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GETTING STARTED

1) Install the program "d:\insopt"
2) Enter Company Information
Note: Also check "More Settings"
3) Setup Master records.
A) Programs
B) Charges
C) Pay Types
D) Staff Master Records
E) Child Master Records
1) Enter Child ID & Information
2) Assign Program & Charge Id to @hil
F) Chart of Accounts
4) Setup Attendance Schedule
5) Optionally Setup Account Schedule
"Unless using Account Generator - see bélow
6) If Using Payroll setup:
A) Payroll Setup
B) Staff Master Records "Payroll Section”
7) Entering Data & Getting Around
A) Use "Add New Record" - "Green + button".
B) Use "Record Navigation" buttons - "Toft K buttons".
C) Use "Selection Pulldown List" - "To ins&D".
D) Use "View Filters" - "Top Right for viewy selected data".
E) Hold mouse over buttons & fields for "8geTips".
8) Read Through this Manual "So that things aresptoperly”.
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A) Installation

1) Insert your CD or Floppy disk into the computer.

2) Click on the "Start" button.

3) Choose "Run".

4) Type in:

A) A\SETUP - if you are using floppy disks - or

B) DAINSOPT - if you are using the CD - note:ttha:" should be the letter of your CD-ROM
drive. Select the appropriate program to install.

5) Accept the default paths, by clicking on "Coogh.

Note that if you are installing to a network, yoaymeed to change the drive letter to a mapped
network drive. Leave the "C:\IDAPI" path to thdfaldt for all installations.

6) Next click on the "Install" Button

7) When prompted for the next disk, take out diska#d insert disk #2 and so forth through all
disks. Click on the "Continue" Button after insegia disk.

8) When installation is complete click on the "OBlitton.

Note that the Program Group "MapleSoft" may dispiafront of the installation screen. Just
close this window. DayCare 2008 is installed:imaples\dc2000. DayCare 2000 & 2005 are
installed to c:\dc2000 by default.

B) How Things Work
1) How to start the program.
2) Entering your registration number.
3) Setting up company information.
4) Common buttons & menus
5) Setting up Master records
6) Understanding how things work

1) To start DayCare 2008 - Click on the "Start'tbnf choose "Programs”, choose the
"MapleSoft" menu, choose the "DayCare 2008" meain.it

2) To enter your Registration number - Click on thielp" menu, choose "Register”, Enter
your Registration number, Click on the "OK" buttoio this after you have purchased the
program. Also note that you will be asked if yoishvto remove the sample data. If you have
already started setting up your own data, youwaht to answer "No", so that your data is left.
If you wish to start from scratch "with no recorgdgbu can answer "yes".

3) You will need to enter your Company Informatisn,that reports will include your company
name. To enter Company Information - click on'fhge" menu, choose "Open", choose
"Company Setup".
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You have the following fields to enter.
A) Company Name
B) Address, City, State & Zip
C) Phone
D) Fax Number
E) E-Mail & Web
F) Day Starts with A or P for (Morning) & (Aftnoon/Evening)
J) Day Ends with A or P for (Morning) & (Afteoon/Evening)
K) Time in Hundredths - Check this box if ywant to enter time in Military Time.

= COMPANY

Mame taplesoft
Address Sott
; é 5 Settings

Terms
[ Time in Hundredths

We recommend reading the "About Time" in "@th@ormation”. It is important to at least
enter your Company Name & the "Day Starts" &"DaydEhfields. These time fields will help
auto insert attendance fields later on when, yeueatering Child Attendance. Your company
name will show on reports and on the main prograreen. To accept & save your company
information, click on the "File" menu & choose "G&'. Also before closing company
information, you may wish to go into "More SettifhgsHere you can setup passwords, and
other advanced settings. Note: When entering, ditanot leave blank rows or incomplete
records. For example: All children must have BnNumber, First & Last Name. Leaving
important fields blank may cause errors to occur.
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4) Common buttons & menus.
Most of the data forms have similar navigation &daanagement buttons.

Go |y Go |y Go | Gy ping | = Pint | g Print FAdd " el (S Edt o Save P Help & Esi

Prew I et Last == Aot =4 Receipt 3 Hew

[El  Calendar SE=  Calculatar EE Get Account Balance z LCalzulate Charge

Child: 10001-MARY BROYYN

Insert Pay Type 1 [REIECE| Insert Charge 1d  [RINIETRD|

From Left to Right - these buttons include
A) The first button will take you to the topfrst record, when viewing data.
B) The second button will move up 1 recoraghtrmouse click to page up.
C) The third button will move your cursor dowmecord — right mouse click to page down.
D) The fourth button will take you to the kmtt or last record.
E) The button with the magnifying glass isargh button, that will popup a search form.
F) The button with the printer is a print regButton & is unique to each form.
Note: "Most reports can be found in the (R8pmenu".
G) The button with a plus sign is used to adkw record.
H) The button with the minus sign is usedeatete the currently selected record.
Note that if you are in a table view "spreasslstyle", then you can do a "Ctrl + U"
keyboard combination to also delete the culyeselected record "quickly".
I) There is sorting & filter features.

You do not have to remember what each button dmzsuse when you place your cursor over
the button, a speedtip will appear telling you wihat button does.

All data forms have common "Windows" style men&sich as The "File menu", "Edit menu",
"Window menu" & "Help menu". There is also a "Teohenu" with additional options such as
loading the "Windows" Calculator.

File Edit Tools Window Help

When you access the "File" menu & choose "Closelr yecords are automatically saved, but
you can always do a save, while you work, by chgkon the "Save" button with the green
checkmark. Also records are implicitly saved wlyen navigate from one record to another
record. "Note that a record is (one row)".

The Main Program Menu consists of the following:
A) Maintain Menu - For Master Records & Setup.
B) Task Menu - For Transaction Records.
C) Report Menu - To Print Various Reports.
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D) Option Menu - Here is where you can loasl\Windows Backup program to backup your
data files or perform other data tasks, sushngorting and exporting. We will explain
more about this menu in the Options section.

E) Window Menu - To switch to different Windew

F) Help Menu - Where you can access Help &licsions.

5) Setting up Master records. It is very import@nsetup your Master records before entering
any Child Transaction records. For example youtnmae a Child Master record for a
particular child before you can enter Attendancetfat Child. Here is a list of the Master
records that should be setup:

A) Programs = DAYCARE 2008
B) Charges

C) Pay Types

D) Staff Records
E) Child Records
F) Chart of Accounts @ Frogams |

Charges

Fay Types

—t

Please review the "Setting Up Masters" sec
of the manual for important information ¢ o |
how too properly setup the Master records. = = 1

4@‘ Fayroll Setup

=)
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6) Understanding How Things Work. DayCare 2008 dssigned specifically for

customization. This means that you can setup Deey@8A08 the way you do things. For
instance if you bill by the Day, then A Charge&sguency would be D for Daily, but if you bill

by the Hour, then the frequency would be H for Hypuw is for Weekly. And you can do

both. You could have some Charge Types for Howtyne for Daily, some for ¥2 Day, and
some for Weekly. You'll learn more about this @ttisig up Master records.

DayCare 2008 is designed to flow from section tdiea.
A) Child Attendance Schedule to Child Attencian
B) Child Attendance to Child Accounts
C) OR Child Account Schedule to Child Accounts
D) Staff Attendance from Child Attendance
This is because Children's Attendance candmoiRled with the Staff assigned to that
Activity or Program, Meaning Staff time is bgirecorded right along with Child times.
E) Staff Payroll from Staff Attendance

Even though we have setup DayCare 2008 to flow fsection to section, you can use it the
way you want. For example if you require pareotpdy before the child can receive daycare,
then you can go ahead & enter the receipt "& optligrthe billing" at the same time. Or if you
prefer you can bill after the service "daycarepievided & allow the parent to pay within a
given time frame. It's up to you. In accountiegns, you handle your DayCare 2008 books in
cash or accrual. Also we highly recommend usimgSbhedules "Attendance & Accounts". If
you have children who attend your daycare on alaedeasis, the Schedules can post that
Child's Attendance & Account "Billing" informaticautomatically. You still have the option of
editing the Schedule, Attendance or Account infaromaat anytime. Also if you wish not to
use the Scheduler, because you prefer to ented Btidndance or Account information as each
day or week progresses, that's fine too. Agdsmup to you. The main thing is to be
consistent, so that your records are consistedo As far as billing goes, we have enabled an
automatic Account Billing feature "in the Task/Pasenu" that can automatically generate
Child Billings, based upon Attendance. It's yoecigion, if you wish to use it or not. If you
use this feature, then you will not need to use"#oeount schedule", because child accounts
will be automatically generated from attendancene @dditional note, "that will be discussed
again in setting up Programs, Charges and Childrdst, is that we give you the ability to tie
each Charge automatically to a Program "customezttsleach Child" & visa versa, you can tie
each Program to a Charge.
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As you are entering child attendance "activiti®&dyCare 2008 will be automatically recording
the staff person assigned to that child "in thedCkiaster record”. This can be changed in the
Attendance record at anytime. If you use thisuegtthen you have the option of generating or
posting Staff Time records to the Staff Time anteAtlance records, from the Child records.
It's being done anyway in the background. Bubif prefer, you can use the Staff Attendance
records directly & enter each staff person's timeheday, along with there lunch. Or you can
do a combination. You could post the Staff Timenirthe Children's Attendance records, &
then edit them as needed. And it goes further thah If you choose to use the Payroll
component of DayCare 2008, then you can actuategge a Payroll from Staff Attendance.

Another note about data input screens. Many ofdhscreens "or forms" will have "view
fields" located at the top right that allow youview just certain records - such as a particular
child, date or program. Just enter the view datésuch as a date" & press enter. Doing a right
mouse click on the field will reset the view to edicords. These "View or Filter" fields are
great, because they help you view just the recgodsare interested in. Many of these view
fields will work together as well.

See Also: Options & Tools.

SETTING UP MASTER RECORDS

Setup each of the following by entering a uniquaudhber and name or description and status.

A) Programs

B) Charges

C) Pay Types

D) Staff Records

E) Child Records

F) Chart of Account Records
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All Master Records can be accessed by clicking®ettip and Maintain" button located at the
left of the main screen. You can also access at®r records, by clicking on the Maintain
Menu. All of the Master records will be on thismoe

A) Program Master Records - Programs are basitk#yclasses. They are the grade level or
age group that a particular child is in. Normalgu would have the infants together, the 2-
year-olds together etc... Programs allow you ackrthese age groups together. It's away of
organizing your children. If you prefer not to u3egrams, then we recommend, just setting
up one Program for all children. You could callbaycare or Attendance".

