CHILD CARE DATA TRACKER Version 2.0cT

ADDENDUM FOR TERRITORIES
April 2010

Version 2.0cT of the Child Care Data Tracker (Tracker) has been developed to address
recent changes that the Child Care Bureau (CCB) has made to the monthly, case-level
ACF-801 report. Additional details about these report changes can be found in Program
Instruction CCDF-ACF-PI-2009-07 available online at:
http://www.acf.hhs.gov/programs/ccb/law/guidance/current/pi2009-07/pi2009-07 .htm.

New ACF-801 changes include:

e Header (summary) record: CCB removed estimated Pre-K counts and grantees will
fill the existing field with seven zeros (0000000) — effective immediately.

e Data Element #6: CCB removed two of the ten response categories from Reason
for Receiving Care (i.e., the "Other" and the “Federal Emergency & Other”
categories) to ensure that only CCDF eligible families and children are reported and
reflected in the administrative data — effective October 1, 2010.

e Data Element #27: CCB revised the Total Monthly Amount Paid to Provider to report
only the subsidy amount paid without including the family co-payment amount—
effective October 1, 2010. Prior to October 1, 2010, the requirement was to include
the co-payment in this total figure.

This document outlines the modifications in the Tracker V2.0cT that address these
ACF-801 report requirement changes. The original Tracker User’s Guide for V2.0 plus
the Supplemental Guides and the Territory Addendum, still provide accurate guidance
for using the core Tracker functions. All are available on the CCB website at
http://www.acf.hhs.gov/programs/ccb/ta/ccarc/tracker.htm.

With the exception of reason for care, these report requirement changes will be handled
internally by the Tracker and will not require user input actions. It is important, however,
that all grantees are aware of the changes and how they will impact your future ACF-
801 reports. Each will be discussed in further detail below.

Tracker Version 2.0cT is installed according to the same instruction that was provided in
the User Guides. Note that if you are using Microsoft Vista and/or Access 2007 there
are some special installation and set up steps that you must take (see Appendix).


http://www.acf.hhs.gov/programs/ccb/law/guidance/current/pi2009-07/pi2009-07.htm
http://www.acf.hhs.gov/programs/ccb/ta/ccarc/tracker.htm

HEADER RECORD:

After June, 2009, a Pre-K count no longer is collected on the monthly ACF-801 report.
Previously, the number of children (or estimated number if an actual count was
unavailable) receiving subsidized Pre-K child care services in your Territory was
included in the header record each month.

Effective June, 2009, the CCB removed this information from the ACF-801 summary

record. In lieu of an estimated count, the seven-character field should be populated with
seven zeros — “0000000”.

Sample Header Record prior to June 2009

Data Contact

Family Count

o

M20080501522840004117#State Administrator#(555) 324-0730#(555) 323-6853#stadmn@cde.st.gov$

\T/ \< Pre-K Estimated Count

Report Year/Month

Sample Header Record after June 2009

Data Contact

Family Count

Ao

M20080501522840000000#State Administrator#(555) 324-0730#(555) 323-6853#stadmn@cde.st.gov$

T <

Zero Filler

Report Year/Month

Note that information about the number of children receiving subsidized Pre-K services
will be required on the CCDF annual ACF-800 report beginning with the FFY 2010
report (due by December 31, 2010).


mailto:323-6853%23stadmn@cde.st.gov$
mailto:323-6853%23stadmn@cde.st.gov$

Tracker Changes

The Application Maintenance Module in the Tracker includes a field in which Territory
grantees record the total number of families served during the report period. This value
populates the ACF-801 header record. In prior versions of the Tracker, there was a
Pre-K field. Version 2.0cT no longer has this Pre-K field. The Tracker will pre-fill the
field in the header record with zeros (0000000).

V2.0c Application Maintenance Screen

hpplication Maintenance

Application Maintenance

License Type List Progiam Defined Information Poverty Guidelines Chart Uszemame / Password
Case Worker List Program Location List Marital Status List Client Closed Reason List
Approval Letter Subj Text Approval Letter Footer Text Certificate Title Text Certificate Footer Text
Letterhead Information Tribial Affiliation List Eligibiity Lists || Payment 8 chedule/Copayment
Agency Name: |Grandma's Flace
Street Address: ‘EE Harbarton Lane
City: [Frederickshurg
State LU Zip Code: W
Contact [Grammie
Contact Title [Queen
Ernail Addrass: [
Fhone # ’W
!
# of Families Served: ’—U # of Pre-i Children: I—D

