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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 a NYC ID.

a.) If you do not have an NYC ID, please see Step 1 below and proceed with creating your
account.
b.) If you do have an NYC ID, please skip to Step 12 below.

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

2. Click on Create Account.

= GAPS ONLINE

m‘. - CHILD CARE AITEMRANC! PROCESSING STSTIM

SO

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
[ w00000cox@gmail.com ] Need to Manage NYC ID Account? Manage Account

Password @

S
[ .............. ] Select 3 language:

English | Espanol | #R3Z | pycckuii azeik | auyall aalll | kreyol ayisyen | wT |
Forgot Password? TBHERIE | 93,1 | POLSKI | #391 | FRANGAIS | T8t |

3. Enteryour email address.

Login Announcements

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, specharc.org,
brooklynda.org, dfa.state.ny.us, trs.nyc.ny.us, nycers.org, nyccfb.info, ibo.nyc.ny.us,
gqueenscountrypa.com, statenislandusa.com, or nychhc.org.

Email or Username

Email Address or Username @

XXXXXXXXXX@Qgmail.com ‘

Confirm Email Address or Username:

| XXXXXXXXXX@gmail.com |

4. Enter a password. (Ifthe password is acceptable, the message “Password
Good” will display below.)
5. Enterthe password again to verify.

Password @

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
() Show @ Hide

Security Question

’ Who was your childhood hero? :

Answer

TYTYYTY ‘

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

Terms

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.

I 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 nbox 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 link8o confirm your email address

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

https //accounts-nonprd nyc gov/account/validate Token him?quid=606d94eabdeadfe8ale? 1c7chif5faf4&token=IKZuhAmEQmWToaDexARLaMMPW.

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 2]

Email Address Confirmed

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

12. Loginto 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)

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

Login

Log in using your NYC account Log in using one of these options

Email Address or Username * - . -
Q Employees & Google IN. Linkedin
Xxxxxxxx@gmail.com ‘
T

Password *

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.)
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Email Address Password Name Security Question Deactivate

First Name

‘ Jane ‘

Middle Initial

Last Name

‘ Smith ‘

Save Changes

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.

Account Profile : Xxxxxxxx@gmail.com

Email Address  Password Name  Secunty 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.
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I Email Address Password Name Security Question Deactivate
Email Address

New Email Address ®

XXOOXXXXX@gmail.com ‘

Confirm New Email Address

XXOOXXXXx@gmail.com ‘

Current Password

Password Good

Save Changes

16. Once the information has been submitted, an email confirmation will be sentto
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: https://a069-
capsonline.nyc.gov/caps/login, and log in on the left-hand side of the screen, using your email
address and password that you used to create your NYC ID.

- \g -
) o 5
4 L A Pt

e e

CHILD CARE ATTHHOABCE PROCESSING SYSTIN
S

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

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

[ 0ocoocoox@gmail.com ] Need to Manage NYC ID Account? Manage Account
Password @

S
[ .............. ] Select a language:

English | Espanol | XX | pycckuit A3bik | awysll aslll | kreyol ayisyen | w'T |
Eorgot Password? {RHEFRIZ | 95,] | POLSKI | BH301 | FRANGAIS | T8 |

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.” This is a one-time verification step that will allow the system to locate your

provider information.

- GAPS ONLIE

R
{72

e

Please identify provider you represent

ACCIS Provider Number * @ Provider's Main Phone Number @

[ Provider Number ] [ (999) 999-9999 ]

Child Number * @ Age of this Child *

[Cn d Number ] [ Sk v ]
(o

Version :04.17.2025

© 2009-2025The City of New York

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 (notyour 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. (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

9| 08.05.2026


https://a069-capsonline.nyc.gov/caps/login
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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 appear on 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.

10| 08.05.2026



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.)

CAPS ONLINE Home ‘ﬁaiceimie;?ﬁositgri | Attendance ~ Provider ~ & User Profile & Logout

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

Home Placement Roster Attendance - Provider - & User Profile &% Logout

Placement Roster

Child Number = Child Name v Age Caze Name Agency Recert Date

Action
v 7.03 HRA
K00000COK/XX 2000000, XXXX 2000000, XXX
-]

v 12.07 ACE 05/2025

XXOOHKKK/XXK JOO0OOO0K, XK YOO, XXXX

n ﬁ v 03 HRA
YOOOOO/XX YOOV, XX JOO000O0, XK

[ -] ﬁ v 9.0: Al
YOO/ XX JOO0OOO0K, XK YOO, XXXX

n i v 8.10 ACS 09,2024
YOO /XK YOOV, XX JOO000O0, XK

|- v 010 ACS 0972024
XHOOCKN/ XX JOO0OOO0K, XK YOO, XXXX

BE  0000000¢xXX JOOOOOK, XXKX ! e XOO00COO, XK e

»

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.

n Drop a Child (pencilicon): Page 12

e
B Daily Time Entry (red calendar icon): Page 14

Weekly Time Entry (green calendar icon): Page 21
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DROP A CHILD

The first (pencil) icon 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 ~ Provider ~ & User Profile @ Logout

Placement Drop - Drop a Child

Child Information

Child Number Chiid Name Case Name Age
XXXXXXXXXXX XXOXXXXXXXX KOOOKKKHXXX 1.04

Level Of Care Enroll Start Date Enrolt End Dat

| 1171772021

e

rop Code Drop Date * @

@

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.

AGENCY/RECERTIFICATION DATE

In CAPS Online, providers and programs can see the agency (ACS or HRA) thatissued 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 = Provider ~ & User Profile @ Logout
Placement Roster

BE  30000000/XX XOO000KX, XXX ° XOOOOOKK. XXXX

B 00000KXUXX XOXOOOXKK, XXXK ' B2 - B B

BE  0000000/XX XOOOOKKK, XXX £ YOOOXHKK, XHXX

BE  00000007XK XOXOOOOKK, XXXK e YOOOOK. XXXX

BE  X00000K/XX XXXXXXXX, XXXX . XXXXXXXX, XXXX e

BE  X000000/XX XXXXXXKX, XXXX YXOOOOKX, XXX

B 000000XK/XX X0, XXXX Y 1o XOOOOKNNK, XXX
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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.

CAPS ONLINE Home Placement Roster Attendance ¥ Provider & User Profile  [# Logout

Daily Time Entry

Weekly Time Entry

Monthly Attendance Submission

Th Monthly Attendance View n System, CAPS Online

Daily Time Entry allows you to enter attendance for all of the children in your care one day at a
time 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 on a daily basis. 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

1 [ 0O
a. For9:05am arrival - select 09:00 (9:00 AM) R -

b. For9:10am arrival —select 09:15 (9:15 AM) FEEEA

09:30 (9:30 AM)
c. For4:22pm departure —select 16:30 (4:30 PM) — o
d. For4:50pm departure — select 16:45 (4:45 PM) 21:00 (3:00 PM) O
I 21:15 (9:15 PM) D
- 21:30 (9:30 PM) —

21:45(945PM) ~
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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.

