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Objectives

After this training you will be able to:
(AL AL

March 1 regarding attendance reporting
e Create an account to access CAPS Online

e understand what CAPS Online is and understand what will change on
LT L :
i
Il e Record attendance and absences out in CAPS Online
| [
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| [
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Objetivos

i Después de esta formacion serds capaz de:
10 [0 e Comprender que es CAPS en linea y comprender que cambiard en
11 Marzo 1 referente a los reportes de asistencia

e Crear una cuenta para accesar en linea a CAPS
e Regqistrar asistencia y ausencias en CAPS en linea




Agenda

1 Introducing CAPS Online
Introducir CAPS en linea

2 Accessing CAPS Online
Acessar a CAPS en linea

Recording Aftendance & Absences
Registrar Asistencia y ausencias

4 Questions
Preguntas




Infroducing CAPS Online
Infroduciendo CAPS en linea




What is CAPS Online?

The Child Attendance Processing System Online
(CAPS Online) is a new, state-mandated system
where childcare providers will maintain records
of daily attendance for children enrolled in

Extended Day/Year (EDY) childcare seats,
either through their network or through vouchers A
issued by ACS or HRA. "

. Que es CAPS en linea?

El sistema de procesamiento de asistencia infantil en
= linea (CAPS en linea) es un nuevo sistema exigido por
W el estado en el que los proveedores de cuidado
infantil mantendrdn registros de asistencia diaria
para los ninos inscritos en asientos de cuidado infantil
de dia/ano extendido (EDY), ya sea a traves de su
red o a fraves de cupos emitidos por ACS or HRA.




Why are we launching CAPS Online?

All programs and providers in NYC will be required to to record attendance
in CAPS Online for certain children attending their site for compliance
purposes, to meet certain requirements by the New York State Office of
Children and Family Services (OCEFS).

Data entered in CAPS Online will be used by the City to claim revenue on
the federal grant that funds all Extended Day/Year child care services you
provide to eligible children.

Porque estamos lanzando CAPS en linea?

Todos los programas y proveedores en NYC deberdn registrar la asistencia
en CAPS en linea para ciertos ninos que asisten a su sitio con fines de
cumplimiento, para cumplir con ciertos requisitos de |la oficina de servicios
para ninos y familias del estado de Nueva York (OCFS)

La ciudad de NY ufilizard los datos ingresados en CAPS en linea para
reclamar los ingresos de los fondos federales que financia todos los
servicios de cuidado infantil de dia/ ano extendido que brinda a los ninos
elegibles.



Will CAPS Online replace daily sign-up sheets?

NO CAPS Online cannot be used as a substitute for the requirement to record daily
attfendance on a DOHMH-approved sign-up sheet or other DOHMH-approved applications.

Pursuant fo state regulations ( 18 NYCRR 415.12), you should maintain
separate daily attendance records for each child including:

-> the date of affendance
=> the arrival time

-> the departure time or
-> a notation of full day absences

CAPS Online cannot be used for that purpose




;Reemplazara CAPS en linea las hojas diarias de firmas?

NO CAPS en linea no puede utilizarse como sustituto de las hojas de firmas y asistencia
diarias utilizadas o aprobadas por el DOHMH u otras aplicaciones aprobadas por el DOHMH.

De conformidad con las reglamentaciones estatales (18 NYCRR 415.12) debe
mantener registrado las asistencias diarias para cada nino esto incluye:

-> Fecha de asistencia

- Hora de llegada

- Hora de salida o

- Una nota de ausencia por dia completo

CAPS online no puede utilizarse para otro proposito.




Who should use CAPS Online?

e Any provider with children enrolled in Extended Day/Year (EDY) seats
confracted with the DOE via their network should record their
aftendance and absences in CAPS Online starting March 1, 2022.

e Providers do not need to record any data in CAPS Online for children
enrolled in School Day/Year (SDY) seats contracted with the DOE via
their network.

e Providers who only provide services to children in SDY seafts should not
use CAPS Online.

¢QU|en debe usar CAPS en linea?

e Cualguier Proveedor con ninos inscritos en los asientos de dia/ano
extendido (EDY) contratados con el DOE a través de su red deben
reqistrar su asistencia en CAPS en linea a partir de marzo 1 2022.

e Los proveedores no necesitan registrar ningun dato en CAPS para ninos
matriculados en asientos de dia/ ano (SDY) contratados con el DOE a
través de su red.

e Los proveedores gue solo brindan servicios a ninos con asientos SDY no
deben usar CAPS en linea.