AE?.';';‘E'? tI?iIe Help Close

Version 2.0cT Application Maintenance Screen

Application Maintenance
Application Maintenance
License Type List Pragram Defined Infarmation Paverty Guidelines Chart Usemame ¢ Password
Case Waorker List Program Location List Marital Status List Client Closed Reason List
Approval Letter Subj Text Approval Letter Footer Text Certificate Title Text Certificate Footer Text
Letterhead Information Local Ethnicity Eligibility Lists Papment Schedule/Copayment
Agency Name [Central Child Care Center
Street Address |1234 Maine Street
City |Any City
State: GU & Zip Code: ,W
Contact [Susan Hill
Contact Title [Child Care Directar
Ernail Address: [
Fhone # W
N —
I # of Families Served: ’70 I
Screc it Help | Close




ELEMENT # 6 — REASON FOR RECEIVING SUBSIDIZED CHILD CARE

Effective October 1, 2010, the response categories “Other” and “Federal Declared
Emergency and Other” will be eliminated. States/Territories should report only
responses that correspond to the definitions of “employment”, “training/education, both
employment and training/education, or “protective services” that are included in their

approved CCDF Plan.

Tracker Changes

On the applicant screen in the revised Tracker, the selection options for reason for care
— the reason that makes a family eligible to receive subsidized child care — will contain
only eight possible choices instead of ten choices. The reason for care for new families
being entered into the Tracker must be one of the eight choices — “other” will not be an
available choice for new families.

Version 2.0c: Version 2.0cT:

ok Wark

Training/Education Training/Education
WWark/Training/Education Work/Training/Educatior

Protective Semices Protective Services

Cither Federal Emergency & Wark

Federal Emergency & Wark Federal Emergency & Training/Education
Federal Emergency & Training/Education Federal Emergency & Work/Training/Education
Federal Emergency & Wark/Training/Educatian Federal Emergency & Protective Senices
Federal Emergency & Protective Senvices

Federal Emergency & Other

In Version 2.0cT of the Tracker, when you add a new eligibility period for an existing
client that has “other” recorded as the reason for care, a dialogue box will be displayed
to remind you that you must edit the reason for care for that family before you will be
able to proceed to enter the new eligibility period.

Microsoft Office Access X |

This client’s reason For receiving a subsidy is recorded as “Other” or “Federal Emergency & Other”,
These bwo cateqories are no longer walid reasons For receiving CCDF funded subsidized child care.

Befaore vou can add a new eligibility period Far this client, vou must change the "Reason For Subsidy™
field to reflect one of the other eight categaries,

This will be a required action when adding a new eligibility period for all existing family
records that currently have “other” as the reason for care.




Beginning in October, 2010, the “reason for care” elements for existing families for
whom “other” is not changed will appear in the ACF-801 report as it is entered into the
Tracker. When, however, the monthly file is submitted and processed, the “reason for
care” will be coded as invalid in CCBIS. This means that your program will appear with
“invalid” reasons for care when national reports are calculated.

ELEMENT # 27 — TOTAL MONTHLY AMOUNT PAID TO PROVIDER (SUBSIDY)

For each child receiving care, this value indicates the total monthly dollar amount
(rounded to the nearest dollar) paid to the provider for the care of the child. The Total
Monthly Amount should include Federal, State, and locally funded amounts. Effective
October 1, 2010, this amount no longer will include the family co-payment and should
reflect only the subsidy that is paid by the program to the provider for services rendered.

Tracker Changes

This change in the ACF-801 report does not require a change in the way you enter co-
payment or subsidy data. You will continue to enter co-payment information in the same
financial screen just as you always have. In the Tracker V2.0cT, the necessary report
change will be calculated automatically by the software when you generate your ACF-
801 reports.

Applicant Eligibility and Financial Information |
Applicant Eligibility And Financial Information
Applicant Informal Income Sources (select all that apply)
Eligibility . ¢ Monthly  Applies to
Local Case I Period: [~/ [2008 Income Armt CCOF Elig
Yes Mo v
Local Use
ApplicantSS Applicant Name: Employmentihcome [ XKOE & ©
A Phone # Child Support $100 o L
=l Applicant SSN TANF [0 © & tion
LastName | gral Cass 1D s51 ] co&
Address Tribal ID Medicaid 40 C & el
City Caze Worker. Food Stamps $0 ® 9 L
State Application Date WiC $0 " o -
Mext Review Date: Educational Aid 4250 el =3
County/Parish) Copay Method Housing Assistance $0 " o B A
FPhone # Alimony [0 & —
Calculate Income/Co-payment ‘ ~
Single Parent Other Fed Pragram(s) $ O &
Reasonfor || Annual CCDF/Eligibility Income: | Other | [ 30 o L
H —— v
S ‘ (GCDF Dedudtions ke
Monthly Parent Co-payment: $10.00 I li W
View/Prin = Close
View/Print Se Help Return cl

It is important to note that the values reported in Element #27 on your ACF-801 Report
will change as a result of this different calculation.