To add a new Program, click on the "Add New Recdmatton. Each Program must have a
unique id that is 3 digits or characters. Numlagespreferred.

&= PROGRAM MASTER RECORD

Go Go Go
First Fres I et

[EH  Calendar =

M O Find =Pt ® 80 T Del (3HEd @ Save @ Hep 9 Ex

Calculatar

bk

Age Group Ratio Status A orl |Details - Double Click Def Chﬂrgeﬂ
6WEEKS TO 12 MO 4-1
12TO18 WMONTHS  5-1
20TO 24 MAONTHS  B-1
24TO 30 MOMTHS 71
JI0TO 36 MOMTHS  8-1
ITO4YEARS 10-1
4TOLEYEARS 15-1
4TOBYEARS 15-1
ETO12YEARS 20-1

=

I

FE R EE R
(IRH IS | P W P A

3

The Program fields include:
1) Program Id - 3 digit unique number thaniifees the Program.
2) Name - The Program name.
3) Age Group - The age group that will behis tProgram.
4) Ratio - How many children to a staff member
5) Status - A for Active & | for Inactive.
6) Details - You can list any details hereglsas courses
or projects the class will work on.
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7) Charge Id - This is the default Charge codettica Program. Of course you may not have
your Charges setup yet. That's ok, you can adu th&er, after you have your Charges setup.
We have given Charges & Programs the ability tadieach other. This is customized on each
child's card. Each Charge will know what Progrdi® for & each Program will know it's
associated Charges. You can add as many Progsaymidike. We suggest one for each age
group. Keep it simple so that's it's easy to manayou can add additional Programs at
anytime & you can delete or preferably inactivategPams.

B) Charge Master Records - Charges are the amgaatsvill be billing for providing daycare

to your children. You can Charge by the hour, %, dall day, weekly etc... You can have
multiple rates, for example you could have a distaate for a 2nd child in the same family.
You can have different Charge rates for differayg groups. You can also setup Charges for
things like lunch, books & materials, registrat&nate fees. When we get to the Child Master
records, you will be able to setup the default Gador each child.

To add a new Charge, click on the "Add New Rectatton. Each Charge must have a unique
id that is 2 digits or characters. Numbers aréepred.

#= CHARGE MASTER RECORD

Go Go Go Go : =1 o & ohdd | = f q
First Frey Mt Last ﬁ Find ﬁ,F‘nnt | MNew [y Del &Edlt & Save @ Help iLE;lt

Calendar S5 Calculator E wplain Freqg

Charge Id Charge Name Freq H DWW O Dollar Amount PerfUnit | Units Def ProgId =]
27500 100

7400 1.00 401

77.00 1.00 402

7000 1.00 402

66.00 1.00:404

53.00 1.00:404

60.00 1.00 407

54.00 1.00 407

£5.00 1.00 408

53.00 1.00 408

35.00 1.00:411

31.00 1.00:411 /L‘
The Charge fields include:
1) Charge Id - A 2 digit unique number to itigrthe Charge.
2) Name - The name of the Charge.
3) Frequency - How often this Charge occurshsas weekly.
H = Hourly D = Dally
W = Weekly O = Other

1 O0|0|0|0|0|0|0|0|00|0| =

‘ — ] ] = [m] =] = =] =
A Iliii | | | |

= ] =

T = i« i« i« A [




DAYCARE 2000/2005/2008 MANUAL

4) Amount - The amount of the Charge.

5) Units - How many units this Charge will eov

6) Def Program - Is the default Program asded with this Charge. You can use the
Program pull down list above to select a Progrdfimeeded, this can be added later, after the
Programs have all been setup.
An additional note on the frequency & units. Yanaeally customize how you bill here. For
example, maybe you have 3-day rate for children edgrmoe 3 days a week. You could put this
in with a frequency of D for Daily, but then putetiunits in at 3. The Amount would be the
daily charge, but when you enter a Charge for somed will automatically put 3 units in at
the daily Charge to come out to the total 3-dayrGaamount. You can actually set it up in
different ways, for example you could set it uphnatfrequency of W for weekly, with one Unit
& the Amount of the Charge would be for the TothBadays. So it's up to you to customize
the Charges to meet your needs. Most of the tinits ghould = 1.

C) Pay Types - You should have at least one Pag,Tsych as "Regular”. Pay Types are a way
of identifying those who have different pay souroespecial pay qualifications such as a staff
persons who may receive a discount or someone etwivies DFS money as a co-payment.
There are only 2 fields "Pay Id" & "Description'Click on the "Add New Record" button to
add a new Pay Type. Enter a unique 2 digit nunitxethe Pay Id field & then a Name or
Description for the Pay Type. When we get to thldCMaster record, you will be able to
assign each child a Pay Type, even if it's justuReg You can define the Pay Types any way
that meets your needs. One special note abouPdlyeTypes, is that on the Child Master
record, you can put a percent. The default is 100% you can use this to further customize
Child Billings. For example, if you have a parédmt only pays part of a Child's Billing & DFS
pays the other portion, then you can put the péncethat the parent pays. When you add a
Charge, it will automatically calculate the amobased on the percent. If you do have outside
sources, you may wish to use the Account Scheduoldrandle automatic posting of these
special Charges. You can also setup a Child Masterd for other payers, such as DFS.

D) Staff Master Records - You can use the Stafftstagcords for different or multiple
purposes. You can:

A) Record Employment & Statistical Information

B) Tie Child Attendance & Programs to Staff

C) Track Staff Time & Attendance

D) Pay your staff using the Payroll program

You will need to click on the "Add New Record" luitto add a new Staff person. You can
view the Staff records by "Individual Record" or Kyist" or "spreadsheet style". You will
need to at least enter the required fields.
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= STAFF MASTER RECORD

Go Go Go Go q =1 o @ Add | = f 2 q
L] First 4 Prey Nt M Last @Fmd 5 Frint 0 New‘ 0 Del & Edlt‘ & Save @ Help ﬂ E xit
fll  Calendar Calculatar

Staff Id gooo1 Status =Aorl
First JIMMY Location [ [
il [

Last JOMES

123 MAPLE DR
St Zip
Fhone (573 339-1514
Birthclate 06/29/1970
Hita Date 06/26/2004 ErinaiEE S

e EE—

W= (NSt Payroll Information 4 Gtaff List

The required fields include:
1) Staff Id - A 5 digit unique id number.
2) First - The staff's first name.
3) Last - The staff's last name.
4) Status - A for active & | for inactive

If you are using the Payroll component, then yolimged to click on the "Payroll Information”
tab & fill in at least:

A) Employee's Social Security No

B) Pay Amount - Hourly Rate or Salary
C) Pay Type - H for hourly & S for Salary
D) Marital Status S or M

E) Withholding Allowances from the W4
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00001 JIMMY JONES

You can also withhold additional federal & statget® You can also setup an automatic
withholding amount for healthcare, pension & othpecial payroll deductions. If you did not
purchase state tax tables, then you may wish tahguamount of state tax to be withheld here
as well.

The other Staff or Employee fields are optionathsas hire date & address & phone number.
You can also assign each Child a default Staffqrens the Child Master records.

See Also: Running a Payroll.
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F) Child Master Records - Click on the first latgéton that says "Child" or from the
"Maintain” menu choose “Child", "Child".  The hMaster Record is the core of DayCare
2008.

#= CHILD MASTER RECORD: 10003 LIZ SMITH

Go Gao Go Go c = & Add = ] . .
e | Prey » R ] i ﬁFlnd ﬁ,F‘nnt [ TR T Del &Edlt‘ & Save @ Heb ﬂEEIt

=
fll  Calendar Calculatar

Id no 10003 ¢ street
First LIZ L
Last SMITH = [ | zip I

() - |\ Setéddiess

L |

Birthdate | Sex
Family Code ShAITH103 .

hMembers

Guardian
Ehail Address: I

Contact & Medical & Programs & Charges 4 Pickup List

Enter a 5 digit unique child id number |Ehild.c||3f | |F|ec 3/9

With It You Can:
1) Track Statistical Information for Each hil
2) Assign a Child a Program(s)
3) Assign a Child a Charge(s)
4) Assign a Child a Pay Type
5) Assign a Child Staff Person
6) Record Family Information
7) Record Medical Information
8) Keep a Pickup List
9) Record Child Notes
10) Record Child Immunizations
11) Keep a Waiting List
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There are many fields in the Child Master recdtgre are the required fields:
1) Id No - Must be unique & 5 characters imgth.
2) First - The child's first name.
3) Last - The child's last name.
4) Status - A = Active & | = Inactive.
5) Family Code — Unique code to identify a ilgm

You should also assign each Child:
1) A default Program
2) A default Charge
3) A Pay Type
4) A Staff Person

Set Child'z Default Program 1D and Charge [0 %Which il Help Automate Billing

SetCharge: 04 |

Default
Program
and
Charge

Financially Fesponsible |G Location K

Parentz 4 Contact & Medical "'., Proaramz & Charges gl A0 W

Note to add information for a new Child, you wiked to click on the "Add New Record"
button first. Make sure each Child has a uniquegi-dumber. Note the "Sort" buttons at the
right, which allows you to sort by Id No, Name gr Bamily Name, which is good if you have
children from the same family.

If you are going to track a Child's Programs antedance, then you will need to click on the
"Charges & Programs" tab. We highly recommend tdhss up. Here you can enter:

1) Program Id - The Programs "or class" this chaloh. Note, You must

Use the special "Add" button to add a Program f@had. Also note that all of these items

have pull down list for you to visually select titem you need, Instead of remembering an id
number. A default will be put in for you, but yoan change it.
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2) Charge Id - Such as "Weekly or 2nd Child Rat€his Charge will be tied to the Program in
the same line. You can add additional ProgramdsGirarges for a Child. The default Program
& Charge is what will automatically be entered as gnter data for a child, but you will have
the option to change this at anytime.

3) Pay Id - Pay Type such as "Regular or DFS".

4) Staff Id - The Staff person who normally workghathis Child.

Note: When entering Activities, Attendance & ChAdcount information, the Pay Id, Charge
Id, Staff Id & Program Id will default to what evkas been entered in the Child Master record.
The id number can be changed, but this makesigreay reducing data input later on.

The other fields are optional & include:

1) Child - Child statistics such as age & &dgr

2) Parents - Parent or Guardian information.

3) Contact & Medical - Emergency Contact & Noadl information.

4) Pickup List - Who can & can not pickup tield.

5) Diet - The Child special diet needs.