How about children in Voucher seats?

e Providers who provide care to children enrolled with Childcare
Vouchers issued by ACS or HRA should already be using CAPS Online
since September 1, 2021 for those children only.

e On March 1, 2022, those providers will also start using CAPS Online for
children enrolled in EDY Conftract seats at their site, using the same
CAPS Online account.

;Qué pasa con ninos con asientos de vale?

00 =
nni | e |Los proveedores que brindan atencion a ninos inscritos con vales de
H ’ a0 _| cuidado infantil emitidos por ACS o HRA ya deberian estar usando
i CAPS en linea desde septiembre 1 del ano 2021.

e El Tro de marzo del 2022, esos proveedores fambien comenzaran a
usar CAPS en linea para ninos inscritos en asientos de contratos de
EDY en su sitio, usando la misma cuenta de CAPS




SUMMARY RESUMEN \*“‘/
Who should use ;Quien debe usar

[ ] [ ] [
CAPS Online? CAPS en linea? A
==L— p\AAN
- ayment Should | : -
Child's o S Z N
Description received use CAPS Z N
Seat Type : ZEN .
from Online?¢ z :\ il b |
EDY Contract Extended Day/Year seat Your Network | Yes, starting o ;‘§ i
Seat contracted with DOE via your March 1, f:§ 1L
Network for Infants, Toddlers or 2022 m A= 1l
) I [
3-K students “ G NI RAL
SDY Contract | School Day/Year seat Your Network | No =N |1 [l
Seat contracted with DOE via your o
Network for 3-K students ==\ Il
\
Families using childcare vouchers G, Anete ; \
Voucher Seat issued by ACS/HRA (all ages) ACS or HRA %S]Tember 1, ——




What actions should | complete in

CAPS Online? ;Que acciones debo
completar en CAPS en linea?

A
Child's . , , i |
What actions should | complete in CAPS Onlinee¢ M -
Seat Type TN
N\
EDY Only 1 action is needed: \ il |
SEEE recording daily attendance and absences N
Seat N ARL
§ i1l
N
SDY No action needed: ]\ /\§ i
Contract you should not record any data in CAPS Online for children _——§ i
Seat enrolled in SDY Contract Seats NI
——=
3 actions needed: B
Voucher 1. recording daily attendance and absences
Seat 2. recording Voucher closures
3. submitting monthly attendance




Who should | contact for support?
;A quién debo contactar para

obtener soporie? Al

—L— AN

hild’ '

cnies Who should | contact for supporte M -

Seat Type :

EDY Contact your network’s representative |

Contract Contacte su representante de la red L
Seat Quisqueya Cruz at 917-476-6976

Y,

T NI THM S S

Visit earlychildhoodny.org/capsonline/
Voucher or contact the PDI CAPS Online Support Team:
Seat e CAPSOnline@earlychildhoodny.org

e (212) 835 7601

(A


http://earlychildhoodny.org/capsonline/
mailto:CAPSOnline@earlychildhoodny.org

Accessing CAPS Online
Accediendo a CAPS en linea




Web Access Acceso al Internet

computer ¢ tablet ¢ smartphone computadora ¢ tableta ¢ teléfono inteligente

a069-capsonline.nyc.gov

Unless you have children enrolled in A menos que tenga niNnos iNscritos en asientos
Voucher Seats, you won't be able to de vale, usted no podrd acceder a CAPS en
access CAPS Online before March 1, 2022. inea antes de Marzo Tro 2022.



http://a069-capsonline.nyc.gov

First-time users

If you haven't used CAPS Online before, you must complete 2 actions
to get access to CAPS Online:

1. create a NYC ID account if you don't already have one
2. link your NYC ID account to your provider information

If you already use CAPS Online for children enrolled at your site in
Voucher Seats, you don't need to complete the steps above. .

Usuarios de primer uso

Sino a usado CAPS en linea antes, debe completar dos pasos para
tener acceso a CAPS en linea:

1. Crear una cuenta de ID de NYC si aun no tiene una.
2. Vincule su cuenta de ID de NYC con su informacion de
proveedor.

Si ya usa CAPS para ninos inscritos en su programa con asientos de
vale, no necesita completar los pasos anteriores.




