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WHAT IS CAPS ONLINE?

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

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

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

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

a.) If youdo nothave a NYC ID, please see Step 1 below and proceed with creating your
account.

b.) If youdo have a NYC ID, please skip to Step 12 below.

1. Gotothe URL: https://a069-capsonline.nyc.gov

2. Click on Create Account.

'CHILD CARE AT TEMBANCE PROCESSING STSTIN

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

Email Address Don't have NYC ID Account?jCreate Account
[ w000cococ@®gmail.com ] Need to Manage NYC ID Account? Manage Account
Password @

]

[ .............. ] Select a language:
English | Espanol | FR3X | pycckuii azsik | duysll aalll | kreyol ayisyen | |
TEHARIT | 93,1 | POLSKI | 8321 | FRANGAIS | 18 |

Forgot Password?

Login Announcements

3. Enteryour email address.

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

Email Address or Username ®

XXXXXXXXXX@gmail.com ‘

Confirm Email Address or Username:

xxoooeoood@gmail.com |

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

display below.)
5. Enterthe password Password

again to verify.

Password Good

Confirm Password
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6. Selectthe drop-down and security question of your choice.
7. Enteryour answer in the field below.

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

Display Answers

(O Show @ Hide

Security Question

’ Who was your childhood hero? s

Answer

8. Acceptthe terms by selecting the checkbox.
9. Selectthe Create Account button.

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

| Create Account |

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

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

NYC.gov <noreply@nyc.gov>

tome ~

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

Click this link&o confirm your email address

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

https J/accounts-nonprd nyc gov/account/validate Token htm?guid=6
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 delive
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
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11. A confirmation page will appear. Select the Profile button in the upper-right hand
corner. (Note: you must complete this step before trying to log in. If you try to log into
CAPS Online without updating your first and last name in the Profile section, the system
will display an error message.)

|
The Official Website of the City of New York m A 1=]

Email Address Confirmed

Congratulations, we successfully confirmed your email address. You may now log in.

12. Log into your NYC ID account with the email address and password you created. (If you
already have an existing NYC ID, log in with your email address at the following URL:
NYCID Login)

Login
Log in using your NYC account Log in using one of these options
Email Address or Username * p

MY Empioyees G coogle in. Linkedin
Xxxxxxxx@gmail.com
i

Passwor d

........

Login

Forgot Password Create Account Report an Issue

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

Email Address Password Name Security Question Deactivate

First Name
Jane
Middle Initial
Last Name
Smith
Save Changes

08.05.2026
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14. Note: When creating your NYC ID, do not enable the 2-step verification. This will
cause an error message in CAPS Online. Leave the screen as it looks below. (Do
not click “enable”) If your screen shows a “disable” button instead, please see
here for more information: Disable 2-Step Verification in NYC ID.

The Official Website of the City of New York m A]2]

Account Profile : xaoaoxxx@gmail.com
Email Address Password Name Security Question Deactivate 2-Step Verification

2-Step Verification is an extra layer of security designed to ensure that you're
the only person who can access your account, even if someone knows your
password. We don't charge a message delivery fee, but your carrier may charge
standard message and data rates.

Current Password:

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

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

Email Address Password Name Security Question Deactivate
Email Address
New Email Address [©)

XXXXXXXXX@gmail.com ‘

Confirm New Email Address

‘ XXXXXXXXX@gmail.com ‘

Current Password

Password Good

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

Email Address Password Name Security Question Deactivate

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

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

Every time you need to log into CAPS Online, go to the CAPS Online website: CAPS Online Login,
and login onthe left-hand side of the screen, using your email address and password that you used
to create your NYC ID.

v &
- Y I

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

Don't have NYC ID Account? Create Account

Email Address

[ xoccooooa@®gmail.com ] Need to Manage NYC ID Account? Manage Account

Password o

S

J Select a language:

English | Espanol | R3Z | pycckmit assik | duy=ll aalll | kreyol ayisyen | W |
TRIHERIT | 9351 | POLSKI | B3 | FRANGAIS | 8@l |

{ assword?
Signin

Login Announcements

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

1

'
CRILD CARE ATTENDANCE PROCESSING SYSTEM

Please identify provider you represent

ACCIS Provider Number * @ Provider's Main Phone Number @
[ Provider Number ] [ (999) 999-9999 ]

Child Number * @ Age of this Child *
[Cr d Number ] [ Seleck v ]

© 2009-2025The City of New York Version :04.17.2025

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

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

e Provider’s Main Phone Number: This field is optional and should be left blank.

e Child Number: The full 10-digit child number for any child currently enrolled in
your care. Thisis the child’s 8-digit ACS case number plus 2-digit suffix/child
number, with leading zeroes left off. (Note: Do not enter any dashes or spaces.)

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

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

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

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

CAPS Online Support: 212-835-7610, select a language, and then press *.

CFWB Enrollment (if you don’t have access to child’s case number or other information):

212- 835-7610, select a language, and select the appropriate prompt.
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PLACEMENT ROSTER

The placement roster shows you all the children currently enrolled in your care. (Note: If there are
children enrolled with you who do not appear on your Placement Roster, please contact CFWB
Enrollment.)

Home i Placement Roster BAttendance ¥ Program ~ Manage Users

& User Profile ® Logout

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

Home Placement

r Profile @ Logout

Placement Roster

Filter

Age

[ Select

- J Action Child Number

Class/Bus

£

Select v & XXXXXXXX/XX
£ XXXXXXXX/XX
-
& XXXXXXXX/XX
=
£ XXXXXXXX/XX
-

£ 00000000XX
=

Child Name

XXXXXX, XXXX

XXXXXX, XXXX

XXXXXX, XXXX

XXXXXX, XXXX

XXXXXX, XXXX

s07

307

207

Case Name

XXXXXX, XXXX

XXXXXX, XXXX

XXXXXX, XXXX

XXXXXX, XXXX

XXXXXX, XXXX

Clss/Bus

Agency

ACS

ACS

ACS

HRA

ACS

Rows l 10 éer éaéev

Recert Date

0s/2025
122024

12/2024

Hovering over each icon in the Action column will let you know what that icon does. For further

information on each of the functions, please refer to the corresponding page number.

sJ

ut
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Drop a Child (pencil icon): Page 12

Class/Bus (person with whiteboard icon): Page 12

Daily Time Entry (red calendar icon): Page 16

Weekly Time Entry (green calendar icon): Page 23
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DROP A CHILD

The firsticon (pencil) on the Placement Roster page allows you to “drop” or unenroll a child
from your care. Clicking on it will take you to the Placement Drop page for that child (see

below). You must choose a Drop Code (this is the reason for the unenrollment) and a Drop
Date (last day the child attended) and then click Save.

Home Placement Roster Attendance ~ Program ~ Manage Users

Placement Drop - Drop a Child

& User Profile % Logout

Child Information
Child Nombe: Child Name Case Name ze
XXXXXXXXXXX XXXOOXXKXX XXXXXXXXXXX 30

T

05/04/2022

Drop

Drop Code Drop Dae * @
=

=2
If you cannot drop the child, a warning message will pop up after you click Save. To exit the

warning, select Placement Roster from the navigation bar at the top and go back to the main
listing.

CLASS/BUS

| The second icon (person with whiteboard) on the Placement Roster page brings up a
-’
Placement Class/Bus screen, which allows you to enter text in the class/bus filter option.

Once this field isfilled in, it will allow you to filter attendance records by class/bus groups,
which can make entering attendance easier and more streamlined.

1. When the Placement Class/Bus screen appears, click on the empty Class/Bus field and
enter the classroom or bus name, then click Save. (Note: You’ll have to do this

individually for each child’s record, but once it’s saved, it will be there forever untilyou
changeiit)

Placement Class/Bus

Child Information

Child Number Child Name

Case Name Age
OOOOXXRIXX XXXXX, XXXX 10.10

Level Of Care Enroll Start Date Enroll End Date

s 02/01/2026
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2. Onceyou click Save, you will see a green confirmation message at the top of the screen,
verifying that the class/bus information has been filled in. (Note: After adding a class/bus
group, if you have more than 10 children enrolled, the Placement Roster page will
automatically filter by that class/bus. Click Reset Filter on the left to return to the full
Placement Roster page.)

Home Placement Roster Attendance » Program ~ Manage Users & User Profile (# Logout

I » Case #/Child X00000000XXClass/Bus assi was ly p ¥

Placement Roster

Filter

o=
ge
Action Child Number Chid Name oo Age Case Name ChsyBus Agency Recer Date
LB o v 1010 CLASSA Acs oy/026
- XXXXXXXXIXX XXXXX, XXXX XXXXX, XXXX
=
Apply Filter | Reset Filter SO
v 600 CLASS A ACS 04/2026
: 2 XXXXXXXXXX XXXXX, XXXX XXXXX, XXXX
BE3 XXXXXXIXX XKXXX, XXXX ¥ v XXXKX, XXXX o A R
L
o R oo v 1208 SO cuassa acs 2
&

AGENCY/RECERTIFICATION DATE

In CAPS Online, providers and programs can see the agency (ACS or HRA) that issued each child’s
voucher, along with the recertification date (if applicable) for the voucher. This information appears
on the Placement Roster page, and the recertification date will also appear on the Monthly
Attendance Submission and Monthly Attendance View pages.

