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1. Introduction
UPK Admin allows DOE users to control the functions of budget reviews, enrollment reviews, and
Site Management for UPK service providers.

2. Accessing UPK Admin
The UPK Admin application resides in FAMIS portal under Miscellaneous section. FAMIS portal
can be accessed at https://dfoforms.nycenet.edu/FamisPortal/

/f;@, .'E/j N T C c::l 4/26/2010 2:18:57 FM

S [ /A1 1T

"'.:Z‘Tf 4 FUUL{-'_.I\F/ Mayor's Office | DOE | DFO | Portal Hews
BE0-He

‘i Change Password

What's Mew? | Send Feedback| Contact Us|Version 2.0

Figure 1: FAMIS Logon site

A user can procure FAMIS portal access by requesting their supervisors to send an email to the
FAMIS mailbox (famis @schools.nyc.gov ).

Once the user logs in FAMIS, they have to click on the Miscellaneous tab on the left side. In the
underlying list, a link titled UPK Admin must be visible. If it is not visible, please contact your
Supervisor, who will in turn contact the Central Office in case they do not have the User
Management rights.



Budget review tasks

Every year, UPK providers submit budgets for upcoming year. These budgets are reviewed by the
users in a workflow fashion as indicated in the figure below:

Future state for UPK budgeting process
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Figure 2: Workflow for budget review process
Workflow States:
10 — Saved budget 60 — Approved by OECE Borough Contract
Manager

20 — Sent for DOE approval

70 — Approved by DCP UPK Office
30 — Rejected by OECE Contract Analyst

80 — Rejected by DCP
40 - Rejected by OECE Borough Contract
Manager 90 — Approved by DCP Registration

50 — Approved by OECE Contract Analyst
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2.1. Landing page
Once the user logs in, the Budget page is the landing page. The user can also click on Budget in the
navigation pane above to reach back to the list.

Purchasing / Payments Approval Inguiry Miscellaneous
Student Attendance Invoice Enroliment Budget Miscellaneous

Waiting For Review Rejected by you Advance Search

Figure 3: Budget-landing screen
The budget-landing page has main four tabs namely Invoices, Enrollments, Budgets, and Miscellaneous
There are three sub-tabs within Budget:
Waiting for Review:  The tab displays all the budgets assigned for the user

Rejected by you: The tab displays all the budgets rejected by the user
Advance Search The tab displays search screen for searching budgets

2.2. Accessing a budget
A user can access a budget either via the default grids provided or by searching for the same.

Click on Advanced Search tab results in screen below:

Advance Search

Advance Search :

Budget Id : BudgetType : -- Select -- 'I
Fiscal Year : -- Select -- VI District : -- Select -- VI
Contract # : Borough : -- Select -- ﬂ
Vendor Id : Vendor Name :
Submitted Date From : Submitted Date To :
Budget Status : -- Select -- LI
Assign To m
‘=, Search

Figure 4: Advanced Search screen

The user can narrow down their search by inputting fields and by choosing an option from drop down
fields. The Budget Status drop down lists all the workflow status for the budget as reflected in UPK
budget process system (See Fig 4). For instance, Sent for DOE approval, means budget is waiting to be
reviewed by OECE Contract Analyst in UPK budgeting process system.
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2.3. Reviewing a budget
Click on Waiting for Review and Rejected by you tab results in the screen as shown in Fig 5.

Budget Plan Info.

BudgetId Fiscal Year District Contract # Budget Type Submitted Date Action Additional Info Budget Status

@ 2010 1 9975793 Full Day (i ] Rejected by DCP
1-1 of 1 Records

Total Children : 0

Total Classes 1 0

Tokal Wages : $0.00

Total OTPS : $18,752.00

Total Contrackiward @ $18,752.00
CostPerChild : $0.00

Figure 5: Review budget screen

A budget can be reviewed by clicking on the Budget ID (circled in red) or by viewing the budget’s

summary. Click on 2. icon under the Action column to review budget summary. The sample budget
summary is displayed in Appendix A. There is a mouse over line item feature in which if a user
moves cursor over the @ icon under Additional Info column of every budget, the budget details can
be viewed. The Budget Status column will be updates as per the action taken by the users on their
respective budgetids in the Budget workflow. The workflow flow states are shown at the bottom of
Fig3. Click on budgetid results in Budget Detail screen as shown below:

Vendor Information & Add/View Comments  fa} Goto Main Budget Page
District : 2 Borough : Manhattan Fiscal Year: 2010

Program Type : Full Day

BOE Vendor # : 371468245

Contract # : [

Vendor Details

Provider's Name : WENDOR

Contact Name : UPK VENDOR

Mailing Address : 65 Court Street

City : BROOKLYN State : MY Zip Code: 11201
Email ID : mdani@schools.nyc.gov Contact # : 123-213-2131 Fax #:

Owner Details

Name : test

Address : 65 Ct

City : Brooklyn State : NY Zip Code : 11201-2121
Email ID : mdani@schools.nyv.gov Contact # : (423)482-1384 Fax #: (438)482-4832
Meals

Cost : 12.00 # of Children : 12 # of days : 12

Snacks

Cost : 121.00 # of Children : 212 # of days : 22

Number of Sites Operated : 1

Figure 6: Budget Details screen

The Contract# can stay blank if the budget contract is of a new or renewal type.
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The users can Approve or Reject a Budget by clicking on Approve or Reject button located at the
bottom of Budget Details.

Eg Approve [5] Reject

Figure 7: Approve/Reject buttons at the bottom of the Budget

2.3.1. Add/View Comments for Budget

A user can add comments in Budget for only those budgets, which are currently assigned to them.
By clicking on Add/View Comments, the user can add comments in the Comments text box.
Clicking Save each time after entering a comment results in additional comments. The resulting
screen is displayed below:

Vendor Information & add/View Comments ){al Goto Main Budgst Page

District :
Comments for Budget

Program Type : Full C
BOE Vendor # : 3714 T =]
-
Contract # |
antra = Comments : j
vendor Details
H save
Provider's Name : WENLC
Contact Name : UPK. SDOMEK 04/28/2010 Comment2
Mailing Address : 65 C
SOMKE 04/28/2010 Commentl
City BRO
Email 1D : mdar
Owner Datails
Name : test
Address : 65 C
City = Broo
Email 1D : mdar
Meals
=
Cost: 12.00

Snacks

Figure 8: Add/View comments screen for budgets

2.3.2. Add/View Comments for Allocation Methodology

A user can add comments for Allocation Methodology section for only those budgets, which are
currently assigned to them. By clicking on Add/View Comments link, the user can add comments
in the Comments text box. Clicking Save each time after entering a comment results in additional
comments. The resulting screen is displayed below:
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Allocation Methodology (Hide) @ add/View Commenty &

#* Required onlyfer-submittiig o Budget
Facility Square Footage:**
test ﬂ
Comments for Allocation Methodology |2| ﬂ
Programs Revenues: " o
test d J AI
Comments : j
BSave ﬂ
Instructional Staff FTE:**
==t $DMK 04/28/2010 Rejected by OECE Borough Manager |
SDME 04/28/2010 Approved by OECE Contract Analyst ﬂ
N SR . sdmk 04/28/2010  test
Itest AI

Figure 9: Add/View comments screen for budgets

2.3.3. Add/View Comments for Costs

A user can add comments for all types of Costs in site details for only those budgets, which are
currently assigned to them. By clicking on Add/View Comments link, the user can add comments
in the Comments text box. Clicking Save each time after entering a comment results in additional
comments. The resulting screen is displayed below:

Appendix C1

Facility Costs Administrative Costs Instructional Costs Security Costs
Details for Appendix C2 - Facility Costs :I
Cost
i?li\tcated ?Jlgi:?rd Options
Dl Program
Total Facility Sg. Ft. : 12 Cost Per Sq. Ft.: $10.08 Facility Costs $121.00 $12,121.00C¢D
Electric $234.00 $312.00 b o
Gas [ Fuel $21.00 $12.00 o
Telephone / Internet $65.00 $53.88 o
Cost of Licence / Permits for UPK Program $54.00 $77.00 @

Figure 10: Add/View comments for Costs screen

Clicking on " icon can be used to add and view the previously added comments existing which
were comments added by others.

. i .
Clickon * icon to add a new comment.

