all records.

EZ-CAREZ2

Mo record is marked.
Do youwant to export the <Current> row or <All> rows?

i Current All Cancel

The normal response will be All to export all displayed records. The system then
prompts you for a file name. If you started from the Family, Ledger, or Staff tab,
the prompt looks as follows:

Export to ASCII file: EZ-Going Child Care

Export to:

-]

[ OK l [ Cancel ]

When you export from a Child tab view, you must decide if you want one record
by family (Horizontal layout) or separate records from each child (Iertical layout):
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L3vout
(= Horizontal

) Vertical

Export to:

Export to ASCI| file: EZ-Going Child Care

Parent Name. Child 1. Child 2. Child 3

Export to ASCII file: EZ-Going Child Care

Layout
; Parent Name, Child 1
© Horizontal Parent Name, Child 2
@Verllcal Parent Name, Child 3
Export to:

-]

[ OK l [ Cancel ]

In a Horizontal layout, each family record may contain up to 5 children’ records with a
maximum of 255 total fields exported.

Sending Email From a Record

EZ-CARE2 enables you to send emails to parents and children who have email addresses
stored in the system. You can send individual email messages, or use the Insta-Merge or
Select-a-Merge features to send personalized individual or group emails (see page 352 for
details). EZ-CARE2 supports Outlook Express (preferred program) or Outlook with the
email interface. For details on how to set up your system to use Outlook Express or Outlook
for EZ-CARE2 emails, see page 367.

Py
v,',’»_j,.\ Note: You can also email invoices to parents who have email addresses in the system. For
details on how to do this, see the Invoices report on page 154.

The Email Interface does not enable EZ-CAREZ to receive any email messages nor does it
replace your email system, but it allows you to generate messages using Outlook or Outlook
Express.

Py
v,',’»_j,.\ Note: Be sure you have a functioning copy of MS Outlook or Outlook Express installed and
working on your system in order for the EZ-CARE2 Email interface to function properly.

If you do not have email address fields on your Family, Staff, or User-Defined drawers, you
can add them through the Cabinet Wizard in Office Administration, Chapter 2 (Cabinets and
Draywers), Create/Modify a File Cabinet. At the Data Table Fields screen, set up a field name
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containing either E-mail, e-mail, Email, or email. Fie/d Type must be Character, and we
suggest a length of 30. See page 292 for more details on adding fields.

» To send a message

1. Go to the Family or Child tab. You can quickly see the email fields because
they are blue and underlined.

does not contain E-mail, e-mail, Email, or email. You can modify the

SN o . . .
M@ Note: If your email field is not a hyperlink (blue and underlined), the field name
field name—see page 298 for instructions.

Mail Label: |M|. and Mrs. Apollo
Address: |57/ 57th St,
City: [Mew York State: [\ry| Zip: [10021 -1
Country: | Email address: |japolin@anl com
Parent 2 Name: [ aniel | Bpollo Work #: |[21 2)506-3190 ' %g
Status e
& Active C Inactive  Bemove IE|||||||||

2. Click the hyperlinked email label, or click in the email field and then, on the
keyboard, hold down the CTRL key and press ENTER.

Your computer’s default email program (usually MS Outlook Express) opens,
and the email address is automatically placed in the Address field. The cursor is
located in the Subject field.

&
'g:,") Note: For details on how to set up Outlook Express or Outlook as your email program for EZ-
CAREZ2, see page 367.

3. Type in a subject and email text.
4. Click on Send button to complete the process.

If you want to send email to several families or children at once, use the email features
described beginning on page 352.
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6. Using the Accounts Receivable
Module

Accounts Receivable Setup

EZ-CARE2 allows you to define your preferences for how Accounts Receivable information
is handled in your system

Accumulate YTD Payments

The Accumulate YTD Payments screen allows you to calculate the sum total of all Year-to-
Date payments and store that total in a field in the database. This total is displayed and
updated automatically on the Ledger tab.

» To accumulate YTD payments

1. Open Office Administration, Chapter 4 (Accounts Receivable Setup), and select
Accumulate YTD Payments. The Accumulate YTD Payments dialog box
appears.

2. Select the cabinet you want to set up YTD payments for, and click the Select
button. The Accumulate YTD Payments screen appears.

Accumulate YTD Payments: EZ-Going ... E]
lnclude Ledger Enidries
From Date | 01/01/2009

To Date |12/31/2009

lnclude Cafegories
Show Payment Categories Only

¥ Tuition Cancellation ~
¥ Insta-Charge Payment

¥ Payment

¥ Preauthorized Bank Draft

¥ Preautharized Credit Card v

| 0K | [ Cancel ]

3. In the Include Ledger Entries section, enter a From Date and To Date to
define the range of transactions for the upcoming year (for example, 1/1/2010
and 12/31/2010).

4. In the Include Categories section, select the Show Payment Categories Only
check box to see only the payment categories in your system. If you don’t select
this check box, you'll see all of your A/R categories.

5. Select the categories you want to include in the YTD Payments total.
Transactions within these categories will be included in the YTD Payments total.
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6. Click on OK to save your changes and close the present dialog box. Click on
Cancel to close the dialog box and return to the previous screen WITHOUT
saving any changes.

When you click on OK, the YTD Payments total will be updated to reflect these
settings. This might take some time to complete for all ledgers in the cabinet.

Setting Beginning A/R Numbers

The Beginning A/R Numbers screen allows you to set beginning numbers for invoices,
deposits, and receipts.

P To set beginning A/R numbers

1. Double-click Office Administration, double-click Chapter 4 (Accounts Receivable
Setup), and double-click Beginning A/R Numbers. The Beginning A/R
Numbers dialog box appears.

2. Select the cabinet, and click the Edit button. The Beginning A/R Numbers
screen appears.

Beginning A/R Numbers: EZ-Going Child Care

Deposit Humber Selfings
Deposit # (for all cabinets): _

[] Assign a Deposit # to transactions entered on
Family Ledgers and Other Ledgers

Beginmng AR Numbers

Invoice # Receipt &

fransactions can be enfered for
@ All Dates
O Today Only O This Week
O This Month O This Year
( Date Range

e ha S A sk

I 0K l[ Cancel ]

3. Enter or change the Invoice #, Deposit #, or Receipt #.

4. In the Transactions can be entered for section, you can restrict the date range
for which users can enter transactions. Select one of the following options:

e All Dates—no restriction.
¢ Today Only—no pre-dated or post-dated transactions.

e This Week—only transactions within the current week (Sunday to
Saturday)

e This Month—only transactions within the current month.
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e This Year—only transactions within the current year.

¢ Date Range—if you select this option, enter a Start Date and End
Date between which transactions can be entered.

This is useful for eliminating possible discrepancies between your ledgers and
postings on your accounting system.

5. Click on OK to save your changes and close the present dialog box. Click on
Cancel to close the dialog box and return to the previous screen WITHOUT
saving any changes.

Entering Balance Forward Records

A Balance Forward record represents the existing balance for a ledger at the time that you
began keeping records in EZ-CAMP2. It can be a positive or negative balance, or even a
zero balance.

The Balance Forward record should typically be the first one in each family ledger.
P To enter the Balance Forward record in each family ledger

6. Open the file cabinet.

7. Open the Family drawer.

8. Seclect the family you want to enter the Balance Forward for.

9. Seclect the Ledger tab.

10. Place your cursor in the topmost empty row in the ledger grid.

11. Enter the current date in the Date field.

12.Set the Category to Balance Forward.

13. Enter the amount of the account balance in the Amount field.

14. Hit the ENTER key on your keyboard, or select the next row in the ledger.
For details on how to manually enter a ledger transaction, see “Billing for Activities and
Services” on page 119.
Maintaining Categories

The Categories screen allows you to define and modify categories representing revenues,
payments, and credits in Accounts Receivable.

P To access the Categories screen

1. Double-click Office Administration, double-click Chapter 4 (Accounts Receivable
Setup), and double-click Maintain Categories. The Maintain Categories dialog
box appears.

2. Select the cabinet you want to define accounts receivable categories for, and click
the Edit button. The Categories screen appears.
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Categories: EZ-Going Child Care

M Category Name Type Rollup CategoryG/L Debit A«G/L CreDefault .~
[ ]|Preschool Tuition Revenue Tuitian 1100 4030 $0.00
D Fegistration Fee Fewenue Other Rewenue  |1700 4200 $0.00
[ ]|Schonl Age Tuition Revenue Tuition 1100 4050 $0.00
D Security Deposit Deposit Deposits 1100 2150 $0.00
[ )| sibling Discount Credit Discounts 4040 1100 $0.00
[ ]| sick Credit Credit Discaunts 4040 1100 $0.00
D Social Services Revenue |Revenue Tuition 1100 4400 $0.00
D Surmmer Program Rewenue Tuition 1100 4900 $0.00
[ [ Toddler Tuition Revenue Tuitian 1100 4020 $0.00
| —— 0 g
< >
I Arrange Categories Picklist ] Recalculate Ledger Balances l

Managing Categories
P To edit categories

1. Select the Categories tab.

2. Click on the cell that you want to edit and enter your changes. Some cells will
display a picklist when you click on them. To add a new category, click on a blank
row (it will turn blue). For each category, complete the following information:

e Category Name: name of the category.

e Type: all Categories must be given a type. The Type determines how the
category will behave in the system (for example, whether it increases or
decreases the ledger balance). The four types of categories are:

Revenue

Income category for your organization.

Payment

Categories that are available for selection under the Payment Combo
Box in Enter Cash Receipts.

Canteen

Canteen Deposits and items that show in your Canteen Ledger. (If the
Canteen Module has been installed, these categories can be found in the
Canteen Categories tab.)

Credit

Items, such as discounts, that generate a credit - decreasing the ledger
balance.

@ Note:

If you need to change the type of an existing category and have that
change affect both present and past transactions, click the Recalculate
Ledger Balances button.

¢ Rollup Category: which is an optional field. It is used to combine and
summarize categories into broader groupings for reporting purposes. If
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you want to use Rollup Categories, they must be set up in Maintain
Rollup Categories (described in the next section of this manual).

e Enter the G/L Debit and Credit accounts for each category (Optional).
These are used with the Accounting module (see page 345) and the
Revenne Summary report.

e Default Amount: a fixed amount to be applied every time you make a

ledger entry for that category; for example, the default amount for the
Registration Fee could be $15.00.

@/ Note:

If some of the columns do not appear on the grid, then they have been
collapsed and you need to expand them. To perform this action, place your
mouse cursor on the small black vertical line separating the headings
Rollup Categories and Default Amt. The cursor will change into a crosshair.
Left click and drag to the right approximately one inch. This will reveal one
of the hidden GL columns. Perform this procedure again to reveal the other
GL column.

P To arrange the order of categories

1. To define the order of the categories on both the Categories screen and in the
Category picklist, which appears on the Ledger tab and in the options for a few
A/R reports, click the Arrange Categories Picklist button. The Arrange
Categories Picklist screen appears. On this screen, you can do the following:

e To move a category, click a gray box next to the category and drag it up

or down the list to the location where you want it to be.

Arrange Categories Picklist

Additional Hours
Balance Forward

Preauthorized Bank Draft

Preauthorized Credit Card

Returned Bank Draft

Employee Discount

Field Trip Fee

Infant Tuition

Insta-Charge Payment

Kindergarten Tuition

Late Payrment Fee

Late Pickup Charge

Ower 10 Hours Fee

Payrment

Payroll Deduction

PreSchool Tuition

Fegistration Fee

School Age Tuition

Security Deposit

Sibling Discount v

Sort List Alphabetically

[ OK ] [ Cancel l

e If you want the categories to be in alphabetical order, click the Sort List
Alphabetically button.
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e When you’re done organizing the categories, click the OK button. The
Categories screen appears again.

To copy a category, click the Copy button on the toolbar. To paste a

category, click the Paste button on the toolbar.
To print the grid, click the Insta-Print button = | on the toolbar.

. . . . =
When you are finished defining your categories, click the Close button _E& I on
the toolbar.

Sample A/R Categories

Category Name Type Rollup GI/L Debit G/L Credit =~ Default
Category Account Account Amt.
Tuition Fee Revenue Tuition 102 301 $0
Payment Payment Payments 101 102 $0
Tuition Cancellation Credit Tuition 302 102 $0
Discount Credit Discounts 303 102 $0
Returned Check (NSF) Payment Payments 101 102 $-1
Returned Check Fee Revenue Other Fees 102 304 $0
Refund Revenue Refunds 102 203 $0

How do | define G/L accounts in my A/R categories?

Before you can populate the G/L Debits & Credits in your Accounts Receivable
categories, you must first have established your G/L Chart of Accounts. After doing so, it’s
a good idea to print your Chart of Accounts and have it in front of you while populating the
G/L Debits & Credits.

P To define G/L accounts in my A/R categories

1.

Double-click Office Administration, double-click Chapter 4—Accounts
Receivable Setup, and then double-click Maintain Categories. The Maintain
Categories dialog box appears.

Double-click the cabinet you want to define G/L accounts for.
Select the Categories tab.

Locate GL Debit Account & GL Credit Account between the Rolup Categories &
the Defanlt Amt. columns.

If they do not appear on the grid, then their columns have been collapsed
and you need to expand them. To perform this action, place your mouse
cursor on the small black vertical line separating the headings Rollup
Categories and Default Amt. The cursor will change into a crosshair. Left

@ Note:
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click and drag to the right approximately one inch. This will reveal one of
the hidden GL columns. Perform this procedure again to reveal the other
GL column.

5. Assign G/L account numbers to your categories. Because accounts and A/R
categories vary from company to company, the following will illustrate how you
can define them using a very generic model.

Sample Chart of Accounts

G/L Acct # Description Type
101 Cash A
102 Accounts Receivable | A
203 Refunds Payable L
301 Tuition I

302 Tuition Cancelled I

303 Discounts I

304 NSF Fees |

Maintain Ledger Templates

Ledger templates provide a way to enter several ledger transactions at once on the Ledger
tab of a family record.

Library of Saved Ledger Templates: EZ-Going Child Care

Ledger Templale Name.
Fienistration Fee w/Security Deposit

|| Pegistration Fee

:

| Sort List Alphabetically |

» To maintain ledger templates

1. Double-click Office Administration, double-click Chapter 4 (Accounts Receivable
Setup), then double-click Maintain Ledger Templates. The Maintain Ledger
Templates dialog box appears.

2. Select the cabinet that you want to create ledger templates for, and click the
Select button. The Library of Saved Ledger Templates appears with your
current ledger templates.

Version 7.0 Page 101
May 2010



Using the Accounts Receivable Module EZ-CARE2

3. You can create, edit, duplicate, delete, or rename a ledger template. See the
following sections for instructions.
Creating a Ledger Template
P To create a ledger template

1. From the Library of Saved Ledger Templates, click the New button. A blank
Ledger Template screen appears.

) Ledger Template: EZ-Going Child Care

Template Name:;
PriT Category T s e T —~
e $0.00

v

2. In the Template Name field, enter a name.
3. Enter the following information for the ledger template:

e Date: the date of the transaction.

=\ - . .

k"lﬁ) Note: Primarily, transaction dates are left blank. The date a template is
applied to the family ledger becomes the transaction date. However,
there are some instances when you would enter a date — for
example, if you have charges spread out over 3 months (January,
March, May), you would enter three separate transaction lines, one
for each charge.

e Category: the accounts receivable category that applies to the
transaction.

e Comment: any comment you want to associate with the transaction.
e Child: choose Default Child from the picklist.

e Amount: the amount of the transaction.

L
4. When you’re done defining the template, click the Close button El

Maintain Rollup Categories

To define and modify combined categories (as defined in Maintain Categories) used for
reporting purposes in Accounts Receivable.
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» To maintain rollup categories

1. Double-click Office Administration, double-click Chapter 4 (Accounts Receivable
Setup), and then double-click Maintain Rollup Categories. The Maintain
Rollup Categories dialog box appears.

2. Select the cabinet that you want to define rollup categories for, and click the Edit
button. The Rollup Categories screen appears.

ERullup Categories: Camp Echo Pines x|

M |Description =

Carnp Tuition

Fees & Activities

Merchandise

Payments

Credits

Canteen

Balance Forward

1]

Arrange Rollup Categories Picklist |

3. To edit any of the existing categories, click on the cell that you want to edit and
type your changes. To add a new Rollup category, click on an empty row (a blue
border appears) and type in the name of the new Rollup Category.

4. To define the order of Rollup Categories, click the Arrange Rollup Categories
Picklist button. The Arrange Rollup Categories Picklist screen appears. On
this screen, you can do the following:

e To move a category, click a gray box next to the category and drag it up
or down the list to the location where you want it to be.

e If you want the categories to be in alphabetical order, click the Sort List
Alphabetically button.

e  When you’re done organizing the categories, click the OK button. The
Rollup Categories screen appears again.

5. To copy a Rollup category, click on the Copy button on the toolbar.
6. To paste a Rollup category, click on the Paste button on the toolbar.
7. To print the grid, click on the Insta-Print button ﬁl on the toolbar.

8. When you are finished defining your categories, click the Close button EI on
the toolbar.
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Enabling the QuickBooks Interface

The QuickBooks Interface screen enables the use of the optional EZ2-Post module, which
links EZ-CARE2 with QuickBooks by exporting EZ-CARE2 information out to
QuickBooks.

» To enable QuickBooks interface

1. Double-click Office Administration, double-click Chapter 4 (Accounts
Receivable), and then double-click QuickBooks Intetface. The QuickBooks
Interface dialog box appears.

2. Click the Enable QuickBooks Interface check box.

3. Click Done to save your changes and close the present dialog box. Click on
Cancel to close the dialog box and return to the previous screen WITHOUT
saving any changes.

If you have this module, see the additional EZ2-Post documentation.

Setting Discount Rounding Preferences

The Discount Rounding Preferences screen allows you to set your preferences for rounding
off discount amounts: to the next highest dollar or the nearest dollar amount.

P To access this module

1. Open Office Administration, Chapter 4 (Accounts Receivable Setup), and select
Rounding Discounts. The Discount Rounding Preferences dialog box appears.

Discount Rounding Preferences

Labinets Hound Discounts

EZ-Going Child Care
Franklin SD Before &

Little WWonders C Round to next
Frior vear
tact3 {C Round to nearest

[ Cumulative Discounts
w

Al | [ cClear | Set

[ Done ] [ Cancel ]

2. Select one or more cabinets. Use the All button to select all cabinets, or the
Clear button to remove all check marks and restart selecting.

3. Choose a rounding option by clicking on the radio button:
¢ No Rounding retains the discounts without rounding.

¢ Round to Next brings the amount up to the increment you specify (when
you select this option, a box displays for you to enter the dollar amount).
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¢ Round to Nearest brings the amount up or down to the increment you
specify (when you select this option, a box displays for you to enter the dollar
amount).

o Cumulative Discounts mean that if there is more than one discount, the
additional discounts are calculated on the already discounted amount. For
example, you can set up a family for a 10% sibling discount, and after that
discount is calculated and there is a new total, you can apply a 20% employee
discount on the discounted amount.

4. Click Set to activate the changes you have just made.

5. Click Done to save your changes and close the present dialog box. Click Cancel
to close the dialog box and return to the previous screen WITHOUT saving any
changes.

Changing the Currency Type

EZ-CARE2 supports currency other than the dollar ($). To specify a different currency, you
need to modify your ezvare.zni file. This file contains the following default information:

[Currency]
Symbol=$

Remove the $, replace it with the appropriate currency (for example, £), and then save the
file. The currency you enter will now appear anywhere the currency symbol is used in EZ-
CARE2, including the Ledger tab and Accounts Receivable reports.

If you need assistance making this change, please contact EZ-CARE2 Support.

Maintaining Rate Masters

EZ-CARE?Z provides the ability to set up charges several different ways. The Rate Masters
feature defines how rates are to be applied to specific children. Rates are set up and modified
in Rate Masters, through a Rate Definition Wizard that guides you through several screens of
options (the number of screens varies depending on the type of rate you are setting up).

Because each center’s rate schemes are different, and the flexibility of Rate Masters is so
great, systems are normally delivered with some representative rate masters pre-configured.
You should review the existing rate masters and discuss any changes or additions with the
support department.

Accessing the Library of Saved Rates

Rate Masters stores saved rate definitions in a library. This library allows you to create (new),
modify (edit), duplicate, delete, or rename saved rate definitions. Select the button on the
library for the operation you wish to perform on a rate definition.

P To access the Library of Saved Rates

1. Open Office Administration, Chapter 4 (Accounts Receivable Setup), and
select Maintain Rate Masters.
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2. Select the cabinet that you want to create ledger templates for, and click the
Select button. The Library of Saved Rates appears with your current ledger
templates.

Library of Saved Rates: EZ-Going Child Care

Hare Kame.

b Addt Hours
B/4 School Prgm

B Computer Class

[ Infants

o i

B Kindergarten 5 Daws'Wk

| Late Fickup Fee

[ | Ower 10 Hours per Day =

m{o

[ | Preschool

| | Release Diays

: Social Serv # Day/Mo.

|| Toddler & Late Pickup v =

Sort List Alphabetically |

Creating Rates with the Rate Definition Wizard

If you choose the New or Edit options from the library, the Step 1 screen of the Rate
Definition Wizard prompts you for the following tasks:

e Enter a Rate Name (for new rates).

.«6‘“\ / Note: If you're editing an existing rate master, you can copy any of the rates that
'{:’ffn appear on the grid in Step 1. All the details of the rate are copied, including
those set up in Step 2 of the wizard and Step 3 of the wizard; you can then
edit the pasted rate as necessary. This feature is useful if you want to create
a similar rate with new effective dates or other minor changes but want to
keep the old rate for future reference. To copy a rate from the grid, highlight

the row you want to copy, click the Copy button on the toolbar, click in

the row you want to paste the rate into, and then click the Paste & | button.
The new row is added to the grid. You can copy and paste more than one
row at a time.

e Enter the Effective Date the rate begins. You can change the rate over time by
adding later Effective Dates underneath the first one. The rate will change
automatically on the next Effective Date.

¢ Trom the Using picklist, choose one of the three raze fypes:

0 Fixed Rates - these are recurring charges, which remain constant each
charge cycle. If a family is charged exactly the same amount each
week/month, you are charging them a fixed rate.

o Simple Rates - these are constant rates that are dependent upon attendance
(either scheduled, contracted, or actual). You can still set up different rates
for different groups.
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o Variable Rates - these are more complex rates that may depend on a variety
of factors, such as the total number of hours attended each day and/or the
total number of days attended in a week.

Setting Up Rates

Setting up a Fixed Rate

After selecting Fixed Rate on the Step 1 screen, the Wizard brings you to the Step 2 screen.

P To set up a fixed rate

1. Select Charge or Credit per posting period.

2. Enter a dollar amount for that charge or credit.

3. Identify the A/R Category that amount is going to (for more details on setting
up A/R categories, see page 97).

4. Click on the Finish button. You’re done! The rate is now in your Library of

Saved Rates.

Setting up a Simple Rate

After selecting a Simple Rate on the Step 1 screen, you will need to select the type of
attendance the Rate is based on (for details on Attendance and Scheduling, see page 65).
Enter one of the following choices from the picklist in the Rate Based On box:

Recurring Schedule

Calculates the charge based on Scheduled Attendance.

Contracted Attendance

Calculates the charge based on Contracted Attendance.

Actual Attendance

Calculates charges based on Actual Attendance, which is often imported from
the Time Clock but could also be produced through Generate Attendance (see
page 77) and then manually edited.

Greater of Contracted or
Actual

This compares the Contracted Attendance to the Actual Attendance, and
calculates charges based on the greater of the two. For example, if a child is
contracted for two days, but attends three days, they will be charged based on
three days. If a child is contracted for two days, but attends one day, they will
be charged for two days.

Earliest to Latest from
Contracted to Actual

This compares the Contracted and Actual Attendance, and calculates charges
based on the earliest time in and latest time out.

Actual Times Outside of
Contracted

Calculates charges in EXCESS of the contract, and only charges for the
additional times.

Contracted Attendance
Outside of Actual

Calculates charges in EXCESS of the actual, and only charges for the
additional times.

Actual Times Outside of
Center Hours

Calculation begins at the center's Closing time.
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After you have selected the attendance for the rate, the Wizard takes you to the screen for
Step 2, where you can choose from a number of rounding and billing options. For a Simple
Rate, these options include:

Round Times to the - Select next to go to the next time interval. Select nearest
to go to the closest time interval which could be the next or previous time
interval, whichever is closet.

Enter your time interval in the box - examples are 15 minutes, 30 minutes, 60
minutes. This is the amount of time you round to. For example, you may want to
round to the next 30 minutes ot the nearest 15 minutes.

Minutes each —here you choose_time ranges within which you will do
rounding. The choices include

Time Pair— Use this option to round the hours and minutes for each time pair
(the time between when a child checks IN and checks OUT).

Day - If you have one check-in and one check-out time per day, and you want to
round times for the day, select this option.

Charge or Credit — Here you define a fixed amount to be charged(or credited)
per hour or per day. Note: if you round times, you can only charge by the hour;
if you do not choose to round times, you can charge by the hour or by the day.

Category - Designate the accounts receivable category to receive the charge.

Separate transactions for each day — If you select this option, tuition charged
(or credited) will be posted separately for each day on the ledger. If you do NOT
select the option, the tuition will be posted as a lump sum for whatever posting
period you have selected. Select this option if you want to identify specific days
with charges beyond those from expected attendance, for example, late pickup
fees.

After making your choices, click Next to go to Step 3 of the Wizard, where you can select
from options for rounding charges:

Round Charges to the - Select next to go to the next dollar amount. Select
nearest to go to the closest dollar amount which could be the next or previous
dollar interval, whichever is closer. NOTE: Rounding Charges is actually the
LAST step. After your entire charge or credit has been computed, THEN
rounding takes effect.

Charge Minimum - Define a minimum charge, the frequency (per Day, or per
Posting), and the accounts receivable Category to receive the charge. If you select
a minimum charge, a child will never be charged less than that amount for any

period.

Charge Maximum - Define a maximum charge, the frequency (per Day, or per
Posting), and the accounts receivable Category to receive the charge. If you select
enter a maximum charge, a child will never be charged greater than that amount
for any period.
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Select Finish, and you’re done: the new Rate Master is saved in the Library.

Setting Up Variable Rates

The attendance, billing and rounding options for Variable Rates give you a great deal of
flexibility to vary charges for different #me ranges and also to apply chatges to different A/R
categories. Some examples of Variable Rates include:

e Different rates charged for different times of day: for example, you charge one
rate for a before-school session, a different rate for after school and, if
applicable, a third discounted rate for attending both sessions.

e Charging combinations of fixed and houtly rates: for example, you charge a fixed
rate for 7 A.M. to 9 A.M,, then an hourly rate between 9 A.M. and 3 P.M.

e Discounts offered for increased attendance: for example, the more days a child
attends your center, the less they are charged per day.

Due to their complexity, Variable Rates can require advanced knowledge to configure. Our
support staff are available to assist you with setup of Variable Rates. When you feel you need
to modify or create a Variable Rate, feel free to contact SofterWare Technical Support.
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Entering Tuition

Once you have set up your rates (or had them set up for you), you can use these rates to
enter tuition in the Tuition tab for each child.

There are two ways to assign rates to each child:
e Manually, one at a time, on the Tuition tab.

e More automatically, with Tuition Templates.

As you continue to maintain everyone’s tuition rate, you can charge their account
accordingly through Tuition Postings or Group Postings. Each of these processes is
described below.

Tuition Tab

There is a Tuition tab for each child, which is used to define how tuition is to be charged for
that child. To access the Tuition tab, open the Family drawer, select the child for whom you
want to enter tuition and open the Tuition tab. You can enter tuition data either on the grid
or in the text boxes below, but you cannot switch between the two areas until you have
provided a billing cycle, an account, percent multiplier, rate type, and hour type.

Family Drawer: EZ-Going Child Care
Famfies. | Alexander. Kevin E] o Lhdren. | Alexander. Zachary E] )]
Farmily ‘ Ledger Chilel Tuition ‘ Schedule Contracted l Actual
M From To Billing CycleAccount % MultRate Type CiCArHour Typ ~
[: 05/01/2004 |12/31/2009 [Weekly Alexander. Kewvin| 100.00 Preschool 0| Regular
[: i I Weekly-Extral Alexander, Kevin| 100.00 | Karate 0| Regular
[: i i Weekhy-Extral Alexander, Kewvin [ 100.00| Owver 10 Hours per Day 0| Regular
L/ i
W
4 >
Effective Dates to Amount $0.00
Billing Cycle «  Hour Type
Account w Credit Cat. 1 w  Amt 1
% Multiplier 100.00 Credit Cat. 2 v | Amt. 2
Rate Type «  Credit Cat. 3 v | Amt. 3
Category hd
Comment

The following information can be entered:

Effective For tuition items that you want to continue without an end date, leave the Effective Dates
Dates (From and To) boxes blank. Otherwise, enter a beginning and ending date.

Billing Cycle | Enter the Billing Cycle, which determines how frequently charges will be billed. Examples
of billing cycles are Weekly, Bi-weekly, and Monthly. Billing Cycles are set up in Office
Administration Chapter 3 — Preferences & Setup, Maintain Picklists (see page 325).
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Account Enter the person(s) or other payers who will be charged. The default Account is Parent1.
Other payers can be entered as required.

Percentage Enter the Percent Multiplier, which identifies the breakdown of charges to be applied to

Multiplier multiple sources. This is used for situations where the single family is not responsible for
the total charge, for example:

e Third party accounts, such as grandparents or employer subsidies (see Other Ledgers
on page 16)

e Parents splitting a child’s charges

If one source is paying the entire amount, then the Percentage Multiplier is 100%.

Rate Types Enter the Rate Type from your list of rates set up in Rate Masters.

Hour Type If desired, enter the Hour Type, which allows your center to define different rates for
different billing situations. For example, if a child is not attending yet, you may want to set
up a different charge for holding the child’s spot in the classroom.

Typical hour types are;
e Regular (which is primarily used)
e Holding
e Day Off
e School's Out
e Vacation
Hour types are set up and maintained in Office Administration Chapter 3 — Preferences &
Setup, Maintain Picklists (see page 325).
Credit If appropriate, enter a Credit Category, that represents a reduction in the calculated tuition.
Categories Examples of credit categories are:
e Sibling discounts
e Employee discounts
o Corporate discounts
Credit Categories are set up in Accounts Receivable, Maintain Categories, see page 97.
You can select up to 3 credit categories per rate type. Amounts can be in dollars or a
percentage of the amount. If you are using a percentage, make sure you place a percent
sign (%) after the number. For example:
If you enter 5, the system will deduct a flat fee of $5.00.
If your credits are cumulative or if you desire rounding of your discounts, see Office
Administration, Chapter 4 (Accounts Receivable), Rounding Discounts (page ).
On Posting Report
Calculated Tuition: $200.00 Tuition Category $200.00
Sibling Discount $ 5.00 Sibling Discount $ 5.00
Version 7.0 Page 111

May 2010




Using the Accounts Receivable Module EZ-CARE2

Credit If you enter 5%, then five percent of the calculated tuition will be deducted and credited
Categories, towards the chosen category.
continued On Posting Report

Calculated Tuition: $200.00 Tuition Category $200.00

Sibling Discount 5% Sibling Discount $ 10.00
Comment You can also enter a Comment on the bottom of the screen as a reminder of

special circumstances with this account. This comment is for your purposes
only and is shown on the screen whenever you view this child’s Tuition tab.
It does not appear anywhere else and is not printed on any report.

Tuition Templates

You can use Tuition templates to enter several entries at once for a child. This saves time if
you are entering the same charges for many or all of your families. For example, a Preschool
tuition template might include entries for the Preschool part-time rate, extra hours rate, and
after-center-hours rate.

Setup

Setup is done in Office Administration, Chapter 4 (Accounts Receivable), Maintain Tuition
Templates. Here is an example of a Preschool Tuition template setup.

Cabinet EZ-Going Child Care- Tuitions Template

Template Hame: I Preschaal Tuition

M [From To Billing Cycle |Account % MultiplielRate Type Hour Type |C bt |~
I S |weskly Default Account 100.00| Preschonl Regular
A /4 |'WeeklpExtra Default Account 100.00| Addt Howrs Fegular
I A4 [weeklExtra |Default dccount 100.00{ &fter Center hrs |Fegular
E; 7 T00.00
-l
4 | B

Using Tuition Templates %

Tuition Templates are accessed from the Family drawer on the Tuition tab. Make sure you
have the correct Child record open on the Tuition tab. Click on the Templates button (see
above) to activate this feature. The Library of Saved Tuition Templates appears.
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Preschool Tuition
School Age BiA
Infants Tuition

Corparate 50%-Preschool

Sort List Alphabetically

" Template Groups

— Show Tuifion Tempiale
* Family Drawer: EZ-Going Child Care

— Posting Criteria

& Current Record

" All or Selected Records

Preview Pre-Post |

Selection: I(Nune - all records)

Print Pre-Past |

Bemove |

You have the option to apply or post tuition templates to any of the following:

e the record from which you accessed the Library of Saved Tuition Templates

(current record)

e all records in your system

e records that you select through the Selection Editor, which you can access from
the Library of Saved Tuition Templates screen

Results

Here is an example of charges placed on the Tuition tab using the Tuition Template:

Family Drawer: EZ-Going Child Care
Famifies: IAIexande[, K.evin ;I 0 @ Lhildran: |Alexander, George ;I (@]
F arnily | Ledger Child Tuition | Schedule | Contracted | Actual
M |Bi||ing CyclejAccount %z MullRate Type C[C. t |[Hour Type |Credit Cat. 1|~
‘wheekly Alexander, Kevin | 100.00|Preschool | Regular
‘wheekly-Extia |Alexander, Kevin | 100.00]&ddd Hours Fegular
‘wieekly-Extia |Alexander, Kevin | 100.00)&fter Center hrs Fegular
¥
< | »
Effective Dates | to Amount 0.00
Billing Cycle |W’eek|y ;I Hour Type Regular 'I
Account IAIExander, Kevin ;I Credit Cat. 1 I ;I Amt. 1 I
% Multiplier 100.00 Credit Cat. 2 | | Amt 2 |
Rate Type Preschoal | CreditCat. 3 | | Amt 3 |
Category | ;I
Comment I
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Applying a Tuition Template to the Current Record

You can apply a tuition template to only the record from which you accessed the Library of
Saved Tuition Templates.

» To apply a tuition template to the current record
1. Click on the tuition template you want to use.

2. In the Posting Criteria section, click on Current Record.

Fosling Criteria
’75' Current Record T All or Selected Records

3. Click the Apply button. The tuition template is applied to the record.

Posting a Tuition Template to Selected Records

You can apply a tuition template to a group of records you select (for example, if you need
to assign a new tuition template to several existing families). This option requires you to
select records using an existing selection or a new one that you create.

P To post a tuition template to selected records
1. Click on the template you want to use.

2. In the Posting Criteria section, click on All or Selected Records.

 Current Record  * {All or Selected Records:

’, Fosting Criteria

3. Click on the Selection button %7 The Library of Saved Selections appears.

4. You can use an existing selection or create a new one. For details on using
selections, see “Selections” on page 33. Click on the selection you want to use,
and click on OK. The Library of Saved Tuition Templates appears.

Library of Saved Tuition Templates: E2-Going Child Care ﬂ
Fuition Template Hame.
Toddler w/Sibling Discount ;I Post |
Corporate 50%-Preschool
4 Freschool Tuition
School Age BiA ﬂl
Infants Tuition
[~
Sort List Alphabetically |
- Show Tuifron Tempi3te
% Family Drawer: EZ-Going Child Care
" Template Groups
— Posting Criternra
" Current Record ' All or Selected Records
Selection: ITDddIers rmoving to preschool ‘%
Preview Pre-Post Print Pre-Post Bemove
Page 114 Version 7.0

May 2010



EZ-CARE2 Using the Accounts Receivable Module

5. To see a report listing all the records that will be affected when you post the
tuition template, click on the Preview Pre-Post button. If you want to print a
listing of the affected records, click on the Print Pre-Post button.

. . Date: 03/24/2005
Template Posting Preview Time:02:49 P

Cahinet: EZ-Going Child Care Page:1
Template: Preschool Tuition

Alexander, Kevin
Alex ander, Zachary

From To Billing  Account Multiplier Rate Type Hour Type Category Amount
Weekly  Alexander, Kevin 100.00% Preschool Regalar $0.00
Brewer, Sarah
Hershey, Tane
From To Billing  Account Multiplier Rate Type Hour Type Category Amount
Weekly  Brewet, Sarsh 100.00% Peschool Regular $0.00
Woore, Arlene
Maors, Latty
From To Billing  Account Multiplier Rate Type Hour Type Category Amount
Weekly  Moore, Arlene 100.00% Preschool Regular 4$0.00

6. Click on the Post button to post the template to the selected records.

,,n\/ Note: After you click on Post, you will be prompted to print the records affected by
N) the posting, even if you already printed it.

Posting a Tuition Template to All Records
You also have the option to post a tuition template to all records in your system.
P To post a tuition template to all records
1. Click on the template you want to use.

2. In the Posting Criteria section, click on All or Selected Records. Be sure that
the Selection field shows (None — all records).

" Current Record ™ All or Selected Records:

’— Fosting Citernd

3. C(lick on the Preview Pre-Post button to see a report listing all the records that
will be affected when you post the tuition template.

4. If you want to print a listing of the affected records, click on the Print Pre-Post
button.

5. Click on the Post button to post the template to all records.

",,,r‘\ Note: After you click on Post, you will be prompted to print the records affected by
M the posting, even if you already printed it.

Removing the Last Tuition Template Posted to Multiple Records

If you’ve applied a tuition template to all or selected records in error, you can remove it from
those records. You can only remove the last ledger template that you posted.
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P To remove the last tuition template posted to multiple records

1. In the Posting Criteria section, click on All or Selected Records.

2. C(lick on the Remove button. The Remove Template Posting dialog box
appears, listing the name of the tuition template you last applied and the date and
time on which it was applied. It also lists how many transactions were affected by
the template.

Remove Template Posting: E2-Going Child Care ll

L3st Tempiate Barch Fostng.

Name: IPreschDoITuition

Date: IDS,-”Z‘I,-"ZDDS Time: IDZ.SZP

# of Ledger Transactions:

I 0
# of Tuition Transactions: I 5
I 0

# of Schedule Transactions:

: Remove Cancel |

3. Click on the Remove button. The tuition template is removed, and you can now
apply or post a new template to the current record or multiple records (see the
previous sets of instructions for details).

Template Groups

Existing templates can be grouped together to combine several series of actions. With just a
few mouse clicks you can enter information on the Tuition, Schedule, and Ledger tabs. For
example, a Preschool Group Template can add a Ledger Template (for Registration Fees),
Tuition template(s), and the applicable schedule(s). See page 76 for details on using Template
Groups.

Posting Tuition

To automatically apply the charges (based on the rates set up on the Tuition tab) to all
families (or a selected group), run Post Tuition. This function is located on the A4/R menu.
When selected, the Post Tuition screen appears.

Post Tuition: Children and Families x|
— Hitling Ootians 4ilendance Pales
Billing Cycle: IWeekI_l,l -l Start: ||
End: I
Ledger Date: |‘|2x’1 242002 ¥ Print Category 5Summary
ERpt. Heading: |
Selection: | %
Printer: I @ |

Post | Preview Pre-Post Print Pre-Post Done |
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,,w\/ Note: We recommend previewing (displaying) or printing a Pre-Post report which will show
k) you all the transactions that will result from the posting. This provides an opportunity

to identify any mistakes and correct them before transactions are posted to the
ledgers.

If there are any transactions that won’t post (for example, rates with missing categories or no
rate definition), then a preview showing exceptions will appear. You can choose to preview
this on your screen or print out the reports.

To set up the posting, choose the following items:

Billing Cycle This selects which types of fees (rates) should be charged. Examples of billing
cycles are Weekly, Bi-weekly, and Monthly. These are set up in Maintain
Picklists in Office Administration (see page 316).

Attendance Dates This defines the attendance period you wish to be considered for billing. Enter
the start and end dates for the attendance period being charged.

Ledger Date The date that will appear on the ledger for these transactions. This could be the
date the charge is being applied or the “due” date. The system defaults to
today’s date.

Print Category Check this box to print a Summary page of posting amounts by category. The

Summary in Tuition Category Summary previews and prints after any Post or Pre-post reports.

Posting

Report Heading Enter a heading to print on the top of the report, such as “Monthly Tuition Posting
- March.”

Selection To post tuition only for specific records, use a Selection filter to define the criteria

of the records you want to post to (see page 33 for information on Selections).

Printer Select or change your printer settings as necessary.

Viewing and Printing the Pre-Post Report

To run the Pre-Post report, select either Preview Pre-Post or Print Pre-Post at the bottom
of the Post Tuition screen, after you have made your selections for the posting.

As noted, this prints a pre-post report that may allow you to identify problems before
posting. We recommend you run the pre-post report before completing the Posting.
Posting Tuition Transactions

Click on Post when you are ready to post transactions to the ledgers.
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Removing Tuition Entries

The Remove Tuition Entries screen allows you to purge tuition entries from the Tuition tab.
Excess amounts of outdated tuition entries can use up disk space and cause EZ-CAREZ to
perform slower.

\ I

ENTRIES! This operation is NOT reversible.

@5 Warning! MAKE A BACKUP OF YOUR CABINETS BEFORE REMOVING TUITION
“ N

» To remove tuition entries

1.

Open Office Administration, Chapter 4 (Accounts Receivable Setup), and select
Remove Tuition Entries. The Remove Tuition Entries screen appears.

Remove Tuition Entries

Laomers Serect Dafe Range
[] EZ-Gaing Child Care 4
[] Franklin SD Befare & £

[ Little Wonders To Date:
[] Priorvear

Eﬂtest 3 |

From Date:

Select fo Remove by
Hour Hpe.

b/ Ratelpe.
Al | [ Clear |

Lategory”

Use Date Range

Select one or more cabinets. Use the All button to select all cabinets, or the
Clear button to remove all check marks and restart selecting.

Enter a Date Range if you want to remove entries made during a specific period
of time.

Choose one or more Selection Criteria if you wish. Use the picklists to select
Hour Type, Rate Type, or Category. If you do not want to use any Selection
criteria, or want to remove one that is already selected, choose a null (blank)
from the top of the picklist.

If you want to combine using a Date Range with Selection Criteria, click on the
checkbox next to Use Date Range. Remember to enter a date range above.

Click OK to save your changes and close the present dialog box. Click Cancel to
close the dialog box and return to the previous screen WITHOUT saving any
changes.

Page 118

Version 7.0
May 2010




EZ-CARE2 Using the Accounts Receivable Module

Billing for Activities and Services

Entering Ledger Transactions Manually

You can also enter transactions manually onto the Ledger tab. Transactions entered
manually are usually for exceptional circumstances or one time fees. They are outside of the
normal agreement with parents and are not part of the normal posting process. Examples of
manual transactions are:

e Returned Check Fees
e Activity Fees
e Transportation Fees
» To manually enter a ledger transaction
1. Open the Family drawer.
Using the Families picklist, find the family you want to enter charges for.
Click the Ledger tab.
Enter the date of the charge ("/" for today).
Choose the Category for the change from the picklist.
Enter 2 Comment, if needed.

Choose which Child the charge/credit is for.

© N o o kb 0 DN

Enter the Amount. (If the entry is a credit, the amount column will turn red,
signifying a negative amount). The balance automatically calculates.

9. When finished, click on the next row to add another charge, or go to another

tab.

Ledger Tab

The Ledger tab is where accounts receivable information is stored for each family. You can
enter transactions manually right here on this screen or make entries to the ledger by running
Group Postings, Cash Receipt Postings, and Ledger Templates.

The Ledger tab works in conjunction with the Family tab. There is one ledger for each
family, and transactions for all children from that family are combined into a single account
balance.

See the following sections for descriptions of each part of the Ledger tab.
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ﬁ Family Drawer: EZ-Going Child Care

Famidies. Alexander. Kevin B (w]} Cividrern. | Alexander, Zachary B (]}
Family Ledger I Chilel 1 Tuition I Scheclule Contracted I Actual
Work Number: 215.621-7745 Family ID: 123585 Balance: $-240.00
Home & 5154559078 E::';’r‘l‘l’:ice YTD Payments: 000
@ Family Ledger O Deposit Ledger ‘Slnsm—chame‘ | EFT | ‘Prinl Invoice... ‘El |CﬂSh Receipls|
M Date Category Comment Child = Class Amount | Balance | ®
01/20/2007 | Activity/Lesson Fees 2 Days/3.00 Hours Zachan] Karate $125.00)  $485.00
01/20/2007 | Preautharized Bank Draft |EFT $200.00 $285.00]
01282007 Tuition Cancellation 5 Days/40.00 Hours Zachan| Freschool 12000 $165.00)
03/28/2008 | Payment Zachan| Kindergart $10.00)  $185.00
| J|09/08/2008|Inste-Charge Payment | VISA 4242 $45.00)  $110.00
||| 10/06/2008 |Insta-Charge Payment | Checking 6759 $160.00 $50.00
| J|11/05/2008 | Preauthorized Credit Card | VIS4 4242 $190.00 $240.00
[: 01/30/2008 | Payment Check 111 $10.00 $280.00f
< >
Note: |Wants receipt emailed
Family The Family Ledger displays all transactions regardless of where they were entered,
Ledger including deposit transactions.
Balance The Ledger Balance (located on the upper right of the tab for easy viewing) is the current
balance on this account as of the system date. This field can be used in reports and in EZ-
Viewer (see page 85). The balance always matches the balance of the last transaction in
the ledger.
YTD The YTD Payments are the payments that have been received for this account during the
Payments year. See “Accumulate YTD Payments” on page 95 for information on how EZ-CARE?2
calculates YTD payments.
EZ-EFT Clicking on the EZ-EFT button allows you to set up Electronic Funds Transfer Billing
Billing Information (see the EFT Manual for more information). The EZ-EFT module is optional. If
Information  you did not purchase it, the button will not appear on the Ledger tab.
Print The Print Invoices button allows you to print an invoice for the current record. By default,
Invoices this button prints the Invoice Report or a modified version of that report named “Invoice

Button.” You can set up more than one “Invoice Button” report by simply including the
words “Invoice Button” in the title (for example, Day Center Invoice Button or Mary's
Invoice Button) of a report when you name it. When you click the down-arrow next to the
Print Invoice button, you'll see a list of any reports with “Invoice Button” in the name. To
select one of them, click its name.

|Print InUDiEE_" |E\ |I'1-=||r-h Dnr-ninlr-l I

Irmwvaice Bukkon
Class Amour Email Irvoice Bukkon
|Karate I $1 2500 eI

Transaction Details

When you enter a transaction on the Ledger tab, complete the following information:
e Date—enter the date of the transaction.

e Category—choose the category you want to assign to this transaction (for
example, Payment, Session 1).
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e Comment—enter any additional information (for example, a check number) you
want to capture for the transaction.

e Child—choose the child in the family the transaction applies to.

e Amount—enter the amount of the transaction. If you want to make a memo
entry (an entry that isn’t a “real’ transaction), you can enter an amount of 0.00.
This allows you to capture information, such as a Comment, on the Ledger tab
without charging the family. For example, you may want to enter an amount of
0.00 for a field trip, activity, or other services that were provided at no charge to
the family.

Transaction Fields

Additional detail of individual transactions can be viewed in the fields on the far right of the
Ledger Tab, including:

Initials Who posted (defaults to EZ2 without passwords)

Entry Program For example, Ledger, Group, Template

Entry Date Posting Date

Entry Time Time of Posting

Batch # Sequential System Batch #
Dep # Deposit Number

Transaction # Transaction Number

Since this information is not required in most cases, these columns are normally “closed” as
shown in the previous diagram. These fields are system-generated and cannot be edited.

Cash Receipts

You can also enter or print cash receipts quickly by clicking the Cash Receipts button. This
provides a shortcut to the C/R screen, where you can enter and post Cash Receipts, print
receipts, or print a Deposit Ticket.

On a multi-user system, this button displays the Library of Cash Receipts. This allows
several different users at your center to generate receipts at the same time by using their own
batch process.

The entering and processing of Cash Receipts is described in detail on page 142.

Notes

You can enter a message on the bottom of the screen as a reminder of special circumstances
with this account. This note can be viewed in EZ-Viewer or included in a Wizard report or
other customized reports. This note also appears on the bottom of the Cash Receipts screen
when you choose a family for which you want to enter a payment.
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Setting a Date Filter for Ledger Entries

If you prefer to have your ledger display only transactions after or between certain dates, you
can set a date filter. This can be useful to improve performance if you maintain long
transaction histories with thousands of entries.

P To set a date filter
1. Right-click anywhere on the Ledger grid. The Grid Options dialog box appears.

x
- Late Fifter
From I To I

Clear Date Filter and Show All

¥ Adwvance to next row when leaving last column

¥ Re-sort each time grid is initialized

Save grid settings as System Defaults |

Revert grid settings from System Defaults |

2. Enter the From date and To date for the filter. If you just want entries to appear
after a certain date (for example, 1/1/09), you don’t need to enter a To date.

o - d opt
m;;:r) Note: For details on other grid options, see page 24.

3. Click the OK button. When you set a filter, a calendar icon appears in the Date
column on the grid to show you that you’re filtering the entries based on dates.
In addition, if you hover your mouse over anywhere in the date column, a field
tip shows you the dates you’re filtering for.

Date [ | Cateqory |
REAnnRERENng Date on or after 0101/ ED”E"'

To clear a current date filter, click the Clear Date Filter and Show All button.

Charging Fees for Late Pickup
P To charge late pickup fees

1. Click on the A/R menu, and then click Rate Masters, or open Office
Administration, Chapter 4 - Accounts Receivable Setup.

2. Add a new rate called Late Pickup Fee.
3. Enter an Effective Date.
4. Select using Simple rate.
5. In the column Rate Based On, sclect the listing that indicates how you calculate
if someone is late (after the center is closed, after their contracted hours?).
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6. Go through the rest of the wizard and enter the amount, rounding, or other
criteria. Click on Finish when you are done.

Handling Security Deposits

To handle security deposits most efficiently, review your Security Deposit category setups in
Accounts Receivable.

In Office Administration, open Chapter 4 (Accounts Receivable), and then select Maintain
Categories. Select the appropriate cabinet. We recommend that your security deposit
categories look something like this:

Category Name Type Rollup GI/L Debit GIL Credit Default
Category Account Account Amt.
Security Deposit Deposit | Sec Deposits | A/IR* Liability* $0
Security Deposit Applied | Deposit | Sec Deposits | AIR* Liability* $0
Security Deposit Forfeit | Revenue | Tuition AIR* Income* $0

*Note: If you have not purchased the accounting modules, the G/L Debits & Credits will
not apply to you and you should leave them blank. If you have the accounting modules,
then apply your respective account #'s in these spaces (in place of A/R, Liability, and
Income shown in the example above).

&g’j/ Note: For more details on setting up A/R categories, see page 97.

There are three circumstances that may present themselves when handling security deposits.
We will describe these circumstances and then illustrate how these transactions would appear
on the ledgers.

Scenario #1 — Applying a family’s Security Deposit to their account
balance:

4

' Family Ledger " Deposit Ledger EZ-EFT Print Invoice. .. Cash Receipts
M Date Category Child Clazz| Amount | Balance |Comment =
11/01/2002  (Infant Tuition 1000.00) $1.000.00
11/01/2002 | Security Deposzit 200.00( $1.200.00
11/01/2002  |Payment 20000 $1.000.00
1143042002 |Payment g00.oof 20000
1143042002 | Security Deposit Applied -200.00 $0.00
— n.ao
" Family Ledger * Deposit Ledger EZEFT Print Invoice. Cash Receipts
M Date Category Child Clasz| Amount | Balance |Comment|~
110172002 |Security Deposzit 200.00(  $200.00
11/30/2002 | Secuity Deposit Applied -200.00 $0.00
| — 0.0o
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The family in this case was aware that they only needed to pay $800 and the $200 security
deposit could be applied to the remaining balance.

Scenario #2 — Refunding a Security Deposit:

4

' Family Ledger Deposit Ledger EZ-EFT | Print Invoice... Cash Receipts
M Date Category Child Clazz| Amount | Balance |Comment|~
11/01/2002 |Infant Tuition 1000.00) $1.000.00
11,01 /2002 | Security Depasit 20000 $1.20000
11072002 | Payment 200.00( $1.000.00
11,/30/2002 | Paprment 1000.00 $0.00
1143042002 | Secunty Deposit Applied 20000 $200.00
1143042002 |Refund — 200.00 $0.00
" Family Ledger i~ Deposit Ledger EZ-EFT Print Invoice... Caszh Receipts
M Date Category Child Clazs| Amount | Balance |Comment|~
110172002 |Securty Deposzit 20000 $200.00
1143042002 | Security Deposit Applied -200.00 $0.00
0.00

As you can see, the deposit ledger is the same as in scenario #1, but the primary ledger in
this case shows the payment in full and has an additional transaction for refunding the
security deposit.

Scenario #3 — Security Deposit is forfeited:

' Family Ledger Deposit Ledger EZ-EFT | Print Invoice. .. | Cazh Receipts
M Date Category Child Clagz| Amount | Balance |Comment =
11/01/2002  (Infant Tuition 1000.00) $1.000.00
11/01/2002  |Security Depaszit 200000 $1.20000
11/01/2002  |Payment 200.00( $1.000.00
11,/30/2002 | Tuition Cancelled 1000.00 $0.00
1143042002 [Security Depogit_.|ﬁpplied -200.00)  $200.00
11/30/2002 |Secuity Depo]  forfelt 20000 $0.00
" Family Ledger Deposit Ledger EZ-EFT Print Invoice. .. Cash Receipts
M Date Category Child Clazz| Amount | Balance |Comment|~
11./01./2002  |Security Deposit 20000 420000
114302002 | Secuity Deposit Applied -200.00 $0.00
| — 0.0o

Setting Up Sibling Discounts

You can include a discount item in a ledger template or when the transaction is entered
directly onto the ledger.

On the Ledger tab, there are 2 columns that may be hidden, $ Unit and Quantity. If you do
not see these columns, they are probably between the Child column and the Amount
column. See page 22 for information on opening columns on a grid.
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» To enter the discount directly on the ledger
1. Enter the Date, and then the A/R credit Category that you want to use.
2. Enter a Comment if desired and indicate which Child the discount is for.
3. Enter the tuition amount in the $ Unit column.
4

Enter the amount of the discount in the Quantity column. For example, enter
15 for 15%. The amount of the discount is calculated for you and appears in red
in the amount column.

M Date Category Comment Child Class Amount Balance 1%
E] mA9/2007 | Additional Hours 1.00Hours -01119/2005 | Julie Br{ Infant $10.00 $0.00
E] 0142042007 | PreSchool Tuition 5 Dianys/40.00 Hours Jane HiPreschonl $30.00 $30.00
E] 0172042007 | Infant Tuition 5 Dayes 1/17/2005-1/21/200) Julie B Infant $135.00 $225.00
E] M20/2007 | Sikling Discount -10% Julie Bry{Infant 31350 $211.50

If you want to include a discount in a ledger template the steps are the same. Here is an
example showing a template containing a 10% sibling discount.

Ledger Template: EZ-Going Child Care

Template Name: | SiblingDiscount

M Date Category Comment Child Class Unit PriceQuantitAmount *~
[: i Registration Fee Default Child Default Cla| $0.00 0.00 $25.00
I: I Sibling Discount Default Child $B00.00 0o $50.00

Discounts for other situations (such as early registration) are set up the same way.

