
















THESE CREDIT CARD FEES ARE 
SUPERSEDED BY THE NEW 
UPDATED QUOTE PROVIDED BY 
DCW ON 8.25.23





Attachment C 

FEATURES AND FUNCTIONALITY MATRIX 

 The Features and Functionality Matrix (“Matrix”) is categorized by various desired features. This Matrix will be used to 
determine the compatibility of proposer’s software to the requirements of the Childcare Management Software 
solution.  In the second column from the left, please enter the response to the requirement based upon the possible 
responses below. An omitted response or a deviation from the alpha responses provided below will be construed to be a 
“NO” – not supported and/or is not provided as part of the proposal.  If you need to add any comments to further clarify 
your response, please do so in the column specified  

Response Code  Definition 

Y (YES) This requirement currently exists and can be demonstrated.  

N (NO) This requirement is not supported and/or is not provided as part of this proposal.  

P (PENDING) This requirement is scheduled for future release and will be incorporated at no additional 
charge prior to the system implementation. Please state the estimated release date.  

C (COST) This requirement is not currently available, but can be provided as a modification at an 
additional cost. The Proposer is to provide an explanation requested in the functional 
requirements Comments column along with the number of hours and cost for the 
modification.  

E (EXCEPTION) Notes an exception to the requirement (if the Proposer’s software has a similar, but not 
exact, function, such exception shall be noted and explained in detail in the comments).  

 

NOTE: It is not expected that the proposed solution will be able to provide all the functionalities specified in the 
Matrix.  However, during the proposals review this will be used to determine each vendor’s product and will facilitate in 
the selection of the software that best meets the city’s need.  

 

# System Feature or Functional Requirement 
Response 
Code  

Comments  

Tuition Management, Finance, and Accounting 

Family Accounting for Tuition, Fees, and Payment History by Student 

1  

Accommodate multiple fee and rate structures 
and schedule types including schedules without 
fees (subsidized care accounts) and monthly flat 
rate programing 

 Y (YES)   

2 

Ability to auto discount program rates for 
multiple program enrollment 

Y (YES) Discounts can be put on children 
manually and will be auto-calculated 
when billing is ran. Also have 
collapsible billing that can be used to 
discount rate if child is in 2 programs 
at same time (i.e. - Before and After).  
May need more clarification on this. 



3 
Automated late fees  Y (YES) Batch jobs can be setup to 

automatically apply Late Payment 
and Late Pickup Fees 

4 

Automated discount fees (i.e. multiple child 
discount or early payment discounts) 

 E 
(EXCEPTION) 

 After discounts are manually put on 
children, the discounts will be 
automatically calculated when billing 
is ran.  
 
Also, we do not have an option for 
early payment discounts 

5 
Ability to apply recurring monthly fees (i.e. 
payment arrangement fees or administrative 
fees) 

 Y (YES)   

6 
Ability to apply miscellaneous fees or charges (i.e. 
late pick up fees) 

 Y (YES)   

7 
Ability to create custom fee types  Y (YES) Custom fees can be setup on the 

Valid Values screen 

8 

Ability to apply credits individually or in mass (i.e. 
unplanned site closure or event) 

 Y (YES) Individual credits can be done within 
the family account. In mass, fees can 
be applied from the Online (General) 
report or imported. 

9 

Ability to apply refunds  Y (YES)  Credit Card refunds can be 
processed using the Gateway Refund 
option. Paper checks, cash, etc. 
payments that are refunded outside 
of SCW can also be reflected by a 
manual adjustment. 

10 

Ability to link payments to specific charges  Y (YES)  Option to have FIFO or LIFO for 
auto-allocating payments. If a 
payment is being entered in from the 
Admin side, they can choose not to 
auto-allocate and link the payment 
to a specific charge. 

11  Ability to pro-rate tuition  Y (YES)   

12  
Ability to create billing charges mid-month  Y (YES)  This can be done by using the 

Recreate feature. 

13  Ability to accept online payments  Y (YES)   

14  Ability to create auto-payment options  Y (YES)   

15  Automated auto-payment processing  Y (YES)   

16 Ability to integrate with Oracle systems N (NO) We do not offer a direct connection 
with Oracle systems, however we do 



have an Oracle export and also have 
API’s that can be called for specific 
data (use case dependent) 

17 

Evaluate “On-Site” Point of Sale system 
(decentralized) vs. centralized POS system 

E (EXCEPTION) Parents can submit online payments 
through the Parent Portal and Insite 
Parent App, while Admins can submit 
and process payments through the 
SCW Web Application. 

18 
Monthly billing based on schedule; daily billing 
based on schedule preferred  

Y (YES)  

19 
Ability to create “added care” billing option and 
require payment for the day(s) selected  

Y (YES)  

20 Print End of Year tax statements Y (YES)  

Account History Tracking and Solution for Internal Communication 

1 Access to active and non-active accounts  Y (YES)  

2 
Ability to post and edit notes (internal alert text) 
on accounts 

Y (YES)  

Split household Accounting 

1 Manage a split account separately Y (YES)  

2 Manage two separate schedules for one child Y (YES)  

3 Apply late fees to applicable account Y (YES)  

4 

Ability to re-join an account once the account has 
been split (i.e. subsidized care certification has 
ended) 

E (EXCEPTION) Split accounts cannot be undone. 
Once subsidized care ends, all 
charges would go on the 
parent/guardian ledger. Historical 
subsidy data will remain on the 
subsidy ledger in the account. 

Subsidized Care billing and Accounting 

1 Support 3rd party billing Y (YES)  

2 

Support family contracts with 3rd party payer 
(ability to assign schedules to parent and/or 3rd 
party payer; one co-pay per family; module for 
contract information; auto bill to 3rd party during 
contract dates; auto bill to parent outside of 
contract dates) 

Y (YES)  

3 
Ability to support parent share of cost and co-
pays 

Y (YES)  



4 
Ability to properly discount “full pay” tuition cost 
and report only co-pay on aging reports and 
export reports 

Y (YES)  

5 

Current programs include CDE Child Development 
Grant, Placer County Office of Education 
subsidized care, and the Expanded Learning 
Opportunities Program. Has your system been 
utilized by other customers with a need to 
operate these different billing structures? If yes, 
please identify which programs. 

Y (YES) Roseville is currently using these in 
SCW 

Enrollment 

Registration and Enrollment Options 

1 
Customizable auto graduation process by age and 
by site 

N (NO)  

2 Ability to roll schedules over to a new school year C (COST) Could be subject to additional fees 

3 
Customizable waitlist and ability to be managed 
by multiple admin end users 

Y (YES)  

4 
Ability to enter minimum and maximum age 
requirements for programs (system will allow or 
not allow registration based on student age) 

Y (YES)  

5 
Ability to provide current families with priority 
registration  

Y (YES) Can make programs only available to 
register through the Parent Portal 

6 
Ability to allow registration for current families 
and new families 

Y (YES)  

7 
Ability to have a different registration fee for 
different programs 

Y (YES)  

Student Schedules and Attendance Management 

Scheduling Options 

1  

Multiple scheduling options to include full time or 
part time care, before and after school care, 
before school only care, after school only care, 
vacation breaks, summer camps, and different 
schedule types for preschool programs  

Y (YES)  

2 
Ability to create schedules for multiple school 
years 

Y (YES)  

3 Customizable preschool schedules  Y (YES)  

Online Scheduling or Schedule Requests 

1 
Calendar based child schedules; regular and 
irregular  

Y (YES)  



2 Schedule change management  Y (YES)   

3  Vacation break and non-school day scheduling  Y (YES)   

4  Variable schedules for subsidized care families  Y (YES)   

Attendance Tracking with Time In/Out Record Keeping 

1 Check in processes Y (YES)  

2 
Ability to show children that have been checked 
in, scheduled or are absent 

 Y (YES)   

3  
Ability to compare actual care used versus paid 
for care 

 Y (YES)   

4  Ability to show who is authorized for child pick up  Y (YES)   

Staff Scheduling features for ratio management 

1 
Ability to manage room minimums and 
maximums to ensure we meet minimum room 
requirements and are not over capacity 

Y (YES)  

Program Set Up 

Program Set Up Options 

1  
Ability to customize descriptions and program 
information 

 Y (YES)   

2  Multiple program start and end dates  Y (YES)   

3  
Ability to run multiple programs concurrently and 
back-to-back 

 Y (YES)   

4  
Ability to adjust daily and individual student 
capacities 

 Y (YES)   

5  Ability to create a “start date” offset  Y (YES)   

6  Ability to clone programs  Y (YES)   

7  
Ability to customize “required fields” for each 
program 

 Y (YES)   

9  
Ability to setup student information documents 
that can be printed for physical files 

 Y (YES)   

10 
Ability to setup different student information 
documents for different programs 

 Y (YES)   

12 Ability to disable discounts for specific programs  Y (YES)   

13  
Ability to create automatic emails for each 
program  

 Y (YES)  We have customizable Email 
Templates 

14  Test site/pre-production site  Y (YES)   



15 
Ability to create enrollment forms for multiple 
school years 

Y (YES)  

Student Profile Management 

Child and Family Information 

1  
Ability to do a simple search or advanced search, 
and search by phone number 

 Y (YES)   

2  Emergency contacts  Y (YES)   

3  Authorization for pick up  Y (YES)   

4  Immunizations, allergies, special needs  Y (YES)   

5 Student behavior and progress reports  Y (YES)   

6 Medication log  Y (YES)   

7  
Profile/account access permissions (on-site vs. 
administration) 

 Y (YES)  SCW has several different roles and 
you can edit permissions for each 
role. 

