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Governed By: Operations Effective Date: 8/11/2015

Procedure: #11 CAP60 Creating a Classroom Updated Last: 8/11/2015

Purpose: To provide instruction for creating and using the classroom feature in CAP60.

Summary:

In order for a program to utilize the Classroom feature in CAP60, it must be set up by a designated

Administrative staff. Once a program has completed the process of requesting a Classroom, the following
steps should be followed.

SETTING UP THE CLASSROOM

Admin HR

° LOg in ~ : . Child [
e Choose the “Admin” tab
e Click on“Agency Setup Links”

4 Developmental
Drop Down Designer

& Eligibility

4 Family Assessment

4 Health

e Click on “Services” underneath
the “Agency Setup Link” section

P *A classroom is
e considered a

< Incident

+ House Keeping
& HR
& incident

fear End Preparation

. 4 Mency Management

% Resources service 4 Agency Setup Links

& Volunteer % Annual Performance Report
Staff & AR LIHEAP

4 Year End Preparation

& cap

& Agency Management
= Agency Setup Links

* Agency Settin . « »
* v Ragetes e Thenclick “Add

o Poverty Guidelines

* Non-Service Poverty Guideines
* Program Category

Cap60 Lite

. HR
Programs
* Services Chilg Family
* fding Agency Head Start s i
ing & Agency Mansgement il
4 Authorization Add |
* Elglikty and Priorty & Child Assessments
* Program Defintion & Child Visit Program M [
* Required Docs per Program < Delete / Transfer Records
* Program Forms Drop Down Designer C
. i |service Program Lok [Apelieate lio g T Ayty, jo [ Ientory
Form Templates A Eligibility Allowed
. Living |Complete|
Family Assessment Edl | Delele | 47 | Advocscy Family Suppont Servioss. WA b w b4 b Vouchers
& Health FS8), Commun ity Haaitn
ek || Projec
. eitebicia e/ ®| [EdE|Delete |32 | Advocate for Rights Transitional Support WA v 4 w X y Vouchers
HR Servioes
& Incident EH | Delete | 3% | Afer-School Envichment 213t Cantury NA x x e x Vouchers
& Resources Activiies
% 'EdE | Delele | 34 | Assist Housing Needs of Teenage Opportunity WA b b4 b X Vouchers
Volunteer Families Program (TOP)
sttt 91 | Delele | 42| Baowec Amatance Community Connedions WA | X X X 4 foucher
& Year End Preparation Edl | Delele | 38 | Eresiiesding Support 3 LTS 4 X X X Vouchers
o cap Referals and a Variety of
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Services
e Fillinthe following: Sorvies | = . &
o Service Default Unit Not Assigned || code |
Default Unit To Dollar Multiplier |
o Ty pe Section E Category Select One |Z|
o SectionE Validation

Max Quantity Per Service
CatEgory Max Quantity Per Year

(@) App”eS to Max Number of Services Per Year
family

Maximum allowed services per household per year

member’S Applies to family Mo do not display family members on service page - Only Applicant is counted as Achieved in NPI report |z|
members as individuals 0
o Andall

Service requires upper level authorization before being set to "Completed" ]

Others that Service contributes to successful independent living of seniors and individuals with disabilities |:|

apply Service can have Inventory ltems attached to it [}
Allow multiple services with same date having same resources |:|

o Check off Programs CARs
the [Fz1st Century
. [T] access to Home
applicable [ career Develpment
program(s) [ community Connections
. « » = Community Connectiens - Nen-Emergency Transporatation
o) CIICk saVe DCnmmunity Health Project
[Tl empower v
D Expired/ Old Programs.
D Famity & Children Services
[T Famity Support Services (F5S)
D Financial Resource Center
D Food Pantry
D Foster Grandparents
[ Housing Solution (STEHP)
services & = |
[ad |
program T He Once the service has been saved, enter

into the “Sessions” link

Proaram

Foster Grandparents. Fousing | WA
Sclution (STEMP), Family
Support Senvices (FSS),
YoutnBuild, Tesnsge
Ogpartunity Program (TOF),
Carwer Davelopmaent
Financial Rescurce Center
Community Connections
Family & Chilaren Sevices,
Community Connedtions -
Hen Emergency
Transporaiation. Tray
Community Sehoel Inidstive.
Tray Schoo! 2 Improvement
Projest, Community Hesith

Project

6 | Dl | 38 | Community Servics VoutnBuild WA ¥ b4 ® Vouchers

i [ Delele | 38 | GED Preparation YouBuila WA x x x Youchers ° Click “Add"

EH [ Dekele | %0 | Leademnlp VouhBuia WA x b4 X Vouchers

Eat | Dekete [ 0 | Luneh VounBuila Sessons )< > Vouchers

oetais
ot | Caisie [ 37 S Training | TouBaTa CTS b b4 X b T
EdE | Delele | 58 | TASC Frep VouhBuia Sessions | % X o x Vouchers ‘ g =

chila F n i end Group Activ
ra

room Sessions
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e Either specify a center or leave it “Not Assigned” to Caa__~_Famy
designate that it could be held anywhere T