Charging for the Difference between Contracted and Actual Times
P To charge the difference

1. Click on the A/R menu, and then click Rate Masters, or open Office
Administration, Chapter 4 - Accounts Receivable Setup.

Add a new rate called Extra Time or something applicable.
Enter an Effective Date.

Select using Simple rate.

a b w0 N

In the column Rate Based On, select the listing that indicates how you calculate
if someone is late (after the center is closed, after their contracted hours?).

6. Go through the rest of the wizard and enter the amount, rounding or other
criteria. Click on Finish when you are done.

Handling Charges When a Child's Schedule Changes Mid-Billing
Cycle

There are several options: Whether the schedule changes are one time or permanent
determines what action you need to take.

e If the schedule changes are one time only, enter a miscellaneous charge.
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e If the schedule changes are occasional, charge the difference between
contracted and actual.

e If the schedule changes are permanent, enter a new line on Tuition tab, showing
effective date with new rate type.

Entering Other Ledger Transactions

The Other Ledgers drawer stores information and transactions for payers other than the
primary parent (for example, subsidizers, scholarships, or other family members making
payments). Each Other Ledger contains transactions for all children for whom the other
payer is responsible. This enables you to send one invoice to the other payer listing all
transactions for all children for whom the payer is responsible.

Other, Ledgers Drawer: EZ-Going Child Care g|§|g|
Ledger: Siafus
|Richard Hershey (Jane Brewer) j “ Active © Inactive * Remove
456 Main Street Balance:[  460.00
[Ft washington ~ |PA [1a034 | Conmtact| —  YTDPayments:|  g000
|215-657-7864 Email: |
@Insm—(:harge ‘ EFT ‘ Frint Invoice_._ | ~ ‘ Cash Receipts
M Date Category Comment Child Class Amount Balancel;
01/14/2008 |PreSchool Tuition|5 Days/40.00 Hours  |Hershey, Jane  |Preschool $30.00  $30.00
01/17/2008 |PreSchool Tuition|5 Days/40.00 Hours  [Hershey, Jane  |Preschool §30.00)  60.00
L |
7 5T
Note: |

Records set up in Other Ledgers become available in the Ledger tabs as well as in the Enter
Cash Receipts function.

With the exception of a unique name and address for this ledger, the setup is basically the
same as the Ledger tab in the family drawer. Refer to the “Entering Ledger Transactions
Manually” section beginning on page Error! Bookmark not defined. for more detailed
information on the Ledger tab.

Third party accounts are added by opening the Other Ledgers drawer and clicking the Add
New button. Enter the name, address, and contact information.

Enter the ZIP code to automatically enter the City and State (see page Error! Bookmark
not defined. for more information on City, State, and ZIP fields).

If you need to edit the name of an existing Ledger, click the edit button & and then click on
the name field to type in any changes.
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Ledger Templates

Use ledger templates to enter several transactions for a family at once. This saves time if you
are entering the same transactions for many or all of your families. An example would be to
set up a template for Registration Fees.

Setting Up Ledger Templates

You can set up ledger templates through Office Administration, Chapter 4 (Accounts
Receivable), Maintain Ledger Templates (sece page 100). Here is an example of a ledger
template setup:

51
Template Hame: IHegistratiDn Fee
M |Date Category C t Class Child Amount -
r Registration Fee |For Mew Child Default Class Default Child 50.00
A Security Deposit Default Class Default Child 75.00

[ 0.00

For information on how to set up ledger templates, see page 100.

Using Ledger Templates

Ledger templates are accessed from the Family drawer on the Family or Ledger tabs. Make

sure you have selected the correct Family record. Click on the Templates button (E££) to
activate this feature. The Library of Saved Ledger Templates appears.

Library of Saved Ledger Templates: EZ-Going Child Care 1[

Leager Template Name’

a5 n Fee Apply
| | Reqistration Fee w/Security Deposit
Done |
-]
Sort List Alphabetically |
- Show Ledger Template
% Family Drawer: EZ-Going Child Care
© Template Groups
— FPosling Criferia
& Current Record " All or Selected Records
Selection: I(NDHE! -all records)
Preview. Pre—Pustl Frint Pre-Post | Bemove |

You have the option to apply or post ledger templates to any of the following:

e the record from which you accessed the Library of Saved Ledger Templates
(current record)
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e all records in your system

e records that you select through the Selection Editor, which you can access from
the Library of Saved Ledger Templates screen

Results
Here is an example of transactions placed on the Ledger tab using a ledger template:
Family Drawer: Your Tes = =]
Famifies: IMoore, Hrlene =l @l Childran |Moore, Ira =1
Family Ledger | Child | Tuition | Schedule | Contracted | Actual
. Balance: 25.00
Rihanerll( ] - [™ wants Receipt
Home #: |(215]657 7745 YTD Papments: 0.00
@ Family Le: eposit Ledger EZ-EFT Prin iGg. .. Cash Receipts |
M /ff;le Category C t Child Class Amol Bal -
F10/15/2002 | Registration Fes Far New Child Ira Moore Toddler 50.00) $50.00
101542002 | Security Deposit Ira Moare 75.00) F 25.00
\\K
] e
M""“———.—_._ —
«| 3|
Hote: I

Applying a Ledger Template to the Current Record

You can apply a ledger template to only the record from which you accessed the Library of
Saved Ledger Templates.

» To apply a ledger template to the current record
1. Click the ledger template you want to use.

2. In the Posting Criteria section, select Current Record.

Fosting Critena
’75 Current Record " All or Selected Records

3. Click the Apply button. The ledger template is applied to the record.

Posting a Ledger Template to Selected Records

You can apply a ledger template to a group of records you select. This option requires you to
select records using an existing selection or a new one that you create.

P To post a ledger template to selected records
1. Click the template you want to use.

2. In the Posting Criteria section, click All or Selected Records.

Fosting Criterid
’1" Current Record & All or Selected Records:
3. In the Posting Criteria section, click the Selection button “| The Library of
Saved Selections appears.
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4. You can use an existing selection or create a new one. If you don’t see the
selection you want to use but you have it in the system, click All Selections in
the Show Selection section. For details on using selections, see “Selections” on
page 33. Click the selection you want to use, and click OK. The Library of

Saved Ledger Templates appears.

Library of Saved Ledger Templates: EZ-Going Child Care

Leager Template Name’

tioh Fee
| | Registration Fee w/Security Depasit

Sort List Alphabetically |

- Show Ledger Fempiate
% Family Drawer: EZ-Going Child Care
 Template Groups

— FPosiing Crteria

" Current Record ™ All or Selected Becords:

Preview Pre—Postl Print Pre-Post | Remove |

Selection: I(Nonefallrecords) g

5. To see a report listing all the records that will be affected when you post the

ledger template, click the Preview Pre-Post button.

Template Posting Preview
Cahinet: EZ-Going Child Care

Lawson, Maris
Luwson, Apsil

Template: Registration Fee w/Security Deposit

Date: 03242005
Time:01:57 PM
Page: |

Date Category Comment Chid Chss Unit Price  Quantity Amount
0372472005 Regstration Fer April Lowsen Tod $000 000 $1500
03242005 Secunity Depesit April Lawsen Tad $0.00 000 $150.00
** Ledger Totak ** §16500
Springer, Rita
Springer, April
Drate Caiegory Comment Chid Chss Unii Price Quaniity  Amouni
022472005 Regstration Fes April Speinger Pres 000 0.0 $1500
03242005 Secusity Deposit April Speinger Pres 30,00 0.00 315000

++ Ledger Totak +*

$163.00

6. If you want to print a listing of the affected records, click the Print Pre-Post

button.

7. Click the Post button to post the template to the selected records.

P
Mv,,’ﬁ Note: After you click Post, you will be prompted to print the records affected by the

posting, even if you already printed it.

Posting a Ledger Template to All Records

You also have the option to post a ledger template to all records in your system.
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P To post a ledger template to all records

1. Click the template you want to use.

In the Apply/Post Template to section, click All or Selected Records. Be sure

In the Posting Criteria section, click the Preview Pre-Post button to see a

report listing all the records that will be affected when you post the ledger

If you want to print a listing of the affected records, click the Print Pre-Post

2.
that the Selection field shows (None — all records).
FPosting Chitena
’7(' Current Record Al or Selected Records:
3.
template.
4,
button.
5.

Click the Post button to post the template to all records.

&
Mn,,’ﬁ Note:

After you click on Post, you will be prompted to print the records affected by the
posting, even if you already printed it.

Removing the Last Ledger Template Posted to Multiple Records

If you’ve applied a ledger template to all or selected records, you can remove it from those
records. You can only remove the last ledger template that you posted.

P To remove the last ledger template posted to multiple records

1. In the Posting Criteria section,

click All or Selected Records.

2. C(lick the Remove button. The Remove Template Posting dialog box appears,
listing the name of the ledger template you last applied and the date and time on
which it was applied. It also lists how many transactions were affected by the
template.

Remove Template Posting: E2-Going Child Care =l
Last Tempiate BIrch Fosting:
Name: |Registration Fee w/Sacurity Depasit
Date: [13/24/2005  Time: [0213P
# of Ledger Transactions: | 42
# of Tuition Transactions: | 0
#of Schedule Transactions: | 0
— (o]

3. Click the Remove button. A message appears, asking if you’re sure you want to
remove the postings.

4. Click Yes. The ledger template is removed, and you can now apply or post a new
template to the current record or multiple records (see the previous sets of
instructions for details).
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Template Groups

If you want to make postings or entries to several tabs at once, you can put several existing
templates together in a Template Group. Then, by easily choosing one Template Group
from the library, you can enter information on the Ledger and Sessions tabs.

For example, you can create a Template Group called Complete Setup for all Sessions that can
add a Ledger Template (for tuition charges and registration fees) and a Session Template (to
assign the child to all sessions).

You can also combine as many templates from just one category (Ledger or Sessions) as you
need.
Setting Up Template Groups

You can set up Template Groups, see Office Administration, Chapter 3 (Preferences and
Setup), Maintain Template Groups.

Template Group Settings: Your Test Center 1'

Template Group Name:

I Preschoal

Template Type to Add | * {[edger!

Femplates i the group”
Corporate Tuitian ;I
Preschool Scheduls

s
rF
-~

=

DK | LCancel |

In this example, the template group contains the Charges for Sessions 1,2,3,4 and Sessions
1,2,3,4-Juniors templates. The selected Template Type to Add is Ledger, so all the Ledger
templates appear in the Available Templates window. Right now the Sessions 1 and 2 template
is selected. If you were to click on the down-arrow button to the right of the Available
Templates window, the Sesszons 1 and 2 template would also be added to this group.

Using Template Groups %

You can access Template Groups directly from the Child tab or other tabs that support this
feature — just click on the Templates icon, and then select the Template Groups radio
button at the bottom left of the Library of Saved Templates.
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. Fegistration Fee w/Security Deposit

Sort List Alphabetically

- Show Ledger Femplaile
# Family Drawer: EZ-Going Child Care
 Template Groups

— Pasting Crtena

&~ Current Record ¢ All or Selected Records

Selection: I(Nune -all records)

Preview Pre—PDstl Print Pre-Post |

Bemove

When you select the Template Group, several templates are applied at the same time and
entries are made on one or more tabs. The diagrams below illustrate how selecting a
Template Group can make entries on the Ledger and Sessions tabs. All entries on these grids

were placed on the tabs using the template highlighted in the previous graphic:

=
Families: [Moors, Aens =] @| Chidren: [Moae, lia |
Farmily Ledger | Child | Tuition | Schedule | Contracted | Actual
Balance: I 25.00
Rroiluzbed]| | - [” Wants Receipt
Home #: [215)587-7745 YTD Payments: I—DDD

' Family Le eposit Ledger EZ-EFT Prinl 3 Cash Receipts |

M /fﬁte Category C Child Class Amo Bal -
f10/15/2002 Fiegistration Fee For Mew Chid lra Maore Toddler 50,00 $50.00
1041542002 | Security Deposit I1a Moore 7500 }125.00

\\x\;\

i =
_.-h‘-‘-"-—u-__
e —

-
1| »
Note: |

RIS

Famiies. |Moore, tere =l @ Chitdren: |Mooe, I1a =l

Fanrily | Ledger Tuition Schedule | Contracted | Bchual
——

I | B jl yecle |Account E4 MullipIiHale Type Cal Ci t  [A b |-
Weekly Merck, Inc. 50.00| T oddler 0.00
he/eckly Moaore, Arlene 50.00| Toddler / 0.00

¥
4| | 3

Effective Dates I to I Amount 0.0

Billing Cypcle I\p\p"eek\y ;I Hour Type IFleguIar 'I

Account | Merck, Inc. ~| CreditCat. 1 | =] Amt 1

% Multiplier | 50.00 Credit Cat. 2 | =l Amt 2 |

Rate Type | Toddler =| Creditcat. 3 | =] Amt 3 |

Category I ;I

Comment I
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You have the option to apply or post group templates to any of the following:
e the record from which you accessed the group templates (current record)
e all records in your system

e records that you select through the Selection Editor, which you can access from
the group templates screen

P
Mv,,’ﬁ/ Note: In order to apply or post group templates, you must have the ability to add records to
both the Sessions and Ledger tabs.

Applying a Group Template to the Current Record

You have the option to apply a group template to only the record from which you accessed
the Library of Saved Templates.

» To apply a group template to the current record
1. Click on the group template you want to use.

2. In the Apply/Post Template to section, click on Current Record.

Fosling Crifena
’75" Current Record  © All or Selected Records

3. Click the Apply button. The group template is applied to the current record.

Posting a Group Template to Selected Records

You can apply a group template to a group of records you select. For example, you might
want to select all 7" grade girls and post a session of Gitls/Flowers and ledger entries for
tuition and activity fees. This option requires you to select records using an existing selection
or a new one that you create.

P To post a group template to selected records
1. Click on the template you want to use.

2. In the Apply/Post template to section, click on All or Selected Records.

FPosting Chitena
’7(' Current Record Al or Selected Records:

3. In the Posting Criteria section, click on the Selection button _*: " The Library

of Saved Selections appears.

4. You can use an existing selection or create a new one. For details on using
selections, see “Selections” on page 33. Click on the selection you want to use,
and click on OK. The Library of Saved Templates appears.

Version 7.0 Page 133
May 2010




Using the Accounts Receivable Module EZ-CARE2

Library of Saved Ledger Templates: EZ-Going Child Care il

fempiate Group Hame.

Before & After Group Template ;I Post
3

Sort List Alphabetically |

- Show Ledger Femplaile
 Family Drawer: EZ-Going Child Care
* Template Groups

— Pasting Crtena

 Current Record ' All or Selected Records

Selection: IFami\ies in Ft. "Washington .5?[

Freview Pre—PDstl Frint Pre-Post | Remove |

5. To see a report listing all the records that will be affected when you post the
group template, click on the Preview Pre-Post button.

Dite: 03342005
Template Posting Preview e
Cahinet: EZ-Going Child Care Fage 1

Template: Registration Fee w/Security Deposit

Lawson, Mais

Lawson, Apsil
Date Category Comment Chid Chss Unit Price  Quantity Amount
03242005 Registoation Fes Aptill Lowson Tod 0,00 oo $1500
03242005 Secunty Depesit April Luwsen, Ted $000 000 $150.00
** Ledger Totak ** $165.00
Springer, Rita
Springer. April
Date Category Comment Chil Chss Unit Price  Quantity Ao uni
03242005 Regstration Fen Aprdl Springer Pres $0.00 oon $1500
032472005 Secusity Deposit April Springer Fres $000 000 $150.00

** Ledger Totalk ** $163.00

6. If you want to print a listing of the affected records, click on the Print Pre-Post
button.

7. Click on the Post button to post the template to the selected records.

P
Mv,,’ﬁ Note: After you click on Post, you will be prompted to print the records affected by the
posting, even if you already printed it.

Posting a Group Template to All Records
You also have the option to post a group template to all records in your system.
» To post a group template to all records
1. Click on the template you want to use.

2. In the Apply/Post template to section, click on All or Selected Records. Be
sure that the Selection field shows (INone — all records).

Fosting Critera
’7(' Current Record Al or Selected Records:
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3. In the Posting Criteria section, click on the Preview Pre-Post button to see a
report listing all the records that will be affected when you post the group
template.

4. If you want to print a listing of the affected records, click on the Print Pre-Post
button.

5. Click on the Post button to post the template to all records.

P
@ Note: After you click on Post, you will be prompted to print the records affected by the
posting, even if you already printed it.

Removing the Last Group Template Posted to Multiple Records

If you’ve applied a group template to all or selected records, you can remove it from those
records. You can only remove the last template that you posted.

P To remove the last group template posted to multiple records
1. In the Posting Criteria section, click on All or Selected Records.

2. Click on the Remove button. The Remove Template Posting dialog box
appears, listing the name of the group template you last applied and the date and
time on which it was applied. It also lists how many transactions were affected by
the template.

Remove Template Posting: EZ-Going Child Care 1[

L35t Tempiale B31oh Pasting:

Name: IRegiSlralicm Fee w/Security Deposit

Date: [03/24/2005  Time: [02:13P

¥ of Ledger Transactions:

42
# of Tuition Transactions: 0
0

# of Schedule Transactions:

Remove Cancel |

3. Click on the Remove button. The transactions previously posted are removed,
and you can now apply or post a new template to the current record or multiple
records (see the previous sets of instructions for details).

Group Posting

To apply a charge or credit to multiple accounts at one time, use Group Posting. You can post
a fixed amount or an amount from a field in the database (from the Family or Child tab).
Group Posting is commonly used for activity fees, registration charges, or late payment
charges.

Group Posting allows you to charge the same transaction to a group of children or families.
The amount can either be fixed (the same for everyone), an amount that is contained in a
tield in your database, or even a percentage of a database field (such as current balance). As
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with other functions throughout the system you can select the accounts based on virtually
any criteria.

> To access group postlng {% Library of Saved Group Postings X
Group Fosting Hame:
1. From the A/R menu, click [ NewGraup Posting

[ | Activity Fees

Group Posting. The Library | oones Couse ez

Late Payment fee

1 [ | Airport Transporn Fee
Of Saved Group POStlngs [ | Train Station Transport Fee
appears || Bus Station Transport Fee
i

[ Son List Alphabetically |

The Group Postings Library enables you to save your settings for a Group Posting (for

example, Selection, Printer, Status) and use them repeatedly without needing to re-enter
them.

Creating Group Postings
P To create a new group posting

1. From the A/R menu, click Group Posting. The Library of Saved Group
Postings appears.

2. From the Library of Saved Group Postings, click the New button. The Group
Posting screen appears.

= Group Posting: Camp Echo Pines 2007

ity Options Post Per
Ledger Date: | O Family
R R R R R SR R R R e e O Camper
Rpt. Heading: |
] C Other Ledger
freina. £ O Camper Canteen
Oolions Siatus
L = ] Active
[ Inactive
Printer:
Print Category Summary LJ Remove

3. In the Posting field, change the default name of New Group Posting to a name
that describes the purpose of the group posting (for example, Registration Fees).

4. In the Post Per section, choose to what charges should be applied. You can
choose Family, Child, or Other Ledger. If you choose Family or Other Ledger,
charges (for example, late fees) will be applied once. If you choose Child, charges
(for example, activity fees) are applied for each child; so if there are multiple
children in a family, there will be multiple charges for this posting. After you
make your choice, a message appears, telling you that you can’t change your
selection in the Post Per section and asking if you want to continue.

5. C(lick Yes.
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6. To define the transactions to be posted, click the Edit button next to the
Posting field. The Define Group Posting Entries dialog box appears.

{5 Define Group Posting Entries: Camp Echo Pines i x|

FPost Per Camper Posting: | Registration Fes

M [Category |Get Comment Comment ‘Eal Amount Amount  [% Multipli
First Session | FIXED COMM ‘FIXED AMT 100.00
Second Sesy| FIXED COMM FI=ELLAMT 100.00

*

D&TA FIELD

‘ s
Done_|

7. For each transaction you want to post, define the following details:

Category: the A/R category to be used for the transaction.

Get Comment: you can include an additional comment to appear with
each transaction. If you want to enter a comment for the transaction (for
example, field trip), choose FIXED COMM. If you want to use a
comment that pulls from a database field in your system, choose DATA
FIELD.

Comment: if you chose FIXED COMM in the Get Comment field,
enter the comment you want to include for the transaction. If you chose
DATA FIELD, choose the data field you want to use as a comment
from the picklist.

Get Amount: you have two options for defining the amount for the
transaction. If you want to enter the amount for the transaction, choose
FIXED AMOUNT. If you want to use an amount that pulls from a
database field in your system (for example, Ledger Balance), choose
DATA FIELD.

Amount: if you chose FIXED AMOUNT in the Get Amount field,
enter the amount you want to charge for the transaction. If you chose
DATA FIELD, choose the decimal numeric data field you want to use
as the amount from the picklist.

% Multiplier: if you chose a Data Field for the Amount, you have the
option to apply a percentage to that value. For example, if you chose
Ledger Balance as the Data Field and you’re defining a late payment fee
charge, you can specify 1.00 in the % Multiplier column—this will create
a charge that is 1% of the Ledger Balance. For most group postings, you
don’t need a multiplier. If you don’t define a multiplier, the column
displays 100.00.

8. FEach group posting can have more than one transaction, so repeat step 7 as
necessary until you've defined all the transactions. When you’re finished, click the
Done button. The Group Posting screen appears again.
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9.

To choose a selection, so you only post for specific records, click the Selection

button 2 choose the selection you want to use, and then click OK. For more
details on selections, see page 33.

10.To choose or change your printer for the posting report, click the Printer button

El, choose the printer you want to use, and click OK.

11.1In the Status section, choose which statuses you want this posting to be for. You

can choose Active, Inactive, or Remove; typically, you’ll only choose Active.

12. When you’re done defining the group posting, click the Done button.

Editing Group Postings

If you want to change the transactions for a group posting, you can edit the group posting.

P To edit a group posting

1.
2.

Click the Edit button

Make the necessary changes to the transactions in the posting, and then click the
Done button.

Make the necessary changes to the Selection, Printer, or Status, and then click the
Done button.

Other Group Posting Changes

To Duplicate, Delete, or Rename a group post, select it from the library and click on the
appropriate button.

Running a Group Post

When you’re ready to post the transactions that you defined for a group posting, you can run

1t.

» To run a group post

1.

From the A/R menu, click Group Posting. The Library of Saved Group
Postings screen appears.

Select the posting you want to run, and click the Post button. The Group
Posting screen appears.

In the Billing Options section, enter the following information:

e Ledger Date: enter the date you want to appear for this transaction on
the Ledger tab.

e Rpt. Heading: enter the heading you want to appear on the posting
report.

Make any selections for Status, Selection, and Printer.

5. To preview the records that will get transactions posted, click the Preview Pre-

Post button.
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6. To print the records that will get transactions posted, click the Print Pre-Post
button.

transactions that will result from the posting. This provides an opportunity
to identify any mistakes and correct them before transactions are posted
to the ledgers.

SN : L
K’f',,) Note: We recommend running a Pre-Post report, which will show you all the

7. 1f you want to print a summary page of posting amounts by A/R category, click
the Print Category Summary check box. This will print after any post or pre-
post reports.

8. When you are satisfied with the results of the pre-post, click the Post button.
This posts the transactions to the ledger.

Processing Cancellations

“If a family’s account has been charged a fee they have elected to cancel, how do I process
this?”

Before you can begin to process a refund, you must have at least one Cancellation category
defined in your list of Accounts Receivable (A/R) categories. Moreovet, it is recommended
you consider having one Cancellation cazegory per revenue category to which this may apply
(for example, “Tuition Cancellation” or “Activity Cancellation”). This will provide better
detail on your A/R reports.

P To process the cancellation

1. Double-click Office Administration, double-click Chapter 4 (Accounts
Receivable), and then double-click Maintain Categories. The Maintain
Categories dialog box appears.

2. Double-click the cabinet that contains the fee you want to process.
3. Select the Categories tab.

4. Create the Cancellation category or categories. The Type must be designated as
a Credit. The Rollup Category can be according to your preference; however, it
should match whatever revenue is being reversed.

M (Categorpy Hame |Type Rollup Category (G/L Debit |G/L Credit|Default Amount |
Tuitiorn FReverue | Tuitions $500.00)
Payrment Payment | Payments $0.00
Tuition Cancellation | Credit Tuitions $0.00)
Cancellation Fee FReverue | Tuitions $200.00)
Fefund Fieverue |Tuitions $0.00)

5. On the Family tab, enter a transaction using the Cancellation cazegory that
matches the revenue transaction you wish to off-set. The cancellation category
should include the name of the same revenue category you used for the initial
transaction (for example “Tuition Cancellation” or “Activity Cancellation”).
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6. In the Comment column, enter a suitable comment such as “withdrew” or
“removed.”

7. Enter the dollar Amount without using a negative sign because the category is
already defined as a Credit #ype.

© Family Ledger O Deposit Ledger |I:glnsla—(:harge| | : EFT | |Print Invoice... ||] ‘Cash Receipts|

M| Date Category Comment Child  Class Amount Balance | %
D 01/20/2007 | Activity/Lesson Fees 2 Dianys/3.00 Hours Zachan Karate $125.000  $485.00
E] 01/20/2007 | Freauthorized Bank Draft |EFT $200.00)  $285.00
Ij 01/2f/2007| Tuition Cancellation 5 Days/40.00 Hours Zachan Preschool $120.000  $165.00 |

That’s all that needs to be done unless they have paid you in part or in full for this fee. In
this case, refer to “Handling Refunds.”

Handling Refunds

“How do I process a refund to a parent and produce a refund check on an amount they have
already paid»”

This situation requires you to use the Family Ledger tab. If you have purchased the
SofterWare Accounting module (General Ledger and Accounts Payable), you will use this as
well. If you have not purchased the module, skip over any references to it in the procedure
that follows (inside the gray boxes).

1. General Ledger Setup
To prepare for refund transactions, make sure your General Ledger has a Refunds Payable
account set up, which is a Lzability account. Jot down the account number to use later.

2. Office Administration Setup

A Refund category is used when a family prefers to have money paid back to them instead
of applying it to other fees they may have or accrue. If this category is not established, you
need to set it up. Go to Office Administration, open Chapter 4 (Accounts Receivable), and double-
click Maintain Categories. Select the appropriate cabinet and create a Refund category in the

Categories tab. If you do NOT have the SofterWare Accounting module, you may leave
these blank.

e The Type of account is Revenue.

e The Rollup Category can be your preference, but we recommend you set up a
separate rollup category titled something like Refunds.

o TFor the G/L Debit Account, enter the number for the Accounts Receivable
account.

e For the G/L Credit Account, enter the number of the Refunds Payable account.

o The Defanlt Amount will remain $0.00.
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3. Processing the Refund

On the Ledger tab for the family you’re giving the refund to, enter a transaction using a
Refund category:

e [n the Comment column, enter a comment that is best suited such as
“cancellation” or “overpayment.”

e The dollar amount is entered as a positive because your goal here is to reverse
out their payment either in full or in part.

e [f they are to pay a penalty or wish to apply a portion of their payment to
another fee transaction, then you may need to add another “charge” transaction
to their ledger.

e In the following graphic, you would do one of the following:

o Do nothing if the appropriate fee transaction has already been applied to
their ledger or add the fee transaction immediately so that they do not
continue to show a credit balance.

@ Family Ledger O Deposit Ledger |:$Insla—0harge| ‘ EFT | |Plin| Invoice. .. ”] |Cash Receipls‘
M Date Category Comment Child Class Amount Balance |*
| J|01/27/2007 | PreSchool Tuilion & Days/40.00 Hours Zachan|Preschool $120.00 $405.00

| J|08/28/2008 | Payment Zachan| Kindergars $10.00 $395.00

: 09/08/2008 | Insta-Charge Payment WISA =242 $45.00 $350.00

[: 10/06/2008 | Insta-Charge Payment Checking *===6784 $160.00 $190.00

[: 1170542008 | Preauthorized Credit Card | WISA ===4242 $190.00 40.00

[: 07/30/2009 | Payment Check 111 $10.00 $10.00

D 01/30/2008 | Refund Zachan| Kindergart $10.00 $0.00 |

o Apply a transaction to show a penalty. An example of this would be if you
were holding a “spot” for their child and you will not likely fill this void
before center begins. In this case, you would need to use a revenue category
to handle this such as “Cancellation Fee” or “Administrative Fees.”

@ Family Ledger O Deposit Ledger ‘;Insm—chamen ; EFT ‘ |Prinl Invoice... ”ﬂ ‘Cash Receipls|

M Date Category Comment Child = Class Amount Balance | %

| ] 014272007 | PraSchool Tuition 5 Diays/40.00 Hours Zachan| Praschool §12000  $405.00

| 08/28/2008 | Payment Zachan Kindergart $10.00] $395.00

: 09/08/2008 | Insta-Charge Payment | VISA***4242 $46.00(  $350.00

[: 10/06/2008 | Insta-Charge Payment | Checking 6789 $160.00(  $180.00
11/05/2008 | Preauthorized Credit Card | VISA***4242 $190.00 $0.00
01/30/2009 | Payment Check 111 $10.00] $10.00

D 01/30/2009 | Cancellation Fee Zachan Kindergart $10.00, $0.00 ‘

If this doesn’t seem intuitively correct, think of it as “charging” them for the refund check
you’re sending them.

If you do NOT have the Accounts Payable module, you will need to create a check from your checkbook, and
you are done! If you do have the Accounts Payable module, proceed to the next step.

Use the Accounts Payable system to produce a check to the parent.
1. First, set up the Parent as a vendor.

2. Process the transaction as normal excep? the Debit will go to the Refunds
Payable account as a negative zzcome. This will zero out the Refunds Payable
account.

All you have to do now is give the check to the parent, and you are donel!
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Handling Cash Receipts

After you receive payments made by parents or other subsidizers, you’ll process these
payments using the Cash Receipts feature in EZ-CARE2.

P To access Cash Receipts

1. From the A/R menu, click Enter Cash Receipts. You can also click on the
Cash Receipts button from the Ledger Tab.

I Family Drawar: EZ.Going Child Care EEE
Fammiies. | Alexander, Kevin E] 0] Children. | Alexander, Zachaty E] ]
Farnily Ledger I Child l Tuition l Schedule Contracted l Actual
Work Number: |215.621-7745 Family ID: 123586 Balance: $-10.00

Email Invoice
[ Cash only

@ Family Ledger O Deposit Ledger @Insm—(:harge” EFT ||Print Invaoice... ||v I|Cash Receiplsﬂ

Home #: | 715-455-9573 ¥TD Payments: $0.00

M  Date Category Comment Child Class Amount Balance | ©
] 01/20/2007 | Preauthorized Bank Draft |EFT $200.00 $2865.00
|| 0172712007 | Preschaal Tuition 5 Days/40.00 Hours Zachar| Preschool $120000  $405.00
| J|08/28/2008 | Payment Zacharn Kindergand 10000 $385.00
: 09/08/2008 | Insta-Charge Payment  [WISA =**4242 $45.00(  $350.00
: 10/06/2008 | Insta-Charge Payment Checking *=5789 $160.00 $190.00
: 11/06/2008 | Freauthorized Credit Card [ WISA ==4242 $130.00 $0.00
: 071,/30/2009 | Payment Check 111 $10.00 $10.00
| — r

< >

Note: |YWants receipt emailed

Next, if you are on a Network and have a multi-user license the Library of
Saved Cash Receipts screen opens. This is where you create and save separate
batches for entering cash receipts, so that you can do so from different
workstations simultaneously.

2. Click on New and then enter your name in the Description box. We suggest
that you just enter your name and the date as the description; you can also enter
anything else that helps you to identify the batch.

% Save Cash Receipts Batch As

Description: | MK-2004

3. Click OK. The Cash Receipts screen appears.

This screen allows you to:

o Enter New Payments—enter the transaction information into the Cash
Receipts grid.

o  Modity Existing Transactions—make changes to transactions already entered
that may need to be corrected or deleted.

® Hide Ledger—see the Additional Hints section on page 151 for suggestions on
when to use the Hide Ledger button.
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e  Email Receipt—select the receipts you want to email and click the Email
Receipt button. See page 145 for details.

e Produce a Receipt—select the gray box to the left of the row and click on
Print Receipt. Receipts can be printed individually or in a batch (see page 148).

e Post Cash Receipts to the Ledger—When you have finished working with
receipts, click on Post C/R. Verify your totals at the bottom of the ledger before
posting.

If you have a multi-user license, once you have Posted yoxr Cash Receipts, your batch will
no longer appear in the Library of Saved Cash Receipts.

Enter New Payments
Enter the transaction information into the cash receipts grid.
Keep the following hints in mind when you’re entering new payments:

¢ The Date, Name, Payment Type, Amount, and Category are all required
fields.

e The Payment Type may be edited in Office Administration, Chapter 3 — Preferences
& Setup, Maintain Picklists (see page 316 for more information).

e Ifyou need to create an additional Category, go to Office Administration, Chapter 4
(Acconnts Recezvable), Maintain Categories (see page 97 for more information).

e The following information is automatically entered for you on the Cash Receipts
screen:

e The current date is automatically entered into the Date field in the empty
row that is provided for data entry. As new rows are added, their dates
are automatically filled in based on the date in the previous row.

e  When a ledger name is chosen for a new row, the Amount column is
filled in with the current balance from the Family Ledger.

e By default, the Payment Type and Category for a new row are set to
match the settings in the previous row.

P To enter new payments

1. First enter the date of the payment, as you would like it to show on the ledger.
You may type a forward slash ( /) and press the ENTER key for today’s date.
Use the Tab or ENTER key to move from field to field.

2. Enter the account the payment should be posted to. You can choose the account
in one of the following ways:

e Type in part of the name until the system displays the name you want.

e Double-click on the name field, and a list of accounts appears. Click on
the name you wish to select or use the UP-ARROW and DOWN-
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ARROW keys to go from one record to another. You can also press
CTRL+ENTER to see a list of accounts.

Cash Receipts: EZ-Going Child Care Batch: test

Transaclions.
LD T e T e T

@Insb—charge Hide Ledger

avin
|—1——— Brewer, Sarah

D 04/10/2009 |Alexander, Kevin |Alexander, Z| Check

$0.00| Payment

123 EZ2

3.

215-555-7895
|| | Dean, Alana 215-283-9574 v
L ] Hanson, Lisa 215-636-0955 | S
Number of C Jay. Caralyn 215-326-9854  [otal: Deposit Total
Cash Transa Jo¥son. Maria SIBB4T-7544  -pa) # Transactions
| Lee, Mae 215-632-8785 | _ L
Other Transa pjatinez, Janet 610-542-37g7  [otal: $0.00
i&dg&f'.ﬂfé McClelland, tarny 215-283-3698 Braw V| 79585
- = s
|10/06/2008 | Insta-Charge Payi| Checking =**5759 $160.00 $189000|gz2
|11/05/2008 |Preauthorized Cra|'ISA ===4242 #130.00 $0.00EZ2
| M/30/2009 | Payrment Chack 111 $10.00 000(gz2

2 ....[.Emﬂ“ RECEipi.] [ e H — ]

Pick the Payment Type, and enter the Amount, which will default to the
balance that is owed. You can change this amount if it is different. Pick the
Category (all payment type categories will be displayed), and enter the Check#
and/or Comment.

After the line has been completed, a preview of what the ledger will look like
with the payment posted displays at the bottom of the screen (unless you have
hidden the ledger in order to view more Cash Receipt transactions). The ledger
view on the bottom of the screen is only a preview, and the batch of Cash
Receipts will not be posted until you click on Post C/R.

If you are finished entering transactions but NOT ready to post, click on the

L
Close button EI to save your work. The transactions are saved and you can
continue entering transactions or posting at a later time.

Hints on Entering New Payments

The Date, Name, Payment Type, Amount, and Category are all required
fields.

Most organizations just apply the payment to a family’s account, but cash
receipts does allow you to identify a payment with a specific child through the
Child column. If you do not see the Child column displayed, use the scroll bar
and go to the far right of the screen. The last column will display a slightly
thicker line. This indicates that the Child column (and possibly others) is hidden.
To open the Child column, click on the thick line in the header, holding down
the mouse button and drag the line to the right. Repeat as necessary until the
Child column appears. For more details on working with columns in grids, see
page 22.

Page 144

Version 7.0
May 2010



EZ-CARE2 Using the Accounts Receivable Module

Category Check#t/C Initials =
EZ2

v o

e Once you open the Child column, it may be helpful to move it over next to the
Name column for the account. For details on how to do this, see page 23. You
can then use the Child column to either divide a payment received among
different children or identify the family (account) from just the child’s name. To
do this, select the child’s name using any of the methods described above for
selecting a family (account) name. Once you make your selection, the family
name associated with that child should display and payments made will be
entered onto that family’s ledger. Check to make sure the correct family is
displayed, especially if you have more than one child with the same name.

e The Payment Type may be edited in Office Administration, Chapter 3 —
Preferences & Setup, Maintain Picklists.

e Additional Categories for Category may be entered in Office Administration,
Chapter 4 — Accounts Receivable, Maintain Categories.
Additional Detail on Transactions

Additional detail of individual transactions posted through Cash Receipts can be viewed in
the fields on the far right of the Ledger tab, including:

Initials Who posted (defaults to EZ2 if you don’t use passwords in your system)

Entry Program | CASHREC

Entry Date Posting Date

Entry Time Time of Posting

Batch # Sequential System Batch #

Dep # Deposit Number

Because this information is not required in most cases, these columns are normally “closed”
as shown in the previous diagram.

Modify Existing Transactions

You can make changes to or delete transactions previously entered. The line currently being
modified is highlighted blue. Once Cash Receipts have been posted, these transactions
cannot be modified.

Handling Credit Card Payments with Insta-Charge

The optional Insta-Charge module allows you to process one-time credit card payments
from the Cash Receipts screen.
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P To process credit card payments from the Cash Receipts screen

1. Enter the new payment in the Cash Receipts screen:

a. Select/enter the Date and Name.

b. Select Visa or MC as the Payment Type.

c. Enter the Amount for the payment.

d. Select Insta-Charge Payment as the Category.
2. Click the Insta-Chatge button. 5§ insta-charge

3. Complete the Insta-Charge transaction in the usual way. The Date, Name and

Amount will be entered for you on the Insta-Charge form. See the Transaction
Processing Guide for details.

Emailing Receipts

EZ-CARE2 allows you to email receipts to parents, making it quick and easy to notify them
that you received and processed their payments. To test the Email Receipts feature, enter
your email address on a family record with a balance. Then, choose to send a receipt for only
this account. This gives you the opportunity to view how the emailed receipt will look. When
you’re done testing, remember to change the email address back.

@ Important!

You must have a report called “Email Receipt Button” in order to use this feature.
For more information, see page 212.

» To email receipts

1. In the Transactions section, click the M column for the receipts you want to

email.
fransaclions. Hide Ledger |
M| Date Name Child Payment Type | Amount Category Check#/Comment |+«
08/12/2006 | Richmar. Miriam Check $16.00| Pawyment 157
v | 08/15/2006 | Trout Megan Check. $150.00 | Payment Farial Payment
v |08/15/2006 |Richard Hershey |Hershey, Jane Cash $25.00 | Payment Farial Payment

2. C(lick the Email Receipt button. The Email Options screen appears.
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E‘ Email Options x|
Emaf Frefds
Family Ledgers:
| Email =]
Other Ledgers:
|OtherLedger ermail j

¥ Save a copy of each emailed report to this folder:

[ chsoftertiez-campyinvoices s

Emai Subiect:
[Payme nt Receipt

Additional emali message fext:

Attached is the receiptfor your recent payment, If yvou have any questions, please contactus at = |
215-628-0400.

OK | Cancel |

3. If you have multiple email addresses in your system for families, you can choose
which email address you want to use for the message from the Family Ledgers
and the Other Ledgers picklists.

4. If you want to save copies of the receipts you email, click the Save a copy of

each emailed report to this folder check box, then click the _I button,
navigate to the location you want to save the receipts, and then click the Select
button. If you’re sending many receipts and you don’t want to take up a lot of
space on your computer with copies of receipts, you may not want to do this. If
you want to keep a record of receipts, you may want to select this option.

5. In the Email Subject field, enter the subject.

6. In the Additional email message text field, enter the message you want to
include in the email message.

7. Click the OK button. The following graphic shows a sample emailed receipt.
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.‘§ Receipt for Your Payment

J File Edit View Insert Format  Tools  Message Hep

8o G 4B g X a 9 E3
Reply Reply Al Forward Print Delete Previous Text Addresses
From: biling@ezgoingchildcare. com

Date:
To:

Monday, October 30, 2006 1:22 PM
alexkm@anl.com

Subject: Receipt For Your Payment
Thank you for your recent payrment. Below you'll find a receipt for vour records,
EZ-Going Child Care Receipt #: 136
540 Pennsylvania Ave. Date: 10/30/2006
Fort Washington, PA 19034
Federal 1D: 23-4752315
Receipt For: Alexander, Kevin
654 Walnut Street
North Wales, PA 19385
Check #: Check 9847 Amount: $245.50
# of Items: 1 Total: $245.50

Printing Receipts
You can easily print receipts for your families from EZ-CAREZ2. You have the option to
print individual receipts for families or print a batch of receipts. See the following sections
for details on each.
Producing Individual Receipts
You may print a single receipt, several receipts, or all receipts from the Cash Receipts screen.
P To produce an individual receipt
1. From the Cash Receipts screen, click the gray box to the left of the transaction

rows you want to print receipts for. Selected transactions are indicated with a red FI

checkmark.
ransactions. Hide Ledger |
M Date Name Camper |Payment Typel Amount |Category Chec:kﬂCnmmentl;l
v [04/03/2006 | Apollo, Judith Chedk $1.585.50) Payment |1453
v | 04/03/2006 | Beinstein, Laura Wisa $390.25 Payment I

2. Click the Print Receipt button. The Print dialog box appears.

3. From the Name picklist, choose the printer you want to use, and then click OK.

Receipts for the selected records are printed.

Producing a Batch of Receipts
Receipts can also be printed from the A/R menu.
This method is recommended for:

e DPrinting a large batch at one time
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e Printing 3 receipts to a page

e Printing selected receipts — for example, a selection of only those acconnts who have
requested receipts (which can be set up using a check box on the Family Tab)

e Printing receipts for Deposit # or Date Range.
» To print receipts
1. From the A/R menu, click A/R Reports. The Report Library appears.

Fp Choose a Report to Prnt: Your Test Center

Cabinet IYDUI Test Center j Category I.-’-‘n.ccaunts Receivable j Dlanerl 'I

HRepart Lrs?

5 A
[ invaices
. Ledger Repaort

. Ledger VY anance Report
._ Favrment Receiptz
Period Analyziz Report

2. From the Report List, double-click Payment Receipts.
3. Choose any of the following options to print receipts:

e Include Ledgers: choose to include Family Ledgers and/or Other
Ledgers

e Ledgers: choose to print receipts for All families or just One. If you
choose One, select the family you want to print for from the picklist.

¢ Include for: choose whether to print receipts by Date Range, Deposit
Numbers, or Receipt Numbers. In the Starting and Ending fields,
enter the date range or number range.

4. To print more than one receipt per page, click the Print Multiple Receipts per
Page check box.

5. In the Message to Print section, enter a message you want to include on the
receipt.

Y . .
&#j) Note: For more details on this report, see page 212.

Post Cash Receipts

& : : . o
&#j) Note: To work with A/R posting functions, you must close all drawers in the file cabinet.

P To post cash receipts

1. When you have finished entering all the payments, click the Post C/R button.
The Post C/R dialog box appears.
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2. In the Posting Date field, enter the date of the bank deposit.

Post C/R: EZ-Going Child Care

Posting Date: | 04/10/2003

Freview ikt Opiions
[] Print Category Summary
[] List Payments in Data Entry Order

Printer:
=1

[ Post ] [EPregiew Pre—Pnst§| [ Print Pre-Post ] [ Cancel ]

3. Click the Preview Pre-Post button to verify your totals. The following report
previews on the screen:

M= E3
W ] m| v ] [ro0x 5] e —
Posting Report - Preview ?atﬁ g?;g*’giﬂlﬂ
ime: 01
Your Test Center Page: | Il
Payrent Type Date Name Check No./Comment Armount
Cuash 0741272000 Brewer, Sarah for Julie Brewer $50.00
Subtotals for Cash Number of Items: 1 $50.00
Check 07102000 Iloore, Arlene #141 for Ira Moore $33.00
071272000 Social Serwices #2127 for Frankii Lanharm $260.00
Subtotals for Check Nurmber of Ttems: 2 20500
Credit Card 07/12/2000 Richman, Miriarm for Adrian Rickiman $100.00
Subtotals for Credit Card Number of Items: 1 $100.00
Deposit Total $44500 -l

4. Close the preview with the Close Preview button (the door).

5. If you only want to print the preview and not post it at this time, or if you want a
record of what transactions you are posting, click the Print Pre-Post button.
Choose the printer, and click OK.

6. When you are ready to post, click the Post button. A message appears,
summarizing your posting. It shows the posting date, the number of cash
receipts to be posted, and the amount to be posted. Click Yes.

EZCARE2

Tatal Mumber of Cash Feceipts to be posted: 1

@ Cash Receipts to be posted for 070342000
Total Amount of Cash Receipts to be posted: $45.00

Are pou sure pou want to post?

7. Another message appears, detailing what was posted and asking if you want to
print the Posting Report.
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EZCARE?2

&

8. Ifyou

Cazh Receipts have been posted for 07 /03,2000
Tatal Humber of Cash Receipts Posted: 1
Total Amount of Cash Receipts Posted: $45.00

Do you want ta print the Posting Report now?

Additional Hints on Posting

click Yes, both a Posting report and a Deposit slip will be printed.

e The Date Range refers to the Posting Date/Deposit Date that appeared on
the top of the Posting Report when the original posting was made.
e Ifyou prefer NOT to see each ledger as you are processing the payments, you
may click on the Hide Ledger button so you will o/ see the line items. This
ives you an ability to see more C/R transactions as you enter them, even though
5
you won’t be able to concurrently see their effect on corresponding ledgers. See
the following illustration for an example.
TTERSBCIGRS L Hid
M Date Name Payment Type | Amount | Category | Check#t/C
07/10/2000 [Moore, &rdene | Check 35.00|Papment | 141 for Ira Moore EZ2
07/12/2000 |Brewer, Sarsh | Check 50.00| Payrent for Julie Breveer EZ2 |
071272000 [Social Services |Check 260.00) Payment 227 for Frankii Lanham EZ2
Iu?ﬂwonn Dean, dlana | Check ]UUUU Payment  |forJanet Dean EZ2 ~|
4 »
Fransactions.
W Date Mame Payment Type | Amount | Category | Checkit/C
07/10/2000 [Moore, Alere | Check 35.00) Papment | 141 far Ira Moore EZ2
007/12/2000 | Brewser, Sarah | Cash 5000 Papment  |far Julie Brewer EZ2
07/12/2000 |Social Services |Check 260.00| Papment | 227 for Frankii Lanham JJEZ2
07/12/2000 |Dean, Alana | Credit Card 100.000 Papment  |far Janet Dean EZ2
4/ 0.00 EZ2
< | 5
Humber of Checks: I 2 Check Total: $295 00 Deposzit Total: I $445.00
Cazh Tranzactions: | 1 Cash Total: 45000  # Transactions: | 1
Other Transactions: I 1 Other Total: $100.00 Print Receipt | Post C/R._. |
°

You may reprint any Posting report or Deposit slip. From the A/R menu, click

A/R Reports. From the A/R report list, choose Deposit Report.

Removing Posting (Group, C/R, EZ-EFT)

If you’ve incorrectly posted some transactions, you can remove them so they are not

processed

» Toremove

a posting

1. From the A/R menu, click one of the following:

Remove Group Posting
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e Remove C/R Posting
e Remove EZ-EFT Posting

Remove Tuition Posting: Your Test Center

Select a batch number to be removed:
Batch Posted User Removed Amt. Posted | # Posted | «
114]12/26/2002 031310PM |EZ S AM $90.0 1
109(12/23/2002 0817:24 AM  |EZ A M $3440.1 45
108(12/23/2002 08:09:23 AM  |EZ dd o AM $34407 45
106|12/23/2002 030016 &M |EZ 12/23/2002 08:16: Fa4401 45
49|06/23/2000 11:2415 &AM |EZ A M 31350 1

-
A L

Remove | Done |

2. Then, click in the Batch column of the row representing the posting you want
removed.

3. Click the Remove button. A message appears, showing the information about
the batch or batches selected.

4. Click Yes to remove the posting, or click No to retain the posting and return to
the previous screen. If you’ve chosen to remove, a message appears, confirming
the removal.

5. Click OK. When a remove is complete, a date is placed in the Removed column.

6. When you are finished with this option, click the Done button.

Setting Up Customized Cash Receipts

You can print a standard cash receipt for the current record by clicking on the Print
Receipt button on the Cash Receipts dialog box.

P To set up a customized cash receipt and have it print for the current record

Click on the Reports button . The Report Library appears.
From the Category picklist, select Accounts Receivable.
Select the Payment Receipts report.

Click the Print button.

Click the Save As button. When prompted for the name, enter Receipt Button.

o o M 0 NP

You now have a Customized report. You can make whatever additional changes
you want using the Report Designer (see Custom Report Writer Guide for details).
For example, if you are applying payments to individual children, you can add the
child’s name to the receipt.
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N\ . . .
.#,, Note: If you have already created a custom receipt, you can just rename it
Receipt Button.

7. When you are done modifying the report and close the Report Library, open
Family drawer and go to the Ledger tab for one of your families. The next time
you use the Enter Cash Receipt feature and click on Print Receipt, your custom
receipt will print for the current record.

Sending Out Invoices

You have the option to send out invoices by printing and mailing them, or by email.

Printing Invoices

There are two ways to print Invoices from EZ-CARE2.

Printing as a Batch
P To print invoices as a batch
1. Click the Reports button . The Report Library appears.
2. From the Category picklist, choose Accounts Receivable.

3. From the Report List, double-click Invoices (see page 205 for more
information). You can choose any invoice format you want and specify which
records to print.

"
~,,3’,.r\ Note: You also have the option to email invoices instead of printing them. With this option,
you can save a copy of the invoice to your hard drive. For more information, see page
154,

Individually From the Ledger Tab

You may print individual invoices for the current record from the Ledger tab by clicking the
Print Invoice button. By default, this button prints the Invoice Report or 2 modified

y p p
version of that report named “Invoice Button.” You can set up more than one “Invoice
Button” report by simply including the words “Invoice Button” in the title (for example, Day
Center Invoice Button or Mary’s Invoice Button) of a report when you name it. When you click the
down-arrow next to the Print Invoice button, you’ll see a list of any reports with “Invoice
Button” in the name. To select one of them, click its name.

it [ - . i!l

Print Invoice...

Camper Dey Catmp Invoice Butkon

htary's Inwoice Butkon

Jack Apallo

For details on how to create a customized invoice, see page 155.
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Emailing Invoices

In addition to printing invoices, you have the option to email them instead; EZ-CARE2
supports Outlook Express (preferred program) or Outlook for this option. For details on
how to set up your system to use Outlook Express or Outlook for EZ-CARE2 emails, see
page 367.

'«:",,; Note: To test the Email Invoices feature, enter your email address on a family record with a
balance. Then, choose to send an invoice for only this account. This gives you the
opportunity to view how the emailed invoice will look. When you're done testing,
remember to change the email address back.

» To email invoices
1. Click the Reports button | The Report Library appears.
2. From the Category picklist, choose Accounts Receivable.

3. From the Report List, double-click Invoices (see page 205 for more
information).

4. Make the selections for which information you want to include in the invoice.
In the Send To line, click the Email option.

6. In the Format line, click either HTML, which includes the invoice in the body
of an email as HTML, or PDF, which attaches a PDF of the invoice to the
email. When you choose to email invoices, the Print button changes to Email.

7. Click the Email button. The E-mail Options screen appears.

@ Email Options
£Emal Felds

Family Ledgers:
Ehdail v

Include a Click-to-Pay link to allow online payments More e Chick-lo-Fay ...

Save a copy of each emailed Invoice to this folder:

clsoftefez-camp2iinvoices g

Emar Subifect:

July Invoice

Additiondf emal message fext:

*r'ou can make vour payment online at our secure web site. Please link below to enjoy the o]
convenience of paying online today!

[ OK ] [ Cancel ]

8. If you have multiple email addresses in your system for families, choose which
email address you want to use for the message from the Family/Ledger Email
Fields and the Other Ledger Email Fields.
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9.

Define the Email Subject and the Additional email message text for the
email.

10.If you want to save a copy of every invoice you send on your hard drive, click the

Save a copy of each emailed invoice check box, and then enter the path where
you want to save them. You may not want to do this if you’re sending many
invoices.

=\ . . .
(o Note: The Include a Click-to-Pay link to allow online payments check box
provides a link in the email that allows parents to pay their bills online.
This option requires some setup. See the next section for more
information.

11. Click the OK button. Your email program emails invoices to the parents you

selected. See the next section for information on how parents will use this email
message to pay their bills online.

Printing Customized Invoices

You have the option to set up one or more customized invoices to print instantly from the
Ledger tab by clicking the Print Invoice button. By default, the Print Invoice button prints
the Invoice Report or a modified version of that report named “Invoice Button.” You can
set up more than one “Invoice Button” report by simply including the words “Invoice
Button” in the title (for example, Day Center Invoice Button or Mary’s Invoice Button) of a report
when you name it. When you click the down-arrow next to the Print Invoice button, you’ll
see a list of any reports with “Invoice Button” in the name. To select one of them, click its

name.

P To set up a customized Invoice

1. Click on the Reports button | The Report Library appears.

2. From the Category picklist, select Accounts Receivable.

3. Seclect the Invoices report.

4. Click the Print button.

5. Click the Save As button. When prompted for the name, enter a name—it must
include Invoice Button as part of it. You now have a modified system report.
You can make whatever changes you want to customize the report, using the
Report Designer (see Custom Report Writer Guide for details).

N\ _
.#,, Note: If you have already created a custom invoice, make sure the name of that
invoice report includes Invoice Button as part of the name.

6. When you are done modifying the report and have closed the Report Library,
open the Family drawer and go to the Ledger tab for one of your families. Click
the down-arrow on the Print Invoice button, and select the customized invoice
report you want to print.
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’ 7 . I
Print Invoice... A —— LI

Camper Dey Campy Invoice Bubton

hary's Invoice Buttan

Jack Apallo

Processing Transactions Electronically

EZ-CARE2 provides users with several different options for processing credit card and
electronic bank draft transactions. These are intended to address different needs that our
users have in different situations.

Click to Pay

The Click-to-Pay module allows you to set up a web page that customers can use to make
online payments. For details on using the module, please download the Payment Processing
Manual from the Document Library section of the EZ-CARE2 Client website.

Insta-Charge

Insta-Charge allows you to process one-time payments with a credit card easily and securely.
It works very much like a standard retail credit card terminal. For details on using the
module, please download the Payment Processing Manual from the Document Library section
of the EZ-CARE2 Client website.

EZ-EFT

The EZ-EFT module allows you to process preauthorized recurring credit card and bank
draft transactions. Typical uses involve charging for tuition or other expenses as part of a
regular collection cycle. EZ-EFT can charge parents’ credit cards, or transfer money directly
from parent’s bank accounts using electronic funds transfer. For details on using the module,
please download the Payment Processing Manual from the Document Library section of the
EZ-CARE2 Client website.