8  
Internal note keeping for accounts information, 
student information, or caseworker information 

 Y (YES)   

9  Ability to scan and store documents/records  Y (YES)   

10  
Ability to categorize family accounts for ease of 
filtering and communication needs 

 Y (YES)   

Customer Communication and Interaction 

Online Customer Access to Account Information 

1 View account balance  Y (YES)   

2 View account Status like active and inactive   Y (YES)   

3 View account history  Y (YES)   

4 
Email statements, confirmations, payment 
receipts, program reminders 

 Y (YES)   

5 Make online payments  Y (YES)   

6  Print payment receipts or receive emailed receipt  Y (YES)   

7  Ability to provide annual tax receipt  Y (YES)   

8  Submit schedule change request  Y (YES)   

9  Submit enrollment Request  Y (YES)   

10  Update account and/or student profile  Y (YES)   

11 
Ability for parent to request schedule changes 
and program withdrawals 

Y (YES)  



12 

Ability for parents to upload forms, doctor’s notes 
and custody agreements 

Y (YES) Document types need to be added 
on the admin side first, then parents 
can upload through the parent 
portal. 

Customer Communication 

1 Text message, email and/or IVR system reminders  Y (YES)   

2 
Email statements, invoices, confirmations and 
program reminders 

 Y (YES)   

3 
Sortable email or text communications by site, by 
schedule type, or by grade level 

Y (YES)  

4 
Schedule communication by site, by grade level, 
by schedule type or by student 

 Y (YES)   

5 
Staff access to Customer view of account 
information or screens. 

 Y (YES)   

6 
Ability to filter by rooms, age, active/non-active, 
auto pay, “include”, “exclude” 

 Y (YES)  Cannot filter by Age, but rather 
Grade 

7 
Mobile application for parent account access and 
payments. Please identify if this feature would 
have an addition cost. 

 Y (YES)  Insite Parent App. No additional cost 

8 
Ability for parents to communicate with staff via 
a messaging platform online or in application  

Y (YES) Family Engagement 

9 
Ability to filter by rooms, age, active/non-active, 
auto pay, “include”, “exclude” 

Y (YES) Duplicate of #6 above 

Reports and Forms 

Rosters, Attendance, and Sign In/Out Sheets 

1 
Ability to identify program participants and daily 
attendance by schedule type 

Y (YES)  

Customizable Forms, Reports, and Statements 

1 
Ability to customize enrollment forms including 
tuition agreements, emergency contacts, 
schedule agreements, etc. 

Y (YES)  

2 
Ability to track revenues by location, time period, 
schedule type, or by student 

Y (YES)  

3 Ability to create itemized statements  Y (YES)  

4 

Ability to create query reports such as late 
accounts, aging A/R (30, 60 or 90 day reports), 
attendance data by site by session and revenues 
collected by site and by session 

Y (YES)  



5 
Accounts receivable reporting for outstanding 
balances and late tuition 

Y (YES)  

6 Collections and tracking history Y (YES)  

7 

Subsidized care program reports for California 
Department of Education Grants, California 
Expanded Learning Opportunities Program, and 
Placer County Office of Education subsidized care 
programs 

Y (YES)  

8 
Forecasting reports for attendance and revenue 
trends by site and by schedule type 

Y (YES)  

9 
Customizable user authorities and access options 
that vary for site and admin permissions needed 

Y (YES)  

10 
Ability to export reports to excel, pdf, or other 
applications and formats 

Y (YES)  

11 
Would customized reports need to go through 
software provider or do reports have 
customizable or change features? 

E (EXCEPTION) We do not typically do customized 
reports. Any requests would go 
through a review process. 

Security 

Data Security 

1 
Describe your process of confirming compliance 
with Payment Card Industry Data Security 
Standards (PCI DSS) 

Y (YES) Product is PCI-DSS compliant. We 
have an AOC available upon request. 

2 

Describe how Personally Identifiable Information 
(PII) is stored or encrypted in your system 

Y (YES) Data in transit and user credentials 
are encrypted with industry standard 
protocols and cipher suite, HTTPS, 
and latest secure version of TLS 1.2. 
DayCare Works/SchoolCare Works 
encrypts API traffic to protect it. 

3 

Is Health Insurance Portability and Accountability 
Act (HIPAA) protected data stored in your 
application? If so, described how it’s secured to 
comply with HIPAA standards 

N (NO) We are not obligated. 

4 

Depending on the data being stored and/or 
processed, does the contract permit the City to 
audit the provider to ensure compliance with PCI, 
PII, or HIPAA? 

N (NO) We utilize trusted third party 
auditors to perform SOC-2 audits 

User Security 

1 

Describe how your system supports varying and 
customizable levels of permissions and 
authorizations for users of the system 

Y (YES) Role-Based Access and Session Time. 
DayCare Works/SchoolCare Works 
supports role-based access by 
implementing the least privilege 



model. Users are given only the 
access needed to perform their job 
responsibilities. There is an audit trail 
for changes to each transaction by 
the user, including login details and a 
timestamp. 

 

• Ability to vary by role such as: System 
Administrators, centralized Customer 
Service/Billing Staff decentralized Site 
Administration i.e. Center 
Director/Staff (decentralized), 
Customer (Parent) 

Y (YES)  

 • By level of access: Read only, 
Read/Write access 

Y (YES)  

 • By site: access to a single site, 
multiple sites or all sites 

Y (YES)  

2 
Do you support SAML 2.0 Single Sign On (SSO) 
and City vendor- PingFed PingID (City preference 
is to implement SAML 2.0 with PingFed PingID)? 

N (NO)  

3 Do you support Active Directory (AD) integration? Y (YES) Azure integration is available 

Technology 

Data Hosted Solution 

1 

If you provide a hosted Software as a Server 
(SasS) solution where exactly, geographically, will 
the data be stored (it may be across different 
countries/continents? 

All data will be stored within the same institutional 
zone 

2 
Is the data segregated from other customers?  Data is logically separated between clients and 

other customers 

3 
For a cloud based software please confirm 
options for hosting in a government cloud 

We don’t offer any options 

Contract Information 

1 
What happens at the conclusion or termination of 
the contract, will information be able to be 
retrieved and/or destroyed? 

Data will be available for 90 days after termination 
of agreement. After that, the data will be purged 
from Procare systems 

Access Permissions 

1 
Who, on the vendor’s side, will have access to the 
data?  

Authorized personnel of Procare will have access 

2 
How will system administrators or staff of the 
cloud service provider be prevented from 
unauthorized access to the data? 

DayCare Works/SchoolCare Works utilized least 
privilege access for the back-end infrastructure. 
AWS IAM policies are in place for role-based access. 



User access reviews are performed periodically. For 
remote access, both VPN and MFA are enforced. 

Security Management 

1 

What is the physical security of the facilities, 
including human access control and resistance to 
natural disaster and power failure? 

All DayCare Works/SchoolCare Works infrastructure 
is hosted in AWS which meets federal and state 
regulatory requirements. AWS holds compliance 
attestations for SOC2, PCI, FERPA, GDPR and others, 
and can be provided per request. 

2 Can we set record retention policies for the data? N (NO) 

3 

For PCI Point of Sale (POS) hardware, also better 
known as PCI PIN Transaction Security Point of 
Interaction (PTS POI) device(s), please provide: 

o Approval class, version, and 
expiry date for device(s) 

o Brand and model 

N (NO)  - Not Applicable 

Non-Hosted Solution 

1 
If you provide a non-hosted solution, indicate 
platforms supported and percentage of installs 
for each. 

N (NO) Everything is cloud hosted 

Mobile Technology 

1 
Please discuss platforms and devices supported Y (YES) All major mobile platforms with 

browser support can access SCW 
applications 

Hardware Requirements 

1 
Provide information on the hardware 
requirements needed to support the application 

Y (YES) Current up-to-date browsers 

2 
Provide information on any peripheral equipment 
needed to support the requested functionality 

N (NO) None 

 



DayCare Works/SchoolCare Works is an all-in-one secure cloud-based child care management solution available on any 
device and any platform through web and mobile apps that helps you be engaged with your team and families. Whether 
you manage a child care center, school district, or enterprise business platform, DayCare Works/SchoolCare Works child 
care management application functionality ensures you are always connected and in control. 