Home Placement Roster Attendance ~ Program - Manage Users - User Profile (% Logout

Placement Roster

Filter Rows | 10 per page v
Age
[ Select - ] Action Child Number & Child Name * (S0 Agel Case Name Chsy/Bus Agency & Recert Date
Class/Bus 2 v 110 ACS 05/2025
[ Select o ] - XXXHEXXXK/XX XXXHXX, XXXX XXXXXX, XXXX
-
v 07 ACS 12m2a
£ XXXXXXXX/XX XXXXXX, XXXX XXXXXX, XXXX
-
ﬂ v 307 ACS 122024
po XXXXXXXK/XX XXXXXX, XXXX XXXXXX, XXXX
v 207 HRA
£ XXXKRXXX/ XX XXX, XXXX JOOKK, XXXX
-
ﬂ v S06 ACS
= XXXHEXKXXK/XX XXXHXX, XXXX XXXXXX, XXXX
-
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ENTERING ATTENDANCE

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

Home Placement Roster Attendance ~ Program ~ Manage Users & User Profile @ Logout

Daily Time Entry

Weekly Time Entry
Welcome XXXXXXX XXXXXXXXX
Monthly Attendance Submission

Monthly Attendance View nated Child Care Information System, CAPS Online

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

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

Examples: Time In Time Out Absence

a. For9:05am arrival —select 09:00 (9:00 AM) E | | | -

\ 09:00 (9:00 AM)
b. For9:10am arrival —select 09:15 (9:15 AM) 09:15 (9:15 AM) O
09:30 (9:30 AM) D

c. For4:22pm departure — select 16:30 (4:30 PM) 00:45 (3:45AM)
| 21:00 (9:00 PM) (]

d. For4:50pm departure — select 16:45 (4:45 PM) i
| 21:15 (9:15 PM) D
- 21:30 (9:30 PM) | ——

2145 (9:45PM) ~
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CAPS Online also runs in military time, which means the PM hours will appear in 24-hour
increments. For instance, 4:00pm will appear as 16:00. When entering PM hours, ensure
that you have scrolled down to the PM hours, as the AM hours will appear first.

ExampleS: Time In Time Out Absence
a. For2:05pm arrival - select 14:00 (2:00 PM) 110
04:00 (400 AM) @
b. For2:10pm arrival — select 14:15 (2:15 PM) | seasasam B

| 04:30 (4:30 AM)

04:45 (4:45 AM)

c. For4:05pm departure — select 16:00 (4:00 PM)

16:15 (415 PM)

d. For4:10pm departure —select 16:15 (4:15 PM) I 1630 430 PM)

16:45 (4:45 PM) §7

|
| 16:00 (400 Pv) (@
|

UNDERSTANDING THE LEGEND

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

Legend @ Absence W Closure i Not Entered ﬁ Attended g Not Enrolled Submitted

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

e Closure (Brown): A closure has been entered for that day (see Page 41 for
instructions for entering closures)

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

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

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

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

Clicking on Daily Time Entry in the Attendance drop-down menu takes you to the current day’s

table of all the children you care for. The Child Number, Child Name, and Contract/Voucher (C/V)
columns can be sorted in ascending or descending order.

Home Placement Roster Attendance ~ Program ~ Manage Users

& User Profile (% Logout

Daily Time Entry

Select Date *

Legend Absence Closure @ NotEntered [M Attended §3 Not Enrolled Submitted

Filter e
[Age ] SeiDa:( P Chikd Number ¢ Chikd Name ¢ Chsy/Bus Age Case Name: IC  CNG  SmrDate End Date Time In Time Out Absance

Select v
Level Of Care =
(et ) O @ 00000000XX X000 XXXX  FRST V20000 XXXX 5 ¥ v 1 [ O
Class/Bus
= ) O @ 00000000XX  XXXXX, XXXX ~ CLassa 128 ROOKI0TG 5 v e 1 [ O

Apply Filter | Reset Filter 3 OOOO00OUXX. XXX, XXXX 1 1103 XXXXX, XXXX 5 v 12414721 l:l l:l O

H XXXXXXXXIXX XXXXX, XXXX 1003 XXXXX, XXXX s v 04/03/23 l:l l:l [}

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

1. Selectthe Attendance drop-down and select Daily Time Entry.

Home Placement Roster Attendance ~ Program ~ Manage Users

& User Profile @ Logout

Weekly Time Entry

Welcome XXXXXXX XXXXXXXXX

Monthly Attendance Submission

Monthly Attendance View nated Child Care Information System, CAPS Online

2. The Daily Time Entry page will open for the current day. You may choose a different day by
using the arrows to move to the previous or following day or clicking on the field under
Select Date to choose a date from any of the previous six service months.

CAPS ONLINE Home Placement Roster Attendance ~ Program ~ Manage Users

& User Profile (% Logout

Daily Time Entry

I i Select Date * Legend Q Absence F Closure ﬁ Not Entered ﬁ Attended ﬁNotEnrolled Submitted

Filter

2ge Select Acti Chid Mumber & Child Name © Chss/Bus Age Casz Name L Ve Sarn Date End Date Time In Time Qut Absence
[ Select v ] [
Level Of Care
O & FIRST 1002 s v 1201722 O
[ v = ] B 0000000UXX OO, XXXX XXXXX, XXXX —1 1
Class/Bus
1 CLASS A 1208 s v 12114721
(setect <) O & X0000000XX X0, XXXX XXXXX, XXXX ] [ D
Reset Filter B 000000UXX  XXXXX, XXXX 1 1103 XXXXX, XXXX S v 12/14/21 ] ] O
B 0000000UXX  XXXXX, XXXX 1003 XXXXX, XXXX s v owowz ] [ ©O
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3. Entertimein 15-minute incrementsin the Time-In and Time-Out columns. (Note: Time-

in/time-outis recorded in military time.) If the child was absent, select the checkbox in the
Absence column.

Home Placement Roster Attendance ~ Program ~ Manage Users & User Profile (% Logout

Daily Time Entry

« Select Date * » Legend @ absence P Closure @ NotEntered [ Attended E3 Not Enrolled Submitted
Fiter Rows
_ Sel:lelcl et Child Number & Child Name * Chss/Bus Age Casz Name L CAN G Smrt Date End Date Time In Time Qut Absance
—Select v
Level Of Care
] B 0000000UXX  XXXXX, XXXX FIRST 1002 XXXXX, XXXX s e 12/01/22 O
Class/Bus
Seplytiiter | Resetiter B 00000000XX XK, XXX ! ook kxS v e k=] [F=] O
B 0000000UXX XXXXX, XXXX L 5 A I 214 O
02:15 (2:15 AM)
u] B 0000000UXX  XXXXX, XXXX XXX, XXX S v vz O

| 14:15 {2:15 PM) ]

4. Click Save at the bottom once you are finished. Click Save again in the pop-up that
appears. Once you’ve successfully saved, a green confirmation message will appear at the
top of the page, and the icons in the Action column will update from red calendar icons

(not entered) to either green calendar (attended) or purple face (absence) icons, depending
on what was entered.

2 User Profile (# Lo

*XXOOKXXIXX for service date 12/1/2025 time entry was created successfully X
#X00000X for service date 12/1/2025 time entry was created successfully.
*XO0000XUXX for service date 12/1/2025 time entry was created successfuly.
S XROXXXXX for service date 12/1/2025 time entry was created successfully.

Save Changes X
Daily Time Entry

Are you sure you would like to save your changes?

Cane

» Legend @ Absence M Closure @ NotEntered @ Attended £ MotEnrolled B Submitted

s Masom Cusvier Aoe  CamMame K NG sanOm s Cum

R s
oooou 00 M 0000 00 o
X X

A [
A B
(N]

ENTERING A SECOND TIME-IN/TIME-OUT IN DAILY TIME ENTRY

In cases where you need to enter a second time-in/time-out, (for example, if a child needs to

leave care during the day because they have a doctor’s appointment), follow the steps below to
access the individual Daily Time Entry page for that child.

1. Selectthe red calendaricon i in the Action column to view the details for a specific child.
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Home Placement Roster Attendance ~ Program ~ Manage Users

& User Profile (% Logout

Daily Time Entry

Level Of Care

Select Date *

12/01/2025

Class/Bus

O
O

Apply Filter | Reset Filter

Sekct

E XOOXXXXXIXX
]
]

Child Number ¢

XXX

XHXXXXXXIXX

XXXXXXXXIXX

»

Child Name

XXXXX, XXXX

XXXXX, XXXX
XXXXX, XXXX

XXXXX, XXXX

Legend @ sbsence [ Closure

Chss/Bus

FIRST

CLASS A

1

Age Case Name Lc CAéG StantDate End Date

1002 XXXXX, XXXX  § v 12101722

1208 XXX, XXXX § v 1214721
103 XXXXX, XXXX S v 1214721

1003 XXXXX, XXXX s v 04/03/23

1
1
1

1

Not Entered ﬁ Attended ﬁNotEnrolled Submitted

Rows | 10 éer éaéev

1
1
1

1

2. Enterthe second time-in/time-out in the appropriate fields. Enter time in 15-minute
increments. Select Save when you have finished entering time-in/time-out on this page.

Home Placement Roster Attendance ~ Program - Manage Users

Absence

O

O

]

O

& User Profile (% Logout

Daily Time Entry Form December 1, 2025

Child Number
XO000XIXX

Service Date
1270172025

1stTime In @

Child Name
X000, XXXX

Contractoucher

Voucher

15t Time Out @

Case Name
XXX, XXX

[O?:OO

) (o

2nd Time In - @ 2nd Time Out @

1:15]

O a- assence

01:15 {1:15 AM)

1315 (1:15 PM)

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

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

On the Daily Time Entry screen, you will see a column that says “Select,” to the left of the “Action”
column. The checkboxes in this column, when selected, can be used to copy and paste entered
time-in/time-out.