Page 9 of 28



Comments for Cost

! 2dd Comments |
Comments : =|
ESaue [
SOME 04/28/2010 Rejected by OECE Borough Contract Manager
SOME 04/28/2010 Approved by OECE Contract Analyst

Figure 11: Comments for Cost screen

2.3.4. Calendar section

Click on Open Calendar link to enter calendar on budget. Clicking on Open Calendar link results

in below screen.
Optio

Site Information

Site Doing Buisiness As Site Address Program Status District

1 test 65 Ct FOC 2

Figure 12: Budget form- Open Calendar on budget screen

Vendor submitted Calendar is non-editable to any of the Admin users.
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School Calendar |£|

UPK Programs must operate a minimum of 9 days during the school year. Providers will not be reimbursed for services provided on Saturday and
Sunday and on the following legal holidays: Independence Day, Labor Day, Columbus Day, Veterans' Day. Thanksagiving. Christmas Day, New Yaar's
Day, Dr. Martin Luther King, Jr. Day, Presidents' Day, and Memorial Day. Those days are indicated by the gray boxes below. Use "I" to indicate
instructional day, "P" to indicate a professional development day and "IEP" for both. The totals for the days will be automatically calculated.

2010 2011
Jul Aug Sep Oct Now Dec Jan Feb Mar Apr May Jun
1 I I I I P

|~
e
2 I I I P ‘
3 I I I P P |=
i
L

10
11

12 Tia|

Total Professional Development Days : 4
x Cancel

Total Instructional Days : 10
Figure 13: Calendar screen

= The bottom section of School Calendar shows the total for each type of day indicated by
a provider.
= The user can close out of the screen by
® Clicking on Cancel
¢ C(Clicking on the red X on the right top

2.3.5. Total Contract Cost
The fields under Total Contract Cost section are auto-calculated from the information entered in
Appendix C1 and Appendix C2 for each site information.

Total Contract Cost for 2010 - 2011

Total OTPS : %$9,010.00 Total Number of Classes Operated: 1

Staff Wages and Fringe Benefits : $0.00 Total Number of Children in Classes: 30

Total Annual Contract Amount: Cost per Child : $300.33

Figure 14: Total Contract Cost for vendor selected fiscal year 2010-2011

When budgets with RFP number that follow payment policy [specifically RFPs: R0051, R0217,
A0709, B0709, A0608] are amended and there is an under-enrollment in the revised budget, then
the Cost per child field will be hidden and the Total Annual Amount (per payment policy) field
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will be visible. There will be warnings if Total contract cost exceeds Total annual contract amount
(per payment policy).

Total Contract Cost for 2010 - 2011

Please note: Revised contract cost per payment policy is less than the budget cost in this revision.

Total OTPS : $10,510.00 Total Number of Classes Operated: 1

Staff Wages and Fringe Benefits : Total Number of Children in Classes: i5

Total Annual Contract Amount (per

Total Annual Contract Amount: .
payment policy):

Figure 15 : Alert message flagging when Total Contract Cost exceeds the prescribed Total
Annual Contract Amount (per payment policy)

2.4. UPK OECE Analyst user

This user will see a set of budgets assigned to them automatically using the mapping table, which can
be configured by the OECE Operations Manager. The user can Add/View comments, and approve or
reject the budget as explained in section 2.3.

For a budget approval, this user is required to mark the type of reference contract from Contract Type
field as shown in Fig 15. The budgets, which are approved by this user, are sent for the approval of
OECE Operations Manager user. The rejected budgets are sent back to the respective vendor for
review and re-submission.

OCEC Contract Analyst/ OECE BCM use Only

Contract Type :

DCP UPK Office use on

Figure 16: Contract Type screen

If a contract type is not chosen, the user will get a message to populate the field.

2.5. UPK OECE Operations Manager user

This user will see a set of budgets, which are approved by OECE Contract Analyst user, and those,
which are rejected by DCP-Registration user and DCP UPK Office user.

This user can review the budget, add/view comments, and approve or reject the budget explained in
section 2.3. When this user approves the budget, the system checks whether the type of reference
contract (new, renewal, continuance) is marked or not (See Fig 15). If not marked, the user will not be
able to approve the budget to the next level.
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The budgets, which are approved by this user, are sent for the approval of DCP UPK Office user. The
rejected budgets are sent back to the respective OECE Contract Analyst user for review.

2.6. DCP UPK Office user

This user will see a set of budgets, which are approved by OECE Operations Manager user.

This user is able to review, approve or reject the budget explained in section 2.3.While doing so,
certain fields are provided for DCP -UPK office. DCP office fields are mandatory prior to approval
(See Fig 19).