6) Notes - Additional information about theilgh

7) List is a table view of the Child records.
Shot records can be accessed from the Medical Bggdicking on the top middle button. It
will have a speedtip that says "Shots & Immunizadio The Waiting List can be accessed
from tab that says "List". Click on the top middbetton to access the Waiting List.

You don't have to use all of the fields in the @HWlaster records, just the ones that apply to
your daycare. Also if you'll notice most screens the Child Master record, have a "Print"
button. These print buttons will print the asstamlareport for that screen. For example the
Medical screen will print the Medical report, fdret selected child or for all. Of course all
reports can be accessed from the Report menu &as wel
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F) Chart of Account Records - From the "MaintairBma choose "Chart of Accounts”.  The
Chart of account numbers can be used in paying, hiling payroll and using the checkbook.
The chart of account numbers allows you to assigh @de and description for a particular
transaction. Special Note that program codes sed as income codes. Do not duplicate the
program id numbers in the chart of accounts. Thertcof account code numbers should be 3
characters in length and should be unique numb¥mi can enter other income types in the
chart of accounts. Normally accounting numbersldiinclude 400-599 for income codes and
600-799 for expense codes. We suggest you folh@se general accounting principals. When
entering bills or payroll, you can enter the gl €dd tie that transaction to that particular gl
code. This will help your profit and loss statemném be organized. For more information
about using the chart of accounts contact yourwatemt or MapleSoft Enterprises.

& CHART OF ACCOUNTS

I« Eifst P E;V > ngt b Ea”st &) Find| =), Print| [ ﬁgfu O Del [§Edt @ Save @ Help & Exit
fil  Calendar S5  Calculator

Code Id No Code Name TypelorE Type Name
400 |:|Income

GO0 Expense

601 Expense

602 Expensze

603 Expensze

B04 Expense

605 Expense

GOG FAYROLL Expense

Master Reports Include:

A) Program List, Program by Child, Program s & Labels

B) Charge List
C) Pay Types

D) Staff List, Staff Time, Staff Analysis & bals

E) Child List

F) Child Card

G) Parent Report

H) Pickup List

) Family Report

J) Medical Report

K) Diet Report

L) Shots & Immunizations
M) Waiting List
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N) Child Labels
O) Chart of Accounts

You can see more about these reports in the repotion.

USING ATTENDANCE & ACTIVITY RECORDS

1) Make sure Master Records are setup.
2) Optionally: Setup the "Attendance Schedulegcommended.
3) Optionally: Use "Quick Attendance" on the maaneen.
4) Open Attendance Records from the main screen.
A) View by individual OR
B) View all or by groups
5) Add and edit attendance as needed.
6) Print attendance reports from the report memeasled.

Once you have your Master records setup, you @ahesttering Transactions. Most daycare
facilities record Attendance & Activities.

To access the Attendance records - Click on thgeldxutton on the main screen that says
"Attendance" or click on the "Task" menu and chotséendance. You will be asked, "View
by individual child". You have two ways of viewingpe Attendance records. One is by
Individual child, which means you view records fore child at a time, the other option will
allow you to view & edit Attendance records for mdahan one child at a time. This is a nice
feature if you want to manage records for a grdughddren that are in the same Program.

To add records for Attendance, click on the "Add/mecord" button. You will notice that each
active child is available for recording Attendand&hen you add a new record, the "Time in &
Time out" should enter itself automatically accagly to the defaults setup in your Company
setup. Of course you can change these times angbrd The date will be automatically filled
with today's date. Also the Program id, Staff idGharge id will be automatically filled in
according to that Child's Master record. You change any of the data & there is a note field
for additional information. You'll also notice e bottom a tab that says "Child List". This is
so you can visually pick a child from the list wotlit having to search.
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Also even though a child has defaults for Progra®taff & Charges, you can always use the
pull down lists to quickly change that child to ifefent Program or Staff person. Note, if you
are not viewing the Attendance records "by indigidaccounts”, then it will be necessary to
locate the Child's id number or use the view filtmated at the top right.

&= ATTEMDAMCE AND ACTIVITY -0 x

(Ea] Go Mo @.ﬁ.dd SET VIEW TO
Mot Y ey ? Hew Last @ Find —'1 Frint | D Del & Edit €& Save @ Help iL Exit I" :
[l Calendar S5 Calculstor Tirne Help wiew sl [ Ok

10001 MARY BROWN
Program Lookup: Staff Lookup:

Time In |Time Out Hours ProglD | StafflD ChglD MNotes [

.00 12.50 450 401 oooot o1 | | |
.00 17.00 5.00 401
.00 13.00 8.00 401
.00 13.00 7.00 401
8.00 15.00 7.00 405
.00 12.00 B.00 401
.00 14.00 8.00 401
.00 15.00 5.00 401 ooool 01|
.00 1450 8.50 401 -

212 11.00 3.88 401

Individual & group layouts allow you to fill in theiew criteria at the top to just view a certain
child or location. The group layout will allow ydo view by Program id and date as well.
After entering the Program id in the view filtepw can then set the date view, which will
provide a combination criteria for the view to shmst that Program id & date. A right mouse
click on any of the view fields will reset the vigwall. To close & save your work, choose the
"File menu" & choose "Close".
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#= ATTEMDANCE SCHEDULE - To Automate Child Attendance - Recurring Entries

“ Go Go Go Go

. =1 pe ahdd = . Fozt &l Ta :
Firgt - Fres . I et L Last ﬁFmd = Frint J M e i Del &Edlt @ Save “.ﬁ.ttendance @ Help ﬂEEIt

Calendar EE Calculator | -2« Change Time Help

Child: 10002 KIM BROWN et Progrew |6 (DTN [ ]
g 0001 JONES JIMHY

ay| Time In | Time Out |Hours

1 6.00 17.00 9.00 404
Z a.00 17.00 9.00 404
3 a.00 17.00 9.00 404
4 a.00 17.00 9.00 404
b 6.00 17.00 9.00 404

i, Child List

We recommend that you read the "Child Schedulesti@e before actually entering Attendance
and Activities. If you have children that come amegular schedule, then the Scheduler can
automatically enter their Attendance & Activity, wh will save you time & data entry. Each
Program id for each child is tied to that Childefalilt Charge id. You can change this by
clicking on the "Charge checkbox" which will displthe Charge id. This is optional, and is
mainly if you are going to automatically generatel@Billings from Attendance records.

#= DAYCARE 2008

Child
F : -
[ ¥ Atendance | E

;’ﬂ Attendance

]l:ll.ll:llEe click on child to receive or dismizs.

10001 BROWMN MARY

10002 BROWM KIM
¢ 10003 SMITH LIZ

B 10004 SMITH KAREN

% Hide Quick
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On the main screen of DayCare 2008 is a checkbaixstiys "Quick Attendance”. This will
open up a list on the main screen. You can usedtional feature to automatically "Receive
and Dismiss" children. By double clicking on aldls name, you will automatically record an
attendance & Activity record for that child withsher default information & the current time.
You probably won't want to use this feature if yane using the scheduler or just use it for
children that do not have a schedule.

Attendance Reports Include:
A) Attendance Report "also by location"
B) Program "By Child"
C) Program "By Group"
D) Who's Here

You can see more about these reports in the repotion.

See Also: Scheduling Attendance
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USING THE CHILD ACCOUNTS

1) Make sure Master Records are setup.
2) Optionally: Setup the "Account Schedule" - raocoended.
OR

3) Optionally: Use "Auto Create Accounts” from timain screen.
- also a recommended way of creating chitgbant records.

4) Open Account Records from the main screen.
A) Use Quick Accounts "if you have a lot ofldhen”.

5) Add and edit billings & receipts as needed.

6) Print accounts reports from the report menuessiad.

Go Go Go Go - =y Frint | 4= Frint g Add = . ]
" First 1 Fres tent M Last @ e == Acct 4 Receipt i M ew N 0 &Ed" «5‘5“8 ? Al iLEE't

Calendar Calculataor 5'2' Get Account B alance z Lalculate Charge

Ref No Date PaylD ChglD Rate Units Charge Receipt Details Status  Pro.~]
100 01/01/200 04 15 1.00 1.00 1.00 . 401
101 ‘0717200 01 01 276.00 1.00 275.00 . 401
102 024200 01 04 70.00 1.00 70.00 . 401
103 I 01 01 276.00 1.00 R0.00 . 401
506 0 01 275.00 2.00 100.00 soooo| ] 401
104 1] 275.00 1.00 275.00 0.0 4
105 1] 275.00 1.00 275.00 . 4
106 1] 275.00 1.00 275.00 . 4

Child Accounts is where you can maintain what eelald owes your daycare. To access the
Child Accounts, click on the large button on theinmscreen that says "Accounts" or click on
the "Task" menu & choose "Accounts". At the bottara two tabs. The first one is the Child
Account & the second one is the Child List, whislso you can quickly & visually find a child.
All account information is entered on the first pag "Child Accounts".

You can enter 3 types of transactions into a CAddount. (1) A Bill or Invoice, (2) A Receipt

& (3) A credit or adjustment to a bill or receipt.
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To add a new transaction, click on the "Add Newdrd¢button. You will be asked is this is a
Charge. If you Answer "Yes or Ok", then a Chargk e added based on the Child's Master
record. All of the defaults, are always enteredyfuu "Date, Pay Id, Charge Id & Units". You
can edit or change any of this information for 8idir Receipts. Note that you can enter a Bill
& Receipt at the same time as well. The Accouatdsi Include:

A) Reference Number - For Invoice or Check No.

B) Date - Date of transaction.

C) Pay Id

D) Charge Id

E) Units

F) Charge Amount

G) Receipt Amount

H) Details

) Status

J) Notes

After entering a Receipt, you may want to print alReceipt for the person paying. To do this,
click on or select the row that has the receiptntblick on the 6th button, from the top left.
The speed tip will say "Print receipt”. Also, ndtee button to the left side will load the
Windows Calculator. If you need to change a Céiklay or Charge id, then you can use the
pulldown lists. Each Charge id is tied to thatl@hkidefault Program id. This allows you to
print out the Income Analysis report that will liste income for each Program. You can view
the Program id for a Charge by clicking on the lPaagid "checkbox" to display it in DayCare
2000/2005. In 2008 it is already displayed. Adsoyou are entering Charges for a Charge, you
can click on the "Calculate" button to Calculate @harge for that Child. You can also do an
Alt + C with the keyboard to Calculate the Charge.



DAYCARE 2000/2005/2008 MANUAL

Account Reports Include:
A) Accounts Report
1) Each individual or All
2) By Location
3) Summary or Detailed
4) Current Month Only
B) Accounts Due Report
C) Income Analysis Report
D) Receipt Slip
E) Statement “Option to email statement dataraattachment “text file”.