Manage Every Aspect of Your  
Center Through One Platform

• Well-built Infrastructure 

• Proper Data Management and Protection 

• Enhanced Security 

• Reliable Service Availability 

• Customer-Focused Security and Technology Teams 

DayCare Works/SchoolCare Works Infrastructure  
Security and Data Management 

Data Management

Data Hosting

DayCare Works/SchoolCare Works utilizes cloud computing services 
provided by AWS and all DayCare Work/SchoolCare Works data is 
hosted in a secure AWS environment. The established architecture 
supports data protection using industry data standards to eliminate 
single points of failure as well as support system and data reliability. 
Native AWS tools are used to provide network security, data 
protection and infrastructure management. 

Data Classification

DayCare Works/SchoolCare Works classifies all data as sensitive 
and applies best security and data protection standards across the 
enterprise. DayCare Works/SchoolCare Works does not store card 
holder data; instead, DayCare Works/SchoolCare Works utilizes 
its integrated solution Tuition Express, or alternative third-party 
payment processors, which are PCI-DSS compliant and partners  
with PCI compliant and approved 

DayCare Works/SchoolCare Works:  
An All-in-One Secure Cloud Based Solution 

800.338.3884 • procaresoftware.com

third-party service providers that provide tokenization methodology  
for payment data retrieval. Procare monitors service providers’  
PCI compliance status on an annual basis. 

Data Storage and Backups

Amazon Simple Storage Service (S3) is used to store and retrieve 
data. Data is backed up daily and versioning is established for 
additional protection of stored data. Backups are encrypted using 
AES-256 encryption protocols. 

Compliance and Privacy

DayCare Works/SchoolCare Works regularly performs privacy  
risk management audits to ensure applicability to PCI, SOC2, and 
other state and federal laws and regulations. DayCare Works/
SchoolCare Works is dedicated to maintaining and continuously 
improving its privacy information management and data  
protection programs. 

Application Security

Encryption Protocols

Data in transit and user credentials are encrypted with industry 
standard protocols and cipher suite, HTTPS, and latest secure 
version of TLS 1.2. DayCare Works/SchoolCare Works encrypts  
API traffic to protect it. 

Role-Based Access and Session Time

DayCare Works/SchoolCare Works supports role-based access by 
implementing the least privilege model. Users are given only the 
access needed to perform their job responsibilities. There is an audit 
trail for changes to each transaction by the user, including login 
details and a timestamp. 

https://www.procaresoftware.com/


Robust Password Policies 

DayCare Works/SchoolCare Works utilizes a password  
configuration policy, allowing customers to select complex  
and lengthy passwords. Recommendation is to include a 
combination of numbers, letters and special characters. 

Operational Security

Change Control Management

Change management is in place for any infrastructure changes, 
patches, user provisioning and deprovisioning requests via 
automated tools. Changes are reviewed and approved by  
Change Advisory Board. 

Continuous Monitoring 

DayCare Works/SchoolCare Works employs methods to identify 
malicious traffic attempting to access its servers and networks. 

Access Controls

DayCare Works/SchoolCare Works utilized least privilege access  
for the back-end infrastructure. AWS IAM policies are in place for 
role-based access. User access reviews are performed periodically. 
For remote access, both VPN and MFA are enforced. 

Software Development

DayCare Works/SchoolCare Works follows change management 
process for software development lifecycles (SDLC). All development 
tests go through CICD process. Staging, testing and QA environments 
are separate from production environment. Client data is not used in 
staging, test or QA environments. Code reviews are done to ensure 
quality and best practices meet Procare standards. 

Dedicated Security and Technology Operations Team

DayCare Works/SchoolCare Works security and technology teams 
are dedicated to enforcing security policies across all systems 
and processes. The team monitors the perimeter and internal 
network. Any anomalous system behavior, including unauthorized 
connection attempts and malicious software, is investigated and 
proper action taken. 

Physical Security

All DayCare Works/SchoolCare Works infrastructure is hosted in 
AWS which meets federal and state regulatory requirements.  
AWS holds compliance attestations for SOC2, PCI, FERPA, GDPR 
and others, and can be provided per request. 

Human Resources Security 

Background checks are conducted before hiring employees and a 
non-disclosure agreement must be signed. Employees are required 
to acknowledge security policy. Disciplinary processes are in place 
for non-compliance of information security policies. Employees 
complete security awareness training that includes PCI, security 
and privacy best practices on an annual basis. 

Segregation of Duties

In addition to mandatory employee background checks of all 
operations staff, job responsibilities are separated. The Principle of 
Least Privilege (POLP) is enforced, and employees are given only 
those privileges that are necessary to perform their duties. 

System Availability 

Service Level Commitment 

DayCare Works/SchoolCare Works strives to maintain a 99.5% 
uptime (outside scheduled service windows) for the production 
application for all customers. 

Business Continuity Management

A business continuity program is in place and includes suppliers of 
critical services. 

Risk and Vendor Management

Risk Management 

DayCare Works/SchoolCare Works manages risk as a part of a 
continuous evaluation and improvement process. With constant 
improvement and inclusion of other regulatory frameworks and 
best security practices. Periodic audits are conducted to help 
ensure that personnel performance, procedural compliance, system 
availability, proper user access records and key inventory rounds 
meet or exceed industry standards. 

3rd Party Vendor Management 

DayCare Works/SchoolCare Works has a limited number of  
third-party vendors that provide services to DayCare Works/
SchoolCare Works business operations. All new vendors are 
reviewed to ensure proper security and compliance standards  
and processes are in place and contractual agreements are 
established between the parties. 

800.338.3884 • procaresoftware.com

Questions about Procare Desktop? Contact your Procare rep or call us at 800.338.3884



Daycare/Schoolcare Works Contact Information and Resources 

System Log In-  https://www.daycareworks.com/cg/secure_login.jsp 

 

Video Demos - https://cirrusgroupllc.knowledgeowl.com/help/video-demonstrations 

o Support- Our amazing Support Team is here to assist with any questions you may have 

ex. Running reports, Attendance, Registration, and more!  

▪ You can contact support by email: - SCWsupport@procaresoftware.com  

o Dedicated Account Manager- Your Account Manager is your point of contact for 

feedback, updates from Development, concerns, or if you aren’t sure where to go with a 

question or need.  

▪ Melissa Winterborne 

• Phone: 800-338-3884 ext. 2054 

• Email: miwinterborne@procaresoftware.com 

o Online Help and Training Documents- Can search by keyword, phrase, or use search bar 

or choose from topics  

• https://cirrusgroupllc.knowledgeowl.com/help 

 

 

 

System Log In-  https://www.daycareworks.com/cg/secure_login.jsp 

 

Video Demos - https://cirrusgroupllc.knowledgeowl.com/help/video-demonstrations 

 

 

 

 

https://www.daycareworks.com/cg/secure_login.jsp
https://cirrusgroupllc.knowledgeowl.com/help/video-demonstrations
mailto:SCWsupport@procaresoftware.com
https://cirrusgroupllc.knowledgeowl.com/help
https://www.daycareworks.com/cg/secure_login.jsp
https://cirrusgroupllc.knowledgeowl.com/help/video-demonstrations


 

Training 1: Overview & General  

Training #1- 35 Minutes- https://recordings.join.me/pyE0vtKt4Euhp5N0wP04HA  

 

(If you would like to create more admin, please click here ) 

  

Parent Portal Information- 

Link- https://family.daycareworks.com/login.jsp 

Username & Password- click here 

  

Training Video How To’s: 

General Overview 

Add A Child 

  

Family Record- 

Family Tab 

Adding Third Party 

Autopay 

Cash/Check Payment (non-gateway) 

Credit/ACH Payment (gateway) 

Merging Families 

  

Reporting- 

Reports to Get You Started 

Additional Financial Reports- 

a. Family Aging Report 

b. Outstanding Balance Report 

c. Charges and Credits Report 

d. GL Posting Reports 

 

https://recordings.join.me/pyE0vtKt4Euhp5N0wP04HA
http://cirrusgroupllc.knowledgeowl.com/help/admins-add-new-administrator
https://family.daycareworks.com/login.jsp
http://cirrusgroupllc.knowledgeowl.com/help/family--how-do-i-add-a-username-change-password-for-parent
http://cirrusgroupllc.knowledgeowl.com/help/systemwalkthrough
http://cirrusgroupllc.knowledgeowl.com/help/add-a-new-child
http://cirrusgroupllc.knowledgeowl.com/help/family-record-family-tab
http://cirrusgroupllc.knowledgeowl.com/help/family-record-third-party-tab
http://cirrusgroupllc.knowledgeowl.com/help/family-record-auto-pay-tab
http://cirrusgroupllc.knowledgeowl.com/help/family-record-financials-tab---make-payment
http://cirrusgroupllc.knowledgeowl.com/help/how-to-take-a-credit-card-or-ach-payment
http://cirrusgroupllc.knowledgeowl.com/help/family-record-merge-tab
http://cirrusgroupllc.knowledgeowl.com/help/reports-to-get-you-started


 

 

 

Training 2: Semester/Room/Rate Setup 

The main thing to keep in mind is that the system is setup kind of like a pyramid- the business level is on 

top and whatever you do here will roll down to the center levels. The center levels are on the bottom 

and what you do here will not filter back up to the business level.  