EXamnIeS: Time In Time Out  Absence

a. For2:05pm arrival - select 14:00 (2:00 PM) N -
b. For2:10pm arrival - select 14:15 (2:15 PM) | o j?g";:j [=]
c. For4:05pm departure — select 16:00 (4:00 PM) | oes0 \;d.wm', O
d. For4:10pm departure - select 16:15 (4:15 PM) ecllolct )

| 1500 400 Pm) ]

16:15 (415 PM)
| 16:30 (4:30 PM) D

16:45 (4:45 PM) [

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 '9 Ahsence F Closure i Mot Entered ﬁ Attended ﬁNut 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 39 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

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

e Not Enrolled (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

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.
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Home Placement Roster Attendance ~ Provider ~ & User Profile (% Logout

Daily Time Entry

Select Date * ]

Legend 9 Absence M Closure i Not Entered ﬁ Attended ENotEnroIred Submitted
« >

Filter Rows | 10 Eer Eaéev
Age

Select Child Number & Child Name & Age Case Name Lc Ve Start Date End Date Time In Time Out Absence
o =

Level Of Care

- XHXXXXXXXIXX XXXXX, XXXX XXXXX, XXXX
Gl - - - = mm -
Apply Filter | Reset Filter (] ] XOOOOXXIXX XXXXX, XXXX 81 XHXXXX, XXXX s v 07/01/23 12/30/25 :l :l [}
= XXXXXXXXIXX XXXXX, XXXX 20s XXXXX, XXXX T v 06/01/25 l:' ‘:l O
& XOOOXXXXIXX XXXXX, XXXX 611 XXXXX, XXXX s ¥ 06/01/25 :l :] O

If you care for more than 10 children, you will be able to filter by Age and/or Level of Care, using the
filters on the left-hand side of the screen.

Home Placement Roster Attendance ~ Provider ~ & User Profile (% Logout

Daily Time Entry

« Select Date * » Legend @ pbsence M Closure @ NotEntered @ Attended §§ Not Enrolled Submitted
Filter Sehct Child Number & Child Name ¢ Age Casz Name 1c CAf: SantDate End Date Time In Time Out Absence
Age o
Select
4 B 00000000XX XXX, XXXX W5 XXXXX, XXX T v omovs ] 1 O
Level Of Care
T-TODDLER v O @ 0000000UXX  XXXXX, XXXX 201 XXX, XXXX L B 10125 04730726 ] — ]

0 sz 2%

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

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

& User Profile [# Logout

Daily Time Entry

Weekly Time Entry

Monthly Attendance Submission

Th Monthly Attendance View n 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.

Home Placement Roster Attendance ~ Provider - & User Profile  (# Logout

Daily Time Entry

Select Date * Legend 9 Absence F Closure ﬁ Not Entered ﬁ Attended ﬁNotEnrolled Submitted
= 2

Filter Rows |10 Eer Eaée N

3. Entertimein 15-minute increments in the Time-in/time-out columns. (Note: Time-
in/time-outis recorded in military time.) If the child was absent, select the checkboxin the
Absence column.
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Home Placement Roster Attendance ~ Provider ~

& User Profile (% Logout

Daily Time Entry
Select Date *
«
Filter
Age

Select Chikd Number

Level Of Care

O @  000000XXX

Select v
Apply Filter | Reset Filter (] & YOOOOOUXX
B 0000000UXX
B 0000000UXX
B 0000000UXX

» Legend @ absence M Closure § NotEntered [ Attended §§ Not Enrolled Submitted

Child Name Age Casz Name Lc Ve Start Date
XXXKX, XXXX 18 XXXXX, XXXX s v
XOXXXX, XXXX BT XXXXX, XXXX & i oroge
XK, XXXX 205 XXX, XXXX T v ooz
XXXXX, XXXX BT XXX, XXXX S 06/01/25
XXXXX, XXXX 405 XXXXX, XXXX PV oy

End Date

12/30/25

12130425

Rows | 10 Eer éage"

Timme In Tirme Out Absznce
=)
=
219 O

02:15 (2:15 AM)

i

1415 (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 calendaricons
(not entered) to either green calendar (attended) or purple face (absence) icons,
depending on what was entered.

0 selected /12 total

| 1
Res Et

*XO000000UX for service cate 12/172025 bime entry was created successfuly

Save Changes

Are you sure you would like to save your changes?

fer service date 12/1/2025 Bme erry was crested successhuly
SXOO000XX. for service date 12/1/2025 bme eniry wies crested successhuly,

#XO0COUOURX for service date 12/1/2025 Bma wrdry was roaeed successhul,

Daily Time Entry

«

Fiter

) - - et e
) O @ xooooooc o000
O @  xxoo000mx X0 XX
O @  X00000KKK X000 XX
D @ o000oXaX  X00K XX

X
osure i No B Amoced 8 Notenoted @ ssomied
10 age v
o et —cw -
] o
g
E] ] O

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.

16 |

1. Select the red calendar icon # in the Action column to view the details for a specific child.

Home Placement Roster Attendance ~ Provider ~

& User Profile (% Logout

Daily Time Entry

Select Date *
.
Filter
Age o
Selct s Child Number &
=
Level Of Care
(] JOOXXHKXKIXX
applyFilter | ResetFiter [m] B 0000000UXX

» Legend 9 Absence F Closure i Not Entered ﬁ Attended E Not Enrolled Submitted

Chidd Name ¢ Age Casz Name te CMG St Date End Date Time In Time Out Absance
XXXXX, XXXX 108 XXXXX, XXXX s v o222 1230725 :l I:l O
XXXXX, XXXX an XXXXX, XXXX s v 07/01/23 1230728 l:l l:l O
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2. Enterthe second time-in/time-outin the appropriate fields. Enter time in 15-minute
increments. Select Save when you have finished entering time-in/time-out on this page.

Daily Time Entry Form December 1, 2025

Child Number
20000000UXX

Child Name

Case Name
XOOKXX, XXXX

& User Profile [+ Logout

2nd Time Out @

J0000X, XXXK
Service Date Contract/Voucher
1210172025 Voucher

15tTime In @ 15t Time Out @ ndTime In @

[moc ] [osﬂus ] 213

O a- assence 0215 {2:15 AM)
14:15 (215 PM)

(roe]

COPY/PASTE TIME-IN/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 typingin

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 ~ Provid

Lz

& User Profile (% Logout

Daily Time Entry

Select Date *

« 12/02/2025 »
Filter
Age Select Child Number Child Name Age
et il Number ¢ i Name e
[ Select v ] O
Level Of Care
0O - 2000000UXX XXXXX, XXXX 108
Select v
Apply Filter Reset Filter ﬁ FOOOOOKIXX XXKXX, XXXX 81
] XXX XK, XXXX 208
& OO 200K, XXXX 611

To bulk copy/paste: Bulk Copy/Paste (All Visible Records) on Page 18

Casz Name

OO, XXX

HO0OCK, XXXX

OO, XXXX

KKK, XXXX

A

Start Date

odf0/22

o7/0n/23

06/01/25

06/01/25

End Date

1230425

12/20/25

Legend e Absence F Closure i Not Entered ﬁ Attended ﬁ Not Enrolled

Time In

ool

oy

Submitted

Rows | 10 Eer Eaéev

Time Out Absznce
L1

] ©
- =
— =

To copy/paste one row at a time: Individual Copy/Paste (Selected Records Only) on Page 19

17|

08.05.2026



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.