DCP UPK Office use only

RA Number : IQ].DD

::ttlf-\ttﬂﬂlev sent IU4—.-"US.-"2EI].D :ﬁ UPK Attorney return Date : |E|4l,|']_3l,|’2|:| i0 :ﬁ
Tweed sent date : IDAI-,.I']_AI-..I’EEI]_D :ﬁ Tweed return Date : |D4f]_5;2|:|]_g :ﬁ
Background check IU4—,-"U 1/2010 :ﬁ Background check return Date : |E|4IJ'E|5,|'2|:|]_D :ﬁ

sent date :

Figure 17: DCP UPK Office user only screen

The budgets, which are approved by this user, are sent for the approval of DCP UPK Registration
user. The rejected budgets are sent back to the respective OECE Operations Manager user for review.

2.7. DCP UPK Registration user

This user will see a set of budgets approved by DCP UPK Office user. The budgets sent to this user
are of contract reference type New or Renewed only. This user is able to review, approve or reject the
budget explained in section 2.3.

Prior to approval of any budget, this user should mark the dates in Comptroller Registration Date
(mandatory) and Comptroller Confirmation Date (optional). (See Fig 20)

DCP Registration Office use only

C 1l - N
R:;“i::rr:tizl Date: |D4.-"U 1/2010 iz Comptroller Confirmation Date : |D4,."1.5.-"2D 10 =

Figure 18: DCP UPK Registration user

While trying to approve, the user will be prompted to fill in the contract number in the Contract# field
(See Fig 18), if found missing. Once approved, the system prompts the user if they want to commit
only when the contract exists but is not marked as Active. (See Fig 21).
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Message from webpage E4

"-?() Conkract is invalid. Do wou really want ko approve this budoet?

i (04 i &ancel |

Figure 19: Contract Invalid error message screen before approval of budget

If the user clicks OK, then the budget is approved and an email composed with details of the contract.
The user can direct the email to whoever is relevant. By default, any user (including vendor), who
touched the budget in the process, is listed in the To field for the composed email.

The budgets rejected by this user are sent back to the respective OECE Operations Manager user for
review.

2.8. Budget Re-assignment

The user must click on the Miscellaneous tab on budget landing page and then select Budget Re-
Assignment from the drop down menu of Select an Activity field.

Invoice ‘ Enrollment | Budget
Select an Activity : | Budget Re-Assignment |»

Search Budgets For Re-Assignment

Fiscal Year: [~ select - =] Assigned to: l—
T Budget Type: | Seet —— 2]

District: [~ salect - =] Borough: -- Select -- =
Vendor ID: Vendor Name:

G, search

Search Results

Figure 20: Budget Re-assignment screen

This feature is available to OECE Operations Managers and UPK Central users only. They can search
on any budget using various search options. If a user searched without providing any search options,
and

e [f the searching user is Operations Manager then default search results will provide all
budgets of that Operations Manager's Borough and in states Sent for DOE Approval and
Rejected by OECE Operations Manager.

e [f the searching user's role is Central User, then default search results will provide all budgets
across boroughs in states Sent for DOE Approval, Rejected by OECE Operations Manager,
Approved by OECE Contract Analyst, and Rejected by DCP.
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The values shown under Assigned To drop down field menu will depend upon the user and state of
budget. For instance, if Operations Manager is re-assigning, the users from that borough only will be
available in the drop down. If Central user is re-assigning, the OECE Analysts will be shown for
“Sent for DOE Approval” and “Rejected by OECE Borough Contract Manager ” and Operations
Managers will be shown for states “Approved by OECE Contract Analyst”, and “Rejected by DCP”".

2.9. Calendar Management Module

Click on the Miscellaneous tab on the landing page in UPK Admin. Select Calendar Management
from the drop down menu of Select an Activity field. Following screen shows up.

Budget Year Calendar (Fiscal Year: 2009) (X

Please specify holidays date for the folloving legal holidays (except Sautrday and Sunday): Independence Day, Labor Day, Columbus Day.
Vaterans' Day, Thanksgiving, Christmas Day, New Year's Day, Dr. Martin Luther King, Ir. Day, Praesidents' Day, and Memaorial Day.