You can see more about these reports in the repotion.
See Also: Scheduling Accounts See Also: Optidios Auto Creating Accounts

AUTOMATING OR SCHEDULING - ATTENDANCE OR ACCOUNTS

1) Make sure Master Records are setup.

Automating Attendance “Scheduler

2) Setup daily schedule for each child. Day = 1-5

3) Enter starting date in (top right) "day 1" fielshce for all".
4) Post by clicking on "post" button "once for all"
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Pozt All To
¢ Accounts

= ACCOUNT SCHEDULE - To Automate Child Account Billings - Recurring Entries
3 Add
’ M ew

Go Go Go " Go ﬁFind 0 &Edit‘ & Save

Firgt Fres I et Last % Pt
l LCalculate the Charge

oy Del @ Help 5 | Esit

B Calendar |(EE Calculator
Set Reference Mo for &1 | 5=t Starting Date For Al
Child: 10001-MARY BROYN

Inzert Pay Tppe: Inzert Charge 1d: Wiew Location: ”g

Details
1EIEID _______ 59.00 2.00 118.00 401
1IZIEI1 ________ 59.00 1.00 59.00 401
1002 L U LL

. Child Schedules /IR

Automating Accounts “Scheduler”

2) Setup daily schedule for each child.

3) Enter Starting reference no in "top right" fiéwhce for all".
4) Enter Starting date in "top right" field "onaca fall".

5) Post by clicking on "post" button "once for all"
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With the Attendance Scheduler you can automaticdtthedule your Child Attendance and
Activities. This is a Weekly Schedule. To accd®sSchedule, click on the large button on the
main screen that says "Automate Attendance" orkcbo the "Task menu" & choose
"Schedule". Each child will have an individual 8dle. You can quickly pick a child by
using the tab at the bottom that says "Child LigDnce you have chosen a child, click on the
tab that says "Child Schedules”. When you clickttoe "Add new record" button for a child,
his default information will be entered into theh®dule "Program Id, Staff Id etc.” The "Time
in & Time out" will be automatically entered basaad the defaults in your Company setup. Of
course all of these fields can be changed by yotnis child has different information other
than his Child Master record or the Company desauEach day should have a 1, 2, 3,4 or 5
which determines the day of the week. Also no&t bly entering a 0 "zero" for a particular day
will stop that day from being posted, which workelwfor holidays. Also after you have
entered everyone's Schedule, you should entergliobadl starting date" at the top which sets
the starting date for everyone at one time. AéBrof the Schedules are entered and the
Starting date is entered, then you can click ortapebutton to post all Schedules to Attendance
at one time. You should only do this once, "And I each child", because the Post button
will post all of the Child Schedules at one timAlso you should only do this once a week,
since it is a Weekly Schedule. Once the Schedagebleen posted, you can still return to the
Attendance records and edit the records that haee posted if needed. Before you post the
records each week, it will be necessary to regestarting date in the Schedule so that the new
postings will have the new dates for the week. Yan change, edit or add to the Schedule at
anytime. If you have children that come at theeséames each week, we recommend you save
yourself time by using the Schedule. The Schedideks & works like the Attendance
records. We recommend reading the Attendanceosea8 well, which describes more about
fields and what to enter.

With the Account Scheduler you can Schedule to Gfilldren automatically each week. The
Account Scheduler works just like the Account relsothemselves, only you will enter records
for just the number of days you wish to bill fo¥ou can access the Account scheduler from the
main screen by clicking on the "Automate Accourligtton or by choosing it from the "Task
Menu". If a child only comes in 3 days a wediert you would enter 3 records, one for each
day. If a child comes in every day, then you woeider 5 records. Or if you Charge by the
week or by the day, you can enter one record pekweath 5 units or 3 units if it is a 3-day
child. It's up to you how you want the Chargedigbout. This should conform to how you
setup your Master Charge records. You will wanpast the Scheduler only once a week. If
you do it twice, you will double your records, whimeans you will have to edit your Account
records, to remove the extra records.
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Each time before posting the Schedule, you will wtanuse the entry fields at the top of the
Scheduler form to set the "Dates" of the Scheduntkethe "Reference number”. The button at
the top right with the "green checkmark" is the sPdutton. This will actually Post or create
the New Billings in Accounts. Only do this oncer peeek, or you will have double billings.
This will post all the child records at one timgou won't do it for each child individually.
Special note: You may not want to use the accsoheduler. You may prefer to use the
"Automatic Account Generator or Creator" which cantomatically create child account
billings directly from attendance instead. Botle #theduler or generator will save you time.
We recommend using on or the other - "You probahlyuldn’t use both".

Schedule Reports Include:
A) Attendance Schedule
B) Account Schedule

You can see more about these reports in the repotion.

See Also: Using Attendance See Also: Using Aiat® See Also: Options & Tools

USING THE CHECKBOOK

1) Open the Checkbook from the "Checkbook & Finalstibutton on the main screen.

2) Add new checks & receipts using the "Add Newd&dC¢ button.

3) Fill in fields - Amounts, Date, gl code etc...

4) Calculate balances.

5) Save

6) Note: Receipts from child accounts can be pbasedeposits and bills and payroll can be
posted as checks or disbursements.

&= CHECKBOOK

| O

Go Go Go Go =y . & Add = : oy
ML Bl r ey Moy SRt 7S 1 Del SYEdt @ Save @ Hep ] Esi

B Calendar S5  Calculator | @  Calculate Balances Tal=t 4EIEIINEDMEﬂ

Ref No Date Name/Description Amount + or - Balance Code LocfDept Status O or C De * i
100 IERFEIRES BE G BAL - OPEM ACT 500000 5000.00 G071 1 |:
101 ABCPHOME CO -50.00 4950.00 B01 1

N SkITH OFFICE SURPFLY -100.00 4850.00 BO3 1
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DETAILED INFORMATION

With the Checkbook you can record all of your Clsealkd Deposits. You can also reconcile to
your bank statement. You can access the Checklbookthe "Task™ menu or by clicking on
"Checkbook & Financials" button located at the ¢dphe main screen. As you record Receipts
from Child Accounts, you have the option of postihgm to the Checkbook. And as you
record Bills or Payroll checks you have the optadnposting them to the Checkbook. The
Checkbook has the following fields:

A) Ref or Check No

B) Date

C) Name

D) Amount

E) Balance "This is calculated for you"

F) Status "X = Check is in bank statement"

G) Details

H) Code "Such as a G/L number"

We suggest you record each transaction with a Cdtle. Code should be consistent to the type
of entry. For example if you are paying the phbille you might always want to use 601 and if
you are paying the gas bill you might always wanise 602. As you post Account Receipts to
the Checkbook, the Charge code will automaticalyehtered as the code, but you can change
this if you like. We suggest that you record Defso8ncome" with the Charge code or a 400
through 499 code.

We recommend you record Checks "expenses" with déheodes of 600 through 699. This
will keep in line with standard accounting prindga Keep it simple, but organized. Your
accountant will appreciate the organization of meoand expenses. You don't have to code
any entries, but it will help organize things famuwy Also the "Profit & Loss" report uses these
codes to organize income & expenses on the report.

As you make entries into the Checkbook, positiveoams should be deposits & negative
amounts should be checks. To calculate the balatick on the "Calc Bal" button. Also you
might find it handy to use the Windows Calculatdfou can access it from top tool bar. You
can post the following items from the Main Menu §ka&& Post" Menu. Choose Post from the
"Task" Menu & then choose:

A) Child "Receipts to checkbook™

B) Bills to checkbook "Checks"

C) Payroll to checkbook "Checks"
This will update the Checkbook with entries fronegh other components. Note that if you are
using "Bills or Payroll", you will want to keep the posted after running batch checks. Both of
these get their next available check number fraanGheckbook.
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Checkbook Reports Include:
A) Checkbook Details Report
B) Checkbook Codes Report
C) Outstanding Checks Report
D) Profit & Loss Report "From Receipts & Chetk
E) Reconciliation
F) Checks by location

You can see more about these reports in the repotion.
See Also: Paying Bills See Also: Payroll ®é¢s0: Options & Tools.

PAYING BILLS

1) Start up Pay Bills from the "Financials" Buttonm main screen.
2) Add new bills using the "Add New Record" button.

3) Fill in fields - Amounts, Date etc...

4) Save

5) Print Checks if desired.

6) Post to the checkbook.

Of x

Go Go Go Go . Print Batch £ Add o . .
o First ‘ Pres: ’ M ext M Last ﬁ Pl EEheck (= Prink 4 Hew 4 = & Edit @ Save @ Help il- =
fill  Calendar

100
100

Calzulator

Details

FURCHASE OFFICE SUPFLIES -
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DETAILED INFORMATION

Paying Bills allows you to record all of your exgerand to write checks.

Paying Bills can be accessed from the "Task" maryalicking on "Checkbook & Financials
" button located at the top of the main screen.u ¥an Pay Bills anytime you. To pay a hill,
click on the "Add New Record” button.
The bill has the following fields:

A) Check No

B) Date

C) Code

D) Check Amount

E) Payee and address of payee

F) Any details or notes

You don't have to print checks, but the optionvailable. If you wish to automatically update
the check number(s) for a particular date, then gaw click on the small "Wrench" button,
located next to the check number field. This buttall examine the Checkbook for the next
available number and then fill in the check numfield for any checks for the date you are
working on. All of your bills will remain here fariewing or editing, unless you put them into
History. You can print a check by clicking on ttferint" button. You can "Batch" print a

group of checks or bills, by clicking on the "Batehnt" button. All checks for current record's
date will be printed, if you choose the Batch print

If you wish to look at previous Bills "besides ugithe navigation button”, you can click on the
tab at the bottom "Expense List". Here you cawlstnrough all of your Bills. You can also
use the view criteria fields located at the topsat the view to just one date or just one
Company or Payee.

To reset the view to all, just do a right mouselchn one of the view fields. If you are setting
the view to a particular Payee, a lot of times, gan just enter a partial name. For example for
"ABC Phone Co", you could probably just enter "ABCYou can also use the "Search" button
to search for a Payee. You can Post Bills to theckbook from the "Main menu”, choosing
"Tasks" & then choose "Post" & then choose "BillsThis will keep your Checkbook up to
date. Do this anytime you need the Checkbook @odat when you pay Bills. DayCare 2008
adds a “Vendor” feature. When you are paying pbylas can click on a “Setup Vendor” button
and create vendors with their addresses to reusa péying bills.



DAYCARE 2000/2005/2008 MANUAL

Bill & Expense Reports Include:
A) The Check
B) Bills Report "All or by location”.