1. To copy and paste the same time for all the records on the page (up to 50 records), enter
the time-in and/or time-out for the first child on the screen. Then click on the 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 message at the bottom of the screen that says
“Copyingis done.”

Daily Time Entry

« Select Date™ » Legend @ Absence [ Closure i NotEntered [ Attended {4 Not Enrolled Subrmitted
Filter Rows | 10 Eer Eaée b
A
[ggﬁ Selﬁ‘ Action Child Number Child Name Age Case Name (4 o Start Date End Date Time I Time Out Absence.
Select v
Level Of Care . JOOOKK, XXKX oy [ ] [r="]
el = O00000UXX  XHXXXX, XXXX M8 2 s i 2 12/30/25 o745 715 (=]
Apply Filter [m} - JOO00OKKIXX  JOKKX, XXXX an JOOKXX, XXXX s v 070123 1230025 :l :| i)
[ ] - XOOOOOMKKIXX  XHXHKXX, XXXX 205 XXX, XXXX T v 06/01/25 |:| :] ]
[u] El JOOO000OUXX X0, XXXX 611 JOOKXX, XXXX s v 06/01/25 — 1 )
[m} - JOO0000KUXK — XHXXXX, XXXX 405 000K, XXXX P v 02/12/25 \:’ ‘:’ O
] & XOOO00NKNXK XXX, 00K am XXX, XOOX ] v 050125 — 1 O
m] - OO0 JOVKX, XHKXX 405 JOOOKX, XXXX [ v 120124 — 1 O
[m] & XOO0OOKNKK XK, XXXX 508 JOOKKX, XXXX [ v oo ] 1 [
o L XOOOOKKIXK  XHHKKX, oK 502 XXX, XXXX 3 v oo 1 — ]
m] ] JOOOOOOCUXKK XK, XXXX 501 XXX, XX [ v o512 — — ]

2. To paste the copied time-in/time-out for all of 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 “Pasting is

done”.
Home Placement Roster Attendance ~ Provider - & User Profile [+ Logout

Daily Time Entry

Note: When you click

time-in/time-out.

« !“';l::a's » Legend @ Absence W Closure @l NotEntered [ Attended 3 Mot Enrolled Submitted
the master “Select” sovs [Eperpage”
checkbox, it will B o R

™) JOOO000KK  XOO0X, XK B XO00K, XXX s v oyavz s o
OVerWrIte any entered <] - XOOO000UXX XXX, XXXX an 00X, X0 s v N2 2005 0745 (]
attendance. Only use B NOO0K o00ORX B Xoxex T v wens o
4] & JOO000OKKK  XHXKXX, XXX 611 JOOK, XX s v oYz (]
the CheCkbOX at the B g JOO0000KIXK  XXXXX, XHXKX. 05 JOO0KX, XXX P v oyus o
tOp (pictured below) if B & XO000000UXX XXX, XHKK o X000, XXX Pov osous (m}

L. ™} JOO0000KXX — XXXKX, XXXX 405 XK, XXXKX 3 v 120128 (m]
all visible records s om0 o
should have the same s R R o

& JOO0000KXX — XOOOKK, XXX s OO0, XK 3 v o502 O
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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 Roster Atftendance ~ Provider ~ & User Profile  (# Logout

* XOOOOXXXIXX for service date 12/2/2025 time entry was created successfully, X
* XOO00XXXIXX for service date 12/2/2025 time entry was created successfully.
 X0000000UXX for service date 12/2/2025 time entry was created successfully.
* X000000K0UXX for service date 12/2/2025 time entry was created successfully.
* XOOOOXXUXX for service date 12/2/2025 time entry was created successfully.
* XOO000OKIXX for service date 12/2/2025 time entry was created successfully,
* XOO000XUXX for service date 12/2/2025 time entry was created successfully.
« X00000XXUXX for service date 12/2/2025 time entry was created successfully.
« 0000000uxX for service date 12/2/2025 time entry was created successfully,
* XOOOXXXIXX 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 44.

INDIVIDUAL COPY/PASTE (SELECTED RECORDS ONLY)

The below steps 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 at the bottom of the screen that says “Copying is 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.

Roster Attendance = Provider - 2 User profile & Logout

Daily Time Entry

Select Date * Legend @ Absence W Closure i NotEntered [ Attended Ej Not Enrolled Submitted

Filter Rows [10 per pagev
o] % o e cwen FA ey B oo b GEn GmE Gos | e
'wj Of Core ‘T@"v‘% ™ JOO00000UXK XX, XXX B X000, XK s v owme Terves O ‘

] ™ JOOO000OUXX XX, XXXX B X000, XXXX s v 23 123025 — — [m]

o - JOOOOKKKIXX XK, XXXX 205 XK, XXXX 0 v 06025 — — (]

0o & B — M o s v owous — — o

a ™ JOO0000KIXX XX, XXX a0s 000X, XX 3 v s — — ]

] ] JOO0000XK XXX, XXX am JOOOKK, XXXX P v o528 \:’ :’ o

o ] JOO000XX  XOOOXX, XX ans 0K, XXXX 4 v v 1 —1 o

O = XO000000UXX 00X, XK S 0000 00X v omva J ] [m]

0O & XH000000UXK  JO000K, XXKX SR 0000, 000X Pov owua ] 1 o

o ] OO0 JI00K, XXX so1 XHXXXX, YOO [ v oS 1 ] o

!
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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.

Home Placement Roster Attendance ~ Provider ~ & User Profile (% Logout

Daily Time Entry

« Select Date * » Legend @ Absence [ Closure [ NotEntered [ Attended {3 Not Enrolled Submitted
Filter Rows |10 Eer Eaée v
A
Seﬁ:l Action Child Number & Child Name Age Case Name < s Start Date End Date Time | Time Out Absance
Select v
Level Of Care
& XOO0000KUXX X000, XXX 118 JOORKX, XXXX s v /2022 1230025 (i}
ele v
ApplyFilter | Reset Filter [m) F YIOOOOOUXK  JOOKKX, XXXX a1 JOOOK, XK 5 v 070123 1230425 ‘:’ :' o
s el e e o
< F XOOO0COKKIXX  XXXXX, XXXX 511 XO00KX, XK 5 v 06/01/25 O
& JOOO00UXX XX, XXXX 405 JO0OKK, XXXX J v 021225 1 ] ]
I ¥ & JOO0000UXX XXX, JOOXK am J000KK, 3OO P v o525 (] I
[} - XO0000OKIXX XXX, XXXX 405 OO, XXXX P v 12/01/24 ‘:] |:| (]
l ™ JOO0000OUXX XXX, XK 508 000K, XXX P v w7 | |
O 3 XOO00OCOUXX X0, XXXX 502 OO, XXXX P v o302 :’ :| [}
& JOOOOKKIKK — XHHK, XXXX 501 OO0, XXXX P v 05701724 O

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.