Step 1

home page.

Paso 1

CAPS ONLINE

V";.. ) - |
WIS ¢ E‘l\:
- -
S 5
ey |

Email Address

Creating a NYC ID account
a069-capsonline.nyc.gov

e If you don't already have a NYC ID online account with the City, you
can create one using the Create Account link on the CAPS Online

Crear Una Cuenta de NYC ID

CCCCCC

a069-capsonline.nyc.gov

e Si aun no fiene un cuenta en linea de ID de NYC con la ciudad,
puede crear una utilizando el enlace Crear Una Cuenta en la pdagina
de inicio de CAPS en linea.

Login Announcements



http://a069-capsonline.nyc.gov
http://a069-capsonline.nyc.gov

Create Account

(] [}
.y . . 0’ : ]
‘ . ' , All fields are required. st e p 2

Emall Address or Username @

| - e Complete the fields in the form
AR S then select Create Account

You will need:

o 1 email address

| - o 1 password

p— o 1 security question

Paso 2

e e e S e e Complete los campos en el
formulario y luego seleccione
| ¢ Crear Una Cuenta
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@
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- Necesita lo siguiente
| g : P
o Direccion de correo
electronico
m:;;f;::z;:ﬂhLnuc".:ard:!-'!l:u{xm#ﬂ!h:NYC.IDTB'm!MUSO.‘.1!:0VWI"fm.ofu“fﬁf"\'c.guva'-Hﬂ::’u: O COnTrOSenG

o Pregunta de seguridad
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Step 3

e You will receive a confirmation email from noreply@nyc.gov at the
email address you entered. Go to your inbox and select the Click this
link hyperlink in the confirmation email.

Paso 3

e Recibira una confirmacion al correo electronico de parte de
Noreply@nyc.gov Vaya a su bandeja de enfrada y seleccione el
hipervinculo Presione en este enlace en el correo electronico ya
confirmado.

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

NYC.gov <noreply@nyc.gov>
tome v

You have just created a user account with City of New York. If it was created in error, deactivate your account.

Click this link tdlconfirm your email address.

If the above link does not work, paste the following address into your browser:

hitps://accounts-nonprd.nyc.gov/ nt/validate Token htm?guid=606d94eabdeadfe8ale7 1c7 cbff5f3f4&token=IKZuhAmEQmWToaDcxARLaMMPWZ]

We ask you to confirm your email to ensure our emails will be delivered. This is the address you will log in with, and the address to which we will delivg

You can change your email address at any time, but will only be able to log in with it once you have confirmed the email address by clicking the link.
Thank you for using NYC_gov.

Do Not Reply - Automatic Email




\Q.oo

W Step 4
\ e Once you select the link, a web page will open.

e Select the Profile link at the top right corner - there is one more step!

; Paso 4
& 10 \ e Una vez usted seleccione el enlace, una nueva pestana se abrira.
00 =‘ e Seleccione el botdn de usuario que se encuentra en la parte superior-
0010 \ No hay mas pasos a seguir!
i 00 f NYC wco | eoe §
” \ [”]I] : The Official Website of the City of New York M Select Language | ¥  Text Size
pom _
Email Address Confirmed
|
: Congratulations, we successfully confirmed your email address. You may now log in.




Step 5

e Once in your NYC ID profile, select the Name tab, enter your first and
last name and select Save Changes.

e Note that you won't be able to use CAPS Online until you have entered

: your first and last name in your NYC ID profile.
Py Ol 3 Paso 5
nni ‘ e Una vez en su perfil de NYC, seleccione en la casilla de nombre,
00 =‘ cologue su nombre y apellido. Presione Guardar Cambios.
__I D00 : e Tenga en cuenta que no podrd usar CAPS hasta que entre su nombre
_J 00 = y apellido en su perfil.
| -‘ n U u : EMAIL ADDRESS PASSWORDSECURITYOUEST!ONS DEACTIVATE
00 -
n u u ‘ » First Name:  Susan
n u ' »Middle Initial:
—i » Last Name: | Johnson|
' [svecrances |




Access for multi-site owners

e CAPS Online does not allow users to see the roster of mulfiple
locations in the same interface.

e If you own multiple sites, you will need to create one NYC ID
account for each site you operate with a different emaill
address for each account.