Home Placement Roster Attendance ~ Program ~ Manage Users

& User Profile (% Logout

Select Date *

12/02/2025

Daily Time Entry
«
Filter
Age
[ Select v ]

Level Of Care

[ Select v ]
Class/Bus
[ Select v ]

Apply Filter | Reset Filter
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Select

Action

| 3

| 3

Child Number ¢

20000

2OCO0COKIXX

2O0000CXIXX

»

Child Name %

KOOKXX, KXXX

O, XXXX

KOO, XXXX

000K, XXXX

Legend 3 Absence F Closure i Not Entered ﬁ Attended aNotEnrcIIed Submitted

Rows |10 EEI’ éaéev

Chss/Bus

FIRST

CLASS &

1

Age Case Name IC N SmrDate End Date
002 XXXXK, XXXX 5 v 1200122

1208 XXX, XXXX 5 v 12014421

103 000K, XXKX H v 12014021

003 X00KK, XK s v 04/03/23

Time In

oot
oot

Time Out

Absence

O

o o o

08.05.2026



To bulk copy/paste: Bulk Copy/Paste (All Visible Records) on Page 19

To copy/paste one row at a time: Individual Copy/Paste (Selected Records Only) on Page 21

BULK COPY/PASTE (ALL VISIBLE RECORDS)

The below steps will allow you to quickly save the same time-in/time-out value for all records on
the screen. Note: If you have more than 10 children enrolled - to perform this function fora
specific Age, Level of Care, or Class/Bus group, select one of the filter drop-downs on the left side
of the page, select a filter value, and click on Apply Filter. (To use the Class/Bus filter, you must
first enter and save Class/Bus values on the Placement Roster page. Please see Page 12 for more

information.)

Home Placement Roster Attendance - Program ~ Manage Users & User Profile (% Logout

Daily Time Entry

« Select Date * » Legend @ absence [ Closure @ NotEntered [l Attended {3 Not Enrolled Submitted
12/02/2025

Filter Action Chitd Number Chikd Name ¢ Chsy/Bus Age Case Name LGNS SarDate End Date Time In Time Out Absnce
Age
F XOO00OOUXXK KOOOK, XXX CLASSA 1208 OO0, XXXX 5 v 12/14/21 I:] l:l O
Level Of Care
Sl O seiccted /1 total

Select v
Class/Bus

CLASS A v

= . .
| Apply Filter || Reset Filter

1. To copyand paste the same time for all the records on the page (up to 50 records), enter the
time-in/time-out for the first child on the screen. Then click on the checkboxin the “Select”
column for that row. This will copy the time-in/time-out from that record — the row will be
highlighted, and you’ll see a confirmation message at the bottom of the screen that says
“Copyingis done.”

» Legend @ Absence W Closure §l NotEntered @B Attended {3 NotEnrolled @ Submitted
Rows [10per page ™
Chid darme CosBu:  Age  Combame & N D EdDm Tmein TmeOur  Abmnce
JOOKKK, XK FRST WO KK, KKK s v wovz m ]
YOOO000KKK XX, JOOOK cussa 1208 000K, 00X s v wwn o [ o i
YOOO000KXX XK, XXX 1 030000 XXXX 5 By wwn — — (=]
XOOOOOOXXX XK, XXKX BB %0000 XXX sV ovovn C1 O ©
0 & 000000 XK, XK T 0000, 00X s v wan 11 [ B
XOOOO000UXX  JOO0KX, XK NI 000K, YK s v 3 4 o
XO00000KX 000X, 000 RY 5500002000 g AP S R W
o [} XOOO0000UXX  JOOOKX, XXX AL 808 000K, OOKX s v s — ] ]
XOOO00OKUXX XXX, XXX 1205 000K, XXX s v wovzs — ] [
XOO0000KNK  XHXX, 0K 705 X0000K, X000C s v cous — —j @
« <
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2. To paste the copied time-in/time-out for all the records on the screen, click on the master
checkbox at the top of the column, immediately under the word “Select.” All the rows on the
page will now have the same time-in/time-out and appear highlighted, and you’ll receive a
confirmation message at the bottom of the screen that says, “Pastingis done”.

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

Home Placement Roster Attendance ~ Program ~ Manage Users & User Profile (% Logout

Daily Time Entry

Select Date * Legend @ Absence MM Closure §§ NotEntered [ Attended §E§ NotEnrolled @& Submitted
« > »
12/02/2025
Age vSeEﬂ’ 5: Child Number Chid Name Chsy/Bus Age Case Name w© wv Start Date. End Date Time | Time Out Absence
lect v v g! (e
Level Of Care 1 FIRST 002 s 2oV D
JOOOOOKNKIXK XXX, XXXX XXX, JOHXX AL
- : TR
Class/Bus D
K4 XO00000OUXX CLASS A 1208 s v 1 21
P - 5 XOOKX, XX JOOKX, XXX 1214
F XIOOOO0UXX  XIOOKX, XXX 1 1O 0000, XXX s v 2wz 70 (|
XHOOC0OUXX XK, XK W03 RO000K 0000 SR WA oo [ ] o
[ ] JO000000UXX  J0OKX, YOO 2700000000 S A VR e m}
B & JO00000KXX  XHXXXX, XXX T OO0KK 0K SV owmzs O
B 000000000C 0000 00K ULt s I S A Ao [z ] =
] XOO00000KXX 3000, X000 FuLL 88 000 00X SV e o
™ JOO0000CKXX  JOOKKX, XXX 205 XOOK X S v movs O
& XOOOO0OKKK XXX, XXX 708 XOX 0K 5 v oova [ ] = (m|

- |

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

Home Placement Ros Attendance ~ Program - Manage Users A& User Profile (# Logout

i * XOOOOOXXXIXX for service date 12/2/2025 time entry was created successfully, X
* X00000000XX for service date 12/2/2025 time entry was created successfully.
* XOOOOXXUXX for service date 12/2/2025 time entry was created successfully.
 XOOOO0OKXX for service date 12/2/2025 time entry was created successfully.
o XXXXXXXXIXX for service date 12/2/2025 time entry was created successfully.

| @ XXOOXXXXIXX for service date 12/2/2025 time entry was created successfully.

o XXXXXXXXIXX for service date 12/2/2025 time entry was created successfully.

@ XXOOXXXXIXX for service date 12/2/2025 time entry was created successfully.

| & XOOOOXXXIXX for service date 12/2/2025 time entry was created successfully.

| # XOOO0OOXIXX for service date 12/2/2025 time entry was created successfully.

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

Note: If you would like to change the default number of records visible on a page, please
refer to User Profile on Page 49.
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INDIVIDUAL COPY/PASTE (SELECTED RECORDS ONLY)

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

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

Note: The copied record does not have to be the first row on the screen. Whichever record is
selected and highlighted first will be copied.

Home Placement Roster Attendance - Program ~ Manage Users & User profile  (# Logout
Daily Time Entry
&« SEIeckDate™ » Legend 9 Absence P Closure ‘i Not Entered ﬁ Attended ﬁ Not Enrolled Submitted
12/02/2025
Filter rows [10 per pagev.
Age Seﬁt Action Child Number & Child Name © Chss/Bus Age Case Name Lc (S8 Start Date. End Date Time: | Time Out Absence
_Select v
Level Of Care o I - =
et T »iE - JOOO000UXX X0, XXXX FIRST 1002 XXX, XXXX s v vz O [
Class/Bus T R —
N N 3 1 o
ele v
Apply Filter | ResetFilter o ] JOOOOOONXK  JOOKK, XXX 1 103 Y0000, XXXX s v 1214721 1 1 O
a ] XOO0000OUXX XXX, XXXX 003 H0000( XXXX s v 04/03/23 I:l I:l O
O ] XOOOCOOKIXX  JOOKK, XXX T 000K, XXX 3 v RUE S :| :| (]
El JOOO0COKIXK — JOKNK, XXXX 7 000K, XXX s v o 1 1 o
L] XOO00000UXX 000K, 000¢ T 12X 200000000 s e 1 [ O
O =1 JOOOOONIXX XXX, XHXK FULL 808 00K, XXXX s v 09/19/23 |:] :| O
=1 XOO0000KMXX XK, XHXXX 1205 00K, XHXKK s v 09/01/25 :l :| [}
=1 JOOOO0OIXX X0, XHXX 705 000K, XXX s v v —J ]

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

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

& User Profile (% Logout

Daily Time Entry

« Select Date * » Legend @ absence P Closure { NotEntered [ Attended 4 Not Enrolled Submitted
—
Filter Rows |10 Eer Eaéev
Seﬁi Action Child Number & Child Name & Clss/Bus Age Casz Name L (@) Start Date: End Date Time Iy Time Out Absence
Select v
Level Of Care
cassssEEN o o =7 =] ©
Class/Bus
O ™ JOOOOOOUXX XXX, XXXX CLASS A 1208 XXX, XXXX s v 1211421 :I l:l O
ele v
Apply Filter I & XOO0000MKUXX XXX, YOO 1 1103 XOOK, 00K 5 v e O |
O @ 00000000 000X, X0 R 0000 00K SV owows 1 [ B©
l ™ OOCOTOIXK. XXX, XK 707 00K, 00K v RUE ] O I
o & XOO00CKXIXX XXX, XXXX 107 XOOKKX, XXXX s v 04/17/23 :’ :’ (]
") XOOO0OCKKXX  XXHKKK, XXKX FuLL RO 000K 00X S v 1wovz (m]
] JOO00000UXX X0, XXXX FuLL L] 00X 0K 5V e =]
XOO000KIXXK XK, XXXX 1208 XXXXK, XXXX S v 09/01/25 :| :| )
XXX XXXXX, XXXX 705 XXX, 0K s v oovz O

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

Save again.

. C—

Filter
Age Sekect Actn Chidd Number
Cr—
i
o
Class/Bus

- JOOOOOOAX

8
elect
30 T8 & 000000
o L JOOOOOOKXX

B 00000000XK

o XI0OU0KXX
@ 00000000XX
[ JOOOOO0KX
20000000UXX
X000

»

OO0, XXX

000K, XK

JOOOKK, XX

20000, XX

000K, XX

00K, XXX

000K, XXKX

20000K, X000

DO, XXX

Cusybes

FRST

1208 XOOOKX, XK
"o XXX, XXX
e JORHKKX, XXX
T 0000, 00K
nor OO0, X000
boch 200K, XXX
L] 00K, XK
1208 JO00CX, X000

705 KX, OO

Legend @ Absence P Closure @i MNotEntered @B Attended E§ Not Enrolled

& User Profile

i

G O SEIE O °E 0GR O G

Submitted

(» Logout

i

Ot

-
-
-
-

Abmnce

o o o

LEEECE O Bl

u ]

Save Changes

Are you sure you would like to save your changes?

