QUICK REFERENCE GUIDE:
ENTERING AND SUBMITTING ATTENDANCE
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RECORDING TIME – ENTERING ATTENDANCE
The Attendance dropdown has choices for daily and weekly attendance entry, as well as a
monthly attendance submission.

Daily Time Entry allows you to enter attendance for one or multiple children, one day at a time.
Weekly Time Entry allows you to enter an entire week’s attendance, but only for one child at a
time. It is your choice to enter time-in/time-out information in the system using the Daily Time
Entry or the Weekly Time Entry. Factors you will want to consider include the number of
children for which you are recording time and whether you are entering information using a
smartphone, tablet, or computer. Large programs with hundreds of children may make a
different choice than a home-based provider serving a smaller number of children. You may
choose to record your attendance data on paper as you currently do and then enter the
attendance information into CAPS Online at a later time.
Time must be reflected in 15-minute increments. The decision to record time in 15-minute
intervals reflects the practice in all other local social service districts in NYS. Round up or down
to the closest time when recording your time.
Examples:
a.
b.
c.
d.

For 9:05 arrival – input on 9:00am
For 9:10 arrival – input on 9:15am
For 4:05 departure – input 4:00pm
For 4:10 departure – input 4:15pm

This requirement is due to multiple factors including, but not limited to:
•
•
•
•
•

Page 3

State requirements (laws, regulations, policies)
Consistency with state practice
Programming capability
Operational requirements
User feedback

DAILY TIME ENTRY
Clicking on Daily Time Entry in the Attendance dropdown menu takes you to the current day’s
table of all the children you care for. Each column header allows you to sort the data by
ascending or descending order.

UNDERSTANDING THE LEGEND
A legend appears at the top of the screen to let you know the symbol for each possible
attendance status regarding a child. These symbols will appear in the Action column after the
time-in/time-out has been recorded and saved. The legend appears in the Daily Time Entry,
Weekly Time Entry, and Monthly Attendance Submission.

•
•
•
•
•
•

Page 4

Absent (Purple): An absence has been entered for that day and child
Closure (Brown): A closure has been entered for that day
Not Entered (Red): No attendance has been entered (neither time-in/time-out nor
absence) for that day and child
Attended (Green): A time-in/time-out has been entered for that day and child
Not Enrolled (Blue): The child is not enrolled on that day (this includes weekends)
Submitted (Black): Attendance for that day has been entered and that month’s
attendance has been submitted for processing

The following steps illustrate how to enter attendance using the Daily Time Entry option.
1. Select the Attendance dropdown and select Daily Time Entry.

2. Daily time entry will open for the current day. You may choose a different day by
clicking on the field under Select Date or using the arrows to move to the previous or
following day.

3. Enter time in 15-minute increments in the Time-In and Time-Out columns. (Note: timein/time-out are recorded in military time.) If the child was absent, select the checkbox in
the Absence column.

4. Click Save at the bottom once you are finished.
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In cases where you need to enter a second time-in/time-out, (for example, if a child needs to
leave care during the day because they have a doctor’s appointment), follow the steps below to
access the individual Daily Time Entry page for that child.

2. Enter the second time-in time-out in the appropriate fields. Enter time in 15-minute
increments. If the child was absent, select the checkbox at the bottom.

3. Select Save when you have completed your work.
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WEEKLY TIME ENTRY
Weekly Time Entry allows you to enter attendance for one child for the entire week, with the
option of entering more than one time-in/time-out per day for the same child.
1. Select the Attendance dropdown and select Weekly Time Entry.

2. When you select Weekly Time Entry, there are options to search by Case Information or
Attendance Month. Select Attendance Month. (Note: The Case Information option is
only used for retroactive time entry. See “Entering Attendance Retroactively” on page
21).

3. Choose the month for which you would like to enter time-in/time-out and then click
Search to view the child records for that month.
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4. To enter a child’s time-in/time-out for the week, select the icon in the Action column
beside the child.
(Note: Clicking on the Child Number and Child Name column headers allows you to sort
the data in ascending or descending order. If you care for more than 10 children, you will
be able to filter by Age, Level of Care, or both.)

After selecting a child, the Weekly Time Entry screen will display for that one child. From here,
you may record time-in/time-out and absences. If you cannot complete all at one time, you
may save your work at any time and return to complete it later.
5. Enter the time-in/time-out for each day. Time must be entered using 15-minute
increments in the system. (Note: time-in/time-out is recorded in military time.)
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If you need to enter a second time-in/time-out you may do so in the appropriate fields (for
example, if a child needs to leave care during the day for a doctor’s appointment and they
return at a later time).

6. After entering all times or recording absences, scroll to the bottom of the page and
select Save.
7. Select Save in the confirmation popup that appears.

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

Note that entries that have been submitted in Monthly Attendance Submission but not yet
processed for invoicing cannot be edited (see “Submitting Monthly Attendance” on page 10).
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MONTHLY ATTENDANCE SUBMISSION
Selecting Monthly Attendance Submission in the Attendance dropdown gives you an overview
of all the children cared for in that month.
This is also where you submit attendance records for processing after you have entered the full
month’s attendance for the children in your roster. In the example below the Current Service
Month is listed as November. This means that we are submitting child attendance records for
processing and payment for the month of November.
If you care for more than 10 children, you can use the filters on the left side of the screen to
filter by status and service month. You can also select the rows dropdown on the right side of
the screen to display up to 50 child records per page. Clicking each column headers allows you
to sort the data in ascending or descending order. The icon in the Action column allows you to
see the entire month, correlating to the legend, for that child.
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To view an overview of the monthly attendance for a specific child, select the
icon in the
Action column. This popup (pictured below) will display the entire month’s activity for that one
child and correspond to the legend on the Monthly Attendance Submission screen.
In the example below, attendance has been entered for this child for six days in November
(November 15-17, 22, 24, 29). The child was absent on November 18, and attendance still
needs to be entered for the remaining days of the month, as shown by the red icons.