3. Once you 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.

me
Seiect o
i Rous
2ge Sekct = Ao N Do O Tire Out e
select v] O e
o ofcort X0000000KKK Y0000, X000 nE000000K 5 v owmam e 5 - (x| Save Changes
e ~ . C g
BB © & oo swom 0 o e
B & 00000000 00000000 o5 00000 00K s O
B G 00000000 000X X000 e xooxxox 5 v owous O
O @ 00000000 0000600 P — 3 [ ©
B 000000000 000X, 000 D 30000 000K osues O
O a JIO00O0XXX X000, 00X o5 30000, 000X o D 1 e
B 00000000K X0 XXX w0000 00 v O
O @ 00000000XK 0000 KKK o 0000 00K ooy O [ o
[ 00000000KK 000X, XK sot 000K 00K P v osova o
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4. Onceyou click Save, confirmation messages will appear atthe 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).

e ~ Provider ~ Profile (% Logout

* XOOXXXXXX/XX for service date 12/2/2025 time entry was created successfully. X
©X0000000UXX for service date 12/2/2025 time entry was created successfully,
*000000UXX for service date 12/2/2025 time entry was created successfully.
*0000000UXX for service date 12/2/2025 time entry was created successfully,
*XOOXXXXXX/XX for service date 12/2/2025 time entry was created successfully,
*X0000CXXIXX for service date 12/2/2025 time entry was created successfully.

Daily Time Entry

« Select Date * » Legend @ absence [ Closure { NotEntered [ Attended §E§ Not Enrolled Submitted

Filter Rows
Age
[ Sel\:BI\:( — Chikd Number ¢ Chikd Name ¢ Age Case Name Lc CAr: sanDate End Date Time In Time Out Absence

Select v ]
Level Of Care

it O & 0000000XX XOOKKX, XXXX NE 000K, XXXX s v /20722 123025 |

v
Apply Filter § Reset Filter O B 0000000UXX 000K, XXXX an JO0OKK, XXX s v o7A0123 12/30/25 1 1 O
O & JOOOO00UXX OOOKX, XXKX 208 OOKOKX, XXX T v 06/01/25 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. Select the Attendance drop-down and select Weekly Time Entry.

Home PlacementRoster Attendance ¥ Provider ~ & User Profile [ Logout

Daily Time Entry

Weekly Time Entry

Monthly Attendance Submission

Th Monthly Attendance View n 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 Aftendance = Provider ~ & User Profile (% Logout

Weekly Time Entry
Select a category to search by:

Case Information

| Attendance Month |
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3. Inthe drop-down menu that 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.

Home Placement Roster Attendance ~ Provider ~ & User Profile  (# Logout

Weekly Time Entry

Select a category to search by: Search Criteria

Case Information
Attendance Month

Attendance Month Select v

| 05/2026
0472026
0372026

i 02/2026
01/2026
12/2025
1172025

© 2009-2026The City of New York  Siternap  Responsibilities Version :04,29.2026

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 and/or Level of Care, using the filters
on the left-hand side of the screen.

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

Home Placement Roster Attendance ~ Provider ~ & User Profile (% Logout

Weekly Time Entry

Select a category to search by: Ep e

Case Information Attend. Month
endance Monf

Attendance Month 1242025 v

Filter
Age
[ Select G ] Action Child Number & Child Name & Age Casa Name Lc s Start Date End Date
Level of Care OO00OOOUXX OO, XXXX 1. KKK, XXX S v 4/a0/22 12/30/25
Select v
Apply Filter JOOOOOCUXX JOOOKX, XHXXX a1 KX, XXXX s v o023 12/30/25
JOOKXKIXX JOOKXK, XXXX zEe 00K, XXXX Z o ool

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.

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.)
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Home Placement Roster Attendance ~ Provider - & User Profile (% Logout

Weekly Child Time Entry
Case Information

Child Number Child Name Case Name Enroll Start Date
OOOOOOKIXX OO0, XXXX JOOKK, XXXX

Enroll End Date Service Month

0472072022 12{3072025 12125

Select Dates *

Legend @ pbsence [ Closure i Not Entered [ Attended [E§ Not Enrolled Submitted
« ?

Time & sun 113072025 i Mon 1212025 i Tue 12/2/2025 W wed 1232025 8 Thu 1242025 i Fri 1252025 B st Ems

| ceancaon )

| 1200 (2:00 Pm1)

L

2nd Time Out 1730
ABSENCE [ sesence [ aesence [ agsence [ assence [ aesence ABSENCE
Select D select D select Dl select D select [Dselect Select

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 ~ Provider ~ & User Profile (% Logout

Weekly Child Time Entry
Case Information

Child Number Child Name Case Name Enroll Start Date
XOOOOOKIXX 20000, XXXX XXX, XXXX

Enroll End Date Service Month

04/2072022 12{3072025 12125

Select Dates *

Legend QAbsence Fclosure iNotEntered ﬁAttended ﬁNotEnroIIed Submxtted
« ?

Time & sun 1173072025 i Mon 121172025 i Tue 12027025 i wed 12372025 i Thu 127452025

i Fi 1252025 B st e
1 Time Out D | o200 (200 amy ]
ABSENCE [ sesence [ aesence [ assence [ agsence [ assence ABSENCE
Select O select O select O select Ol select [ select select

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

8. Select Save in the confirmation popup that appears. Save Changes

Are you sure you would like to save your changes?
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COPY/PASTE TIME-IN/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 confirmation message at the bottom of the
screen that says “Copyingis done.”

Home Placement Roster Attendance ~ Provider - & User Profile [# Logout

Weekly Child Time Entry
Case Information

Child Number Child Name Case Name Enroll Start Date Enroll End Date
000O0O0OUXX XHXXXX, XXXX

Service Month
XXX, XXXX 0472072022 1243042025 12425

Select Dates *

Legend QAbsen(e F Closure i Not Entered a Attended Ei Not Enrolled Submitted
« >

Time: B sun 12772005 i Mon 1282005 i Tue 12972025 W wed 121072025 W Thu 12112008 i Fi 121205 B8 st 121325
1st Time In [1400 ] [ ] — [ ] [ ]
15t Time Out [7= ] [ | 1 [ ] [ ]
2nd Time In [ | [ | 1 | | | |
— | ] | | — [ | | |
ABSENCE O] assence [0 asence [0 assence [ asence [ psence ABSENCE
Select D select D select [CDselect D select e

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 confirmation message will appear at the bottom of the
screen that says “Pasting is done.”