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

22|
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Home Placement Roster Attendance ~ Program ~ Manage Users & User Profile (% Logout

* XOOOXXXXIXX for service date 12/2/2025 time entry was created successfully. X
 XO0000KXXX for service date 12/2/2025 time entry was created successfully.
* XO000000UXXfor service date 12/2/2025 time entry was created successfully.
* XOOOXXXXIXX for service date 12/2/2025 time entry was created successfully,
* XOOXXXXXIXX for service date 12/2/2025 time entry was created successfully.
* XHXXXXIXX for service date 12/2/2025 time entry was created successfully.

Daily Time Entry

Select Date * = = F

Legend 9 Absence F Closure [ NotEntered O Aftended ﬁNotEnrol!ed Submitted
« ”
10242025
Filter Raws 1DEerEa§eV

Sekct Child Number & Child Name © Chss/Bus Age Casa Name < CAN L Start Date End Date Time In Time Out Absance

[Select v] (W] i)

Level Of Care

O &  x0000000x¢  X000K, X0K Brey 002 KKK, XX I N eutz2 730 O

Class/Bus

D = CLASS A 1208 s v 1271421 [}
it oo i
)

Apply Filter | Reset Filter

XOOOOOKNK XXX, XHXX ! T3 XXKXX, XHKX 2 X galivz [z ] 730 O

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

WEEKLY TIME ENTRY

Weekly Time Entry allows you to enter attendance for one child for the entire week, with the option of
entering more than one time-in/time-out per day for the same child.

1. Selectthe Attendance drop-down and select Weekly Time Entry.

Home Placement Roster Attendance - Program -~ Manage Users & User Profile @ Logout

Daily Time Entry

Weekly Time
L = Welcome XXXXXXX XXXXXXXXX

Monthly Attendance Submission

Monthly Attendance View nated Child Care Information System, CAPS Online

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

Home Placement Roster Attendance * Program ~ Manage Users & User Profile @ Logout

Weekly Time Entry

Select a category to search by:

Case Information

3. Inthe drop-down menuthat appears to the right, choose the month for which you would like to
enter time-in/time-out, then click Search to view the child records for that month. Attendance
entry is available for the current service month, as well as the six prior service months.
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Home Placement Roster Attendance ~ Program - Manage Users & User Profile (# Logout

Weekly Time Entry

Select a category to search by: Soarchicriena

Case Information Attend Month
endance Mon

Attendance Month Select v

|| 0512026
04/2026
03/2026

02/2026

© 2009-2026The City of New York Sitenap  Responsibilities Version :04,29,2026

0172026
12/2025

1172025

4. You will see a table with all of the children in your care for that service month. If you care for more

than 10 children, you will be able to filter by Age, Level of Care, and/or Class/Bus, using the filters
on the left-hand side of the screen. (Note: To use the Class/Bus filter, you must first enter and
save Class/Bus values on the Placement Roster page. Please see Page 12 for more information.)

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

Home Placement Roster Attendance ~ Program ~ Manage Users & User Profile [+ Logout

Weekly Time Entry

Select a category to search by: Soapmens

Case Information
Attendance Month

Attendance Month 1242025 v

Filter

Rows |10 per page v
Age
[ Select = ] Action Chikd Number ¢ Chikd Name ¢ Clss/Bus Age Case Name Lc (8 Start Date End Date

Level of Care

[ Select v ]

£lass/Bus = XIOOOXKKNIXX OO, XHXXX SLASSA 1eee JOOKK, XXXX f ¥ T2

Select v
Apply Filte

=] XOOOOOXXIXX XOOKXX, XXXX EIRSTg oz XXXXX, XXXX s ¥, 21/22

JOOOKXKNIXX JOOKXX, XXXX il o3 JOOKXX, XXX 8 C etz

2O00OOOIXX OO0, XXXX 1003 XXXXX, XXXX B v 04/03/23

After selecting a child, the Weekly Time Entry screen will display for that one child. From
here, you may record time-in/time-out and absences. If you cannot complete it all at one
time, you may save your work at any time and return to complete it later.
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5. Enterthetime-in/time-out for each day in the first two boxes of each column. Time must be
entered using 15-minute increments in the system. (Note: time-in/time-outis recorded in
military time.)

Home Placement Roster Attendance ~ Program ~ Manage Users & User Profile [+ Logout

Weekly Child Time Entry

Case Information

Child Number Child Name Case Name Enroll Start Date Enroll End Date Service Month
XXX XXXXX, XXXX XXXXX, XXXX 0471772023 0173172026 12425
Select Dates * Legend @ absence [ Closure i Not Entered {3 Attended 3 Not Enrolled Submitted
« = »
/0142025
Time & sun 113072008 i Mon 120172028 i Tue 127202025 i wed 12732025 i Thu 12002025 i Fi 1252025 B st 16205
| wozoomny ]
ABSENCE [l assence [l assence [E) sesence [l assence [l assence ABSENCE
Select [ select [Dselect D select [ select [ select Select

neset

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

Home Placement Roster Attendance ~ Program ~ Manage Users

A& User Profile (% Logout

Weekly Child Time Entry

Case Information
Child Number Child Name Case Name Enroll Start Date

XXXXXXXXIXX XXXXX, XXXX XXXXX, XXXX 0471772023

Select Dates *

Time £ sun 1100028 i Mon 12/1/2025 i Tue 127272025 i wed 12732025
15t Time Out 1730
2nd Time In \:l
2nd Time Out 1
ABSENCE [ aesence [ assence [ sesence
Select Clselect Csetect Ol select

Reset

7. After entering all times or recording absences, scroll to
the bottom of the page and select Save.

8. Select Save inthe confirmation popup that appears.

25|

Enroll End Date
0173172026

8 Thu 12472025

200
| 02:00 (2:00 AM)
| 14:00 {2:00 PM)

[l assence
[ select

i Fitzszs

UL

[ assence
[ select

Service Month

12425

Legend OAbsence F Closure ﬁ Not Entered ﬁ Attended E Not Enrolled Submitted

B st 1262025

ABSENCE
Select

Save Changes

Are you sure you would like to save your changes?
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COPY/PASTE TIME-IN AND TIME-OUT IN WEEKLY TIME ENTRY

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

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

Home Placement Roster Aftendance ~ Program ~ Manage Users & User Profile  (# Logout

Weekly Child Time Entry

Case Information

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

XXXXXXXXIXX XXXXX, XXXX XXXXX, XXXX 041712023 0173112026 12425

Select Dates *

Legend eAbsence Fclosure ﬁNotEntered ﬁAttended ﬁ Not Enrolled Submitted
« g

Time 3 sun 12777025 @ Mon 1282025 W Tue 127972025 W wed 1211072025 & Thu 127112025 i Fi2zms B st 1zimms
15t Time In 1345

[
15t Time Out N [
2nd Time In [:I [

2nd Time Out

| | | |
| | | |
| | | |
| | | | | | [ |

ABSENCE [ sesence [ assence I assence [ assence [0 sesence
Oselect D setect [ select D select

ABSENCE

Select Select

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

immediately be pasted, and a message will appear at the bottom of the screen that says,
“Pastingis done.”

Home Placement Roster Attendance ~ Program ~ Manage Users A& User Profile (% Logout

Weekly Child Time Entry
Case Information

Child Number Child Name Case Name Enroll Start Date Enroll End Date Service Month
XXOXXXXXXIXX XXXXX, XXXX XXXXX, XXXX 0471772023 0173172026 12125

Select Dates *

Legend @ pbsence M cClosure iNotEntered ﬁAttended £ NotEnrolled & Submitted
= 2

Time & sun 127772025 @ Mon 12872025 & Tue 120972025 8 wed 1210/2025 8 Thu 12112025 @ Fi2nzns 8 st 1213202
ABSENCE [ agsence Olassence [ agsence [J aBsence [ sBsEnCE ABSENCE
Select [ select & setect| ct | |Esetect | "vM Select ST

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

Save Changes

Are you sure you would like to save your changes?

8 |

4. Agreen confirmation message will appear at the top of the page for each day that attendance
was entered and saved successfully. You can now move on to the next week or go back to
Weekly Time Entry and start with another child’s attendance.

Home Placement Roster Attendance ~ Program ~ Manage Users & User Profile (% Logout

* XOOOXXXXXIXX for service date 12/8/2025 time entry was created successfully.
* X000000OUXX for service date 12/9/2025 time entry was created successfully,
* XO000000UXX for service date 12/10/2025 time entry was created successfully.
» XXO000XX/XX for service date 12/11/2025 time entry was created successfully.
* XOOXXXXXIXX for service date 12/12/2025 time entry was created successfully.

NOTE: RESET, EDIT, OR DELETE ENTRIES

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

Home Placement Roster Attendance ~ Program - Manage Users & User Profile [+ Logout

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

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

Page 32).

MONTHLY ATTENDANCE SUBMISSION

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

Home Placement Roster Attendance + Program ~ Manage Users & User Profile @ Logout

Daily Time Entry

me Entry

Welcome XXXXXXX XXXXXXXXX

Attendance Submission

hly Attendance View nated Child Care Information System, CAPS Online
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If you care for more than 10 children, you can use the filters on the left side of the screen to filter
by status, service month, and class/bus. You can also select the Rows drop-down on the right
side of the screen to display up to 50 child records per page. Click on any column header that has
up/down arrows to sort the data in ascending or descending order. The pencilicon in the Action
column allows you to see the status of that child’s attendance (attended, absent, not entered,
closures, etc.) for each day of the service month.