1 Acesso para propietarios de multiples

programas
H [| I I] e CAPS en linea no permite a los usuarios ver la lista de varias
00 - ubicaciones en la misma interfaz.

nno
I

e Si posee varios sitios, deberd crear una cuenta de NYC ID para
cada sitio que opere con una cuenta de correo electronico
diferente.




Logging in to CAPS Online

e Tologin to CAPS Online, go to a069-capsonline.nyc.gov and enter
the email and password associated to your NYC ID account, then
select Sign In

Acessando a CAPS en linea

e Para aceder a CAPS online, ir a a069-capsonline.nyc.gov y entre €l

correo y contrasena de su cuenta de NYC ID, presione ENTRAR.

= 7 [ CAPS ONLINE

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

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

‘ | Need to Manage NYC ID Account? Manage Account



https://a069-capsonline.nyc.gov
https://a069-capsonline.nyc.gov

Linking your provider information

The 1st time you log in to CAPS Online, you will have to identify your site by
entering:

e your 7-digit Provider Number

e the 10-digit Child Number of a child currently attending your site

e the age of that same child (rounded down to a full year)
If you don’t know that information, please contact your Network
representative at [917-476-697 6]

Please identify provider you represent

ACCIS Provider Number * Q Provider's Main Phone Number Q
d Provider Number (999) 999-9999
Child Number * @ Age of this Child *

ﬂ Child Number * Select v
‘ ‘




Enlazando su Informacion de proveedor

Primera vez entrando a CAPS en lineq, necesita identificarse usando:
e 7/ digitos de su nUmero como proveedor
e 10 digitos del numero de caso de nino, si el nino estd atendiendo a
SU programa
e La edad de ese mismo nino ( redondeando a un si completo)
Si no sabe esa informacion, por favor contacte al representante del
programa al (?17-476-6976)

Please identify provider you represent

ACCIS Provider Number * 0 Provider's Main Phone Number Q
d Provider Number (999) 999-9999
Child Number * @ Age of this Child *
ﬂ Child Number * Select v

=10




Changing language preferences

e To update your language preferences select User Profile in the top
right corner, select a language, and then select Save.

Cambiar el language de preferencia

e Para actuadlizar su idioma de preferencia seleccione el perfil de
usuario en la parte superior de la derecha, seleccione language y
presione guardar.

dddddddddddd
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Recording
Attendance Registrando
& Absences asistencia
& ausencias




Guidance for attendance

e In CAPS Online, you must record the time at which a child arrives at

(Time In) and leaves (Time Out) your program, or mark an absence _%_\_l L
for days where a child is not present in person at your program. == \\NA
e Children participating in remote learning on certain days (due to § M |
COVID for example) should be marked as Absent on those days. ;_—_§ : : 'I .
/ m— :
° ° ° ~ :\
Guia para la asistencia =N
e En CAPS en linea debe registrar la hora en el que el nino llega ?§§ TR
. . . A— N L
(tliempo de entrada) y sale (tiempo de salida) de su programa, o ,:\\ i1
marcar una ausencia para los dias en que un nino no estd presente j § 1| 1 [
en persona en su programa. N | I I
e LOs ninos que participan en el aprendizaje remoto en ciertos dias ——N\
(debido a COVID, por ejemplo) deben de marcarse como —
ausentes en esos dias. —



AtHendance time format

Time-In and Time-Out must be entered:
= Military format

Example: enter “08:00" for 8am but enter “15:00" for 3pm
-> Rounded to the nearest 15-minute increment

Example: enter “08:00” for 8:05 am but enter “08:15" for 8:12am
= Twice a day if a child’s family pick them up during the day and

ZEN
drop them back at your program later during that same day. ;_— § |
Example: if a child arrives at 8:05am, is picked up at 12:10pm, is =

dropped back at your program at 1:35pm and leaves for the
day at 5:40pm, you should enter for that day:

Time In 1: *08:00", Time Qut 1: “12:15"
Time In 2: “13:30", Time OQut 2: “17:45"

|

vt/ V4
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Formato de tiempo de asistencia

Tiempo de entrada y tiempo de salida debe ser ingresado:

= Se debe ingresar el tiempo de entrada y salida en formato militar:
Ejemplo: ingrese 08:00 para las 8am pero ingrese 15:00 para las 3pm
-> Redondeando al incremento de 15 minutos mdas cercanos:

Ejemplo: ingrese 8:00 para las 8:05am pero ingrese 08:15 para las

{
1
i
8:12am Z § I
- Dos veces al dia si la familia de un nino lo recoge durante el dia y o f__— § : |
devuelve a su programa mas tarde ese mismo dia. T—R i

Ejemplo: si un nino llega a las 8:05 a.m lorecoge alas 12:10 pm, lo
dejan en su programa a la 1:35 pm y sale para el dia a las 5:40 pm
debe ingresar para ese dia; hora de entrada 08:00 am, hora de

salida 1: 12:15 hora de entrada 2: 13:30 pm, hora de salida 2: 17:45

|

vt/ V4
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Guidance for closures

e Days where your site is closed to children in EDY Contract Seats will be
entered in CAPS Online by your Network as Contract Closure days.

e If your site is closed on a specific day but your Network has not

entered a Contract Closure in CAPS Online, make sure to leave those
days blank in CAPS Online.

e You will be able to mark days where your site is closed to children
enrolled in Voucher Seats as Voucher Closure days in CAPS Online.

Guia para dias de cierre

N
, , ~ o EAER .
e Los dias en que su programa esté cerrado para los ninos con asientos = |
7 . . ”’
de contrato EDY seran ingresados en CAPS en linea por su red como —IX

dia de cierre de contrato.

e Sisu programa estd cerrado en un dia en especifico pero su red no

ha ingresado un cierre de contrato en CAPS en linea, asegure de
dejar esos dias en blanco en CAPS en linea.

|

vt/ V4

il

e Podrd marcar los dias en los que su programa esté cerrado paras 1os
NINos inscritos con vales como dia de cierre en CAPS en linea.



Options for entering attendance

e All attendance functions are available in the Attendance options in
the top navigation bar.

You have 2 options for recording atfendance and absences:

= Daily Time Enftry: select that option if you prefer to enter
attendance for your entire roster, one day at a time

IL
EED

> Weekly Time Entry: select that option if you prefer to enter
attendance for an entire week, one child at a time

e

Vs
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Daily Time Entry
Weekly Time Entry
Monthly Attendance Submission

elcome JERSUMROMUAK
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Opciones para entrar la asistencia

e Todas las funciones de asistencia estan disponibles en la barra de
navegacion de la parte superior donde dice ASISTENCIA.

Tienes 2 opciones para registrar asistencia y ausencias:

L
EED

- Enfrada de fiempo diaria: seleccione esta opcion si prefiere
ingresar la asistencia para toda su lista, un dia a la vez .

- Enfrada de fiempo semanal : Seleccione esta opcion si prefiere

ingresar la asistencia durante una semana completa, un nino @
la vez.

W/

et A A L s

Daily Time Entry

Weekly Time Entry

elcome JERSUMROMUAK

Monthly Attendance Submission

(L






https://docs.google.com/file/d/1LJW3rZyVJodjVZGHQLp5f27GSEMKpd6C/preview

Note regarding Voucher Seats

For guidance on how to complete actions necessary for children enrolled
in Voucher Seats , you should seek assistance from ACS by:

e referring to training material and resources available on the ACS
CAPS Online : website: earlychildhoodny.org/capsonline

e contacting the ACS CAPS Online Support team via email at
CAPSOnline@earlychildhoodny.org or by phone at +1 (212) 835 7601

Nota referente a los asientos con vale

Para obtener orientacion sobre como completar la acciones necesarias

para los NiNos inscritos en asientos de vale, debe buscar ayuda de ACS a
través de :

IF
EED

/
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e Refiriendose al material de capacitacion y los recursos disponibles en
el sitio web de ACS CAPS en linea: earlychildhoodny.org/capsonline

e Poniéndose en contacto con el equipo de soporte en linea de ACS

CAPS por correo electronico a: CAPSOnline@earlychildhoodny.org o
al numero de telefono (212) 835 7601

Il


http://earlychildhoodny.org/capsonline
http://earlychildhoodny.org/capsonline

Questions? Comments? Concerns?
;Preguntas? ;Comentarios? ;Preocupaciones?




THANK YOU




e PSS FAMILY NYC,
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297 LIVINGSTON STREET
DOWNTOWN BROOKLYN

psfamilynyc.org @ © O @ @pstamilynyc