Prior to October 1, 2010, the calculated value reported for Element # 27 included both
the family co-payment and the subsidy amount paid to the provider.

Element # 27 (total paid to provider) = Element # 6(Copayment) + Authorized Payment (Subsidy)

After October 1, 2010, the calculated value for Element # 27 will include only the
subsidy payment to the provider.

Element # 27 (total paid to provider) = Authorized Payment (Subsidy)



RESOURCES FOR ADDITIONAL INFORMATION

If you have questions or need more information about the ACF-801 report and these
changes, there are two primary resources for additional help — the Regional Office Child
Care Program Manager for program and policy questions, and the Child Care
Automation Resource Center (CCARC) for general reporting questions.

The Child Care Bureau (CCB) is represented by staff in each of the ten administrative
regions across the country. You should contact your Regional Office if you have
questions regarding your Child Care program policy or operations. Contact information
for the Regional Offices can be found on the CCB website:
http://www.acf.hhs.gov/programs/ccb/ta/raaddr/program_managers.htm

CCARC works with the CCB to provide technical assistance to all of the State, Territory,
and Tribal CCDF Grantees with matters related to the required CCDF data reporting.
You can reach CCARC Monday to Friday from 9:00 am — 5:00 pm, prevailing Eastern
Time. Appointments for phone calls also can be made outside of CCARC’s regular
work hours.

Phone (toll-free):  1-877-249-9117

E-mail: ccarc@childcaredata.org

Fax: 301-692-0700

Mail: 2600 Tower Oaks Boulevard
Suite 600

Rockville, MD 20852


http://www.acf.hhs.gov/programs/ccb/ta/raaddr/program_managers.htm
mailto:ccarc@childcaredata.org

APPENDIX

Installing the Child Care Data Tracker on Vista Operating System

Using the Tracker with Access 2007



INSTALLING THE TRACKER ON MICROSOFT VISTA

If you use the VISTA operating system on your computer, the instructions for installing the
Child Care Data Tracker V2.0cT will be slightly different than the installation would be for
other operating systems. The primary difference relates to the location in your computer where
the system will be saved (steps # 5-9 below). If you have any questions about installing the
Tracker with VISTA, contact CCARC for assistance.

1: Insert the Tracker CD labeled Child Care Data Tracker V2.0cT into your CD drive.

2: Inserting the Tracker CD should automatically activate the installation process. (See the note
on page 10 if the installation process does not start automatically.)

Child Care Data Tracker
Version 2.0cT

The Tracker 1s the property of the Child Care Bureau and the
Department of Health and Human Services for distribution according
to Department policy. It was produced by General Dynamics
Information Technology under contract number (GS-35F-4357D.

Install

e C(Click the Install button if you wish to continue with the installation process.
e C(Click the Help button to access the Installation Help.
e C(Click the Exit button if you wish to stop the installation process and exit from the CD.

3: If you click the Install button, the Tracker installation screen will be displayed.



Child Care Data Tracker
Version 2.0cT

You MUST have MS Access 2000 or later in order to
Install Child Care Data Tracker V2.0cT

[ Install Child Care Data Tracker ¥2.0cT

Click the Install Child Care Data Tracker V2.0¢T button to continue the installation
process.

4: InstallShield Wizard will be activated and the following screen will be displayed.

i Child Care Data Tracker ¥2.0cT - InstallShield Wizard §|

Welcome to the InstallShield Wizard for Child
Care Data Tracker ¥2.0cT

The InstallShieldiR) wizard will install Child Care Data Tracker
WZ,0cT on wour computer, To continue, click Mext,

WARNIMG: This program is protected by copyright law and
international treaties,

I Mexk = ] [ Cancel

Click the Next button to continue the installation process.

10



5: On the Destination Folder screen, click the Change... button.

i Child Care Data Tracker V2.0cT - InstallShield Wizard

Destination Folder

Click Mext ko install o this folder, or dlick Change to install ta a different folder.