For example- on the business level we may name a room “AM”. On the center level they can go in and 

edit the room name to be “Morning Care”, this will only show at that center, no other centers and will 

not change on the business level. We can always discuss further if this is still unclear after the training 

video.  

Training #2- 30 minutes- https://recordings.join.me/fDVMRYq2NEOUd9poQMlvfA  

Semester Setup- 

Semester Setup 

Semester Summary 

Semester Cloning 

  

Category Setup- 

Creating/Editing Category 

Grouping Categories 

Registration Setup Questions 

Confirmation Questions  

Room Setup- 

Room Types 

Adding New Room 

View Semester 

Extra Program Questions 

Why isn’t my room displaying?  

Rates- 

Rates 

https://recordings.join.me/fDVMRYq2NEOUd9poQMlvfA
http://cirrusgroupllc.knowledgeowl.com/help/setup-semester-updated
http://cirrusgroupllc.knowledgeowl.com/help/semester-summary
http://cirrusgroupllc.knowledgeowl.com/help/semester--how-do-i-clone-a-semester
http://cirrusgroupllc.knowledgeowl.com/help/creating-a-category
http://cirrusgroupllc.knowledgeowl.com/help/creating-a-category-group
http://cirrusgroupllc.knowledgeowl.com/help/setup-room-registration-setup
http://cirrusgroupllc.knowledgeowl.com/help/setup-room-registration-confirmation-questions
http://cirrusgroupllc.knowledgeowl.com/help/room--what-type-of-room-should-i-create
http://cirrusgroupllc.knowledgeowl.com/help/setup-room#badLink
http://cirrusgroupllc.knowledgeowl.com/help/setup-room-roomprogram-view-semester
http://cirrusgroupllc.knowledgeowl.com/help/setup-room-roomprogram-extra-program-registration-info
http://cirrusgroupllc.knowledgeowl.com/help/registration--why-isnt-my-roomprogram-displaying-as-an-option-for-registration
http://cirrusgroupllc.knowledgeowl.com/help/setup-rates-setup-rates


Discounts 

Scholarships 

 

 

Training 3: Setup-Staff-Attendance 

Training #3- 30 Minutes- https://recordings.join.me/xvVm0CRnFUCle_4ixZgr4g  

Setup- 

Adding Admin 

Editing Role (parent)  

CACFP- 

CACFP Report 

CACFP 

CACFP-Child 

  

System Config- 

Data Fields 

Emails 

Registration Tile 

Valid Values 

Valid Values- Fee Type 

Daily Sheets 

 Staff- 

Adding Staff 

Staff Portal Setup 

Staff Scheduling Documentation Attached  

Attendance- 

Attendance Entry 

Attendance Journal 

Best Practices 

http://cirrusgroupllc.knowledgeowl.com/help/setup-discounts
http://cirrusgroupllc.knowledgeowl.com/help/setup-scholarships
https://recordings.join.me/xvVm0CRnFUCle_4ixZgr4g
http://cirrusgroupllc.knowledgeowl.com/help/admins-add-new-administrator
http://cirrusgroupllc.knowledgeowl.com/help/how-to-setup-the-parent-portal-role
http://cirrusgroupllc.knowledgeowl.com/help/meals-summary
http://cirrusgroupllc.knowledgeowl.com/help/cacfp-general-information
http://cirrusgroupllc.knowledgeowl.com/help/cacfp-general-information
http://cirrusgroupllc.knowledgeowl.com/help/system-configdata-fields
http://cirrusgroupllc.knowledgeowl.com/help/connect-communication
http://cirrusgroupllc.knowledgeowl.com/help/draft---system-config-registration
http://cirrusgroupllc.knowledgeowl.com/help/system-config-valid-values
http://cirrusgroupllc.knowledgeowl.com/help/setup--how-do-i-setup-a-type--fee-valid-value
http://cirrusgroupllc.knowledgeowl.com/help/setup-daily-sheets
http://cirrusgroupllc.knowledgeowl.com/help/staff-staff-list-staff-staff-list
http://cirrusgroupllc.knowledgeowl.com/help/how-to-setup-the-teacherstaff-portal
http://cirrusgroupllc.knowledgeowl.com/help/attendance-entry
http://cirrusgroupllc.knowledgeowl.com/help/attendance-attendance-journal
http://cirrusgroupllc.knowledgeowl.com/help/taking-attendance--best-practices


 

 

 

 

Training 4: Billing Training (Defined)  

Training #2- 15 minutes- https://recordings.join.me/BT3oR9lxTEG7Hz-BsMeaFA 

  

Defined/Period Billing- 

Run Billing 

Make Adjustment 

  

Statements- 

Email Statements 

Portal Statements 

Statement Config 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://recordings.join.me/BT3oR9lxTEG7Hz-BsMeaFA
http://cirrusgroupllc.knowledgeowl.com/help/billing--how-do-i-run-billingdefined
http://cirrusgroupllc.knowledgeowl.com/help/family-record-financials-tab-adjustments
http://cirrusgroupllc.knowledgeowl.com/help/payments-outstanding
http://cirrusgroupllc.knowledgeowl.com/help/parent-portal-statements
http://cirrusgroupllc.knowledgeowl.com/help/setup-system-config-general-config


 

 

 

 

Training 5: Connect/Payments/Family 

Attached Connect Portal Template for Staff and Family  

Training #4- 20 minutes- https://recordings.join.me/afv3T4-v7k2XVd8MFBxewg 

  

Connect- 

Communication (Emails/Text) - Setup 

Announcements 

Calendar 

Documents/Links 

Daily Sheets/Daily Sheet Report 

  

Payments- 

Journal/Deposit/Third Party Journal 

Payments/Mass Change 

Outstanding 

Online/POS Payments 

Year End Tax-Family Payment 

  

Family- 

Lead Management/Campaigns 

Add New Lead 

Batch Enroll/Edit 

 

https://recordings.join.me/afv3T4-v7k2XVd8MFBxewg
http://cirrusgroupllc.knowledgeowl.com/help/connect-communication
http://cirrusgroupllc.knowledgeowl.com/help/communication-setup-and-functionality
http://cirrusgroupllc.knowledgeowl.com/help/connect-announcements
http://cirrusgroupllc.knowledgeowl.com/help/connect-calendars
http://cirrusgroupllc.knowledgeowl.com/help/connect-documents
http://cirrusgroupllc.knowledgeowl.com/help/connect-links
http://cirrusgroupllc.knowledgeowl.com/help/connect-daily-sheets
http://cirrusgroupllc.knowledgeowl.com/help/connect-daily-insite-timeline
http://cirrusgroupllc.knowledgeowl.com/help/payments-journal
http://cirrusgroupllc.knowledgeowl.com/help/payments-deposit
http://cirrusgroupllc.knowledgeowl.com/help/payments-third-party-journal
http://cirrusgroupllc.knowledgeowl.com/help/payments-payments
http://cirrusgroupllc.knowledgeowl.com/help/payments-mass-change
http://cirrusgroupllc.knowledgeowl.com/help/payments-outstanding
http://cirrusgroupllc.knowledgeowl.com/help/payments-onlinepos-payments
http://cirrusgroupllc.knowledgeowl.com/help/payments-family-payment
http://cirrusgroupllc.knowledgeowl.com/help/family-lead-management
http://cirrusgroupllc.knowledgeowl.com/help/family-campagins
http://cirrusgroupllc.knowledgeowl.com/help/how-to-add-a-new-lead
http://cirrusgroupllc.knowledgeowl.com/help/family-batch-enrolledit