Year-End Procedures

Collapse Transactions

This section spells out an year-end maintenance process that eliminates excessive amounts of
transactions that are no longer referenced by the system. Carrying out year-end maintenance
results in improved system performance. This process is normally done AFTER year-end
statements are run.

Working with This Option

First, make a backup of the cabinet(s) that you are going to run this option for.
Running a collapse is a NON- REVERSIBLE process—data is removed that cannot be
retrieved. If this option is done incorrectly, restoring the cabinet from a backup will bring it
back to its original state before the collapse.
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P To collapse transactions

1. Double-click Office Administration, double-click Chapter 4 (Accounts Receivable
Setup), and double-click Collapse Transactions. The Collapse Transactions
dialog box appears.

2. Click the cabinet you want to collapse transactions from, and click the Select
button.. The Collapse Transactions dialog box appears.

Collapse Transactions: EZ-Going Child Care

tip to and fnolvding
C Only Clear Ledger Audit Trail

() Collapse Transactions
and Clear Ledger Audit Trail

Date:

Category for Balance Forward

[Cnllapse ] [ Cancel ]

3. In the Up to and Including section, enter the date you want to collapse to.
4. Sclect the Category for Balance Forward from the picklist.

5. On the right, choose whether you want to Only Clear Ledger Audit Trail or
Collapse Transactions and Clear Ledger Audit Trail.

6. Click Collapse to complete the process. A message appears, asking you to
confirm you want to remove the transactions.

7. Click Yes. A message appears to let you know the transactions have been
removed.

Accounts Receivable Reports

EZ-CARE? offers many Accounts Receivable reports. For more complete descriptions, see
“Accounts Receivable Reports” on page 197.

e Aging Report e Payment Receipts

e Deposit Report e Period Analysis Report

e EZ-EFT Information Report e  Period Variance Report

e Invoices e Revenue Summary Report

e Ledger Audit Report e Year-to-Date Payment Summary Report

e Ledger Variance Report

Year-to-Date Summary Report
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7. Generating Reports

This chapter presents an overview of both simple and advanced reporting features in EZ-
CARE2. You’ll learn how to preview and print reports, and how to save your changes to the
default settings for a report. All of the reports provided with the system are also explained.

Working with Reports

hoose a Report to Print: EZ-Going Child Care

~| Category  Datshase ¥ | Drawer  Family N

3 . [T
Sy Lk Timri M4l FH

| ~ X % ing Dy % e Cenorr

Check List Report

| Child Directory (with Pictures)
i Allergy Report

Child Directary

Child Information Report
Child List

Contacts Repont by Class
Contacts Report

Email Addresses

Ethnic background by Class
i Family Infarmation Repart
|| Jan/Febiar Birhdays
Immunization Report

: Mailing Labels "To the parents of"

cm mu

DT [T
LT TN ET Y e
At irmes W0
IR E Y [t 1
Loamelaie 1 @
oo e et
are gy Ve

i

FUOUET IO nnn s o

Custom Order | [ Alpha Order

Report Types
S - System Report C - Customized System Report
D - Designer Report W - Wizard Defined Report
Z - Wizard Report Revised with Designer

(Now Report..] _Rsname.._ [Dsist Repar]

All reports are generated from the Report Library screen. To access this screen, do one of
the following:

e click the Reports button on the toolbar ( |)

e from the File Cabinets menu, choose Print Reports
e press CTRL+P on your keyboard
e from the A/R menu, select A/R Reports

The Report Library screen will always attempt to select an appropriate report category based
on the screen and tab that you were in when you opened the Report Library. For instance, if
you open the screen from the A/R menu, the Accounts Receivable category will be
selected automatically.
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Creating Reports

In order to edit the layout, appearance and contents of a report, you must purchase the
Custom Report Writer module.

If you have purchased the Custom Report Writer module, you will have access to both the
Report Wizard for creating new reports, and the Report Designer, which is used to refine
customized or Wizard generated reports. Both of these tools are described in the “Custom
Report Writer Module” section, page 347.

If you have not purchased the Custom Report Writer module, you can make copies of a
report and change the print options that are saved as defaults, but you cannot edit the layout,
appearance and contents of a report.

Browsing Reports

You can use the Report Library screen to browse through all of the reports that are in the
system. You will see different reports in the Report List depending on the Cabinet,
Category and Drawer selected.

Report Categories

The report categories present in the system are:

Category Description
Database Reports related to the Center, Family and Staff drawers of your file cabinets.
Accounts Receivable Reports related to financial matters and the Accounts Receivable module.
Sessions Reports related to the sessions that have been set up in your system.

Admin Reports Reports for system administrators and other power users.

Report Types

To the right of each report you will see a letter indicating the Report Type. There are five
types of reports in EZ-CAREZ2:

(S) System Reports  This is the classification for all standard reports that come with the system. The
fields used in these reports, as well as the placement of the fields and columns on
the page, have all been pre-arranged to allow you to produce the reports
immediately.

Some system reports can run as defined, while others require you to make some
choices and set preferences. For example, to generate the Birthday List report, you
must choose at least one month.

(C) Customized These are System reports that have been modified and renamed using the Save

System Reports As command. An example would be a Birthday List report saved as "Birthday List
for Summer," which might include only those children whose birthdays are in the
summer months. This title will appear as the title on the report.

You can create a customized report from any System Report and designate the
options and preferences you prefer for just that report.

In addition, if you purchased the Custom Report Writer module, you can modify
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(W) Wizard
Designed Reports

(D) Designer

the format and appearance of most Customized System Reports using the Report
Designer (see Custom Report Writer Guide for more details).

These are reports created using the EZ-CARE2 Report Wizard. The Wizard guides
you through the design and creation of the report and allows you to specify what
fields are included, totals, fonts, sort characteristics, selection characteristics, and
portrait or landscape printing. See Custom Report Writer Guide for details.

You must purchase the Custom Report Writer module in order to create
additional reports this way.

These are reports that are totally designed and created using the advanced Report

Reports Designer feature. This allows virtually unlimited control of the report design but
generally requires a higher level of technical expertise.
(2) Wizard Designed ~ These are reports created and saved using the Report Wizard, and then edited

Reports Revised
with Designer

using the Report Designer.

@ Note:

Fields cannot be added to Z reports. If you want to add fields to a saved Wizard report
and then modify it with the Report Designer, first open the Wizard (W) report, then click
on Save As, then enter a new name. This preserves the original report. Next, select
the new report, click Print... then click on the Report Wizard button and add the new
fields. When you are done, click on the Report Designer button to make layout
changes.

Viewing Preview Graphics in the Report Library Screen

When you select a System or Customized System report in the Report List, a small graphic
of that report appears to the right to show you the general appearance and content of that

report.

Report List
EY Birthday List

Bales LM
Tiar: HAGIIEH
Faui

Birdddkay List
[ ~ B Gving Thug S re Chncer

Check List Report S
[ child Directary fwith Pictures) C
B Allergy Report i
[ child Directary S
[ | child Infarmation Report S
[ Child List 5
| contacts Report by Class C
[ | contacts Report S
[ | Email Addresses W'
[ Ethnic hackground by Class A
] Family Information Report S
[ Jan/Feb/Mar Bithdays Io]
[ | iImmunization Report S
: Mailing Labels "Ta the parents of" CC

| Custom Order | [ Alpha Order
Report Types

S - System Report  C - Customized System Report
D - Designer Report W - Wizard Defined Report

Z - Wizard Report Revised with Designer

If you click on that graphic, a “zoom” graphic pops up to show you a closer view of a small
portion of the report.
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T Zoom view; choose Close or Esc to close this vi

Birthday List

Child Class Age FPhone Number
Appleby, Kelsey Preschoal 004 507 (2154559878
Appleby, Samantha Infant 51908 109 (215 42-8987
Burgess, Tevyn Infant 01/08/1998 111 (2155587808

If a report produced using the Report Wizard or Report Designer is selected, you will see a
notice that no preview graphic is available:

Heport List
[ ] Birhday List I
[ | check List Report S
[ | child Directary (with Fictures) C

4 eport
Child Directany
Child Information Report

Child List

Contacts Report by Class
Contacts Report

Ernail Addresses

Ethnic background by Class
Family Information Report
Jan/Febtar Bithdays
Immunization Report

Mailing Labels "To the parents of"

No Preview
Available

FWOOWE EM0OMNIEN0E]

Custom Order | l Alpha Order

e s
S - System Report  C - Customized System Report
D - Designer Report W - Wizard Defined Repont

Z - Wizard Report Revised with Designer

Selecting a Custom Sort Order

The sort order for the reports in the Report List is determined by the two buttons under the
list. By default, the Alpha Order option is selected, which lists the reports alphabetically.
You can also click on Custom Order, which displays the view shown below and allows you
to re-arrange the order of the report list within a category.

Report List

¥

Check List Feport

| child Directary (with Fictures)

B Allergy Feport

Child Directary

Child Information Feport

Child List

| Contacts Report by Class

|| Contacts Fepaort

Ernail Addresses

Ethnic background by Class

Family Information Report
Jan/Feb/Mar Birthdays

| Immunization Feport

: Mailing Labels "To the parents of"

émoméémommméomﬁ

<

| Custom Order | [ Alpha Order l

To move a report, click the gray box to the left of the report name, and hold the mouse
button down. Drag the gray button up or down the list to the desired location. You can
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always switch back to Alpha Order to find a report, and then return to the Custom Order
without it being changed.
Previewing a Report

EZ-CARE2 allows you to display the output from a report on screen within the application,
so that you can see the contents of the report without needing to print it out.

» To preview a report

1. Open the Report Library screen.

2. Seclect the Cabinet you want to draw data from.
3. Seclect the Category of the report, and if necessary, select the Drawer.
4. Select the report you want to preview from the Report List.
5. Click the Print button. A new screen appears in which you can set options for
the report:
% Birthday List: [7-Going Child Care
N
tnclude Classes trclide Monlis
[ Januar v -~ . e
2 Fobey \ Options Specific to
B fort p This Report
: Clear |
J
Oplions ~N
Status: | Adive Send To: & Printar O Fila
Sot By:| one-na sor Fomae Standard Report
Mew Page: Printar: . Optlons
Selection: | (Mone - all reconds) Copies: 1 Fornait Change
-~/
Save As... | [ eim ] [Prevew.. | [ pone |

The upper half of the screen contains the options that are specific to the report,
if any. The lower half of the screen contains the standard options which are
present for all reports.

6. Set any options that are specific to the report. For details on report-specific
options, see the entry for the report later in this chapter.

7. Set the standard report options. See “Setting Standard Report Options” on page
166 for details.

8. Click the Preview button. The Report Designer screen opens, displaying the
selected report:
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Cm] e s
Birthday List Date: 04/10/2009

FZ Going Child Care P 0T
Child Class Birthdate Age  Phone Number
Erewer, Julie Infant 124312007 103 215-558-7808
Mocre, [ra Schodl Age 0551999 911 215-587-7745
Mocre, Larry Preschoal 09072002 607 215-587-7745
Richman, Adrian Kindergarten 02/24/2002 701 215.542.5629
Trout, Adam Todder 124152005 303 215.432.5102
Springer, April Piano 02012002 608 215.455.987%
Eaker, Karen Todder 04052006 300 215.542.39%7
Hanson, Tamie Preschool 12/02/2002 604 2156360955
Alexander, Zachary Kinder garten 07052002 600 215.455.987%
O'Brien, ey Todder 04022003 400 215-348-7210
O'Brien, Sam Infant 01022007 203 215-548-7210
Jay, Caral Schodl Age 042501999 911 215-326-9854
Jay, Kemmy Todder 02022005 308 215.326.9854
Richman, Albyssa Schod Age 05052000 211 215.542.5639
Richman, Alex Todder 09/20/2005 306 215-342-3639
Lee, May Kinder garten 0608/2001 710 215.632-3785
Lanham, Frarki Todder 047222005 311 610-871-3432
MeClelland, Sally Klinder garten 084282002 607 215-293-360% @

< >

9. Use the following controls, located in the Print Preview toolbar, to view the

report:

Control

100% | »

MEIE}E]

Function
Go to the first page of the report.
Go to the previous page of the report.

Clicking on this button opens up the following screen that allows you to jump to a
selected page within the report:

:|Go to Page rz|

Page Mumber:

Select the Page Number you want to go to, and click the OK button.

Go to the next page in the report.
Go to the last page in the report.
Set the zoom level for the report.
Exits Print Preview.

Prints the report. See “Printing a Report” page 165 for details.

10. When you are done previewing the report, click to exit Print Preview. You
will be returned to the Print Options screen.

11. Click the Done button to return to the Report Library screen.
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If you changed the settings for the report, you will be prompted to save the
report along with its settings under a new name. See “Copying a Report” page
169 for details.
Printing a Report
» To print a report
1. Open the Report Library screen.

2. Select the Cabinet you want to draw data from.
3. Seclect the Category of the report, and if necessary, select the Drawer.
4. Select the report you want to print from the Report List.
5. Click the Print button. A new screen appears in which you can set options for
the report:
% Dirthday List: £7.Going Child Care
N
Include Classes Include Months
Flien % Famey @ . .
[ Tosd [ Fetay Options Specific to
B Kndgenen L g 3 This Report
/
Oplicrrs ~
Stmtus: Active Send Te: & Printer 2 File
Sont By: (Nane-no ser) Format Standard Report
Nirw Page Printur .
Salection: | (Nons - all records) Copies: 1 Forai optlons
[save as... | [ Pom | [Preview.. | [ Done | -

The upper half of the screen contains the options that are specific to the report,
if any. The lower half of the screen contains the standard options which are
present for all reports.

6. Set any options that are specific to the report. For details on report-specific
options, see the entries for each report later in this chapter.

7. Set the standard report options. See “Setting Standard Report Options” on page
166 for details.

8. Click the Print button. The Printer screen opens:

Printer,
Printer
Name: v

Statug: Feady

Type: HPF Laserlet 4050 5 eries PCL
“where:  \Margohdpd050

Comment:

OF, l ’ Cancel
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9. Select the printer you want to send the report to and click the OK button. You
will be returned to the Print Options screen.

10. Click the Done button to return to the Report Library screen.

11.1f you changed the settings for the report, you will be prompted to save the
report along with its settings under a new name.

‘:‘) ‘ou have edited Birthday List.

Do you wish ko save this as a new Customized Report?

[ Yes H Mo ][ Cancel ]

e To return to the Report Library screen without saving a copy of the
report under a new name, click the No button.

e To return to the Print Options page, click the Cancel button.
e To save the report under a new name:

i. Click the Yes button. The Save Report As screen appears:

:Tl_a Save Report As

Description:

ii. Enter the name you want to give to the new copy of the report, and click
the OK button. You will be returned to the Report Library screen, and
the new copy of the report will appear in the Report List.

Setting Standard Report Options

The following report options are present on the Print Options page for all reports:

Oplions
Status:| Active Send To:| @ Printer O File
Sort By:| (None - no sor) Format:
New Page: Printer:

Selection: | (Mone - all records) Copies: |1 Fortrait
I Print l [ Preview.___ ] I Done ]

P To set the standard report options when printing a report

1. Select whether to output the report to a printer or to a file:
e To output the report to a printer, set Send to: to Printer.

e To output the report to a file, set Send to: to File. See “Printing a
Report to a File” on page 170 for details.

2. To change the remaining report options:
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a. Click the Change button. The Report Options screen appears:
Report Options: EZ-Going Child Care
Sort By:
|(N0ne—n0 sor) | %t
Selection Criteria:
| {Mone - all records) | ‘ﬁ
Printer:
| | | &
KNew Fage Lavout Lopres Status
Number of Active
copies:
1~ [ Inactive
Collate [ Remove
| oK l l Cancel ]
b. To select the sort order for the records in the report:
i. Click the Sort By button. ﬂ The Library of Saved Sorts screen appears:
Library of Saved Sorts: EZ-Going Child Care
Sart Hame.
i {None - no sor) o -:!.
| Class and Birthclay _
Bitthdlate (vear then month, day)
Birthclay (MkiDD)
Class Mame/Last Mame
[ Sort List Alphabetically
Show Saort
() Report: Birthday List
O All Sorts
ii. Select the sort order you want to use and click the OK button. (For
details on creating sorts, see “Sorts and Selections” on page 29) You will
return to the Report Options screen, and the sort order you selected will
be displayed in the Sort By field.
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c. To set the selection criteria that will be used to determine which records

appear in the report:

i. Click the Selection Criteria button. ﬁ The Library of Saved Selections
screen appears:

Library of Saved Selections: EZ-Going Child Care

Selection Mame.

{Mone - all records)

[ JustGirls

Cancel

Edit
Duplicate

Delete

Bename

[ Sort List Alphabetically |

Show Seleclion
(=) Report: Birthday List
O All Selections

ii. Select the selection criteria you want to use and click the OK button.
(For details on creating selection criteria, see “Sorts and Selections” on
page 29.) You will return to the Report Options screen, and the selection
criteria you selected will be displayed in the Selection Criteria field.

If you want the report to always start a new page at a certain point, check the
selection under New Page. The exact contents of this section of the screen
will vary depending on the sort order that was selected.

Set Layout to Portrait ([]) or Landscape ().

Under Copies, set Number of Copies to the number of copies of the
report that you want to print out. Check Collate to print out each copy in its
entirety before starting on the next. If Collate is not checked, the report will
print out all of the copies of the first page, followed by all of the copies of
the second page, and so on.

Under Status, check Active, Inactive, or Remove, to determine whether
Active records, Inactive records, or records marked for removal will appear
in the report.

If you have purchased the Custom Report Writer module, you can click the
Report Designer button to edit the actual report. Once you finish editing
the report, you will be returned to this screen. For details on editing a report
using Report Designer, see the Custonz Report Writer Guide.

Click OK to return to the Print Options screen.
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Copying a Report
You can make a copy of any report in the system.
» To make a copy of a report
1. Open the Report Library screen.
Select the Cabinet associated with the report.
Select the Category of the report, and if necessary, select the Drawer.

Select the report you want to copy from the Report List.
Click the Print button.

o o &> W N

In the Print Options screen, click the Save As button. The Save Report As
screen appears:

i Save Report As @

[ 0K ]I Cancel l

7. Enter the name you want to give to the new copy of the report, and click the OK
button. You will be returned to the Report Library screen, and the new copy of
the report will appear in the Report List.

Renaming a Report
You can rename any report except for System reports (type S).
» Torename a report

1. Open the Report Library screen.

2. Select the Cabinet associated with the report.

3. Select the Category of the report, and if necessary, select the Drawer.

4. Select the report you want to rename from the Report List.
5

. Click the Rename button. The Rename Report screen appears:

¥ Rename Repori @

Description: .a'ih.llerq'-:..-' Fepor

6. Enter the new name for the report and click the OK button to save the change,
or click Cancel to cancel the name change.
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Deleting a Report
You can delete any report except for System reports (type S).
P To delete a report
1. Open the Report Library screen.
Select the Cabinet associated with the report.
Select the Category of the report, and if necessary, select the Drawer.

Select the report you want to delete from the Report List.

a p w0 DN

Click the Delete Report button. A confirmation screen appears:

"f This will delete report ‘Allergy Repart’,
.

Do wou wish to continue?

6. Click the Yes button to delete the report, or click the No button to cancel
deletion.

Printing a Report to a File

You can “print” a report to a file instead of sending it to a printer. You can generate a PDF
or HTML version of the report, or you can output the information to an Excel spreadsheet.

P To print a report to a file
1. Open the Report Library screen.

2. Select the Cabinet you want to draw data from.
3. Select the Category of the report, and if necessary, select the Drawer.
4. Select the report you want to print to a file from the Report List.
5. Click the Print button. The Print Options screen will appear.
= Birthday List: EZ-Going Child Care
fnctude Classes frciude Months
8 January &)
Toddler I Februan
Preschool harch |
Kindergarten April |
[4 Computers ____ ¥| Eley ¥
Options
Status: Active Send To: | & Printer C File
Sort By: (Nn - L Format:
e = . =
e = e e
Print ] [ Preview._ .. ] [ Done ]
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6. In the standard print options, set Send to to File and then select one of the
following Formats:

Format Description

Excel The report is created as an Excel (.XLS) file. This format is useful to perform
additional analysis on your EZ-CARE2 data using Excel.

Wizard reports edited with Designer, but only for

SN L .
Mﬂf}) Note: This functionality is available for all Wizard reports and
certain System Reports.

PDF The report is created as a PDF file. Reports in PDF format retain the look and
feel of the original report with formatting, graphics, fonts, and color intact. To
view the PDF report, you must have Adobe Acrobat Reader. This format is
very convenient to email reports as an attachment.

HTML  The reportis created as an HTML file. HTML is the formatting language used
for web sites. Many email systems can display HTML information directly in an
email message.

7. Click the Export button (this button replaces the Print button once you set
Send to to File). You will see a message box that tells you that the file has been
created:

L] Birthday List has been successfully exported to the file
. ci\softerlez2idatal c0000170\exportibirthday list, pdf.

Moving Reports between Cabinets Using Import/Export

EZ-CARE2 provides an easy way to export a report to another cabinet, or import a report
from another cabinet. You can export a report to a file, and then import it into another
cabinet, or even a separate installation of EZ-CARE2, by importing from the file.

g

Warning! If your reports contain user-defined fields, make sure the cabinet you are importing to
P has the same setup. Exporting a report also brings over the Sorts and Selections.

Exporting a Report to a File
Follow these procedures to export a report to another cabinet or to another site.
P To export a report
1. Click on the Reports button. [l
2. C(lick the New Report button.

3. Click the Import/Export report button. | Be=%8 | The Export/Import
Report dialog box appears.
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) Import/Export Report: EZ-Going Child Care @

@ Export
O Import

Select reportfs

[ Active Children Sorted by Class W
[ Aging ReportwiHome phane C
W
C

-~

[ Allergy Repont
[[] Alphabetical List of Children (Banded)

[] Attendance Reportwith Pictures C

4. At the top of the screen, select Export.

5. In the Select reports section, check the box next to the reports you want to
export. Click the All button to check all reports. Click the Clear button to
uncheck all reports.

6. In the Export reports to field, enter the path and file name for the report

export. You can also click the E] button, go to the location where want to save
it, give it a name, and click Save. You can put the file on the desktop or where

you would like. It must be a file with a .ZIP extension (for example:
C:\REPORT.ZIP).

7. Click the Export button. A message appears, telling you the export is complete.
8. Click OK
9. When the export is finished, click Done.

Importing a Report from a File

Follow these procedures to import a report that has been exported from another cabinet or
another site.

» Toimport a report
1. Click the Reports button in the main toolbar. |

2. Seclect the correct Cabinet, Category, and Drawer. You need to import the
reports into the proper cabinet and category. Import Sessions reports into
the Sessions category, and Database reports into the Database category.

3. Click the New Report button.

4. Click the Import/Export report button. | B®==3 | The Export/Import
Report dialog box appears.
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) Import/Export Report: EZ-Going Child Care g|

@ Export
O Import

Select reportfs

[] Active Children Sorted by Class W
[ Aging Repart wHome phone C
] Allergy Report W
[} Alphabetical List of Children (Banded) C
[] Attendance Rieport with Pictures C ™

BRI

l|laptout zip | E]

~l

I Export 1 [ Done ]

At the top of the screen, select Import.

In the Import reports from field, enter the path and file name for the report

you’re importing. You can also click the B button, go to the location where the
report is, and double-click the file (for example, C:\REPORT.ZIP).

Click the Import button. A message appears, telling you the report was imported

successfully.

Click OK.

Click Done. The imported reports will display in your report list.
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Database Reports

@ Note: All these reports default to show only Active status children, families or staff. If you
want to include persons with Inactive or Remove status, you need to select the
Inactive or Remove options under the Status heading in the standard report options.
See “Setting Standard Report Options” page 166 for details.

Some of these reports are only available within the Family or the Staff drawer, while others
exist in similar versions in Family, Staff, and user-defined drawers. You select the relevant
Drawer from the top right of the Report Library screen.

Birthday List

Birthday List Date: 04/06/2000

EZ-Going Child Care :,f:: T
Child Class Birthdate _Age  Phone Number
Erewer, Julie Infant 12/31/2007 103 215-558-7898
Muoore, Ira School Age D5/05/1999 9.11  215-587-7745
Moore, Larry Preschool 09072002 6.06  215-587-7745
Richman, Adrian Kindergarten 02/24/2002 701 215-542-5689
Trowt, Adam Toddler 12/15/2005 303 2154325102
Springer, April Piano 08/01/2002 608  215-455-9878
Baker, Karen Toddler 04/05/2006 3.00  215-542-3987
Hanson, Jamie Preschool 12/08/2002 6.03  215-636-0955
Alexander, Zachary Kindergarten 07052002 6.09  215-455-9878
O'Brien, Joey Toddler 04/08/2005 311 215-548-7210
O'Brien, Sam Infant 01/02/2007 203 215-548-7210
Jay, Caro] School Age 04/25/1999 9.11  2]15-326-9854

The Birthday List report provides you with a list of all children whose birthdays fall within
the selected months. For example, you could produce a list of all children with birthdays
over the summer months.

In order to run this report, you must select the Database category, and the Family drawer.

P To set report-specific options

fnciude Cl3sses fnciude Moniths
[ Infant ~ January ~
Taddler February
Preschool bdarch
Kindergarten April
Computers v by (v
[ an | [ clear [ an | [ clear
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1. Check the entries for the classes that you want to include in the report in the
Include Classes list. Click the All button to check all classes. Click the Clear
button to uncheck all classes.

2. Check the entries for the months that you want to include in the report in the
Include Months list. Click the All button to check all months. Click the Clear
button to uncheck all months.

Check List Report

Child Check List Report
Child Item Type  Description Dat2 Completed
Sirapson, Foger Fomm Field Trip Felease D606 Ve
Lppleby, Kelsey Field Trip Felease 0610096 £
A ppleby, Samantha Field Trip Release 0&/1096 X
Burgess, Tarym Field Trip Release 0&/10/96 p:4
Child Check List Report - by Item

Ltem Type Description Child Date Completed
Form Field Trip Release Appleby, Kelsey 061006 b4
Form Field Trip Felease A ppleby, Samantha 061006 b4
Frrn Fiald Trin Releaan Foroeaa Tarm NANRA W

The Check List Report prints a list of open and/or completed items entered into the Check
List superfield.

Y o .
",,3,%. Note: In order to run the report, you must have set up a check list in either the Child or
Family tab of the Family drawer for the selected Cabinet.

In order to run this report, you must select the Database category, and the Family drawer.

P To set report-specific options

Frint Far Lhia ftem Type
@ All O One @Al O One
O Family
fnciude ifems Organize Sy include Dates
[ Completed © Child

: Start:
O Check List ltem Type

End:
¥ To Do [1New Page Per Child "

1. Under Print For, you can select either Child or Family. If you select Child, the
report will list records from the Check List field in the Child tab. If you select
Family, the report will list records from the Check List field in the Family tab.
If you only have a Check List field in one of the tabs, the other one will be
disabled, and you will not be able to select anything.

2. Under Child, you can select All to print records for all children, or One to print
records for just one child. Select the child from the list below. (If Family is
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selected under Print For, this section is renamed Family, and allows you to
select all families or just one.)

Under Item Type, you can select All to print records for all item types, or One
to print records for just one item type. Select the item type from the list below.

Under Include Items, check Completed or To Do to include items with those
statuses in the report.

Under Organize by, select Child to sort the records in the report by child, or
Check List Item Type to sort the records by item. Check New Page Per
Child/New Page Per Item to start each child or item type on a new page.

Under Include Dates, you can optionally enter a Start and End date. If a date
range is specified, only records entered within the date range will appear in the
report.

Child Directory

Child Directory
Child Birthdate Class Parents Phone Numher Phone Number 2
Appleby, Kelsey 1071781 Infant  LisaAppleby  215.967.8234  215-961-7654
55 Main Street Mark Applsby  215.967-8234  215-934-7932

Dnblin, OH 43017

Appleby, Samantha  0%/1542 Toddler LisaAppleby  215.967-8234  215-961-7654

55 Main Street Mark Appleby  215-967-8234 215-934-7932
[nblin, OH 43017
Burgess, Taryn 0211221 Infant  Lynn Burgess  215-277-5786 215-R56-850%
55 Main Street Tom Burgess  215-277-5766 215-977-6723
Dniblin, OH 43017

The Child Directory report allows you to produce a center directory organized by child
including parents and phone numbers. User-defined options allow you to sort by family or
child last name.

If you have purchased the Custom Report Writer module, you can easily add email addresses
or any other field to this report using the Report Designer. See Custom Report Writer Guide for

details.

In order to run this report, you must select the Database category, and the Family drawer.

There are no report-specific options for this report.
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Child Information Report

: e a1 a 0406/ 2009
Child Information Report Pace 1
EZ-Going Child Care 09:25 PM
Gender
First: Zachary Male Enroll Date; 12032004
Last Name:  Alexander Leave Date:
Birthdate:  07/05/2002 6.09
Clauss Name: Kindergarten
Home #: 1134559878
School Age Info:
Enrichment
School:
Programs:
Grade: AM Bus: Gymnasties: Yes
PM Bus: Karate: Yes
Music: Yes Contacts Checklist MNoles,
Status: Aclive Computers: No
AVAVAVAVATAAVAVAVAVAVAVATAVAVAVAVAVIVATAAVAVAVE VeV VAVA AV AV Ve Ve VA VaTal

The Child Information Report displays the contents of all fields included in the screens
(Pages) in the Child tab. This is useful if you want a paper copy of the information to put in
a child’s physical file folder. The report prints data in the order it is displayed, with two

screens of data printed on each page of the report.

In order to run this report, you must select the Database category, and the Family drawer.

P To set report-specific options

£ha
O One

Include basic family information
[ Include contacts information
[JInclude schedule information

BEE

Child information page numbers:

Include Ciasses

Infant ~
Toddler

Freschool
Kindergarten
Computers ¥
[ an | [ Clear

1. Under Child, select which child records to print out:

a. Select All to print out records for all children.

b. Select One to print out only one child’s record. Select the name of the child

from the list below.

2. Check Include basic family information to include the family name at the
bottom of the page.
3. Check Include contacts information to include contacts information on a
separate page.
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4. Under Child information page numbers, select the pages whose information
you want to include in the report. Selected pages are indented, and the page icon

turns yellow.

5. Check the entries for the classes that you want to include in the report in the
Include Classes list. Click the All button to check all classes. Click the Clear

button to uncheck all classes.

Child List
Child List
Child Class
Carver, Jessica Preschoal
Capuano, Christina Preschool
Engelzen, Sean Preschoal

[£ed

BxX

g*q*n|

Birthdate Age Phone Number

02/24/94 502 215-676-6432
06/20/84 408 215-685-4278
12017093 505 215675-9854

The Child List generates a basic listing of children including name, gender, birthdate, age,
and home phone. For example, for a day center, you could take the printed list along on a
field trip or use it for calling to see if a child is home sick.

In order to run this report, you must select the Database category, and the Family drawer.

There are no report-specific options for this report.

Contacts Report

Contacts Repott
Andrews, Amanda Parents Phone 1 Phone 2 Address
MNeal ndrews 614-766-9392 614-830-8839 1345 Fast Ivlain 3t

5t Louiz, WCOS0014

George 15 not a safe dnver.

Bonnde Smith  614-797-9933 513-509-2033
Contacts Relationship Phone 1 Phone 2 Authorized Pickup
Cindy Bose Friend (614) 453-8830  (614) 382-9392 Yes
Call Cindy on Tuesdays and Wednesdays at 2nd Number
Gretchen Filcox  Grandima (614) 453-8830  (614) 382-9392 Yes
George Zyres Grandpa (614 453-8839  (414) 382-9392 Mo

EW

The Contacts Report provides a printed listing of all emergency contacts and/or Authorized
Pickups for Day Centers. Predefined options let you print only Authorized Pickups

(including parents).

In order to run this report, you must select the Database category, and the Family drawer.
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P To set report-specific options

Frint For organize Hy fnclide Classes

: Infant »~
O Fanmily Toddler

Preschool
Kindergarten
Computers b
Chita [ an | [ clear

@ All O One

[] Authorized Pickups Only

[] Show Contact Comments

Under Print For, you can select either Child or Family. If you select Child, the
report will list records from the Contacts field in the Child tab. If you select
Family, the report will list records from the Contacts field in the Family tab. If
you only have a Contacts field in one of the tabs, the other one will be disabled,
and you will not be able to select anything. Check Authorized Pickups Only to
list only those contact records designated as authorized pickups.

Under Child, you can select All to print records for all children, or One to print
records for just one child. Select the child from the list below. (If Family is
selected under Print For, this section is renamed Family, and allows you to
select all families or just one.)

If Family is selected under Print For, the Organize By options are enabled.
Select to organize records By Family, or By Class/Child.

Check the entries for the classes that you want to include in the report in the
Include Classes list. Click the All button to check all classes. Click the Clear
button to uncheck all classes.

Check Show Contact Comments to list any comments entered for a contact in
the report.

EZ-Entry Barcodes

Frirdt Fot Lavoun Aetion fe Perform

@1 - Across (& Find record. page and field then enter a value

; ; )2 - Across C Find record, page and field then wait for a value
Ry )3 - Across O Find page and field of current record then enter a value
C Find page and field of current record then wait for a value
Rezdes Action Delais Human Readzabie Helds
Ahd Bus v

© Wedge Page: 1|2
O Serial Field: | &M Bus v

Value:

R [ Add ] [ Remove ]

The EZ-ENTRY Barcodes report allows you to generate pages full of barcodes for your
staffers to scan instead of entering data manually.

In order to run this report, you must select the Database category, and the Family drawer.
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P To set report-specific options

Pt For Lavout Action fo Perform
® 1 - Across ) Find record, page and field then enter a value
O 2 - Across O Find record, page and field then wait for a value
2 el ) 3 - Across O Find page and field of current record then enter a value
 Find page and field of current record then wait for a value
Header Acton Defais Human Readziie Felds
#'rs v
© Wedge Page: 158
Eed
O Serial Field: |#“'rs v a
Yalue:
o [ Add ] [ Remove

1. Under Print For, you can select either Child or Family.

2. Under Layout, select the number of columns you want to appear in the printed
pages.

3. Under Action to Perform, select the action you want EZ-Entry to perform
when a barcode is scanned:

¢ Find record, page and field then enter a value: EZ-Entry will find the
child record whose Child ID is contained in the barcode, move to the
Page and Field specified under Action Details, and enter the Value
specified under Action Details into the field.

¢ Find record, page and field then wait for a value: EZ-Entry will find
the child record whose Child ID is contained in the barcode, move to the
Page and Field specified under Action Details, and wait for the user to
enter a value into the field.

¢ Find page and field of current record then enter a value: EZ-Entry
will stay in the current record, move to the Page and Field specified
under Action Details, and enter the Value specified under Action
Details into the field.

¢ Find page and field of current record then wait for a value: EZ-
Entry will stay in the current record, move to the Page and Field
specified under Action Details, and wait for the user to enter a value
into the field.

4. Set Reader to the barcode reader type.
Select the following settings under Action Details:

e Set Page to the page in a multi-page tab that the desired field is located
on.

e Set Field to the filed on the page that you want to enter data into.
e Set Value to the value you want to enter into the field.

6. To include human-readable labels for the barcodes using the Human-Readable
Fields area of the screen:
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a. Select the field from the list.

Click the Add button to list the contents of the field above the barcode. For
instance, to label barcodes with children’ names, add the First Name and
Last Name fields.

Family Information Report

Child: Ackernman, Jidney Jr.

Family Information

First name:
Sidney
Address:

37 Wanwick Rd.

Last name:
Ackerman

City: State:
Ft. "W azhington 33

Zip:
19346

Phone number:

The Family Information Report displays the contents of all fields included in the screens
(Pages) in the Family tab. This is useful if you want a paper copy of the information to put in
a child’s physical file folder. The report prints data in the order it is displayed, with two
screens of data printed on each page of the report.

In order to run this report, you must select the Database category, and the Family drawer.

P To set report-specific options

fFamiy lnclide Lizsses

Infart A
Toddler

Freschool
Kindergarten
Computers B

Include basic child information [ an_] [ clear

[ Include contacts information

Family information page numbers: |

& One

Alexander, Kevwin b

1. Under Family, select which family records to print out:
a. Select All to print out records for all families.
b. Select One to print out only one family’s record. Select the name of the
family from the list below.

2. Check Include basic child information to include the children’s names at the
bottom of the page.

3. Check Include contacts information to include contacts information on a
separate page.

4. Under Family information page numbers, select the pages whose information
you want to include in the report. Selected pages are indented, and the page icon
turns yellow.
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5. Check the entries for the classes that you want to include in the report in the
Include Classes list. Click the All button to check all classes. Click the Clear

button to uncheck all classes.

Immunization Report

Child: Hanson, Jamie

Birthdate:  11/02/1995
Immunizations:

DFT ¥o01015R5
HIB Y 010195
WIME, Y 0109098
Polia ¥ DLO0Z9E

Immunization Report
All Immunizations
Class: Toddler
Age: 300
T 0625195 i i i i
Y 0a25m5 1 I 1" I
T 080885 I 1 I I
Too09/12095 I Ir i I

Immunizations Due

Folio

Child: Jay, Kenney Birthdate: 07/03/1993  Age: 506 Class: Kind
Immunization #1 #2 #3 #4 #5 #6
DFT 07/08/1998
MMR 07/0E/1998

07/08/1998

The Immunization Report allows you to track when immunizations were due, whether they
have been received, and which were received late. The report lists children alphabetically.
Immunizations are listed in the order in which they appear on the Immunizations Tab (see

page 49 for details).

In order to run this report, you must select the Database category, and the Family drawer.

P To set report-specific options

laciude Classes

Infant |A
Toddler

Freschoaol
Kindergarten
Computers b

[ an | [ clear

Immunz3anens fnclude fates
® Al

O Due Start:

O Received End:

O Received Late

1. Check the entries for the classes that you want to include in the report in the
Include Classes list. Click the All button to check all classes. Click the Clear
button to uncheck all classes.

2. Under Immunizations, select one of the following options:

e All - prints a list of all immunizations. If the immunization was received,
the report shows a “Y” (for Yes) and the date received; if not received, it
shows “N” (for No) and the date due.

e Due - prints a list of all immunizations outstanding, with the date they
were due, up through a date you specify

e Received - prints all immunizations received with dates due and
received, within a time range you specify. If no immunizations have been
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received for a specific item such as chicken pox vaccine, that item will
not appear.

e Received late — only prints immunizations that were received after their
due date.

3. Under Include Dates, you can optionally enter a Start and/or End date,
depending on the option selected under Immunizations.

"
~,§,’g\ Note: With this report, you can create a selection from the Family, Ledger, Child, Class, and
Immunization tables; you can also include fields from these tables through the Report
Designer.

Mailing Labels

AV VAV VN A A A A A Ve N N WV Y A AV AV Ve VAT AV A Ve VA Ve VAV A" A A A A Ve Vel

The Mailing Labels report provides a quick and easy way to print labels for children or
families. Labels can be used for more than mailing purposes (for example, index cards,
luggage tags, and nametags).

For families, the report defaults to print the primary parent’s name and address, in 1-, 2-, or
3-column format. If you have purchased the Custom Report Writer, you can use the Report
Designer to modify the label, for example sending it to “The Parents of John Smith.” See the
Custom Report Writer Guide for details.

If you need more customization, use the Labels option of the Custom Report Wizard, which
lets you choose from a wide variety of Avery labels and add information from tables you
select. See the Custom Report Writer Guide for details.

In order to run this report, you must select the Database category, and the Family drawer.
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P To set report-specific options

lnclude Classes
Infant
Toddler
Freschool
Kindergarten
Computers
[ an |

Ll

[ Clearv]

Label For

O Child

Formaf

1 Up
O2Up
O3Up

1. Check the entries for the classes that you want to include in the report in the
Include Classes list. Click the All button to check all classes. Click the Clear

button to uncheck all classes.

print labels for child records.

you want to print on a page.

Notes Report

Under Label For, select Family to print labels for family records, or Child to

Under Format, select 1 Up, 2 Up, or 3 Up to determine the number of columns

Notes Report - By Child
Child Hote Type Date Tote Description
Smmaltwood, Janet Accident 11/13/95  Scraped knee during game
Incident 08/13/95  Bruwises onleg
Notes Report - By Type
Note Type Date Child Iote Description
Accident 11/13/95  Smallwood, Janet Scraped knee during game
11/17/96  Treavor, Samantha Fell and scraped elbow

The Notes Report allows you to track events, by person and/or by type of event. For
example, you might want to list all accidents at the center over the past six months.
Alternatively, you might want a report showing all behavior incidents for a specific child.
Predefined options let you print for children or families, organize by person or note type,
select one child or all children, and select all notes or one type of note.

In order to run this report, you must select the Database category, and the Family drawer.
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P To set report-specific options

Frirnd For LG
@Al O One
C Family
Hole Type Organize By lnciude Dafes
@Al Oo0ne © Child E—_—
O Mote Type
End:

[0 New Page Per Child

1. Under Print For, you can select either Child or Family. If you select Child, the
report will list records from the Notes field in the Child tab. If you select
Family, the report will list records from the Notes field in the Family tab. If
you only have a Notes field in one of the tabs, the other one will be disabled,
and you will not be able to select anything.

2. Under Child, you can select All to print records for all children, or One to print
records for just one child. Select the child from the list below. (If Family is
selected under Print For, this section is renamed Family, and allows you to
select all families or just one.)

3. Under Note Type, you can select All to print records for all note types, or One
to print records for just one note type. Select the note type from the list below.

4. Under Organize by, select Child to sort the records in the report by child, or
Note Type to sort the records by note type. Check New Page Per
Child/New Page Per Note Type to start each child or note type on a new
page.

5. Under Include Dates, you can optionally enter a Start and End date. If a date

range is specified, only records entered within the date range will appear in the
report.

Staff Check List Report

Staff Check List Report - by Employee

Employee Item Type Description Daie Completed
Avides, Pam Form Application for Employment  07/25/35 x
Health Status 09/15/25 z
wd oeMles
Keys Doors- Front and Back 100185 x
Office 1001185 X
Bloom, Kathy Form Application for Emplayment  3/12/%4 X

Staff Check List Reportt - by Item

Item Type Description Employee Daie Completed
Form Application for Employment Avides, Pam 0725185 "
Eloom, Kelly 03112194 k4
Health Status Avides, Pam 0971525 b4

The Staff Check List Report provides a list of open and/or completed items entered into the
Check List superfield, for one or all Staff members. For example, you could produce a list of
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all staff members that still need to submit the required employment forms, or get a list of all

open items for a specific staff member.

In order to run this report, you must select the Database category, and the Staff drawer.

P To set report-specific options

Staff Member ffem Type
@Al O0ne @Al O One
fnciude ffems Crganize Sy include Dates
Completed ® Staff Member Start
() Check List ltem Type )
To Do End:

[JMew Page Per Staff

1. Under Staff Member, you can select All to print records for all staff members,
or One to print records for just one staff member. Select the staff member from

the list below.

2. Under Item Type, you can select All to print records for all item types, or One
to print records for just one item type. Select the item type from the list below.

3. Under Include Items, check Completed or To Do to include items with those

statuses in the report.

4. Under Organize by, select Staff Member to sort the records in the report by
staff member, or Check List Item Type to sort the records by item. Check
New Page Per Staff Member/New Page Per Item to start each staff member

of item type on a new page.

5. Under Include Dates, you can optionally enter a Start and End date. If a date
range is specified, only records entered within the date range will appear in the

report.

Staff Contacts Report

Staff Contacts Report Dute: 0072002
. Tims: 01:34 PM
EZ Going Day Carn Fage: t
Siafl Member Fhune Ad dress
Adan Btover (2157 4776525 58 Waltoss Ave
Smallfle, P& 19047
Contacia Hehtinnchip Phems 1 Ext.1 Phanal Ext. 2
e g Ryya Relative (1233 3214701
Siaff Meraber Phens Ad dress
T toba e Brichner (215 24513 1025 Bristol Fike
Bengelerm, PA 10020
Contarie Rebibuchlp  FPhaue 1 Ext.l FPhone 2 Ews.2
Desd Brplaar Husboand (3017 25T-291 Work  (213)4TE-2243 Eeapet
ML ey P bLl Mather 21513330103

Use when you need a printed listing of all contacts for one or all staff members. A

predefined option lets you choose whether to include comments for each contact. If you
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want your files to include a printed copy of material from the Contacts Superfield, then run
this report.

In order to run this report, you must select the Database category, and the Staff drawer.

P To set report-specific options

S Member

Show Contact Comments

1. Under Staff Member, you can select All to print contact records for all staff
members, or One to print records for just one staff member. Select the staff
member from the list below.

2. Check Show Contact Comments to list any comments entered for a contact in
the report.

Staff Development Report

Staff Development Report by Employee Date: 071742003
) Time: 09,49 AM
Camp Echo Pines Page: |
From: 01/01/1996 Through 07/17/2003

Employee Develop ment Type Description Begin Date  End Date # Hours
Altaire, David AC A Workshop Program development 02/25/2000  02/25/2000 300
300
Franklin, Stuart Certification CPR 09/07/1599 11071999 1500
1500

Staff Development Report by Type Date: 07/172003

Time: 09:50 AM

Camp Echo Pines Page: |

From: 01/01/1996 Through 07/17/2003

Develop ment Type Description Employee Begin Date  End Date # Hours
AC A Workshop Program development Altaire, David 02/25/2000 0242542000 300

200
Certification CPR Franklin, Stuart 09/07/1598 11074990 1500

PNV VPPV PPN PPN PN S PN
The Staff Development Report produces a list of staff development related activities for an
employee’s personal review, personnel records, or other purposes. You can also run this
report to see which staff members have attended specific training classes. This information
may be needed for your center to gain or maintain accreditation.

In order to run this report, you must select the Database category, and the Staff drawer.
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P To set report-specific options

Staff Member Development Type
All @Al O One
fnciuae Ifems organize By incruae Dates
& Completed ® Staff Member
) Uncompleted ) Development Type Start
CaAn [J New Page Per Staff End:

1. Under Staff Member, you can select All to print records for all staff members,
or One to print records for just one staff member. Select the staff member from
the list below.

2. Under Development Type, you can select All to print records for all
development types, or One to print records for just one type. Select the
development type from the list below.

3. Under Include Items, check Completed or Uncompleted to include items
with those statuses in the report.

4. Under Organize by, select Staff Member to sort the records in the report by
staff member, or Development Type to sort the records by item. Check New
Page Per Staff Member/New Page Per Type to start each staff member or
development type on a new page.

5. Under Include Dates, you can optionally enter a Start and End date. If a date
range is specified, only records entered within the date range will appear in the
report.

Staff Directory

Staff Directory
Employee Address, City, State, & Zip Phone Number Hire Date Term Date
Smallwood, Janet 45 Norwood Court Dubling OH 73017 {614) 756-00534 51194 i
Walker, Barhara 21 Little Way Colurabus, OH 43017 (654 7990022 25500 i
Y N N Y N VAN N N AV AV AV AV AV ANV AV

The Staff Directory Report prints a “phone list” showing name, address, phone number, and
hire date for all your staff. Predefined options let you choose all employees hired or
terminated within a date range you specify.

In order to run this report, you must select the Database category, and the Staff drawer.
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P To set report-specific options

include Dales

Start:
O Terminated Between End:

1. Seclect Hired Between and enter a Start and End date to list only the staff
members hired within a certain date range.

2. Seclect Terminated Between and enter a Start and End date to list only the staff
members terminated within a certain date range.

3. If you leave the date range blank the report prints all employees listed
alphabetically regardless of hire or termination date.

Staff EZ-Entry Barcodes Report

Alyn Segal Jerry Kramer

AV A VAV AVATATAVAVAVAV AV A VAV AV AV A AT A VAV VAV AV AVAVAVAVATAVAVAVAVAT AV Ve Ve

The Staff EZ-Entry Barcodes Report is identical to the regular EZ-Entry Barcodes Report,
except that it pulls its data from the Staff drawer instead of the Family drawer.

In order to run this report, you must select the Database category, and the Staff drawer.

P To set report-specific options

Layout Acton fe Perform
@1 - Across O Find record. page and field then enter a value
(2 - Across (® Find record. page and field then wait for a value
(13- Across O Find paqge and field of current record then enter a value

O Find page and field of current record then wait for a value

Reader Action Defaits Human Readabile Felds

& Wedqge Page: 14 Last Name v

C Serial Field: |Siaf 1D hd E;Erfe]ﬁ rst Name][Steff Last °
e [ Add ] [ Remove ]

Under Layout, select the number of columns you want to appear in the printed
pages.

2. Under Action to Perform, select the action you want EZ-Entry to perform
when a barcode is scanned:

Version 7.0 Page 189
May 2010



Generating Reports EZ-CARE2

Find record, page and field then enter a value: EZ-Entry will find the
staff record whose Staff ID is contained in the barcode, move to the
Page and Field specified under Action Details, and enter the Value
specified under Action Details into the field.

Find record, page and field then wait for a value: EZ-Entry will find
the staff record whose Staff ID is contained in the barcode, move to the
Page and Field specified under Action Details, and wait for the user to
enter a value into the field.

Find page and field of current record then enter a value: EZ-Entry
will stay in the current record, move to the Page and Field specified
under Action Details, and enter the Value specified under Action
Details into the field.

Find page and field of current record then wait for a value: EZ-
Entry will stay in the current record, move to the Page and Field
specified under Action Details, and wait for the user to enter a value
into the field.

3. Set Reader to the barcode reader type.

4. Select the following settings under Action Details:

Set Page to the page in a multi-page tab that the desired field is located
on.

Set Field to the filed on the page that you want to enter data into.

Set Value to the value you want to enter into the field.

5. To include human-readable labels for the barcodes using the Human-Readable
Fields area of the screen:

a. Select the field from the list.

b. Click the Add button to list the contents of the field above the barcode. For
instance, to label barcodes with children’ names, add the First Name and
Last Name fields.
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Staff Information Report

Staff Information Report
Gender
First Hame: Mary Female Status: Active
Last Name: Anderson
Address: 2834 Maple Drive SS# 424-00-1234
City,St,Zip: Lincoln MO G36GE Date Hired: 10/06/87
Phone#: 345-333-1010 Date Terminated:
Alt Phone#: 345-222-5454 Position: Counselor
Type: cell phone Job Status:  Full Time
Birthdate: 02122771
DN N N N N N N N NV AV LV N W OV A W O W N A A A AV AV AV AV N

The Staff Information Report shows all fields included in the screens (Pages) in the Staff tab.
For example, you may need a printout of this for personnel files. The report prints data in
the order it is displayed on each screen, with two screens of data printed on each page of the
report. The report-specific options let you select which screens to print.

In order to run this report, you must select the Database category, and the Staff drawer.

P To set report-specific options

S Member include Dates
() Hired Between Start:
) Terminated Between End:

Staff information pages:

1. Under Staff Member, you can select All to print records for all staff members,
or One to print records for just one staff member. Select the staff member from
the list below.

2. Under Include Dates, you can do one of the following:

e Sclect Hired Between and enter a Start and End date to list only the
staff members hired within a certain date range.

e Sclect Terminated Between and enter a Start and End date to list only
the staff members terminated within a certain date range.

e If you leave the date range blank the report prints all employees listed
alphabetically regardless of hire or termination date.

3. Under Staff information page numbers, select the pages whose information
you want to include in the report. Selected pages are indented, and the page icon
turns yellow.
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Staff Mailing Labels

Parn Awvides Kathy Bloom Sandra Clanc

6089 Lincolnshire 3407 Morwood Court 248 Elmwood Drive
Dublin, OH 43017 Dublin, OH 43017 Upper Atlington, OH 4322
Kim Davies Emily Giles Jane Kirball

1254 Asherbrand Drive 990 Ashwaorth Wa a72 Dmbi%l Trail

Dublin, OH 43017 Westwood, OH 43217 Muirfield, OH 43233

Candy Marlen Paula Schrmitt Christine Soper

9240%&‘{ ool Trail 4455 South 17th Street 5322 Bhawriee Hille Boulew
Mmrvﬂle,agH 43233 Dublin, OH 43017 Duiblin, OH 43017
Y N N Y N VAN N N AV AV AV AV AV ANV AV

The Staff Mailing Labels report provides a quick and easy way to print labels for staff and
don’t need to customize them. Labels can be used for more than mailing purposes: index
cards, mail bins, staff binders, and nametags can also be produced using labels.

The report defaults to print the staff member’s first name, last name, and address, in 1-, 2- or
3-column format. If you have purchased the Custom Report Writer, you can use the Report
Designer to modify the label. See Custom Report Writer Guide for details.

If you need more customization, use the Labels option of the Custom Report Wizard, which
lets you choose from a wide variety of Avery labels and add information from tables you
select. See Custom Report Writer Guide for details.

In order to run this report, you must select the Database category, and the Staff drawer.

P To set report-specific options

Print Postal Bar Code On Labels

1. Under Format, select 1 Up, 2 Up, or 3 Up to determine the number of columns
you want to print on a page.
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Staff Notes Report

Staff Notes Report - by Staff

Staff Note Type Date Description
Smallwood, Janet Accident 11/13/95 J};lnet slipped near the sind o a w
ee.
Accident 12/13/95 Janet fell on the ice in the packing

Will talke 2 days off.

Staff Notes Report - by Type

Note Type Date Staff Description
Accident 10/13/95 Treavor, Samantha Sarmantha slipped in the kitchen on sy
her ankle. MNow she refuses to cools
11/13/95 Smaltwood, Janet Janet slipped near the sinle on a wet f]

Use when: you want to track events, by staff member and/or by type of event. For example,
you might need to list all accidents sustained by staff members to submit to your insurance
carrier. Alternatively, you might want a report showing all notes on staff members’
performance over the past year in advance of their annual reviews. Predefined options let
you print for one or all staff members, select one or all note types, organize by person or
note type, and select a time range on which to report.

In order to run this report, you must select the Database category, and the Staff drawer.

P To set report-specific options

Staff Memiber HNote Type
@Al O One
Orgqanize By Include Dates
@ Staff
Start:
O Note Type
End:

[] New Page Per Staff

1. Under Staff Member, you can select All to print records for all staff members,
or One to print records for just one staff member. Select the staff member from
the list below.

2. Under Note Type, you can select All to print records for all note types, or One
to print records for just one note type. Select the note type from the list below.

3. Under Organize by, select Staff to sort the records in the report by child, or
Note Type to sort the records by note type. Check New Page Per Staff/New
Page Per Note Type to start each child or note type on a new page.

4. Under Include Dates, you can optionally enter a Start and End date. If a date
range is specified, only records entered within the date range will appear in the
report.
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User Drawer Check List Report

Check List Report
Name Item Type  Description Data Completed
Sirapson, Roger Forra Release Form 070602 e
Appleby, Kelsey Donation Fonm 06,2602 X
Appleby, Samantha Release Form 04/23/02 Z
Burgess, Taryn Hubscription List 0301702 Z
Check List Report - by Item

Item Type Descrption Name Date Completed

Form Donation Form Appleby, Kelsey 06/26/02 X

Foma Release Form Appleby, Sarmantha 04423402 Z

Use when you want a list of open and/or completed items entered into the Check List
superfield, for one or all persons in the drawer. For example, you have created a drawer for
alumni and want to list all open items for them so you can coordinate for reunions. The
predefined options allow you to select items that are completed or “to do,” and to organize
by name or item type, over a date range you specify.

In order to run this report, you must select the Database category, and a user-defined

drawer.

P To set report-specific options

Hame ffem Type
@an O one @Al O One
fnciude Ifems Organize By lnclude Dates
[] completed © Name Start:

O Check List ltem Type

End:
[ Te Do [ New Page Per Name

Under Name, you can select All to print records for all persons, or One to print
records for just one person. Select the name from the list below.