You can see more about these reports in the repotion.

Also See: Using the Checkbook. Also See: Optamd Tools.
TRACKING STAFF TIME

1) Open staff time records from the "Staff AttendP&yroll" button located at the top of the
main program screen.
2) Manually Enter staff time "staff id, in, out etc'
OR
3) Automatically build staff time from child atteadce "top right button - get staff time".
Requires each child to be assigned a staff id numbe
Or
4) Import staff time from the "MapleSoft Timeclocgfogram.
5) Print staff time report "from report/staff’ menu

&= STAFF TIME

Go Go Go M Go

o mhdd = o E Get i
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DETAILED INFORMATION

Staff Time records can be tracked 2 ways: (1) Witl€hild Attendance Records" or (2) By
entering Staff Time in the "Staff Time Records”otN that you can actually update Staff Time
records from Child Attendance records as well.

As you enter Child Attendance, the Staff person wghassigned to that child is automatically
entered along with child, so in a since the Staffspns time is being recorded. But DayCare
2008 has a "Staff Time" table for recording Staffnés. You can access these records by
clicking on the "Task Menu" or by clicking on "Stattend & Payroll" button located at the
top of the Main screen. To add new time recordsaf&taff person, click on the "Add New
Record" button. The following fields can be filledt:

A) Staff Id - You can use the pull down sel@ctlist.

B) Date

C) Time In “A or P for AM & PM"

D) Time Out "A or P for AM & PM"

E) Lunch

F) Program Id - You can use the pull downcee list.

G) Notes

You should make an entry for each day the Staffqrers there. This is basically like a Staff
Time Clock. You'll notice at the top right of ti@m, that there are 3 "Set View" fields. This
allows you to view just one particular Staff persora Date range. To reset the view to all
records, do a right mouse click on any of these Vields.

If you wish to, you can update these records fromldCAttendance records "if you are
recording Staff id's in the Child Attendance readrdy clicking on the "Get Staff Time from
Child Attendance" button located at the top riglibu’ll be asked for a date range. You can do
this daily, weekly or by your payroll frequency.e Bareful not to update Staff times for the
same date more than once or you will have to renthyaicate records. If you are using
Payroll, you can create a Payroll from Staff Tireeards. This will be discussed in the Payroll
section.

Staff time records can be imported from "MapleSafheClock", by going to the "Options"
menu.

Staff Time Reports Include:
A) Staff Time Report - "from staff timec@ds or child attendance records".
B) Staff Analysis Report

You can see more about these reports in the repotion.
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RUNNING A PAYROLL

1) Enter payroll setup information "from the maintenenu".
2) Enter staff master records "from the maintaimuie
3) Optionally import staff time “from options menu”
---- From The Task Menu ---

4) View & edit staff time "if needed".

5) Start a new payroll.

6) Get hours or automatically create payroll.

7) Enter default dates & starting check no.

8) Check data

9) Calculate wages

10) Calculate taxes

11) ReCheck data

12) Print checks

13) Post to "Posted payroll*

14) Post to checkbook

15) Print payroll register

&= PAYROLL SETUP

@ Hep @ Save | EdtFedsral | Edit State ﬂ E it

JI

Rl BEEEE, T ax Settings & Deduction Settings
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Payroll gives you the ability to pay your Staff finere time. It will store your entire Payroll
checks/records & can calculate Federal, State &ab8ecurity & Medicare Taxes. It can also
deduct for health insurance and pension. Befaraing a Payroll you will need to:

A) Enter your Payroll Tax Setup

B) Optionally request tax tables from MapleSwfenter them yourself

C) Enter your Staff Default Payroll Informatio

Payroll Tax Setup can be accessed from the "Setiyasatain" button on the main program
screen. Choose "Payroll Setup”. Hear is where wiluMaintain Payroll Settings. These
settings include:
Payroll Settings Tab:

A) Payroll Period W = Weekly, B = BiWeekly,=SSemiMonth, M = Monthly

B) Payroll Year Starts & Ends. This deterrsimdhat year is used for YTD totals.

"Don't skip this or YTD totals will be incorréc

C) Federal Tax Id number

D) State "MO for Missouri", "TN for Tennessest .

Note: Enter "XX" for no state tax table

E) State Tax Id number

F) State has M/S "Which means your statedbles has a separate table for married versus

single tax rate. Most states do not.

Tax Settings Tab:
A) Federal Withholding Allowances
B) Tax Rates
C) Federal Tax Tables
D) State Tax Tables
Deduction Settings Tab:
A) How Taxes are Calculated

If you have health insurance or pension, and yo Is@tup the correct legal documentation as
prescribed by the government, you can have Taxéul@sed by lowering the Gross Taxable

amount on Social Security, Federal & State tax®¥®u should check with your accountant

before checking any of these fields, to see if gaalify. If you do pay taxes on lowered gross
wages, then both you & your employees will pay iegsxes.
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Here is an example:
A) Normal Payroll Wages:
Gross Wages X Tax Rates = Taxes You Pay
B) Reducing Payroll Wages by Benefits:
Gross Wages - Pension - Health Insuranocewered Gross
Lowered Gross X Tax Rates = Taxes You Pay
Note that you can access the federal & state taAggan any page of this form. You access
these tables by clicking on the appropriate butboated at the top of the form.

After you have your Payroll Setup information coetpt, you will need to make sure you have
your Employee's "Staff" Payroll Information Setup¥ou do this going into Staff Master
records "located on the main program screen” ufidamtain Masters".

00001 JIMMY JONES

Open the Staff Master records, click on the "Payndbrmation Tab". Here you will setup:
A) Social Security No
B) Pay Amount "This can be an hourly wageabary amount”.
C) Pay Type "H for Hourly, S for Salary".
D) Marital Status "M or S"
E) Withholding Allowances
F) Additional Federal tax to withhold
G) Additional State tax to withhold
H) Medical/Health Insurance to withhold
I) Pension/Retirement to withhold
J) Other Amount to withhold

You should do this for each staff person that a&lon your payroll. Note that if you did not
purchase state tax tables, you can still enten@ouat here to be withheld for federal & state
taxes in the "additional fields".
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After you have completed Payroll Setup & Staff RPdlySetup, you are ready to run a Payroll.
Note that you have the option of creating a Payfrolin the Staff Time records. To access
Payroll, you can click on the "Task Menu" or on lain Program screen click on the "Staff
Attend & Payroll" button. The basic steps to Ruagra Payroll include:
A) Creating payroll records “optionally fromme records”
1) Enter or edit new payroll records
2) Calculate Wages
3) Calculate Taxes
4) Review the data & make any change
5) Recalculate Wages & Then Taxesrag review data.
B) Printing payroll checks
C) Posting
D) Printing a payroll register

= GET STAFF PAYROLL HouRs [B (el Er = REE

Date From: |GG Period End: 01,/01/2008
Check Date: 01/5/2008

Date To: N Starting Check:
[ Auto Create Al WInclude Salary Location: gl

— Pick a specific locatian - |
E% (1] 4 EJ Close n] 4 [ Cancel |‘

Of course you will need to make the necessary &posits as required. Check with your
accountant or your tax guide from the Federal/Sgaeernment for your requirements. The
payroll quarterly & tax reports should help youlmihe amounts needed.

You can add a single Payroll record by clickingtioa "Add New Record" button located at the
top & then choose a Staff person from the "Staff gown lookup list” located next to the Staff
id field.
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& NEW PAYROLL =1 £
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. Payroll Record or Check /{EEINE

Next you can enter:
A) Check No
B) Date
C) Period Date
D) Code
E) Pay Type "H or S"
F) Houly Rate/Salary
G) Hours
H) OT Rate
) OT Hours
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Note that OT is whatever you define it to be. Emample it could be for Over Time or for

Other Rates, which might be used if you are paymg same person 2 different rates for
performing 2 different jobs. You can also enteeta& other withholding amounts, but to have
the payroll program calculate taxes you shouldkabic the "Calc Tax" button located at the top
right. You can then print checks.

If you have more than one employee or if you wighy can run or create a payroll from Staff
Time & optionally run payroll in a "Batch" for admployees. To create a Payroll from Staff
Time records, choose to “Get Hours" when openimgw payroll. You'll need to enter a Date
range, which will be the Staff Time/Dates you wishuse to create the Payroll Hours for each
employee. After you do this, there will be a Neaymll record for each Staff person. You
will need to assign check number to each persoau &an do this automatically by filling in
the starting check number field. This procedurk ok up the last available number in the
Checkbook & increment the Check Numbers in Payfoll this Date only". After this you will
need to look at & edit all of the New Payroll redgerto insure each Staff person is being paid
correctly. Then you will click on the buttons to:

A) Calc Wages

B) Calc Taxes

C) Batch Print Payroll Checks from the Taskime

D) Post New Payroll records to Posted Payealbrds from the Post menu.

E) Post Payroll records to the checkbook aftep D.

After running Payroll, we recommend printing theyfedl Register.

Also note that if you are not using staff time netsy you can still automatically create the
payroll by clicking on the "Auto Create All" cheakb when starting the new payroll. You can
also have it automatically create payroll for emyples paid by salary who have no time
records.

You can view a list of payroll records "besideswgsihe navigation buttons”, by clicking on the
"Payroll List" tab located at the bottom of the palyscreen. Here you can see all of the
payroll records you have created. You have theopif setting a View Criteria to view just
certain records. You do this by entering a Datd/@nStaff id in the View Criteria fields
located at the top right. This can be done in deWwosted payroll records.

You can reset the view, by doing a right mousekcli¥ou can also use the Search button to
locate a Staff person's Payroll records.
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After you run a payroll, you should post it to pekpayroll records. You can do this from the
Task/Post menu. After you run a payroll, you wpilbbably want to update your Checkbook,
by Posting Payroll Checks to it. You can do sorfrthe "Main program menu”, by clicking
"Tasks, Post & then Payroll". This will Post thement Payroll Checks to the Checkbook. You
may want to open the Checkbook to verify the nevormrds.

You can always view previous payroll records bynganto "Posted" payroll.

Periodically you may need to run one of the PayRelports for wage or tax information &
reporting

Payroll Reports Include:
A) Payroll Register Report
B) Tax Report
C) Quarterly Report
D) Payroll Checks
E) W2's
F) Unemployment Report

You can see more about these reports in the repotion.

You can access the Weekly Menu Planner from theK"Menu". Here you can enter any or all
information for the Week's "Meals" Menu. You cames the items that will be available &

even their costs if needed. You can print the WeBlenu Planner Report by clicking on the
Report button located at the top. With the Plangeu do not add new records, you simply
change the existing records for the new week.