Screen Report Category Report
Room/Program General Online
Room/Program General As PDF-Future
Room/Program General Online View with Multiple Semesters
Room/Program General Room Report - As Excel - No Total
Room/Program General Room Report - As PDF
Room/Program General Room Report - As PDF - No Total
Room/Program General Tournament/Room Report
Room/Program Attendance Absent Days Taken- Excel
Room/Program Attendance Absent Roster - PDF
Room/Program Attendance Active Not Attending - PDF
Room/Program Attendance Actual Attendance AM/PM - Excel
Room/Program Attendance Agency Attendance Detail - Excel
Room/Program Attendance AM/PM Month Counts - Excel
Room/Program Attendance Arizona DES SignIn/SignOut Report - PDF
Room/Program Attendance Attendance Audit - Excel
Room/Program Attendance Attendance Log - PDF
Room/Program Attendance Attendance Statistics Summary - Excel
Room/Program Attendance Attendance Termination - Excel
Room/Program Attendance Attendance/Term Exception - Excel
Room/Program Attendance Audit Trail - Excel
Room/Program Attendance Center Attendance Summary - Excel
Room/Program Attendance Child Attendance (Actual Agency) - PDF
Room/Program Attendance Child Attendance Detail (Version 2) - Excel
Room/Program Attendance Child Attendance Detail - Excel
Room/Program Attendance Child Attendance Reconcile Summary - Excel
Room/Program Attendance Child Withdrawal Detail - Excel
Room/Program Attendance Class Count (Version 2) - PDF
Room/Program Attendance Class Count - PDF
Room/Program Attendance Classroom Assignments - Excel
Room/Program Attendance Classroom Assignments - PDF
Room/Program Attendance Discharge Report - Excel
Room/Program Attendance Actively Enrolled Children W/O Schedules (Enrolled and active Children with no schedules)
Room/Program Attendance Food Attendance - Excel
Room/Program Attendance Head Count - PDF
Room/Program Attendance Head Count Center - PDF
Room/Program Attendance Historical Flash Count Enhanced - Excel
Room/Program Attendance Historical Flash Counts - Excel
Room/Program Attendance Historical FLash Counts - PDF
Room/Program Attendance Hours Attending - Excel
Room/Program Attendance Infractions Report
Room/Program Attendance Meal Attendance Record - Daily Backup - PDF
Room/Program Attendance Monthly Attendance By Classroom - Excel
Room/Program Attendance Monthly Center Attendance Summary - Excel
Room/Program Attendance Monthly Child Attendance (10 Day) - Excel
Room/Program Attendance Monthly Child Attendance (3 Day) - Excel
Room/Program Attendance Monthly Child Attendance (5 Day) - Excel
Room/Program Attendance Monthly Child Attendance (5 Day) - Marketing - Excel
Room/Program Attendance Monthly Child Attendance (Actual Agency) - Excel
Room/Program Attendance Monthly Child Attendance (Actual) - PDF
Room/Program Attendance Monthly Child Attendance (Audit) - Excel
Room/Program Attendance Monthly Child Attendance (Compressed) - Excel
Room/Program Attendance Monthly Child Attendance (Empty) - Excel
Room/Program Attendance Monthly Child Attendance (T-Report) - Excel
Room/Program Attendance Monthly Child Attendance By Day - Excel
Room/Program Attendance No Parent Sign In/Out - Excel
Room/Program Attendance Ohio Absent Days Claim (Schedule)
Room/Program Attendance On Demand - Excel
Room/Program Attendance On Demand Exception - Excel



Room/Program Attendance Parent Managed Schedule-Attendance - Excel
Room/Program Attendance Registration Snapshot - PDF
Room/Program Attendance Room Report - Monthly Child Attendance Actual
Room/Program Attendance Schedule - Attendance - Excel
Room/Program Attendance Schedule Report with Absences - Excel
Room/Program Attendance Semester Enrollment Summary - Excel
Room/Program Attendance Semester Summary - Excel
Room/Program Attendance Sign In/Out Sheet (Version 4) - PDF
Room/Program Attendance Site Summary Attendance - Excel
Room/Program Attendance Student Class Schedule - PDF
Room/Program Attendance Student Schedule Start/End - Excel
Room/Program Attendance Student Schedule Summary - Excel
Room/Program Attendance Student Schedule Summary Status - Excel
Room/Program Attendance Student Totals - Excel
Room/Program Attendance Student Totals - PDF
Room/Program Attendance Subsidy Child Attendance - Excel
Room/Program Attendance Third Party Absent Day Billing - Excel
Room/Program Attendance Third Party Child Attendance Detail - PDF
Room/Program Attendance Third Party Child Attendance Detail WIthout Sig.
Room/Program Attendance Third Party Schedule vs Actual Report - Excel
Room/Program Attendance Tour Hours Summary - Excel
Room/Program Attendance Unscheduled Attendance Days - Excel
Room/Program Attendance Weekly Attendance - Excel
Room/Program Attendance Weekly Ohio Absent Days to Claim - Excel
Room/Program Attendance Weekly Schedule By Grade - PDF
Room/Program Attendance Weekly Schedule By Name - PDF
Room/Program Child/Family Age Up Alert - Excel
Room/Program Child/Family Arrival/Departure - Excel
Room/Program Child/Family Audit Trail - PDF
Room/Program Child/Family Birthday - Excel
Room/Program Child/Family Birthday Info (Version 2) - Excel
Room/Program Child/Family Birthday Info (Version 2) - PDF
Room/Program Child/Family Check In/Out PIN # Report - Excel
Room/Program Child/Family Check In/Out PIN - PDF
Room/Program Child/Family Child Birthday Information - Excel
Room/Program Child/Family Child Directory Detail - Excel
Room/Program Child/Family Child Rate - Excel
Room/Program Child/Family Child Retention - Excel
Room/Program Child/Family Child Retention - PDF
Room/Program Child/Family Child Status Sheet - Excel
Room/Program Child/Family Child Status Sheet - PDF
Room/Program Child/Family Child Supervision Record - Excel
Room/Program Child/Family Child-Family-Room Center Mismatch - Excel
Room/Program Child/Family Child/Family PIN - Excel
Room/Program Child/Family Children With Inactive Rates - Excel
Room/Program Child/Family Children With Zero Billing - Excel
Room/Program Child/Family Credit Card - Excel
Room/Program Child/Family Discount Assignment - Excel
Room/Program Child/Family Discount Assignment - PDF
Room/Program Child/Family Emergency Contacts - PDF
Room/Program Child/Family Employee Student - Excel
Room/Program Child/Family Extra Fee Quantity Report - Excel
Room/Program Child/Family Family Registration Report - Excel
Room/Program Child/Family Family Status Tracking - Excel
Room/Program Child/Family Incident Report Summary
Room/Program Child/Family Income Bracket (Version 2) - Excel
Room/Program Child/Family Income Bracket - Excel
Room/Program Child/Family Income Bracket By Room - Excel
Room/Program Child/Family Pending Student List - Excel



Room/Program Child/Family Photo Consent Report - Excel
Room/Program Child/Family Potential Inactive Families - Excel
Room/Program Child/Family Potential Inactive Families - PDF
Room/Program Child/Family Program Wait LIst - Excel
Room/Program Child/Family Program Wait List Currently Pending - Excel
Room/Program Child/Family Progress Report Due List - Excel
Room/Program Child/Family Raptor Report - Excel
Room/Program Child/Family Scheduled FTE Summary - Excel
Room/Program Child/Family Scheduled Tuition FTE Summary - Excel
Room/Program Child/Family Split Family Information - Excel
Room/Program Child/Family Student Registration - Excel
Room/Program Child/Family Student Wait List - Excel
Room/Program Child/Family Swim Concerns - Excel
Room/Program Child/Family Third Party Children - PDF
Room/Program Child/Family Third Party Children - Excel
Room/Program Child/Family Transition Report
Room/Program Collection Center Copay Collection Summary - Excel
Room/Program Collection Center Copy Discount - Excel
Room/Program Collection Missing Invoice Report - Excel
Room/Program Enrollment Bi Weekly Schedule - Excel
Room/Program Enrollment Capacity Enrollment Remaining - PDF
Room/Program Enrollment Center Weekly Change - Excel
Room/Program Enrollment Contracted Hours - Excel
Room/Program Enrollment Days Enrolled
Room/Program Enrollment Early Learn NYC Enrollment Grid - Excel
Room/Program Enrollment Enroll/Withdrawal (Version 2) - Excel
Room/Program Enrollment Enroll/Withdrawal - Excel
Room/Program Enrollment Enrollment Count - Excel
Room/Program Enrollment Enrollment Count Room/Staff - Excel
Room/Program Enrollment Enrollment Grid - Excel
Room/Program Enrollment Enrollment Grid (Month End) - Excel
Room/Program Enrollment Enrollment Grid (No After School) - Excel
Room/Program Enrollment Enrollment Grid (Version 2) - Excel
Room/Program Enrollment Enrollment Grid By Funding Type - Excel
Room/Program Enrollment Enrollment Schedule Grid - Excel
Room/Program Enrollment Enrollment Summary Report - Excel
Room/Program Enrollment Future FTE Count - Excel
Room/Program Enrollment Future Head Count Report - Excel
Room/Program Enrollment Home Center Count - Excel
Room/Program Enrollment Room Assignment Change - Excel
Room/Program Enrollment Session Enrolled Report - Excel
Room/Program Enrollment SIS Summary - CSV
Room/Program Enrollment Unique Enrollment and Check In - Excel
Room/Program Enrollment Unique Enrollment Count - Excel
Room/Program Health Adverse Action Report - Excel
Room/Program Health Adverse Action Summary - Excel
Room/Program Health Allergy & Special Care List - PDF
Room/Program Health Allergy And Emergency Contacts - PDF
Room/Program Health Allergy/Alert - Excel
Room/Program Health Allergy/Alert - PDF
Room/Program Health Allergy/Alert - PDF - Full List
Room/Program Health Child Health Care Addendum - PDF
Room/Program Health Full Health/Allergy Details For Center - PDF
Room/Program Health Health Concerns - Excel
Room/Program Health Health/Allergy - Full List - PDF
Room/Program Health Immunization (Version 1) - Excel
Room/Program Health
Room/Program Health Immunization - Excel
Room/Program Health Immunization - PDF