Under Item Type, you can select All to print records for all item types, or One
to print records for just one item type. Select the item type from the list below.

Under Include Items, check Completed or To Do to include items with those
statuses in the report.

Under Organize by, select Name to sort the records in the report by name, or
Check List Item Type to sort the records by item. Check New Page Per
Name/New Page Per Item to statt each child or item type on a new page.

Under Include Dates, you can optionally enter a Start and End date. If a date
range is specified, only records entered within the date range will appear in the
report.
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User Drawer Contacts Report

Contacts Report

Andrews, A da Parenis Phone 1 Phone 2 Address
Neal &dndrews 614-766-9392 614-330-8539 1345 East Wain 3t
5t Louis, MO50014

Bonnie Smith  614-797-9933 513-899-2033

Contacts Relationship  Phone 1 Phone 2 Authorized Pickup
Cindy Bose Friend (614) 453-8830  (614) 382-039% Yes

Call Cindy on Tuesdays and Wednesdays at 2nd Number
Gretchen Fileox  Grandma (614) 453-8830  (614) 382-039% Yes
George Zyres Grandpa (614)453-8839  (614) 352-9392 No

George 15 not a safe driver B
AN W N W N NN NN N W R N A P T R S S

Use when you need a printed listing of all contacts for one or all persons named in your
user-defined drawer. A predefined option lets you choose whether to include comments for
each contact.

In order to run this report, you must select the Database category, and a user-defined
drawer.

P To set report-specific options

Show Contact Comments

1. Under Name, you can select All to print records for all persons, or One to print
records for just one person. Select the name from the list below.

2. Check Show Contact Comments to list any comments entered for a contact in
the report.

User Drawer Notes Report

Notes Report - By Name

Name HNote Type Date Note Description
Smallwood, Janet Accident 111301 Scraped knee duning game
Incident 08/13/02  Bruises on leg

Notes Report - By Type

Note Type Date Name Iote Description
Aceident 11713001 Smallwoaod, Janet Scraped knee during garne
LITHD reavog, S ranechelho
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Use when you want to track comments or events, for persons named in a user-defined
drawer. For example, if you have created a drawer for your waiting list, you could run this
report to get a listing of all comments made after recent conversations with them.
Predefined options let you print for one or all names in the user-defined drawer, select one
or all note types, organize by name or note type, and select a time range on which to report.

In order to run this report, you must select the Database category, and a user-defined
drawer.

P To set report-specific options

Hame Hote Hpe
® Al O One
drganize By lnclude Dates
3 Name
Start:
O Note Type
End:

[] New Page Per Name

1. Under Name, you can select All to print records for all persons, or One to print
records for just one person. Select the name from the list below.

2. Under Note Type, you can select All to print records for all note types, or One
to print records for just one note type. Select the note type from the list below.

3. Under Organize by, select Name to sort the records in the report by child, or
Note Type to sort the records by note type. Check New Page Per Name
/New Page Per Note Type to start each child or note type on a new page.

4. Under Include Dates, you can optionally enter a Start and End date. If a date
range is specified, only records entered within the date range will appear in the
report.
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Waiting List Reports

The Waiting List reports are only available if you have purchased the optional Waiting List
module. See “Waiting List Module” page 360 for details.

Mailing Labels
Michelle Bowen Charles Canyon Elroy Laslowe
35567 Winding Way T Plaza Court 324 Skylark Drive
Bryn Mawr, PA 19088 Upper Dublin, PA 19026 Dresher, PA 19025
Maria Lawson Cosmo Little Margaret Olsen
2245 Lincoln Way 43 Mayfair Drive 2445 Qak 5t
Ft. Washington, PA 19034 Lansdale, PA 19158 Philadelphia, PA 19102
DA AVAVAVAVAV AV AVAVAAVAVAVAVAVE A A A AAVAVAVAVA VAV A VAVAVAVAVAVATAVAY S

The Mailing Labels report is designed to print out mailing labels for all of the families on the
waiting list. Records are sorted alphabetically by parent’s name.

In order to run this report, you must select the Database category, and the Waiting List
drawer.

There are no report-specific options for this report.

User Drawer Checklist Report

This report is identical to the standard User Drawer Checklist Report, except that it draws its
data from the entries in the waiting list. See “User Drawer Check List Report” page 194 for
details.

In order to run this report, you must select the Database category, and the Waiting List
drawer.

User Drawer Contacts Report

This report is identical to the standard User Drawer Contacts Report, except that it draws its
data from the entries in the waiting list. See “User Drawer Contacts Report” page 195 for
details.

In order to run this report, you must select the Database category, and the Waiting List
drawer.

User Drawer Notes Report

This report is identical to the standard User Drawer Notes Report, except that it draws its
data from the entries in the waiting list. See “User Drawer Notes Report” page 195 for
details.

In order to run this report, you must select the Database category, and the Waiting List
drawer.
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Wait List Statistics

WAIT LIST COUNTS BY CLASS

01 Employee Parent 02 Sibling in Center 03 Full Time
3 4] [i] i}
Computer Lab ( 0 1 0
Room 1 U 0 1 1
Room 2 0 1 1 0
3 1 3 1

Date: 04/09/2009
Time: 05:35 PM
Page: 1

bbb = tad

The Wait List Statistics report lists the number of children waiting for enrollment in each
class. The numbers are broken out by priority, and totals are listed for each class and each
priority level, as well as for all children waiting.

In order to run this report, you must select the Database category, and the Waiting List

drawer.

There are no report-specific options for this report.

Wait List by Class/Priority/Date

WAITING LIST BY CLASS/PRIORITY Date: 04/09/2009
Time: 04:54 PM
Page: 1
First Name Last Name Gender Age Class Priority Date on List Schedule
Class Description: Computer Lab
Steven Little Female 3l Computer Lab {12 Sibling in 04/01/2008 Full Time
1
Class Description: Room 1
Anne Taft Female 4.00 Room 1 02 Sibling in 02/10/2007 Full Time
Michael Bowen Male 310 Room 1 03 Full Time 124152006 Full Time
-
Class Description: Room 2
April Lawson Female 6.00 Foom 2 01 Employee Full Time
Megan Olsen Female 5.08 Room 2 02 Sibling in MW/F AM
S
5
AVAVAVAVAVAVAVAVAVA VAV AVATAVA VAV AV AV AVAV AVAVAVAVAVAVAVAVAVAVAYAVAVAVAVAVA

The Wait List by Class/Priority/Date report lists the names in your waiting list. The names

are grouped by class, then sorted by priority then date.

In order to run this report, you must select the Database category, and the Waiting List

drawet.

There are no report-specific options for this report.
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Wait List by Priority/Date

WAITING LIST BY PRIORITY/DATE Diate: 04/09/2000

Time: 05:02 PM

Page: 1
First Name Last Name Gender Age Priority Date on List  Schedule Class
Priority: 01 Employee Parent
April Lawson Female 6.00 01 Employee 12/20/2006 Full Time Room 2
1
Priority: 02 Sibling in Center
Megan Olsen Female 5.08 02 Sibling in 01/27/2007 MAW/EF AM Room 2
Anne Taft Female 4.00 02 Sibling in Q21002007 Full Time Room 1
Steven Little Female 3l 02 Sibling in 04/01/2008 Full Time Computer Lab
3
Priority: 03 Full Time
Michael Bowen Male ilo 03 Full Time 1271572006 Full Time Room 1

5

VAV A VAN AV AT VAV AVAV AN A A VAV A AV AV A VA VA VAVAVAVAVA AV AVAVA VAVAVA A A AVA

The Wait List by Priority/Date report lists the names in your waiting list. The names are
sorted by priority then date.

In order to run this report, you must select the Database category, and the Waiting List
drawer.

There are no report-specific options for this report.

Accounts Receivable Reports

All these reports normally print both Active AND Inactive status because balances may
remain outstanding after a family becomes Inactive. Accounts Receivable reports can be run
for one or ALL ledgers, for families or other payers. Most of the Accounts Receivable
reports have predefined sorts based on the report’s internal grouping. If user-defined sorts
are available, that will be noted in the reports description. Selections are available for most
reports; if they are not available for a report, the Selection Line shows N/A.

Aging Report

Aging Report Detail:
A ndrewrs, Meal
Date Category Balance Child 1.7 814 15-21 23+
A1 598 Infant Tuition $840.00 Gavin $210.00 $21000 $210.00 $210.00
41708 Late Payment Fee $60.00 $2000 $z2000 $20.00
Totals $900.00 $230.00
Aging Report Summary:
Ledger Mame Balance 1-7 §-14 15-21 2+
Andrews, Neal $ 500.00 $230000 $230.00 $ 230,00 $ 210
Tvlatthews, Pam $ 420,00 $290.00 $130.00
Sroith, Racheal $ 503.00 $ 20200 $ 15000 $ 15000
Totals $1,869.62 $728.00 $510.00 $380.00 $210.00

Use when you want a summary or detail listing of all families with outstanding balances,
grouped by how long those balances have been outstanding. Predefined options let you
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choose the number of days in each cycle for grouping — for example, a 30 day cycle would
group balances by month. You can also set a grace period — all balances outstanding within
this period will be considered current, and any overdue balances will be reduced by the grace
period. For example, if your grace period is 7 days, a balance that is 37 days past due will
only show as 30 days overdue. You can also report on balances overdue as of any given
“Aging Date.” For example, balances as of the end of the previous month. At your choice,
you can include or exclude families with credit balances.

In order to run this report, you must select the Accounts Receivable category.

P To set report-specific options

fnclude [ edgers ledgers
@all O One
[] Other Ledgers
Aging Oolions fnciude
Aging Date: 01/28/2009 [ Transaction Detail
Days in Cycle: wns [] Credit Balances
Grace Period: 0 % |In Days

1. Under Include Ledgers, select the ledgers you want to include in the report.

2. Under Ledgers, you can select All to print records from all accounts, or select
One to print records from only one account. Select the account from the list
below.

3. Under Aging Options, set the following options:

a. The Aging Date is the date that is used as the point of reference for whether
accounts are overdue: “as of this date, the following accounts had overdue
balances.” By default, the Aging Date is set to today’s date.

b. Days in Cycle indicates the length of the intervals used to separate out
accounts that have been overdue for a longer period of time. If you set it to
30, for instance, the intervals will be 1-30 days, 31-60 days, 61-90 days, and
90+ days.

c. Grace Period indicates a number of days that an account can be overdue
without being counted as overdue. If you specify a Grace Period, it will be
subtracted from the actual amount of time an account is overdue when
calculating the number of days overdue. If you do not want to extend a grace
period to overdue accounts, set Grace Period to 0.

4. Under Include, select from the following options:

a. Check Transaction Detail to display individual transactions in the report.
If cleared, only summary records for each account will be displayed.
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b. Check Credit Balances to include accounts with a positive credit balance in
the report. Accounts with a positive balance will display a CR after nonzero
values.

"
~,§,’g\ Note: You can print this report to an Excel (.XLS) file from the Report Options screen. To do
this, click File in the Send To line and Excel in the Format line.

Py
v,',’lj,\. Note: With this report, you can create selection criteria based on fields from the Family,
Ledger, Child or Session tables. See “Selections” page 33 for details.

Child Tuition Report

Child Tuition

Eilling Howr
From  To Cyele Lecount AN Rate Type Type
Baker, Karen
030142000 037312001 Wieekly Taft, Suzan 100.00 Infants Fegular
04/01,/20071 1243142002 Weekly Talt, Suzan 100.00 Toddler HD/FD/FD+  Regular
Brewer, Julie
08/03/2001 07/01/2002 Wieekly Brewer, Sarah 100.00 Addtl Hours Regular
0840342001 07/01/2002 Wieekly Brewer, Sarah 100.00 Irfants Regular
Dean, Janet
09/01/2001 0B/30/2002 Wwieekly Dean, Alana 100.00 Computer Class Regular

Use when: you want to verify the tuition being charged to children, or when you want to
verify which children are being charged specific rate(s), for example, which children are
being charged for a computer class. Predefined options allow you to include or exclude
discounts, select by billing cycle and by date range.

P
v',,:{_.r\ Note: With this report, you can create a selection from the Family, Ledger, Other Ledger,
Child, Class, or Tuition tables; you can also include fields from these tables through
the Report Designer.

P To set report-specific options
Accournt lnciude Billing Cyole fnclide Rales

ly. YWeekly 5 Adctl Hours A
[] Other Ledgers Weekly-Extra 3z B4 School Prgm
B Cormputer Class
Ledgers [ All ] [ Clear ] Infants
@Al O One Karate

O Kindergarten & Days'
Show Category & Amount Late Pickup Fee

Owver 10 Hours per D

flate Range Crganize By lnciude Credits Piano
Start: @ child & Credit 1 only Preschaol v
End: O Rate O All Credits [ an_ ] [ Clear |

1. Under Account, select the ledgers you want to include in the report.
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2. Under Ledgers, you can select All to print records from all accounts, or select
One to print records from only one account. Select the account from the list
below.

3. Under Include Billing Cycle, check the billing cycle frequencies you want to
include in the report. Click the All button to check all billing cycles. Click the
Clear button to uncheck all billing cycles.

4. Check Show Category & Amount to list the Category and Amount entries
from the Tuition tab in the report.

5. Under Include Rates, select the rate masters you want to include in the report.
Click the All button to check all rate masters. Click the Clear button to uncheck
all rate masters.

6. Under Date Range, enter the Start and End dates for the range of dates you
want the report to cover. If a date range is entered, records from outside the date
range will not appear in the report.

7. Under Organize By, select Child to sort the records in the report by the names
of the children, or select Rate to sort the records by Rate Master.

8. Under Include Credits, select Credit 1 only to display only the Credit 1 fields in
the report, or select All Credits to display all credits.

Deposit Report

Deposit Slip Listing
Deposit # 106 Deposit Date: 01/03/2001
Payment Type Date Name Check No/Comment Amount
Cash 01/17/2001 Hanson, Lisa $100.00
011772001 Lee, Mae $120.00
Suhiotals for Cash Number of Items: 2 $220.00
Checl 01/1772001 Alexander, Kevin $220.00
01/172001 Brewer, Sarah $211.50
Subiotals for Check Number of iems: 2 $421.50
Deposit Total $651.50
Deposit Ticket
Depogit Ticket #: 106 Date: 01/03/2001
Subiotal for Cash  $220.00
Check  Alexander, Kevin $220.00
Check  Brewer, Sarah $211.50
2 Tiems Subiotal for Check  $431.50
Grand Total  $651.50 MG

The Deposit Report allows you to reprint a Cash Receipts posting report after the posting
has been done. Alternatively, you could use the Summary option to get a listing of all
deposits in a time period you specity.

In order to run this report, you must select the Accounts Receivable category.

P
v',,"'{_.r\ Note: You can print this report to an Excel (.XLS) file from the Report Options screen. To do
this, click File in the Send To line and Excel in the Format line.
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P To set report-specific options

lnclude for - -
Starting: Ending:
) Date Range

(& Deposit Numbers

® Deposit Ticket
O Deposit Slip List
O Summary Report

1. Under Include for, indicate the deposits you want to appear in the report in one
of the following ways:

e Sclect Date Range and enter Starting and Ending dates. The report
will display deposits that occurred within the specified date range.

e Select Deposit Numbers and enter Starting and Ending numbers. The
report will display deposits whose numbers fall within the specified
number range.

2. Select the type of report you want to see:

e Deposit Ticket — Lists the deposits by type, account, and value. Can be
used to deposit checks or cash at a bank.

e Deposit Slip List — Similar to the Deposit Ticket, but includes the check
number/comment field. Intended to be used for financial record-
keeping.

e Summary Report — Displays summary records for each payment type.

EZ-EFT Information Report

EZ-EFT Information Report
1D: 123587 Ledger Name: Alexander, Kevin Ledger: Family
Rilling Info
First & Last Name (Aliernate) Alternate Billing Address
Draft Method City State  Zip
Checking & ccount
Bank Account Info
Account Number Bank MName Routing Transit #
040572078 Iellon Bank 044000204
Credit Card Info
Card Type Card Number Expiration Date
Frozen Due To

Use when: you want to verify data entry or monitor credit card expirations for people using
EZ-EFT.

User-defined selections are not available for this report.

In order to run this report, you must select the Accounts Receivable category.

Version 7.0 Page 203
May 2010



Generating Reports EZ-CARE2

P To set report-specific options

nclide { edgers fedgers
Family Ledgers @Al O One

[] Other Ledgers

Galewdy Organize 8y Lrart Meltfiod
7 ® Account Name Checking & Savings
) O Account Type Credit Card
O CheckFree o [ Credit Car
O Account Description [1Non-EFT
fnciide Only
Frozen Accounts Credit Cards expiring within months

1. Under Include Ledgers, select the ledgers you want to include in the report.

2. Under Ledgers, you can select All to print records from all accounts, or select
One to print records from only one account. Select the account from the list
below.

3. Under Gateway, choose which financial services gateway is being used:
SofterWare or CheckFree.

4. Under Organize By, select how you want to organize the records in the report:

e Sclect Account Name to sort the records by the name attached to the
account.

e Seclect Bank Name to sort the records by bank name.

e Sclect Credit Card Expiration to sort the records by credit card
expiration date.

5. Under Draft Method, select the types of accounts that you want to include in
the report: Checking & Savings, Credit Card, and Non-EFT.

6. Under Include Only, you can select to include only certain types of accounts
(These options are only available when using the CheckFree gateway):

e Check Frozen Accounts to list only accounts that have been frozen.

e Check Credit Cards Expiring within and specify the number of
months to list only credit card accounts that are due to expire soon.
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EZ-Entry Category Barcodes

EZ-Entry Category Barcodes Date: 0410672009

w¥ g - . Time: 09:56 PM
EZ-Going Child Care mel‘_ 09:56 PM
age: |

...........

Activity/Lesscn Fees Additional Hc
Ealance Forward Employee Discount

AVAVAVAVAVATA AV AVAVAV AV AV AV AV AV AVAVAVAVAVAVAVAVATAVAVAVAVAVATAVAVAVAVAVE

The EZ-Entry Category Barcodes report allows you to print out barcodes for your Accounts
Receivable categories. Your staffers can then scan the barcodes instead of instead of entering
categories manually.

In order to run this report, you must select the Accounts Receivable category.

P To set report-specific options

fnclide Categories L 3voui Readet
Aciivitnyesson Fees |~ 1 - Across :
Additional Hours o O Serial
Balance Farward Z - Across

*) Oth dge, USH
Freautharized Bank Draft O 3 - Across ® Erbierde )

Preauthorized Credit Card

Feturned Bank Draft

Employee Discount Include EZ-Entry Action & Number Barcodes
Field Trip Fee

Infant Tuition

Insta-Charge Paymeant v

Order: &) Name O Custom

1. Under Include Categories:

a. Select the A/R Categories you want to print barcodes for. Click the All
button to select all categories. Click the Clear button to deselect all
categories.

b. Select the order that the categories will print out: either by Name, or using
the Custom sort order.

2. Under Layout, select the number of columns you want to appear in the printed
pages.
Set Reader to the barcode reader type.

4. Check Include EZ-Entry Action & Number Barcodes to put barcodes for
common actions and the numbers 0-9 at the bottom of the report page.
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EZ-Entry Family & Child Name Barcodes

EZ-Entry Family & Child Name Barcodes Date: 04/07/2009

sy 1ot g y Time: 10:39 Al
EZ-Going Child Care mef_ 10:39 AM
age: |

Child Names
Alexander, Zachary Baker, Karen

AV A VAV AVATATAVAVAVAV AV A VAV AV AV A AT A VAV VAV AV AVAVAVAVATAVAVAVAVAT AV Ve Ve

The EZ-Entry Family & Child Name Barcodes report allows you to print out barcodes for
child and family names so that your staff can scan them in instead of entering them
manually.

In order to run this report, you must select the Accounts Receivable category.

P To set report-specific options

Frnt Far L 3voen Readet
1-A
] 2 crass O Serial
© Family (O 2 - Across
Oth dge. USB
O 3 - Across ® er (Wedge )
£l Include EZ-Entry Action & Number Barcodes
@ Al C One

1. Under Print For, you can select either Child or Family. If you select Child, the
report will generate barcodes for child names. If you select Family, the report
will generate barcodes for family names.

2. Under Layout, select the number of columns you want to appear in the printed
pages.
Set Reader to the barcode reader type.

4. Under Child, you can select All to print barcodes for all children, or One to
print barcodes for just one child. Select the child from the list below. (If Family
is selected under Print For, this section is renamed Family, and allows you to
select all families or just one.)

5. Check Include EZ-Entry Action & Number Barcodes to put barcodes for
common actions and the numbers 0-9 at the bottom of the report page.
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Invoices

274
Page #: 1

EZ-Going Child Care
132 Welsh Road
Horsham, PA 19044
Federal 1D 23-4752315

Invoice

Kevin Alexander
654 Walnut Street

North Wales, PA 19385 May 12, 2004

PREVIOUS BALANCE: $0.00
Credits &

Date Category Child Class Description Charges Payments Balance
12/31/2006 Balance Forward 320000 820,00
(11/17/2007  PreSchool Tuition Zachary Alexander Preschool 3 Days/40.00 Hours $120.00 $140.00
01/17/2007  Activity/Lesson Fees Zachary ander Karate 2 Days/2.00 Hours $100.00 $240.00
01/20/2007 PreSchool Tuition Zacl cander Preschool 5 Days/40.00 Hours $120.00 3360.00
011/20/2007  Activity/Lesson Fees Zachary Alexander Karate 2 Days/3.00 Hours $125.00 $485.00
01/20/2007  Preauthorized Bank Draft EFT $200.00 $285.00
01/27/2007 PreSchool Tuition Zachary Alexander Preschool 5 Days/40.00 Hours $120.00 3405.00
(18/28/2008 Payment Zachary Alexander Kindergarten $10.00 $305.00
(09/08/2008  Insta-Charge Payment VISA *¥*%4242 $45.00 $350.00
10/06/2008  Insta-Charge Payment Checking #6789 $160.00 $190.00
11/05/2008  Preauthorized Credit Card VISA ##%24242 $190.00 $0.00
(01 /30/2009  Payment Check 111 $10.00 $-10.00
Current Totals $605.00  $615.00 $-10.00

Current Balance
510,00

Total Payments
S615.00

Previous Balance

£0.00

Total Credits
$0.00

Total Charges
$605.00

Use when: you want to print and send an invoice or statement to parents notifying them of
payments received and current charges, if any.

P To set report-specific options

Print Invoices with no Balance

tedgers fransaction Dafes

@Al O one

Include | edgers

Start: | 01,01/1550

[] Other Ledgers

End: |12/31/2079

Show Class Statement Date: 05/12/2004

NMessage on the botffom of mvoice. [J Center the message

Under Include Ledgers, select the ledgers you want to include in the report.

Under Ledgers, you can select All to print records from all accounts, or select
One to print records from only one account. Select the account from the list
below.

Under Transaction Dates, enter a Start and End date for the transactions you
want to include on the invoices.

Check Print invoices with no Balance to print invoices which do not have an
outstanding balance, along with all the rest.

Enter the date that you want to appear on the invoices in the Statement Date
field. By default, today’s date appears in the field.
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6. If you want a message to appear at the bottom of the invoices, enter it in the
Message on the bottom of the invoice field. The same message will appear for
all invoices. Check Center the message to center the message on the page.

Enabling the Print Invoice Button

If you click the Save As button and save this report with “Invoice Button” in the name, then
you can print your customized version directly from the Ledger tab with the Print Invoice
button. You can have multiple reports with “Invoice Button” in the name; if you do, you can
select which Invoice Button report you want to print when you click the Print Invoice button
on the Ledger tab. See page 153 for more details.

You have the option to email invoices—see page 154 for more details. You can also offer
parents online payment processing—see page 156 for more details.

If you click the Save As button and save this report with the description of Invoice Button,
then you can print your customized version directly from a single displayed ledger with the
“Print Invoice” button.

With this report, you can create a selection from the Family, Ledger Master, Ledger
Transaction, Child, or Center tables; you can also add fields from these tables.

For details on emailing invoices, see page 154.

Ledger Audit Report

Ledger Audit Report Date: 04/07/2009
R . Time: 10:49 AM
EZ-Going Child Care g 1
Family & Deposit Ledgers
All Transactions
Entry Entry
Ledger Dhate Category Child Amount Program User Date Removed
Alexander, Kevin
01242005 Payment 324500 CASHREC Demo User X
1273172006 Balance Forward S20.00 OFFADMIN MPZ
L2007 Tuitio " Alexander, Zachary 120,00 TUITION MP2

uit
01172007 Activity/Lesson Fees  Alexander, 310000 TUITICN MP2

Alexander, TUITION MP2
e, TUITION MP2
CASHREC Demo User

PreSchool Tuition Alexander, Zachary 5120.00 LEDGER MP2
or s 160 00
Mlexander, Zachary 510,00
$45.00
316000 i 5
$190.00 EFT-SWG EZ2 110572008
310.00 CASHREC EZ2 013002009

AR N N N Y Y i VAV VA VAN AV VAV AV A AV A VAV AV VA VA VA VA VA VA VA VAV A VAV AV e

Use when: you want to review transactions in the ledger by who entered the transaction and
how they were entered—manually or from a process within the system such as Group
Posting, Cash Receipts, or posting of Ledger Templates to one or more records.
Transactions that were entered with no user specified have a user named “EZ2” (this will
occur, for example, if you are not using passwords). Pre-defined options allow you to show
the transactions entered for just one user or all users, and further specify the type of
transaction. For instance, you may want to view all manual entries performed by one
employee for a given date range. The report prints the transactions within ledgers
alphabetically.
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P To set report-specific options

ncluge Ledgers tser
@Al O One

[ Other Ledgers

LimiET e Manual Transactions Template Postings

Start Cash Receipt Postings Group Postings

End: Collapse Transactions EZ-EFT Postings
Tuition Postings Import Postings
Click-to-Pay Insta-Charge

1. Under Include Ledgers, select the ledgers you want to include in the report.

2. Under User, you can select All to print records for all users, or One to print
records for just one user. Select the user from the list below.

3. Under Entry Date, enter a Start and End date for the transactions you want to
include in the report.

4. Check Manual Transactions to include transactions that were entered manually
in the report.

5. Check Cash Receipt Postings to include cash receipt transactions in the report.

6. Check Collapse Transactions to include collapsed transactions in the report
(see “Collapse Transactions” page 156 for details).

7. Check Tuition Postings to include transactions for tuition payments.
8. Check Click-to-Pay to include Click-to-Pay transactions in the report.

9. Check Template Postings to include transactions generated using ledger
templates in the report.

10. Check Group Postings to include group transactions in the report.
11.Check EZ-EFT Postings to include EZ-EFT transactions in the report.
12. Check Import Postings to include imported transactions in the report.

13. Check Insta-Charge to include Insta-Charge transactions in the report.

Ledger Report

Ledger Summary Report

Ledger Canteen Prior Revenue Credits Payments  Balance
Andrews, Heal $10.00 $0.00 $100.00 $10.00 $150.00 $10.00
Bidy, Dale $0.00 $40.00 $175.00 $0.00 $175.00 $0.00
Banrids, Nials $10.00 $0.00 $100.00 $20.00 $15000 $10.00
Cenry, Debb $0.00 $10.00 $175.00 $0.00 $175.00 $0.00
Canieen Prior Revenue Credits Paymenis  Balance
**Report Totals ** $20.00 $50.00 $375.00 $30.00 $323.00 $20.00
R Y R R Y AV AV

Use when: you want to review your accounts receivable by family, in summary or detail. You
can use this report to answer parent questions on their balances, or to see which families
have had transactions within a given time period. You can filter to show only ledgers with
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transactions in specific A/R Categoties. You can also print this report as an Excel file by
accessing the user-defined options and selecting Microsoft Excel (XLS) as the printer. After
you export the report, you can immediately view it in Excel by selecting the “Display”

option.

P To set report-specific options

s,
[] Other Ledgers
Deposit Ledgers

fnclude L edgers ledgers

@Al O One

include Transaclions include Calegores
Start- Activity/Lesson Fees ~
i Additional Hours All
End: Balance Forward
[ Print t Lie e Freautharized Bank Draft
L et el s Preauthorized Credit Card v

LI Print ledgers with zero balance [] Only include ledgers with transactions for

selected categories within the date range

Under Include Ledgers, select the ledgers you want to include in the report.

Under Ledgers, you can select All to print records from all accounts, or select
One to print records from only one account. Select the account from the list
below.

Under Include Transactions, enter a Start and End date for the transactions
you want to include on the invoices.

Check Print Transaction Detail to display individual transactions in the report.
If cleared, only summary records for each ledger will be displayed.

Check Print ledgers with no Balance to print ledgers which do not have an
outstanding balance, along with all the rest.

Under Include Categories, select the A/R Categories you want to include in the
report. Click the All button to select all categories. Click the Clear button to
deselect all categories.

If Only include ledgers with transactions for selected categories within the
date range is checked, ledgers which contain no transactions for the selected
categories within the date range specified will not appear in the report.

this, click File in the Send To line and Excel in the Format line.

"
Mﬂ% Note: You can print this report to an Excel (.XLS) file from the Report Options screen. To do

P
Mg_j Note: With this report, you can create a selection from the Family, Ledger Master, Ledger

Transaction, Child, or Center tables; you can also add fields from these tables.
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Ledger Variance Report

Ledger Variance Report
Period 1 Period 2
3/1/03.3/31/03  4/1/03-4/30/03  Variance % Variance
Andrews, Neal
Paymnents 250.00 1000 (24000 (96.000%
Revenes 31200 2500 [2E700 (LIS

Bennis, Robhin
Canteen 5000 oo (50.00) (100,003
Payroents 550000 oo (550003 (100,003
Revenues 500.00 i) (500.00; (100.00%

Use when: you want to view ledger activity for A/R categoties for two different petiods by
family and discover why there is a difference between the two periods. For example, you have
a large decrease in revenues between two months and want to find out the cause. The report
lists each family, in summary or detail form.

P To set report-specific options

include { edgers Feriod 1 Perod =

2 Start: Start:
[] Other Ledgers
End: End:
Summanze Cfegory Fype inciude Detan
(® Category Deposit ® Category Totals
P [¥| Revenue o . .
~ Rollup Category Credit ) Transaction Detail

Payment

1. Under Include Ledgers, select the ledgers you want to include in the report.

2. Under Period 1 and Period 2, enter the Start and End dates for the two date
ranges you want to compare in the report.

3. Under Summarize By, select whether you want to summarize records by
Category or by Rollup Category.

4. Under Category Type, sclect the category types you want to include in the
report.

5. Under Include Detail, select one of the following options:

e Sclect Category Totals to display only summary records for each
category.

e Select Transaction Detail to display all transaction records.
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Payment Receipts

Beceipt For:
Ilary Aken

29 Dexry Way
Dublin, OH 13017
: Check #: Check 258 Amount $150
i of Items 1 Total: $150

Thank you for your prorapt payment. Please be advised that the field trip
authorization forms are due back next londay with a check for $10.00. This will
include the cost of the zoo and lunch.

Use when: you want to print a batch of receipts for parents. For example, centers can print
them for parents to use as documentation for reimbursement from their Flexible Spending
Accounts. Receipts to be printed can be selected by deposit number or by deposit date. They
can also be printed 3 to a page.

P To set report-specific options

fnclude {edgers L edgers
[ Family Ledgers @Al O 0One

[] Other Ledgers

lnclvde for
@ Date Range O Receipt Numbers Starting:
O Deposit Numbers Ending:

[] Print Multiple Receipts per Page
Message Fa Frnt.
Pl

Under Include Ledgers, select the ledgers you want to include in the report.

Under Ledgers, you can select All to print records from all accounts, or select
One to print records from only one account. Select the account from the list
below.

Under Include For, select one of the following options:

e Sclect Date Range and enter a Starting and Ending date to generate
receipts for transactions within a specified date range.

e Select Deposit Numbers and enter Starting and Ending numbers to
generate receipts for transactions whose deposit numbers fall within a
specified range.

e Select Receipt Numbers and enter Starting and Ending numbers to
generate receipts for transactions whose receipt numbers fall within a
specified range.

Check Print Multiple Receipts per Page to print more than one receipt on a
page.

If desired, you can enter a Message to Print in the field provided. This message
will appear on all receipts.
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@ Note: If you click the Save As button and then save this report with the Description of
Receipt Button, then you can print your customized version directly from the Enter
Cash Receipts screen with the “Print Receipt” button (see page 148 for more details).
If you save this report with the Description of Email Receipt Button, then you can email
a receipt directly to a parent from the Enter Cash Receipts screen by clicking the
“Email Receipt” button (see page 146 for more details).

&
~,,3’,.r\ Note: With this report, you can create a selection from the Family, Ledger Master, Ledger
Transaction, Child, or Center tables; you can also add fields from these tables.

Period Analysis Report

Petiod Analvsiz Report
DEme aame 1o 11me Totals
Creddt
Mulki-ling Drscounts 24 W0 ;A7 20 el
Eumployee Disoculs 124 200 F 00 781
Credit Tatals 248 400 T 200 T4l
Depeaits
Secanty Dreposit fna) fn] fn] fn] 00
Deporit Todals 180 = 1 188 400
Paymends
Faymant Cogbs 14 20 27 20 741
Farment Chetk 124 L1l 217 L1l Tl
Paymani Tetals 48 ) 414 ) 1482
e e Toklhus Loz LASD L33 Lagz 3351
Tuiticm Fasn - Fre-Fordsrgurtan 1,04 1,430 1,525 LAgz 'ﬂﬁ_l

Use when: you want to review your A/R activity (revenues, payments, credits, and discounts)
over several time periods you specify — weeks, months, or quarters — to identify trends. You
can group by A/R categories or by rollup categories if you choose. You can also print this
report as an Excel file by accessing the user-defined options and selecting Microsoft Excel
(XLS) as the printer. After you export the report, you can immediately view it in Excel by

selecting the “Display” option.

P To set report-specific options

lnclude [ edgers Ferod Oplions
= Weekly
C Monthl
Other Ledgers il
O Quarterly
O Annually
Summanze By fotalsidverages
) Category O None

(® Period Totals

O Rollup Categories

O Period Averages

Start Date: |01,01/0200

# Of Periods:

Auto format columns & fields

Categaory Type
Deposit
Revenue

Credit

Payment

4~

-

1. Under Include Ledgers, select the ledgers you want to include in the report.

2. Under Period Options, select up the periods that will be compared in the

report:
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Select a Weekly, Monthly, Quarterly or Annual period.

a
b. Set the Start Date for the report.

o

Set the # of Periods that will be included in the report.

o

Check Auto format columns & fields to divide the columns evenly across
the page. If unchecked, the columns will use a fixed width starting from the
left margin.

3. Under Summarize By, select whether you want to summarize records by
Category, G/L account, or by Rollup Category.

4. Under Totals/Averages, sclect one of the following options:
e Sclect None to display individual transactions for the selected period.

e Sclect Period Totals to display the total of all transactions from each
period.

e Sclect Period Averages to display the average of all transactions from
each period.

5. Under Category Type, select the category types you want to include in the
report.

"
~,§,’g\ Note: You can print this report to an Excel (.XLS) file from the Report Options screen. To do
this, click File in the Send To line and Excel in the Format line.

Period Variance Report

Period Variance Report
Period 1 Period 2
F196 331096 4196 4730/96 Variance % Variance
Credits
Sibling Discount 124.00 200.00 76.00 62.00%,
Enuployee Discount 7500 90.00 15.00 68T
Creddit Totals 190.00 200.00 9100 J1.38%
Payments
Payment Cash 124.00 200.00 T76.00 62.00%
Payment Check 1500 00.00 15.00 16674
Popment Totals 199.00 206.00 9100 3L.38%
Revenues
Infant Tuition 1,055.00 1,207.00 23800 18.35%

Use when: you want to view activity for A/R categories for two different periods and discover
why there is a difference between them. The report lists by A/R category — revenue,
payments, or credits.
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P To set report-specific options

inclide L edgers Feriod } Feriod =
Start: Start:
[l Other Ledgers End- End-
Summarnze Sy Category Type
& Category Deposit
Revenue
Credit
O Rollup Categories Payment

1. Under Include Ledgers, select the ledgers you want to include in the report.

2. Under Period 1 and Period 2, enter the Start and End dates for the two time
periods you want to compare in the report.

3. Under Summarize By, select whether you want to summarize records by
Category, G/L Category or by Rollup Category.

4. Under Category Type, sclect the category types you want to include in the
report.

Revenue Summary Report

Revenue Summary Report
Category Prior Balance Current Ending Balance
Canieen
Cantesn Deposit $200.00 $50.00 $250.00
Canteen Totals F200.00 Fso00 f250.00
Papment
Payrraent $950.00 $950.00 $1,200.00
Payment Totals F-05000 §-950.00 £-1,900.00
Revenue
First Session Tuition $1,000.00 §0.00 $1,000.00
Revenue Totals $1,000.00 Fo.00 £1,000.00
Grand Total: $250.00 $-000.00 $-650.00

Use when: you want to review accounts receivable activity by category over a time range you
specify, with the option of seeing detail within the category. For each category, the report
shows a beginning balance, activity for the period, and an ending balance. You can choose to
run the report for only one category and can print by G/L account if they have been
entered. You can print this report as an Excel file by accessing the user-defined options and
selecting Microsoft Excel (XLS) as the printer. After you export the report, you can
immediately view it in Excel by clicking the Display button.
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P To set report-specific options
include L edgers include Cigsses

[ Family Ledgers, Infant
Toddler

[] Other Ledgers Iv]

- Freschoal

Kindergarten

Computers

Summanze By

nolide Calegories

* Catego
- Addditional Hours

O GJL Account Balance Forward
 Rollup Category

Activity/Lesson Fees

Freauthorized Bank Draft
Freauthorized Credit Card

Fransaction Jalfes

Start:

End:

[ Print Transaction Detail

sl [ an ] [ clear |

[Revenues] [Pﬁyments ]

Z [ Credits ] [Depusits]

1. Under Include Ledgers, select the ledgers you want to include in the report.

2. Check the entries for the classes that you want to include in the report in the
Include Classes list. Click the All button to check all classes. Click the Clear

button to uncheck all classes.

3. Under Transaction Dates, enter a Start and End date for the transactions you

want to include in the report.

4. Check Print Transaction Detail to display individual transactions in the report.
If cleared, only summary records for each ledger will be displayed.

5. Under Summarize By, select whether you want to summarize records by
Category, G/L Category or by Rollup Category.

6. Under Include Categories, sclect the A/R Categories you want to include in the
report. Click the All button to select all categories. Click the Clear button to
deselect all categories. Click Revenues to select Revenue type categories. Click
Payments to select Payment type categories. Click Credits to select Credit type

categories.

"
~,,3’,.r\ Note: You can print this report to an Excel (.XLS) file from the Report Options screen. To do
this, click File in the Send To line and Excel in the Format line.

P
v',,:{_.r\ Note: With this report, you can create a selection from the Family, Ledger Master, Ledger
Transaction, Child, or Center tables; you can also add fields from these tables.
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Revenue vs. Labor Cost Report

Revenue Versus Labor Cost Report

No.of No.of Lahor
Class Children  Employees Revenue § Labor Cosi Profit (Loss) Percent
Infant 3 2 $373.00 $402 50 32950 107 91%
Kindergarten 1 1 $147.00 $225.00 $-78.00 ABF3I06%:
Preschoal 3 2 $448.80 $503.10 $88.30 1M311%
Toddler 3 1 $675.75 $276.25 $35350  40.88%
Totals  $1.64055 $1.406.85 $233.70 85.75%

Use when: you want to find out if the revenues for classes are covering your labor costs. The
report runs for all classes, using either contracted or actual times as you choose, over a
specified date range. Labor costs are entered in Office Administration, Chapter 3,
Maintain Staff Labor Costs (sece page 329).

Note: You can print this report to an Excel (.XLS) file from the Report Options screen. To
do this, click File in the Send To line and Excel in the Format line.

P To set report-specific options

Affendance £3sis nciide Paltes
Start:
O Actual End:

1. Under Attendance Basis, select to compute attendance based on Contracted
attendance, or Actual attendance.

2. Under Include Dates, you can optionally enter a Start and End date. If a date
range is specified, only records entered within the date range will appear in the

I'CpOI't.

Year to Date Payment Summary Report

EZ- Going Day Care
540 Pennsylvania &ve.

Fort Waghington, PA 10034
Federal [D: 23-4752315

To: Jon Smith

123 Elm Street

Ambler, PA 19002
Date Category Comment Ampunt
01/10/2001 Payment Check 125 $250.00
011772001 EZ-EFT Bank Draft $250.00

Your payments for 01/01/2001 - 12/31/2001 total:  $500.00
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Use when: you want to give parents a printed summary showing the total of all payments for
the year. You can print one to three summaries per page. If you want, you can also specify

which A/R categories atre included in the statement. You can also include a message on the
statements.

P To set report-specific options

tedgers fnclude C3tegaories

@Al O One Show Payment
Categories Only

EZ-EFT Bank Draft

fnclude [ edgers

Iy, gers:
[ Other Ledgers

fransaction Dales Report } ayout EZ-EFT Cradit Card Dt
: EZ-EFT Retumned Draf
Start: [01/01/2005 © Detail O Summary Payment
Fieturned Check (NSF) »
End: |12/31/2005
[ an_ ] [ clear |

Message 7o Frint:

1. Under Include Ledgers, select the ledgers you want to include in the report.

2. Under Ledgers, you can select All to print records from all accounts, or select
One to print records from only one account. Select the account from the list
below.

3. Under Include Categories, sclect the A/R Categories you want to include in the
report. Click the All button to select all categories. Click the Clear button to
deselect all categories.

4. Under Transaction Dates, enter a Start and End date for the transactions you
want to include in the report.

5. Under Report Layout, select Detail to include all transaction records, or select
Summary to include only summary records, and specity the number of
summaries that appear on a page.

6. If desired, you can enter a Message to Print in the field provided. This message
will appear for every family in the report.

Year to Date Summary Report

L Going Year To Date Summary
540 Pennsyhrania Ave.
Ft. Washingion, PA 19034
Federal ID: 23-4752315
Alexander, Kevin
Charges Crediis Totals
Toddler Tuition
Aranda 1,500.00
Gravin 1.500.00
School Age Tuition
Zachary 2,000.00 2,000.00
Sihling Discounis
Anandy 150.00
Gavin 150.00 300.00
Total Charges & Crediis 4,010.00
Paymenis 350.00
Balance 4 560,00
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Use when: you want to provide parents or other payers a listing of all their charges, credits and
payments for the year or another time range you specify. Predefined options allow you to
break down the totals by child if you want. You can also print a message to include on each
family’s summary.

P To set report-specific options

include L edgers Ledgers frans3action Dates

@Al O one Start: | 01/01/2004

[] Other Ledgers
End: |12/31/2004

[] Show Child Total Detail
NMNessage Fo Friri

e

1. Under Include Ledgers, select the ledgers you want to include in the report.

2. Under Ledgers, you can select All to print records from all accounts, or select
One to print records from only one account. Select the account from the list
below.

3. Under Transaction Dates, enter a Start and End date for the transactions you
want to include in the report.

4. Check Show Child Total Detail to display subtotals for each child in a family
under every category.

5. If desired, you can enter a Message to Print in the field provided. This message
will appear for every family in the report.

Attendance Reports

The Attendance Reports allow you to analyse child attendance at each center.

@ Note: All these reports default to show only Active status children, families or staff. If you
want to include persons with Inactive or Remove status, you need to select the
Inactive or Remove options under the Status heading in the standard report options.
See “Setting Standard Report Options” page 166 for details. Most of the attendance
reports have predefined sorts based on the report’s internal grouping. If user-defined
sorts are available, we’ll note this below. Selections are available for most reports; we'll
note if they are NOT available.
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Child Attendance Analysis Report

Child Attendance Analysis Report
Draie Day Name Class Timel,  Time Owt #Houmr  Type Comment
010149 Monday Ming, Linda T4 i 30am 0&:00 pm 10.50 Regular
010299 Tuesday Tore, Jane  Pre 0750:m 0800 10.50  Reglay
010399 Wednesda¥  Dawy Jobm Infant 07:00am  05:30pm 1050  Fegilar
010423 T}.u.u'sday Berg, Amy Fre 05:00pm 07:00pm 400 FRegalar
010529 Friday Sprace, Mary Infint  0l.00pm  08:30pm 5.50  Regalar
41.00
Sumimary

Child # Hours Type

Computers 400  Regular

Toddler 4250 FRegular

Preschool 2000 Regular

Eindergarten 3000 Regwlar

TenFant A7 8N Reolar

Use when: you want to create a report showing child attendance by different bour #ypes — this is
the only report that gives you this option in reporting child times. For example, you might
want to know which children were at the center during a snow day or early school release
day. If you check Summary in the predefined options, you can print a count of hours per

child for each hour type within a time period you specify.

Note: With this report, you can create a selection from the Family, Ledger, Child, Class, or
Attendance (Contracted and Actual) tables; you can also include fields from these tables

through the Report Designer.
P To set report-specific options

Lhid £i255

Organize By Aftendance Basis lnciude Dates

@ Child
O Class
[ New Page Per Child

® Contracted

O Actual

[ Print Summary

1. Under Child, select which child records to print out:

a. Select All to print out records for all children.

Hour Type
@Al O one @ All

b. Select One to print out only one child’s record. Select the name of the child

from the list below.

2. Under Class, select which classes’ records to print out:

a. Select All to print out records for all classes.

b. Select One to print out the records for only one class. Select the class from

the list below.

3. Under Hour Type, select which hour types to print out records for:

a. Select All to print out records for all hour types.
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b. Select One to print out records for only one hour type. Select the hour type
from the list below.

4. Under Organize by, select Child to sort the records in the report by child, or
Class to sort the records by class. Check New Page Per Child/New Page Per
Class to start each child or class on a new page.

5. Under Attendance Basis, select to compute attendance based on Contracted
attendance, or Actual attendance.

6. Under Include Dates, you can optionally enter a Start and End date. If a date
range is specified, only records entered within the date range will appear in the
report.

7. Check the Print Summary option to list summary records for each class instead
of individual records for each child.

Child Attendance Detail Report

Child Attendance Detail Report
Child Daie Class TimeIn Time Out HHours HalfDay Full Day
Carver, Jessica TR E Toddler 05304  05:15F 10.75 i
09081992 06444 0543F 1107 X
02021999 06384 04:12F 9.57 X
03101955 05314 060SF 11.57 i
0971111992 06304 0&00F 11.50 X
54.46
Dirake, Christine 0071999 Toddler 06304 04.00F .50 Z
e 06304  04:00F .50 z
09/0/1 990 05304 11004 4.50 b
09/l 0/1 999 06304  04:00F 9.50 b
/1111999 06304 06:00F 11.00 z
44.50
Tatals 08.94

Use when: you want a detailed listing of actual or contracted attendance over any given time
period. You can also use this report to get a count of how many children are attending half
days or full days. A half day is four hours or less. You can also find how many children are
there for an AM session, PM session, or both. Predefined options let you run the report for
some or all classes at your center. This report can be “printed” to Excel by changing the
printer to Microsoft Excel (XLS).

Note: With this report, you can create a selection from the Family, Ledger, Child, Class, or
Attendance (Contracted and Actual) tables; you can also include fields from these tables
through the Report Designer.
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P To set report-specific options

Affendance Basis fnclude Dates Analze As
Ol Start: ® AM{PM/{ALL
. O HD{FD
© Actual End- O Hours
lnclude Classes Organize by

Infant e : :
Toddier @ Child []New Page Per Child
Preschool O Class/Child
Kindergarten
Camputers he Report Summary Message
[ a1 | [ clear |

1. Under Attendance Basis, select to compute attendance based on Contracted
attendance, or Actual attendance.

2. Under Include Dates, you can optionally enter a Start and End date. If a date

range is specified, only records entered within the date range will appear in the
report.

3. Under Analyze As, select one of the following options:

e AM/PM/ALL: The report will display columns marked AM, PM and
All. For each record, the relevant columns will be marked with an X.

e HD/FD: The report will display columns marked HD (Half Day) and

FD (Full Day). For each record, the relevant columns will be marked
with an X.

e Hours: The report will display only the total hours for each record.

4. Check the entries for the classes that you want to include in the report in the
Include Classes list. Click the All button to check all classes. Click the Clear
button to uncheck all classes.

5. Under Organize by, select Child to sort the records in the report by child, or

Class to sort the records by class. Check New Page Per Child/New Page Per
Class to start each child or class on a new page.

6. If desired, you can enter a Report Summary Message in the field provided.
This message will appear at the bottom of each page.
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Child Class Attendance Summary by Period

Class Attendance Summary By Period

081031999 08101999 08/17/1999 08/24/1999 08/31/1992 09071992
To To o o o o
08/02/1999 08/16/1999 08/23/1999 08/30,/1999 09/06/199% 09/13/1992 Total

Computers

Hoursz 4 4 20 i} 0 0 28
Infant

Hoursz 135 135 137 0 0 0 407
Kindergarten

Hours 27 27 70 0 1] 1] 124
Preschool

Hers 107 107 165 0 0 0 379

Use when: you want to list total hours of attendance by all children for classes, weekly, or
monthly. Other predefined options allow you to count totals for half day and full day
sessions, or for AM and PM sessions. The report shows either six weeks or six months of
totals depending on the period you choose for reporting. User defined selections are not
available for this report.

Note: You can print this report to an Excel (.XLS) file from the Report Options screen. To
do this, click File in the Send To line and Excel in the Format line.

P To set report-specific options

Aftendzrnce Basis Anafze As Anafvze As
@il ; {G: SuliFllatS © Weekly
: ) HD/FD |
O Actual O Hours O Monthly
Start:

1. Under Attendance Basis, select to compute attendance based on Contracted
attendance, or Actual attendance.

2. Under Analyze As, select one of the following options:

e AM/PM/ALL: The report will display columns marked AM, PM and
All For each recotd, the relevant columns will be marked with an X.

e HD/FD: The report will display columns marked HD (Half Day) and
FD (Full Day). For each record, the relevant columns will be marked
with an X,

¢ Hours: The report will display only the total hours for each record.

3. Under the second Analyse As, select whether you want to summarize records on
a Weekly or Monthly basis. Enter a Start date to determine the starting point
for the report.
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Child Contracted vs. Actual Hours Report

Child Contract Vg Actual Hours Report

Carver, Jessica Total Tuotal

Luetual Contracted Letual  Contracted  Hour Range
Date Class Titwe In - Titwe Ot TiweIn Tiee Out Hows Homrz Warianee  Varianes
171125 Mon Preschool 07124 04.05P 07004 04.00F .88 Q.00 -0z 0.0z
1721959 Tue Preschool 06584 01:.00p 07004 01:.00F 6.03 &.00 003 0.03
173125 Wed Preschool 07024 04.05P Q.05 0.00 205 000
174125 Tlm Preschool 07004 04:00P 07004 04:.00F Q.00 Q.00 000 000
175095 Fri Preschool 08524 03:.57P 07004 04:00F Q.08 .00 0.0z 0.13

42.04 335.00

Use when: you bill by some comparison of contracted and actual attendance - for example,
you charge for the greater of actual or contracted attendance - and you want a report
showing the variance, perhaps to send to a parent along with an invoice. Predefined options
let you run the report for all or one child, for some or all classes, within a time range you
specify. This report prints in landscape format.

Note: With this report, you can create a selection from the Family, Ledger, Child, Class, and
Attendance (Contracted and Actual) tables. In addition, this report has a table for the
calculated fields from which you can create selections. You can also include fields from these
tables through the Report Designer.

P To set report-specific options

include Dafes
Start:
End:
incivde Ciasses
Organize Infart ~
: 3 z Toddler
© Child Preschool
) Class/Child Kindergarten
[]New Page Per Child Computers b
[ an | [ clear |

Under Include Dates, you can optionally enter a Start and End date. If a date
range is specified, only records entered within the date range will appear in the
report.

Under Organize by, select Child to sort the records in the report by child, or
Class to sort the records by class. Check New Page Per Child/New Page Per
Class to start each child or class on a new page.

Under Child, select which child records to print out:
a. Select All to print out records for all children.

b. Select One to print out only one child’s record. Select the name of the child
from the list below.

Check the entries for the classes that you want to include in the report in the
Include Classes list. Click the All button to check all classes. Click the Clear
button to uncheck all classes.
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Child FTE Report

Child FTE Report

Total # Of Total Average
Class Capacity Children Hours Daily FTE
Computers an 2 4.00 0.40
Infanit 50 15 13500 338
Kindergarten 1] 3 27.00 1.13
Preschool ] 13 10700 188
Toddler 75 15 152.50 381

Use when: you want to determine how full your classrooms are over a specified time period.
The report prints classroom capacity over the period, numbers of children, and average
FTEs. You can use this report to focus marketing efforts on getting new children for classes
with low attendance, or to determine classes where you are over capacity and might need to
increase staff or create an additional class. Note: the class capacity and FTE definition come
from the Class tab in the Center drawer. These values must be entered for this report to run
properly. User-defined selections are not available for this report.

Note: You can print this report to an Excel (.XLS) file from the Report Options screen. To
do this, click File in the Send To line and Excel in the Format line.

P To set report-specific options

Aftendance Basis fnolvde Dales

Start:

End:

1. Under Attendance Basis, select to compute attendance based on Contracted
attendance, or Actual attendance.

2. Under Include Dates, you can optionally enter a Start and End date. If a date
range is specified, only records entered within the date range will appear in the
report.

Child Hours Analysis Report

Child Hours Analysis Report

Chss 08/11/99  08/12r99  08/1399  08/14/99  03/15/92  08/16/99 Tetal Avg.

Computers o 10 q 0 ] o 19 7
Infant o 65 63 0 0 0 130 11
Kindergarten 0 30 30 0 0 0 &0
Preschool o 80 20 0 0 0 160 13
School Age 0 10 10 0 1] o 20
Toddler o 43 43 i 0 o 86
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Use when: you want to see the total hours and average number of hours of attendance in each
class. Predefined options let you run the report over a period of 12 days, weeks, or months,
for contracted or actual attendance. User defined selections are not available for this report.

P To set report-specific options

Attendance 53sis Anafsis Perfea Start fate
O Daily
@ Weekly Start:
O Actual
) Monthly

1. Under Attendance Basis, select to compute attendance based on Contracted
attendance, or Actual attendance.

2. Under Analysis Period, select the length of the analysis period.

3. Under Start Date, enter the date for the beginning of the first period.

Child Loading Report

Child Loading Report

Date: 03/07/1998
Class: Infant Siaff en
Time Children Required Spaces
06:30 A0
07:004M
0753040
08:0041
0830 A0
09:00 411
09:30 41
10:00AM
10:30 A0
110040
11:30 AN
12:00PML

:

L b b0 B L L LD LD L) L L b
—
RN R R T R R R e ]
LI P IS PN Iy R P, gy . Ty WP T WP PR PN )

*

*

*

Use when: you want a graphic representation of how many children are in a class throughout
the day. This report is most useful if you have children coming and going throughout the
day and want to arrange your staffing accordingly.

Note: This report prints a page for each day of each class. The report can use scheduled
times as well as contracted and actual. If you have schedules into the future on your
Schedule tab, you can run this report as a forecasting tool. A predefined option lets you
combine classes and look at total children to take classes with two staff members and
combine them under one, reducing your staff costs. User-defined selections are not available
for this report.