Save Cancel
e Theyear must correspond with the program year
e The color choice will denote the classroom inthe CAP60 .. *“""‘755:;“, L@
Frequency Select One [ | Tymical Humber Hoursieek -
calendar
e Select frequency
e Determine and input the “typical number hours/week”
e Clicksave -
Classroom Sessions - =

e Click thelink to “dates”
e  When entering in dates; use the “quick add dates”

Classroom Session Dates Quid

- - Cap60 Lite upport
° Enter the beginning and ending dates and the Admin Volunteer Resourc Governance Site Vis
Cl Education Front Desk s

fre.quenCy . . Quick Add Dates = =
e Alist of specifics will appear next to the frequency

d r‘Op doWn Select the appropriate options and I_Ilen the available session days on the next page :

. . . » Date From = | Date To -
e Select what is applicable and click “save Froquency P, =
e Thiswill populate a list of specific dates within
Save Cancel
the date range — 7 7
Quick Add Dates E = ::::.: T;:f:“ = = Oute o 10/31/2015

[Weenaay

Manaay
Save  Cancel

Towany

Dotes

05571201 Nloncey e ————

DS01/2015 - Tussday O ——

03022015 - Wednesday o —

09032015 - Thusasy

Thursdsy

Friday

7]

]

]

7] | Wedresday
v

7
e
v

Sunday

09042015 Fricay

e e Firstclick the check box on top to select all
.,,;'i; wf;.,.. e Un-check any unscheduled dates (this could be
o due to shut-down, holidays, etc.)

e Click “save”

DS1B/201E Fricay

o Weanesaay

100172015 - Thusday

100272015 - Fridey

TO0S2015 - Monday

10082015 - Tussday
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Classroom Session Dates - =
Add | | cancel

Classroom Session Dates

Date
08/312015 - Monday

08012015 - Tuesday

08/02:2015 - Wednesday

05032015 - Thumday

“Thusasy

091472015 - Mondsy

05152015 - Tussday

US/182015 - Wednesday

0S/17/2018 - Thursdsy

08/18/2015 - Friday

e o] o ) o] o o] o o el |

NS AN

ATTACHING A FUNDING SOURCE

e  Thiswill bring up an “edit” & “delete” page in
case any dates saved were incorrect

e Onthis page, dates that were forgotten can
also be added in via the “Add” button

e Inordertocomplete the process of creating a class/group activity; it must be attached to a program

and funding source

e Enterinto “Program Definition”
under “Agency Set-up Links”

e Click on “Services” under “Allowable
Services”

Now click “Add”

& House Keeping
& HR
& Incident
& Resources
4 Volunteer

statr
 Year End Preparation
& CAP
4 Agency Management
= Agency Setup Links
* Agency Setings
* ntake Required Fields
* Poverty Guideines

* Program Category

* Programs

* Services

Funding Agency

inding

hent Characteristics
Eligbily and Priory

* Program Defintion

Add (Delete

2015 Rensselaer YouthBukd - 2015 - Youthbuid (DOL (Department Of Labor)) - Date Range: 09/01/2014-083172015

* Required Docs per Program

* Non-Service Poverty Guideines

[E r
Program Definition & =

Add

Yoar w15 [=]
Program YouthBuid =]
Funding 2015 - Youthbuld (DOL (Department Of Labor)) L=l
County Renaselaer L=l
T S - Tt 1

080172014 | Caleqoriey

Services |Guidelines | Ebaibity

'Edi | Delefe [ 09 2015 | veuthBuila 2018 . Youthbulld

(DOL (Department Of
Labon)

e Select the service to add and click “save”

—>

ENROLLING PARTICIPANTS IN THE CLASSROOM

e Enterinto the “Group Activities” tab

e Click on “CAP Classroom” and click “Enroll in
Classroom”

e Usethe casefilters to narrow down the
participant list

e Click onthe check box of all participants that

should be enrolled in the class (those % L

enrolled in the class will not appear)
e Once the participants are selected; click “save”

[Change Applicable items - =
2015 Rensselser YouthBukd - 2015 - Youthbuld (DOL (Department Of Labor)) - Date Range: 09/01/2014-08/312015

Change Applicabie tems Totai =3

Case Management

TASC Prep

Loneh

Enroliment (Group Activity) & =
save |

Agency Commission on Economc Opportunty =
Family Center Youth Opportunity Center -
Year 2015 -
County Rensseiaer D
from

10/1/2014
To 8/31/2015

Select the Class Session for Enrollment

Filter

Program YouthBuld =
Class Center Undetermined -
Class Lnch =
Session Undetermined | 08/31/2015 - 10/30/2015 - Start Time: 12:00:00 - End Time: 13:00:00) =

Select One »

Ahsants Brown

Jose Capeda Scils

Grwgory Gillierd
7e87 2018 Fato Figuaros
7ea8 0 Daysan €l

7e89 2018 Janieve Echavania

¢ Enter the date enrolled and the enrollment status and save
e The enrollment will now show up in the individual case of participants
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