2008 2009
Jul Aug Sep Oct MNow Dec Jan Feb Mar Apr May Jun
1 Holiday =
2
3 [ [=1]
None
4 Hclida'
5
6 1=
7
8
9
10
11 Holiday
12
13

Finalize | | [ save || X cancel

Figure 21: Budget Year Calendar screen

This feature is available to UPK Central users only. The users can specify holidays date (except
Saturday and Sunday) on Budget year Calendar of only those fiscal years for which a budget has been
created by vendor. Vendors will be not able to edit School Calendar unless the UPK Central user has
finalized the budget year calendar for that fiscal year. Click on Save to save the Budget Year
Calendar. Click on Finalize to finalize the Budget Year Calendar.
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3. Site Management

Click on the Miscellaneous tab on budget landing page results in screen as shown in Fig 24. Select Site
Management from the drop down menu of Select an Activity field.

Select an Activity : ISitE Management LI

Site Management

Vendor ABC P
Name :
Vendor # : 371468245 - ABC PRESCHOOL & KINDERGARTEN

u‘i‘. Search

Figure 22: Site Management screen

The user can access site management module by entering vendor name in Vendor Name field or vendor
number in Vendor# field. (See Fig 24). The Vendor Name field starts prompting names based on matches
only after the user enters at least four characters.

The Vendor# field is auto-populated if a user selects a vendor name from the prompted values in Vendor
Name field. Click on Search to retrieve search details. The Site Management is available only when a
budget is approved by DCP.

The resulting screen is as shown in Fig 25.

Budget # Legal Name District Contract # Contract Term Contract Amount

9 ABC PRESCHOOL & KINDERGARTEN 2 9870688 07/01/2007 - 06/30/2012 $591,918.12
Af 1 Records

Figure 23: Site Management Search results screen

The user must click on the budget id results in the screen as shown in Fig 25.

Using the Site Management module, OECE Operations Analysts and OECE Operations Managers can
update the following for a provider:

e Contacts for various functions based on their necessities based on vendor’s entries. (See Fig 26).
e Insurance details

e Official Class-Site mapping for the year

e Reference document applicable for billing for specific sites

¢ DOE Unique Site ID and

® (Capacity
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This module can be updated by Operations Analysts or Operations Managers.

Site Management for Budget ID: 1

Vendor Information

Borough : Manhattan
Contracted District : z

Vendor Number : 3714568245
Provider's Name : Vendor

Mailing Address :
City : Brooklyn
Email ID :

Contract # : 9870688
Contract Term : 07/01/2007 - 06/30/2012
RFP Number: RO051

65 Court Street
State : MY Zip :

mdani@schools.nyc.gov

Executive Director's Name : I-- Select -- 'I

Educational Director's
Name :

I-- Select -- vl

Enrollment Contact's Name : I-- Select -- 'I

) .. site | Site
SiteNumber District Name| Address

1 4 test 65 Ct

ﬁ Goto Site Management Main Page

11201

# of Reference # of DOHMH C
- Document < - =
Classes 1:? Children TYP® T Article 43 [
2
1 2 | Nursery School (NS) x| |353453
| 3|

Figure 24: Site Management for Budget screen

Note: If the B under the Actions column (see Fig 31) is not clicked, the details for that row are not saved.

The contact details are auto-populated (based on contacts entered by the vendor) if a user selects a name

from each of the prompted values in Executive Director's Name field, Educational Director's Name field,

Enrollment Contact's Name field. Click on Save to save the vendor information details.

3.1. Reference document updates

To update reference document, click on Select RFV# or «A icon. The resulting screen is shown in

Fig 27.

Tax # : 237129674 Budget ID : 604

N~—
Select

Document &

WR7063317

Fwa057200

Figure 25: Reference Document select screen

%]
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Click on Select to select the reference document # from FAMIS. The resulting screen is shown in Fig
28.

DOHMH

Reference Certificate

Document # of - DOHMH Certificate or Expiration .
5 Children TYP® of Provider Article 42 DCID # Date or TSrETERER IR
# - Article 43
Filing Date
@ 2 Nursery Schaaol (NS) | [353453 |os/30/2010 12312313
A | i

Figure 26: Site information detail screen

The user can choose the type of provider from Type of Provider drop down field menu. Use the

horizontal scrollbar using **' and ™ buttons to navigate through the area.

3.2. DOHMH Certificate details

The user must enter DOHMH Certificate details in the DOHMH Certificate or Article 43 DCID #
field and DOHMH Certificate Expiration Date or Article 43 Filing Date field.