Home Placement Roster Attendance ~ Program ~ Manage Users

& UserProfile [+ Logout

Monthly Attendance Submission

Current Service Month : November

Others
Prior Months Completed Records : 1 Non Submittable Records : 0

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

Filter
Status
= )

Action Child Name

XXXXX,XXXX

Service Month
== 3
Chss/Bus

Select v
heset Fier B 000 XXX

Child Number & /C

HROOOOOUXX 5
00O, XXX XXX 5

ROOOOOONUXX 5

Incomplete Records : 11 Completed Records: 1 Submitted Records : 5

Start Date End Date Max Num CALL Max Att
OPD  OPD Days  Days
0s/28/20e4 o o v 21 19
12A14/2021 0 [} v 21
04/03/203 o o W 23 21

Max
Wis

WisAtt Wiy
Fee

)

o

3

FTDays Senice

3

o]

Month

11/20e5

11205

10/2024

To view an overview of the monthly attendance for a specific child, select the ﬂ
icon in the Action column. The Child Monthly Summary pop-up (pictured below) will display the

entire month’s activity for that one child.

Child Monthly Surnmary

X

Child Number : XOOO0000UXX Child Mame : X000, X00KK
November 2025
Sun Mon Tue Wed Thu Fri Sat
1
2 3 B 5 = 7 8|
G| G| G| ©f =
E 105 11 12 13 1 15
|G| & |d |-
14 17 18] 19 20 21 22
® | &G|d|d
23] 24 25| 26 27 28] 29
G| & | & | &
308

é No. of Absences : 2

F No. of Closures : 0

&l No. of Days Attended : 14
No. of Days Not Entered : 4 |

Total Days Entered : 16

[ore [0 perpage v

Com pleted /2006

Inom plete

Completed DE/2026
pencil

In the example above, time-in/time-out attendance has been entered for this child for fourteen days
(November 3-5, 11-13, 18-21, 24-26, and 28). The child was absent for two days (November 6 and 17),
and attendance still needs to be entered for the remaining days of the month, as shown by the red
icons.

28 |
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TYPES OF RECORDS IN MONTHLY ATTENDANCE SUBMISSION

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

Action ChildMame ChidNumber® JC  StartDate End Date Max Num CA D Max Att Max WisAtt Wkly FT Days Service | sttus~ | Recert

OoPD  OFD Days  Days  Wis Fee Morth Date
H 8l
OO0 2OKX OCOOCOOUXX 5 osfeg/e0ed o o v 21 19 4 1] 0 3 11/20e5 | Completed ‘ 04/2026
XXX, JOOKK XOOOO00OUXX 5 1241472021 0 0 Vo2 4 0 117205 ‘ Incam plete ‘
B 000000 JOCO000UXX 5 04/0320e3 ] ] Voo 2 4 4 3 0 /2 | Complred | CBV20CS
(/] IOV, XK 30000000UXK 5 114307203 o 0 Vo2 4 0 1172005 ‘ Inoom plete | 05/2006

A summary of the status of your attendance records is also shown at the top of the Monthly
Attendance Submission page. The Current Service Month is the most recent service month that
can be submitted for payment processing on the Monthly Attendance Submission page.

Home Placement Roster Attendance » Program ~ Manage Users & User Profile (% Logout

Monthly Attendance Subrmission

Current Service Month : Novernber
Incomplete Records : 11 Completed Records : 1 Submitted Records : 5
Others
Prior Months Completed Records : 1 Non Submittable Records : 0

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

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

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

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

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

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

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

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

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

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

o Closure modifications.

If any of your records display in “non-submittable” status, please try to submit again on the next
business day for processing. (Note: On the Monthly Attendance Submission page, thereis a

reminder in a yellow box about non-submittable records; this is just a reminder, not an error.)

SUBMITTING MONTHLY ATTENDANCE

Before submitting your attendance, refer to the “Status” column to ensure all attendance records
for the month are listed as “Completed”. If you have any problems with your records not showing

as completed, please visit the CAPS Online Help Center for guidance: Why is my attendance
showing as “incomplete” in Monthly Attendance Submission?

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

1. Atthe bottom of the page, read the certification message below the roster and if you
agree, select the checkbox, and click the Submit button to submit your records for
processing.

Note: Clicking the “Submit” button will submit all Completed and Prior Months
Completed records, regardless of any active filters.
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Monthly Attendance Submission

Current Service Month : November
Wcomplete Records : 11 | Compieted Records : 1| Submitted Records :5
Others
I Prior Months Completed Records : 1] Non Submittable Records : 0

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

Action Chid Name ChidNumber © /C  StartDate End Date Max Num CV . Max At Max WisAtt Wiy
o oPD Das  Day  Wis fee

Senvice Morth

Select v 000K, XX XOOOOCKXNUXX 5 05/28/2024 0 0 v 21 19 4 (]
a 20000, XXX XOO00XXIXK 5 12/14/2021 0 0 v 21 4
B 0000 00X J0000000UXX S 04032003 0 o v 2 2 4 4
a 200K, XXXX XO0OXKXXK/XX 5 117307203 0 0 v 21 4
B 000X XXX X000000UXX 5 04/17/2023 0 o v o220 4
a JOOOK, XHKX  XOOOOONIXK 5 12/01/202 0 [ v o2 a
B 000X 0KX  X000000UXX 5 (8197w L g O E) &
a OO0, XXX XOOO0000UXX 5 09/01/2025 0 o v a
a JOO0KK, XXXX  JOO00000UXX 5 09/01/2024 0 o v oo a
a JOO0KX, XXX J0000000UXX § O7/01/2024 0 ) v oo 4

lcertify info (EAR) Ecomect

por
Iunderstand that the EAF for this period must be completed and submitted for continued payment.
13ls50 certify that as an eligible provider, | comply with the NYS Codes, Rules and Regulations, Title 18 NYCRR 415,12,

IR hildcare/r -Child-Care-Services. pdf]

[}

0

3

FDays Senie
Moreh

112025

1205

V02

1205

11205

1205

11205

112025

11205

112025

fows [10 per page v

Satus~

Com plsted

Incom plete

Com plated

Incom piete

Incom plete

Incom piete

Recert
Date

0472026

082006

082026

052026

0572026

0772026

BR026

0372026

2. Apop-up message will ask “Are you sure you would like to submit these completed attendance
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records?” Select Submit again.
Submit

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

(]

m

A confirmation message will appear at the top of the page letting you know your attendance
records were submitted successfully. The status of the records will also change to “Submitted,”

and the information at the top of the page will change to reflect the records that were just

submitted.

ance ~ Program ~ Manage Users

I = Attendance submitted successfully I

Aonthly Attendance Subrmission

Current Service Month : Novernber

Incomplete Records : 11 Completed Records : 0 || Submitted Records : 6

& User Profile

[ Logou
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NOTE: EDITING ALREADY-SUBMITTED ATTENDANCE

Once records are marked “Submitted” for a given month, they must be processed for payment by
ACS before they can be edited. Payment processing usually takes approximately 7 business days.
After payment has been processed, you can adjust previously submitted records by editing them
in Daily Time Entry or Weekly Time Entry and re-submitting them in Monthly Attendance
Submission for payment processing.

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

Time i sun 12/1/2024

84 Mon 12/2/2024 8 Tue 12/3/2024 18 Wed 12/4/2024 hu 12/5/2024 i 7ri 12/6/2024 B
20d Time Ot ] ] 1 L1 I
ABSENCE [ assence [J Assence [Jaesence [J assence [J Aesence
Seled [0 select [ select [ select [0 select [ select

Select

If, however, the attendance records look like the attendance below, with grey boxes and bolded
times, this means that the attendance has been submitted but is not yet processed. If it has been
more than 7 days since submission and the attendance boxes still appear in grey, please contact
CAPS Online Support (call 212-835-7610, select a language, and then press * or email
capsonline@earlychildhoodny.org).

Time i3 Sun 4/6/2025 & Mon 4/7/2025 Tue 4/8/2025 & Wed 4/9/2025 Thu 4/10/2025 i Frias/2028 3 Set4/12/2025
st Time In 08:00 08:00 08:00 08:00 08:00
1st Time Out 18:00 18:00 18:00 18:00 18:00
2nd Time In
2nd Time Out
ABSENCE ABSENCE ABSENCE ABSENCE ABSENCE ABSENCE ABSENCE
Select Select Select Select Select Select Select

MONTHLY ATTENDANCE VIEW

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

Please note: The Monthly Attendance View page is for reviewing records only and cannot be used
to submit attendance. To submit attendance records for payment, please use the Monthly
Attendance Submission page (refer to Monthly Attendance Submission on page 27).
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The steps below explain how to access and review records from the past six service months (not
including the service month currently in progress). If you have open retroactive records that you

would like to review, please refer to Reviewing Retroactive Attendance Records in Monthly
Attendance View on page 37.

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

Home Placement Roster lAttendance ~ || Program ~ Manage Users & User Profile ® Logout

Welcome XXXXXXX XXXXXXXXX

nated Child Care Information System, CAPS Online

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

4.

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

Home Placement Roster Attendance + Program = Manage Users & User Profile & Logout

Monthly Attendance View

Select a category to search by:

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

Home Placement Roster Attendance ~ Program ~ Manage Users & User Profile (% Logout

Monthly Attendance View

Select a category to search by:
2o ¥ Search Criteria
Case Infarmation
Attendance Month

nce Month Select v

© 2009-2026The City of New York  Sitemap  Responsibilities

Wersion :04.29.2026

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

Home Placement Roster Attendance - Program ~ Manage Users & User Profile (# Logout

Monthly Attendance View

Current Service Month : Decemnber
incomplete Records : 17 Completed Records : 0 Submitted Records : 0
Others
Non Submittable Records : 0
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5. Ifyouwould like to view records with a specific status (Incomplete, Complete, Submitted, or
Non-Submittable) or for only one Class/Bus group, use one of the filters on the left. Click on
the filter you’d like to use, select one of the options from the drop-down menu that appears,
then click on the Apply Filter button.