Note: You can print this report to an Excel (.XLS) file from the Report Options screen. To
do this, click File in the Send To line and Excel in the Format line.
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P To set report-specific options

Affendance F3sis include Pates fnclude fimes
O Schedule Start: From: | 0B:304
O Contracted To: 07:00P
® Actual e Interval:| 100 % |hr.

lnclude Ciasses

v
v

Toddler [l Show Period's Peak Loading

Infant ”~
& Average
Freschaoal

Kindergarten

Computers b,

O Lesser

[

an | [ Clear |

1.

Under Attendance Basis, select to compute attendance based on the original
Schedule, Contracted attendance, or Actual attendance.

Under Include Dates, you can optionally enter a Start and End date. If a date
range is specified, only records entered within the date range will appear in the
report.

Under Include Times, you can optionally set the starting and ending times of
the period that will be covered by the report. Set Interval to the desired
frequency of attendance listings.

Check the entries for the classes that you want to include in the report in the
Include Classes list. Click the All button to check all classes. Click the Clear
button to uncheck all classes.

Check Show Period’s Peak Loading to display the number of children at the
end of each record as a series of asterisks, making it easy to spot where periods
with the highest loads are taking place.

Check Combine Classes to combine attendance for all selected classes into one
set of numbers.

Child Schedule Report

Child Schedule Report

Schedules in effect from 01/01/2009 through 06302009

Class. Mon Tue Wed Thu Fri Sat Sun Hours _#

Karate 03:00P-04:00P (03:00P-04:00P 200
Preschool 07:00A-03:00P 07:00A-03:00P 07:00A-03:00P 07:00A-03:00P 07:00A-03:00P 4000 0

Baker, Karen
Q4012004 - 03312009 Toddler OT00A-DS00P 07:00A-05:00P 07:00A-D500P 07:00A-05-00P 07:00A-05:00P 5000

Brewer, Julie
GRO12004 - 123172009 Infint OTO0ADF00P D700AD3:00P 0T00A03:00P 07.00A-03:00P 07:00A-03:008 4000

Dean, Janet

Use when: you want to verify that children’s schedules have been properly entered on the
Schedule tab. Predefined options let you run the report by Class, for all children or one
child, for a date range you specify. You can also print this report for future dates, for
example, to give to a parent so they can confirm the child’s schedule before they start a new
session in the fall. The report prints in landscape format and shows each child’s schedule in
chronological date order.
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Note: With this report, you can create a selection from the Family, Ledger, Child, Class, or
Attendance (Schedule, Contracted, and Actual) tables; you can also include fields from these
tables through the Report Designer.

P To set report-specific options

fate Range Frnt For nciude Ciasses
Schedules in effect ® All Children C One Child Infant 2
Toddler
o Preschool
To: Kindergarten
Computers
Organize By Karate
busic
& By Child Piano
O By Class{Child Schaal Age 2
[] New Page Per Child [ All ] [ Clear ]

1. Under Date Range, you can optionally enter a From and To date. If a date
range is specified, only records entered within the date range will appear in the
report.

2. Under Print For, select which child records to print out:
a. Select All Children to print out records for all children.

b. Select One Child to print out only one child’s record. Select the name of the
child from the list below.

3. Under Organize by, select Child to sort the records in the report by child, or
Class to sort the records by class. Check New Page Per Child/New Page Per
Class to start each child or class on a new page.

4. Check the entries for the classes that you want to include in the report in the
Include Classes list. Click the All button to check all classes. Click the Clear
button to uncheck all classes.

Child Schedule Worksheet

Child Schedule Worksheet
For child: Armanda B Andrews
Date Titne In  Time COut  Time In  Tine Owt Cotntnent
9/4/1995  MMonday o i e Weare closed Monday
05,1995 Tuesday S S S
0/6/1005 Wednesday 0
0/7/1995 Thursday L
0/8/1995  Friday -
For child: Billy Burton
Date Time In  Time Ouwt TimeIn  Time Out Cotntnent
0/4/1995  MWonday e e are closed Monday

Use when: your center allows schedules to change (for example, at a hospital where staff work
different shifts), and you want a report allowing parents to indicate upcoming schedule
changes. The report prints for all seven days of the week over a time range you specify; one
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sheet per child; it also indicates when the center is closed. The parent fills in the expected
times when the child will be at the center over the time range printed on the report. You can
also add a personalized message at the bottom of the report.

P To set report-specific options
lfnclude Dales

Start:

End:

Message on the botlom of page.

1. Under Include Dates, you must enter a Start and End date. Only records from
within the specified date range will appear in the report.

2. If desired, you can enter a Message on the bottom of page in the field
provided. This message will appear at the bottom of every page in the report.

Child Sign In Sheet

Daily Sign In:
Time In Time Ot
Maine Dropped Off By Actual  Scheduled Picked Up By  Actusl Scheduled
Hanzon, Jamie —— —— E3la —— —— E00F
Herscovici, Shoshanna . 500A - OP
Larharn, Frankii 8:004 5:30P
Weekly Sign In:
Jan.8 Jan 8 Jan10 Jan.11 Jan1z
tdon Tue Wed Thu Fri
In Out In Out__In Out__Tn Out h Out
Hanszon, Jamie 6304 600F | 6:304 6:00F 6304 &00P [ &304 &O0P | 6:304 &:00F
Time| —— ——— - o o e
Initial] —— [ — - o N
Herscaovici, Shashanna 2004 F00F 9004 Z00F 2004 3:.00F 9004 3:.00F 2004 300
’ Time i i - - i
Initial] - - - -

Use when: you need a printed sign-in sheet to be at the front desk for parents to sign or in the
classroom for teachers. The sheet prints for daily, weekly, or monthly time periods. If you
choose daily or weekly, you can print for Scheduled or Contracted times; the monthly option
gives a check box for each day. This report can also be printed by child or by class with an
option for a new page per class.

Note: With this report, you can create a selection from the Family, Ledger, Child, Class, or
Attendance (Schedule, Contracted, and Actual) tables; you can also include fields from these
tables through the Report Designer.
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P To set report-specific options

Attendance Fases nclvde £iasses inclvde Dales
Infant ~ 0 i
Daily
Toddler Start: |01/27/2004
Preschaoal ® Weekly
(&) Contracted Kindergarten End:
Computers v © Monthly
[ a1 | [ clear |

Orgarnze By [ Print Birthdates

O By Child Show Class

® By Class/Child lElpels ol Bl Include Unscheduled Children

Message on Fage Bredk

1. Under Attendance Basis, select to generate the report using the original
Schedule, or the Contracted tab.

2. Check the entries for the classes that you want to include in the report in the
Include Classes list. Click the All button to check all classes. Click the Clear
button to uncheck all classes.

3. Under Include Dates, sclect one of the following options:

® Daily: The report will allow you to enter daily sign-in and sign-out times
for each child for the date range specified in the Start and End fields.

e  Weekly: The report will allow you to enter daily sign-in and sign-out
times for a week, starting with the Start date. Each day will get its own
column.

e  Monthly: The report will allow you to mark off daily attendance for each
student for a month, starting at the Start date.

4. Under Organize by, select Child to sort the records in the report by child, or
Class to sort the records by class. Check New Page Per Child/New Page Per
Class to start each child or class on a new page.

5. Check Print Birthdates to print out the birthdates for each child.

6. Check Show Class to display the class name after each child’s name. This option
is only enabled if Daily is selected under Include Dates.

7. Check Include Unscheduled Children to print out records for children who
are part of one of the selected classes, but who are not scheduled for the
specified date range. This option is only enabled if Daily is selected under
Include Dates.
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Child Weekly Attendance Summary
Child Weekly Attendance Summary

03/02/99% 08/03/9% 08/049% 080599 0846/99 080729 080899 08/09/9% 08/10/99 081199
Aon Tue Wed Thu Fri Sat Sun Mon Tue Wed

# # # # # # # # # #
063040 u] u] u] il u] u} il u] u] u]
07304 i} i} i} i} i} i} i} i} i} i}
03304 i} 1 1 1 1 1 1 i} 1 1
02304 2 3 3 S 3 3 S 2 3 3
103040 2 3 3 S 3 3 S 2 3 3
115040 2 3 3 S 3 3 S 2 3 3
12:30PM S 3 3 S 3 3 S 3 3 3

Use when: you want a summary list by time period within the day by class, showing how many
children are attending and the ratio of staff to children. Predefined options let you choose
count of children, ratio or both; you can also vary the time interval over which
measurements are taken and combine classes. The report prints for a two week period
beginning at a date you specify, for contracted or actual times. User-defined selections are
not available for this report.

P To set report-specific options

Aftendance Fases lnclude Ciasses fnclude Fimes
Infant ”~ From: |06:30A
Toddler
® Actual Preschoal To: 0700
Kindergarten
Int I: 1.00 2
Computers v s x
All Clear
Layou Conlenits
@ Page per Class # of Children
) Combine Classes Start: ] Ratio

1. Under Attendance Basis, select to generate the report using attendance data
from the Contracted tab, or the Actual tab.

2. Check the entries for the classes that you want to include in the report in the
Include Classes list. Click the All button to check all classes. Click the Clear
button to uncheck all classes.

3. Under Include Times, you can optionally set the starting and ending times of
the period that will be covered by the report. Set Interval to the desired
frequency of attendance listings.

4. Under Layout, sclect Page per Class to print each class on a separate page, or
select Combine Classes to generate a report where all classes are summarized
together.

5. Enter the starting date for the report in the Start field.
6. Under Contents, check one of the following options, or both:

e # of Children: The report will list the number of children who attended
the class during each time period.
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e Ratio: The report will list the ratio of children to staff (ex: 5 indicates 5
children per staffer).

Child Weekly Class Attendance Report

Child Weekly Class Attendance Report

09/2/99 09/3/99 09/4/99 09599 0%/6/99 09719 09/3/99
Child Total
Cont Actaal  Cont Actnal Cont detnal Cont Actaal  Cont Actual  Cont detnal  Cont Aotnal Cont Actual
Berg, Amy 10 10 10 10 10 10 10 10 10 10 o o o o 500 50
Boda, Fick 12 12 1212 12 12 10 10 10 10 o o o il 58 58
; 01062003 01707 /2003 01/04,/2003 01700/ 20 03
Child
Cuartlra bl Cuartlea el [ Cunleaclel With “X" eption
alaandsz, Tachany P X P
o kllaxd, $ albr e X e
Wilsam, Jokm b4 b4
2 2 2

Use when: you need a list (by name) and count of children present in a class over a weekly
time period. To produce the report with this information, click on the report to open the
predefined options, select the radio button to run the report by Day and check the box for
“Show X.” Also, if you have multiple sites and have created a field (usually on the Child tab)
identifying the site each child attends, you can use the Selection feature in user-defined
options to filter and report only on attendance for sites you specity.

By default, the data for this report is drawn from the Contracted tab.

Note: You can print this report to an Excel (.XLS) file from the Report Options screen. To
do this, click File in the Send To line and Excel in the Format line.

P To set report-specific options

lnckrde Ciasses Analyre
v ~
leuE;nctiIer (®) By Day - Show # Hours
Preschool O By Week - Show # Days
Kindergarten
Computers b7

All Clear

[ ] [ Show "X
Start Date: || Show Actual Attendance

1. Check the entries for the classes that you want to include in the report in the
Include Classes list. Click the All button to check all classes. Click the Clear
button to uncheck all classes.

2. Enter the starting date for the report in the Start Date field.
3. Under Analyze, select one of the following options:

e By Day — Show # Hours: the report will show the number of hours
attended each day.
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¢ By Week — Show # Days: the report will show the number of days
attended each week.
4. Check Show X to display an X instead of numbers in the report. This option is
only enabled if By Day is selected under Analyze.
5. Check Show Actual Attendance to pull data out of the Actual tab instead of

the Contracted tab. The optin is disabled if Show X is checked.

Export Attendance Spreadsheet

Use when: you want to send child attendance data into Excel — to manipulate it for your own
reports that you create in Excel. For example, if you have purchased our Child Care Food
Program (CCFP) module, you would use this report to transfer data and then use it in the
module. Predefined options include organization by child or by class, and if you want to
include contracted times, actual times, and/or hour types in the export.

P To set report-specific options

Export o 2 Micresaff Excel spreadsheet.

fnclude lnclude Dates fime Fais
Contracted 1% | Time pairs per day
Start:
el Enik () One row per child
Hour Type :

O One row per time-pair

Crgamnize By

O Child Output to file: E]

[ Separate file for each Class

Under Include, select the attendance data you want to export: Contracted,
Actual or Hour Type.

. Under Include Dates, you must enter a Start and End date. Only records from

within the specified date range will be exported.

The Time Pairs section allows you to choose how you will handle multiple sets
of logins and logouts (1 login + 1 logout = a #me pair):

e Sect Time Pairs per day to the maximum number of time pairs to record
for a given child in a given day. Select from 1 to 5.

e Sclect either One row per child to list all the time pairs for each child on
a single row, or One row per time-pair to list each time pair on a
separate row.

Under Organize by, select the method to be used to sort the records in the
export file:

e Child: the records will be sorted alphabetically by name.

e Class/Child: the records will be sorted by class, and by name within
each class.
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5.

Enter the file name and path of the export file in the Output to File field, or
click the E] button to select a file.

If you selected Class/Child under Organize by, you can check the Separate
file for each Class option to output data from each class in its own separate file.

Staff Attendance Analysis Report

Staff Attendance Analysis Report
(Dake = Day Name  Positiom TimeIn TimeOwt  #FHous Type Comment
01015 Manday Ming, Linda  Teacher 07:30am  0&:00pm 1050 Ragular
010299 Tuesdsy  Tore, Jame  Teacher 07:30am  0&6:00pm 1050 Regular
010393 Wednesday Dayy Tohm  Teacher 07:00am 05:30pm 10.50  Regular
010453 Thosday  Beyz, dmy — Teacher 03:00pm  07:00pm 400 Regalar
005583 Friday Sprace, Mary Teacher 0l.00pm  0630pm 550 Regala
41.00
Summary

Child # Hours Type

Commputers 400 Regular

Toddler 4250 Fegular

Preschool 2000 Regualar

Use when: you want to create a report showing staff attendance by different hour types — this
is the only report that gives you this option in reporting staff times. For example, you could
identify regular and overtime hours within a pay period, or count vacation and sick days for
the year to date. Note: You must have created and entered these hour types in order to use
these features. If you choose Summary in the predefined options, you can print a count of

hours per staff member for each hour type within a time period you specify.

Note: With this report, you can create a selection from the Staff, Class, or Attendance
(Schedule, Contracted, and Actual) tables; you can also include fields from these tables

through the Report Designer.

P To set report-specific options

Staff Memifier £Iass Hour Type
@Al O one ®All O one
Jrganize By Aftendance Fasis lnclude D3les
@ Staff member ® Contracted Start
O Class
[JNew Page Per Staff O Acwal End:
[ Print Summary
1. Under Staff Member, select which staff records to print out:

a. Select All to print out records for all staffers.

b. Select One to print out only one staffer’s record. Select the name of the

staffer from the list below.

2. Under Class, select which classes’ records to print out:

a. Select All to print out records for all classes.
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b. Select One to print out the records for only one class. Select the class from
the list below.

3. Under Hour Type, select which hour types to print out records for:
a. Select All to print out records for all hour types.

b. Select One to print out records for only one hour type. Select the hour type
from the list below.

4. Under Organize by, select Staff member to sort the records in the report by
staff memer, or Class to sort the records by class. Check New Page Per
Staff/New Page Per Class to start each staff member or class on a new page.

5. Under Attendance Basis, select to compute attendance based on Contracted
attendance, or Actual attendance.

6. Under Include Dates, you can optionally enter a Start and End date. If a date
range is specified, only records entered within the date range will appear in the
report.

7. Check the Print Summary option to list summary records for each class instead
of individual records for each staffer.

Staff Contracted versus Actual Hours Report

Staff Contracted Vs, Actual Hours Report

Anderson, Mary - Head Teacher Total
Artual Coniracted Artual Coniract Hour
Date Class Hour Type TimeIn Time QOui  Time In Time Out  Hours Hours Variance
1172192 Mon  Infant Feglar 07:004 03.00F 07:004  03.00P .00 .00 0,00
11/3/9% Tue Infant Fegnlar 07:004 03:.00F 07:004  03.00P .00 .00 0.00
11499 Wed Infant Feglar 07:004 03.00F 07:004  03.00P .00 .00 0,00
11/5/%2 T Infant Fegnlar 07:004 03:.00F 07:004  03.00P .00 .00 0.00
11892 Fu  Infant Feglar 07:004 03.00F 07:004  03.00P .00 .00 0,00
40.00 40.00 0.00

Use when: you want to determine whether a staff member has worked more or fewer hours
than contracted within a time range you specify. Predefined options let you run the report
for all or one staff member, for one or all classes, and to organize by class or staff member.
This report prints in landscape format.

Note: With this report, you can create a selection from the Staff, Class, or Attendance
(Schedule, Contracted, and Actual) tables; you can also include fields from these tables
through the Report Designer.
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P To set report-specific options

SIarr Member L1255
@Al O0ne
Organize Hy inclide Dates
) Staff member
Start:
) Class
End:

[[IMew Page Per Staff

1. Under Staff, select which staff records to print out:
a. Select All to print out records for all staffers.

b. Select One to print out only one staffer’s record. Select the name of the
staffer from the list below.

2. Under Class, select which classes’ records to print out:
a. Seclect All to print out records for all classes.

b. Select One to print out the records for only one class. Select the class from
the list below.

3. Under Organize by, select Staff member to sort the records in the report by
staffer, or Class to sort the records by class. Check New Page Per Staff/New
Page Per Class to start each child or class on a new page.

4. Under Include Dates, you can optionally enter a Start and End date. If a date
range is specified, only records entered within the date range will appear in the
report.

Staff Expected Hours Report

Staff Expected Hours Report
Actal Schedulked Expected Hours ~ Overtime

Enplo: S5 Position _ Hours to Date Hovurs to Work End Of Perind Hours
Bmallwond, . 545444448  Diector 3155 M85 5255 12.55
Treavor, . 55602-1958  Teacher 005 19.95 005 10.05
Waller, B. 44424441 Teacher 1476 1024 %76 000
Weiner, K 377-90-8976  Crmer 2009 2000 21.00 1.00
Tostner, L. 243-26-2783  Teacher 31.00 1500 4500 1500
Zaft, W 378-81-9075  Teacher 2800 2000 42.00 2.00

15536 106.14 24236 4660

Use when: it is partway through the week and you want to determine if the remaining
scheduled hours for your staff mean that one or more staff members will be working
overtime. You can then adjust staff schedules if needed. The report shows expected hours
by the end of the week and anticipated overtime hours.
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P To set report-specific options

Sttt fgle

Start:

Fill in a starting date or
leave empty for the current
week starting on Monday

1. Enter the starting date for the report in the Start Date field.

Staff Export Attendance Spreadsheet

Use when: you want to send staff attendance data into Excel — to manipulate it for your own
reports that you create in Excel. Predefined options include organization by staff or by class,
and if you want to include contracted times, actual times, and/or hour types in the export.

P To set report-specific options

fniclude
Contracted
Actual
Hour Type

Crganize By
O Staff

Export o 2 Micresoff Excel spreadsheet.

lnclude Dates fime Fars
1 % | Time pairs per da
Start: x ; > -/
End: () One row per staff
O One row per time-pair
Output to file: E]

[ Separate file for each Class

1. Under Include, select the attendance data you want to export: Contracted,
Actual or Hour Type.

2. Under Include Dates, you must enter a Start and End date. Only records from
within the specified date range will be exported.

3. The Time Pairs section allows you to choose how you will handle multiple sets
of logins and logouts (1 login + 1 logout = a #me pair):

e Sect Time Pairs per day to the maximum number of time pairs to record
for a given staffer in a given day. Select from 1 to 5.

e Seclect either One row per staff to list all the time pairs for each staffer
on a single row, or One row per time-pair to list each time pair on a

separate row.

4. Under Organize by, select the method to be used to sort the records in the

export file:

e Staff: the records will be sorted alphabetically by name.
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e Class/Staff: the records will be sorted by class, and by name within each
class.

5. Enter the file name and path of the export file in the Output to File field, or
click the E] button to select a file.

6. If you selected Class/Staff under Organize by, you can check the Separate file
for each Class option to output data from each class in its own separate file.

Staff Hours Analysis Report

Staff Hours Analysis Report

Chss 0811998 08/1200%  O8/1309%  08/14/9% 08715499 08716599 Total Avg.

Computers 0 10 9 1] 1] o 19 7
Infant 0 65 65 0 0 0 130 11
Kindergarten 0 30 30 1] 1] 0 al 5
Preschool 0 a0 a0 0 0 0 160 13
Bchod Age O 10 10 0 0 0 20 2
Toddler 0 43 43 0 0 0 26 ¥

Use when: you want to see the total hours and average number of hours of attendance for all
staff members in each class. Predefined options let you run the report over a period of 12
days, weeks, or months, for contracted or actual attendance. User defined selections are not
available for this report.

P To set report-specific options

Affendance Basis Analysts Perfod Start Pate
& Contracted ODaily:
© Weekly Start:
O Actual
O Monthly

1. Under Attendance Basis, select to compute attendance based on Contracted
attendance, or Actual attendance.

2. Under Analysis Period, select the length of the analysis period.

3. Under Start Date, enter the date for the beginning of the first period.
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Staff Payroll Hours Report

Staff Payroll Hours Report

Enployee S5& _ HowrType  AcualHours _Adjured Hors =~ Variance
Smallwood, Janet 245880813 Regular A0.55 4055 noo
Treavor, Samantha 135.67-0817 Regulat 43.00 4309 000
Waller, Batbara 142839813 Regular 4002 40.02 000
Weintraub, Jake 145-82-2812  Regular 3430 440 0.00
Vaetz, Brenda 112-33-9815  Regular 4235 4235 0.00
Zaft, Deborah 155-28-8913  Regular 2508 2598 0.00

Use when: you need to send a report to your payroll department in order to generate payroll;
also if you want to apply rounding in calculating staff times. The predefined options for this
report give you a number of choices for rounding times in relation to contracted hours, in

and out times, time pairs, days or total time range you specify. The report also shows both
actual and adjusted hours after rounding.

Py
v,',’lj,\. Note: If you have the Time Clock module and are rounding times as they are transferred
from the Time Clock into EZ-CARE2, be careful that you are not rounding times again
here unnecessarily!

Tip:  You can print this report to an Excel (.XLS) file from the Report Options screen. To do
this, click File in the Send To line and Excel in the Format line.

P To set report-specific options

iise Corrfracled Hours fnclude Dafes
Check-in i | 54 Min.  [FAfter | 5 % Min. Start:
Check-out []Before Min.  []After Min. End:
Rounding Opliens
- O InfQut Time
) Next . @ InfOut Period
Minutes: 58
O Nearest O Total Day

O Total

1. Under Use Contracted Hours, specify the grace period before and after the
contracted check-in and check-out times.

2. Under Include Dates, you can optionally enter a Start and End date. If a date

range is specified, only records entered within the date range will appear in the
report.

3. Under Rounding Options, specify how times will be rounded off.
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Staff Schedule Detail Report

Staff Schedule Detail Report

Employee Position Status Effective From/To Day of Week Class Time In Time Qut #Hours

Smallwood, Janet Director Active 1I196- 123106  Wonday Toddler2 2004  400F 200
Tuesday Toddler 2 2304  4:00F 200
Wednesday  Toddler2 8:304  4:00F 200
Thursday Toddler 2 84004  4400F a00
Friday Toddler 2 8004  4400F B.00

Use when: you want to print out a staff member’s schedule (from the Schedule Tab) over a
time range you specify. Predefined options let you run the report for one or all staff
members, and to include the staff membet’s position on the report.

Note: With this report, you can create a selection from the Staff, Class, or Attendance
(Schedule, Contracted, and Actual) tables; you can also include fields from these tables
through the Report Designer.

P To set report-specific options

SrIff Member Include Dafes

Start:

End:

[] Print Staff Member Position

1. Under Staff Member, select which staff records to print out:
a. Select All to print out records for all staffers.

b. Select One to print out only one staffer’s record. Select the name of the
staffer from the list below.

2. Under Include Dates, you can optionally enter a Start and End date. If a date
range is specified, only records entered within the date range will appear in the
report.

3. Check Print Staff Member Position to include a Position column in the report
that lists staff member’s job position title.
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Staff Sign-in Sheet

Daily Sign In:
Time In Time Ot
Mame Class Actual  Scheduled Actual Scheduled
Hanzan, J amie Pres —  E30A —  E00F
Herscovici, Shoshanna Tod — 500A PR 1]
Larhar, Frankii P 2002 5:30P
tes _ -
Weekly Sign In:
Jan.8 Jan. 4 Jan 10 Jan 11 Jani2
Man Tue Wed Thu Fri
In Ouwt _In Out__In Out__In Out In Cut
Hangan, J amie 6:304 &:00F | &304 &:00F &:304 6:00F | £:304 &00F | &304 &00P
Time| —— o P R o
Ipitial| — [ — - N, —
Herscovici, Shashanna 2:004 3:.00F 004 3.00F 004 3:00P 004 3:00P 2:004 3:.00F
- T|me i N R R i
Imitial| I — — — -
Carham, Franki Tine| ©D0A 530F [800A S0P | 80DA S3O0P | 8004 S30P | B004 S30P
i | o R R
Inibial) - - [ p—— -

Use when: you need a printed sign-in sheet for all staff members to use. The sheet prints for
daily, weekly or monthly time periods. If you choose daily or weekly, you can show
scheduled or contracted times next to the actual sign-in and sign-out times; the monthly
option gives a check box for each day. This report can also be printed by staff or by class
with an option for a new page per class.

P To set report-specific options

Aftendance Basis lnclude Classes lnciude Dales
Infant ~ ® Dai
+ Dail
i Taddler . Start:

Preschool O Weekly

O Cantracted Kindergarten End:
Computers v © Monthly
[ an | [ clear |

Ufg o 5}/ [[] Show Class
® By Staff
. [J New Page Per Staff
O By Class{Staff

Message on Fage Sreak

1. Under Attendance Basis, select to generate the report using the original
Schedule, or the Contracted tab.

2. Check the entries for the classes that you want to include in the report in the
Include Classes list. Click the All button to check all classes. Click the Clear
button to uncheck all classes.

3. Under Include Dates, select one of the following options:

e Daily: The report will allow you to enter daily sign-in and sign-out times
for each child for the date range specified in the Start and End fields.

e Weekly: The report will allow you to enter daily sign-in and sign-out
times for a week, starting with the Start date. Each day will get its own
column.

e Monthly: The report will allow you to mark off daily attendance for each
student for a month, starting at the Start date.
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4. Under Organize by, select By Staff to sort the records in the report by staffer,
or By Class/Staff to sort the records by class. Check New Page Per
Staff/New Page Per Class to start each staffer or class on a new page.

5. Check Show Class to display the class name after each staffer’s name. This
option is only enabled if Daily is selected under Include Dates.
Staffing Level Analysis Report

Staffing Level Analysis Report

Class:  Infant
[Ratio: 300 # of Staff Crver

# of Children Required # of Staff (Undes) Ratio
] 4N 1]
(L o
oy u

06:004 1]
070040
08:0041
09:004 1]
10:00AM
11004
12:00F
01:00FII
02:00FTI
03:00FTI
04:00F T
05:00F I
06:00F I

[ %]

OO b W W W L LD L LD L
o e S PN P Y

]
1]
1
1
1
1
1
1
2
1
1
1

R - ==
L
o
=

0.0a

Use when: you want to determine if you have adequate coverage for specific classes during
specific time periods during the day. As with the Child Loading Report, you can also
combine classes to determine if you can shift staff to a different task when there are more
than enough staff required. The report prints from Contracted or Actual attendance. Note:
This report prints a page for each day of each class. Normally, you would only want to run it
for a day for one or more classes; otherwise printing could take a long time and use
substantial system resources. User defined selections are not available for this report.

P To set report-specific options

Aftenddnce Basis fnclude Cizsses fnolvde frmes
Infant » From: |0G:304
(%) Contracted Taddler
o Freschool To: 07:.00F
¢ Kindergarten : =
Interval: | 1.00 % | hr.
Computers v
Include Dates All
Start: ||

[] Combine Classes

End: : :
[] Show Period's Peak Loading

1. Under Attendance Basis, select to compute attendance based on the original
Schedule, Contracted attendance, or Actual attendance.

2. Check the entries for the classes that you want to include in the report in the
Include Classes list. Click the All button to check all classes. Click the Clear
button to uncheck all classes.

3. Under Include Times, you can optionally set the starting and ending times of
the period that will be covered by the report. Set Interval to the desired
frequency of attendance listings.
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4. Under Include Dates, you can optionally enter a Start and End date. If a date
range is specified, only records entered within the date range will appear in the

report.

5. Check Combine Classes to combine attendance for all selected classes into one

set of numbers.

6. Check Show Period’s Peak Loading to display the number of staff members at
the end of each record as a series of asterisks, making it easy to spot where
periods with the highest loads are taking place.

Administrative Reports

Admin reports allow you to view or print out, in summary or detail form, the contents of
libraries where you have defined templates, picklists, and EZ-Views. You can use these
reports to verify that these items have been propetly set up and to plan for upcoming

changes to your system or organization.

"
~,,3’,.r\ Note: You can store customized versions of these reports using the “Save As” option, but

you cannot modify them with the Report Designer.

EZ-Views Report

EZ Views Detail Report
Cabinet: Camp Echo Pines

EZ-Viewer Preference Name Updatahle Topic /Drawer Tahle

FamilyView Updatable Family Family
Family
Family
Ledger
Family
Family
Family

E7Z Views Summary Report
C'atinet: Camp Echo Pines

EZ-Viewer Preference Name Updatah le
Family View Updatatle
Clamper View Updatatle
Alumed Drawet Updatatle
Staff View Updatatle
Clamper-Sessions Updatatle

Fields To Display

Date: 07142003
Time01:31 PM
Pags'1

Field

FamilyStatus
Patent Last M ame
Parent First Hame
Balance

Patent 1 Phone Mumber
Parent 1 Work Number
State

Date:07/142003
Time01:31 PM
Page:1

Topic / Drawer

Family

Camper
Alumni
Staff

Camper

R N N T A o A A AV N W WV S oV oV oV LV SV VSV OV AV NV N Y Y SV O

Use when: you need to see a listing of all EZ-Views contained in your system, identifying

whether they are updatable and which fields and tables are included in each view.
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P To set report-specific options
lncluded E=~\Views

Family viewer-Balances e
Child/Parents

Waiting List

Child/Class

Enrichment Frograms

Staff

& Detail Report

iaiad | clear |

1. Select the type of report you want to see:

e Sclect Summary Report to simply list all of the EZ-Views in the file
cabinet.

e Sclect Detail Report to see detailed information about selected EZ-
Views, including whether they are updateable, and which fields appear in
them.

2. Under Included EZ-Views, select the EZ-Views you want to include in a detail
report. If Summary Report is selected, this feature is disabled.
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Ledger Templates Report

Ledger Templates Detail Report Date: 04/08/2009
Time:02:33 PM
Cabinet: EZ-Going Child Care Page |
Template Name
Date Comment Child Unit Price  Quantity Amount Class
Registration Fee
Diefault Child 50,00 01,00 $15.00 Defiault Class
Diefault Child S0.00 01,04 $150.00 Deefault Class
Registration Fee
Registration Fee Default Child 50,00 000 525,00 Default Class
VAV AV AV A VeV AT AV AV AV Vel AV AV VeV o VAV AV eV e VAT A AV Ve Ve VAV A VA VAV A AT A YA Ve Vel

Use when: you need to see a listing of all saved Ledger Templates. The report can display the
detail of all transactions in the template, including A/R categories, amount, and (if
applicable) effective dates.

P To set report-specific options

lncluded Tempiies
Registration Fee w/Security Deposit e
Registration Fee
& Detail Report
b
[ an | [ clear |

1. Select the type of report you want to see:

e Sclect Summary Report to simply list all of the Ledger Templates in the
file cabinet.

e Seclect Detail Report to see detailed information about selected Ledger
Templates, including A/R categories, amount, and effective dates.

2. Under Included Templates, sclect the Ledger Templates you want to include in
a detail report. If Summary Report is selected, this feature is disabled.
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Linked Drawers Report

Linked Drawer Mappings: Detail Report ?:;1:;‘2;1?0
Cabinet: EZ-Going Child Care Page: 1
Linked Drawer Mapping Name: Copy of Last Year to This Year
Destination Source
Cabinet Drawer Cabinet Drawer
Lattle Wonders Farmily Prior Year Family
Search Headings Search Fields
1 Last MName 1 Child : Last Name
1 First Name 2 Child : First Name
3 Class Name 3 Child : Class Name
Destination Field Source Field
Child : First Name Child : First Name
Child ; Last Name Child ; Last Name
Family : Parent Last Name Family : Parent Last Name
Family : Parent First Name Family : Parent First Name
Family : Address Family : Address
Family : City Family : City
Family : State Family : State
Family : Zip Family : Zip
Family : Parent 1 Phone Number Family : Parent 1 Phone Number
BDVAVAVAVAVAVAVAVAVAVAVAVATAVAVAVAVAVAVAVAVAVAVAVATAVAVAVAVAVAVAVAVAVATAV A

Use when: you need a listing of all links that have been defined throughout Maintain Linked
Drawers. You can use this information to determine that your mappings are accurate and
also to verify the destination, source cabinets, drawers, and which fields are searchable.

P To set report-specific options
lncluded {inked Drawers

Copy of Last Year to This Year ~
Lastvearto This Year
Waiting Listta Enrollment

® Detail Report

[ an ] [ Clear |

1. Select the type of report you want to see:

e Seclect Summary Report to simply list all of the linked drawers in the file
cabinet.

e Sclect Detail Report to see detailed information about selected linked
drawers.

2. Under Included Linked Drawers, select the linked drawers you want to include
in a detail report. If Summary Report is selected, this feature is disabled.
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Picklists Report

Date: (04/08/2009

Picklists: Detail Report

Time:02:29 PM
Cabinet; EZ-Going Child Care Page: |
Allow Editing
List During
Name of Picklist Allow Other Values Data Entry
Picklist Items
Activity MNo Mo
Art Projects
Basketball
Computers
Helping Hand
Soccer
Softball
Tennis
Volleyball
Bank Name Pick List Yes without confirmation Yes

Bank of America { Routing Transit # 031901482

Use when: you want a listing of all picklists in the system or of all items on a specific picklist.
You can use this information to determine that the picklists are accurate. You can also
review the report to determine if picklist settings should be changed; for example, you may
want to “lock down” the values on the picklist so users cannot change values on the list
during data entry and can only add values with confirmation.

P To set report-specific options

fncluded Frokists

Activity ~
Bank Mame Pick List
Billing Cycle
CCFP
Child Check List Item Type
5 Child Notes Type
(® Detail Report Child Relations
Church
Desired Schedule
Draft tethod
Ethnicity v

[ an ] [ Clear |

1. Select the type of report you want to see:

e Seclect Summary Report to simply list all of the picklists in the file
cabinet.

e Seclect Detail Report to see detailed information about selected picklists.

2. Under Included Picklists, select the picklists you want to include in a detail
report. If Summary Report is selected, this feature is disabled.
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Rate Masters Report

. _ Date: 04/06/2009
Rates: Detail Report Time:09-05 PAM
Cabinet: EZ-Going Child Care Page: 1
Name of Rate: Addtl Hours
Effective Daie Using Based On Charge To Category
08/01/1998 Simple Rate Actual attendance outside of contracted $10.00 per Hour Additional Hours
Rounded To Charges Rounded To
, Mext O minute each Time Pair Next $0.00
Min Charge: $0.00 per Day
Separate Transactions per Day: Yes Max Charge: $0.00 per Day

Name of Rate: Infants

Effective Date  Using Based On Charge To Category
08/01/1998  Simple Rate Actual attendance $27.00 per Day Infant Tuition
Rounded To
, Next 0 minute each Time Pair \
Min Charge: $0.00 per Day
Separate Transactions per Day: No Max Charge: $0.00 per Day

ANAAAAAAAAAAAAAAANAAANANAANAANAAAANAANNNAN
Use when: you want a listing of all saved Rate Masters. Use this report to verify that rates have
been propetly set up. Predefined options let you filter on the type of rate; for example, you
could choose to view only variable rates.

P To set report-specific options

Included Rales
+ 3
=+ [FE variahle
it [ Fixed

O Summary Report
& Detail Report

Select All Clear All

[ Selectallin Simple

1. Select the type of report you want to see:

e Sclect Summary Report to simply list all of the Rate Masters in the file
cabinet.

e Seclect Detail Report to see detailed information about selected Rate
Masters.

2. Under Included Rates, sclect the Rate Masters you want to include in a detail
report. If Summary Report is selected, this feature is disabled.
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Template Groups Report

. Date: 04/08/2009
Template Groups Detail Report Time:02-27 PM
Cabinet: EZ-Going Child Care Page: 1

Template Name

Included Templates Template Type
Before & After Group Template

Registration Fee Ledger

Schoaol Age B/A Tuition

School Age B&A Schedule Schedule
Preschool

Preschool Tuition Tuntion

Registration Fee w/Security Deposit Ledger

Preschool Schedule Schedule

DAV AVAVAV VAN GV S A AV A VAV A VAV AVAVAVAVAVAVAVAVAVEA A A AVAVA VAV VAVAVA Ve

Use when: you need to see a listing of all saved Template Groups. You can use this if needed
as a written reference reminding users of which templates and template types are included
when a specific Template Group is applied.

P To set report-specific options

lncluded Templates
Before & After Group Template Child ~
Preschoal Child
& Detail Report
W
iaiad | clear |

1. Select the type of report you want to see:

® Seclect Summary Report to simply list all of the template groups in the
file cabinet.

e Seclect Detail Report to see detailed information about selected template
groups.

2. Under Included Templates, sclect the template groups you want to include in a
detail report. If Summary Report is selected, this feature is disabled.
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Tuition Templates Report

Library of Saved Tuition Templates Detail Report
Cabinet: EZ-G oing Day C are

Template Name:Toddler 3 day wilibling Discount
From To Billing Account Multiplier Rate Type Hour Type
Weekly  Default Account 100.00% Toddler HDVFDVFD+ Regular

Weekly  Default Account 100.00%  Addt] Hours Regular

Library of Saved Tuition Templates Smmnay Report
Cakinet: EZ-Going Diay Care

Template Name

Toddler 3 day w/Bikling Discount

Corporate 50%-Preschocl

Preschool Tuition KW

Use when: you need to see a listing of all saved Tuition Templates. The report can display the
detail of all entries made on the tuition tab by each template, including billing cycle, amount,
percent multiplier, rate type, hour type, or other specified entries.

P To set report-specific options

fncluded Tempiates

Toddlerw/Sikling Discount A
Corporate 50%-Preschool

Freschaal Tuition

School Age BfA

Infants Tuition

® Detail Report

Al | [ clear

1. Select the type of report you want to see:

e Seclect Summary Report to simply list all of the template groups in the
file cabinet.

e Sclect Detail Report to see detailed information about selected template
groups.

2. Under Included Templates, select the tuition templates you want to include in
a detail report. If Summary Report is selected, this feature is disabled.
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Answers to Common Report Questions

This section details common procedures you may need for reports.

How do | modify System Reports?

You can’t modify System Reports directly, but you can create a copy of a System Report and
modify that copy in any way you want.

» To modify a copy of a system report
1. From the Report Library, select the report you want to modify.
2. Click the Print button.
3. Click the Save As button. The Save As dialog box appears.

Save Report As

4. In the Description field, enter a new name, and click OK.
5. You can now do one of the following:

e Make changes to the pre-defined options and save them as part of the
report by clicking the Save button.

e C(lick the Change button, and then click the Report Designer button to
make changes to the report. For details on the Report Designer, see the
Custom Report Writer Guide.

=\ / L . _
M,,gr,.) Note: You cannot modify Admin Reports using the Report Designer.

How do | create a print (.PRN) file?

Reports can be sent to a print file to be printed at a later time. Print files can be sent to
another computer or location for someone else to print. To create a print file, you first need
to set up a generic printer and then create the print file.

Creating a Generic Text/Only Printer
To create a generic/text only printer, you’ll add a printer to your system.
P To add a generic/text only printer
1. On the left of your Windows taskbar, click the Start button.
2. Go to Settings, and click Printers.
3. Double-click the Add Printer icon. The Add Printer Wizard appears.
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4.

Follow the instructions on the Wizard screens. Choose the Local Printer setting,
and a Port setting of FILE: (Print to File).

From the Manufacturers list, select Generic. From the Printers list to the right,
select Generic / Text Only. When asked if you want it to be the default, click
No. Also click No for prompts asking you to share the printer ot print a test page.

Printing a Report to a .PRN File

Now, you can print PRN files with the printer you added.
» To printto a.PRN file

1.

From the Report List, select the report you want to print, and then click the
Print button.

. Click the Change button.

Click the Printer button @I The Printer Selection dialog box appears.

From the list, click Generic / Text Only, and then click OK. The Report
Options screen appears again.

Click OK. The Print screen appears again.

Click the Print button to create the file. The Print to File dialog box appears.

Print to File 2l
Dutput Fils Mame:
|| Cancel |

In the Output File Name field, enter the path and file name for the file you’re
creating. The path must specify already existing folders (for example, C:\MY
DOCUMENTS\REPORT.PRN). The file name must have a PRN extension.

Click OK.

Click Done. A message appears, asking you want to save the changes to the
report. If you do, click Yes.

Viewing the .PRN File

To view the .PRN file, use a word processor, such as MS Word or WordPad (don’t use
Notepad because that does not format the columns). The file opens with a generic Courier-
like typeface, and you may experience some wrapping of the header information.

Py
@ Note: .PRN files can be opened by double-clicking them from Windows Explorer if they are

associated with your word processor program. Refer to your MS Windows
help/documentation on how to associate files.
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How do | export accounts receivable (A/R) information into Excel?

There are five different A/R reports that include an option to export the information to
Excel.

e Aging Report (see page 199)—shows a summary or detail listing of all families
with outstanding balances, grouped by how long those balances have been
outstanding.

¢ Deposit Report (see page 202)—allows you to reprint a Cash Receipts posting
report after the posting has been done.

e Ledger Report (see page 209)—allows you to review accounts receivable
information by family.

e Period Analysis (sce page 213)—shows A/R activity over several time petiods.

e Revenue Summary Report (see page 215)—shows information by A/R
category.
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Generating Mailings and Email

8. G

Perform

enerating Mailings and Email

ing a Mail Merge with Word

You can create a mail merge document using EZ-CARE2 and Word. To do this, you’ll
create a File Export in the Report Wizard (for more details, see the Custom Report Writer

Guide), and

Creating

then you’ll go to Word and create a mail merge document.

the File Export in EZ-CARE2

» To perform a mail merge

1.

o g~ W N

On the Report Library, choose the appropriate values at the top for Cabinet,
Category, and Drawer. These selections determine what information you can
include in your file export, so be sure you’ve chosen the right options.

Click the New Report button. The New Report dialog box appears.
Click the Wizard button. The Save New Report As dialog box appears.
In the Description field, enter a report name, and click OK.

Click the File Export button, and then click OK.

From the Available Fields section, choose the fields you want to export, using
the buttons in the middle. When you select a field, it appears in Fields to Export
section.

Check the Add Field Header Line to Output File check box.

In the Output to File field, enter a path and a name for the exported file. To
browse to a new location, click the _| button, go to the new location, give the
file 2 new name, and then click Save. Make sure the name contains a .CSV
extension. The file name should include the drive and folder, name of the file,
and extension (.CSV). For example, C:\REPORT082203.CSV.

SN , ,
754}_. Note: Be sure you note where you save the file because you'll have to retrieve
the file when you're in Word.

10.

Click Finish. The Report Library appears again.

From the Report Library, double-click the report name, and click the Export
button. This creates the .CSV file containing the data from EZ-CARE2. See the
next section for how to bring this file into Word to create the mail merge
document.
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Creating a Merge Document in Word 2007
P To create a merge document in Word 2007
1. Open Word and create a new merge document.
On the Mailings tab, in the Start Mail Merge group, click Start Mail Merge.
Click A set of form letters or e-mail messages.

On the Mailings tab, in the Start Mail Merge group, click Select Recipients.

a » w N

Click Use Existing List, and then locate the .CSV export file created in EZ2 in
the Select Data Source dialog box.

6. Create the text of your document. When you want to add a field, click on Write
& Insert Fields, then choose the field you want to add. Finish typing your
document, adding fields as needed.

7. On the Mailings tab, click Preview Results.
8. On the Mailings tab, in the Finish group, click Finish & Merge.

9. Save this document as a Word file. This document is the finished document —
meaning, when you open it, it will include the information stored in your export
(.CSV) file. You can print your letters from this document, or you can save it for
future mailings.

Updating a Mail Merge in Word 2007

From EZ-CAREZ2
» To update a mail merge from EZ-CARE2
1. Choose the previously defined report from the Report Library, double-click on

the report name, and click on the Export button. This creates the .RTT file
containing the latest data from EZ-CAREZ2.
From MS Word 2007
» To update a mail merge from Word 2007

1. Open the previously saved document. It now contains the updated data from the
recently run export.

Creating a Merge Document in Word 2002 and 2003
Once you’ve created the file in EZ-CARE2, open Word to create a new merge document.
» To create a merge document

1. From the Tools menu, select Letters and Mailings, and then click Mail Merge
Wizard. The Mail Merge Wizard appears as a pane on the right side of the

screen.

2. In the Select Document Type section, click Letters.
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At the bottom of the pane, click Next: Starting document.

In the Select starting document option, click Use the cutrent document.
At the bottom of the pane, click Next: Select Recipients.

In the Select recipients section, click Use an existing list.

In the Use an existing list section, click Browse.

Locate the .CSV export file created in EZ-CARE2, click the file, and then click
Open. The Mail Merge Recipients screen appears.

© N o g b~ W

9. At the bottom of the screen, click the Select All button, and then click OK.
10. At the bottom of the pane, click Next: Write your letter.

11. Create the text of your document. When you want to add a field from the file
you exported from EZ-CARE2, click More Items, choose the field you want to
add, and then click Insert. Finish typing your document, adding fields as needed.

N\ , ,
mﬂfb Note: For assistance creating your document, see Word help.

12. At the bottom of the pane, click Next: Preview your letters. A preview of one
of your letters appears.

13. Make sure everything looks okay. If not, you can click the Previous link at the
bottom of the page and make changes.

14. At the bottom of the pane, click Next: Complete the merge.

15.1n the Merge section, click Edit individual letters. The Merge to New
Document dialog box appears.

16.1n the Merge records section, click All, and then click OK.

17.Save this document as a Word file. This document is the finished document —
meaning, when you open it, it will include the information stored in your export
file. You can print your letters from this document, or you can save it for future
mailings.

Updating a Mail Merge in Word 2002 and 2003

If information in EZ-CARE2 has changed, you should export the file again to make sure
your mail merge letter contains the most up-to-date information.

From EZ-CARE?2

Choose the previously-defined report from the Report Library, double-click the report
name, and click the Export button. This creates the .RTT file containing the latest data from
EZ-CARE2.
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From MS Word 2002

Open the mail merge document with the EZ-CARE2 information that you saved. It now
contains the updated data from the recently run export.

Creating a Merge Document in Word 2000
Open Word and create a new merge document.

» To create a merge document

1. From the Tools menu, click Mail Merge. The Mail Merge Helper dialog box
appears.

In Section 1, click the Create button.

From the picklist that appears, click Form Letters. A dialog box appears.

Click Active Window.

In Section 2 of the Mail Merge Helper dialog box, click the Get Data button.

o o~ w0 N

From the picklist that appears, click Open Data Source. The Open Data
Source dialog box appears.

7. From the Look in picklist, change the directory to find the folder where your
mail merge directory is located.

8. From the Files of Type picklist, choose Rich Text Format (.RTF).
9. Double-click the .RTF export file.

10. Click Edit Main Document.

11. On the toolbar, click the Insert Merge Field button.

12. Using the list the appears based on the information in your export file, create the
text of your document.

N\ , ,
mﬂfb Note: For assistance creating your document, see Word help.

13. Save this document as a Word file (with a .doc extension). This creates the
template for the finished product.

14.To print the merge, first open the template document (the document you named
with .doc extension), and then take the following steps:

a. From the Tools menu, click Mail Merge.
b. In section 3, click Merge.

c. From the Merge picklist, choose Printer to send the document directly to
the printer or New document to save it as a new document. The document
you print or save will be the data merged with the template file, for as many
records as you have included in the data export.
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Updating a Mail Merge in Word 2000

From EZ-CARE2

Choose the previously-defined report from the Report Library, double-click the report
name, and click the Export button. This creates the .RTF file containing the latest data from
EZ-CARE2.

From MS Word 2000
P To update a mail merge
1. Open the template document (the document you named with .doc extension).
2. On the Tools menu, click Mail Merge.
3. Click on Merge, choose Merge Again from the mini menu.
4

. Choose whether to Print directly to the printer or Save as a new document. The
job you print or save will be the data merged with the template file, for as many
records as you have included in the data export.

Generating Email Messages

P
v',',,'j,r\ Note: These features will only run with Microsoft Outlook or Outlook Express—for details on
how to set these up to work EZ-CARE2, see page 367. You must also have an email
field containing an email address. For more details, see page 92.

You have the option to send an email message to an individual in your system or to a group
of people.

» To send an email to an individual
1. Open the Family drawer and go to the Family tab.

2. Using the Families or Children picklists, locate the parent or child you want to
send an email.

3. To send a message, click the email field once (until the cursor flashes in the
field), and then on your keyboard, press CTRL+ENTER. Outlook or Outlook
Express opens with the email address inserted. Type your message and send it as
you would send any email message.

4. If you have the optional Insta-Merge module, you may also send an Insta-merge
letter by email. To do so, click on the Insta-Merge icon, select the letter you want
to send (for example, Confirmation Letter), then click the Email button. MS
Outlook or Outlook Express opens, the email address is inserted in the To: line,
and the merged letter will be filled in the text portion of your message. You can
then modify the message and send it. (See page 352 for more details).
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» To send an email to a group

(You must have the optional Insta-Merge module.)

Choose the tab containing the group and records you want to include in your
email. For details on which records are available on which tab, see EZ-Viewer ot
Insta-Merge.

Click the EZ-Viewer button ( & |), and mark the records to which you want to
send an email or choose a Selection (for example, just parents of children in a
single class).

Click on Select-a-Merge. If you have marked records, the Library of Insta-
Merge Templates appears. If not, you will be asked whether to choose one or
all records. Make your choice, and then the library appears.

Select the Insta-Merge letter you want to send. We recommend that you Preview
the message to make sure it is the one you want because this is the only
opportunity you have to preview the message.

After you are satisfied with your choice, click the Email button.

If email addresses are missing, the system displays a warning message. You will
need to go back to the selected records and insert an address in the email field.

If all addresses are present, the system displays a notification for each email and
you will be given an opportunity to send or not send it. Note: You will NOT see
the email itself, which is why we recommend that you Preview the message
before sending.
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9. Office Administration

The Office Administration module contains procedures and wizards that help you with the
setup and maintenance aspects of EZ-CARE2.

The featl’?‘res 1n OfﬁCC A'dmlnlswatl'on can be EI Office Administration Table of Contents g|
grouped into the following categories:

ari-Us

apie L5
er 2 - Cal

ﬂ:&lt:h

e

.

all . IS CLIFITy
pti inets & Drawers

® SCttlﬁg up and admlnlSteﬁng USers, f=(CIChapter 3 - Freferences & Setup
groups, and SCCLlrlty settmgs. dh{Z Chapter 4 - Accounts Receivahle

Chapter & - Session Preferences & Maintenance
. . .. E0Chapter b - Maintenance
e Setting up and maintaining your file

cabinets
e Backing up and restoring your data

e Setting system preferences

e Setting session preferences and
maintaining session data

Administering Users, Groups and Security

There are several steps to setting up security in EZ-CAREZ2. They must be performed in the
order detailed below.

P To set up security features

1. Create Security Groups that define the rights available to staff based on their
security clearance. For example, someone in the security group of Administrator
would have wide access to system features, whereas a person in the group
Limited Access would only be able browse some areas of the system and would
be locked out of others.

EZ-CARE2 has two kinds of security groups. Cabinet Security Groups define
whether a group member has Ful/ Access, No Access, or Read-Only Access for each
drawer, tab, and page in the system. This section also defines access to functions
in the cabinet, such as Group Posting, Enter Cash Receipts, or Printing Reports.
System Security Groups define access to Office Administration features that
can affect all cabinets such as Backup, Create/modify cabinets, and Optimize.
For details on setting up Cabinet and System Security Groups, see page 264.

2. After the cabinet and system security groups are established, you need to create
individual users in the system. You will give each user a password and assign
them to a System Security Group. For each cabinet, you should then assign the
user to a Cabinet Security Group. Note that the same user could have different
access rights to different cabinets. Also, if you do not assign a Cabinet Security
Group for a specific cabinet, the user will have NO ACCESS to that cabinet. To
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perform these steps, use Maintain Users & Privileges in Office administration —
see page 202 for details.

3. Lastly, in Office Administration, open Use Passwords (see page 267) and activate
this feature by checking the box. Noze that the feature does not take effect until the next
time someone logs into the system.

When you create a copy of an existing cabinet, you have the option to copy that cabinet’s
Security Groups to the new cabinet. This allows you to keep users in the same security
groups for the new cabinet without having to manually assign them. For details, see page
264.

Maintaining User Accounts with the Library of Users

The Library of Users allows you to specify security levels and authorizations for each user of
your EZ-CAREZ system.

"
','lff) Note: Before using this feature, we recommend you set up System and Cabinet Security
Groups first (see page 264).

Accessing the Library of Users
P To access users and privileges

1. Double-click Office Administration, double-click Chapter 1 (Users, Groups &>
Security), and double-click Maintain Users & Privileges. The Library of Users
appears, listing the current users in your system.

2. Select an existing user and click Edit to moditfy, or click New to set up a new
user. The following screen appears:

EUser Profile Ll

T fdentification
Full Name IMaryAnderSDn
Initials IMA ¥ Active Change Password |

— Emai Account
User Name Password

T Securily
System Group IFuIIAccess System j
Cabinet ICamp Echo Fines j
Cabinet Group IFullAccess j

Done |

Adding a New User

If you’re requiring each user in your system to use passwords (see page 260), you need to
create user profile for each person.
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P Toadd a new user

1.

a p 0N

10.

11.

From the Library of Users, click the New button. A blank User Profile
appears.

Enter the Full Name of the uset.
Enter the Initials of the user.
Click on the Active check box if this user is active.

To set this uset’s password, click the Change Password button. The Password
Setup dialog box appears.

B Password Setup x|

Enter Old Password:
Enter New Password:
Retype New Password:

0K | Cancel |

Because this is 2 new user, leave the Enter Old Password field blank. Then,
enter the new password, and re-enter the new password to verify. Click OK to
save your changes and close the Password Setup dialog box. Click Cancel to
close the dialog box and return to the previous screen WITHOUT saving any
changes.

If you’re using Microsoft Exchange Server 2003 or 2000 to send emails from
EZ-CARE2, we recommend that you complete the User Name and Password
tields in the Email Account section in order to authenticate your email account.

From the System Security Group picklist, choose the access group you want to
give the user.

From the Cabinet picklist, select the cabinet for which you want to authorize
this user. You can select as many cabinets as exist on the system for each user.
After you have selected a group, you can re-select another cabinet.

Select a Group from the picklist that is associated with the cabinet selected. This
user can only have one group per cabinet. You can set the privileges for each
group in Maintain Cabinets/ System Security Groups (next section).