Room/Program Health Immunization Missing Report - PDF
Room/Program Health Immunization Summary - PDF
Room/Program Meals CACFP Enrollment Summary - Excel
Room/Program Meals CACFP Individual Infant Meal Record - PDF
Room/Program Meals CACFP Meal Service Action - Excel
Room/Program Meals CACFP Meal Service No Selections - Excel
Room/Program Meals CACFP Meals Oustide Scheduled Time - Excel
Room/Program Meals CACFP Milk Usage Calculator - Excel
Room/Program Meals CACFP Participants Roster - PDF
Room/Program Meals Food Production - Excel
Room/Program Meals Food Program Weekly Tally Sheet
Room/Program Meals Meal Attendance Record (Version 1) - PDF - Blank
Room/Program Meals Meal Attendance Record (Version 2) - PDF
Room/Program Meals Meal Attendance Record (Version 3) - PDF
Room/Program Meals Meal Attendance Record - Daily Backup - Excel
Room/Program Meals Meal Attendance Record - Excel
Room/Program Meals Meal Attendance Record - Excel (Monthly)
Room/Program Meals Meal Attendance Record - PDF
Room/Program Meals Meal Attendance Record Full - Excel
Room/Program Meals Meal Served By Day - PDF
Room/Program Meals Monthly Food Spreadsheet - Excel
Room/Program Meals Time Meal Served - Excel
Room/Program Misc Center Gain Loss - Excel
Room/Program Misc Client Gain Loss (Monthly) - Excel
Room/Program Misc Client Gain Loss - Excel
Room/Program Misc Corporate Partnership & Local Business DIscount
Room/Program Misc Corporate Partnership - Excel
Room/Program Misc Denial NES - Excel
Room/Program Misc Extended Registration - Excel
Room/Program Misc Extended Registration Questions (Version 2) - PDF
Room/Program Misc Extended Registration Questions - Excel
Room/Program Misc Extended Registration Questions V2 - Excel
Room/Program Misc Facility Licensing Report - Excel
Room/Program Misc Lead Activity Summary - Excel
Room/Program Misc Lead Management Summary - Excel
Room/Program Misc Mera FTE By Age - Excel
Room/Program Misc NES Report - Excel
Room/Program Misc Pending Registration - Excel
Room/Program Misc Potential Duplicate Account - Excel
Room/Program Misc Rate Authorization - Excel
Room/Program Misc Rate Exception Summary - Excel
Room/Program Misc Ratio Month - Excel
Room/Program Misc Ratio Report - Excel
Room/Program Misc Recreate Audit Trail - Excel
Room/Program Misc Recreate Audit Trail - PDF
Room/Program Misc Registration Information - Excel
Room/Program Misc Room Report - Title XX - Excel
Room/Program Misc Selected Sponsors - Excel
Room/Program Misc Task List Summary - Excel
Room/Program Misc Third Party Authorization - Excel
Room/Program Misc Transportation Profile - PDF
Room/Program Misc Voucher Expiration - Excel
Room/Program Pick Up Authorized Pickup - PDF
Room/Program Pick Up Authorized Pickup Report - PDF Version 2
Room/Program Pick Up l
Room/Program Pick Up Restricted Pickup List - PDF - Full List
Room/Program Pick Up School Pickup - Excel
Room/Program Roster Activity Roster (Version 2) - Excel
Room/Program Roster Activity Roster (Version 2) - PDF



Room/Program Roster Activity Roster - PDF
Room/Program Roster Activity Roster - PDF - Attendance
Room/Program Roster Adventure Guides Event Roster - Excel
Room/Program Roster Adventure Guides Event Volunteer Roster - Excel
Room/Program Roster Adventure Guides Program Roster - Excel
Room/Program Roster Adventure Guides Program Volunteer Roster - Excel
Room/Program Roster Bus Roster - PDF
Room/Program Roster Bus Roster Sign In - PDF
Room/Program Roster Bus Roster v2 - PDF
Room/Program Roster Center Roster (Month) - Excel
Room/Program Roster Center Roster (Period) - Excel
Room/Program Roster Current Roster - Excel
Room/Program Roster Current Roster v2 - Excel
Room/Program Roster Enrichment Roster - PDF
Room/Program Roster Event Roster - Excel
Room/Program Roster Event Roster Version 2 - Excel
Room/Program Roster Facility Roster - PDF
Room/Program Roster Field Trip Roster - PDF
Room/Program Roster Flex Reg Roster - PDF
Room/Program Roster Program Roster - PDF
Room/Program Roster Registration Roster - Excel
Room/Program Roster Roster (by program) - Excel
Room/Program Roster Roster (by student) - Excel
Room/Program Roster Roster (by student) - PDF
Room/Program Roster Roster (Program Detail) - PDF
Room/Program Roster Roster - Excel
Room/Program Roster Roster - PDF
Room/Program Roster Roster Extended - Excel
Room/Program Roster Roster Extended V2 - Excel
Room/Program Roster Roster Report - PDF
Room/Program Roster School Roster - PDF
Room/Program Roster Semester Roster - Excel
Room/Program Roster Session Roster - Excel
Room/Program Roster Weekly Roster Sign In - PDF
Room/Program Roster Weekly Roster Summary - Excel
Room/Program Roster Weekly Roster Summary - PDF
Room/Program Roster Weekly Schedule Roster - Excel
Room/Program Roster Weekly Schedule Roster - PDF
Room/Program Sign In Attendance with Symptoms Record - Excel
Room/Program Sign In Bi Weekly SIgn In - PDF
Room/Program Sign In Center Sign In - Excel
Room/Program Sign In Center Sign In For Week - PDF
Room/Program Sign In Center Sign In Ver 2 - PDF
Room/Program Sign In Center Signin - PDF
Room/Program Sign In Daily Alt Sign In - PDF
Room/Program Sign In Daily Alt Sign In - PDF - By Grade
Room/Program Sign In Daily Group Sign In (Compressed) - PDF
Room/Program Sign In Daily Sign In - Excel - By Grade
Room/Program Sign In Daily Sign In - Excel - By Name
Room/Program Sign In Daily Sign In - PDF
Room/Program Sign In Dailly Sign In - PDF - By Grade
Room/Program Sign In Daily Sign In - PDF - By Name
Room/Program Sign In Daily Sign In/Out by Age - Excel
Room/Program Sign In Daily Sign In/Out by Age - PDF
Room/Program Sign In Daily Signin For Week - PDF
Room/Program Sign In Daily Signin For Week - PDF Version 2
Room/Program Sign In Daily Signin PDF Full Signature
Room/Program Sign In Field Trip Permission Slip - PDF
Room/Program Sign In Field Trip Permisson Slip (Version 2) - PDF



Room/Program Sign In Kiosk Sign In/Out Sheet - Excel
Room/Program Sign In Kiosk Sign In/Out Sheet - PDF
Room/Program Sign In Monthly Attendance Record - Excel
Room/Program Sign In Monthly Sign In - PDF
Room/Program Sign In Monthly Sign In (Version 2) - PDF
Room/Program Sign In Monthly Sign In (Version 4) - PDF
Room/Program Sign In Monthly Sign In - PDF - Version 3
Room/Program Sign In Period Sign In - PDF
Room/Program Sign In Room Movement Sign In-Out Sheet - Excel
Room/Program Sign In Room Movement Sign In-Out Sheet - PDF
Room/Program Sign In Room Report - Weekly AM/PM Signin PDF
Room/Program Sign In Sign In/Out Sheet - Excel
Room/Program Sign In Sign In/Out Sheet (Version 2) - PDF
Room/Program Sign In Sign In/Out Sheet (Version 3) - PDF
Room/Program Sign In Sign In/Out Sheet - PDF
Room/Program Sign In Weekly Center In/Out - Excel
Room/Program Sign In Weekly Center Sign In - Excel
Room/Program Sign In Weekly Sign In (Version 2) - Excel
Room/Program Sign In Weekly Sign In (Version 2) - PDF
Room/Program Sign In Weekly SIgn In (Version 3) - Excel
Room/Program Sign In Weekly Sign In (Version 3) - PDF
Room/Program Sign In Weekly Sign In (Version 4) - PDF
Room/Program Sign In Weekly Sign In (Version 5) - Excel
Room/Program Sign In Weekly Sign In (Version 6) - Excel
Room/Program Sign In Weekly Sign In (Version 6) - PDF
Room/Program Sign In Weekly Sign In (Version 7) - PDF 
Room/Program Sign In Weekly Sign In (Version 8) - Excel
Room/Program Sign In Weekly Sign In (Version 9) - Excel
Room/Program Sign In Weekly Sign In - PDF
Room/Program Sign In Weekly Sign In - PDF - Version 5
Room/Program Sign In Weekly Sign In/Out W/Am-PM Verification- Excel
Room/Program Sign In Weekly Sign In/Out W/AM-PM Verification- PDF
Room/Program Sign In Weekly Sign In/Out-Ontario- Excel
Room/Program Sign In Weekly Sign In/Out-Ontario- PDF
Room/Program Sign In Weekly Sign In/Out-Period- PDF
Room/Program Staff Admin Report - Excel
Room/Program Staff ADP Hours Export (SHH) - CSV
Room/Program Staff ADP Hours Export - CSV
Room/Program Staff ADP Staff Tuition Export - CSV
Room/Program Staff ADP TImes Export - CSV
Room/Program Staff CACFP Weekly Time Sheet
Room/Program Staff California Time Sheet - PDF
Room/Program Staff CBSD Staff Contract - PDF 
Room/Program Staff CBSD Staff Info - Excel
Room/Program Staff CBSD Staff Info - PDF
Room/Program Staff CCSD Employee Time Card - PDF
Room/Program Staff CDI Staff Credential - PDF
Room/Program Staff Daily Potential Payroll Issues - Excel
Room/Program Staff Daily Potential Payroll Issues - PDF
Room/Program Staff Daily Potential Violations - Excel
Room/Program Staff Daily Potential Violations - PDF
Room/Program Staff Daily Staff Hours (Care Code) - Excel
Room/Program Staff Daily Staff Hours - Excel
Room/Program Staff Daily Staff Hours - PDF
Room/Program Staff Daily Staff Rounded Hours - Excel
Room/Program Staff Daily Staff Rounded Hours - PDF
Room/Program Staff Duplicate DoorPin - Excel
Room/Program Staff Employee - Excel
Room/Program Staff Employee Time Card - PDF