Menu Planner Reports Include:
A) Weekly Menu Planner Report
You can see more about these reports in the repotion.
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SHOTS & IMMUNIZATIONS

You can record each Child's Shot and Immunizatemonrds. These records can be accessed or
created by clicking the "Maintain Menu, Choose I€l& then Shots". You can also access
these records, from within the Child Master recpfils going to the Medical page "there is a
button at the top that will open these recordsd.a@ld a new Shot record:
A) Locate the Child by using the navigatiortbos or use the Find button.
B) Click on the "Add New Record" button.
C) Fill in the appropriate information:
A) Shot Name
B) No Required & Received
C) Last Date Received & Next Date Due
D) Status "O for Open or C for Closed"

#= SHOTS AND IMMUNIZATIONS -|Ofx

Go Go Go Go . =1 P Eadd = . :
L] First 4 Prey » Nt ]| Last ﬁFlnd épnnt 0 New N [iel & Edit & Save @ Help iLE;lt

Calendar S5  Calculatar B Shat List

Insert Shat: [0 Create or edit the shot list

Child: 10004 KAREN SMITH

s

Shot Name No Required |No Received |Last Date Next Date

4

You can enter as many Shots for each Child as deedeu will also need to edit or update
these records as children receive expected immiimiza You can print the Shot Report by
clicking on the "Print" button located at the tophis report will tell you what Shots have been
given & what Shots are due. You can use the "ghaltdown list" to have shot name inserted
for you. You can also "build your own list" - usee "shots button" to build this shots list.

Status MNotes

Shot Reports Include:
A) Shots - You can see more about theseatepothe report section.
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Details
WAITING LIST

You can maintain a Child Waiting List for childrgnu are expecting to come into your facility
in a future date. You can access the Waiting lystClicking on the "Maintain" menu, choose
child & then "Waiting List". You can also accessstlist from the Child Master records, by
going to the Child List section & then click on tkéaiting List button. In the Child Waiting
List you can record:

A) Child Name

B) Date of Application

C) Expected Arrival Date

D) Status A or | "Active or Inactive"

E) Any additional Notes

You can also automatically add or activate a cimtd the Child Master records, by selecting
that child in the list & then click on the Activat8ight bulb” button. This will add the selected
child to the Child Master records assigning hinmer to the next available number.

= WAITING LIST -0

Go Go Go Go ; = pri & Add e g Activate ]
L] Firat (| Prey » Next M Last ﬁFlnd =, Frirt 0 NEW‘D Del & Edll‘ & Save \gﬂ' Chid @ Help ﬂEglt

Calendar Calculstar Activate child
xpected Start| Status
0ot A,

Waiting List Reports Include:
A) Waiting List Report

You can see more about these reports in the repotion.
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REPORTS

Access all reports from main menu by choosing "R&spo Many reports can be printed from
within data screens as well. Such as printingiptedrom within child accounts or checks

from within bills.
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Reports can be accessed from the Main Report MAtso each form where you enter data and
records, will have a "Print" button that will pritite report associated with those records. Many
reports give you the option of printing a Date Rangp that you select the records you want on
that report. Also many reports allow you to narrthus selection farther by allowing you to
print all on a selected id such as Child id, Progid or Staff id. Reports can be printed to
screen or the printer. DayCare 2008 Reports Irclud

Master Reports Include:

A) Program List, Program by Child, Program @Gs & Labels
B) Charge List

C) Pay Types

D) Staff List, Staff Time, Staff Analysis & bals
E) Child List

F) Child Card

G) Parent Report

H) Pickup List

) Family Report

J) Medical Report

K) Diet Report

L) Shots & Immunizations

M) Waiting List

N) Child Labels

O) Chart of Accounts

Many of these reports give you the option of pnigptall children or you can select an
individual child by using the pull down selectiast]
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Attendance Reports Include:

A) Attendance Report **

B) Program "By Child" *

C) Program "By Group" ***

D) Who's Here
* This report give you the option of printing ahitdren or you can select an individual child by
using the pull down selection list.
** Allows you to enter any date range, so that yan look at the report for any period, such as
for a week or a month or even a year.
*** This reports give you the option of printingladrograms or you can select an individual
program by using the pull down selection list.

Account Reports Include:

A) Accounts Report *
1) Each individual or All
2) By Location
3) Summary or Detailed
4) Current Month Only
B) Accounts Due Report **
C) Income Analysis Report **
D) Receipt Slip
E) Statement
In order to print a receipt slip, you must be ia fhccount records and your cursor must be on
the row that contains the receipt. Then just atinkthe print button.
* This report give you the option of printing ahitdren or you can select an individual child by
using the pull down selection list.
** Allows you to enter any date range, so that yan look at the report for any period, such as
for a week or a month or even a year. Accesgdpisrt from the "Report/Financial® menus.

Schedule Reports Include:

A) Activity Schedule *

B) Account Schedule *
* This report give you the option of printing ahidren or you can select an individual child by
using the pull down selection list.
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Checkbook Reports Include:

A) Checkbook Details Report **

B) Checkbook Codes Report **

C) Outstanding Checks Report

D) Profit & Loss Report "From Receipts & Chetk*

E) Reconciliation

F) Checks by location
** Allows you to enter any date range, so that yan look at the report for any period, such as
for a week or a month or even a year.

Bill & Expense Reports Include:

A) The Check

B) Bills Report **
In order to print a check, you must be in "Pay®ill Select the record or check no to print and
then click on the Print button. Use the Batch fiv@qbutton for printing more than one check
with the same date.
** Allows you to enter any date range, so that yan look at the report for any period, such as
for a week or a month or even a year.

Staff Reports Include:

A) Staff Time Report **

B) Staff Analysis Report **

C) Labels
** Allows you to enter any date range, so that yan look at the report for any period, such as
for a week or a month or even a year.

Payroll Reports Include:

A) Payroll Register Report **
B) Tax Report **

C) Quarterly Report **

D) Payroll Checks

E) W2's **

F) Unemployment Report

Checks are printed from the "Task" menu.
** Allows you to enter any date range, so that yan look at the report for any period, such as
for a week or a month or even a year.
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Menu Planner Reports Include:

A) Weekly Menu Planner Report
To print the Weekly Menu Planner "for meals", oplea Weekly Planner from the Task Menu
& click on the Print button.

Shot Reports Include:

A) Shots *
* This report give you the option of printing ahitdren or you can select an individual child by
using the pull down selection list.

Waiting List Reports Include:

A) Waiting List Report

Financial Reports Include:

A) Income Analysis

B) Profit & Loss

C) Bills "see above"

D) Checkbook "see above"

Custom Reports:

You also have the option of printing custom reporthese are reports we have designed
specifically for you. Each custom report will coméh instructions on how to print it. Contact
MapleSoft for any custom reports you may need. yames there is no charge for a custom
report. And normally there is no need for an udgrdecause DayCare 2008 was designed up
front for report plug-ins. To access the customore screen, click on the Report menu &
choose custom reports. A dialog screen will appedsere you can enter the report name
"myreport.rpt" and any needed criteria, such asglat identification numbers. DayCare 2008
already includes many custom reports previouslgtekfor other customers.
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OPTIONS & TOOLS

Other Settings can be accessed from "Company Setdgre you can:
1) Setup passwords
2) Advanced Reporting "Allows Previewed repdotgrint selected pages".
3) Check Style: 1 = Stub at top & bottom 2 Stubs at bottom
4) Insert Account Ref No: Automatically insetti® next ref no.

Task/Post Menu

1) Post Receipts * - to the Checkbook

2) Post Bills * - to the Checkbook

3) Post Payroll * - to the Posted/Saved Payroll

4) Post Payroll * - to the Checkbook

5) Post or Generate Child Account Billings * Rr&€hild Attendance Records to Child
Account Records

Options Menu

1) Copy Attendance: You can copy one day'srmld®ce to another day & then edit the
records.

2) Import Staff Time or Child Time.

3) Export Staff Master records for Time Cloclogiam.

4) Windows Calculator: Can be accessed fromyniamms as well, such as the Checkbook.

5) Service Databases: This will clean up yatadecords. We recommend this once a
month, or if you are having trouble with data files

6) Windows Backup: This will load the Windowsadkup program or you can access it from
the Windows "Accessories/System" menu. If the Wimsl Backup program is not installed,
you can install if from the "Control Panel/Add RersoSoftware" section. You'll probably
need your CD, when installing. You should backlidilas ending in the extensions (dbf, dbt
& mdx) in the dc2000 directory.

7) Advanced/Edit databases. Allows you to diyeedit a database file.

8) Putting Data into History "Archiving”: Thiwill put data "through a specific date" into
history or archive files. These records will benoed from your normal records & will be
placed into the history records. We recommend glairbackup before placing anything into
history. Also you will not want to put open itenmgo history, such as child account bills not
yet paid or the child account will require editiogadjusting.
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OTHER INFORMATION

Support: If you are having trouble, need assigandraining, you can contact MapleSoft
Enterprises at:

Web: www.maplesoft.net
E-Mail: support@maplesoft.net
Phone: (573) 339-1514

Mail: P.O. Box 121
Gordonville, MO 63752

About Time: DayCare 2008 allows you to enter timeither standard time "2:30 PM" or in
military/hundredths time "14.50". This is chosenthe company setup section. If you are
using standard time, you will need to enter an A0 for Morning or Afternoon/Evening, in
time fields such as child attendance or staff atece. If you are using military time, you can
use the "Time Help" button that will display onrftg that require time entries.

The minutes for total time displayed is always thgpd in hundredths, this is because even if
you enter data in standard time, DayCare 2008aowilivert the time to a numeric that can have
time math performed on it. If you enter total tisech as in payroll, the minutes need to be in
hundredths. For example "2 hours & 30 minutes5- @r 8 hours & 45 minutes = 8.75 or "6
hours & 15 minutes = 6.25. This is so rate calouts will return the correct answer. 8.3
times an hourly rate will not pay an employee fa% 82 hours, you must enter 8.5. If you are
creating payroll records from staff attendance m@gothis will not be a concern, because the
program will calculate the correct time for youutBf you enter total hours your self, you must
enter it correctly as described here. When usungtimeclock features, times are recorded for
you so that you don’t have to enter times manually.

Note: There is a small bug in DayCare 2000/2003200en regarding recording times. When
recording morning time — enter an A. When enteangfternoon or evening time enter a P. In
DayCare 2000/2005/2008 Morning = 1:00 AM to 12:580N. And afternoon = 1:00 pm to 12
:59 midnight. If you are recording your time innaiedths or military time, this is not an issue.
It only becomes an issue if you are recording timesually, in which case you need to follow
the above guidelines for the A & P times.
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Minimum System Requirements:

IBM PC/Compatible

Windows 98 or greater

Pentium |

16 Megs Ram

10 Megs available on Hard drive

Optionally: Mouse

Most Printers Supported

Note: We recommend purchasing fineprint fnemaw.fineprint.comf you have a USB based
printer and are having problems printing.