Fter o [ perpagev]
Status
o - Action ChidName:  ChidNumber: ChsyBus  UC SmrDate:  EndDate:  Max  Num G0 Max At Max  WisAw Wiy FDays Sevie Smus
orPD QoPD Days Days Wis Fee Month
Iy 1
\_1 ] JOOOK YOO 300K FIRST s iz onARRE O o v o2 5 0 122005 Incom plete
Incom plete
Com pleted /] 20000 XXX XOOOOOOKXX CLASSA s 12A14/20e1 o 0 v 23 g 0 12/20e5 Incom plete
Submtiad JOORKX, XXX XCDOOKUXK 1 s 12f140201 0 0 v 23 5 0 12/2005  Incom plete
|| NonSubm ttable
N — KKK, XXX XKXXOOOOUXK. S 04032003 0 0 v 23 5 0 12/2005  Incom plate
Fter e (]
Satus
| g - R ChikiName:  ChidNumber: € SmrtDate: EndDate:  Max  Num  CAV: Max At Max  WisAt Wiy FiDays Sewvie  Smts Recert
| i IR ;. | oPD  OPD Days  Days  Miks Fee Mornth Date
Chss/Bus
== <) B 0000000 300000000 3 12/t 0 o v 23 5 o 122005 Incom pite 05/2006
[ =
- J JOOOX, XK 30000000UXK 5 121472001 0 o v oo23 5 o 12/2025  Inoom plete
Y00, 0K XXOOO00KXX 5 12/14/2021 o o v 23 5 o 122005 Incom pite
JOCO, 00K XXOOO00OUXX 5 04/03/2003 0 0 v 23 5 o 122005 Incom plete 05/2006

6. Toview a summary of the attendance for a specific child, click on the pencilicon 4 in the
Action column next to the attendance record.

Filter fons [10 per page v
Status
Action Child Name ChidNumber: € StartDate End Date Max Num GV Max At Max  WisAtt Wky  FTDays Servioe Status Recert
oD OPD Days  Days  Wis fee Morth Date
Class/Bus - -
-] w\ IO, 00K XO000000UXX 5 12/01/2002 [ 0 v o2 5 0 12/2025  Inoom plete 05/2026
| S
B 0000 00K X000000UXX | 121472021 0 0 v o2 5 0 12/2005  Incom plete
A 000000 X0CO0000UXXK 3 12/1472021 o o W 23 5 o 12/2005  Incom plete
@ 000K X0 XXXO00IXX 3 04/03/2003 0 0 U 5 0 12/2025  Incom plete o826
Child Monthly Summary X

7. A Child Monthly Summary will appear on the screen,

Child Number :XCO00000UXX Child Mame 1 X000, XXX

showing you the attendance status of each day of the month December 2025

for this child. If you have any red calendar days (as marked to e L S
the right), you will need to enter attendance for those days to AR E IR K.
complete the record and submit it for payment processing on | & ala’ ﬁ”l 71“ 1
the Monthly Attendance Submission page. (Note: You must go M1a"lalelaal ™
to the Monthly Attendance Submission page to submit any T ol & a1 a” a’1 7
records for payment processing. Attendance cannot be 28"] alada”

submitted from the Monthly Attendance View page.) ® Mo, of Absences 12

¥ No. of Closures: 0
G _No. of Days Attended: 19
i. No. of Days Not Entered : 2 |

Total Days Entered : 21
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ENTERING ATTENDANCE RETROACTIVELY

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

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

2. Once ACS VPU verifies the Fair Hearing
Documentation and/or ACS action, your past
attendance will be opened for editing, and you | € 2lewedforRetro Time Entry

Child Num ber ChildName CaszMame Tito Start Date  Tito EndDate  EffectiveDate RC
will see those records listed on the CAPS
Online homepage under “Cases Allowed for
Retro Time Entry”.

JOOBOOOKKAOCX0000K, J000K 00000000, TWINEsE 2l 2a g Quisa s RE

OOO000OKUXX XL 200K 20000, XX 01/01/25 12431025 01/09/26 RE

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

3. Toaccesstherecords for editing, select Weekly Time Entry from the Attendance drop-down.

Home Placement Roster Attendance ~ Program ~ Manage Users & User Profile @ Logout

Daily Time Entry

Weekly Time Entry

Monthly Attendance Submission

Welcome XXXXXXX XXXXXXXXX

Monthly Attendance View nated Child Care Information System, CAPS Online

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

Home Placement Roster Attendance » Program ~ Manage Users & UserProfile  (# Logout

Weekly Time Entry

Select a category to search by: Search Criteri
- A earch Criteria

‘ Case Information \‘ Case Numbe
B | 392 Num ber
Attendance Month
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5. Entertime-in/time-out for the child record you selected and click Save at the bottom of your
screen. After saving attendance for the week, click on the double arrows to move to the
following week. Repeat this process for all weeks/months that have been opened for retro time
entry.

Program ~ Manage Users & UserProfile [+ Logout

Weekly Child Time Entry

Case Information
Chikd Num ber ChikdName: CaszName Enroll Start Date Enroll End Date

HOOHKHKHKIXK. 00X, 200K 000K, JOKX 0141672025 0173042026

Select Dates *

«

Legend @ absence [ Closure [ NotEntered [ Attended §§ NotEnrolled [ Submitted

Tine B sun32/2005 @ Mon¥320s G Toe 3412005 & Wed 37572025 & Thu y6/2005 B Friz7/20s B sreems
1atTinein [ ] |z |-
| ] | [z—
o — — — — —
2niTineoun [ ] I ] [ | | 1
ABSENCE [ assence Dagsence [lassence [ aesence [Jassence ABSENCE
Skt [ sekect Osekct [sekect [ sekect D sekect Selct

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

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

Payment processing takes approximately 7 business days.

Monthly Attendance Submission

Current Service Month : Novernber
Incomplete Records : 11 Completed Records : 1 Submitted Records : 5
Others

Prior Months Completed Records : 1 Non Submittable Records : 8

if any of your records display In "non-subittable” status please try to submit again on the next business day
&
iiter #ows [10 per page v
stans
Action ChidName ChidNumber© X SanDaw:  EndDate Max  Num GO Max  Am Mar WisAmt Wiy FTDays Semke  Sumss Racart
o0 o O Own Wi fon Mo Dune
Sarve Morth
B 00000000 JOO0O000UKX 5 0/28/2004 6 0 vV 2 19 4 0 0 3  1ZRS Compud 04206
@ 0000CX0X  X00CO000UXX S 12/14/2008 o o v 2 . 0 1RRS  ioapse
[ B 0000000 J000000CKK S B4XZ3 O 0 YV oz 2 4 4 3 0 yymm Compumd W]
B 0000 X0 30000000UXK S 1730z o o v 2 4 o 12RS  mmepes  0BR0S
B X000 00X X000000UXX 5 041772003 o o v . o 12RS  Inoape
B X000 X0 0000000 S 12/01/2022 o o v 2 . ) NRRS  omphwm 05206
R i —————rr o o v 2 N o 1R  voapkm 05206
B 0000 )00 XOO0000UXK S 9/01/2Ces o o v 2 . o HRRS ompksm 0206
@ X000 000 X00000OUXK S 09/0I/Zs o o v « 6 NRRS  ompks 0206
B 0000CX0X  XI00000KXK S  OT/01/2e o o v = . 0 MRS epks 03206

r continued payment.

that 35 an eligible provider, | comply with the NYS ¢ d Regulations, Title 18 NYCRR 415.12.
roarams/childe 415-Child-C an
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REVIEWING RETROACTIVE ATTENDANCE RECORDS IN MONTHLY ATTENDANCE VIEW

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

Please note: The Monthly Attendance View page is for reviewing records only and cannot be used
to submit attendance. To submit attendance records for payment, please use the Monthly
Attendance Submission page (refer to Monthly Attendance Submission on page 27 for detailed
instructions).

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

= o
Home Placement Roster i{Ahendame v t‘ongram ~ Manage Users & User Profile @ Logout
2

Daily Time Entry

Weekly Time Entry

Welcome XXXXXXX XXXXXXXXX

Monthly Attendance Submission

| Mo MGIGE VIEW:. rated Child Care Information System, CAPS Online

2. The Monthly Attendance View page will appear on the screen, and two categories will be
available to search by — Case Information and Attendance Month. Select Case Information.

Home Placement Roster Attendance - Program ~ Manage Users & User Profile  (# Logout

Monthly Attendance View

Select a category to search by:

Case Information

Attendance Month

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

Home Placement Roster Attendance ~ Program ~ Manage Users & User Profile (% Logout

Monthly Attendance View

Select a category to search by: Search Criteria

Case Information

Case Num ber
Attendance Month | Select v

12345678 XX, XXXX

| 98765432 JOOOKX, XXXX

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

determine whether the record has been completed. If you click on the pencilicon inthe
Action column, you will be able to view the retroactive record’s Child Monthly Summary,
which displays the attendance status of each day of the month for this child, including any
incomplete days. (Note: You must go to the Monthly Attendance Submission page to submit
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any completed records for payment processing. Attendance cannot be submitted from the
Monthly Attendance View page.)