Home Placement Roster Attendance ~ Provider ~ & User Profile [+ Logout

Weekly Child Time Entry
Case Information

Child Number Child Name Case Name Enroll Start Date
XOO0OKXIXX HHXKXX, XHKHXX DOOOKK, XXXX

Enroll End Date Service Month
0472072022 12/3072025 12/25

Select Dates *

Legend @ absence [ Closure i Not Entered a Attended 3 Not Enrolled Subrmitted
« g

Time: & sun 127225 i Mon 1232025 i Tue 12972025 @ wed 12102005 & Thu 121172025 W Fi 12120025 B st1ms
15t Tirme In [1am0 | [1am0 | [am | [1400 |
15t Time Out [z | [z | 1730 [170 | [r720 |
— — — — —
— — [— [— [— —
ABSENCE [ assence (] aesence [J assence [J agsence ] sgsencE ABSENCE
Select Select _ ; Select
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3. Whenyou’re done copying and pasting the attendance, click Save at the bottom of the
screen, and Save again on the pop-up that appears and asks “Are you sure you would like
to save your changes?”

Save Changes

4. You will then receive a green confirmation message at the top of the page, confirming that
all attendance was 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 -~ Provider ~ & User Profile [+ Logout

*XOOXXXXXIXX for service date 12/8/2025 time entry was created successfully. X
*X000000UXX for service date 12/9/2025 time entry was created successfully.

*XOO0OKXXIXX for service date 12/10/2025 time entry was created successfully,
*X0000OKUXX for service date 12/11/2025 time entry was created successfully.
* XXOOXXXXIXX 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 a screen 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 on the page will be cleared.

Home Placement Roster Attendance ~ Provider = & 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 30).

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 v~ Provider v 2 User Profile  [# Logout

Daily Time Entry

Weekly Time Entry

i Monthly Attendance Submission I

Th Monthly Attendance View n 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 and/or service month. 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 sortthe datain 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 ~ Provider ~ & User Profile  (® Logout

Monthly Attendance Submission

Current Service Month : November
Incomplete Records: 7 Completed Records: 1 Submitted Records: 4
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

e e pe %]
Status T —
Action Child Name ¢ Chitd Number:  SmrDstes  End Dated  Max  AwDays MaxWks Wksatt \WkiyFes FTDays  Sence Status + Recert Date
Days Month <
XXXXX, XXXX XO0000UXX  o7/01/2024 2 19 4 4 1 o 11/2025 Completed 06/26
SEply EIlter f pResesElltey B OO, XXXXK XOO00000UXX 050172024 2 21 4 4 3 o 10024 Completsd 06/26
/] JOOXKK, XXXX XOO00000UXX  0%aumze  12/myaes 2@ 4 o 11025 Incompkte 12425

To see an overview of the monthly attendance for a specific child, select the pencil iconin the
Action column. The Child Monthly Summary pop-up (pictured below) will display the entire
month’s activity for that one child.

Child Monthly Surmmary X

Child Number : XOCO0000UXX Child Mame : X000, X00XX

November 2025
Sun Mon Tue Wed Thu Fri Sat

1

- 3 W

2 3 B 5 = 7 8

G| G| @) O &

e 10 11 12 13 140 15
|G| & | @ |-

194 17 18 19 208 21 22
® |G| a|a|d

23] 24 25 26 27 28] 29
G (& | & |6 | &

308

é No. of Absences : 2

F No. of Closures: 0

&l No. of Days Attended : 14

B No. of Days Not Entered : 4 |
To‘ial Days Entered : 16

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.
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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 Child Name £ Child Number & Start Date ¢ End Date : Max Att Days  Max Wks Wks At Wkl Fee FT Days  Service ‘ Status 4 [ Recert Date
Days Month < ‘
| i
200X, XXXX 2O0000OKUXX 07/01/2024 bl 19 4 4 1 o 11/2025 Completed 06/26
(/] XOOOKK, XXXX JOOOOOOOUXX 050172024 23 21 4 4 3 1} 1072024 Completed ‘ 06/26
/] DOOOCK, XXXX HOO0O0OOOUXX Mdsa/a022 1272072025 el 4 1] 1172025 Incomplete 12425

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 ~ Provider = & UserProfile (% Logout

Monthly Attendance Submission
Current Service Month : November
Incomplete Records: 7 Completed Records: 1 Submitted Records: 4
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.

e 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, ora
closure). You must complete the attendance for those days on 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 child record 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
on Monthly Attendance Submission.

e Submitted: A child record is “submitted” if the record has already been submitted for the
Current Service Month on Monthly Attendance Submission. Entries for that child can no
longer be edited on 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 into one of the two following scenarios:

o The child 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 on Daily Time Entry or Weekly Time Entry since that
record was submitted. The updated record can now be resubmitted for payment
processing.

e Non Submittable: There are several actions thatwill resultin an attendance record to be
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,
there is 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. At the bottom of the page, read the certification message below the records 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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https://capsonline.zendesk.com/hc/en-us/articles/4408558441883-Why-is-my-attendance-showing-as-incomplete-in-Monthly-Attendance-Submission-
https://capsonline.zendesk.com/hc/en-us/articles/4408558441883-Why-is-my-attendance-showing-as-incomplete-in-Monthly-Attendance-Submission-
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Monthly Attendance Submission

Current Service Month : November
R ....‘.,:7 Records : 4
Others

Prior Months Completed Records : 11 Non Submittable Records : 0

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

Filter Fow:
cton Chad Hama Chig Wumbee . SanCae:  End Daw Mac AnDay MaWe WAt WiyFe STOor Sonke Satuz focer Dom
Covs Montn
a JOOOKX, XXX 000X 07,01/2024 £ - a 4 1 0 Vs Comnpisd 06/25
a OO0 XK JO00000OKUXX 0501024 = 2 4 n 3 ) s Compd 06125
a JO00K, XXXX  J0000000UXX UV 12025 2 4 ) TR Inccmpne s
a 00K, 0K X000000KN0K  TOVDE  1avms ® a 1 e ncompina wzs
a 20000, 00X XOO00OXXXK 050172025 2 a 7 1vaRs Incomps o2
a JOOKX, OO XOOCOCKXK 050172025 £ a 0 Tvaes ecepiee
a JOOXXK, XXXX  XIOOOKXXXX 0202025 £ 4 a VS Incompese
a XXX, XXX XOOKIXX 05017025 ® 4 0 Y05 necenplese
a JOOOK, 00K J000000CUXK 12012004 » a o VS Incomphos ws
a 00K, 00K XO000000UXKK  0301/2004 ® ® P 0 0 0 S Submied o8/26

payment.
stions, Title 18 NYCRR 415,12
ocfsny.gov/programs/childcare/requlations/415-Child-Care-Services.pdf)

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

Submit E]

Are you sure you would like to submit these completed

attendance records?

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.