Room/Program Staff Hours Export - CSV
Room/Program Staff Individual Training Tracking - PDF
Room/Program Staff Labor Actual Hours - Excel
Room/Program Staff Labor Hours & Wages - Excel
Room/Program Staff Labor Hours & Wages - Excel - Ver. 2
Room/Program Staff Labor Hours Comparison - Excel
Room/Program Staff Labor Hours Variance Report - Excel
Room/Program Staff Labor Report - Excel
Room/Program Staff Labor Rounded - Excel
Room/Program Staff Labor Statistics (Brightpath Kids) - Excel
Room/Program Staff Labor Statistics - Excel
Room/Program Staff Management Check Ins/Outs Adjustment Log - Excel
Room/Program Staff Management Check Ins/Outs Adjustment Log - PDF
Room/Program Staff Missing Mandated Reporter Certificate - Excel
Room/Program Staff Paid Time Off - Excel
Room/Program Staff Paycom Hours Export - CSV
Room/Program Staff Paycor Hours Export - Text
Room/Program Staff Payroll Hours Export - CSV
Room/Program Staff SSH Employee Time Card - PDF
Room/Program Staff Staff Attendance Report - Excel
Room/Program Staff Staff Availability - Excel
Room/Program Staff Staff Certificate - Excel
Room/Program Staff Staff Certificate Expire - Excel
Room/Program Staff Staff Certificate Expire - PDF
Room/Program Staff Staff Data- PDF
Room/Program Staff Staff Details - PDF
Room/Program Staff Staff DPW Audits - PDF
Room/Program Staff Staff Letter
Room/Program Staff Staff Payroll (ECS-PUF) - CSV
Room/Program Staff Staff Payroll - CSV
Room/Program Staff Staff Payroll - CSV (OuiPay)
Room/Program Staff Staff Payroll Control - Excel
Room/Program Staff Staff Payroll Control - PDF
Room/Program Staff Staff Payroll Control Detail - Excel
Room/Program Staff Staff Payroll Control Detail - PDF
Room/Program Staff Staff Payroll Control Detail WIth Wages - Excel
Room/Program Staff Staff Payroll Control Detail WIth Wages - PDF
Room/Program Staff Staff Payroll TimeSheet- Excel
Room/Program Staff Staff Records Grid-Star 4- PDF
Room/Program Staff Staff Schedule Report - Excel
Room/Program Staff Staff Sign In by Category - PDF
Room/Program Staff Staff SignIn Job Sheet- PDF
Room/Program Staff Staff Summary Export - CSV
Room/Program Staff Summary of Individual Training Tracking - Excel
Room/Program Staff Teacher Attendance Detail - Excel
Room/Program Staff Teacher Attendance Detail - PDF
Room/Program Staff Teacher Roster - Excel
Room/Program Staff Time Sheet (Rounded) - PDF
Room/Program Staff Violation Summary - Excel
Room/Program Staff Violation Summary - PDF
Room/Program Staff Wage Enhancement Export - CSV
Room/Program Staff Weekly Payroll - Excel
Room/Program Third Party Agency Ccis Pelican - XML
Program Operational Reports Room/Program Report
Program Operational Reports Current Week Roster Report - Excel
Program Operational Reports Current Week Roster Report - PDF
Program Operational Reports Current Month Roster Report - Excel
Program Operational Reports Available Merged Documents
Program Executive Reports Room/Program Count



Program Executive Reports Category Room Count
Program Executive Reports Program/Room Pending
Program Executive Reports Weekly Reconciliation Report
Program Executive Reports Registration Information Report
Program Executive Reports Category/Program Trend Report
Payment Operational Reports Payments
Payment Operational Reports Outstanding Balance
Payment Operational Reports Payment Allocations
Payment Operational Reports Year End Family Payment
Payment Operational Reports Credit Card Transactions
Payment Operational Reports AutoPay Status Report
Payment Operational Reports Declined AutoPay Payments Report
Payment Executive Reports Payment Program/Room History
Payment Executive Reports Batch and Report
Payment Executive Reports Payment History Statistics
Payment Executive Reports Payment Forecast Report
Payment Executive Reports Financial Report
Child Operational Reports Immunization Report
Child Operational Reports Adverse Action Report
Child Operational Reports Birthday Rate Change
Child Executive Reports Meal Counts
Child Executive Reports Room Attendance
Child Executive Reports Age Range
Miscellaneous Operational Reports Statement Summary
Miscellaneous Operational Reports Auto Payment
Miscellaneous Operational Reports Staff CPR Alerts
Miscellaneous Executive Reports Student/Child Directory
Miscellaneous Executive Reports Create Custom Reports
Batch Job Audit N/A Batch Job List
Financial Adjustments Adjustment General Ledger
Financial Adjustments Detail Adjustment Report - Parent
Financial Adjustments Detail Adjustment Report - Sponsor
Financial Adjustments GL Adjustment Transaction Report - Combined
Financial Adjustments GL Adjustment Transaction Report Split - Combined
Financial Adjustments Monthly Fee Tracking - Excel
Financial Aging A/R Aging Report
Financial Aging Age and Income Analysis Report - Excel 
Financial Aging Aging By Center Report - Excel
Financial Aging Aging by Program Center - Excel
Financial Aging Cash Receipts - Excel
Financial Aging Family Aging by Program Center - Excel
Financial Aging Family Aging by Program Center - PDF
Financial Aging Family Aging Report - Excel
Financial Aging Family Aging Report - Excel One Tab
Financial Aging Family Aging Report - PDF
Financial Aging LIFO Aging Report - Excel
Financial Aging LIFO Family Aging Report - Excel
Financial Aging Receivable Aging Report - Excel
Financial Aging Receivable Aging Report - Excel-Version-1
Financial Aging Third Party Account Aging Summary Report - PDF
Financial Aging Third Party Aging - Excel
Financial Aging Third Party Aging - PDF
Financial Balance and Collection Accounts Receivable Report - Excel
Financial Balance and Collection Accounts Receivable Report - PDF
Financial Balance and Collection Accounts Receivable Report-Ver 2 - Excel
Financial Balance and Collection Accounts Receivable Report-Ver 2 - PDF
Financial Balance and Collection Accounts Receivable Report-Ver 3 - PDF
Financial Balance and Collection Agency Outstanding Balance Report - Excel
Financial Balance and Collection Agency Outstanding Balance Report Version 2 - Excel