Click OK to save your changes and close the present dialog box. Click Cancel to
close the dialog box and return to the previous screen WITHOUT saving any
changes.

Editing an Existing User

P To edit an existing user

1. From the Library of Users, select the user you want to edit, and click the Edit
button. The User Profile screen appears.
2. Make the necessary changes to the user.
Version 7.0 Page 263

May 2010



Office Administration

EZ-CAREZ2

3. When you’re finished, click Done.

Maintain Cabinet/System Security Groups

The Maintain Cabinet Security Groups and Maintain System Security Groups screens allow
you to set up and maintain Cabinet security groups that provide access to menus, drawers,
and tabs in cabinets, and System security groups that provide access to Office

Administration functions.

Modifying a Security Group

The process to set up a Cabinet Security Group and a System Security Group is similar.

» To modify a security group

1. Double-click Office Administration, double-click Chapter 1 (Users, Groups
and Security), and double-click Maintain Cabinet Security Groups or
Maintain System Security Groups.

&\ o .
",,:4,%. Note: If you choose Maintain Cabinet Security Group, you need to choose a
cabinet, and then click the Edit button.

2. Select a Security Group from the library, and click the Edit button. The
following screen appears.

E Maintain Cabinet Security Groups 5'
— Security Group Hame
INew Cahinet S ecurity Group
Security Area Modify | Add |Delete |«
Camp Drrawer W v v v
Camp Tab o v
Configure EZ-EFT v W
Sessions Tab v v W v
Groups Tab v v W W
Bunks Tab v v v v
Farnily Dirawer v v v v
Family Tab Page 1: Family Information w v v v -
. Copy Dptions
* Full Access { NoAccess { ReadOnly ¢ Other [[F Add ¥ Delete ¥ Hodify)

Copy To Everything in Camp Drawer |

Copy To All Security Areas |

Done |

3. Click the row that corresponds to the security area you want to define.

4. For each security area, you can set Access (Read Only), Modify, Add, or Delete
options by clicking in the corresponding column. A red check indicates the
option is selected for this Security Area. A gray box means the option is not
available for this Security Area.

Page 264
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=\ U :

(o Note: If you're defining Cabinet Security Groups, the Ledger Tab and Other
Ledgers security areas have a row called Administrative Override. If
given Access rights, this option allows a person in the group to make
changes to posted ledger entries. This area should be activated with care
because it reduces the ability to have an effective audit trail of changes
made.

5. In the Copy Options section, you can choose one of the following options,
which allow you to apply several options to a row at once:

e Full Access: marks all columns.

e No Access: no options are selected—all columns remain with gray
boxes.

¢ Read Only: the Access column is marked, and the other 3 columns are
left blank.

e Other: the Access column is marked, and you can then specify which
actions are permissible—Add, Delete, or Modify.

6. If you want to copy the setup of the currently highlighted row to all security
areas in that drawer, click the Copy To Everything in ... Drawer button.

7. If you want to copy the setup of the currently highlighted row to all security
areas in the entire cabinet or system, click the Copy To All Security Areas
button.

8. Click Done to save your changes and close the present dialog box.

Registering New Modules

Before you use an optional module, you much purchase the module through your
SofterWare sales or support person, then use the registration code they provide you to
register the module, which unlocks it for use.

P To register a new module
1. Close all drawers and file cabinets.

2. Double-click Office Administration, double-click Chapter 1 - Users, Groups
& Security, and double-click Register New Modules. The EZ-CARE2 Module
Registration dialog box appears.
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b E2-CAMP2 Module Registration x|

Your system date is: I1|].f26,{2l]l]4
Your Six-Digit Code is: |34l?13

In order to activate EZ-CAMP2, you must enter a
valid Registration Key. You can obtain this key
in one of two ways:

Contact Softerware at 215-628-0401.
-OR-

Click here to obtain the Registration Key
from SofterWare's web site.

After you have obtained a valid Registration Key,
enter it below and then click the Register button.

Register | Cancel | Modules |

3. Click the Modules button to see if you have already been registered for the
module. If you are, the module will have an expiration date or a check in the
Forever column (status cannot be modified on this screen). Click Done to close
this screen.

4. You have the option to register in two ways:

e C(lick the Click here to obtain # from web site button. You can then
go to the SofterWare Web site, where you can follow the instructions on
screen to obtain your registration number.

e Call SofterWare Support and give them your 6-digit code number. They
will give you the registration key to register your new module.

5. Enter the number they give you, and click the Register button. You may check
this module again by clicking on Modules.

Enabling or Disabling Password Protection

The Use Passwords screen determines whether or not passwords are needed to access EZ-
CARE2.

» To use passwords

1. Double-click Office Administration, double-click Chapter 1 (Users, Groups and
Security), and double-click Use Passwords. The Use Passwords dialog box
appears.

= :
I/ Use Passwords x|

¥ Require name and password to use EZ-CAMP2

¥ iUsars must change their password periodically. |

Require a password change every I 30 3 days.

0K | Cancel |

2. If you require a person's name and password to be entered to use the system,
Require name and password to use EZ-CARE2 check box. This requires all
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users to enter a password as set up in Maintain Users & Privileges (see page
262) and restricts each person's usage as determined by their security group,
which is set up in Maintain Security Groups (see page 264). If you do not wish
to use any security to use the EZ-CARE?2 system, make sure the check box is not
selected.

3. If you want to force users to change their passwords on a regular basis, check the
Users must change their password periodically check box. Then, define how
often you want to force them to change it.

4. Click OK. Changes to this function do not take effect until the next time you
enter the EZ-CARE?2 system.

Py
.#} Note: If you are using passwords, you can determine who is signed into the system
by clicking on the Help menu and selecting About EZ-CAREZ2. Click the
Current Users button to see a list of users currently logged into the system.

Maintaining Passwords
» To maintain passwords
1. Close all drawers and file cabinets.

2. Double-click Office Administration, double-click Chapter 1 - Users, Groups
& Security, and double-click Maintain Users & Privileges. The Library of
Users appears.

3. Highlight the user you want to work with, and click the Edit button. The User
Profile screen appears.

4. Click the Change Password button. The Password Setup dialog box appears.
5. Enter the old password, a new password, and retype the new password.

6. Click OK after changing your password, and then click OK at the User Profile

screen.

Passwords can also be changed at the initial sign-in by right-clicking on Password.

Maintaining File Cabinets

A cabinet represents a separate “database” you manage. A cabinet consists of drawers and
folders. You can have multiple cabinets, each of which contains information for different
programs, centers, or years.

EZ-CARE?2 offers you several tools to manage the cabinets and drawers in your system. You
can carry out the following tasks:

e Creating a new file cabinet ¢ Renaming Drawers
e Copying a file cabinet ¢ Deleting Drawers from a File Cabinet
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e Modifying a file cabinet e Linking Drawers

e Renaming a file cabinet e Maintaining Linked Drawers
e Deleting a file cabinet

e Restoring file cabinets

e  Optimizing Cabinets

Creating a New File Cabinet Based Off the Standard Template

The File Cabinet Wizard allows you to create new file cabinets either by basing it off of the
standard template, or by copying an existing file cabinet. For details on copying a file cabinet,
see “Copying a File Cabinet” page 271.

P To create a new file cabinet based off the Standard Template

1. Double-click Office Administration, double-click Chapter 2 (Cabinets &
Drawers), and double-click Create/Modify a File Cabinet (Wizard). The

Cabinet Wizard appears:
Cabinet Wizard - Step 1 Cabinet:
Cumrent Sfeg. Operation Labinels.
Defing File Cabinet @ Create g
: O Modify
lnstructions:
To create a new cabinet, A o 2 Cobinet
1. choose Create; LI
2. if you want to copy the structure ® Only Copy Structure
and/or data from another cabinet, O Copy Structure and Data Prior ¥ear
highlight that cabinet and choose 7
the copying option you want; No Structure or Data
3. enter a new cabinet name; j
4. click on Next. Franklin SD
Before & After
To modify a cabinet, = == |
1. choose Modify;
2. highlight the cabinet you want to 5 £
modiy; Cabinef Name. EZ-Gaing
3. click on Next.
Little
v “Wonders v
Cancel Next »

2. In the Operation section, select Create.
In the Cabinets section on the right, select Standard Cabinet.

4. In the Copying section, select Only Copy Structure. This will create a new
cabinet with the structure of the Standard Cabinet, but containing no
information.

5. In the Cabinet Name ficld, enter a2 name for the new cabinet.

6. Click Next. A message appears, prompting you to make a backup of your system
before proceeding.
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EZ-CAREZ x]

9 ‘¥ou are strongly advised to make a backup of the EZ-Going Child Care
‘,_‘/ cabinet before continuing, EZ-CAREZ can make this backup now,
: The Pictures Folder will not be included in the backup ta reduce the
backup size and the amount of time it takes to make the backup.

Click "ves" below to make a backup.
Click. "Mo" to continue without a backup (not advised).
Click "Cancel" bo exit the File Cabinet Wizard,

Do you wank o protect your system with a backup?

[ Yes ][ Mo ][ Cancel ]

7. Choose one of the following options:

e To make a backup, which we strongly recommend, click the Yes button.
When the backup is complete, a message appears to let you know. Click
the OK button. Step 2 of the Cabinet Wizard appears.

¢ To continue creating the cabinet without backing up, click the No
button. Step 2 of the Cabinet Wizard appears.

i Cabinet Wizard - Step 2 Drawer: Family
Current Slep. fsfrucions.
Define Cahinet Drawers To create a new drawer,
Z 7 1. choose Create;
Cperaltion Cepying 2. if you want to copy the
O Create structure and/or data from
© Modity another drawer, highlight
that drawer and choose the
No Structure or Data copying option you want;
EZ-Gaing Child Cara | © . enter a new drawer name;
Staff To modify a drawer,
Cther Ledgers 2 1. choose Modify;
———— Name Oplion 2. highlight the drawer
you want to modify;
3. click on Next.
Drawer Name.

Cancel

8. In Step 2, you have the option to create a new drawer, copy a user-created
drawer, or modify the existing drawers.

e Tor details on creating a new drawer, see “Creating a New Drawer” on
page 280.

e Tor details on making a copy of a user-created drawer, see “Copying a
User-Created Drawer” on page 282.

e Tor details on modifying a drawer, see “Modifying a Drawer” on page
283.

9. When finished creating and editing drawers, click the Next button to proceed to
Step 3 and define the fields in the drawer.
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Cabinet Wizard - Step 3

| Child

Current Step. lnstruclions.

| Define Data Table Fields 1. Create or edit the fields for this drawer,
- specifying each field name, length, etc.;
Data Formar. use TAB to move through columns;
: & 2. When you are satisfied with all field
|Ledger definitions, click on Next.

T Y e T e
Address Line 2 Character Kl
City Character ElU
| [ State Character 28
[ zip Zip Code Listw/ City & State | 102
— o
L

Cancel Next »

See “Defining the Data Table Fields in a Drawer” page 292 for details on adding
fields and other objects to a drawer.

10. When finished adding fields to the drawer, click the Next button to proceed to
Step 4 and adjust the layout of the drawer tabs.

abinet Wizard - Step 4

New Drawer

Hame.:| Stafus
i 7 @ Active O lInactive O Remove
First Name
Last Name i
[ Cancel ] [ < Back ]

See “Modifying Screen Layouts in a Drawer” page 302 for details on fine-tuning
the layout of the tabs in your file cabinet drawers.

11. When finished modifying the tab layouts, click the Finish button to complete
the process and save the new file cabinet.
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Copying a File Cabinet

EZ-CARE2 allows you to make a copy of an existing file cabinet. The copy has the same
data structure as the original, and may contain duplicates of the data in the original cabinet if
you so desire. You can also copy over the security groups from the original cabinet, if
desired.

» To copy an existing file cabinet

1. Double-click Office Administration, double-click Chapter 2 (Cabinets &
Drawers), and double-click Create/Modify a File Cabinet (Wizard). The

Cabinet Wizard appears:
binet Wizard - Step 1  Cabinet:
Current Sfeo: Operation L3bwnels.
| Define File Cahinet @ Create | s
: O Modify |
lnstructions. | Standard
To create a new cabinet, A o i fﬂ
1. choose Create; GGG |
2. if you want to copy the structure ® Only Copy Structure | el
and/or data from another cabinet, O Copy Structure and Data | Priorvesr
highlight that cabinet and choose |
the copying option you want; algEislie b |
3. enter a new cabinet name; 3 | =
4. click on Next. © Copy Security Groups |
3 Franklin 5D
O No Security Groups | Before & After

To modify a cabinet,
1. choose Modify;
2. highlight the cabinet you want to Cabinet Mame-
modify; T
3. click on Next.

EZ-Going

Child Care
|
=

Little
v | ‘Wonders  »
Cancel < Next » l ’ Finish l

2. In the Operation section, select Create.
3. In the Cabinets section on the right, select the file cabinet you want to copy.
4. In the Copying section, select one of the following:

e Sclect Only Copy Structure to create a new cabinet with the structure of
the selected cabinet, but containing no information.

e Sclect Copy Structure and Data to create a new cabinet with the same
structure as the selected cabinet, and containing the same information.

5. Underneath the Copying section, select one of the following options:

e Seclect Copy Security Groups to include copies of the security groups
that were created for the original file cabinet when you create the copy.

e Seclect No Security Groups to copy the file cabinet without copying the
security groups.

6. In the Cabinet Name field, enter a2 name for the new cabinet.

7. Click Next. A message appears, prompting you to make a backup of your system
before proceeding.
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EZ-CAREZ x]

9 ‘¥ou are strongly advised to make a backup of the EZ-Going Child Care
‘,_‘/ cabinet before continuing, EZ-CAREZ can make this backup now,
: The Pictures Folder will not be included in the backup ta reduce the
backup size and the amount of time it takes to make the backup.

Click "ves" below to make a backup.
Click. "Mo" to continue without a backup (not advised).
Click "Cancel" bo exit the File Cabinet Wizard,

Do you wank o protect your system with a backup?

[ Yes ][ Mo ][ Cancel ]

8. Choose one of the following options:

e To make a backup, which we strongly recommend, click the Yes button.
When the backup is complete, a message appears to let you know. Click
the OK button. Step 2 of the Cabinet Wizard appears.

¢ To continue creating the cabinet without backing up, click the No
button. Step 2 of the Cabinet Wizard appears.

i Cabinet Wizard - Step 2 Drawer: Family
Current Slep. fsfrucions.
Define Cahinet Drawers To create a new drawer,
Z 7 1. choose Create;
Cperaltion Cepying 2. if you want to copy the
O Create structure and/or data from
© Modity another drawer, highlight
that drawer and choose the
No Structure or Data copying option you want;
EZ-Gaing Child Cara | © . enter a new drawer name;
Staff To modify a drawer,
Cther Ledgers 2 1. choose Modify;
———— Name Oplion 2. highlight the drawer
you want to modify;
3. click on Next.
Drawer Name.

Cancel

9. In Step 2, you have the option to create a new drawer, copy a user-created
drawer, or modify the existing drawers.

e TFor details on creating a new drawer, see “Creating a New Drawer” on
page 280.

e Tor details on making a copy of a user-created drawer, see “Copying a
User-Created Drawer” on page 282.

e Tor details on modifying a drawer, see “Modifying a Drawer” on page
283.

10. When finished creating and editing drawers, click the Next button to proceed to
Step 3 and define the fields in the drawer.
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Cabinet Wizard - Step 3

| Child

.

o Type S A R

Current Step. lnstruclions.

| Define Data Table Fields 1. Create or edit the fields for this drawer,
- specifying each field name, length, etc.;
Data Formar. use TAB to move through columns;
: & 2. When you are satisfied with all field
|Ledger definitions, click on Next.

S

Length ey

e
Address Line 2 Character Kl
City Character ElU
| [ State Character 28
[ zip Zip Code Listw/ City & State | 102
— o
L

Cancel Next »

See “Defining the Data Table Fields in a Drawer” on page 292 for details on
adding fields and other objects to a drawer.

11. When finished adding fields to the drawer, click the Next button to proceed to
Step 4 and adjust the layout of the drawer tabs.

abinet Wizard - Step 4

New Drawer

Hame.:| Stafus
i 7 @ Active O lInactive O Remove
First Name
Last Name i
[ Cancel ] [ < Back ]

See “Modifying Screen Layouts in a Drawer” on page 302 for details on fine-
tuning the layout of the tabs in your file cabinet drawers.

12. When finished modifying the tab layouts, click the Finish button to complete
the process and save the new file cabinet.
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Modifying a File Cabinet

EZ-CARE2 allows you to modify file cabinets after they have been created. You can add,
edit or remove drawers, edit the fields that appear in the drawers, and edit the layouts of the
tabs in each drawer. To rename a file cabinet, see “Renaming File Cabinets” on page 277.

» To modify a file cabinet

1. Double-click Office Administration, double-click Chapter 2 (Cabinets &
Drawers), and double-click Create/Modify a File Cabinet (Wizard). The

Cabinet Wizard appears:
inet Wizard - Step 1 net: EZ-Going Child Care
Cumrent Sfeg. Operation Cabinels.
[Define File Cabinet O Create &
: ® Modify
lnstructions. Standard
To create a new cabinet, A o . Cnet
1. choose Create; LG
2. if you want to copy the structure
andfor data from another cabinet, Frior Year
highlight that cabinet and choose |
the copying option you want; No Structure or Data
3. enter a new cabinet name;
4. click on Next. Eranklin SD
| Before & After
To modify a cabinet, =
1. choose Modify;
2. highlight the cabinet you want to Catinet Name-
modify; : EZ-Gaing
3. click on Next. L Child Care
Little
v WWonders v
Cancel Next »

2. In the Operation section, select Modify.

In the Cabinets section on the right, select the file cabinet you want to modify.

4. Click Next. A message appears, prompting you to make a backup of your system

before proceeding.

EZ-CAREZ

9
-y

‘¥ou are strongly advised to make a backup of the EZ-Going Child Care
cabinet before continuing, EZ-CAREZ can make this backup now,
The Pictures Folder will not be included in the backup ta reduce the

X

backup size and the amount of time it takes to make the backup.
Click "ves" below to make a backup.

Click. "Mo" to continue without a backup (not advised).

Click "Cancel" bo exit the File Cabinet Wizard,

Do you wank o protect your system with a backup?

[ Yes ][ Mo ][ Cancel ]

5. Choose one of the following options:

e To make a backup, which we strongly recommend, click the Yes button.
When the backup is complete, a message appears to let you know. Click
the OK button. Step 2 of the Cabinet Wizard appears.
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¢ To continue modifying the cabinet without backing up, click the No
button. Step 2 of the Cabinet Wizard appears.

Cabinet Wizard - Step 2
Current Step.
Define Cabinet Drawers
Goerafion
O Create
@ Modity

EZ-Gaing Child Care |

Staff
Cther Ledgers

Drawer: Family

Capsing

Mo Structure or Data

HNarme Oplion

Drawer ¥ame.

lnstructions.
To create a new drawer,

1. choose Create;

2. if you want to copy the
structure and/or data from
another drawer, highlight
that drawer and choose the
copying option you want;

3. enter a new drawer name;

4. click on Next.

To modify a drawer,
1. choose Modify;

2. highlight the drawer
you want to modify;
3. click on Next.

Cancel

6. In Step 2, you have the option to create a new drawer, copy a user-created
drawer, or modify the existing drawers.

e Tor details on creating a new drawer, see “Creating a New Drawer” on

page 280.

e Tor details on making a copy of a user-created drawer, see “Copying a

User-Created Drawer” on page 282.

e TFor details on modifying a drawer, see “Modifying a Drawer” on page

283.

7. When finished creating and editing drawers, click the Next button to proceed to

Step 3 and define the fields in the drawer.
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Cabinet Wizard - Step 3

| Child

.

o Type S A R

Current Step. lnstruclions.

| Define Data Table Fields 1. Create or edit the fields for this drawer,
- specifying each field name, length, etc.;
Data Formar. use TAB to move through columns;
: & 2. When you are satisfied with all field
|Ledger definitions, click on Next.

S

et e
Address Line 2 Character Kl
City Character ElU
| [ State Character 28
[ zip Zip Code Listw/ City & State | 102
— o
L

Cancel Next »

See “Defining the Data Table Fields in a Drawer” on page 292 for details on
adding fields and other objects to a drawer.

8. When finished adding fields to the drawer, click the Next button to proceed to
Step 4 and adjust the layout of the drawer tabs.

abinet Wizard - Step 4

New Drawer
Hame.:| Stafus
i 7 @ Active O lInactive O Remove
First Name
Last Name i
[ Cancel ] [ < Back ]

See “Modifying Screen Layouts in a Drawer” on page 302 for details on fine-
tuning the layout of the tabs in your file cabinet drawers.

9. When finished modifying the tab layouts, click the Finish button to complete

the process and save the changes to the file cabinet.
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Renaming File Cabinets
To change the name of a cabinet (without changing any settings or data), do the following:
» To rename a cabinet

1. Double-click Office Administration, double-click Chapter 2 (Cabinets &
Drawers), and double-click Rename a Cabinet. The Rename a Cabinet dialog
box appears with a list of cabinets appears in alphabetical order.

2. C(lick the cabinet you want to rename, and click the Rename button. The
Rename Cabinet dialog box appears.

:Tl_a Rename Cahinet

(0]:24e (T L LM E #-Gioing Child Care

[ DK ][ Cancel l

3. In the Description box, enter the new name of the cabinet. Click OK to save
your changes and close the present dialog box. Click Cancel to close the dialog
box and return to the previous screen WITHOUT saving any changes.

4. Click Done to close the dialog box and return to the previous screen.

Deleting File Cabinets

To eliminate an EZ-CAREZ cabinet that is no longer used by your organization.

P
M{ﬁ Note: We recommend that you make a backup at this time before deleting a cabinet.

P To delete cabinets

1. Double-click Office Administration, double-click Chapter 2 (Cabinets &
Drawers), and double-click Delete Cabinets. The Delete Cabinets screen
appears.

2. Click the cabinet you want to delete, and then click the Delete button. A
message appears to warn you that you will PERMANENTLY DELETE the
selected cabinet.

3. Click Yes to continue with the delete. A message appears, asking you once again
if you want to delete the selected cabinet.

4. C(Click Yes to continue with the delete or No to cancel the delete.

5. Click Done to close the dialog box and return to the previous screen.

Restoring Cabinets

To restore cabinet files to your EZ-CARE2 system from a previous backup. The
information that is restored includes family, child, staff, ledger, and session data as well as
pictures of parents, children, and staff.
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QM

% Warning! Restoring a single cabinet will overwrite any existing cabinet with the same
- ~

name. If no cabinets with the same name exist, the system will create a new cabinet.

Restoring all cabinets will overwrite all cabinets regardless of their names.

P To restore cabinets

1.

Double-click Office Administration, double-click Chapter 2 (Cabinets &
Drawers), and double-click Restore Cabinets. The Restore Cabinets dialog box
appears, listing the last successful backup that was restored in the Restore data
from field.

£ Restore Cabinets

Resiore daiz from | cisofterezcamp@ibackupt2005-01-30.zi E]

Browse Scheduled Backup Location ]

| Restore | [ Dane |

In the Restore data from field, enter the path and file name of the backup you
want to restore. You may select a floppy disk, a folder on the network, or

folder on your hard drive as the source. You can use the browse button |;
find the file.

If you are restoring cabinets from a floppy disk, you will be required to insert the
first disk that contains the backup, then insert the last disk that contains the
backup, and then re-insert the first disk. The system does this in order to analyze
the backup. You’ll be prompted on-screen to do this.

If you use the Scheduled Backup feature (see the next section), you can browse
the location where you save your scheduled backups to find the one you want to
restore. To do this, click the Browse Scheduled Backup Location button, find
the backup you want to restore, and choose it.

Click the Restore button to start the process. The restore process first analyzes
the backup file and your system.

You will be asked if you want to restore One Cabinet or All Cabinets. Make
your choice accordingly. If you are restoring from a set of multiple disks, the
system prompts you to enter the next disk. If a cabinet needs to be overwritten,
or a new cabinet needs to be created, the system prompts you before proceeding.

SN o . .
# Note: Be careful at this point in the process. Restoring cabinets deletes
previous data. Be sure that you wish to replace current information with
the information you are restoring.

Click Done to close the dialog box and return to the previous screen.
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Optimizing Cabinets

The Optimize a Cabinet screen allows you to remove records that are no longer needed in
your EZ-CARE? file cabinets or re-index current records. This process can also improve the
performance of your system in some situations.

P
7,5»} Note: Families that have balances will not be deleted. Also, a family record cannot exist
without a child record—at least one child record will remain associated with each
family record that is Active.

First, make a backup of the cabinet(s) that you are optimizing. Running the optimization is a
NON-REVERSIBLE option—data may be removed that cannot be retrieved. If the results
of this process are not what you intended, the only way to return the cabinet to its prior state
is to restore it from a backup.

P To optimize a cabinet

1. Double-click Office Administration, double-click Chapter 2—Cabinets &
Drawers, and double-click Optimize a Cabinet. The Optimize a Cabinet screen
appears.

Optimize a Cabinet

Cheese 3 cabinel fo oplinize.
5 EZ-Going Child Care

5 Franklin 3D Before & After

5 Litle Waonders

5 Priorvear

5 testd

v

[ Remove Records with Status: Remove

[] Remove Records with Status: Inactive

[] Optimize System Registry

I Optimize | [Oplimizeélll [ Done ]

2. In the Choose a cabinet to optimize section, click the cabinet you want to
optimize.

3. Select the Remove Records with Status: Remove or Remove Records with
Status: Inactive check boxes if you want to remove records with either status.
To just re-index your system without removing records, leave both check boxes
unchecked.

4. If you want to re-index the files that are in common to all cabinets (for example,
counters for invoice number, Cash Receipts, etc.), click the Optimize System
Registry check box. We suggest you run this procedure about once a month.
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5.

6.
7.
8.

Click one of the following buttons depending on which cabinets you want to
optimize:

e Optimize: only optimizes the cabinet you selected in the Choose a
cabinet to optimize section.

e Optimize All: optimizes all the cabinets in your system, regardless of
which cabinet you selected.

If you chose to remove records with a status of Remove or Inactive, the
following message appears, warning you that families with a $0.00 ledger balance
will be permanently removed and unavailable for reporting, and families that
have a ledger balance will not be removed and one child will remain for that
record.

EZ CARE2 %]
9 Warning:
2
1. Only Families with 2 $0.00 ledger balance will be remaoved.
2. Families with a $0.00 ledger balance will have their AfR transactions permanently removed and unavailable For AfR reparting.

3. One child of a family will remain if a ledger balance exists For that Family.

Are you sure vou wank to Remove Records with Status: Inactive and Remove

[ es l ’ o ]

Click Yes. When optimization is complete, a confirmation message appears.
Click OK.

Click Done to close the dialog box and return to the previous screen.

Maintaining File Cabinet Drawers

Creating a User-Defined Drawer

Step 2 of the Cabinet Wizard allows you to create new user-defined drawers for your file
cabinets. These customized drawers can be used for setting up alumni information, waiting
list information, mailing information, or other information that your organization deems

necessary.

User-Defined drawers contain only one tab, with the same name as the drawer. However,
this tab can contain up to 9 pages, just as the Family, Child, and Staff tabs can.

P To create a user-defined drawer

1. Double-click Office Administration, double-click Chapter 2 (Cabinets &
Drawers), and double-click Create/Modify a File Cabinet (Wizard). The
Cabinet Wizard appears.

2. In the Operation section, select Modify.

3. In the Cabinets section on the right, select the file cabinet you want to add a
drawer to.

4. Click Next.
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A message appears, prompting you to make a backup of your system before
proceeding.

5. Click Yes to create the backup and proceed to Step 2.

Cabinet Wizard - Step 2

lnstructions.

To create a new drawer,
. choose Create;

Lopying 2. if you want to copy the
& Create structure and/or data from
O Modity another drawer, highlight
2 that drawer and choose the
No Structure or Data copying option you want;

3. enter a new drawer name;
4. click on Next.

| EZ-Going Child Care|

Staff To modify a drawer,

COther Ledgers 1. choose Modify;

o Narme Jplion 2. highlight the drawer
olunteers O Single Name Field you want to modify;
Waiting List @ Girst and Last Names 3. click on Next.
Drawer Hame.
v
Cancel Next »

6. In the Operation section, select Create.
7. Under Name Option, select one of the following options:

e Single Name Field — Use this option if your drawer will contain
information about organizations or tangible items rather than individuals
(for example, a list of books in the library).

The following default fields are set up if you chose the Single Name option:
e Status e Name

These fields will appear in Cabinet Wizard Step 3.

SN o o .
','5,'»,. Note: There is a limit of 254 fields in each drawer. Also, Ledger fields are
not available for user-defined drawers.

e First and Last Names — Use this option for recording information
about actual people.

The following default fields are set up if you choose the First and Last
Names option:

e First Name e Last Name

8. Enter a Drawer Name.

9. Click on Next to proceed to Step 3 and edit the data fields that appear in the
drawer. See “Defining the Data Table Fields in a Drawer” page 292 for details.
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10. Click on Next to proceed to Step 4 and edit the layout of the fields on the
drawer tab. See “Modifying Screen Layouts in a Drawer” page 302 for details.

11. Click Finish to save changes and exit the Cabinet Wizard.

Copying a User-Defined Drawer

The Cabinet Wizard allows you to create a copy of a user-defined drawer. You can copy over
the data field structure and layout of a user-defined drawer, but you cannot copy over the
information that was entered into the drawer.

» To copy a user-defined drawer

1. Double-click Office Administration, double-click Chapter 2 (Cabinets &
Drawers), and double-click Create/Modify a File Cabinet (Wizard). The
Cabinet Wizard appears.

2. In the Operation section, select Modify.

3. In the Cabinets section on the right, select the file cabinet you want to copy a
drawer in.

4. C(Click Next.

A message appears, prompting you to make a backup of your system before
proceeding.

5. Click Yes to create the backup and proceed to Step 2.

Cabinet Wizard - Step 2

Current Step. lnstructions.

Define Cahinet Drawers To create a new drawer,
5 B . choose Create;
Cperation Cepying 2. if you want to copy the

@® Create ) Only Copy Structure structure and/or data from

O Modify another drawer, highlight
o that drawer and choose the
& Mo Structure or Data copying option you want;

3. enter a new drawer name;

EZ-Gning Child Care ™ ;
= @ Copy Security Groups 4. click on Next.

Farmil
Y O No Security Groups
Staff To modify a drawer,
. 1. choose Modify;
Hame Oplion 2. highlight lhe{:mwer
—— O Single Name Field you want to modify;
Waiting List @ First and Last Names 3. click on Next.
Drawer ¥ame.
v
Cancel Next »

6. Under Operation, select Create.

7. In the list superimposed over a graphic of a file cabinet that appears underneath
the Operation section, select the user-created drawer you want to copy.

8. Underneath the Copying section, select one of the following options:
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e Sclect Only Copy Structure to include the data field structure and layout
of the original drawer when you create the copy.

e Sclect No Structure or Data to copy the drawer without copying the
data structure or layout of the original drawer.

9. Underneath the Copying section, select one of the following options:

e Seclect Copy Security Groups to include copies of the security groups
that were created for the original drawer when you create the copy.

e Select No Security Groups to copy the drawer without copying the
security groups.

10. Under Name Option, select one of the following options:

e Single Name Field — Use this option if your drawer will contain
information about organizations or tangible items rather than individuals
(for example, a list of books in the library).

The following default fields are set up if you chose the Single Name option:
o Status e Name

These fields will appear in Cabinet Wizard Step 3.

Y o e .
',",jﬁ,,. Note: There is a limit of 254 fields in each drawer. Also, Ledger fields are
not available for user-defined drawers.

e First and Last Names — Use this option for recording information
about actual people.

The following default fields are set up if you choose the First and Last
Names option:

e First Name e Last Name

11.1In the Drawer Name ficld, enter a name for the duplicate drawer.

12. Click on Next to proceed to Step 3 and edit the data fields that appear in the
drawer. See “Defining the Data Table Fields in a Drawer” page 292 for details.

13. Click on Next to proceed to Step 4 and edit the layout of the fields on the
drawer tab. See “Modifying Screen Layouts in a Drawer” page 302 for details.

14. Click Finish to save changes and exit the Cabinet Wizard.

Modifying a Drawer
» To modify a drawer

1. Double-click Office Administration, double-click Chapter 2 (Cabinets &
Drawers), and double-click Create/Modify a File Cabinet (Wizard). The
Cabinet Wizard appears.
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2. In the Operation section, select Modify.

3. In the Cabinets section on the right, select the file cabinet that contains the
drawer you want to modify.

4. C(Click Next.

A message appears, prompting you to make a backup of your system before
proceeding.

5. Click Yes to create the backup and proceed to Step 2.

6. Double-click Office Administration, double-click Chapter 2 (Cabinets &
Drawers), and double-click Create/Modify a File Cabinet (Wizard). The
Cabinet Wizard appears.

7. In the Operation section, select Modify.

8. In the Cabinets section on the right, select the file cabinet you want to copy a
drawer in.

9. C(lick Next.

A message appears, prompting you to make a backup of your system before
proceeding.

10. Click Yes to create the backup and proceed to Step 2.

Cabinet Wizard - Step 2 Drawer: Family
current Step. nsirclions.
Define Cahinet Drawers To create a new drawer,
Z = . choose Create;
Cperaticn Lopsing 2. if you want to copy the
) Create structure and/or data from
® Modify another drawer, highlight
T that drawer and choose the
No Structure or Data copying option you want;
EZ-Going Child Care ™ 3. enter a new drawer name;
_ 4. click on Next.
Staff To modify a drawer,
Other Led s 1. choose Modify;
hortedgers Name Cplion 2. highlight the drawer
“olunteers : e
you want to modify;
Waiting List 3. click on Next.
Drawer ¥ame.
Cancel

11.1n the Operation section, select Modify.

12.Select the drawer that you wish to modify from the list on the left of the window.

13. Click on Next to proceed to Step 3 and edit the data fields that appear in the
drawer. See “Defining the Data Table Fields in a Drawer” page 292 for details.

14. Click on Next to proceed to Step 4 and edit the layout of the fields on the
drawer tab. See “Modifying Screen Layouts in a Drawer” page 302 for details.
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15. Click Finish to save changes and exit the Cabinet Wizard.

Deleting Drawers

The Delete Drawers screen allows you to eliminate user-defined drawers that are no longer
used by your organization. You may want to consider making a backup at this time before

deleting a drawer.

Delete Drawers

Chaose 4 drawer fo delefe.

Yolunteers

I haiting List

] [ Done

P To delete drawers

1.

6.
7.

Double-click Office Administration, double-click Chapter 2 (Cabinets &
Draywers), and then double-click Delete Drawers. The Delete Drawers screen
appears.

Click the cabinet that contains the drawer you want to delete, and then click
Open. The Delete Drawers screen appears.

Click the drawer you want to delete.

Click the Delete button. A message appears to warn you that you will
PERMANENTLY DELETE the selected drawer. Make sure you have selected
the correct drawer to delete.

Click Yes to continue with the delete. A message appears, asking again if you
want to delete the selected cabinet.

Click Yes to continue with the delete or No to cancel the delete.

Click Done to close the dialog box and return to the previous screen.

Linking Drawers

Linking allows you to “pull” data from one drawer (for example, last year’s children) into
another drawer (for example, current enrollment). This feature saves you time because don’t
have to re-enter all the information.
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Use this feature to add new records to your database using information from existing
records in another drawer. You can link drawers from within the same file cabinet or from
different file cabinets that display on the main EZ-CARE2 screen.

The Copy from Linked Drawer =" lbutton is active in the drawer that will be receiving
information, also known as the_destination drawer. Links can be set up on the Family, Child,
and Staff tabs, and in the Other Ledgers and user-defined drawers.

If you do not see the links you need, you or your administrator will need to set them up in
Office Administration (Cabinets and Drawers), Link Drawers (see page 280).

You can use the linking feature in any of the following locations in the system:
® The Family tab—when adding a new family.

e The Child tab—when adding a new child (make sure the correct family record is
open).

e The Staff tab—when adding a new staff member.

e A user-defined drawer—when adding new user-defined records.

Creating and Maintaining Linked Drawers

Linking allows you to “pull” data from one drawer (for example, last yeat’s children) into
another drawer (for example, current enrollment). This feature saves you time because don’t
have to re-enter all the information.

Maintain Linked Drawers allows you to create, modify, and store Link Drawer settings for
use with the Copy from Linked Drawer feature.

P To maintain linked drawers

1. Double-click Office Administration, double-click Chapter 2 (Cabinets and
Drawers), and double-click Link Drawers. The Library of Saved Linked
Drawer Mappings appears, with your current linked drawer mappings.

2. From the library, you have the option to create a new mapping, edit an existing
mapping, duplicate an existing mapping, delete a mapping, or rename a mapping.
For more details, see the following sections.

What You Need To Know About Linking

Links are set up with the following provisions:
®  You can link to a drawer from the same cabinet or from a different cabinet.
e  Only one source drawer can be used per destination link.

e The destination can receive from many sources—you can set up many links, each
from a different source drawer, to the same destination drawet.

e Tields can only be mapped to the same type of field (for example, text, date,
decimal numeric, memo).

e Superfields are NOT currently available in the mapping process.
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Adding a New Linked Drawer Mapping
» To add a new linked drawer mapping

1. From the Library of Saved Linked Drawer Mappings screen, click the New

button. The New Linked Mapping dialog box appears.

Library of Saved Linked Drawer Mappings

Linked Drawer M3pping Name.

Copy of Last Yearto This Year

1 K ir to This ar
Yaiting Listto Enrallrment

5 Done

|

Duplicate

Delete

Bename

|

[ Sort List Alphabetically

2. In the Name field, enter a name for your link, and then click OK. The Drawer

Link screen appears.

Drawer Link : Last Year to This Year

Dest. Cabinet: Dest. Drawer:

| EZ-Guing Child Care v | | Family v|
Source Definifion

Cabinet: Drawer:

|PriDrYear V| |Family V|

Search Field 1 Search Field 2

Search Field 3

| Child - Last Mame

v | | Child - First Name

v| |Chi|d Class Name

Search Heading 1

Search Heading 2

Search Heading 3

Il

|Last MHarne | |First Marne | |Class Marme |
Maoomg Delirfion

M Destination Field Source Field fad
| |Family: State Family : State

el Family: Zip Farmily : Zip

Farnily : Parent1 Phone Number

Family : Parent 1 Phone Number

I

L

3. At the top of the screen, select the Dest. Cabinet and Dest. Drawer. These are
the cabinet and drawer that the data will be copied into.

4. In the Source Definition section, select the Cabinet and Drawer. These atre the
cabinet and drawer that the data will be copied from.

5. You may enter up to three search fields from the Source Drawer. These are the

fields that are used to find the records to add to your current (destination)
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drawer. You may change the headings of these fields to your liking (the headings
appear in the dialog box when linking).

6. In the Mapping Definition section, choose the fields you want to map. From
the Destination Field column, choose the field in the destination drawer that
data will be copied into. From the Source Field column, choose the field in the
source drawer that data will be copied from—the data from this field will go into
the Destination Field you’ve defined. They must be of the SAME FIELLD TYPE

(for example, character, numeric, picklist). The fields available for mapping are
the database fields, including ledger balance, with the exception of Superfields

€C_2»

and pictures. As you select a field to map, an “x” appears next to the field in the

picklists.
Drawer Link : From Mailing List to Family Drawer.
Dest. Cabinet: Dest. Drawer:
EZ-Gaing Child Care | Family hd
Saurce Delfirflion
Cabinet: Drawer:
EZ-Gaoing Child Care | \Waiting List A
Search Field 1 Search Field 2 Search Field 3
“Waiting List: Last Name * | |‘Waiting List: First Mame | [“Waiting List: Clags Name hd
Search Heading 1 Search Heading 2 Search Heading 3
Last Mame First Mame Class Name
Mapoing Delinffion
M Destination Field Source Field -~

Waiting List: Status
YWaiting List: Class Marme

[ )l child - Child Status

[: . 4 | ™ laiting List: Enrolled

T Child : Computers " —

Q Child - Dactor aiting List: First Mame

E Child : Doctor Phone# aiting List: LastName

[ child: Enrall Date %

| Child : Ethnicity 2
Child : Field Trip Permission v

7. When you have finished, click on the Close button e |
8. Click Done when you are finished. You can now use this link for copying data—
see below for details on how to do this.
Copying Data from Linked Drawers
» To copy data from linked drawers

1. Click the Copy From Linked Drawer button . The Copy From Linked
Drawer dialog box appears.

-«“‘\ _
M,,:w,,.) Note: DO NOT click the Add New button.
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Copy From Linked Drawer: EZ-Going Child Care

o W
Link Name: | \Waiting Listta Enrallment
Searelt for
Last Name Priority Class Name
M Cahinet : Drawer Last Mame Priority ~

et
< >
| Add Family | [ Addchild | | Done |

2. To find a record in the source drawer, go to the text boxes in the Search for area
of the dialog box. Enter a name or portion of a name. You may also enter other
information, depending on the headings (for example, telephone numbers or
birthdates). Click the Search button. All records matching your entry display on
the screen.

3. To add a family record to the current drawer, highlight the record (if more than
one are found in your search), then click the Add Family button. Do the same
to add a child using the Add Child button. When you click on each of the
buttons to transfer data, a confirmation message appears, asking if you’re sure
you want to add a family or child record.

N\ . . . .

-,',':r_j:,. Note: If the family or child records you're adding have a Formula field, only the
result of the Formula field is copied; the actual formula defined for the
field is not copied. You must copy all the fields that make up the Formula;
if you don't, you will see an error message in the Formula field.

If the source contains only Family or only Child information, then only that
corresponding button is enabled.

4. If you are adding to a S7aff or User-Defined drawer (such as Alumni or Volunteers),
the Add New button appears, and a single new record will be added. The Link
Name appears at the top of the dialog box.

5. You can choose another saved link, by clicking on the Saved Links button. This
displays the links available for this destination drawer.

6. When you are finished, click on Done.
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Print Drawer/Record Format

The Print Drawer/Record Format screen allows you to print a list of fields and their
characteristics from all drawers of a file cabinet.

» To print drawer/record format

1.

Double-click Office Administration, double-click Chapter 2 (Cabinets &
Drawers), and double-click Print Drawer/Record Format. The Print
Drawer/Record Format screen appeats.

Select a cabinet, and click OK. The Print Drawer/Record Format screen
appears.

Print Drawer f Record Format: EZ-Going Child Care

lnclude 73bles
Child ~ Sort Felds By

Farmily

Ledger

Other Ledgers

Staff

Volunteers

Waiting List v

® Field Name

C Field Order

HEEEEEE

[ Print ] | Preview. .. \ [ Done ]

In the Include Tables section, select the tables for which you want to print the
drawer and field formats.

In the Sort Fields By section, click the sort method—Field Name or Field
Order.

Click Print to produce the list or Preview to see the list on the screen.

Click Done when you are finished.
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Renaming Drawers

The Rename Drawers screen allows you to change the name of user-defined drawers within
a cabinet (without changing any settings or data).

Rename Drawers E‘
Choose 2 arawer 1o rename.
Woluntaers
Waiting List
v
| Rename \ [ Done

» To rename drawers

1.

Double-click Office Administration, double-click Chapter 2 (Cabinets &
Draywers), and double-click Rename Drawers. The Rename Drawers screen
appears.

Click the cabinet that contains the drawer you want to rename, and then click the
Open button. The Rename Drawers dialog box appears.

3. Click the drawer you want to rename, and then click the Rename button.

4. In the Description box, enter the new name of the drawer. Click OK to save
your changes and close the present dialog box. Click Cancel to close the dialog
box and return to the previous screen WITHOUT saving any changes.

5. Click Done to close the dialog box and return to the previous screen.
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Defining the Data Table Fields in a Drawer

Cabinet Wizard - Step 3

Current Step. nstrictions.
Diefine Data Takle Fields 1. Create or edit the fields for this drawer,

specifying each field name, length, etc.;
Data Formal use TAB to move through columns;
b 2. When you are satisfied with all field
Ledger definitions, click on Next.
Child

b

M Field Name Field Type Length Default Required #
[ )Parent1 Employ zZip Zip Code Listw/ City & State | 10 %[ ] ( |
[ ] Parent 2 Emplay zip Zip Code Listwy City & State | 10 2 [ ] [ |
[: Parent 1 Email Character 24§ [ |
[: Parent 2 Email Character 24§ [: ( |
T8 |

b

[ cancel | [ Next> |[ FEinish |

Use this screen to add, remove, or edit the fields that are stored in your system

Adding Fields

Use the following steps to add fields to your EZ-CARE2 system on Step 3 of the Cabinet
Wizard. If you are adding Formula, Pick List, or Radio Button fields, see the following

sections for specific details.

&0\ S o
pr Note: There is a limit of 254 fields in each drawer.

P To add fields

1. In the Data Format box, choose Family, Ledger, Child, or Child Sessions.

This determines which table you’re choosing fields from.

section in step 3.

N o . :
M’#} Note: If you're adding fields to a user-defined drawer, there will no Data Format

2. Define a Field Name.

3. Seclect a Field Type. If you choose a field type of Formula, Pick List, or Radio
Button, some additional setup is required. See “Setting Up Picklists, Radio

Buttons, and Formulas™ below for details.

4. Define the Length of the field by entering the number of characters or digits
(items like Superfields and Picklists have a system-defined length). For decimal
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numeric fields, the length includes the decimal point (for example, a length of 6
allows for 000.00).

5. Specify Default values you want to place in the field. These values are
automatically placed in the field when a new record is created, but you can
overwrite them if necessary.

6. If you want to require the user to enter a value in this field, click the button in
the Required column.

7. Click the Next button. You’ll then work on setting up your screen layout—see
“Moditying Screen Layouts in a Drawer” on page 302.
Setting Up Picklists

You can set up picklists through step 3 of the Cabinet Wizard or through Maintain Picklists
(for more information, see page 325).

P To set up picklists

1. In the Data Format box, choose Family, Ledger, Child, or Child Sessions.
This determines which table you’re choosing fields from.

Y o . :
','5,'»,. Note: If you're adding fields to a user-defined drawer, there will no Data Format
section in step 3.

2. Define a Field Name.

3. From the Field Type picklist, choose Pick List and then press TAB or
ENTER. The Edit Pick List dialog box appears.

Edit Picklist: Reasons

Mew Picklist tem: :
List Type

Lo [ Allow Other Values

Allow Editing List

v

Sort Alphabetically |

I Done ] I Cancel l l Library ]

4. Populate the picklist with values in one of the following ways:

e To create new items for the picklist, in the New Pick List Item box,
enter the name of the first item you want to include in the picklist, and
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10.

press ENTER. Continue entering picklist items until you have added all
the items you want.

e To use items that are already part of an existing picklist, click Library.
From the Library of Saved Pick Lists, click the picklist you want to
use, and then click OK. The picklist items appear on the Edit Pick List
dialog box. You can further edit the items if you want.

Click the Sort Alphabetically button to sort the list.

If you want to allow users to add values to the picklist, click the Allow Other
Values check box. If checked, the options below the check box are enabled. You
can then make the following choices:

e Add: gives users the ability to add items to a picklist from a data entry
screen.

¢ Add with Confirmation: gives users the ability to add items to a picklist
from a data entry screen, but only after they confirm they want to add it
through a dialog box.

e Allow Editing List During Data Entry: gives users the ability to edit
the items in the picklist while they are entering data on a screen. If you
choose this option, the edit button appears on the screen with the
picklist, as the following graphic illustrates.

Helationzhip to Child

| Mather =

When you’ve finished defining your picklist, click Done. The Cabinet Wizard
appears, with the Length field completed based on how many items are
contained in the picklist.

Specity any Default values you want to place in the field.

If you want to require the user to enter a value in this field, click on the button in
the Required column.

Click the Next button. You’ll then work on setting up your screen layout—see
“Modifying Screen Layouts in a Drawer” on page 302.

Setting Up Radio Buttons

EZ-CARE2 makes it easy to add radio buttons to your screens.
» To add Radio Buttons

1.

In the Data Format box, choose Family, Ledger, or Child. This determines
which table you’re choosing fields from.

N o . .
M’#} Note: If you're adding fields to a user-defined drawer, there will no Data Format

section in step 3 of the File Cabinet Wizard.
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2. Define a Field Name.
3. From the Field Type picklist, choose Radio Button and then press TAB or
ENTER. The Edit Radio Buttons dialog box appears.

E]Edit Radio Buttons: Gender |

Leline Bulions A i Wi Appear..

Number Of Buttons: IEH Gender ————————
& Button 1
" Button 2

- Butfon Names

Button 1: I Button 2: I

0K | Cancel |

4. From the Number of Buttons box, choose how many radio buttons you want
to appear for this field. You can choose any number between two and 12.

5. In the Button Names section, enter the name for each button. As you add the
button names, the right side of the screen shows you how the buttons will appear
on the screen.

6. When you’ve defined the names for all the radio buttons, click OK. The Cabinet
Wizard appears, with the Length field completed based on how many radio
buttons you defined.

7. Specify any Default value you want to place in the field.

8. If you want to require the user to enter a value in this field, click on the button in
the Required column.

9. C(lick the Next button. You’ll then work on setting up your screen layout—see
“Modifying Screen Layouts in a Drawer” on page 302.

Setting Up Formulas

Formulas can be used for a wide variety of purposes. Simple formulas can multiply, divide,
add, or subtract fields. More complex formulas (for example, formulas that are conditional
based on data in another field) require a higher level of skill and knowledge. For example,
you may want to calculate additional fees for a child by adding up all the fees for extra
activities, such as horseback riding, archery, and arts and crafts; you can do this with a
Formula field. Formulas are automatically recalculated when information used to calculate
them is changed; however, you can force a formula to be recalculated if necessary—see page
330 for more details.

For help with the functions you can include in formulas, see Appendix A. For help with
creating or troubleshooting formulas, contact SofterWare support.
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Basic Formula Elements

There are some basic elements to any formula. Keep these elements in mind when creating
formulas for your screens.

Field Value: if you are typing in the name of a field, it must match the literal
name of the field. For example, if you are including Parent First Name as part of
the formula, you must enter Parent First Name and not just First Name.

Parentheses: if you are creating a complex formula in which certain parts of it
need to be calculated first, you can insert parentheses into the formula. Each
opening parenthesis (must have a closing parenthesis), and you must enter them
into the formula yourself.

Operators: you can add (+), subtract (-), multiply (*), or divide (/) the patts of
your formula. Be sure to pay attention to where you place the operators within
the formula, especially if you are using parentheses.

When you’ve added the formula field to your screen, it appears with a blue background (see
the Additional Fees field below).

Fees

Horseback Riding Fees: IW
Archery Fees: lw

Arts & Crafts Fees: lm
AddﬂiunﬁlFees:r_EEEEE

» To add a Formula field
1. In the Data Format box, choose Family, Ledger, Child, or Child Sessions.

This determines which table you’re choosing fields from.

&0\ _— : .
&#f:} Note: If you're adding fields to a user-defined drawer, there will no Data Format

section in step 3 of the File Cabinet Wizard.

2. Define a Field Name.

3. From the Field Type picklist, choose Formula and then press TAB or
ENTER. The Formula Editor dialog box appears with the name you gave the
formula field on the upper left side.
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Formula Editor: EZ-Going Child Care f'5_<|

Additional Fees Field Type: Length:
Formnz
Field Name:
| v| [ imserField ]
(=) B¢
Formula:
i
2
[ Done ] [!ﬂlidﬁte ] [ Cancel ]

4. From the Field Type picklist in the Formula Editor, choose the field type for
your Formula field. Most fields with formulas will be Numeric or Decimal
Numeric, but you can also choose Character, Check Box, or Date. The
Length of the Formula field is determined by the formula that you create.

5. From the Field Name picklist, choose the first field you will include in your
formula, and then click Insert Field. The field name appears in brackets in the
Formula box. You can also type the field name directly into the Formula box,
with brackets around the name.

6. Using the + (add), - (subtract), * (multiply), and / (divide) buttons, define the
operation you want the system to perform on the field value you added to the
Formula box.

~

Continue to assemble your formula using the Field Name picklist, Insert Field
button, and the operation buttons. You can also add parentheses in a formula by
entering them directly into the Formula field.

Formula Editor: EZ-Going Child Care f'5_<|

Vacation Hours Field Type:| Character v | Length:| 15 %]

Formula
Field Name:

|Vacation Taken w | [ Insert Field ]

(=) [
Formula:

[Wacation Allowed] - [Vacation Taken] 7%

[ Done ] [!ﬂlidﬁte ] [ Cancel ]

8. When you are done constructing your formula, click the Validate button. EZ-
CARE2 validates the formula you created to be sure that it is formatted correctly.

9. Click Done. The Cabinet Wizard screen appears, with the Length of the
formula field completed based on how you defined the formula.
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10. Specify Default values you want to place in the field.

11. Click the Next button. You’ll then work on setting up your screen layout—see
“Modifying Screen Layouts in a Drawer” on page 302.

Editing Fields

You can make changes to the Field Name, Length, Default, and Required values for the
fields in your system. For details on making changes to the Field Type, see the following
section. To make changes to a field, simply click in the row for the field and make the
appropriate changes.

Making Changes to the Field Type
You can make changes to the Field Type, but there are restrictions, which are detailed below.
When you cannot make a change to the Field Type, you’ll see the following message:

' ‘fou can delete this field, but its type cannot be changed.
e Y

When you create a new field, you can change the Field Type with no restrictions, until you
exit the File Cabinet Wizard. Once you exit the wizard, the field is considered an “existing
field,” and the rules and restrictions below apply.

To change the Field Type for existing fields in your system, the following rules and
restrictions apply:

e Existing fields can be changed, but only as reflected by the chart below. The
chart only includes Field Types that can be changed (Existing Field Type) and
the Field Types they can be changed to (New Field Type); if a Field Type cannot
be changed at all, it’s not included in the chart. These rules apply regardless of
whether the field has data in it or not.

New Field Type
z Q g 8 Z%5 g = & 95
= " 27 " & * % 3%
g 2 g %%
(0 Birthdate v v v
%. Character v v v v v v
Q@
i Date 4 v v
@
S Decimal Numeric v v v
_|
§ Numeric v v v
Phone # v v v
Time v v v
Time Range v v v
Uppercase Character v v v v v v v
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message stating that data may be truncated or lost. This can occur if your
current data is not consistent with the new type. For example, if you change
the Field Type to decimal numeric from numeric. If you do not want to
continue with the change, click the No button; if you do, click the Yes button.

N\ . .
N,'fff,. Note: When you make a change to the Field Type, you may see a warning

e After you make a change to the Field Type and exit the File Cabinet Wizard, the
system tries to convert the existing data based on the new Field Type you
selected. If it can’t convert the data, or has a problem converting the data, you
may see some changes/anomalies in yout data, which you may need to manually
correct.

Field Types

In EZ-CAREZ2, you have the option to add many types of fields through the Cabinet
Wizard. The following table details the field types you can choose from when creating fields
for your system.

Field Type Description

Age Use this field to calculate children’ ages. This decimal numeric field can be linked to
a birthdate field; if you do this, the age field automatically displays age in a decimal

Years.Months format when a birthday is entered. To link the fields, double-click the

Birthdate field when you're designing your screens; then, when prompted, click the

Age field once.

Birthdate Use this field to keep track of hirthdays. Double-clicking it brings up a calendar for
graphical date selection. You can link a Birthdate field to an Age field; if you do this,
age is automatically calculated when a birthday is entered. To link the fields, double-
click the Birthdate field when you're designing your screens; then, when prompted,
click the Age field once.