3.3. Insurance details

The user can provide details in Insurance details in Insurance Policy#, Insurance Expiry Date and
Insurance Issue Date fields. (See Fig 29)

B Save
Insurance Insuramce i Si sl
Insurance Policy # Issue Date Expi Date Workman Comp # Comp Issue Comp Expiry [n]n]]
- ——— Date Date
4564564 01/01/2011 01/01/2011 46565 01/01/2011 01/01/2011 RBf

Figure 27: Site information detail screen

3.4. Workman Comp details

The users should provide details for Workman Group#, Workman Comp Issue Date, and Workman
Comp Expiry Date fields.
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3.5.  Official Class-site mapping

Click on number of classes under #of classes column, results in a screen below:

District : 4 Site Name : test

Classroom # [/ Name Classroom # (ATS) Mo Of ATS Children Options
¥ — @k

12 101 1

Figure 28: Class-site mapping screen

Click on & button to enter classroom number under Classroom # (ATS) column. Next, click on =
button save the details. The value under No Of ATS Children column is auto-populated depending
upon the total count of students in classroom number entered in Classroom # (ATS) column.

Click on #% button to delete the details.

3.6. DOE Unique Site ID and Capacity

The user should provide DOE Unique Site ID in DOE Unique Site ID field and Capacity in Capacity
field. (See Fig. 31)

an
cpiry DOE Unigue Site ID Capacity Action
e e
I'f \'l ’ %\\,
011 |{ |RBFRY | L/ 100 | @
\*'-\-_.._,-'-'-/ ‘H-"— —"--"r
2]

Figure 29: DOE Unique Site ID and Capacity in Site details screen

Click on & under the Actions column to save the site details. (See Fig 31)
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4. Enrollment Module

The workflow process for UPK Enrollment is shown below:

UPK Enrollment process

School Session

Parent Vendor QECE BCM
Secretary

Parent decides to enrall

the student in NYC UPK

A J

Fills out
the: form
in
Wendor
Portal

Caollect paper work
and submit to UPK
CBO

PRroves ATS entry

¥

Stop

Figure 30: Workflow for Enrollment review process

4.1. Landing Page

The user can also click on Enrollment in the navigation pane above to reach back to the list.

Pending your review [ 2 ) Approved (5) Rejected (4 ) Advance Search

nation

I:‘ iD Vendor ID ﬁ ﬁ Gender %:OF DOE Unigue Site ID | District | Borough % Status

0 zz2 132673989 Sam Breese Female 02/01/2006 QBBB 24 Queens  09/08/2010 Submitted By Vendor
F i3 132673989 Kim Green Female 04/25/2006 QCAS 24 Queens  09/08/2010 Submitted By Vendor
O 274 132673989 skjdkasl jhasjk Female 09/01/2006 QBEIH 24 Queens  09/08/2010 Submitted By Vendor

1-3 of 3 Records

Figure 31: Enrollment landing screen with ability to bulk reject enrollments
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The enrollment-landing page has four tabs:

Pending Review: The tab displays all the student enrollments waiting for approval
Approved: The tab displays all the approved student enrollments

Rejected: The tab displays all the rejected student enrollments

Advanced Search: The tab displays search screen for searching student enrollments

In order to reject multiple enrollments (bulk rejection), select the enrollment IDs and click on Reject

HEm . button. (See Fig 33)

4.2. Accessing Student Enrollment

A user can access an enrollment either via the default grids provided or by searching for the same. Click
on Advanced Search tab results in screen below:

Pending your review { 1) Approved { 1) Rejected { 0 ) Advance Search

Advance Search :

Enrcllment id : ] Enrcllment Status : -- Select -- LI
Student First Name : Student Last Name :
District : -- Select -- vl
Vendor Id : Vendar Name :
Created From : Created To :
C'»%Seam:h
D Vendor ID First Name Last Name Gender Date Of Birth Borough District Admit Date Status
1 Mehul test Male 03/30/2010 Manhattan 3 03/25/2010 Approved By OECE

1-1 of 1 Records
Figure 32: Advanced Search screen

The user can narrow down their search by inputting fields and by choosing an option from drop down
fields. The Enrollment Status drop down lists all the workflow status for the enrollment as reflected in
UPK Enrollment process system (See Fig 32). The user must click on Search to get results.