Financial Balance and Collection Balance Due Report
Financial Balance and Collection Collection
Financial Balance and Collection Collection - Compressed
Financial Balance and Collection Collection - Version 2
Financial Balance and Collection Collection Copay-PVT - Compressed
Financial Balance and Collection Collection Report - By Center
Financial Balance and Collection Daily Cash Balance Detail - Excel 
Financial Balance and Collection Daily Cash Balance Report - PDF
Financial Balance and Collection Daily GL Detail - Excel
Financial Balance and Collection Discount Statistics - Excel
Financial Balance and Collection Family Balance Report 
Financial Balance and Collection General Ledger Posting - Excel
Financial Balance and Collection General Ledger Posting - PDF
Financial Balance and Collection General Ledger Summary - Excel
Financial Balance and Collection GL Summary by Center - Excel
Financial Balance and Collection Monthly Center Summary - PDF
Financial Balance and Collection Monthly GL Summary - Excel
Financial Balance and Collection Monthly GL Summary - PDF
Financial Balance and Collection Outstanding Balance by Program Center
Financial Balance and Collection Outstanding Balance Report
Financial Balance and Collection Summer Activity Fee Allocation - Excel
Financial Balance and Collection Third Party Balance Report - Excel
Financial Balance and Collection Trial Balance
Financial Balance and Collection Trial Balance (Agency/Parent only)
Financial Balance and Collection Trial Balance (Agency/Parent only) - PDF
Financial Balance and Collection Trial Balance - Expanded
Financial CCRL Cash Check Receipt Log (CCRL)
Financial CCRL Cash Check Receipt Log (CCRL) - Employee
Financial CCRL Cash Check Reciept Log (CCRL) - Version 2
Financial CCRL Cash Check Reciept Log (CCRL) - Version 3
Financial CCRL Cash Check Reciept Log (CCRL) - Version 4
Financial Deposit Batch Deposit Report - PDF
Financial Deposit Deposit By Type - Tax Credit Report
Financial Deposit Deposit By Type Report
Financial Deposit Deposit Summary Report
Financial Deposit LIFO Deposit by Type Report
Financial Detail Sponsor - Parent Detail - Excel
Financial Detail Statement Detail/Sponsor Detail
Financial Detail Statement Detail/Sponsor Detail - Imported Date
Financial Export/Upload Financial GL Export - Excel
Financial Export/Upload GL Export (IFAS) - CSV report
Financial Export/Upload GL Export (YMCA) - CSV
Financial Export/Upload GL Export for Intacct
Financial Export/Upload GL Payment Export - CSV
Financial Export/Upload GL Summary Upload - CSV
Financial Export/Upload GP Export - CSV
Financial Export/Upload GP Export Summary - CSV
Financial Export/Upload MAS 500 GL Export - Excel
Financial Export/Upload NetSuite GL Upload - CSV
Financial Export/Upload Orchard GL
Financial Export/Upload Peachtree G/L Export
Financial Export/Upload  Quick Books Export - CSV
Financial Misc Allocation Mismatch Report - Excel
Financial Misc Bad Debt - Excel
Financial Misc Charges and Credits - PDF
Financial Misc Charges and Credits By Center - PDF
Financial Misc Charges and Credits by Family Center - PDF
Financial Misc Charges and Credits Detail - Excel
Financial Misc Charges and Credits Detail By Center - Excel



Financial Misc Charges and Credits Detail by Family Center -Excel
Financial Misc Combined Detail - Excel
Financial Misc Coupon Report - Excel
Financial Misc Discretionary Discount Report - Excel
Financial Misc Financial Assistance Report - Excel
Financial Misc In Sequence Report
Financial Misc Mera FTE - Excel
Financial Misc Multi Payer Tax Statement
Financial Misc NetSuite Control - Excel
Financial Misc NetSuite SubLedger - Excel
Financial Misc Parent Payment Reporting Group - Excel
Financial Misc Pre Bill Report - Excel
Financial Misc Private Pay Revenue Only - Excel
Financial Misc Registration / Re-Registration Report - Excel
Financial Misc Subsidy Report - Excel
Financial Misc Subsidy Report - PDF
Financial Misc Third Party Family Copay - Excel
Financial Misc Third Party Family Copay - PDF
Financial Misc Weekly Indicators Report - Excel
Financial Payments Allocated Third Party Payment Report - Excel
Financial Payments Allocated Third Party Payment Report - PDF
Financial Payments Auto-Pay Processing Results - Excel
Financial Payments Autopay Holder Report - Excel
Financial Payments Cash Center Report
Financial Payments Decline List Report
Financial Payments Detail Payment Report - Parent
Financial Payments Detail Payment Report - Sponsor
Financial Payments Monthly EasyDraft Payments
Financial Payments PAD Amount Check
Financial Payments PAD Worksheet - Excel
Financial Payments Payment Allocation by Category - Excel
Financial Payments Payment Correction Report - PDF
Financial Payments Payment Summary By Family - Excel
Financial Payments Payments Ledger WYC - Excel
Financial Payments Prepaid Deposit Balance - Excel
Financial Payments Settlement/Allocation By Room Report - Excel
Financial Payments Settlement/Allocation Report - Excel
Financial Payments Third Party Allocation Error - Excel
Financial Payments Third Party AR Detail Report - Excel
Financial Payments Third Party AR Detail Report - PDF
Financial Payments Third Party Refund - Excel
Financial Payments Third Party Refund - PDF
Financial Payments Unallocated Third Party Payment Report - Excel
Financial Payments Unallocated Third Party Payment Report - PDF
Financial Payroll Payroll Deduction Outstanding Report
Financial Payroll Payroll Deduction Report
Financial Revenue Future Billings Detail Report - PDF
Financial Revenue Adventure GUide Headcount and Revenue
Financial Revenue Billing Summary Report - Excel
Financial Revenue Deferred Revenue - Excel
Financial Revenue Detail All Revenue Report - Combined
Financial Revenue Detail All Revenue Report - Parent
Financial Revenue Detail All Revenue Report - Sponsor
Financial Revenue Detail FTE Revenue Report - By Age Group
Financial Revenue Detail Revenue Report - By Age Group
Financial Revenue Detail Revenue Report - Combined
Financial Revenue Detail Revenue Report - Employee
Financial Revenue Detail Revenue Report - Parent
Financial Revenue Detail Revenue Report - Sponsor



Financial Revenue Detail Revenue Report Version 2 - Combined
Financial Revenue Detail Revenue Report Version 2 - Parent
Financial Revenue Detail Revenue Report Version 2 - Sponsor
Financial Revenue Employee Student Revenue - Excel
Financial Revenue Future Billings Detail Report - Excel
Financial Revenue Future Billings Summary Report - Excel
Financial Revenue Future Billings Summary Report - PDF
Financial Revenue Future Revenue Report
Financial Revenue Future Revenue Report - Monthly
Financial Revenue Grant Revenue - PDF
Financial Revenue Manual Adjustment Report - Excel
Financial Revenue Monthly Revenue Summary - Excel
Financial Revenue Rate Discount Extended Report
Financial Revenue Rate Discount Extended Report
Financial Revenue Rate Discount Report
Financial Revenue Receivable Journal Summary
Financial Revenue Revenue Dashboard - Excel
Financial Revenue Revenue Dashboard YTD - Excel
Financial Revenue Revenue FTE Report
Financial Revenue Revenue General Ledger
Financial Revenue Revenue Summary Report
Financial Revenue Revenue Summary Report Version 2
Financial Revenue Revenue WYC - Excel
Financial Revenue Schedule/Billing Summary - Excel
Financial Revenue Specific Charge/Credit Summary One Sheet Report - Excel
Financial Revenue Specific Charge/Credit Summary Report - Excel
Financial Revenue Tuition - Excel-Version 2
Financial Revenue Tuition Category Comparison - Excel
Financial Revenue Weekly Progress - Excel
Financial Roll Forward Roll Forward
Financial Roll Forward Roll Forward - Active Only
Financial Roll Forward Roll Forward - Period
Financial Roll Forward Roll Forward - Range



 

 

September 18, 2023  

To whom it may concern:  
 

We are providing this letter in connection with Procare Solutions service auditors’ 
report on description of DayCareWorks and SchoolCareWorks childcare software 
services system, throughout the period April 01, 2022 to September 18, 2023, and the 
suitability of the design and operating effectiveness of controls to achieve the related 
control objectives as stated in the description.  

In the service auditor’s report, Procare Solutions provided an assertion about the 
fairness of the presentation of the description and suitability of the design and 
operating effectiveness of Procare’s Solutions controls to achieve the related control 
objectives stated in the report. We recognize that, as members of management of 
Procare Solutions, we are responsible for preparing the description and for the 
assertion, including the completeness, accuracy, and method of presentation of the 
description and the assertion, providing the services covered by the description, 
specifying the controls and stating them in the description, identifying risks that 
threaten the achievement of the criteria, selecting the criteria, and designing, 
implementing, and documenting controls to achieve the related control objectives 
stated in the description.  

We believe the description and assertion provided in the service auditors’ report 
presents fairly, in all material respects, those aspects of Procare Solutions system that 
may be relevant to user entities, and the independent auditors of such user entities, 
who have a sufficient understanding to consider it, along with other information 
including information about controls implemented by user entities themselves, when 
assessing the risks of material misstatements of user entities’ financial statements for 
the period April 01, 2022, to September 18, 2023.  

We are not aware of any changes to the system and control environment during the 
period from April 01, 2022, to September 18, 2023, that would have a material adverse 
effect on the description and assertion as described in the service auditors’ report. 

 
Sincerely,  
 
Tony Bisulca 
 
Tony Bisulca 

Director Security and Compliance  
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