
ClosuresClosuresClosures

Step-by-step instructions to
add closures in CAPS Online,

to mark calendar days in
which you are unable to

provide care as “closed.”

Access “closures” by clicking
Provider, then Closures on the
header bar in CAPS Online.

Click “Add closure” to add a
closure to your calendar.

Add a closure description explaining
why you are closed, and click “Add.“

Select the closure date from the
calendar.

Select “Y-yes” if the closure is
approved to be paid by ACS or “N-No”
if the closure is not an approved paid
closure according to OCFS’s policies.

For more information regarding paid
vs. nonpaid closures, please see:
https://on.nyc.gov/3FAGPKu 

111

How do I add
a closure in
CAPS Online?

Provider --> ClosuresProvider --> ClosuresProvider --> Closures

222 Add ClosureAdd ClosureAdd Closure

333 Select Dates & Payment EligibilitySelect Dates & Payment EligibilitySelect Dates & Payment Eligibility

444 Closure Description & AddClosure Description & AddClosure Description & Add

Please see the Closures quick guide for more details about closures, including how
to edit, delete, and filter closures: Quick Guides

https://on.nyc.gov/3FAGPKu
https://earlychildhoodny.org/capsonline/tutorials.php?modality=LEP
https://earlychildhoodny.org/capsonline/tutorials.php?modality=LEP
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