Character Use this field to manage names, addresses, email addresses, cities, states, or any
other data that can be represented in alphanumeric characters. The length you
define for this field determines the character length of the input field.

Check Box Use this field to keep track of Yes or No answers, such as enrollment in special
programs or involvement in organizations. Set the Default value to “No.”

Checklist with Use this Superfield as a To-Do list. Keep track of date-related tasks and their

Reminder completion status. Built-in field type, description field, and reminder features make
tracking family responsibilities easy. Only one of these field types can be used in
each tab.

Contacts Use this Superfield for storing emergency contact information and authorized pick-

ups. Special fields can keep track of the contact’s relationship to the child and any
other relevant information. Only one of these field types can be used in each tab.

Date Use this field to keep track of dates. It takes dates entered in either mm-dd-yy(yy) or
mm/dd/yy(yy) format. Double-clicking it brings up a calendar for graphical date
selection. To set two or four digits to display for the year, go to Office Administration,
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Field Type

Description

Chapter 3 (Preferences & Setup), choose Century Settings, and then click on the
Show Century in Date Fields box.

Decimal Numeric

Use this field to keep track of any number that requires decimals (for example,
currency being held for special snacks). The length includes the decimal point (for
example, a length of 6 allows for 000.00).

Formula

Use this field to define a formula that will calculate a value. The formula can contain
the field itself, other formula fields, constants, conditionals, or any fields or values
allowed in a FoxPro expression. For example, you might want to know how much to
charge children for additional services. Using this field type, you can set up a formula
to calculate the following: Additional Fees ($) = Insurance ($) + Laundry ($) +
Transportation ($).Formulas are automatically recalculated when information used to
calculate them is changed. For details on how to set up formulas, see page 295.

Group Pick List

Use this field to enroll children in groups. The Group picklist uses the groups defined
in the Center tab. There can only be one per drawer.

Link

Use this field to link a file to a record. Keep links to scanned permission slips,
emergency contact forms, or any other documents you want to easily access from a
record. When you add a link field to a screen, the label is in blue and underlined and
the value in the field is also blue. A browse button next to the field allows you to
navigate to the location where the file you want to link to is saved. You can also
enter a path and file name (e.qg., C:\softer\ez-
center2\forms\ZAlexander_Emergency.doc) directly into the link field, without using
the browse button. After you've linked to the file, you can view it by clicking the
underlined label of the link field or by clicking in the field and then pressing
CTRL+ENTER.

Memo/Edit Box

Use this field for longer entries that can be displayed in an easy-to-read format. This
field can be resized in the cabinet wizard to be easily readable, but if all text does not
appear in the box, a scrollbar is available to look at the text that didn't fit in the view.
Text is limited to 240 characters in a memo field.

Notes with Date
and Comments

Use this Superfield to keep track of child, staff, or family related notes as they
happen. For example, enter information about a child accident or staff performance.
This field type can be used only once on each tab.

Numeric

Use this field to keep track of numeric information that does not require decimal
places.

Phone Number

Use this field to enter phone numbers. Enter the digits along with any formatting
(parentheses and hyphen). Because this field does not require you to enter US
specific formatting (area code plus 7 numbers), you can use it for local or
international phone numbers.

Pick List Use this field to choose one item from a list of selections. The list can either be
created in the cabinet/drawer wizard or edited during entry. There is a limit of only six
user-defined picklists in the Sessions tab. See page 325 for details on maintaining
picklists.
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Field Type

Description

Picture/lmage

Use this field to keep track of the physical appearance of staff, family, or children.
Pictures in .JPG, .BMP or .GIF format can be used. During data entry, double-click
on the picture field to choose an image file. Note: For more information on placing
and sizing picture fields through the Cabinet Wizard, see page 305. For more
information on adding pictures to the system, see page 53 or contact SofterWare
Support.

Radio Buttons

Use this field to choose only one of several options. Examples include gender,
marital status, or T-shirt size. Up to twelve choices can be entered during field
selection.

Record Number
(ID Fields)

Use this field to display a system-defined ID field on the screen that uniquely
identifies a record. The Family ID can be displayed on the Family and Ledger tabs,
and both Family and Child ID can be displayed on the Child tab. ID fields can also be
displayed in EZ-Viewer, Report Wizard, Report Designer, and Selection.

Technical note: An ID field is especially useful as a key, for updating records with the
optional Import module. ID fields are not available as Link Drawer destination fields
but are available as Link Drawer source and/or search fields.

Status

Use this required system-defined field to maintain enrollment status. The radio
button choices are Active, Inactive, and Remove. Only one status field is allowed per
tab.

Check ListTime

Use this field to keep track of time information in a HH:MMa format. The
automatically adapting HH:MMa format allows for quick entry of time. For example,
1a will become 1:00am, 12:34p will become 12:34pm.

Time Range

Use this field to store time, such as arrival and departure times, in the Sessions tabs.
The automatically adapting HH:MMa-HH:MMp format allows for quick entry of time
ranges. 1a will become 1:00am, 12:34p will become 12:34pm.

Uppercase
Character

Use this field to manage names, addresses, email addresses, cities, states, or any
other data that can be represented in alphanumeric characters. As all entries appear
in capital letters, this field is primarily used to store state name abbreviations.

Zip Code List w/
City and State

Use this field to store zip code information. Zip codes are stored as a picklist where
each postal code is associated with a city and state. This field can be linked to the
city and state fields so that they will be entered automatically upon entry of a valid
zip code.

Note: In order to use this field and link it to City and State, you must have City and
State fields defined in your drawer. The City and State fields must be placed on the
screen in Cabinet Wizard Step 4 (Screen Maodification) prior to placing the Zip Code
field on the screen. To link to the City field, double-click on the Zip Code field, and
then, when prompted, click on the City field once.

Note: Although there can be multiple zip codes for each city, there can only be one
city assigned to each zip code. To add a second or third city name to a zip code, use
a nine-digit format for the code.
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Modifying Screen Layouts in a Drawer
Step 4 of the Cabinet Wizard allows you to do the following:

e Make modifications to the screen layout for each tab in a drawer and for each
page within a tab. Click on any object of the screen you wish to move or change.

e To add a field name, left click and hold the mouse while dragging the name from
the field list onto the screen.

¢ In the Family drawer, modifications can be made to the Family, Ledger, and
Child tabs. In the Staff drawer, you can modify the Staff tab. The User-Defined
drawers are a single tab, which can be modified here. Use the Next and Back
buttons to move between the screens.

ﬁ Cabinet Wizard - Step 4 .
; 330 219 ‘width: 94 —

Family x
Primary Parent Other Parent/Guardian R —
(=)

's]

e

Parert 2 First Name -

Parent 2 Last Mame er:I

it

A

Mailing Name: I Marital Status: Ij ﬁ

Mew field:

SIS Family Contacts %‘

@ Active ¢ Inactive  Remove IE | ElE E IDQIQ
Cancel | < Back Mext > | Finish | r:? |

The toolbar defaults to the right side of the screen but can be moved by clicking on an area
outside a tool button and dragging it to another position. Once you've selected an object to
modify, you may use any of the following tools (depending on the object):

Button | Name Description
Field List | Displays the field list from which you can select fields to add to the screen.
X Cut Enables you to cut an object to be pasted someplace on the screen.
Copy Enables you to copy an object to be pasted someplace else on the screen.
= Paste Performs a paste of an object previously cut or copied into the clipboard.
) Undo Performs an undo (reversal) of your last action on this screen.
Edit Provides the ability to edit the label of a field or other object on the screen.
Ed]
Label
I’é‘, Align Aligns the selected label and field either next to each other or above and below each
= Label other.
Page 302 Version 7.0

May 2010



EZ-CARE2 Office Administration

Button | Name Description
IF Reorder | Displays a list of fields in tab order and allows you to change the order by clicking
— and dragging the gray box to the left of the field.
A Add a Creates a new label.
=1 | Label
ﬁ Add a Creates a new box, which you can move and resize. Note: This is not a field or
=1 | Box picklist.
ﬁ Add a Creates a new line, which you can move and resize.
=1 | Line
L Field Tip | Adds a tool tip to a field. A tool tip is a small yellow box that appears above an
= object when you point to that object with the mouse.
m@@ Page Adds a tool tip to the page number indicators (also known as a page tip). A tool tip is
=1 | Tips a small yellow box that appears above an object when you point to that object with
the mouse.
w0 Delete Allows you to delete a page on a tab. You cannot delete the first page on any tab.
Page
B | Help Displays help for this portion of Office Administration.

Changing Screen Layout

EZ-CARE?Z2 allows its users to arrange their screens in whatever way suits their individual
needs best. Step 4 of the Cabinet Wizard is where this layout takes place.

Using the mouse and the toolbar on the side of the screen, you may move around fields,
such as pictures, picklists, radio buttons, and Superfields.

You need to select the page you want to edit, and then you can make changes to the screen.
P To select the specific page of the tab that you want to edit

1. Click the number for the page you want to edit the layout for on the page menu
][ Ea ] ] i You may create and edit up to nine pages for each tab

in the family drawer (just click on the number of the page you want to create).
You may not create a page if there are no fields on the page before it (for
example, page 5 cannot be created if page 4 is empty).

Alignment within the Layout Field

Every graphic element placed in the tab layout screen is assigned a location. This location is
measured and displayed in the top right corner of the screen.

E‘ Cabinet Wizard - Step 4 x|
Family | I Left 135 Top:36  “Width:202  Height 27
First Name Lasi Name Relationship to Camper
parent ] {1 —
== | —
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Use these coordinates, Lef?, Top, Width and Height to better align fields, Superfields, boxes,
lines, and text within the screen.

Adding a Field to the Tab or Page

If you added a field in step 3, you can now add it to your screen layout. You cannot add a
field to the screen layout if you haven’t added it in step 3.

» To add a field

1. Click the Add Fields button E . The Field List dialog box appears.

N\ " . o .
v,',’»_j:,. Note: Clicking the Add Fields button for a second time will anchor the Fields
window in the bottom right corner of the screen. Clicking it a third time will
remove it from view.

Field List

Famiky  [Family D
Famiky Farent 1 Relationshi
Farniky Farent 1 Phone Nu
Farmiky Parant 1 'Waork Mumi
Famity  |[Parent1 Cell Nurmbs
Famiky Farent 1 E-hail
Farniky Farent 2 First Name
Famity  |Parent 2 Last Name

O X X XX XX

=l

2. Select the field that you want to add from the window of available fields.
3. Left-click and hold the mouse down and drag the field on to the page. At the

desired location, let go of the mouse button.

Moving a Field
You can easily change the location of a field on your screens

» To move afield
1. Click once on the field you want to move.
2. Once the red box around the field indicates that it has been selected, drag the

tield to the location where you want it on the screen.

Resizing a Field

When fields are added to the screen, they may be smaller or larger than you prefer. You can
change the size of the field on screen—this doesn’t change the length of the field in your
database

» Toresize a field

1. Click the field you want to resize.

S ail LﬂhEI:I »

2. At the corner of the selected field, click the black resizing box.

3. Drag and resize the field as to suit your personal preferences.
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Py
.#} Note: The resizing boxes can only change the graphical appearance of a field. The
number of characters that it can hold can only be changed on the Define Data
Table Fields screen in the Modify a Drawer section of the Wizard (see page
292).

Aligning the Text of a Label
The default alignment of label text is to the left of the data entry field.

P To change the alignment of a label

nH

1. Click the Align a Label button “#= One click will move the text directly
above the data field and a second click will revert it to its location on the left of
the entry field.

Changing the Text of a Label
Some fields have text attached to them. You can customize the label for the field.

P To change the label text

&
1. Select the label you want to change and click on the Edit Label button "EE,
2. Change the label, and then click anywhere in the tab to close the editing

procedure.

Adding Extra Text

You have the option to add text to your screens. You may want to do this to organize blocks
of information or add instructions to certain sections

P To add extra text

1. Click the Add a Label button il.

2. Type the text, and then press ENTER or click anywhere else on the page. Text
added using the Text button can be moved in the same way that ordinary fields
are.

Adding Graphic Enhancements

You have the option to add a horizontal blue to help improve the aesthetics of the tab layout
or a black box to help users separate fields on the screen.

P To add a horizontal blue line

1. Click the Add a Line button Q The line appears on the screen.

2. If necessary, move the line by dragging it with the mouse and resize it with the
resizing boxes.
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P To add a black box

1. Click the Add a Box button . The box appears on the screen.
2. If necessary, use the mouse to move the box and the resizing boxes to change its
size.
Changing Picture Size
If you’ve added a picture to your screen, you may need to resize it to fit your screen.
» To change the picture size

1. Hover over the Picture/Image field — the dimensions appear in the upper right
of the screen.

| Picture Dimensions: W 100 H: 75

Left: 445 Top: 28 ‘width: 100 Height: 75

Other Parent/Guardian

2. Click once on the Picture/Image field, then grab the handles (little black boxes)
by holding down the left mouse button. The mouse pointer turns into a double-
arrow. Field information displays on the top of the Cabinet Wizard screen — the
Left position, Top position, Width, and Length. See page 53 for suggested
dimensions (width and length) of this field.

3. To move the image, click in the middle of the image and hold down the left
mouse button. Drag the field to the desired location.

4. When you are finished, click the Next button to proceed to another screen, or
click on the Finish button.

Adding a Field Tip
To create text that will appear when the mouse rests on a tab field, use the Field Tip button

_|
e )

1. Select the field you want to add the tip to.

|.Mai| Label: | :
2. Click the Field Tip button. A dialog box appears.

Page 306 Version 7.0
May 2010



EZ-CARE2 Office Administration

EZ-Going Child Care
Field Tip:

[ (0] 4 H Cancel ]

3. In the Field Tip box, enter the text you want to appeat.

4. Click the OK button when you are finished.

N o . .
Mgg) Note: Field Tips cannot be attached to picture or status fields.

Adding Page Tips
You can create descriptions of the pages on your screens. These page #ps will appear when
you hold your mouse on the page selector menu on the bottom right of the tab.

1,

Farmily Information

To add these descriptions, use the Page Tips button 'D_E@I.
» To add page tips
1. Click the Page Tips button. A dialog box appears.

2. Enter the text that you want to appear for each page, and click OK when you are
finished.

Camp Echo Pines

Fage Fips

=

| Family Information

| Emplayee Information

IDther Infarmatior]

EEEEEEREE

oK I Lancel
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Removing Records from Superfields

The Remove Records from Superfields screen allows you to remove records from the Check
List and Notes Superfields, based on the date of entry. This can help to clear out outdated
entries from these fields.

Remove Records From Superfields: EZ-Going Child ... rzl

Serect d3te range

From Date

To Date

Sefect Record Types fo Hemove
[] Check List [ONotes

I Remove ] [ Cancel ]

» To remove records from superfields based on date of entry

1.

Double-click Office Administration, double-click Chapter 2 (Cabinets &
Drawers), and double-click Remove Records from Superfields. The Remove
Records from Superfields Cabinet Select screen appears.

Click the cabinet that contains the drawer you want to rename, and then click the
Open button. The Remove Records from Superfields screen appears.

Under Select Date Range, enter the date range of the records you want to
remove by specifying the From Date and To Date.

Under Select Record Types to Remove, sclect Check List, Notes, or both.

Click the Remove button to remove the records that fall within the specified
date range. A confirmation screen will appear if records were found within the
specified date range:

EZ-CARE2

&

10 records are about ko be removed permanently!

ArE you supe you wank ko continue?

[ Wes ] [ Mo ]

Click the Yes button to remove the fields. A message box will appear:

EZ-CARE2

! E 10 records were successfully removed from the selected superfields!
L]

Click OK to close the message box. You will automatically exit the Remove
Records from Superfields screen.

Page 308

Version 7.0
May 2010



EZ-CARE2 Office Administration

Backing Up Your System

It is extremely important to back up your data (cabinets) on a consistent basis. Hardware can
break down or be stolen, but if your data is backed up, you can recover quickly and keep the
database and financial aspect of your center running. Having no backup puts you at risk of
losing all your data in the event of a system malfunction.

Overview

Backup Types

There are several ways of backing up data on your system:

e Through a Network - 1f your center is part of a larger organization, and your
centet's computer is connected to a network, a network administrator can back
up all the data on your system on a nightly or regular basis. This will include your
EZ-CARE2 data.

e Individual Backup to a Removable Drive - Using a backup device like an
external USB drive connected to your system and third party software, you can

back up a/l the data on your system on a nightly or regular basis. This will include
your EZ-CARE2 data.

e CD Recordable (CD-R) or CD Rewriteable (CD-RW) - Using a recordable
CD “burner” and third party software, you can back up your EZ-CARE2 data.
In most cases, this should be more than enough storage space for your EZ-
CARE2 data. If your CD Burner has the capability to write “directly” to the CD,
you can use the EZ-CARE2 backup function. Refer to your third party software
for specific CD functions.

® Back up EZ-CARE?2 File Cabinets - By using the backup program built into
EZ-CARE2, you can back up only your EZ-CAREZ2 data onto a flash drive, a
folder on your network, or a folder on your hard drive on a one-time basis or on
a schedule you define. This does NOT back up any other data on your system.

Of the backup types listed, the first three are supported by your network administrator,
hardware consultant, or third party software manufacturer. The fourth method is supported
by SofterWare.

Planning Your Backups

The recommended backup frequency is daily. However, if this is not possible, a weekly or
monthly backup is done. Remember - whatever data is on your last backup is the point at
which we can restore the EZ-CAREZ2 system. Any data entered after your last backup will be
lost and you will have to re-enter it.

Make sure you have enough disks or other storage space for a periodical backup set. For
example, your backup may take multiple disks. Label a set (Disk 1, Disk 2) for even
numbered days and odd numbered days. Remember to replace these disks and discard the
old ones at least every three months.
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If you are placing backups in a folder on your hard drive, make sure to change the file name
each time you make a backup. Otherwise, you run the risk of overwriting older backups with
the same file name.

Periodically take a set of backups off-site. Make sure either a staff member takes the disks
home or they are brought to another location. If you must keep your backup media on site,
be sure to store them in a fireproof and waterproof safe.

Backing Up Cabinets Manually

EZ-CARE2 allows you to back up cabinet information from your EZ-CAREZ system to a
file for safekeeping. The information includes family, child, staff, ledger, and session data as
well as pictures of parents, children, and staff (only available if you back up all cabinets).

P
",,gg\. Note: You can also use EZ-CAREZ2’s scheduled backup feature, which allows you to run a
backup at a predefined time on the days that you specify. For more information, see
page 311.

» To backup cabinets

1. Double-click Office Administration, double-click Chapter 2 (Cabinets &
Drawers), and double-click Backup Cabinets. The Backup Cabinets dialog box

appears.

Hackup
@ All Cabinets
O One Cabinet

Use Maximum Compression (Slower)

Include the Pictures folder

Backup file name.  |cherzdemos\ez-campibackuphl 20407, Q

[J Format floppy disk

| Backup | [ Done |

2. Under Backup, select the following options:

a. Check Use Maximum Compression (Slower) to use the maximum file
compression option when creating the backup. This will require more time to
process, but will result in smaller backup files.

b. You can select to back up All Cabinets or One Cabinet. If you choose All
Cabinets, EZ-CARE2 backs up pictures in your system in addition to other
cabinet data (but see below). If you select One Cabinet, you will need to
specify which cabinet by selecting it from the list.

c. Check Include the Pictures folder to include the pictures folder in your
backup, or clear the check box to exclude this folder. Excluding the folder
will make your backups much smaller.

3. Under Backup file name, type in the folder/directory and file name for backing
up or find it using the browse button | --- |. Make sure you name the file with a
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.zip extension (for example, g:\data.zip if you are saving it to a flash drive, or
c:\ezcenter2\backup\data_081304.zip if you are saving it on the hard drive).
You should give each backup a unique name (for example, add the date to the
end of each file name) so that you do not overwrite backups.

N\ , . _
.#,, Note: If you are burning the backup to a CD-ROM or DVD, this will require the
use of third party software. Consult with the documentation for these
devices for more information before starting the backup process.

4. If you are backing up to floppy discs, check Format floppy disk to format the
floppy discs before writing to them.

5. Click the Backup button to start the process.

@ Note: If you are backing up to floppy discs, replace the floppy diskette with the
next disk when prompted by the system and then click OK. Make sure
you write the necessary information on the disk label. You may want to
label the first disk that you used for the backup as Disk 1, and the second
disk as Disk 2.

6. Click Done to close the dialog box and return to the previous screen.

Scheduled Backup

This feature allows you to automatically back up your cabinets every week at a predefined
time on the days that you specify. You can back up all cabinets, or create separate backup
schedules for each one. Running scheduled backups on a regular basis helps ensure that you
can retrieve a current copy of your data if something causes your data to be lost or damaged.

"
~,§,’g\ Note: To run a one-time backup of your system, use the Backup Cabinets option. For details,
see page 310.

P To access this module

1. Open Office Administration, Chapter 2 (Cabinets & Drawers), and select
Scheduled Backup. The Library of Saved Scheduled Backups screen appears.

= Library of Saved Scheduled Backups E]

Scheduled Backup Hame.

~
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P To create a new scheduled backup

1. Click the New button on the Library of Saved Scheduled Backups screen. The
New Scheduled Backup screen appears:

£5 New Scheduled Backup

Name: | |

2. Type in a descriptive name for the new backup in the Name field (“Weekly
Saturday Night Backup” or something similar).

3. Click the OK button. The Scheduled Backup screen appears:

Scheduled Backup: EZ-Going Child Care

[JEnable Scheduled Backup:
cabinels fo Backup Aackup Schedwle

| | sulm|T|w|mh|F]|s]|

Hackup Lacalion

Delete previous backup files after a successful backup

Holification

[ 0K ][ Cancel l

4. To set up a scheduled backup, click the Enable Scheduled Backup check box.
This will enable the other fields on the dialog.

Scheduled Backup: EZ-Going Child Care

[¥[Enable Scheduled Backup

L3biels fo Backup Backup Schedule
3 All Cabinets Days: Time:
OOneCabinet| ‘ S"'|""||-|—|\"\"'|Th|F|S|
B3ckup Locaton
Local Save Backups in this Location:
|c‘\soﬂer‘\ez?\ | B
Remote FTP Site Address: FTP Site User Name: FTP Site Password:
a | [l || |
File Name Prefix: Example with date-time stamp:

| | |-2008-04-10-0000.2ip |

[] Delete previous backup files after a successful backup
Noliicalion
Email backup completion status to: Your Email User Name “our Email Password

[ OK l[ Cancel ]
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5. If you have a multi-user license for EZ-CARE2, you will see a field to the right
of the Enable Scheduled Backup on PC checkbox. This field allows you to select
which computer on your network will be backed up. By default it is set to the
current workstation. Click the E] button to select a different computer on your
network. You might select the EZ-CARE2 server, for instance, if you wanted to
create a scheduled backup for it.

&0\ N . -

',",jﬁ,,. Note: If you do not have a multi-user license, you will not see this field, and you
will only be able to set up a scheduled backup from your current
computer.

6. In the Cabinets to Backup section, choose the cabinets that you want to back
up when the scheduled backup process runs—AIl Cabinets or One Cabinet. If
you choose One Cabinet, sclect the cabinet you want to back up from the list.

7. In the Backup Schedule section, set up the day of the week and the time that
the backup will occur:

a. Under Days, click the button for each day of the week on which you want
the scheduled backup to run. (If needed, click the button a second time to
clear the selection.) You can schedule backups as frequently as every day or
as infrequently as once a week; choose the option that works best for your
organization.

b. In the Backup Time field, enter the time of the day you want the scheduled
backup to run, in the format HH:MM. Indicate AM or PM with an A or P
at the end of the time. For instance, to schedule a backup at 11 PM, enter
11:00P. To schedule a backup at 3 AM, enter 03:00A.

8. In the Backup Location section, select details on where and how you want to
create the backup files:

a. To store the files at a location on your computer, or in one of your network
folders or on a connected flash drive:

i. Check the Local checkbox.

ii. Enter the name and path of the folder you want to store the files in (ex:
G:\EZBACKUP) in the Local Folder field, or click the _| button to
select a folder.

b. To store the files at a remote location on an FTP server:

i. Check the Remote checkbox.

ii. Enter the address of the FTP site in the FTP Site Address field, or click
the _| button to select a folder.

iii. Enter the FTP Site User Name and FTP Site Password used to log
into the FTP site.

Version 7.0 Page 313

May 2010




Office Administration EZ-CARE2

"
Mw,.’ﬁ/ Note: You can schedule a backup to create files in both a local folder and a
remote FTP folder at the same time.

c. In the File Name Prefix field, enter the start of the file name for each
backup file the system creates. For each backup file name, a date and time
stamp will be added to the end of the prefix you specify. In the Example
box, you can see a sample of what a backup file name would look like.

d. If you want to delete previous backup files when a new backup file is created,
click the Delete previous backup files after a successful backup check
box. In general, it is best that you don’t delete previous backups, so you have
more than one backup available. (You may eventually need to delete your
oldest backups in order to save space, however.)

9. If you want someone to be notified when the backup is complete, enter an email
address in the Email backup completion status to field. You should also enter
the User Name and Password for the person’s email program, so EZ-CARE2
can properly send the email.

10. When finished, click the OK button to save your new scheduled backup, or click
the Cancel button to quit without creating a new backup.

The new scheduled backup entry will appear in the Library of Saved Scheduled
Backups:

Library of Saved Scheduled Backups
Scheduled Backup ¥ame.

EZ-Going Child Care Enahbled A

Edit

Duplicate

Delete

Rename
v

[ Sort List Alphabetically |

P To edit, enable or disable a scheduled backup

1. In the Library of Saved Scheduled Backups, select the scheduled backup you
want to edit.

2. C(lick the Edit button. The Scheduled Backup screen opens, displaying the
settings for the selected backup.

3. To enable the backup, check the Enable Scheduled Backup checkbox.
4. To disable the backup, clear the Enable Scheduled Backup checkbox.

<\
Mw,.’ﬁ Note: Once the Enable Scheduled Backup checkbox is cleared, you will not be
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able to edit the other settings for the scheduled backup.

5. Edit the remaining settings as needed (see the section on creating scheduled
backups for details).

6. Click the OK button to save your changes and return to the Library of Saved
Scheduled Backups.

» To duplicate a scheduled backup

1. In the Library of Saved Scheduled Backups, select the scheduled backup you
want to copy.

2. Click the Duplicate button. The New Scheduled Backup screen appears, with
the default filename being Copy of [original backup name].

3. Type in the name you want to give the duplicate backup, and click OK. The
Scheduled Backup screen opens, displaying the settings for the duplicate backup.

4. Edit the settings as needed (see the section on creating scheduled backups for
details).

5. Click the OK button to save the duplicate backup and return to the Library of
Saved Scheduled Backups.

P To delete a scheduled backup

1. In the Library of Saved Scheduled Backups, select the scheduled backup you
want to delete.

2. Click the Delete button. A confirmation screen appears:

.\:{) Delete Scheduled Backup Definition: EZ-Going Child Care

3. Click the Yes button to delete the scheduled backup, or click the No button to
cancel.

» To rename a scheduled backup
1. In the Library of Saved Scheduled Backups, select the scheduled backup you

want to rename.
2. C(lick the Rename button. The Rename Scheduled Backup screen appears:

¥ Rename Scheduled Backup

Description:

3. Enter the new name in the Description field.
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4. Click the OK button to rename the scheduled backup, or click the Cancel
button to cancel.

Notes on Scheduled Backups

When you enable the Scheduled Backup feature, an icon appears in the status area of the
Windows taskbar.

B 0% s

When a backup has been successfully created, a tool tip appears with the icon, showing the
day, date, and time of the last backup. When a backup is unsuccessful, the icon has a red X
over it and the tool tip notifies you that the backup was unsuccessful.

[Backup Successful_wednesday Octaber 4, 2008 ot 1:00 &M [5ociup Faled Thursday, October 5, 2005 1.00 &M

B U, 1256w B U 1zs9pm

Successful Unsuccessful

If you right-click the Scheduled Backup icon, you can choose from the following options:
e Backup EZ-CARE2 Now: starts a backup of EZ-CARE2.

e View Backup Schedule and Status: shows you the status of the most recent
backup attempt and the schedule for backups.

B £7-CARE2 Backup Status

The status of the last backup:

Backup Successful: Wednesday, November 01, 2006 at 11:28:15 Ak

The next backup is scheduled for:

11.00 Pt on Monday, Tuesday, Wednesday, Thursday, Fridey and Saturday

e Cancel Automatic Backup: disables the Scheduled Backup feature. After you
click this option, the icon is removed from the status area.

Restoring from Backups

By using the restore program built into EZ-CAREZ2, you can restore only your EZ-CAREZ2
data. This 1s done using the data that was backed up using EZ-CARE2’s Backup Cabinets
or Scheduled Backup options. This does NOT restore any other data on your system.

P To restore EZ-CARE2 data from a previously-created backup file
1. Close all drawers and file cabinets.

2. Double-click Office Administration, double-click Chapter 2 - Cabinets and
Drawers, and then double-click Restore Cabinets. The Restore Cabinets
dialog box appears.
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Restore Cabinets
Restore d2f32 fram. | hijon ainmi_transaction_processing.zi.zi E]
[ Browse Scheduled Backup Location l
l Restore l [ Done ]

3. In the Restore data from field, identify the folder/directory and file name you
want to restore data from. You may select a floppy disk, a CD, a folder on the
network, or a folder on your hard drive as the source. You can either type in the
information or you can use the browse button .

4. If you use the Scheduled Backup feature, you can browse the location where you
save your scheduled backups to find the one you want to restore. To do this,
click the Browse Scheduled Backup Location button, find the backup you
want to restore, and choose it.

5. In the Restore section, choose which cabinets to restore—All Cabinets or One
Cabinet. If you choose One Cabinet, choose the cabinet from the picklist.

6. Click the Restore button. A message appears, asking you if you want to continue
with the restore.

7. Click Yes. Another message appears, asking if you want to continue.

8. Click Yes. A message appears, telling you the cabinet has been restored.

9. Click OK.

Preferences & Setup

EZ-CARE?2 allows you to define your preferences and the setup for your system. This
section details those procedures.

Calculate Child Ages

To determine when to calculate children ages in the EZ-CAREZ system.

» To calculate child ages

1. Double-click Office Administration, double-click Chapter 3 (Preferences &
Setup), and double-click Calculate Child Ages.
2. Click the cabinet that you want to set up how ages are calculated for, and click
the Edit button. The Calculate Ages dialog box appears.
3. In the Child’s Age section, choose Daily, Monthly, or As of Fixed Date. If
you choose As of Fixed Date, enter the date in the text box below.
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Calculate Ages: EZ-Going Child Care

Lhifd's Age A4 Ctfier Ages

v Daily
O Monthly
() As of Fixed Date:

[ 0K ][ Cancel l

4. Click OK to save your changes and close the present dialog box. Click Cancel to
close the dialog box and return to the previous screen WITHOUT saving any
changes.

Date Format & Century Settings

To determine the format of dates in your system—American or International. It also
determines at what point a date is considered part of the 20th century or the 21st century,
and if grids and fields that contain dates will display them as two or four-digit fields.

P To set up century settings

1. Open Office Administration, Chapter 3 - Preferences & Setup, and select
Century Settings. The Date Format & Century Settings screen appears.

Date Format & Century Settings: EZ-Going Child Care E|

Date Format

& American Dates Example: 12/25/2008
O International Dates Example: 25/12/2008

Cenfury Seffings

Dates entered with a year between 00 and |T1 e

will be considered as being between 2000 and 2011.

Any two-digit year greater than 11 will be considered
as being between 1912 and 1999.

Show Century in Date Fields

[ OK l[ Cancel l

2. In the Date Format section, choose American Dates (for example,
12/25/2008) or International Dates (for example, 25/12/2008).

3. In the Century Settings section, define the century rollover date by manually
typing it in the field or using the up- and down-arrows.

4. If you wish to Show Century in Date Fields, click on the check box next to

that option. If this option is selected, all years will be four digits (for example,
4/1/2006).

5. Click on OK to save your changes and close the present dialog box. Click on
Cancel to close the dialog box and return to the previous screen WITHOUT
saving any changes.
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Confirm Adding New Child

The Confirm Adding New Child setting determines whether or not to prompt the user when
a new child is added to the current family record in the Family drawer.

» To confirm adding new child

1. Double-click Office Administration, double-click Chapter 3 (Preferences &
Setup), and double-click Confirm Adding New Child. The Confirm Adding
New Child screen appears.

Confirm Adding New Child

Require confirmation of child being added to family

i OK |[ Cancel l

2. If you wish to Require confirmation of child being added to family, click the
check box. A blank check box indicates no confirmation.

3. Click OK to save your changes and close the present dialog box. Click Cancel to
close the dialog box and return to the previous screen WITHOUT saving any
changes.

Confirm Cut/Delete

The Confirm Cut/Delete setting determines whether or not to prompt you before
performing a Cut or Paste operation on any grid of the EZ-CAREZ2 system.

P To use confirm cut/delete

1. Double-click Office Administration, double-click Chapter 3 (Preferences &
Setup), and double-click Confirm Cut/ Delete. The Confirm Cut/Delete
dialog box appears.

E Confirm Cut/Delete x|

v Alwayps prompt for Cut/Delete in all grids

2. If you wish to Always prompt for Cut/Delete in all grids, click the check box.
A blank check box indicates no confirmation.

3. Click OK to save your changes and close the present dialog box. Click Cancel to
close the dialog box and return to the previous screen WITHOUT saving any
changes.

Incremental Search Settings

Incremental searches in the Families, Children, and Staff picklists work with a time interval
that you define. The time interval defines how long the system waits for you to type before
selecting the record that currently appears in the picklist.
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Py
v,',’»_j,.\ Note: The settings you define here only apply when an incremental search picklist is OPEN.
If the picklist is closed, no time interval applies.

The time interval you define and how quickly you type affect the way incremental search
works. For example, if you type “str” quickly, you’ll get to the last name that starts with
“str.” If you type “s” “t” “r” slowly, the system will consider each letter to be separate
instead of part of one name. So instead of going to a name that starts with “str,” you’ll go to
the last name that starts with “s,” then the last name that starts with “t,” and then finally the

last one that starts with “t.”

You have the option to test the incremental search settings first and then set them for your
system.

You also have the option to change the time interval in which the computer recognizes a
double-click of your mouse.

P To define incremental search settings

1. Open Office Administration, Chapter 3 - Preferences & Setup, and select
Incremental Search Settings. The Incremental Search and Mouse Double Click
Time Intervals dialog box appears with the default choices for incremental search

at the top.
E] Incremental Search and Mouse Double Click Tin x|
fnoremental Sedrct;
Test  |All - Time Interval : I‘ 3:
Mouse Doulile Cick

Test Area : Double Click Speed: I 1 3:

Done I Cancel |

2. We suggest you start by setting the Time Interval to 2. Each interval represents
.5 seconds, so a setting of 2 is one second. If you type

L. R K — incremental Search ——
letters within one second, they will be considered part
~ Test:  [FTRMMG—_
of one name. If it takes you more than one second to =t
type the name, each letter will be considered separate. (lcale
Click on the Test picklist to display the list of test ~ Mausgver
. . . . . oncentrate
words. Pick a word in the middle of the list to type, in Concern
Test AMContemplate

order to test the settings.

3. Then, at a normal, comfortable rate of speed, type the word. Now look at the
Test picklist. If a different word is showing—for example, you picked
“Concentrate” but the highlighted word is “Neglect”—then you might want to
increase the Time Interval before a new search starts. Try to strike a balance, so
you have enough time to locate the word, but don’t have to wait too long before
starting a new search if you made an error while typing.
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4. To modify your mouse double-click settings: double-click on the file cabinet at
your normal speed. If the drawer opens, your Double Click Speed is recognized.

Maouse Dovlie Chck —
F—
Test Area : E
L=

If the drawer doesn’t open, try increasing the time intervals for Double Click
Speed using the counter, then double-clicking again, until you arrive at a speed
where your double-click is recognized.

5. When you’re done setting the time interval for your incremental search, click the
Done button.

Locale Settings
The Locale Settings define the ZIP code formats for the center’s locale (country).

P To define locale settings

1. Double-click Office Administration, double-click Chapter 3 (Preferences &
Setup), and double-click Locale Settings. The Locale Settings screen appears.

b Locale Settings x|

[¥ Use Primary Locale Format

Us i

Zip Format String I 99393-3933

[¥ Allow Secondary Locale Format

IEANADIAN 'l
Zip Format String IASA 949
oK | Lancel |

The system default is to validate US and Canadian postal codes (or both) so they
are entered in the correct format. If these settings are acceptable, you do not
need to change them.

2. To allow foreign (non US and Canada) postal codes, clear the Use Primary
Locale Format box. The rest of the Locale Settings screen is disabled.

3. To limit postal codes to only US or Canada, select a Primary Locale format, and
then enter the format in the Zip Format String field. Then, clear the Allow
Secondary Locale Format box.

4. To define a secondary format, check the Allow Secondary Locale Format
check box, and then enter the format in the Zip Format String field.

5. Click OK to save your changes and close the present dialog box. Click Cancel to
close the dialog box and return to the previous screen WITHOUT saving any
changes.
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Maintaining Audit Trails

Audit trails provide a record of all postings done on the EZ-CAREZ2 system. The
information contained here may be purged as part of the yearly maintenance process for
your system.

P To maintain audit trails

1. Double-click Office Administration, double-click Chapter 3 (Preferences &
Setup), and double-click Maintain Audit Trails. The Maintain Audit Trails
screen appears.

2. Select the cabinet you want to maintain audit trails for, and then click Edit. The
Maintain Audit Trail screen appears.

Maintain Audit Trail: EZ-Going Child Care

|Audit TypeBatch # Date RemoveUser Remove# RemoveDate PostUser PostPosted Amt# Poste 4 |
|EFT-3W03 141( 4 0 AM 0)0g/0e/z008 EZ2 1418.00 1] |
;EFF—SWG 142(4 4 0 AM 0josn1/2008 EZ2 1087.50 7
EEI—_F—SWG 143[09/15/2008 10:6| EZ2 J|0gn2sz2008 EZ2 782,50 4
EEI—_F—SWG 144(0 0 AM 0|08/12/2008| EZ2 81.00 1
|EFT-8WG 48[/ 0 AM 0j0g1/z008 EZ2 100000.00 1
|EFT-3wWG 14914 0 AM 0jogn4/2008 E22 2780 1
EEI—_FSWG 181( 4 0 AM 0]09/05/2008| EZ2 60.00 1
;EFF—SWG 182(4 4 1 AM 009162008 EZ2 281.50 2
ETUIT\ON 184(0 0 AM 0]10/08/2008|EZ2 797.50 ]
|EFT-SWWG 188(0 4 0 AM 0114082008 EZ2 2115.00 10
|DEPOSIT 160(f 4 AM 0]01430/2009| EZ2 60.00 3 v
| 3 |
’ Delete ] l Done ]

3. To specify the transaction type to display, use the Type picklist at the top of the
screen. This grid can display Group Posting, G/ L. Posting (if applicable), or A/ types
of transactions.

4. To purge a series of transactions from this list, click the Delete button. The
system will prompt you for a date range.

5. Click Done to close the dialog box and return to the previous screen.

Maintaining EZ-Finders

EZ-Finder is a tool that allows you to find any record, using up to three fields you enter to
narrow your search. You can use EZ-Finder in the Family Drawer (Child, Family, or Ledger
tabs) and also in the Staff Drawer (Staff Tab) or user-defined drawers. EZ-Finder lets you
define and then apply a filter so that you can locate a single record, or browse through all the
records that meet your conditions. For more details on EZ-Finder, see “Searching for
Records Using EZ-Finder” page 83.

Maintain EZ-Finders allows you to set up the fields used to retrieve records using EZ-
Finder, for specified cabinets, drawers, and tabs. You can set up different search fields for
each available drawer and tab within each cabinet , so that one drawer may have different
fields with which to FIND records than another drawer

Page 322 Version 7.0
May 2010



EZ-CARE2 Office Administration

P To maintain EZ-Finders

1. Double-click Office Administration, double-click Chapter 3 (Preferences &
Setup), and double-click Maintain EZ-Finder. The Maintain EZ-Finder dialog
box appears.

2. Select the cabinet that contains the drawer you want to define EZ-Finder for,
and click the Select button. The Maintain EZ-Finder dialog box appears.

3. Select the drawer you want to define EZ-Finder for, and click the Select button.
The EZ-Finder Search Fields screen appears.

4. If you chose the Family drawer, pick which tab you’ll by defining EZ-Finder for
by clicking Family Tab or Child Tab.

5. At the top of the screen, you'll identify up to three search fields you want to use
in EZ-Finder for the specific drawer you selected. Choose these fields from the
Search Field 1, Search Field 2, and Search Field 3 picklists. By default, EZ-
Finder is set up to search by LAST NAME, FIRST NAME, and STATUS. For
each search field you choose, you can define a heading that describes the field in
plain language (such as those shown in the following graphics—Iast Name, First
Name, and Birthdate)—choose these from the Search Heading 1, Search
Heading 2, and Search Heading 3 picklists.

EZ-Finder Search Fields: EZ-Going Child Care

Staff Tab Search Felds
Search Field 1 Search Field 2 Search Field 3

Staff. Last Name - Staff: First Name - Staff Status “
Search Heading 1 Search Heading 2 Search Heading 3

Last Mame AND |FirstName AND | Status

Sedrofi for Records Having

& AND - (All matching values)

O OR - (One or more matching values)

[ 0K ] [ Cancel ]

6. In the Search for Records Having section, you define how you want the
system to search for records with EZ-Finder. You have the following options:

e AND - (All matching values): this is the default and allows you to
search for records that meet ALL the specified criteria entered into EZ-
Finder. If you use this method, you might locate all records where the
primary parent’s LAST NAME is Smith and FIRST NAME is George.

¢ OR - (One or more matching values): allows you to search for
records where one or another criteria matches your search. For example,
if ezther the primary or secondary parent’s last name is Smith, you might
want a search where PRIMARY PARENT LAST or SPOUSE LAST
is “Smith.”
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7. When you’re done defining the EZ-Finder search fields, click the Done button.

Py
v,',’»_j,.\ Note: You can also access the EZ-Finder Search Fields screen by right-clicking on the EZ-
Finder screen.

Maintaining EZ-Views

EZ-Viewer allows you to review and edit information from several records at the same time.
Records are viewed in a grid format. To use EZ-Viewer, you need to set up the fields that
should be shown in EZ-Viewer—you do this through Maintain EZ-Views in Office
Administration. For details on using EZ-Viewer, see page 85.

P To maintain EZ-Views

1. Double-click Office Administration, double-click Chapter 3 (Preferences &
Setup), and double-click Maintain EZ-Views. The Maintain Library for EZ-
Viewer screen appears.

2. Select the cabinet you want to set up EZ-Views for, and click the Select button.
The Library for EZ-Viewer appears showing your current EZ-Views.

Library for EZ-Viewer: EZ-Going Child Care X

Updatable
| | Staff Updatahle
| | ChildfClass |Updatahla
| |'aiting List |Updatahla
|| Enrichment Pragrams Updatable

Edit
Duplicate

Delete

Bename
v

[ Sort List Alphabetically |

3. You can add a new EZ-View, edit an existing EZ-View, or duplicate, delete, or
rename EZ-Views. See the following sections for more details.
Creating an EZ-View
P To create an EZ-View

1. From the Library for EZ-Viewer, enter an EZ-Viewer Preference Name to
define the view setting.

2. Select a Topic/Drawer from the picklist. The Topic/Drawer you choose
determine which fields appear in the Available Fields section.

3. Choose the fields you want to include for the view. These fields will appear when
you activate EZ-Viewer and choose a view. To choose a field, click on it in the

. . - .
Available Fields column, and then use the —I button to move it to the
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Fields to Display column. You can use any of the following buttons to move
fields between the two columns.

Button Description

o Copies just the selected field to the Fields to Display column.
s Copies ALL fields from the Available Fields column to the Fields to Display
column.
< Removes just the field selected from the Fields to Display column.
e Removes ALL fields from the Fields to Display column.

Q Tip:  You can also copy a field to the Fields to Display column by double-clicking on
it.

4. To finish adding the new view, do one of the following:

e C(lick Cancel to close the dialog box and return to the previous screen
WITHOUT saving any changes.

e Click Done to save your changes and close the present dialog box.
Clicking this button saves your changes to a non-updatable state and data
is ONLY VIEWED in EZ-Viewer, not updated; however, it can be
exported.

e C(lick Save As Updatable to allow for changes on the screen during EZ-
Viewer and Global Change. Changes made during EZ-Viewer and
Global Change will then be saved to the database if you choose to do so.

Maintaining Picklists

To create new picklists and update current ones, to be used on various screens throughout
EZ-CARE2.

» To maintain picklists
1. Close all drawers and file cabinets.

2. Double-click Office Administration, double-click Chapter 3 (Preferences &
Setup), and double-click Maintain Picklists. The Maintain Picklists dialog
box appears.

3. Click the cabinet that you want to manage picklists for, and then click the Edit
button. The Library of Saved Picklists appears with your current picklists.

4. Select a cabinet and click on the Edit button. A library appears with your current
picklists.
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5. If you want to create separate picklists for each drawer and superfield, click the
Maintain a separate picklist for each drawer and superfield check box.

6. You can add a New picklist, Edit, Duplicate, Delete, or Rename an existing
picklist. See the following sections for details.

System Picklists

You can have an unlimited number of optional picklists on your system. However, there are
several standard picklists that are required and cannot be removed. These are:

Staff Position Check List Item Type Hours Type

Notes Type Payment Type Relations

Staff Development Type  Zip Code Picklist Transportation Mode
Bank Name (for EFT)

Creating a New Picklist
P To create a new picklist

1. From the Library of Saved Picklists, click the New button. The Save Picklist
As dialog box appears.

b save Picklist &s x|

Description: |

0K I Cancel |

2. In the Description field, enter the name for the picklist, and then click OK. The
Edit Pick List screen appears. See the next section for instructions on adding
items to the picklist.
Adding New Picklist ltems or Editing Existing Picklist Items
P To add new items or edit existing items

1. From the Library of Saved Picklists, double-click the name of the picklist you
want to add or edit items for. The Edit Pick List screen appears.

@ Note: If you just created a new picklist, you can skip to step 2.
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T4 Edit Pick List: Staff Position |
Hew Pick List ltem: .
i ew Pick List Item: 0 Fm
Activies — [ Allow Other Values
Counzelor ~ Add
Swiming

+ Add with Confirmation

I Allow Editing List
During Data Entry ™

-

Sort Alphabetically |
Done | Lancel |

2. Do any of the following actions to the list:

e To add an item, type in the new item name in the New Picklist Item
box and press the Enter key on your keyboard.

o To change the order of the list, click the gray box to the left of the list item
you want to move, hold down the left mouse button, and drag the item
to the new position.

e To alphabetize the list, click the Sort Alphabetically button.

® To delete an item, select the item and click on the delete button il on
the toolbar above.

3. If you want to allow users to add values to the picklist, click the Allow Other
Values check box. If checked, the options below the check box are enabled. You
can then make the following choices:

e Add: gives users the ability to add items to a picklist from a data entry
screen.

¢ Add with Confirmation: gives users the ability to add items to a picklist
from a data entry screen, but only after they confirm they want to add it
through a dialog box.

e Allow Editing List During Data Entry: gives users the ability to edit
the items in the picklist while they are entering data on a screen. If you
choose this option, the edit button appears on the screen with the
picklist.

4. When you are finished editing, click the Done button. Click Cancel to close the
dialog box and return to the previous screen WITHOUT saving any changes.

5. Click Done to close the dialog box and return to the previous screen.

Py
v,',’»_j,.\ Note: Payment Type and Transportation Mode do not allow you to add to a picklist
from a screen.
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Adding Values to a Picklist During Data Entry

If you have a picklist that allows editing, you can add a picklist item during data entry by
typing in a new value. You can also edit all the picklist items by clicking on the edit button

—I If you want to change a non-editable picklist to an editable one, you need to make
changes to the picklist.

Py
@ Note: The Payment Type and Transportation Mode picklists do not allow you to add to a

picklist from a screen.

P To make a picklist editable

1.
2.

9.

Close all drawers and file cabinets.

Double-click Office Administration, double-click Chapter 3 - Preferences &
Setup, and then double-click Maintain Picklists. The Maintain Picklists
dialog box appears,

Select the cabinet you want to change picklists for, and then click the Edit
button. The Library of Saved Picklists appears.

Select the picklist you want to change, and then click the Edit button.

In the List Type section, click the Allow Other Values check box. This allows
other entries to be added to the picklist and enables the fields below the check
box.

Choose one of the following options:
e Add: if you do NOT want confirmation when adding

e Add with Confirmation: if you want confirmation when adding

. Click on the option button for Add, or click on the option button for Add with

Confirmation if you want confirmation when adding.

Click the Allow Editing List During Data Entry check box. This allows you to
edit the existing entries in the picklist during data entry.

When you are finished, click the Done button.

10. When you are finished editing picklists, click the Done button again.

How do | limit picklists to only certain items?

» To limit picklists

1. Close all drawers and file cabinets.
2. Double-click Office Administration, double-click Chapter 3 - Preferences &
Setup, and then double-click Maintain Picklists. The Maintain Picklists
dialog box appears.
3. Select the cabinet you want to change picklists for, and then click the Edit
button. The Library of Saved Picklists appear.
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Select the picklist you want to change, and then click the Edit button.

5. If necessary, clear the Allow Other Values check box. Make sure this box is

7.
8.

EMPTY. This prohibits other entries to be added to the picklist.

If necessary, clear the Allow Editing List During Data Entry check box. Make
sure this box is EMPTY. This prohibits editing the existing entries in the picklist
during data entry.

When you are finished, click the Done button.

When you are finished editing picklists, click the Done button again.

Maintaining Staff Labor Costs

The Staff Labor Costs screen allows you to maintain the hourly wage for each employee of
your center. This is used by the Revenue vs. Labor Costs report.

» To maintain labor costs

1. Open Office Administration, Chapter 3 (Preferences & Setup), and select
Maintain Staff Labor Costs.
2. Select a cabinet and click on Edit. The Staff Labor Costs screen appears.
Staff Labor Costs: EZ-Going Child Care
Staff Name Hourly Cost ~
Andersan, Mary 5.00
Learner, Dan 6.50
Mitchell, Jane 750
Stower, Jahn f.50
Munez, Famela 7.0
D'Brien, Mary £.50
Brickner, Debbie 15.00
Tarres. Samantha
b
I« >
3. To add or edit an houtly wage for an employee, click on the Hourly Cost column
next to their name. Enter the employee wage and benefits (overhead).
4. If you wish to run the Revenne vs. Labor Costs report, click on the Report button
| on the toolbar.
5. To print the grid, click on the Instant Print button _é&& | on the toolbar.
6. When you are finished with this option, click on the Close button & I on the
toolbar.
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Maintaining Template Groups

For details on maintaining template groups, see “Template Groups” on page 131.

Importing Data

To import data from an external file, such as a comma-delimited file, use the Import
Module. For example, if you have purchased our optional Online Registration Module, you
will use the Import Module to import data from a file downloaded from the registration web
site.

» To import data

1. Double-click Office Administration, double-click Chapter 2 (Cabinets and
Drawers), and then double-click Import Data.

If you have purchased this module, please call SofterWare for the import documentation.

Recalculating Formulas

The Calculate Formulas screen allows you to refresh formula fields that are in your system.
Typically, you won’t use this option because formulas are automatically refreshed; however,
there may be situations where formulas aren’t updated (for example, importing records into
the system).

P To recalculate formulas

1. Open Office Administration, Chapter 2 — Cabinets & Drawers, and select
Calculate Formulas. The Calculate Formulas dialog box appears.

2. Choose the cabinet you want to refresh formulas for. The Calculate Formulas
screen appears, showing all the formulas within the selected cabinet.

E]Ealculate Formulas: Camp Echo Pines 1‘
 Formiias
¥ Addiional Fees Family Walid | ~]
¥ “acation Hours Staff Walid
]
All | Clear |
Calculate | Done ‘

3. Select each formula you want to refresh by clicking the check box next to it.

SN _
# Note: To choose all formulas, click the All button. To clear formulas you have
already selected, click the Clear button.

4. Click the Calculate button. A message appears, confirming that the formulas
have been calculated.
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5. Click OK and then click the Done button.

Primary Key Cleanup

The Primary Key Cleanup screen is used to correct duplicate primary keys.

This option is used for support purposes, and only with the direction and guidance of a
SofterWare support representative.

System Updates

Installing an Update

Important!  You must back up your EZ-CARE2 system before installing updates, in case
something goes wrong during the installation process. See “Backing Up Your
System” on page 309 for details.

In this section, the server refers to the location where you have installed the EZ-CARE2
System. On a Local Area network (LAN), this is the server. On a peer-to-peer network, it is
a computer that holds the system and data but also acts as a workstation for someone in
your center.
Getting Ready To Install
P To get ready to install
1. Disable any virus scanning software that might interfere with the installation.

2. Log on from a workstation as Administrator, having full rights to the server.

3. Make sure everyone is logged out of the EZ-CARE2 system, if there are multiple
users.

4. Make sure EZ-CARE2 is not running on the server, or at any workstations.
Run the Installation

From CD
» Toinstall froma CD

1. Insert the CD, click Update Programs, and then click Update EZ-CARE2
System, which updates EZ-CAREZ2 on the server.

2. Tollow the instructions on the screen. This includes a prompt to indicate the
folder where your EZ-CAREZ program is located on the server.
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From Internet Download
» Toinstall from the Internet

1. Download the update by going to http://www.softerware.com/, and then select
EZ-CAREZ2 ->Clients Only->Download Updates from the drop down menus at
the top of the screen.

2. Enter your email address and user ID when prompted.

3. Select the update you need, and download it to the EZCARE2\ Updates folder
on the server. Note the name or version of the update file.

4. Run the update and follow the instructions to install it in the folder where your
EZ-CARE2Z2 program is located on the server.

After the update has finished installing, launch the EZ-CAREZ System on the server to
update the data and to make sure that the new version is running propetly.

Workstation Install

When users open EZ-CAREZ at their workstations, they will get the prompt:

The version of EZ-CARE2 on your workstation does not match the data you are
accessing. Would you like to update?

If the workstation is running:
o Windows NT, Windows 2000, Windows XP and Windows Vista — you must have
logged on as Administrator of your network. Once you have logged on, click

Yes in response to this screen. When you click the "Yes" button, the application
will launch the install script for the workstation update from the server.

That’s all there is to it! If there is something wrong with the data or programs when you
open EZ-CAREZ, call our support department. Make sure you have the backup you created
catlier available if needed.

Manual System Updates

The System Updates screen allows you to manually run selected updates on the EZ-CARE2
system.

» To run system updates

1. Double-click Office Administration, double-click Chapter 5 (Maintenance), and
double-click System Updates.

This option is used for support purposes, and only with the direction and guidance of a
SofterWare support representative.

Setting Up Printers for EZ-CARE2

Printer functions are controlled by Windows. EZ-CARE2 does not need any special printer
drivers to print reports or screens. If you can print from any program in Windows, you can
print from EZ-CARE2.
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Recovering from a System Crash or Hardware Failure

In the event of a hardware failure (for example, disk crash, bad spot or block on the disk,
power surge), the destruction of your computer system, or theft of your hardware, a backup
and restoration plan can ensure a speedy recovery of your data processing. Consult with your
network administrator or hardware support person when dealing with repair or replacement
of your computer hardware and operating system software.