Monthly Attendance View

Select a category to search by: Search Criteria

Casz Num ber

Attendance Month [12345678 HHOOKX, XXXX

Filter
% Action ChidName:  ChidNumber: /C SartDate:  EndDate:  Max  Num  CA/: Max At
oD OFD Days  Days
v 0K, XOOK  XOOVOOKIXX > 0141672025 0 0 v o2
a JOOKX, XK XHOO0OUXK 2 O1/16/2025 0 0 v o2 20
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WisAtt Wiy
fee

0

tos [0 perpoge ]

FDays Senie  Smts Recert
Month Date
057225 0172006

0 04/2005  Complated 0172006

Child Monthly Summary X

Child Number : Xo000000UXX
Child Name : XXXXX, XXXX

May 2025
Sun | Mon Tue Wed | Thu Fri Sat
uT mZ E
4 HS ﬁﬁ a? eS ﬁg 1
1 .12 ﬁ‘l} ﬁ14 ﬁ15 ﬁ16 17
18] 19 EZO nZW e22 -23 24
25| HZG uZT .28 n29 m30 31

5 No. of Absences : 2

F No. of Closures : 0

& No. of Days Attended : 17
. No. of Days Not Entered : 3
Total Days Entered : 19
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PROGRAM INFORMATION

The Program drop-down has two options: Program Profile and Closures. The Program Profile
option allows you to view and edit information about your program. The Closures option allows
you to enter business closures for specific days that you know your program will not be providing
care.

PROGRAM PROFILE

1. Select the Program drop-down.
2. Select Program Profile.

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

Home Placement Roster Sers & User Profile  (# Logout
Program Profile 1 iclosires
Program Details
Program Num ber Contractor Num ber Name Madel Trpe Program Type Contract Type: RA
200000 OO HXK KKK X XX XX
Mum ber Strest Boro City State Zip
XXX HOCOOX KKK XX KHXRXX XX HKXRXX
Director Details
Contact Details ©
Emergency Contact [}
jion and L ©
Level of Care ©
License o
Location And Public Transportation (4]
Days, Session and Hours Of Operation [}

IMPORTANT: CAPS Onlinz is not the system of record for lioensed child care program s and registered child care providers. You MUST continue to update this i L your oznsing/registraty as required by reguiation.

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

HOURS OF OPERATION

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

Home Placement Roster Attendance ~ Program v Manage Users & UserProfile @ Logout
[ oo}
e

Closures

Yelcome XOO00000C XXX

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

License

Location And Public Transportation

f il
U‘ Days, Session and Hours Of Operation ;‘
B o

IMPORTANT: CAPS Onlin & not the system of record for lioznsad child Gre program s and registered child e providers. You MUST continue to update this i ion with your lioznsing/ registrat as required by regulation.

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

Days, Session and Hours Of Operation [+]
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Open e Open e Open e Open e Open 9 Open e Open e
) = [ ) | ) | ] | ) | )
Closs 9 Legl (AEDALY, Close 9 Close 9 Close e Close 9 Close e

] e Y e [ s Y s [

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

4. Below that, enter the time you close in the Close box. In this example, the close time is 6:30
pm. Type 6:30, and then select 18:30 (6:30 PM) from the drop-down menu. (Please note: CAPS
Online runs in military time, so be sure to select the PM hours, which populate under the AM

times.)
Days, Session and Hours Of Operation (1]
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Open @ Open @ Open @ Open @ Open @ Open @ Open @
[ I G ) | J | ) | ) | ]
Close 9 Close 9 Close 9 Close e Close 9 Close 9 Close 9

e [ ) | J | J | J | ]

06:30 (6:30 AM)

Proegrams and providers 18:30 (6:30 PM) v the oversight agency for their license (NYC DOHMH or NYS OCFS), registration (NYS OCFS) or enrollment (NYS
OCFS/WHEDco) of any STENDIIININNINof operation.
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5. Repeat steps 3 and 4 tofill in the rest of the week for your operating hours.

Days, Session and Hours Of Operation (]
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Open (] Open [2] Open (] Open [2] Open (] Open [~} Open (]
[ ] [ 07:00 ] [ Q7:00 ] [ 07:00 ] [ 07:00 ] [ Q7:00 ] [ ]
Close o Close 9 Close o Close 9 Close 9 Close 9 Close 9

C =0 =] =] =0

Programs and providers must separately notify the oversight agency for their license (NYC DOHMH or NYS OCFS). registration (NYS OCFS) or enroliment (NYS
QCFSAWHEDce) of any changes in their hours of operation.

6. Whenyou are done entering open and close times for each day of the week that your program
isopen, clickonthe check box next to the paragraph that reads “I certify that the updated
hours of operation are correct and are consistent with the hours of operation provided to the
oversight agency for my license (NYC DOHMH or NYS OCFS), registration (NYS OCFS) or
enrollment (NYS OCFS/WHEDco0),” and click Save.

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Open @ Open @ Open @ Open @ Open @ Open @ Open @
[ ] [ Qor:00 ] [ Qo7:00 ] [ 07:00 ] [07:00 ] [ 0o7:00 ] [ ]
Coe @ Coe @ Coe @ Ch= @ Ch= @ Chs= @ Ch= @

1 N e 1 e ] e ] - ) )

Progmms and providers must ssparately notify the oversight agency for their lizense (NYC DOHMH or NYS CCFS), registation (NYS OCFS) or enraliment (NYS OCFS/WHEDCo) of any changes in their hours of opertion

P

1 certify that the updated hours of operation are correct and are consistent with the hours of operation provided to the oversight agency for my license (NYC DOHMH or NYS OCFS), registration (NYS OCFS) or enroliment (NYS |
OCFS/WHEDCo). |

IMPORTANT: CAPS Online is not the system of record for lizensed child care progmms and registered child care prowiders. You MUST continue to update this ion with your lizensi istration agency as required by regubtion

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

Home Placement Roster Attendance ~ Program ~ Manage Users & UserProfile  (# Logout

* Information has been updated for the program: X000 X

CLOSURES

If your program is closed on specific days, you must enter this information in CAPS Online as a
closure. Center-based programs will now enter closures in CAPS Online. These closures mark
days that you are unavailable to provide care as “closed” in CAPS Online, making the day
unavailable to enter time-in/time-out attendance. Please be aware that center-based programs
will receive payment from ACS for up to twenty (20) closures each NYS Fiscal Year, from April 1 —
March 31 (Please see page 43 for more details). (Note: you cannot add closures in service months
in which attendance has already been submitted.)
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Note: ACS will no longer request a list of program closures to be emailed to them. Programs are
now responsible for entering your own closures and ensuring that they are entered correctly.

ENTERING CLOSURES

1. Select Closures from the Program drop-down.

ance rogr: Manage & User Profile

Program Profile

Welcome X000

2. Select Add Closure.

& User Profile [# Logou

Closures
Filter .
Add Cl {3
Calendar view
Rows | 20 per page Vl

Select v

Closure Year Action Start Date End Date Days o/C Eligible Comments
for

3. Select the Closure Date field. A calendar will drop down. Select the date of your program
closure from the calendar. (Note: if you have a closure that lasts multiple days, you will need
to enter each day as a separate closure.)

Closure Info - Add Closure

Closure Information

Program Number Closure Date * Eligible for Payment *

XXXXXXX 05/26/2029) [ Y - Yes v |

Comments m ©
n
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4. Inthe Eligible for Payment field, you must indicate whether this closure qualifies as a paid
closure according to OCFS’s guidelines, up to 20 eligible closures.

Home PlacementRoster Attendance ¥ Program v Manage Users & User Profile [ Logout

Closure Info - Add Closure

Closure Information

Program Number Closure Date * Eligible for Payment *
XXXXXXX [ 05/26/2025 ] Y - Yes v
Select
Y - Yes
R EET o
N - No

Please see Closure Payment Policy for more detailed information about paid vs. unpaid
program closures.

5. Clickon Comments and then the Closure Description field to add a description for the
closure.

6. Select Add at the bottom to save the closure.
(Note: any changes made to closures will cause all records to be labeled as “non-
submittable” for one business day while the changes take effect in the system.)

Closure Info - Add Closure

Closure Information

Program Number Closure Date * Eligible for Payment *
XXXXXXX [ 05262025 ) (v v ]
Comments ()

Closure Description

[ Memorial Day ]

-] -]

7. Onceyou add the closure, you will receive a green confirmation message at the top of the
screen confirming that the closure has been added, and you will see the new closure listed on

the closure table.
Home PlacementRoster Attendance ~ Program v Manage Users

I ® The closure record was created successfully for # XXXXXXX with the start date(5/26/2025)l X
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MODIFYING CLOSURES

If you make a mistake when entering a closure or need to change closure information after you
have entered it in CAPS Online, you can edit or delete the closure. (Note: you cannot edit or delete
closures in service months in which attendance has already been submitted.)

44|

If you need to edit an already entered closure, click on the brown pencilicon in the Action
column to edit the closure.

Action Start Date End Date Days 0/C Eligible for Comments
Payment
:‘1}" nﬁ [} 01/01/2025 01/01/2025 1 c Y NEW YEAR'S DAY
(/] 01/20/2025 01/20/2025 1 (& Y MLK DAY

When you click on this icon, the Closure Info - Edit page will appear, and you can make any
changes necessary to your saved closures. Make sure to click save so that your closure
changes are saved, and you will receive a green confirmation message at the top of the screen
that the edits were saved successfully.

(Note: any changes made to closures will cause all records to be labeled as “non-

submittable” for one business day while the changes take effect in the system.)

Home Placement Roster Attendance ¥ Program ¥ Manage Users & User Profile (% Logout

Closure Info - Edit

Closure Information

Program Number Closure Date * Eligible for Payment *
XXXXXXX 01/0172025 (v-ves v
Comments (V]

‘ Reser

If you need to remove a closure, click on the black trash canicon in the Action column next to
the closure.

Action Start Date End Date Days o/C Eligible for Comments
Payment
Bﬁi ?%3 01/01/2025 01/01/2025 1 ¢ ¥ NEW YEAR'S DAY
(/] 'i TrrTorTe 01/20/2025 1 € Y MLK DAY
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Once you click on thaticon, the Delete Closure page will appear, and you can click “delete” at
the bottom of the screen, click delete on the pop-up that appears, and you will receive a green
confirmation message that the closure was deleted successfully. This will remove the closure
from your CAPS Online account, and you will be able to enter time-in and time-out attendance
forthat day.