4.3. Reviewing Student Enrollment

Students Information

1D Vendor ID First Name Last Name Gender Date Of Birth Borough District Admit Date Status
’ 371468245 Taylor Jim Female 03/29/2010 Manhattan 1 03/29/2010 Submitted By Vendor
1-1 of 1 Records

Figure 33: Student Information screen

Click on the ID (circled in red) results in a student enrollment form as shown in Fig 36. A complete
student Enrollment form is shown in Appendix 7.1.
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Electronic cover sheet for student Enrollment |¢u|

ATS Registration form

School Year :

Site Information

District : I 1 'I Borough : Manhattan

Site Name : |Learning place Site Phone # : |(1_21_]2].2—21.22

Student Information

Admit Date : ||j3l,|'29l,|'2|j]_|j :ﬁ UPK Session : [ NPT G o Full Day ]
Last Name : IJirn First Name ! ITaonr Middle Name : Jim
Dateof Birth:  [03/25/2010 | L) Gender : @ male ® Female

Place of Birth :

Country : Jusa =l City Brooklyn State NEW YORK -
¥

Proof of Birth

Birth Certificat= 34100 Passport No : Jas700123
Immunization Other document if
Records : & res o He any : I
- . T T Home Language BRAHUI - — N
Ethnic Code : I—-Ex[_—.[.E[—. or All=] Code I - Official Class Code : I]_DD ]
Proof of Address :
¥ corant affid=uit 0f Basidance ) azza anraamant W riiee Bille B | attar Feom Gout 8nanme Confirming addraz= ¥ attar Eram | =ndlacd LI
Add / View comments é Print gk Approve Submit Li| Close

Figure 34: Student Enrollment form for OECE user

4.4. OECE user

OECE Contract analyst and OECE Operations Manager can perform possible actions as listed below:

= Access enrollments in Pending review section or search for other enrollments
= Make comments on enrollments in pending review section and belonging to the user’s borough

= Mark an enrollment as Approved or Rejected
The users are required to provide information in Official Class Code field prior to approving any student
enrollment (see Fig 36), if the field is empty. Also, OSIS is mandatory for the user approving the

Enrollment.

Click on Print to print the electronic Registration form.
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5. Provider Management Module

Click on the Miscellaneous tab and Select Provider Management from the drop down menu of Select an
Activity field. (See Fig 38) This module can be updated by OECE Operations Managers.

Select an Acrivit-..‘f,;"_-_f'rowder Management %I)

Provider Management

Fiscal Year :

Vendor Mame :

Tax # @
2009 - 2010 Paar="

Ty
|
Figure 35: Provider Management screen

The user can access Provider Management module by entering fiscal year in Fiscal Year field and either
vendor name in Vendor Name field or vendor number in Tax # field. (See Fig 38)

The Tax # field is auto-populated if a user selects a vendor name from the prompted values in Vendor
Name field. Click on Search to retrieve search details. Vendor Name field has auto-populate, which will
prompt the user for any database matches once the user keys in at least 4 characters.

The resulting screen is as shown in Fig 39.
5.1. Setting up ACS vendor
The user can set up a vendor as ACS for specific fiscal year by clicking Yes for Is ACS field and Active

field. Select the values and click Submit.

Note: A vendor with budget cannot be marked as ACS.
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Provider Management

Fiscal Year : 2010 - 2011 [w]

Vendor Name :

Tax # : 113010772
Sy, Search
Vendor Id: 113010772 Vendor Name: \endor
;/--—___'-\..,\
Is ACS: ( O No @ ‘r’es/} Allowed Invoice Certification : C} Mo @ Yas
\N-..__ e o —
Allowed Attendance Certification : (:) No @ Yas Active : r’fo Ma (E) Ye::j
" .
o, " —
P Y -

g Sul:nmii!I

Figure 36: Provider Management details screen

If ACS is marked as Yes, then upon clicking submit button, the screen will be prompted as in Fig 40.

5.2.  Class site/Official class code mapping

Using the Provider Management module, OECE Managers can update the following for a provider:

e District, DOE Unique Site ID and Capacity for the FY
e Official Class-Site mapping for the FY

5.2.1. Class Site Mapping
The user should provide District code in District field, DOE Unique Site ID in DOE Unique Site

ID field and Capacity in Capacity field and click Add button. (See Fig 40) It will result in screen
shown in Fig 41.

Offical Class Code :

District: DOE Unique Site Id : Capacity : [‘J::' Add :E

Figure 37: class site information screen

Doe Unigue Site Id Capacity Action

j MEER 100 2] B v

Figure 38: Class site information Edit screen
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"o
You can edit this information by clicking button or remove class site mapping by clicking

button. (See Fig 41).