We also have printer issue tips on our webdgitg://www.maplesoft.net/printissues.htm
And Program issue tips on our websitétp://www.maplesoft.net/autoexec.nt.htm
Recommended System Requirements:

IBM PC/Compatible

Windows 98 or greater

Pentium 3 or greater

512 Megs Ram or greater

25 Megs available on Hard drive

Mouse
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LICENSE AGREEMENT

Please read the End-User License Agreement bdloyau
do not agree to the terms of this agreement prometilirn
your distribution materials to the place you ob¢ginhem.

MAPLESOFT ENTERPRISES END-USER LICENSE AGREEMENT

This End-User License Agreement ("EULA") is a leggfeement
between you (either an individual or a single gh@ind MapleSoft
Enterprises for the software product(s) identifietow,

which include(s) computer software, "online" orattenic
documentation, and may include associated medigan:d
materials ("SOFTWARE PRODUCT" or "SOFTWARE").

The name of this SOFTWARE PRODUCT IS DayCare 2008.

By installing, copying, or otherwise using the SO¥ARE PRODUCT,
you agree to be bound by the terms of this EUL#&yol do not agree

to the terms of this EULA, promptly return the eatunused SOFTWARE
PRODUCT, including all subscription UPDATES thauymay have
received as part of the SOFTWARE PRODUCT, to tlaeglfrom which
you obtained it and delete all files related torysaftware version of the
SOFTWARE PRODUCT.



DAYCARE 2000/2005/2008 MANUAL

MAPLESOFT ENTERPRISES SOFTWARE LICENSE

This SOFTWARE PRODUCT is protected by copyrightdaand international
Copyright treaties, as well as other intellectualpgerty laws and treaties.
The SOFTWARE PRODUCT is licensed, not sold. Th&BOARE
PRODUCT consists of product documentation, a sotvagplication, and
support files individually identified as "COMPONEN@&nNd collectively
referred to herein as "SOFTWARE".

GRANT OF LICENSE. MAPLESOFT ENTERPRISES grants ¢oiyas an
individual, a personal, non-exclusive, non-trarebéz license to install

and execute a single instance of the SOFTWARE single computer

or on multiple computers provided that there ishance of concurrently

running two or more distinct instances of the SOFAIRE simultaneously

for the purposes of evaluating the performancéefSOFTWARE PRODUCT

for a period of no more than 30 days. If aftet tirae continued use of the
SOFTWARE PRODUCT is desired then the SOFTWARE PRGDUhust

be registered with MAPLESOFT ENTERPRISES and pwetddrom MAPLESOFT
ENTERPRISES and is subject to the terms and céstis as laid out in

this SOFTWARE PRODUCT License Agreement. If yoe an entity MAPLESOFT
ENTERPRISES grants you the right to appoint anviddial within your
organization to use and administer the SOFTWAREestibo the same

restrictions enforced on individual users.

COPYRIGHT. All title and copyrights in and to th©@BTWARE PRODUCT
are owned by MAPLESOFT ENTERPRISES The SOFTWARBPRCT is
protected by copyright laws and international tygabvisions. Therefore,
you must treat the SOFTWARE PRODUCT like any ottagyrighted
material except that you may either (a) make opy ob the SOFTWARE
PRODUCT solely for backup or archival purposegginstall the
SOFTWARE PRODUCT on a single computer provided keep the

original solely for backup or archival purposesouYmnay not copy the printed
materials accompanying the SOFTWARE PRODUCT.

PAYROLL. MAPLESOFT ENTERPRISES will not be heldlile for payroll tax calculations
or taxes. Itis up to individual users to veplyyroll tax calculations.

THIRD PARTY COMPONENT LICENSING TERMS. Third partytilities,
application programs, and/or components designe@udgrate with
DayCare 2008 are subject to the license terms gogethose products.
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You may not reverse-engineer, decompile, or disakethe SOFTWARE
PRODUCT, except and only to the extent that sudiiigcis expressly
permitted by applicable law, notwithstanding thmifation.

GOVERNING LAW. When agreed to in the United Statbss agreement shall
be interpreted in accordance with the laws of ttageSof Missouri. When
signed in any other country, this agreement wilitterpreted in accordance
with International Law. In the event any partlostAgreement is invalidated
by court or legislative action of competent juridohn, the remainder of this
Agreement shall remain in binding effect.

DISCLAIMER OF WARRANTY

NO WARRANTIES. THE SOFTWARE PRODUCT IS PROVIDED "AS" WITHOUT
WARRANTY OF ANY KIND. TO THE MAXIMUM EXTENT PERMITTED BY
APPLICABLE LAW, MAPLESOFT ENTERPRISES DISCLAIMS ALWARRANTIES,
EITHER EXPRESS OR IMPLIED, INCLUDING, BUT NOT LIMIED TO, IMPLIED
WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A PARICULAR
PURPOSE AND ANY WARRANTY AGAINST INFRINGEMENT, WITHREGARD TO
THE SOFTWARE PRODUCT. THIS LIMITED WARRANTY GIVESOU SPECIFIC
LEGAL RIGHTS. YOU MAY HAVE OTHERS WHICH VARY FROMSTATE TO STATE.

CUSTOMER REMEDIES.

MAPLESOFT ENTERPRISE'S ENTIRE LIABILITY AND YOUR EXLUSIVE REMEDY
SHALL NOT EXCEED THE PRICE PAID FOR THE SOFTWARBKO LIABILITY FOR
CONSEQUENTIAL DAMAGES. TO THE MAXIMUM EXTENT PERMITED BY
APPLICABLE LAW, IN NO EVENT SHALL MAPLESOFT ENTERPFSES

BE LIABLE FOR ANY DAMAGES WHATSOEVER (INCLUDING, WITHOUT
LIMITATION, DAMAGES FOR LOSS OF BUSINESS PROFITSIUSINESS
INTERRUPTION, LOSS OF BUSINESS INFORMATION, OR ANITHER PECUNIARY
LOSS) ARISING OUT OF THE USE OF OR INABILITY TO USEHIS SOFTWARE
PRODUCT, EVEN IF MAPLESOFT ENTERPRISES HAS BEEN YAI3ED OF THE
POSSIBILITY OF SUCH DAMAGES. BECAUSE SOME STATESOINOT ALLOW THE
EXCLUSION OR LIMITATION OF LIABILITY FOR CONSEQUENTAL OR
INCIDENTAL DAMAGES, THE ABOVE LIMITATION MAY NOT APPLY TO YOU.
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FAQ's "FREQUENTLY ASKED QUESTIONS"

1) What can | do with Daycare 20087 - With Daycare
2008 you can do the following:
A) Maintain Child Statistical Records, such as:
Name & Address
Parents & Guardian
Who Can Pickup the Child & Who Can Not
Medical Information & Restrictions.
Dietary Information.
Shots & Immunizations
B) Create your own Child Programs, Such askPoe-Toddler Programs.
C) Create your own Charge Types, Such as Weakéyrge, Half Day Charge or 2nd Child
Rate.
D) Create Unique Child Schedules to Automalydgecord Attendance For Children Who
Come Regularly. Also Automate/Schedule Child Aatdsu
E) Track Attendance & Program Activities.
F) Track Billings & Receipts for each Child.
G) Pay Bills & Print Checks.
H) Manage Your Checkbook.
) Track Staff Time.
) Run a Staff Payroll.
DayCare 2008 does a lot of things. We recommemhtiading the program and try it out at
no cost to you. Explore the menus, screens araiteep

2) What kind of Reports can | print? - Reports barprinted by groups or individuals.
A) Child Schedule Report
B) Child Activity Report
C) Child Card - Child Statistical Information
D) Child Pickup List
E) Child Medical Information
F) Child Dietary Information
G) Shots Report - Including what shots are due
H) Waiting List
1) Child Account Report - Lists Payments & Badas Due
J) Profit & Loss Report
K) Bills Report
L) Income Analysis Report
M) Staff Activity Report
P) Payroll Register Report
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This list goes on and there are a lot of reporéslyeto go for you. We've designed Daycare
2008 with a custom report feature, so we just sendthe new report file & Daycare 2008 will
run it. The only requirement is that the fieldstbe report match the fields in the program. If
you have an idea for a report that would beneher, then a lot of times, we will add it to the
program at no charge or just a small fee depending.

3) How hard is Daycare 2008 to use? - Daycare #88Nindows based software program that
was designed originally for a medium sized daycafde programmer and manager of the
daycare meet together and analyzed other dayctvease programs. One of the biggest things
found was that most daycare software programs badriany features that were too hard to
understand. So Daycare 2008 was designed up Vintintease of use in mind. Easy to use
features were implemented such as Auto-Fill. B@ngple, when entering parent information,
you can automatically update the emergency comémtmation with a click of a button, with
the parent's data, if you decide they are the sabwycare 2008 comes with easy to use pull
down list "Lookup Lists" so that you can easilydim child, program charge type or staff
person. There are navigation buttons to quicklywenthrough records. Each form "screen”
will have easy to understand buttons such as "Add [Record, Delete Record, Print Report,
etc..." The other thing that makes Daycare 20@% ¢a use is it is setup with basic features.
"Child Records, Programs, Charges, Staffing, CAdtvities, Child Schedule, Child Accounts,
Pay Bills, & Reports". We feel that Daycare 2008l meet most daycare needs, but we are
always open to ideas. If you think of an improvameend us an e-mail & if we think it will
benefit others, then we may very well add thatuesain the next release. Try it for yourself
and download the free trial version.

4) Does Daycare 2008 do general accounting? - Glorrently Daycare 2008 is not a general
accounting program, but it will record all of yancome & expenses, which you can provide to
your accountant. It will even print a "Profit & ks Statement”. We are currently considering
adding a general accounting module to Daycare 2@/care 2008 will track all income and

expenses and a secondary accounting program waalthlply not be needed. We have
currently added a chart of accounts feature sogéagral ledger codes can be used for income
and expenses.
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5) What kind of support will | receive? - We belethat you are the boss. If you have a
problem, first we ask that you check the manualaaolution. If you still need help, then
please contact us at support@maplesoft.net andilvassist you in any way that we can, be it
installation, using the program or network problemdVe also recommend purchasing
pcAnywhere, which is remote control software. Tegram will allow us to dial in to your
computer "per your authorization" and provide dirppogram updates and direct support as
though we were there with you. This program selisa little over $100, depending on which
plan you purchase. If you are interested in thagypm, please give us a call & we can help
you order it or give you a list of companies thelt #. It's not necessary, but we recommend it.
Phone support is normally provided in the eveniogen the weekends. You may call us to
make an appointment.  Normally we can call yoaighme day. E-Mail support is normally
provided within the hour. Currently phone suppsifree for the first month after you first call
us.