Home Placement Roster Attendance ~ Provider ~ & User Profile  (# Logout

I- Attendance submitted successfullyl X

Monthly Attendance Submission

Current Service Month : November

Incomplete Records: 7 Completed Records : 0 | Submitted Records : 5

08.05.2026



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
on Daily Time Entry or Weekly Time Entry and re-submitting them on 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 6/1/2025 2 BT 2025 &4 Wed 6/4/2025 4 Thu 6/5/2025 {4 Fri 6/6/2025 gise 2
15t Time Out 18:00
2nd Time Out [ ] 1 [ ] 1 ]
ABSENCE [ AesencE [ assenc 7 ABsence [ ABsence [ aBsence ABSENCE
Slaet [Cdselect [Cdselect [dselect [Cdselect [Cdselect 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 £ sun 7/6/2025 & Mon 7/7/2025 4 Tue 7/8/2025 8 Wed 7/9/2025 Thu 7/10/2025 & Fri 7/11/2025 B sat 7/12/2025
1st Time In 07:00 07:00 07:00 07:00
1st Time Out 16:30 16:30 16:30 16:30
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 current service month
and/or completed records from prior service months.
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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 25).

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 35.

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

Home Placement Roster Attendance ¥ Provider ~ & User Profile [ Logout

Daily Time Entry
Weekly Time Entry

ime X000 XX
Monthly Attendance Submission

.‘ Monthly Attendance View re Information System, CAPS Online

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

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

Home Placement Roster Attendance ~ Provider = & User Profile (% Logout

Monthly Attendance View
Select a category to search by:

Case Information

| Attendance Manth

3. Clickonthe 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 ~ Provider ~ A& UserProfile  (# Logout

Monthly Attendance View

Select a category to search by: Seaich Critaria

Case Information

Attendance Month

Select v

0472026
03/2026

02/2026

© 2009-2026The City of New York ~ Siternap  Responsibilities 91ra026
12/2025
1172025

Version :04.29,2026
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4. 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 ~ Provider ~ & User Profile  (# Logout

Monthly Attendance View

Current Service Month : December
Incomplete Records: 12 Completed Records: 0 Submitted Records: 0
Others
Non Submittable Records : 0

5. To see whichrecords are Incomplete, Complete, Submitted, or Non-Submittable, refer to the
far-right status column (you may need to scroll over to see this column).

Action Child Name % Child Number © Start Date © End Date © Max Att Days  MaxWks WksAtt Wkl Fee FT Days  Service Status < Recert Date
Days Month <
a OO0, XXXX XOOOO000UXX a2z 124302025 21 5 a 12/2025 Incompiete 12/25
a 2K, XXXX HO000O0OUXX  07/01/ 2023 12/30/2025 21 5 1 12/2025 Incomplete 12¢25
a 2OOKX, XXXX HOOOOOOUXX  06/01£2025 22 5 7 122025 Incomplete 04726

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

Action Child Name © Child Number Start Date © End Date Max Att Days  Max Wks WksAtt  Wkiy Fee  FT Days  Senvice Status © Recert Date
Days Month
/] i 20X, XXXX HOOOOOOOUXX Mz 12/20/2025 21 5 u} 12f2025 Incomplete 12/25
JOOOK, XXXX XOOOOOOOUXX  07/01/2023 12/20/2025 21 5 1 12/2025 Incomplete 12/25
(/] 000K, XXX XO0000OCUXX  06/01/2025 22 5 7 12/2025 Incompiete 04/26
Child Monthly Summary X
7. A Child Monthly Summary will appear on the screen, Child Nurnber : XX0O00OCKIXX
showing you the attendance status of each day of the Chld Narme 130000, X000
. . December 2025
month for this child. If you have any red calendar days sun | von | Tue | wed | e | Fi | sat
(as marked below), you will need to enter attendance sl 81 o1 a1 & €
forthose days to complete the record and submit it for E : I T VR BEE

"3
"3
"3
"3
"3

payment processing on the Monthly Attendance

14 “1‘ “15 “1.7 “15 “19 20
Submission page. (Note: You must go to the Monthly || ] | .
Attendance Submission page to submit any records for 1Ta& ala!m &) °
payment processing. Attendance cannot be submitted 18181 a”
from the Monthly Attendance View page.) @ No. of Absences: 1

F No. of Closures : 1

@ 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. Torequest the ability to enter time-in/time-out attendance for dates that fall prior to the 6
past service months dueto a Fair Hearing or ACS action, please contactthe ACS Help Desk
at+1 (212) 835-7610, select a language, 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 will see

Cases allowed for Retro Time Entry

those records listed on the CAPS

Child Number < Child Mame < Cas= Name Tito Start Tito End Date  Effective Date RC
Online homepage under “Cases e
Allowed for Retro Time Entry” PRI O, B0k 0000000 e wRves TEe

OOOOCOOCXX XX, XXX 000K, XXXX os/01/24 12431425 01/09/26 RE

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

Home Placement Roster Attendance ~ Provider ~ & User Profile @ Logout

Daily T

Welcome XXXX XXXX

Monthly Attendance Submission

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 for the date(s) that have been opened for entering attendance.

Home Placement Roster Attendance » Provider ~ & User Profile  (# Logout

Weekly Time Entry

Select a category to search by: Sesteh Critsdia

i Casz Number

Attendance Month Select ¥

12345678  XXXXX, XXXX
98765432 XXXXX, XXXX
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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.

& User Profile (% Logout

Weekly Child Time Entry

Case Information

Child Number
OOOOOKXIXX

Child Name

20K, XXXX

Select Dates *

*

Case Name

OO0, XHXXX

Legend @ Absence M Closure [l NotEntered [l Attended

Enroll Srt Date

05/01,2024

En

roll End Date

£ NotEnrolled {3 Submitted

Time & sun 1/ @ Mon 117472024 & Tue 11/5/2024 & wed 11/6/2024 & Thu 1/7/2024 o Fri Va0 & st 1o
E—] (- =2
15t Time Out [Fs00 | [rem | [1e00
— — C |
— — — |
ABSENCE B2 ssence [Jassence [ aesence [ asence [Jassence ABSENCE
Select 0 sekect [ setect [ setect [ setect [T setect Select

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

record for processing

Monthly Attendance Submission

ser Profile (% Logout

Current Service Month : November
Incomplete Records: 7 Completed Records: 1 Submitted Records: 4
Others
| Prior Months Completed Records : 1 | Non Submittable Records : 0

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

Fite tov: (1058 e v]
Smtus
Action Child Name * Child Number ¢ Start Date ¢ End Date ¢ Max. Att Days MaxWks WksAtt Wkl Fee FTDays Senice Status Recert Date
Days Month ¢
Senvize Month
(/] XXX, XXXX XOOOKKXXUXX  07/01/2024 E 9 4 4 1 0 112025 Completad 06/26
Apply Filter: J ResetFilter I 7] 00O, 00K XOO0000CUXX 0570172024 23 21 4 4 3 o 1072024 Compieted 06126 I
] 00K XXXX XO000000UXX  w/2/z2e  12/30/2025 @ 4 0 1172025 Incomplets 12125
a NOOK XX XOO00000UXX OO 12y @ 4 1 112028 Incomplete 12425
(/] JOOKX, XXXX XO0000UXX  06/01/2025 ) 4 7 1112025 Incomplets 04726
(/] 00K, XXXX XOO0000OUXX  06/01/2025 2 4 0 125 Incompkte
a 000X, XXXX XOOOXXXXIXX  02/12/2025 2 4 0 1172025 Incompiete
(/] XXX, XXXX XOOOKXXXIXX  05/01/2025 2 4 0 1172025 Incomplete
(/] X000, XXXX XOO0000KUXX 12012024 2 4 8 1172025 Incomplete 025
] X000 XXX XO000000UXX 030172024 ) ] 4 0 0 0 1172025 Submitied 05/26

4

»

| centify that the attendance information reported on this Electronic Attendance Form (EAF) is corect.
Iunderstand that the EAF for this period must be completed and submitted for continued payment.