Home Placement Roster Attendance ¥ Program ¥ Manage Users & User Profile (# Logout

Closure Info - Delete Closure

Closure Information

Program Number Closure Date * Eligible for Payment *

XXXXXXX 01/01/2025 (v-ves v )

Comments (]

Delete Entry X

Are you sure you would like to delete this record?

elete Cancel

Note: In your closure table, if you see “holiday substitution for [date],” this indicates that this day
was a holiday listed on your closure list sent to ACS. These cannot be edited prior to April 1, 2025.

03/29/2024 03725972024 1 H ¥ HOLIDAY SUBSTITUTION
FOR 11.07.23 GOOD
FRIDAY

CLOSURE FILTERS
On the Closures page, you can also filter your list of program closures to view only specific years of
closures.

1. Onthe closures screen, you will see the closures already listed in CAPS Online for your
program. You will see two different filters on the left side of the screen — Calendar View and
Closure Year.

e Calendar View - this filter indicates which list of years you would like to view.
o Gregorian Calendar Year — showing closures from January to December of the selected

year
o State Fiscal Year — showing closures between April of the selected year and March of

the following year.
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o NYC School Year — showing closures between July of the selected year and June of the

following year.

Filter

Calendar view

Select v

Select

Gregorian Calendar Year(Jan - Dec)
State Fiscal Year(April - Mar)

NYC School Year(July - June)

Start Date

01/01/2025

01/20/2025

End Date

01/01/2025

0172072025

Days

Rows | 20 per page ¥

o/C Eligible Comments
for
Payment
C Y NEW YEAR'S DAY
C  § MLK DAY

e Closure Year - thisfilter indicates which year’s closures you would like to view.

Filter .
Add Closure

Calendar view

Gregorian Caler v

Closure Year Action Start Date
Select v
Select
Ul | 01/01/2025
2025
s R | 01/20/2025

2023

End Date

01/01/2025

01/20/2025

Days

o/C

Rows I 20 per page VI

Eligible Comments

for

Payment
Y NEW YEAR'S DAY
Y MLK DAY

2. Onceyou select your chosen filters, click Apply Filter to view your selected list of closures.

46 |

Filter

Add Closure

Calendar view

Gregorian Caler v

Closure Year Action Start Date
2025 v
[ Apply Filter J . u i 01/01/2025
Reset Filter
7 1 01/20/2025

End Date

017012025

01/20/2025

Days

O/C

Rows I 20 per page"l

Eligible Comments
for
Payment
e NEW YEAR'S DAY
Y MLK DAY
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MANAGE USERS

The Manage Users option allows you to grant CAPS Online access to additional people associated
with your program and manage their privileges within the system.

ADD A USER

1. Tograntanew user accessto the system, select the Add User button at the top of the page.

Home Placement Roster Attendance ~ Program ~ § Manage Lls-ev:‘-‘
el |

& UserProfile (% Logout

Manage Users

Action Email Address ©

Name Telephone Active User User Type: Last Login Date
OCOOX@PROTON.ME OO, K. o Voucher Program 05/14/2026
% n 00000000000 @G MAIL COM 2000000, X0000¢ ¥ ‘oucher user
2

The User Info page will appear. Here, you can add the new user’s information. First Name, Last

Name, and Contact Email are required fields. The user must create a NYC ID using the same
email address added below in the user info page to access the system.
3. Click Add to complete.

Home Placement Roster Attendance ~ Program ~ Manage Users

& UserProfile [ Logout
User Info

User Information

Progam Number Last Name * First Name *

Telephane Number

Y0000 10000 ] [roont ] (1299 305-0009 ]
Contact Email * Confirm Contact Email *
[Sovocoacoi@proTonME | [oovosco@rroron e ]

EDIT EXISTING USERS

If a useris already listed, you can manage their role and permissions/access using the iconsin the
Action column on the left. This can be updated at any time.

Home Placement Roster Attendance ~ Program ~ Manage Users

A& UserProfile  (® Logout

Manage Users

Add User
Action Email Address ¢ Name ¢ Telephone Active Usar User Type: Last Login Date
XX @PROTON.ME JOOOO0000000K, X00C Y ‘oucher Pragmm 05/14/2026
%ao 000000000 @GMAIL COM 3000000, X000 ¥ Woucher ussr
2
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There are three icons with the following functions:

&5 Manage Roles: If a user is already listed, you can manage their role and

permissions/access from the Manage Roles (person with gear) icon. For example, if you only
want a user to be able to view closures but not add or edit closures, you will check the box
in the “Read Only” column next to Closure. Alternatively, if you would like the user to be
able to add or edit closures, you would check the box in the “Read Write” column next to
Closure. Click Save after making any changes on this page.

Home Placement Roster Attendance ~ Program ~ Manage Users & UserProfile [ Logout

Manage Roles
User Information Roles for User : XJOOOOOMMXXXXX@GMAIL.COM

Email Address Description Read Only ¢ Read Wiite ¢
0000000000 @GMAIL.COM

O

User Name Placement Drop (PD)
000000, Y0000¢

All Attendance (A8) O

<]

Phone Last Lagin

TITO Attendance (4T)
Chosure (4C)

Monthly Attendance (AM)

Edit a User: Selecting the Edit a User (pencil) icon, will allow you to change their name,
phone number, or email address. Program number is not an editable field. Click Save after
making any changes on this page.

Home Placement Roster Attendance ~ Program ~ Manage Users & UserProfile  (# Logout

User Info

User Information

Progmm Number Last Name * First Name * Telephone Number

HROXX [ HOODOH ] [XXXXX ] [(999) 999-9993 ]
Contact Email * Confirm Contact Email *
[ FHGHOOH@GMAIL COM ] [ SOOI H@GMAIL COM

.'lﬂ Enable/Disable a User: Select the Enable/Disable User (person with a lock symbol) icon
to enable or disable the user’s access to the system. Click Submit to confirm.

Submit Changes

Do you want to Deactivate the user.
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USER PROFILE

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

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

. o
Home Placement Roster Attendance ~ Program = Manage Users ‘ User Profile :‘ = Logout
User Profile
MY USER PROFILE
Email Address
XXX @PROTON.ME
Last Name * First Name * Telephone Number
[)oooooooooo« ] [>o<x ] [(999) 999-9999
Language * Page Limit *
[ EN - ENGLISH v ] [ 10 v ]

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

LANGUAGES

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

2 UserProfile (% Logout

User Profile

MY USER PROFILE

Email Address

XHOOOKX@PROTONME
Last Name * First Name * Telephone Number
[ 000000000 J [ 00 ] (199 999-0999 ]
Language * Page Limit *
EN - ENGLISH v [ 10 v ]
Select
T —
ES - SPANISH
AR - ARABIC
HT - HAITIAN CREOLE
RU - RUSSIAN
©F - vibpisk Version :04.20.2026

ZH - CHINESE SIMPLIFIED
UR- LURDU

PL- POLISH

KO - KOREAN

FR- FRENCH

BN - BENGALI
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PAGE LIMIT

The page limit option in User Profile will permanently increase the number of visible records on the

screen when you’re in Placement Roster, Daily Time Entry, Weekly Time Entry, Monthly

Attendance Submission, and Monthly Attendance View.

If you have more than 10 children enrolled, you’ll be able to increase the number of visible records

inincrements of 10-10, 20, 30, 40, or 50. This can be changed at any time by clicking on User

Profile, then adjusting the Page Limit by selecting a number from the drop-down menu, and

clicking Save.

(Note: You will not see the page limit change on attendance pages unless you have more than 10

children enrolled in your care.)

Home Placement Roster Attendance ~ Program ~ Manage Users

& UserProfile (% Logout

User Profile

MY USER PROFILE

Email Address
KOOOOOXX@PROTON.ME

Last Name * First Name *

Telephone Number

[)ooooooooow ] [xxx ] [(999) 999-9999
Language * Page Limit *
[ EN - ENGLISH v ] 10 v
Select
Rl E
20
30
)
S0

2009-2026The City of New York  Sitermap  Responsibilities

Version :04.29.2026

Asyou can see below, if the “Page Limit” is set to 10 in User Profile, all screens will now display up

to 10 records on one page. This will occur on Placement Roster, Daily Time Entry, Weekly Time
Entry, Monthly Attendance Submission, and Monthly Attendance View.

Home Placement Roster Attendance ~ Program ~ Manage Users

& UserProfile [ Logout

Placement Roster

Filter
Age
[ Select

Child Number % Child Name *

50|
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MOBILE DEVICE

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

Simply log in as you would normally from a browser window. Instead of viewing the entire
navigation bar, as you would on a computer or tablet, you will see a clickable “hamburger menu”
with three horizontal lines in the top-right corner of the screen (highlighted below). When you click
on the menuicon, it will expand to display a list of all the options from the navigation bar.

If you are viewing CAPS Online from a smartphone, itis recommended to view your screen

vertically.

Please sign in to CAPS Online using
NYC ID Account

Email Address
[ 00X @protonme ] Welcome XXOO00000 XOO00KX
Daily Time Entry
Password @
. 5 Weekly Time Entry
The Automated Child Care Information System, .
......... . Monthly Attendance Submission
CAPS Online

Monthly Attendance View
Eorgot Password?

CAPS Online is using NYC ID Account ol - Fiakd
Panit e e Accourty CAPS Online is the system used to manage
Need to Manage NYC ID Account? Manage Account and monitor the entire life Cyde of child Welcome XX0000000( XXOOOXX
care for subsidy eligible families in the City
The Automated Child Care Information System,
S of New York CAPS Online

Select alanguage:

English | Espanol | BR3Z | pycckuit assik | duysl dselll
| kreyel ayisyen | wiT | BIPRFRSZ | 93,1 | POLSKI | % Announcements
20l | FRANGAIS | Igre |
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