5.2.2. Official class code Mapping

Clicking = button in Fig 41 will prompt official class code mapping screen as below. (See Fig
42) The user must enter official class code in Official Class Code field and click Save button.

Official Class Code :

BSEUE k| Close

Figure 39: Official class code mapping screen

The user will be able to see class code as below by clicking * button in Fig 41. (See Fig 43)

Doe Unigue Site Id Capacity Action
=l MEBR 100 il B v

Class Code: 100 ?'(

Figure 40: Site information Edit screen with official class code

The class code can be removed by clicking a next to class code. If the user decides to edit the
borough in the mapped site, the underlying Official Class Codes are prompted for deletion. If any
attendance is present for the mapping, such a deletion is not allowed.
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6. Student Attendance Module

6.1. Accessing Students Attendance

Click on Student Attendance tab in Fig 3, to access Attendance Search page as shown in Fig 16. The user
can choose any of the fields to narrow down the search. For instance, the user can provide Attendance Id
in Attendance Id field and click Search button to review an attendance. However, the user can click
Search without submitting any search criterion.

Student Attendance Invoice | Enrollment | Budget Mizcellaneous
Attendance Search :
-—'—"--\.\.
Attendance Id : 20 ,; Service Month : -- Select -- |w
— _ ]
Fiscal Year : [-- select -- (& Budget 1d :
Vendor Number : Vendor Name :
—
ﬂ Sear&
Attendance Id Vendor Number Vendor Name Fiscal Year = BudgetId IsACS Service Month Status
e
{ 20 \ 237129674 CHINATOWN DAY CARE CENTER, INC. 2011 1035 No October Certified At

it?_c/f/L Records
Figure 41: Attendance Search Screen

When the user clicks on Attendance ID (Fig 16), the user reaches the detailed attendance.

6.1.1. Unlocking Attendance

If the Admin user chooses to unlock the attendance, then the unlock button is located inside the
attendance details as shown in Fig 17. The user can also

Attendance Id - 20 | % Back to Main Attendance Fage

- =
b1
Fiscal year : 2010 - 2011 Budget ID : 1035 Service Month : Octobar [ Unlock |

Figure 42: Student Attendance Screen

The user can click on Back to Main Attendance Page to return to the search results.
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7. Appendices

7.1. Electronic Cover Sheet of Student Enrollment

ATS Registration form
School Year : |2009 - 2010 vi

Site Information

District : I i - l Borough : Manhattan

Site Name : |Learning place Site Phone # : |(121)212—2122

Figure 43: Site Information section

Student Information

Admit Date : Im HH UPK Sassion : & 2w T e T Full Day

Last Name : Jaim First Name : [Taylor Middle Name : Jim

Date of Birth : Im ﬁ Gender: o Male g Female

Place of Birth :

Country : Jusa = ity |Brookiyn State : NEW YORK

Proof of Birth

Birth Certificats

o |34100 Passport No : |2s700123

Immunization Other document if

Records : & Yes L o any : I

Ethnic Code:  |AMERICAN INDIAN OR Al = | ":‘"“Ie @ Language [eRAHUI =l official Class Code : |100
Proof of Address :

[ carent Affidavit OF Residancy | - Agresment = Utility Bills ¥ Lotter From Govt Agency Confirming Address ¥ Letter From Landlord

Figure 44: Student Information section

Parent / Guardian Information

Relationship e

Code : | FOSTER PARENT =1

Last Name : ItE.St First Name : Itest Middle Name : ItE.St
e [65 Court Street Apt Number : [#23

City : |Broocklyn State : NY Zip Code : |12122
Home Phone# : [(234)344-3434 Work Phone# : |(132)121-3123

Preferrad Lanuage

Written I AFRIKAANS LI Emergency Contact Name : IR_ey

Spoken : | AFROASIATIC ' +| Emergency Contact # : |(z12)122-1211

Figure 45: Parent/Guardian Information section
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Other Pertinent Information

Health Alert : ® vaz T e IEP: [~ o
Health

Insurance : g Private o Medicaid o Children Health Plus o None
Housing :

o Doubled-up g Awaiting Foster Care Placement o Permaneant Housing
© shelter o Hotel/Motel @ other Temporary Situation

Prepared By : & ceo Designes

Figure 46: Other Pertinent Information section
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