1 also certify that a5 an eligible provider, | comply with the NYS Codes, Rules and Regulations, Title 18 NYCRR 415.12,
f5.n:

https:,

rograms

hildc:

'415-Child-Care-Servi

pdf)

Note: Once you submit time-in/time-out attendance for a full service month, you

must wait for the invoice to be processed before you can make edits and resubmit
it for payment. Payment processing takes approximately 7 business days.

34|
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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 25 for detailed
instructions).

35|

1. Clickon Attendance, then select Monthly Attendance View.

Home Placement Roster ‘}Anendan(e ~ § Provider ~ & User Profile @ Logout

Daily Time Entry

Weekly Time Entry
’ Welcome XXXX XXXX

Monthly Attendance Submission

E Monthly Attendance View H\ated 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 ~ Provider = & UserProfile (% 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 ~ Provider ~ A& UserProfile (% Logout

Monthly Attendance View

Select a category to search by: SearcH Ghtera

Case Information

Case Mumber
Attendance Month Select v

12345678  XXXXX, XXXX
98765432 XXXXX, 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

any completed records for payment processing. Attendance cannot be submitted from the
Monthly Attendance View page.)
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Home Placement Roster Attendance ~ Provider =

Monthly Attendance View

Select a category to search by:

Attendance Month

Action

Search Criteria

Case Numbsr

[12345678 XXXXX. XXXX hd ]

Child Name © Child Number Start Date © End Date © Max

Days

00006, XXXX XOO000KKXX 050172024

AttDays MaxWks WksAtt Wkl Fee FTDays Senice
Month &

E:sl a 4 3 0 1172024

Child Monthly Summary

November 2024

Child Number : X00000CKUXX Child Name @ X000, XXX

X

Sun Mon Tue Wed Thu

10 1 12) 13

T P T T

"
"3
8
g

Fz I R

R

Fri Sat
2l 2)
= |
bl 9
= |

15 19

= |

a2 23

[=z]

9 30

= |

3 No. of Absences : 1

- No. of Closures: 0

ﬁ No. of Days Attended : 20
i No. of Days Not Entered : 0
Total Days Entered : 21

2 User Profile

(# Logout

Rows
Status + Recent Date
Compieted 06/26
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PROVIDER INFORMATION

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

PROVIDER PROFILE

1. Selectthe Provider drop-down.
2. Select Provider Profile.

Allinformation about the provider 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 Attendance ~ Provider = & UserProfile (% Logout
i ofile n

Provider Profile Closures

Provider Info

Prowider Id Last Name First Name

XXXXXX XXXXX XXXX
Street Numbsr Strest Apt City State Zip
XXX XXXXX XXX XX XXXXX XX XXXXX
Telephone Number Contact Email
(123) 456-7890 ] [moooomoooo(@nomml.com
License Details OE

Language Details

Location and Public Transportation

e & ©

Days, Session and Hours Of Operation

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

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 are to 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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Click on the Provider button in the navigation bar, then click on Provider Profile.

& UserProfile (% Logout

- |
Closures
Telcome X000 X000

2. Thiswill bring up the Provider Profile page. Click on the last section of the page, Days,

Session and Hours of Operation.

Location and Public Transportation

] Days, Session and Hours Of Operation

with your licensing ion agency as required by regubtion.

IMPORTANT: CAPS Online is not the system of record for licensed child care progmms and registered child care prowiders. You MUST continue o update this i

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.

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Open (-] Open (2] Open (-] Open (2] Open (-] Open (-] Open (2]
| J| | L= [ J | J | ] | J |1 J
Close ° “ 07:00 (7:00 AM) m Close o Close o Close o Close ° Close °

C JfesC JCJCOC O

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.)
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Open @ Open @ Open @ Open @ Open @ Open @ Open @
[ ES ) | J{| J] | ) | J| |l ]
Close @ Close @ Close @ Close @ Close @ Close @ Close @
()= [ J || J] | J] | J| |l )

06:30 (6:30 AM)

ﬂ 30(6:30 PM;"JErsight agency for their license (NYC DOHMH or NYS OCFS), registration (NYS OCFS) or enrollment (NYS OCFSANHEDco) of any changes in their hours of operation.
| b

Programs and providers must s

5. Repeat steps 3 and 4 to fillin the rest of the week for your operating hours.

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
= e e ez =
Open @ Open @ Open @ Open @ Open @ Open @ Open @
[ ] [ 07:00 ] [07:00 ] [0?:00 ] [07:00 ] [ 07:00 ] [ ]
Close @ Close @ Close @ Close @ Close @ Close @ Close @

[ J |G | { C- N || M| L) ]

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

Days, Session and Hours Of Operation (]
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
open @ open @ open @ open @ open @ open @ open @
[ ] [ 07:00 ] [07}(1) ] [07100 ] [m:oo ] [ 07:00 ] [ ]
Close @ Close @ Close @ Close @ Close @ Close @ Close @

[ 8 o | oo [ oo [ s Y s )

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

Icertify 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/WHEDc0).

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.

Reset

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

Home Placement Roster Attendance ~  Provider ~ & UserProfile (® Logout

I = Information has been updated for the Provider: XXXXXX | X

CLOSURES

Licensed and registered providers are now able to 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 licensed/registered providers will receive
payment from ACS for up to twenty (20) closures each NYS Fiscal Year, from April 1 — March 31 (Please
see page 40 for more details).

Note: Network Providers — your network will add closures for your NYCPS contract seats. You are
responsible for adding closures for your voucher children only.

ENTERING CLOSURES

1. Select Closures from the Provider drop-down.

Home Placement Roster Attendance » Provider - :Uzer Profile (‘L-.:.wqc-l,lt

Provider Profile
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2. Select Add Closure.

Home Placement Roster Attendance ~ Provider ~

Closures

Filter

Add Closure
Zakendar view

Select v ]
Zlosure Year

Action Start Date

End Date

Eligible for Payment  Comments

3. Selectthe Closure Date field. A calendar will drop down. Select the date of your 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.)