TYPES OF RECORDS IN MONTHLY ATTENDANCE SUBMISSION
The Status column will tell you the status of each child record for the current service month.

Page 11

The status of your attendance records is also shown in the top-left corner of the Monthly
Attendance Submission page. The Current Service Month is the latest month that has not yet
been processed for claiming and the most recent month for which attendance can be
submitted in Monthly Attendance Submission.

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

•

•

Incomplete: A child record is “incomplete” if there is at least one day during the Current
Service Month for which an entry is missing (i.e. a time-in/time out, an absence or a
closure). Entries must be completed for those days in Daily Time Entry or Weekly Time
Entry for that child. A child record marked as Incomplete for the Current Service Month
cannot be submitted in Monthly Attendance Submission.
Completed: A child record is “completed” if there is an entry entered for every day of
the Current Service Month for that child (i.e. a time-in/time-out, an absence or a
closure), but the record has not been submitted for processing yet. The record is ready
to be submitted in Monthly Attendance Submission.
Submitted: A child record is “submitted” if the record has already been submitted for
the Current Service Month in Monthly Attendance Submission. Entries for that child can
no longer be edited in Daily Time Entry or Weekly Time Entry until the Current Service
Month is closed for processing of the claim. Invoice processing usually takes 3-5
business days.

The remaining statuses (under Others) may apply to child attendance records from the current
service month or from months prior to the Current Service Month:
•

Completed: A child record is “completed” if the record falls in one of the two following
scenarios:
o The child record had not been submitted for a month prior to the Current Service
Month and is ready to be submitted for that month, or;
o The child record has already been submitted and processed for claiming for a
month prior to the Current Service Month, however at least one daily entry has
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•

been edited in Daily Time Entry or Weekly Time Entry since that month’s closing,
and the record is now ready to be re-submitted for an adjustment of the claim
for that month
Non Submittable: There are several actions that will trigger an attendance record to be
temporarily moved into “non-submittable” status including:
o Enrollment modifications – dropped enrollment, modified enrollment, new
enrollment;
o Anything that updates parents’ fee – income modifications, family size
modifications, fund stream modifications;
o Closure modifications.
If any of your records display in “non-submittable” status please try to submit again on
the next business day for processing.

SUBMITTING MONTHLY ATTENDANCE
All records marked as Completed for the selected month can be submitted simultaneously to be
processed for claiming.
1. At the bottom of the page, read the certification message next to the checkbox below
the roster and if you agree, select the checkbox and click the Submit button to submit
your records for processing.
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2. A popup message will ask “Are you sure you would like to submit these completed
attendances?” Select Submit again. A confirmation message will appear at the top of
the page letting you know your attendance records were submitted successfully.

NOTE: EDITING ALREADY-SUBMITTED ATTENDANCE
Once records are marked as “Submitted” for a given month, they must be processed by ACS for
invoicing before they can be edited. Invoice processing usually takes 3-5 business days. After
the invoice has been processed, you can adjust previously submitted records dating back three
calendar months by editing them in Daily Time Entry or Weekly Time Entry and re-submitting
them in Monthly Attendance Submissions for claiming adjustments.
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ENTERING ATTENDANCE RETROACTIVELY
Note that CAPS Online only allows time-in/time-out entries or edits for a period of 3 calendar
months prior to the current day. (Example: if you access CAPS Online on October 15, 2021, you
will be able to enter data for any date between July 1, 2021 and October 15, 2021, but dates
that fall outside this range will be locked for entry or editing.)
Requests to enter time-in/time-out retroactively for dates that are prior to the range of dates
described above will be granted on an ad-hoc basis depending on the circumstances.
1. To request an allowance for entering time-in/time-out data for dates that falls prior to
the authorized range, please contact the ACS Help Desk at +1 (212) 835-7610, and press
#.
2. Once the ACS Help Desk has processed your request to open past attendance records
for editing, you will see those records listed on the CAPS Online homepage under “Cases
Allowed for Retro Time Entry”.

3. To access the records for editing, select Weekly Time Entry from the Attendance
dropdown.
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4. Select Case Information, then click on the dropdown menu under Case Number on the
right-hand side of the screen. The children that appear in this dropdown are the only
ones for whom retroactive time entry is available. Select the child for whom you would
like to edit attendance and click Search. Clicking search will take you directly to the
Weekly Time Entry page for the date(s) that have been opened for editing.

5. Enter time-in/time-out for the child record you selected and click Save at the bottom of
your screen.
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6. After editing and saving the time-in/time-out attendance for the child record, you must
then select Monthly Attendance Submission from the Attendance drop down and
submit the record for processing.
Note: Once you submits time-in/time-out attendance for a full service month, you must
wait for the invoice to be processed before you can make edits and resubmit it for
payment. Invoice processing usually takes 3-5 business days.
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