6) Can | try Daycare 2008 before buying it? - Yd&aycare 2008 is actually shareware. We
have a trial version that you can download or wk mail you a copy "free of charge" for you
to try for 30 days. If you like it, then you caayhit.

7) Does Daycare 2008 have import capabilities fother programs? - No. But if you purchase
Daycare 2008 & provide us with a list of your chiktords, program records, charge types, &
staff names. Then we will import & deliver a readygo copy of Daycare 2008, with your
data, at no additional charge. We do ask thainfoemation is provided on a floppy disk, in a
spreadsheet file or database file. We preferféitenats such as Excel or Lotus 123. DayCare
2008 now has its own Export/Import module for tfansng to other files types such as Excel
or Lotus. It also has the ability to export its roville types for transferring data to other
computers.

9) Will Daycare 2008 run on a network? - Yes,
NT/2000/2003/XP/Vista, Novell or Windows 95/98/ME.

10) How many records can | enter into Daycare 20087

- For the most part, unlimited. For transactide fypes, such as accounts & activities, the limit
Is based on your harddrive. The only limit is treld master file "where you initially setup
your children”. This limit is based on what plavuypurchase.
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11) | noticed the trial version has sample recasdsh as children, programs and charges. Can |
put my own programs or charges in the program?s: Y&his is only sample data. You can put
your own programs and charges in to meet your delgcaeeds. The trial version will limit the
number of records you can input.

12) When looking at records, why do date formaty show 19 and not 1999? DayCare 2008
Is Y2K compliant and is designed to display a 4itdygar, but Windows 95 or 98, maybe set
only to display a 2 digit year. To change Winddwslisplay the 4 digit year: Double click on

"My Computer"”, Double click on "Control Panel", Oda click on "Regional Settings", Choose
the "Date" tab, and then set the short date sbythsplay a four digit year. Even if you don't do
this, you can still enter 2 or 4 digit year intoyl@are 2008 & it will know which is which.

13) What if DayCare 2008 does not quite meet mylsee

Do you have anything else to offer? - Yes. We pasvide custom changes or additions at
reasonable prices. Normally this can be from $2%1%00 or more depending on your needs.
Give us a call at (573) 339-1514 for more informati Also if you have a good idea for the
program, many times we will add it the programhwib additional cost to you.

14) What about support and upgrades? The firstigdeee for email support and upgrades.
You can call or e-mail for assistance.

15) When | print checks for bills or payroll, thég not match my computer checks. What can |
do?

Contact us & let us know what type of check you aseng. If necessary you can send us a
sample voided check & we will adjust the check fomignto match your check as long as it is an
easy change on our part, which many times it is.

16) Can | just print one child on a report? Y&ghen you select most reports from the menu,
a criteria box will appear where you can entercdhid's id no. This will single out just this
child on the report. Tip. When you are entengiewing the actual data, click on the report
button on that form. It will ask if you want toipt just that child. Each form uses the report
associated with the data you are viewing. For g@amif you are viewing child accounts. The
report button will print the child account repofdrall or just the child you are viewing".
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17) | need more help getting started? Pleabaigat (573) 339-1514 and we will setup a
time to personally guide you through the prograWe have training programs available.

18) | do not see programs or charges like the dbipesvide? The data in the trial version is
example data only. The thing to understand is Bey@008 is not predefined. If it were, then
every daycare would have to do things our way. tBat's not the way things work. Instead
Daycare 2008 is setup so that you enter "your olarges" & "your own programs" the way
you do things. This provides power and flexilgiid managing your daycare records.

19) When entering data, | will enter a child id men Why doesn't the child's name appear
immediately? Anytime you are entering data in ofiehe spreadsheet style views "list or
table", the record must be completed before theenaith appear. If you use a child pulldown
list to select the child, then that child's namd appear immediately. Or if you do a mouse
click on the "Save button" to issue a save, thencthld's name will appear. Basically, as you
are entering data in this type of view "list orl&gbthe child's name will automatically appear
when you complete the record. The record is cotaglesimply by moving from one row to
another row or by issuing a save.

20) | need to quickly enter children as they comeri leave my facility. Is there a way to do
this? Yes. There is a "Quick Attendance" featuBasically this feature at a click of a button
will popup a child list. You then simply doubleaid on a particular child's name & they will be
automatically posted to "Attendance/Activity" redsy with the current Date, Time & that
child's default information, such program id & étad. Also we have a new separate
Parent/Child Time Clock Program that is free when purchase DayCare 2008.

21) | would like to post all child account billingg one time. Is this possible? Yes. The
account scheduler aka automate accounts allowsoysetup a billing schedule for each child's
account. You can then post each week, or monthwloatever frequency you use to
automatically bill all scheduled children. Thignghates having to enter each child's bill,
instead you simply post & repost each week. Tiedgle can be edited each week as needed.
New reference numbers and dates can be automtidigld in before you post the schedule.
You also can automatically generate child billimfyectly from attendance records. Go to the
Options menu, choose Post & then choose Accourtds. Will be able to generate billings for
any date range.
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22) What about payroll? Yes DayCare 2008 doesgtlayr You can access the payroll records
from the Task menu. You can automatically geneeatgew payroll from staff attendance
records. It will calculate Federal, State, So8aturity & Medicare taxes for you. In order to
calculate your state tax, the program requiresate dax table. You can edit the tax tables
directly and enter them yourself. Or you can setaph stafffemployee master records to
automatically withhold a specific amount. Or yanaontact us to setup or create your states
tax tables for an additional fee. You will want ¢heck with your state for correct tax
percentages and wage levels.

23) Does DayCare 2008 handle the government foogram?
No. We recommend you take a look at Nutrikids atwnutrikids.com.
An excellent supplemental program to DayCare 2008.

24) Can you send reports via the internet or eZmélayCare 2008 can email child statements.
There are also many Free 3rd party program thateageeasy to use that will allow you to print
any report out of DayCare 2008 and send it as ¢tmaithers. Such as PDF Mailer or PDF
Factory fromwww.fineprint.com.

25) | could like to create my own reports? DayC2008 does not provide a report writing
module, but there are 2 alternatives. One is éthie Export/Import module and send a report
to a spreadsheet file. Click here for more infdraraabout the Export/Import module. Or you
can purchase a 3rd party report writer. We reconumie & R Report Writer. This report
writer will allow you create your own reports basai DayCare 2008 data. Visit the R & R
website. www.livewarepub.com. UPDATE: We do pdeva Free List Report Writer that
allows you to create and print simple list repdrtsn any of our programs. Available at our
website and on our CD.

26) Will DayCare 2008 handle multiple daycares¥es. We have different plans for those
companies that need to manage multiple daycardsnvilie same program. Check our pricing
plans, and you'll find it very affordable compateduying multiple copies of DayCare 2008 or
other daycare software programs. Each child mastesrd and staff master record has a
location field. The child master record - locatibeld is visible only in the trial version.
When you purchase DayCare 2008, the location fieldomes enabled and will allow you to
enter location numbers depending on your registmatumber.
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27) Sometimes | get an error message "that a resond use by another"? This normally

happens when you have records open "such as dutwlats" and you are trying to print. To

correct this problem, make sure you click on thav&s button "if you have added or edited
records”, before printing. When a record is addeddited, a temporary lock is placed on the
record. By clicking on the save button "or by mgting to a different row or record"”, the lock

Is released. If you receive this error, click e tignore button" & then click on the "save

button" & then try & print again. You also may et go into "Company Setup”, & then

"Settings" & turn Off "Advanced Printing"”. If yodo this, you will need to close & reopen the
program. Printing reports from the menu will aidoninate this problem. Many reports have
additional options, if you print from the menu aslv

28) What if | get dumped out of the program? l&yget totally dumped out of the program, it
Is highly recommended that you restart your compuefore using DayCare 2008 again. You
may also need to Service Databases, from the Toem after restarting.

29) Why is DayCare 2008 so affordable?

Many daycare software programs cost $1,200.00 (608100, yet DayCare 2008 can cost as
little as a tenth of that amount ", and even ldspending on which plan you buy". The reason
DayCare 2008 is so inexpensive is that it is shareWwsoftware that you try before you buy".
The Trial Version is actually the full program hartly works 30 times and limits the number of
children you can enter, until you purchase the @wgand receive a registration number that
allows you to enter additional children and worksthaut any limitations. MapleSoft
Enterprises is not a hug corporation like MicrosmfiBM and does not provide fancy shrink-
wrapped packaging. But yet DayCare 2008 still dassabout everything you could possible
need to manage your facility and it is professiynatitten by a programmer who's been in the
computer business for over 20 years. Even thouglane a small company we are determined
to provide a quality program that will meet youeds. No we don't have a huge staff, And No
you won't receive a pretty 1000 page manual, But wdl receive an easy to use program, a
manual that you can view "And Print" via your weloWwser and you can contact us for support
if needed. With the internet providing so muchxpensive software and even free software,
we feel that we should provide a program that ferdfble to everyone. We can still make
money without the overhead and you can still hayeogram that will more than get the job
done for you. DayCare 2008 is being used by Dagcail over the county, from Alaska to
Missouri to Florida. Give it a try. Ask us anyeastions you might have and we think you'll
like our product.
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30) | have been encountering errors. Are therefixeg available? Yes, we recommend that
you check our bug list. Many times an update rigaaly available that you can download from
our website or request a disk or cd via mail. dbiyind a bug, please report it to us or if you
need assistance in using our software, pleaseaargdor support or training.

31) What computer programming language is DayCafs 2vritten in? Visual dBase - visit:
www.dbase.com for more information. Visual dBasd dB2K are powerful oop, database,
network and internet programming languages. Maogmammers are turning to this language
to develop 16-bit and 32-bit Windows based programs

32) Will DayCare 2008 do everything for me? Ndke any business, it takes time,
organization and management. If you take some tiinhearn how to use DayCare 2008, it will
be a management tool that will assist and help.

33) When | request support or information via yabsite or via email, why does support not
answer me back? When you request support or ifioom we will answer you back via
email. If you have not provided us with a validahaddress, then we will not be able to reply
to your requests. If you specifically requestttive phone you, we will do so, normally within
a day or so.