Home Placement Roster Attendance ~ Provider = & UserProfile (® Logout
Closure Info - Add Closure
Closure Information
Prowider Id §bsure Date * Eligible for Payment *
XXXXXX | 0572572026 [ Y- Yes v ]
< May. 2026 >
Comments Q
4 s 6 7 9
10 1" 12 13 14 15 16
© 2009-2026The City of New York  Sitemap  Responsib AJ e wowoEomew Version :04.29.2026
4.

In the Eligible for Payment field, you must indicate whether this closure qualifies as a paid
closure according to the rules defined by OCFS, up to 20 eligible paid closures.

Home Placement Roster Attendance ~  Provider ~

& User Profile [ Logout
Closure Info - Add Closure

Closure Information

Prowider Id Closure Date * Eligibe for Payment *
XXXXXX [os/zsfzozs ] [ voves v
Select
N- No

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

40 |
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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.

Home Placement Roster Aftendance ~ Provider ~ & UserProfile (% Logout

Closure Info - Add Closure

Closure Information

Prowider Id Closure Date * Eligible for Payment *
XXXXXX [ 05/25/2026 ] [ ¥ Yes 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. (Note: adding a closure will cause all records to be labeled as “non-submittable”
for one business day while the change takes effect in the system.)

ndance ¥ Provider ~ & User Profile [

o The closure record was created successfully for # XXXXXX with the start date(5/26/2025) X

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 that have already been submitted.)

Note: Network providers —you will not see any icons in the action column for your contract closures.
These must be edited/deleted by your network program. You are responsible for modifying your
voucher closures only.

1. Ifyouneed to edit an already entered closure, click on the brown pencilicon in the Action
column to edit the closure.

o [0 pge v]

Action Start Date End Date Days Ehgible for Payment  Comments
01/01/2026 01/01/2026 1 Y Mew Near's Day
01/07/2026 01/07/2026 1 A
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2. Whenyou click on thisicon, 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
effectin the system.)

& User Profile (% Logout

Closure Info - Edit

Closure Information

Prowider Id Closure Date * Eligible for Payment *
XXXXXX 01/012026 [ Y- Yes 7 ]

Comments (V]

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

Add Closure

e [0 page v

Action Start Date End Date Days Eligiblke for Payment  Comments

ui ' 01/01/2026 01/01/2026 1 A New Near's Day
Delete Closure

a ' 01/07/2026 1 A

4. Onceyou click onthaticon, 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
for that day.

Home Placement Roster Attendance ~ Provider ~ & UserProfile [ Logout

Closure Info - Delete Closure

Closure Information

Prowider Id Closure Date * Eligible for Payment *
XXXXXX 01/01/2026 [ ¥-Yes v ]

Comments (]

Delete Entry X

Are you sure you would like to delete this record?

Cancel
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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

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

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

year.

following year.

following year.
Filter

fj(ahndalvieﬁ

‘\ Select v

State Fiscal Year(&pril - Mar]

| NYC School Year(July - June)

Gregorian Calendar Year(Jan - Dec)

Add Closure

Action Start Date

(/] ' 01/01/2026
/] ' 01/07/2026

/] ' 02/16/2026

End Date

01/01/2026

01/07/2026

02/16/2026

o [FOperpagev]

Eligible for Payment  Comments

¥ Mew Year's Day
¥

¥ President's Day

o Closure Year - this filter indicates which year’s closures you would like to view.

Filter

Calendar view

[ Gregorian Calendar Year(Jan v

| Closure Vear ]
1| select v i
Lo
1

Action Start Date

/] ' 01/01/2026
(/] . 01/07/2026

02A16/2026

End Date

01/01/2026

01/07/2026

02/16/2026

-
Eligibke for Payment  Comments

R New ear's Day

¥

¥ President’s Day

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

Filter

Add Closure

Calendar view

[ Gregorian Calendar Year{Jan v ]

Closure Year Action

[ 2026 v

——] o

Loy [ s

’ R |

as
aw
aw

Start Date

01/01/2026

01/07/2026

02/16/2026

047032026

05/25/2026

End Date

01/01/2026

01/07/2026

02/16/2026

04/03/2026

05/25/2026

1

1

Y

h

)

& §

¢

-
Eligible for Payment  Comments

New Year's Day

President’s Day

Good Friday

Mermoral Day

5 total
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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.

Home Placement Roster Attendance ~ Provider ~ ﬂ & User Profile i(‘ Logo

User Profile

MY USER PROFILE
Email Address

XXXXXXXX@PROTON.ME

Last Name * First Name * Tekphone Number

[)ooooooo« ] [)ooooow ] [(999) 999-9999 ]
Language * Page Limit *
[ EN - ENGLISH S ] [ 10 = )

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).

& UserProfile (% Logout

User Profile

MY USER PROFILE

——

XXXXXXXX@PROTON.ME
Last Name * st Name * Telephons Numbst
[ 00000000 ] [;ooooooo( ] [(999) 999-0009

Laﬁgnzge 2 = Page Limit *
EN - ENGLISH v [10 v ]

Select

[ T
) ES - SPANISH

AR - ARABIC

HT - HAITIAN CREOLE
RU - RUSSIAN

¥1- YIDDISH Version :04,29.2026
ZH - CHINESE SIMPLIFIED
UR- URDU

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.)

& UserProfile (% Logout

User Profile

MY USER PROFILE

Email Address
XXXXXXXX@PROTON.ME

Last Name * First Name * Telephone Number

[ 300000000¢ ] [ 30000000¢ ] [(999) 999-0999 ]

Languag Page Limit

[ EN - ENGLISH - ] 10 -
Select

Reset R |
20
30
40
50
© 2009-2026The City of New York  Siternap Responsibilities Version :04.29.2026

As you 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 the Placement Roster, Daily Time Entry, Weekly Time
Entry, Monthly Attendance Submission, and Monthly Attendance View pages.

Home Placement Roster Attendance = Provider - A& User Profile (% Logout

Placement Roster

Filter

o 101 prge ]|

Age
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MOBILE DEVICE

CAPS Online is mobile-friendly and accessible by using computer, laptop, tablet, or smartphone.
There are some small differences in how the system will look if you access it on 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
menu icon, 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
[ 30000000000 @proton.me ] Welcome X2000000( X000000KK i
Daily Time Entry
Password @ = s
The Automated Child Care Information System, Weekly Time Entry
[ ......... ] CAPS Online Monthly Attendance Submission
Eorgot Password? Monthly Attendance View

CAPS Online is using NYC ID Account

& User Profile

[ Logout

Cases allowed for Retro Time Entry

Don't have NYC ID Account? Create Account
Child Number: XXXXXXXX/XX
Welcome X000 XOOOO0KXK
Need to Manage NYC ID Account? Manage Account

= The Automated Child Care Information System,
® Child Name: XXXXX, XXXX CAPS Online

Select alanguage:

English | Espanol | 532 | pycckumii assik | duysll dslll
| kreydl ayisyen | whT | BRFRSZ | g2, | POLSKI | &
ol | FRANGAIS | JTgra |

Case Name: XXXXX, XXXX
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