Ensuring Hardware is Running Properly

Minor Repair Situation - In the case of a problem with your hard drive, such as a bad data
block, you'll need to use software utility programs (such as Microsoft Scan Disk or Norton
Utilities Disk Doctor) to determine the problem. If the problem can be fixed on your hard
drive, then you can resume using your system normally.

However, if this situation has caused data loss or data corruption (EZ-CARE2 files located
on a bad spot that is no longer used on the disk), then the file cabinet or cabinets need to be
restored as described below.

Major Repair Situation - In the case of a hard drive "crash," the computer's hard drive is
so physically damaged that it can no longer be replaced. A new hard drive will have to be
installed on your computer. After the new hard drive and operating system is installed, all the
software you use on a regular basis will have to be re-installed. Refer to the section below
regarding re-installing of your EZ-CAREZ2 software. After the software is installed, your
centet's file cabinet or cabinets can then be restored.

Computer Replacement - 1f your computer was stolen, damaged due to vandalism, or
destroyed in a fire, your center will need a brand new computer system. As with a hard drive
replacement, all the software you use on a regular basis will have to be re-installed. Refer to
the section regarding re-installing of your EZ-CAREZ2 software. After the software is
installed, your center's file cabinet or cabinets can then be restored.

Re-installing Software

If you need to re-install EZ-CARE?2 to your computer system, contact the SofterWare
Support Department. Apprise the support representative of your situation, and they can
guide you through re-installing the software.

Restoration of Data

There are two ways of restoring data to your system.

Restoring EZ-CARE2 File Cabinets from Backups

By using the restore program built into EZ-CAREZ2, you can restore only your EZ-CAREZ?
data. This 1s done using the data that was backed up using EZ-CARE2’s Backup Cabinets
ot Scheduled Backup options. This does NOT restore any other data on your system.

This is obviously the easiest and least disruptive way of maintaining and restoring your data.
It should generally NOT require the involvement of technical staff. The only drawbacks to
this method are that you have to back up your cabinets yourself on a regular basis.

See “Restoring from Backups” on page 316 for details.
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Restoring System Data

If your organization has a technical staff person (for example, a network administrator or I'T
consultant), your entite system may be getting backed up automatically and/or with third
party software. If so, and it becomes necessary to restore your data, you may need to call on
your technical resources to identify your files and restore them.

End of Year/End of Season Procedures

The beginning of a new year or new season is usually the time when you set up new cabinets
or clean up current ones. Although there are certain things that need to be done at year-end,
the exact procedures may differ, depending on your center’s needs. However, ALL clients
should include the procedures described here as part of their normal Year-End Processing.

"
~,§,’g\ Note: For more details, see the Year End Procedures document in the Document Library
area of our Clients Only web site.

Backup/Archive Your Active Cabinet(s)

Backup your enrollment cabinet(s). Go to Office Administration, Chapter 2 (Cabinets and
Drawers), and select Backup Cabinet or Scheduled Backup. This backup should be on
diskettes or a zip disk and kept for future reference.

Set up a New Database For Your New Year
Make a copy of your enrollment cabinet.

P To set up a new database for your new year

1. Double-click Office Administration, double-click Chapter 2 (Cabinets and
Drawers), and double-click Create/Modify a File Cabinet. The Cabinet
Wizard appears.

2. In the Operation section, click Create.

3. In the Cabinets section, click on the cabinet you want to copy (current
enrollment cabinet).

4. In the Copying section, click Only Copy Structure Only.
5. Click Copy Security Groups.

6. In the Cabinet Name box, give the cabinet a new name that includes the new
year (for example, 2000).

7. Click Next throughout the Wizard until you reach the final screen, and then click
Finish to complete the process. For details on all the steps of the Cabinet
Wizard, see page 268.

If your old cabinet does not include the prior year in its name, you may want to rename it to
include the year.
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You now have a cabinet for the prior year with data in it, and a new cabinet without any
records. The purpose of the prior year’s cabinet is to provide information for families and
can be used as a reference when building records for the new year.

Since you have created a new cabinet, you will be able to re-specify many of the options that
were previously set-up. Re-enter or verify the following sections of information:

« Inthe Center Drawer, enter current information on all tabs.
In Office Administration, Chapter 3 (Preferences & Setup)

« Calculate Children Ages e Maintain EZ-Views
In Office Administration, Chapter 4 (Accounts Receivable Setup)

e Re-enter Categories e Maintain Rollup Categories

Family and Child information can now be entered into the new cabinet using the linking
process—see the next section.
Linking Cabinets

» To link cabinets

1. Double-click Office Administration, double-click Chapter 2 (Cabinets and
Drawers), and then double-click Link Drawers. The Library of Saved Linked
Drawers screen appears.

2. C(lick the New button. The New Linked Mapping dialog box appears.
3. Enter a name for your link, and click OK. The Drawer Link dialog box appears.

5% Drawer Link : Returning Campers

Dest. Cabinet: Dest. Drawer:

Current Year Campers *| | Family hd
| Saurce Dalinii
Cahinet: Drawer:
Waiting List Database j Farnily j
Search Field 1 Search Field 2 Search Field 3
| Camper - Last Name | [Campe: : Fist Name =] [ Campar - Bith Date |
Search Heading 1 Search Heading 2 Search Heading 3
[Last Name [First Hame [Date o Bitth
ping Lelini

M Destination Field Source Field -
Family : Address Family : Address
Family : Address Line 2 Family : Bill Address 2
Farnily : City Farnily : City
Family : State Family : State
| -

-

4. At the top of the screen, select the new cabinet as the Dest. Cabinet and the
Family Drawer as the Dest. Drawer. These are the cabinet and drawer that the
data will be copied into.

5. In the Source Definition section, select Prior Year Cabinet as the Cabinet and
the Family Drawer as the Drawer. These are the cabinet and drawer that the
data will be copied from.

6. You may enter up to three search fields from the Source Drawer. These are the
fields that are used to find the records to add to your current (destination)

Version 7.0 Page 335
May 2010



Office Administration EZ-CARE2

8.

drawer. You may change the headings of these fields to your liking (the headings
appear in the dialog box when linking).

In the Mapping Definition section, choose the fields you want to map. From
the Destination Field column, choose the field in the destination drawer that
data will be copied into. From the Source Field column, choose the field in the
source drawer that data will be copied from—the data from this field will go into
the Destination Field you’ve defined. They must be of the SAME FIELD TYPE
(for example, character, numeric, picklist). The fields available for mapping are
the database fields, including ledger balance, with the exception of Superfields

and pictures. As you select a field to map, an “x” appears next to the field in the
picklists.

When you have finished, click the close button.

&0\ - .
Mgg) Note: The destination can receive data from many sources - you can set up many

links, each from a different source drawer, to the same destination drawer.
For example, you can link to a Family Drawer from the previous year's cabinet
as one link, the Staff drawer from the previous year's database as another
link, and the Family Drawer of a Waiting List cabinet (or a drawer within your
current cabinet) as another link — all source links to the destination of your
current year (new) cabinet.

When you receive an application from a returning child, you will be able to link the old
information into this new cabinet without needing to re-enter it.

Your cabinet is now set up for the new year! Use the new cabinet to start building
your database for the next year.
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10.Customizing EZ-CARE2

Customizing EZ-CAREZ2 Using the Create/Modify a File Cabinet
Wizard

EZ-CARE?Z gives you extensive abilities to customize the data in your system, as well as the
way it is organized and displayed. With our Create/ Modify a File Cabinet Wizard, you can

e (reate a new cabinet

e Add a new drawer to a cabinet

e Add pages inside a tab

e Add data that can be displayed within drawers

e Change the appearance of the drawers

For details on these features, see Create/ Modify a File Cabinet Wizard on page 268, in the
Office Administration chapter of this manual.

The two following screens illustrate how differently the data for your particular center can be
displayed. The first screen is for a daycare center, the second is for a preschool probram.

These are just examples of how you can organize and display your data to meet your needs.
Displaying information the way you want makes it that much easier to enter and maintain
your data.

Family Drawer: EZ-Going Child Care

Famiies: |Brever, Saish -1 @ Chrloren [
Family | Ledger Child | Tuition | Schedule | Contracted | Actual
First: IJuIia Gender Enroll Date: [n5,01,2002
 Male

Last Name: IBrewel ' Female Leave Date:
Birthdate: [11,/0/2002 | [1.02 :
Clase Name: I|nf = l

Home #: [ (2155587338

School Age Info: Enrichment ] _\_" _JQ o
Programs:
School: | ,I re _ EE
ymnastics A
Grade: I_ Bus: I I Karate %
" Music Contacts Checklist Notes
Sialus
[5' Active " Inactive " Hemove [ Computers
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Family Drawer: EZ-5chool Age Program

Families: |Alexandel K.evin _I 9] @ Children: |AIeHander,Zachary =@

Family | Ledger Tuition | Schedule | Contracted | Actual

First: IZh— Gender Enroll Date: Leawve Date:
achar
> & Male [ossoz/znm | |
Last Name Alexander " Female
Birthdate: |nsxusx1993 |sua School: [Biich Elementary |~

Home #: [=15)455.9573 Class Name: [ahi/Ft |
# Grade: |4_ Bus:
Attendance: ISchool “ear Orly 'l

¥ Early Release [ Snow Dayps

Enrichment Programs

[ Computers [ Karate
" Homework ™ Music

Sialus
[(3' Active © |nactive { Hemove

In addition to including the information you need in just the way that is easiest to use, EZ-
CARE2 also provides considerable flexibility in reporting. The degree of flexibility depends,
in part, on whether you have purchased the Custom Report Writer.

Custom report creation is described in more detail beginning on page 347.

Macros

A macro is a simple combination of keys that can be used as an “abbreviation” or shortcut for
a sequence of keystrokes.

The most common advantage of using a macro is to save time by pressing one or two keys
instead of a much longer sequence of keystrokes. This is especially helpful when the same
commands or information are entered repetitively in the system.

For example, you could define the key combination of ALT+E to stand for entering the
words “Early Registration” when typing a comment for a discount on the Ledger tab.
Similarly, you could establish ALT+L for “Late Registration Fee.”

Macros cannot store mouse clicks in the saved sequence.

There are two separate and distinct aspects to macros:

e Setting up a macro in which you specify the macro keys (sometimes called the
Hot Key combination), and the key sequence they represent.

e Using the macro once it has been defined.

Setting up Macros
» To set up macros

1. Go to the EZ-CARE2 screen where you would normally type in the long
sequence of keystrokes. In our first example, go to that part of the Ledger Tab
where you would normally enter the comment.

2. Press the application key on your keyboard (the key that has a menu =
with an arrow). Don’t hold down the key; just press it once. The =
Record Macro dialog box appears.
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! Record Macro
Defined ke [press the key)
Macro name:

3. In the Defined Key field, press the key(s) you want to use as the “shortcut” or
Hot Key combination. For our example, you would hold down the Alt key and
press E.

4. In the Macro Name field, enter a description to define the macro (for example,
Early Reg) (the macro name cannot contain spaces, and it defaults the
characters to lower case once the macro has been saved.)

5. Click OK.

6. Start typing in the keystrokes for the macro; in our example of the Early
Registration comments, you would type Early Registration, and then press the
TAB key.

7. Press Shift+F10 to indicate that you are finished recording the keystrokes. The
Stop Recording Macro dialog box appears. (The system will present you with
other options for more advanced applications of macros.)

| Stop Recording Macra |
Stop recording alt_n’Y
Inzert Literal | * Keyto Besume
Inzert Pause | € Seconds:
Continue | Lizcard
8. Click OK.

Using Macros

When you are at the point where you want to enter the keystrokes you saved in the macro
(on the Ledger tab in our example), press the “Hot Key(s)” you defined. To use the macro

you created

in the previous example, when you’re on the Ledger tab, in the Comment

column, press ALT+E, and the comment will be entered in that column. Depending on
how you defined the macro, the cursor should automatically advance to the next column.

There are many other ways you could define macros to suit your particular needs. For
example, you could create a macro to do any of the following:

e copy a Primary Parent’s address to the Secondary Parent
e move to a particular field and enter fixed information
e automatically “fill in” a standard set of items on the Checklist Superfield
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For shortcuts in the A/R Ledget, femplates are a more powerful and versatile way of entering
transactions that are lengthy or repetitious (see page 101). The uses of macros are limited
only by your own creativity.

Printing the Macro Report

To see what macros are set up in your system, you can print a detailed report by clicking on
the Help menu, then clicking View Keyboard Macros. This report shows you the Macro
Name, the Hot Key combination, and the text or keystrokes associated with the macro.

Changing the Appearance of EZ-CARE2 Screens

N\ . " .
mﬂfb Note: We strongly suggest making a backup before modifying your cabinet.

P To change the way my screen looks
1. Close all drawers and file cabinets.

2. Double-click Office Administration, double-click Chapter 2 - Cabinets and
Drawers, and double-click Create/Modify a File Cabinet (Wizatd). The
Cabinet Wizard appears.

3. In Step 1, select Modify in the Operations section, and select the cabinet name
from the Cabinets section. Click the Next button. A message appears,
prompting you to make a backup of your system before proceeding.

4. Choose one of the following options:

e To make a backup, which we strongly recommend, click the Yes button.
When the backup is complete, a message appears to let you know. Click
the OK button. Step 2 of the Cabinet Wizard appears.

e To continue creating the cabinet without backing up, click the No
button. Step 2 of the Cabinet Wizard appears.

e To exit the Cabinet Wizard without making any changes, click Cancel.

5. In Step 2, select the drawer to modify (Family, Staff, or Other Ledgers). Click
the Next button.

6. In Step 3, click on the Next button (unless you want to make modifications to a
tield; if you do, follow the directions on the top of the Wizard screen).

7. In Step 4, make any modifications needed to the screen you selected. Click the
page number you want to modify (page 1 is the default).

8. To move any element on the screen, click on it with your left mouse button and
hold the button down. Drag the element to the new location.
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9. To cancel any work on the screen, click on the Undo button _I Remember,
this button will reverse ALL of the changes you have made to this screen during
this session.

10. Use any of the tool buttons that display with this page. Each button has a tool tip
to display its name (just hold the mouse pointer over the button).

11.When you are finished with Step 4, click the Next button.

12.1f you are modifying the Family drawer, you will have the opportunity to make
changes to the Ledger and Child tabs. Make your changes, and then click Next.

13. When you are done making your changes, click on the Finish button to save all
your changes.

Adding a Field to Calculate Anniversaries

You can set up a field that calculates anniversaries or number of years with the organization.
You do this by identifying two fields that work with each other on the tab where you want to
calculate anniversaries: an Age type field and Birthdate type field. These fields are set up on
the Define Data Fields dialog box (Cabinet Wizard Step 3). The setup described below is
also used to calculate automatically the age of children on the Child tab.

P To set up a field to calculate anniversaries

Important!  Make a backup of your EZ-CARE?2 file cabinets before running the
Cabinet Wizard!

1. Double-click Office Administration, double-click Chapter 2 (Cabinets &
Draywers), and double-click Create/Modify a File Cabinet.

2. On the right side of the Step 1 dialog box, select the Cabinet that contains the
record for which you want to calculate the anniversaries. In the Operation
section, click the Modify button. Then, click the Next button.

3. On the Step 2 dialog box, click the drawer you want to modify. In the
Operation section, click the Modify button. Then, click the Next button.

4. On the Step 3 dialog box, go to the first empty cell in the Field Name column,
and enter the name of a new field you want to use for storing a date. For
example, this field could be named Date Started or Wedding Date.

5. Use the TAB key to tab over to the Field Type column. From the picklist, select
Birthdate. Press the TAB key and the length will be automatically set to 10.

6. Go to the next line and type in the name of a new field you want to use to
calculate the number of years and months. For example, this field could be called
Number of Years of Service or Anniversary.

7. Use the TAB key to tab over to the Field Type column. From the picklist, select
Age. Press the TAB key and the length will be automatically set to 5.
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N\ : .
v,',’»'_j:,. Note: We recommend not setting up any default values or making either of
these two fields required.

8. When you are done entering the fields, click the Next button.

9. On the Step 4 dialog box, click the Field List button to show fields available for

this tab. Drag and drop the new fields where you want to place them, starting
with the field that has the Age type.

10. After you move the Birthdate type field on to the screen, the following dialog
box appears:

Wauld wou like b identify this field now? ¥au may da so laker by double

@ ‘fou have added a BirthDate field which may be linked with an age Field.
clicking the BirthDate fleld,

Yes Mo |

11.Click Yes. Another dialog box comes up with a message to click on the Age
field.

12.Click OK; and then click the Age type field.

) e .
(oS Note: If at any time during any step you do not want to save the changes, click
on Undo. If at any time you wish to stop this process and return
everything to its state before your edits, click on Cancel any time
BEFORE you click on the Finish button.

13. When you are done with the layout and ready to save the changes you made,
click the Finish button. The system saves your changes, and now have a field
that will calculate your staff’s anniversary.
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Managing Inquiries and Prospects

Create a used-defined drawer using the Create/Modify a File Cabinet Wizard (see page 268).
Here is an example of an Inquiries User-Defined drawer:

E‘ Mew Inquiries Drawer: EZ-Going Child Care ;lﬂlll
Name: IArden, Brittany - I 1] Stalys
Gender (¢ Active (  Inactive { Remove
" Male
: {* Female Birthdate: |D4fDB/1885 |
Child: [Britany [asden .
Grade: 1
Parentl: |Martha |Scott
Address: [71457 Chesnut 5t
City: [Wyckat M oramr =] Sowree: [wiab -]
Phone: [(509)457-7769 Referred by: I
Salutation: IMartha
Email: |
Sent Matenal:
I
Rec'd App:
A  —
Check List Notes )|l | Ei

You can use the Notes Superfield to track conversations and actions with the prospect. The
Checklist Superfield can be used as a tickler file for the next steps that are needed, or forms
to be received.

When a prospect becomes a child, you can transfer information from the Inquiries drawer
into the cabinet and drawer you choose.

» To manage inquiries/prospects

1. Setup a link between drawers (see page 286 for details on how to do this in
Office Administration).

2. Go to the cabinet, drawer, and tab where you want to add the new child.

3. C(lick on the Copy from Linked Drawers button . See page 285 for details

on the linking process.

Using Mapping Software with EZ-CARE2 to Determine
Transportation Routes

Most mapping programs (such as Microsoft Streets and Trips ® or Google™ Maps) have a
feature allowing you to use names and addresses from another source. Look at your
program’s documentation to determine what fields are needed and in what format. You can
then create an export file with the appropriate information. To create the export file, use the
Report Wizard, File Export report (see the Custom Report Writer Guide for details).

After you use the mapping software to generate child specific data, such as pickup location,
you may want to bring this data back into EZ-CAREZ2. For example, you may want to
generate a report of pickup locations for the bus driver. To bring data back into EZ-CARE?2
from third party software, you will need our optional Import Data module. For information
on this module, contact your sales representative.
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Offering Online Registration

Through our optional Online Registration module, you can allow parents to register online
and then import registration data into EZ-CAREZ2. You can create a customized online
registration form and offer secure credit card processing. This can be a great way to allow
parents to register at their convenience while saving you time and effort on paperwork.

For details on Online Registration, please contact your sales representative.
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11.Optional Modules

Accounting Module

This section addresses the steps to post accounting data to the General Ledger module.

&
~,,3’,.'\ Note: Other functions of the Accounting Modules are described in the separate Accounting
Manual.

Also, if you are planning to post transactions to QuickBooks, using our EZ2-Post interface,
please contact your sales representative for separate documentation.

Posting to General Ledger

This option creates the file containing the accounts receivable information to be posted to
the EZ-CAREZ2 Accounting module. It will contain all unposted entries through the Posz
Through Date that you entered. You can then import this file into the SofterWare Accounting
Module.

ﬂ:},\. Note: Before using this option for the first time, enter the GL Account number for each

k) category in Maintain Categories (see page 97 for details). Enter both the Debit and
Credit account numbers (For example, for a tuition charge, the Debit would go to
Accounts Receivable and the Credit to the Tuition Revenue account). Keep in mind
that EZ-CARE2 does not verify the accuracy of GL Account numbers that are entered.

P To run Post to G/L ;

Last Posted Dates Fost Dates
1. From the ACCOl,lntlng menu’ Post through: |12/30/2000 Post through: |
click Post A/R to G/L. The
Post A/R to G/L screen
appears.
File Name: |chez2iezZglid Q

2. In the Post through box on the
right, enter the Post Date (the .
date on the left shows the -
previous Post Through date). [

Post ] [PregiewPre—Pnsl] [ Print Pre-Post ] [ Done ]

3. In the File Name field, enter the file name for the file EZ-CARE2 will create.

Click the J button if necessary to navigate to the right location and name the
file. For example, C:\EZCARE2\EZ2GL.TXT. The file name will be saved as
the default file name.

. . . . =
4. If a printer is not already selected, click the Printer button _I, and then double-
click the printer you want to use.
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5. Click the Post button to complete the process, or click Done if you decide you
do not want to post at this time. You can Preview or Print a Pre-Posting report to
see the posting before any changes are made. After you’ve created the file, you
need to go to the SofterWare Accounting program and import the file.

6. From the Data Entry menu, click Import Options. The Import Options
screen appears.

7. Select the EZ-Care2/EZ-Center2 option, and enter the name of the file you

created in EZ-CARE2 (for example, C:\EZCARE2\EZ2GL.TXT).
8. Click Verify. The data is now ready for use by the G/L. module.

Launching the Accounting Module

You can launch the Accounting Module right from within EZ-CARE2 by clicking the
Accounting menu, and then clicking Launch Accounting. For complete help information
on the accounting module, access the Help system from within the Accounting module.

Removing G/L Posting
» To remove a G/L posting

1. From the Accounting menu, click Remove G/L Posting. The Remove GL
Posting screen appears.

Batch

Date Posted

Remove G/L. Posting: EZ-Going Child Care

Select a batch number to be removed:

User Date Removed

Amount Posted # Posted #

i1

12/28/2000 01:23:53 P

EF fofas

$0.00)

1

1<

’ Remove ] ’

Done

l

2. C(lick in the Batch column of the row representing the posting you want to
remove.

3. Click the Remove button. A message appears, showing you the details about the

batch.

4. Click Yes to remove the post or click No to retain the post and return to the
previous screen.

5. When you are finished with this option, click on the Close button El
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Accounts Receivable Module

For details on using the Accounts Receivable module to manage your financial accounts, see
“Using the Accounts Receivable Module” on page 83.

Click-to-Pay Module

The Click-to-Pay module allows you to set up online forms that parents can use to pay their
bills. You can email the web address of the form to parents to tell them where to find it.

Click-to-Pay is an optional module. Please contact your SofterWare representative for
information on ordering the module.

For details on using the module, please download the Payment Processing Manual from the
Document Library section of the EZ-CARE2 Client website.

Custom Report Writer Module

If you have purchased the Custom Report Writer, you will have access to the following
tools for creating and editing customized reports:

¢ The Report Wizard is a tool that guides you through the report designing
process step by step. Each step in the Wizard offers explanations and sample
diagrams. This is the easiest method for designing a new report.

e The Report Designer is a more powerful tool that allows you to edit the
elements that appear in the various sections of the reports. It offers more
flexibility and control than the Report Wizard, but it is more advanced and
requires more expertise to use.

The Custom Report Writer module is an optional module. Please contact your SofterWare
representative for information on ordering the module.

For details on using the module, please download the Custom Report Writer Manual from
the Document Library section of the EZ-CARE2 Client website.

EZ-EFT Module

The EZ-EFT module allows you to process preauthorized recurring credit card and bank
draft transactions. Typical uses involve charging for tuition or other expenses as part of a
regular collection cycle. EZ-EFT can charge parents’ credit cards, or transfer money directly
from parents’ bank accounts using electronic funds transfer.

EZ-EFT is an optional module. Please contact your SofterWare representative for
information on ordering the module.

For details on using the module, please download the Payment Processing Manual from the
Document Library section of the EZ-CARE2 Client website.
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EZ-Entry Module

The EZ-Entry Module allows you to navigate between records and enter data into the
system using a barcode scanner. Several reports are included to allow you to print out sheets
of barcodes.

EZ-Entry is an optional module: contact your sales representative to enable this module on
your system.

The basic steps in using EZ-Entry are:

1. Printing out the pages of barcodes you will scan with the barcode scanner. EZ-
Entry includes reports to generate the barcode printouts you will need.

2. Using the barcode scanner to scan in the barcodes.

Printing Barcodes using EZ-Entry Reports

Several reports are included to allow you to print out sheets of barcodes:

Report Category Description
EZ-Entry Database  This is the report you will use to create barcodes for all areas. You can
Barcodes set up barcodes to navigate between records, or to move between pages

in the current record. You can also choose whether you want EZ-Entry to
enter a value into the field, or just select the field for manual data entry.
See page 179 for details.

EZ-Entry Family ~ Ledger This report is designed to print out sheets of labels that contain the

& Child Name childrens’ names and a barcode for their ID number. See page 206 for
Barcodes details.

EZ-Entry Ledger This report prints out barcodes for all of the Categories in your system,
Category so that your staffers can scan them instead of entering the data
Barcodes manually. See page 205 for details.

Tip: If you want to generate a report containing the EZ-Entry action & number barcodes, we
recommend including them with the EZ-Entry Category Barcodes report.

Scanning in Barcodes using EZ-Entry

Once you have installed your scanner, and printed out barcodes using the EZ-Entry
Barcodes report, using the barcode scanner to enter information is fairly straightforward.

P To use the barcode scanner on a non-ledger screen
1. Open the screen that which you want to enter information into.
2. Scan the barcode.

EZ-Entry barcodes contain not only information, but instructions on actions to
be carried out. Depending on which action was specified when the barcodes
were created, one of the following will occur when the barcode is scanned:

Page 348 Version 7.0
May 2010




EZ-CARE2 Optional Modules

e If Find record, page and field then enter a value was selected, EZ-
Entry will find the child record whose Child ID is contained in the
barcode, move to the Page and Field that were specified under Action
Details, and enter the Value that was specified under Action Details
into the field.

e [f Find record, page and field then wait for a value was selected, EZ-
Entry will find the child record whose Child ID is contained in the
barcode, move to the Page and Field that were specified under Action
Details, and wait for you to enter a value into the field.

e If Find page and field of current record then enter a value was
selected, EZ-Entry will stay in the current record, move to the Page and
Field that were specified under Action Details, and enter the Value that
was specified under Action Details into the field.

e If Find page and field of current record then wait for a value was
selected, EZ-Entry will stay in the current record, move to the Page and
Field that were specified under Action Details, and wait for you to
enter a value into the field.

3. Enter a value in the field if it was not already entered for you.
4. Continue to scan barcodes as needed.

5. When finished, close the screen as you would normally.

EZ2-Post2 Module (QuickBooks Integration)

The EZ2-Post2 Accounting Interface is a module that exports financial data from EZ-
CARE2 to QuickBooks Pro Version 2002 or later, Premier Version 2002 or later, or
Accountant Editions Version 2002 or later (all abbreviated hereafter as “QuickBooks”).

EZ2-Post2 will export data to QuickBooks 2008, and to Canadian versions of QuickBooks,
which the previous version of EZ2-Post could not do.

The EZ2-Post2 module is an optional module. Please contact your SofterWare
representative for information on ordering the module.

EZ2-Import Module

The EZ2-Import module allows you to import sessions, children, families, ledger
transactions, and child session enrollment data from external data files.

The EZ2-Import module is an optional module. Please contact your SofterWare
representative for information on ordering the module.
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Insta-Charge Module

Insta-Charge allows you to process one-time payments with a credit card. It allows you to
process credit card transactions with less data entry, helps ensure that you’re using valid
credit cards, and protects your clients’ confidential data by using a secure process.

Insta-Charge is an optional module. Please contact your SofterWare representative for
information on ordering the module.

For details on using the module, please download the Payment Processing Manual from the
Document Library section of the EZ-CARE2 Client website.

Insta-Merge Module

This feature enables you to print a merged document from any record using Microsoft
Word®. Insta-Merge also provides functionality to generate letters addressed to a family that
contains information about multiple children and multiple sessions per child. This is
especially useful for creating Confirmation Letters. See the section below for specific hints
and details for this type of merge letter.

When the Insta-Merge library appears, you can choose to work with an existing merge
template or create a new one.

Create a New Merge Template

To create a new template, first decide what information you will want in your document.
¢ TFrom the Family tab, the fields available are from the Family and Ledger tabs.

e From the Child tab, the fields available are from the Family, Iedger, and Child
tabs.

e TFrom the Staff tab, S7f fields are available.
o From a User-Defined Drawer, fields from that drawer are available.

P To create a merge template

1. Open the tab that you want to create the template for (see list above).

2. Click the Insta-Merge button on the EZ-CAREZ toolbar ﬁl The Library of
Insta-Merge Templates appears.

3. C(lick the New button. The Insta-Merge Template Name dialog box appears.

4. Enter a name for this Insta-Merge (this will be the name you will see in the Insta-
Merge Library), and click OK. The Insta-Merge Fields screen appears.

5. Choose which fields you would like to include in your merge document. In the
Available Fields column, click once on the field that you would like to use in
the merge document. Then use the appropriate arrow button to move the field
from the Available Fields to the Selected Fields column. You can also double-
click on the field to move it to the opposite column.
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Insta-Merge Fields: EZ-Going Child Care

Avadable Felds
Additional Fees
Address

Address Line 2
Archery

Arts & Crafts
Church Member
City

Custody Infarmation
Ehdail

Family 1D

Family Information
Family Status
Horseback
Iailing Name
Marital Status
Meighborhood
Parent 1 Ernail
Farent1 Emp ST
Farent 1 Empl Add

[

Selected Frelds

Family A
Family
Farnily
Family
Farnily
Family
Family
Farnily
Family
Farnily
Family
Family
Farnily
Family
Farnily
Family
Family
Farnily
Family

Add>

Add All >>

< Remove

<< Remove All

N

]

Done [ Cancel ]

Once you have selected all the fields to merge, click Done. EZ-CAREZ2 then
opens Microsoft Word with a document containing all your selected fields.

Go to the end of the list of fields and begin creating your letter. Using Word, cut
and paste the fields into your letter. Once your letter is complete, you can delete
any unused fields.

From the File menu, click Save. Save the letter in Word, but let Word assign the
name and folder (the name is an unusual series of letters and numbers). This is
important because EZ-CAREZ2 has already assigned a name to this document
that will link it to the EZ-CAREZ system when you retrieve it from the Insta-
Merge Library.

Once the file has been saved, exit Word. The Library of Insta-Merge
Templates now contains the new merge template.

Library of Insta-Merge Templates: EZ-Going Child Care

Tempiaie Hame

Preview

Edit
Duplicate
Delete

Rename

Email

Sort List Alphabetically

Printing a Merged Document

Click on Print when you are ready to merge the data from the family or child’s record. The
document will print to the printer that is set up as your computer’s default printer.
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Previewing a Merged Document

This option allows you to view the Insta-Merge letter with the personalized data of the
family or child’s record. Word will open to show you the created letter.

Editing a Merged Document

If modifications need to be made, click the Edit button. Word opens, and you can make the
needed changes to your letter. Once you are finished, save the file again to the same unique
file name (a set of numbers) and exit from Word.

Duplicating an Insta-Merge Template

To make an additional copy of an existing merge template, click the Duplicate button. This
feature allows you to give this second merge a new name. Then you can use the edit feature
to make changes to the template.

Renaming an Insta-Merge Template

To change the name of an existing merge template, use the Rename button. In the box,
enter the new name, and click on OK.

Deleting an Insta-Merge Template
To remove an existing merge template that you no longer need, click the Delete button.
This permanently removes the Insta-Merge template from your system.

Sending Email from Insta-Merge

If you want to send a personalized message to an individual family or child (such as an
acceptance letter, a survey, or an invoice), you can use a previously prepared merge
document.

P
mg:,j Note: Make sure the recipient of the merge letter has a valid email address in the email field.

» To send email from Insta-Merge

1. Go to the Family tab to send a merge document to a parent, or to the Child tab
to send a merge document to a child.

2. Click on the Insta-Merge button ( #= ). The Library of Insta-Merge
Templates appears.
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Library of Insta-Merge Templates: EZ-Going Child Care

lemplate Mame
Y Balonce Overdue

| _|Envelope

= Print

Preview

Edit
Duplicate

Delete

Rename

Email

[ Sort List Alphabetically

3. Select a merge document, and click the Email button.

If you have more than one email address per record (one for the parent and one
for the child), the following screen appears and you can choose which address to
use:

Email Options

Emad Frelds

Ernail Invoice
Parent 1 Email
FParent 2 Email

(oS Note: The Email Interface displays all fields that contain E-mail, e-mail, Email
or email in their field name. Make any adjustments to the field name in
the file Cabinet Wizard on the Define Data Table Fields main screen (see
page 292 for information on how to adjust which fields appear).

4. Choose the email you want to use, and click OK. Your email program will
open—the email address field will contain the email address of the opened EZ-
CARE?Z record; the Subject line will contain the name of the merge document;
and the body of the email message will contain the merge letter with information
from the opened record. If you are using Outlook, the email message will retain
the formatting from the original Word document (Outlook Express produces the
message using a single mono-space font).

5. Click the Send button to complete the process. If your email program is set to
save messages in a Sent folder, then this email will be automatically copied and
stored in that folder.

Using Select-A-Merge with EZ-Viewer

Select-A-Merge allows you to use the features of Insta-Merge while you are using the EZ-
Viewer feature. It combines several powerful features that enable you to:

e Send a merge document to multiple recipients at once.
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® Select records from within your database to send individual or multiple merge

documents.

e Preview and print your documents, or send them via email.

Go to the Family tab to send letters using fields from the Family tab, or to the Child tab to
send letters using fields from the Child tab.

&
','lff) Note: You cannot send the same letter to both children and parents at the same time. With
EZ-Viewer, you can also export information. For details, see “Exporting from EZ-
Viewer” on page 91.

P To use Select-a-Merge
1. Go to the Family or Child tab, and click the EZ-Viewer button.

2. Make any changes to the data or views as needed (see EZ-Viewer on page 85 for

details)

3. Choose the records to include for the Select-a-Merge in either of the following

ways:

o (lick on the Selection button _t<*

to create or choose a Selection. The

following example is a Selection for families in Fort Washington.

Selection Editor

Description: | Families in Ft \Washington

Table: Family v AND/OR/NOT |AND b
Field: Ciity v
Compare: = b
Value(s): Ft Washington E] Refresh Counts
M ([ Table Field Compare¥Yalue(s) J ANDfOR Matches ~
D Family City = Ft. "Washington ARND 4

ARND

v

l< >

Total: |4

e To manually mark the records for Select-a-Merge, click in the M column
for each row that you want to include. You can also mark a block of
rows by clicking in the M column of the first row you want to select,
pressing and holding down the SHIFT key, and then clicking the last

row you want to CXpOft.

4. Once you have selected the records to include, click the Select-A-Merge button.
If you haven’t marked any rows to be exported because you’ve chosen your
records via a selection, the following dialog box appears:
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EZ-CARE2

Ma records are marked.
Do youwant to merge the <Current> row ar <All> rows?

All Cancel

5. Click Current for the current record (highlighted in blue on the EZ-Viewer
screen), or All to merge all documents. The Library of Insta-Merge Templates
appears (unless you chose Carncel).

6. Select a merge document.

Library of Insta-Merge Templates: EZ-Going Child Care

lemplzte Name

ome Letter (multiple children)
“Welcome Letter (one child) -
You're a'Winner - Good Behawvior Award Preview

Edit
Duplicate

Delete

Bename

Email

| Sort List Alphabetically

7. Click the button that corresponds with the option you wish to choose. If you
choose to Print or Preview, EZ-CAREZ2 opens MS Word, and you are able to
print and preview from there. When you are finished, go to the File menu of
Word and choose Exit.

8. If you want to send email from Select-A Merge, we recommend that you select
and then Preview the message to make sure it is the one you want. After you are
satisfied with your choice, click the Email button. If email addresses are missing,
the system displays a warning message. You will need to go back to the selected
records and insert an address in the email field. If all addresses are present, the
system displays a notification for each email and you will be given an opportunity
to send or not send it. Note: You will NOT see the email itself, which is why we
recommend that you Preview the message before sending. If you are using
Outlook, the email message will retain the formatting from the original Word
document (Outlook Express produces the message using a single mono-space
font). For more information on setting up the email functionality, see page 92.
Click on the Send button to complete the process.
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Staff Module

The Staff Module is an optional module that provides users with a Staff drawer that can be
used to enter and access information on staff members.

Contact your sales representative to enable this module on your system.

Overview

The Staff drawer contains three tabs:

e Staff

e Development

e  Staff Sessions (if activated)

Fach of these tabs is described in more detail below.

Staff Tab

Staff Drawer: EZ-Going Child Care

[[] @

Staff ‘ Development 1 Schedule ‘ Contracted ‘ Actual

Siart: | Anderson, Many

Gender Sits

First Name: © Female ) Active O Inactive O Remove
Last Name: O Male

Address: 234 Maple Dr | SS# 145-77-6102 |

City.ST.ZIp: Lansdele | PA| 19188 v | Blete Bl 05/03/1999
Phone #: 2152245379 Date Terminated: I:I

Alt phone: |21 5-234-1470 |Type: |Husband- v | Position: | Head Teacher v |
Email 1: |maryand?21@yahoo.con | L
* | Preschoo
Email 2:
: | Job Status
Slirthgiates] 05/01/1975 @ Full Time
O Part Time

A
E
L

) Substitute

& @

Checklist Notes Contacts [

The Staff tab is where information is stored about the staff members, such as theitr name and
address, start date, and record status (Active, Inactive, Remove).

Staff Picklist

This picklist, shown at the top /f# of the screen, allows you to search for specific staff
members at your center:

Staff Drawer: EZ-Going Child Care

eyt ralll 2 clers on, Mary
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As with the Family or Child Picklists, you access this picklist either by clicking on the staff
person’s name shown in the box, or clicking on the arrow next to that name. This will
display the list of names.

If you type a few letters, but find yourself near a name with a different starting letter than
you intended, you may need to fine-tune Incremental Search to match your typing style. See
page 319 for details on how to do this in Office Administration.

You can also use the EZ-Finder tool to search for staff, using up to three field values you
specify (see page 83).

Pictures on the Staff Tab

To insert
your image,
double-click
inside this box.

You can add a picture of the staffer in the “To insert your image” space to help with
identification. Pictures can be in .BMP, .GIF, or .JPG format.

» To add or change a picture
1. Double-click the picture area.
2. Select the folder location and name of the picture and click OK.

If you click Cancel, you are prompted to delete the existing picture. Click Yes or
No.

P
",,gg\. Note: When you make a backup of all cabinets in your EZ-CARE2 system, pictures
are backed up along with the rest of your data.

For more information on picture resolution and size, see the “Pictures on the Family and
Child Tabs” section, page 53. For further details on using pictures, see the Managing and Using
Digital Pictures in EZ-CAREZ2 document in the Data Management folder of our Clients Only
web site.

Staff Record Status

This is a required field—all records must have one of these status designations chosen.

e Active: Staff members who are currently employed at your center and are

working on a regular basis. Active staff records are included in all reports by
default.

e Inactive: Staff members who are not currently working at your center (did in the
past or will in the future).

e Remove: Staff members who are no longer working at your center. Staff
member records with Remove status are not included in reports by default. You
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can remove staff member records with a Remove status by running the Optimize
a Cabinet option (see page 277). To remove them, check Remove Records with
Status: Remove as a choice before running the optimization.

A status indicator next to the staff member’s name shows if the staff person’s record is
Active (green), Inactive (yellow), or designated Remove (red).

Employment Information

Employment information, such as Social Security Number, Date Hired, Job Status, and
Position, is stored together and is easy to locate. This is usually set up on an additional page
along with other information you may wish to store on a staff member.

Staff Drawer: EZ-Going Child Care

Staff Development Schedule 1 Contracted I Actual
i ] Gender Siafus
FirstNames far, ® Female @ Active O Inactive O Remove
Last Name: | anderson O Male
Address: | 234 Maple Dr 85 & | 145778102
City. 8T.Zip Lansdale PA| (19158 v Date Hired: | n3/03/1999
Phone #: 2152245879 Date Terminated:
Alt phone: | 215-234-1470 Type: | Hushand- v Position: Head Teacher b
Email 1° | v apyand?721 @yahoo.con
& ¥ Class Name: | pyoochonl v
Email 2:
2 Job Status
Birthdate: 5/01/1375 @ Full Time
C Part Time
[
5 é C Substitute
c
Checklist Notes Contacts

P
v',,gg\. Note: If you have entered a termination date, you still need to change the record status to
Inactive if the person is no longer an employee and you wish not to include them on
reports.

Checklist Superfield

Use the Checklist Superfield to keep track of such things as human resources-related items
that need to be completed for a specific employee (for example, submitting health insurance
forms or background check forms). See page 59 for more information.

Contacts Superfield

Use the Contacts superfield to list emergency contacts, relatives, family physicians, and
others designated by the employee as important contacts. See page 60 for more information.
Notes Superfield

Use the Notes superfield to store notes or comments about this employee when needed (for
example, summaries of employee evaluations). See page 58 for more information.
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Link Fields

You can add a link field to the Staff tab, which allows you to link a file to a record. Keep
links to employee forms, emergency contact forms, or any other documents you want to
easily access from a record. For more details on link fields, see “Field Types” on page 299.

Development Tab

This tab enables you to keep track of your staff membet's professional development. You
may list courses taken by your staff member, the type of course, the dates, how many hours
the courses took, and place a check in the check box column if the course was completed.
The Staff Development tab is illustrated below.

Staff, Drawer: EZ-Going Child Care

S#aff" | Anderson, Mary E] ]

Staff Development Schedule 1 Contracted l Actual
MType S T TS ANy e o e o &
[: Conference Workshops |NAEYC Training 400(11/19/2002 (11/15/2002
[: Personal growth Child Abuse - NCCA 2003 4.00|03/15/2007 |03415/2007
[: Red Cross Training CPR 16.00|09/01/2002 (0970272002
[: Red Cross Training CPR Renewal 8.00(10/24/2006 (10/24/2006
[: Red Cross Training CPR Renewal #2 a.00(10/01/22008 |/ ) |
: Reguired Classes Communicable Diseases 8.00)11/07/2006 |11/07/2006

v 0.00(f ¢/ L ]|
'

Schedule, Contracted, and Actual Tabs

(These tabs are part of your EZ-CARE2 system if the Schedule and Attendance Module has
been purchased.)

There is a Schedule, Contracted, or Actual tab for each staff member. These tabs describe a
staff member’s recurring, contracted, or actual attendance. They function identically to the
Schedule, Contracted and Actual tabs for child schedules, see “Manual Schedule Entries”
page 66 for details.

TimeClock Module

The Windows TimeClock Module keeps track of actual arrival and departure times for
children and staff. The data for this module (for example, In and Out times, PINs for sign-
in/out, and messages and responses) is stored in the TimeClock system.

This module is usually installed on a dedicated system located by the main entrance to your
center, so that parents and staff can read and interface with the various screens displayed by
the system. EZ-CARE2 interfaces with TimeClock to automatically send child and staff
information to the TimeClock system and receive the actual times from it.
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For details on the TimeClock Module, see the separate TimeClock Manual.

Waiting List Module

The Waiting List module allows you to maintain a waiting list of families and children who
are waiting to attend your center.

Contact your sales representative to enable this module on your system.

Overview

The Waiting List module adds a Waiting List drawer to your file cabinets. This drawer
contains a single tab that can be used to enter child and family records for children waiting
to attend one of your centers.

Setup

The Waiting List module is included with your EZ-CARE2 system. Once purchased, it only
needs to be registered in order to be used. See “Registering New Modules” on page 265 for
details on registering optional modules.

Once the Waiting List module has been registered, you will want to link the Waiting List
drawer to the Family drawer so that you can copy child records from the Waiting List

drawer to the Family drawer once openings occur. See “Linking Drawers” on page 285 for
details.

Entering Names into the Waiting List

To enter names and information into the waiting list, select the Waiting List drawer from
g Lst, g
your center’s file cabinet. There is only one tab in the drawer:

Waiting List Drawer: EZ-Going Child Care

Mame. |New Fecord1, MNew Fecordl ;| o | Status
Gender * Active ¢ Inactive { Remove
" Male e
Last Name |pew Becordl = lEamala Prlunly:l j
Date on List:
Birthdate: 1 Age: (000
Desired Start Date:
Inguiry Source:
v] Class Name: 71
| Desired Schedule: -
Parent : | | Date Enrolled: ,7
Address:|
City: - Notes ﬁ‘
Home:
HEEEE

To enter a new name, click the button in the toolbar. The following fields are available:
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Field Description

First Name, Last | The name of the child.

Name

Gender Select Male or Female.

Birthdate & Age | Enter the birth date of the child. The Age of the child will automatically be filled in

based on the birthdate entered.

Inquiry Source

Where the child’s family learned about your center.

Parent Enter first name followed by last name.

Address The street address of the family.

City Enter the ZIP code of the family address. The City and State will automatically be filled
in.

Home Enter the home phone number.

Status Select the current status of the child: Active (waiting), Inactive (no longer waiting), or
Remove (ready to be removed from the database).

Priority Select the priority level for admitting the child into your center.

Date on List Enter the date at which the child was entered into the waiting list

Desired Start
Date

Enter the date by which the child wishes to start attending classes.

Class Name Select the name of the class the child will attend pending admittance.
Desired Select the type of schedule the child will attend pending admittance.
Schedule

Date Enrolled

Enter the date on which the child is actually enrolled at your center.

Notes

If desired, notes can be entered into the Notes superfield.

Handling Admittance

Once the child is admitted to your center, you will want to do the following:

1. Update the information in the child’s record, if necessary. Enter the date on
which the child was enrolled at your center in the Date Enrolled field.

2. Use the Copy from Linked Drawer function to move the child’s record into the
Family drawer. See “Copying Data from Linked Drawers” on page 288 for
details.
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Appendix A: FoxPro Functions

You can use FoxPro functions in Formula fields and in reports. The following tables list
some of the FoxPro functions you can use.

@ Note:

If you use functions in reports, you need to put the field names in parentheses. For
example, ALLTRIM(field). If you use functions in Formula fields, you need to put the
field name in parentheses, but you also need to enclose the brackets in parentheses.
For example, ALLTRIM([field]).

Basic Functions

The following table lists basic FoxPro functions that any EZ-CARE2 user can use.

FoxPro Function Description Example
Function Type
ALLTRIM(field) | Character | Eliminates spaces ALLTRIM(name)
from the front and Camper
back of a field | &polla, Tack |
ALLTRIM(cparlfname) +'' +
ALLTRIM(cparliname)
Parenis
|Judith Apollol
CDOW(date Character | Returns the day of the | CDOW(dbirthdate)
fleld) WeEk Camper Sex Birthdate
Braten , Lawen F |Monday
CMONTH(date | Character | Returns the name of CMONTH (dbirthdate)
field) the month Birihday
Camper Sex  Month
Braten , Lawren F [Febmary
DAY(date field) | Numeric Returns the day of the | DAY(dbirthdate)
month as a number Camper Sex Birthdate
Braten , Lawen F .
LEFT(field Character | Returns a specified LEFT(DBCHILD.CCHILDAGE,?2)
name, X) number of characters — Ao iiiais g
from a character Reinstein, Andrea 0611211994
expression, starting
with the leftmost
character.
MONTH(date Numeric Returns the month as | MONTH(dbirthdate)
field) a number
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FoxPro Function Description Example
Function Type
Camp er Sex Birthdate
Braten , Lawren F
UPPER(field) Character | Converts letters to UPPER(DBCHILD.CLASTNAME)
upper case Camper
EPOLLO'

Advanced Functions

The following table lists advanced FoxPro functions. You’ll need some familiarity with
FoxPro in order to use some of these functions.

FoxPro Function = Function = Description Example
Type
DTOC(date field) Character | Converts adate | DTOC(Date)
to a character Camper Sex_Birthdate
String Braten , Lawen F J02/12/1930
(mm/dd/yyyy)
DTOS(date field) Character | Converts a date | DTOS(dbirthdate)
to a character Camper Sex Birthdate
String Braten , Lawren F
(YYYYMMDD)
GOMONTH(date,x) | Date Increases the GOMONTH(date, 2)
date xmonths | pate Before Date After
Date Date
DjIIS.QDDdl D?IIS.-QDDdl
GOMONTH(date, -2)
Date Before Date After
Date Date
035/1 52004 ] 03152004 ]
[IF(criteria,x,y) Character | Returns x if lIF(igender=1,"M" IIF(igender=2,"F","NA"))
Numeric | Criteriais true, If the gender value is 1, show M for Male; if the
otherwise gender value is 2, show F for Female; if there is no
Currency t
reurns y value, show NA.
Date Comper FTS
DateTime Smith, Eric
Smith , 3amantha F
LEN(field name) Numeric Returns the LEN(DBFAMILY.CFAMCITY)
number of City
charactersin a

field
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FoxPro Function = Function  Description Example
Type
PROPER(field) Character | Converts the PROPER(DBCHILD.CLASTNAME)
firstletterofa | Name Before Name After
word to a capital
Canper Canper
| B [azel]
RIGHT(field name, | Character | Eliminates RIGHT(Van,2)
X) extraneous Van Before Van After
spaces and e —
returns the —_— —_—
specified
number of
rightmost
characters from
a character
string.
ROUND(field Numeric Returns a ROUND(VAL(DBCHILD.CCHILDAGE),0)
name, x) numeric Age
expression =
rounded to a
specified
number of
decimal places.
SUBSTR(field Character | Returns a SUBSTR(notes,1,40)
name, X, X) character string [Description
OR from the given |IMDther called to discuss milk aler gy
, character OR
SUBSTR(field memo field. SUBSTR(notes,41)
name, x) Description
Tack can have certain dairy products and foods with milk in a
cooked recipe, tut catnot drink milk or cther daityproducts
directily. Stay away from peants altogether. Bad reaction with)
hives and breathing problems.
VAL(field name) Numeric Returns a VAL(DBCHILD.CCHILDAGE)
Decimal numeric value Age
Numeric from a character | |[5.07
expression
composed of
numbers.
YEAR(date field) Numeric Returns the year | YEAR(dbirthdate)
as a number Camper Sex Birthdate
Braten, Lawen F |199EI|
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Appendix B: Setting Up Outlook
Express and Outlook to Send EZ-

CARE2 Emalls

To send emails directly from EZ-CAREZ2, you need to use Outlook Express or Outlook as

your default email program and set up it up to work with EZ-CARE2.

Choosing the Default Email Program for Your System

To send emails from EZ-CAREZ2, you need to define the default email program for your
system. Choosing a default does not affect your use of any other email program, such as
Outlook, to send or receive your regular emails.

P To choose the default email program

1. Click the Start menu, select Settings, and then click Internet Options. The
Internet Properties screen appears.

2. Click the Programs tab.

Internet Properties

2

i~ Intermet progran

“Y'ou can specify which program \wWindows automatically uses
for each Internet service:

HTHL editor: [N Py

E-mail: |Dutlnnk Express hd
Mewsgroups: IMichsoft Dutlook. j
Irternet call INetM eeting j
Calendar: IMicmsoft Dutlock. ﬂ
Contact list: IMlchsoft Dutlaok. j

Flese! Wb Settings... “f'ou can reset Intemet Explarer ta the default
home and search pages

¥ Internet Explorer should check to see whether it is the default browser

gl S|

Genela\l Securityl F’rivacyl Conlentl Connections  Programs |Advanced|

’TI Cancel | Ll

3. From the E-mail picklist, choose the program you want to use as your default—
either Outlook Express or Microsoft Outlook.

4. At the bottom of the screen, click the Apply button.

5. Then, click the OK button.
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Setting Up Your Email Program for Use with EZ-CARE2

Once you’ve selected your default email program, you need to set up Outlook Express or
Outlook to send emails. In order to do this, you’ll need to get information from your
Internet Service Provider (ISP) or Information Technology (IT) department about the
settings you need to define for an email account.

This section contains instructions for setting up both Outlook Express (see next section)
and Outlook (see page 369)—go to the appropriate section based on the program you’re
using.

Setting Up Outlook Express

In Outlook Express, you need to define an email security setting and set up your email
account in order to send emails from EZ-CARE2.

Defining the Email Security Setting

You need to disable the Outlook Express setting that warns you when programs on your
system, such as EZ-CAREZ2, try to send email.

P To define the email security setting
1. From the Tools menu, click Options. The Options screen appears.

2. Click the Security tab.
21

General I Read | Receiptz I Send I Compoze I Signatures I

Spelling Securty | Connection I Maintenance

inug Protection
@ Select the Internet Explorer security zone ta use:

" Intemet zone [Less secure, but more functional)
+ Resticted sites zone [Mare secure]
¥ warn me when other applications ty to send mail as me.

¥ Do ot allow attachments tobe saved or opened that could
notentialy be & winus:

Secure Mail

% Digital 1Dz [alzo called certificates] are special Tell me more...

documents that allow you to prove wour identity in

electronic ranzactions. Digital 1D's...

To digitally sign messages or receive enciypted

mesgages, you must have a digkal 0. Get Digital ID..

™ Encrypt contents and attachments for all outgoing messages

I Digitally sign all cutgoing messages

Advanced...
aK I Cancel | Lpply |

3. Clear the Warn me when other applications try to send mail as me check
box. This allows you to send emails from EZ-CARE2 without having to
authorize each email you send, which is helpful when you’re sending multiple
emails through EZ-CARE2.

4. At the bottom of the screen, click the Apply button.
5. Then, click the OK button.
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Setting Up Your Outlook Express Email Account

Using information provided to you by your ISP or IT department, you need to set up your
Outlook Express email account.

P To set up your email account

1. From the Tools menu, click Accounts. The Internet Accounts screen appears.

2. Click the Mail tab.

Internet Accounts

All

Mail INaws I Dirgctany Sarvicel Add

Account

| Type ‘ Connection |

Set Mrder..

21

Remove |
Fropertiez |
Set as Default |
Impaort... |
Export.. |

»

Cloze

3. C(lick the Add button, and then click Mail. The Internet Connection Wizard

appears.

Internet Connection Wizard

Your Hame

“when you send e-mail. your name will appear in the From field of the outgoing message.
Type your name as you would ke it to appaar.

Display name:

For example: John Smith

< Back I Mext > I

Cancel

4. Move through the Internet Connection Wizard, setting up your email account
with the information provided to you by your ISP or your I'T department. For
help setting up your email account, contact your ISP or I'T department.

After you set up your email account, you are ready to send emails from EZ-

CARE2.

Setting Up Outlook

Using information provided to you by your ISP or IT department, you need to set up your

Outlook email account.

Version 7.0
May 2010

Page 369



Appendix B: Setting Up Outlook Express and Outlook to Send EZ-CARE2 Emails EZ-CARE2

P To set up your email account

1.

2.

3.

From the Tools menu, click E-mail Accounts. The E-mail Accounts screen
appears.

In the E-mail section, click Add a new e-mail account.

E-mail Accounts 21x

E-mail Accounts
‘fou can change the e-mall accounts and directories that Cutlook uses. E

E-mail
% Add & new e-mail account

" View or change existing e-mail accounts

Directory
" add a new directary or address book

©” view or change existing directories ar address hooks

< Back I Mest » I Cloze |

Click the Next button, and then move through the wizard, setting up your email
account with the information provided to you by your ISP or your IT
department. For help setting up your email account, contact your ISP or I'T
department.

After you set up your email account, you are ready to send emails from EZ-
CARE2.
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