@ Install Child Care Data Tracker ¥2,0cT ko:

Ci\Program Files\ChildCareDataTrackerv2, 0cTh

[ < Back ” Mext = ] [ Cancel ]

6: On the Change Current Destination Folder screen, notice the field under Folder name:
(C:\Program Files\ChildCareDataTrackerV2.0cT).

i2 Child Care Data Tracker V2.0cT - InstallShield Wizard

Change Current Destination Folder

Browse ko the destination Folder,

Laok in:
‘ [C1 childcareDataTrackery2.0cT V| E5
Ealder name:

Ok ] [ Cancel ]

Remove the words “\Program Files” from the path so that it reads:
“C: \ChildCareDataTrackerV2.0c¢T”



7. In the field under “Look in:” select “Local Disk (C:)” from the drop-down box. Then click
OK.

i'-.% Child Care Data Tracker V2.0cT - InstallShield Wizard

Change Current Destination Folder

Browse to the destination Folder,

Look in:

| (L childCareDataTrackeryz, 0cT

Folder name:

Ck

] [ Cancel

i'-.% Child Care Data Tracker V2.0cT - InstallShield Wizard

Change Current Destination Folder

Browse to the destination Folder,

Look, in:

£5 ChildCareDataTrackery2,0cT

=) Nk I
£ ChildCareDataTrackeryz.0cT
@) CCDTrackery2,0cT (D1)

L ﬂ-wﬂlll LI e iy B AN b ) ML)
=2 Datal on F1690-ccarc (0
=2 Dataz on F1690-ccarc’ (R
=2 Software on F1690-ccarc' (5:)
=2 Users on 'F1e90-ccarc' {T:)

|C:'I,ChiIdCareDataTracker'l.l'z.DcT'I,

] Cancel
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8: Confirm that the Tracker will be installed to the: C:\ChildCareDataTrackerV2.0cT location.
e C(Click the Next > button to continue the installation process.
e C(Click the >Back button to return to the previous screen if changes are needed.

i'-.% Child Care Data Tracker V2.0cT - InstallShield Wizard

Destination Folder

Click Mext to install ko this Folder, or click Change toinstall to a different Folder,

Install Child Care Data Tracker ¥2.0cT ko:

@ CA\ChildCareDataTrackeryz, 0cTh

< Back ][ Mext = ] [ Cancel

|

9: The InstallShield Wizard will display the installation parameters. If this information is
correct, click the Install button.

i Child|Care Data Tracker ¥2.0cT - InstallShield Wizard

Ready to Install the Program

The wizard is ready to begin inskallation,

IF vwiou wank ba review or change any of vour installation setkings, click Back, Click Cancel ta
exit the wizard,

Current Settings:

Setup Type:
Typical

Destination Folder:
CAChildCareDataTrackeryZ 0cT),

User Information:
MNarme: General Dynamics
Company: GOIT

l < Back. ” Install ] l Cancel ]

When the installation process is completed, the following screen will be displayed.



i Child Care Data Tracker V2.0cT - InstallShield Wizard X

InstallShield Wizard Completed

The Installshield Wizard has successfully installed Child Care
Data Tracker ¥2,0cT, Click Finish to exit the wizard,

Once you see this screen, you will know you have successfully installed Tracker V2.0cT. Click
the Finish button.

The installation process automatically creates a shortcut icon (appearing similar to this one) that
will appear on your desktop.

CAUTION: If you have installed a previous version of the Tracker on this computer, the
installation process for V2.0cT will not remove the existing 2.0a, or 2.0b, or 2.0c icon that is
already located on your computer desktop. Old and the new shortcuts will appear. Take care to
make sure that you open and use the correct version of the database when you enter or edit
information. You may remove the old shortcut once you are sure your system is running V2.0cT
correctly.

If you encounter difficulty installing or using the Tracker, please contact CCARC for assistance.
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USING THE TRACKER WITH MICROSOFT ACCESS 2007

For a user to be able to open and use the Tracker, the Tracker installation path
(“C:\ChildCareDataTrackerV2.0cT”’) must be added to the trusted locations list in Access 2007.
In addition, some Access 2007 screens look different from earlier versions. Instructions in this
section will help you to ensure that you are able to use the Tracker software fully with Access
2007.

ADDRESSING MICROSOFT ACCESS 2007 SECURITY ISSUES

Immediately after installing the Tracker on your computer, you will need to change several key
settings within Access 2007. (If you are not familiar with Microsoft Access 2007 or “trusted
locations” we recommend that you consult your I.T. professional for assistance with the
following steps):

1: Open Microsoft Access 2007.

Windows Vista Windows XP

™

Acobe Photoshop Lighroom 2

‘Acobe Photoshop Elements 3.0

i Flayer

Widows Jpdete

Easy CD Creator (2)

ft Office PowerPoint 2007

it Office Publisher 2007
crosoft Office Word 2007
crosoft Office Tools

Professional

‘Windows XP

Start-> All Programs—>Microsoft Office Start-> Programs—>Microsoft Office

15



2: Once MS Access 2007 opens, you will see the Getting Started with Microsoft Access screen.
Click the Office button (the colored circle) on the upper left-hand corner of the screen.

Do)\ 2 - )5 Microsoft Access - = x
) |
Template Categbries B \ \‘
b
Featuring 2 . . o L
——— ——| Getting Started with Microsoft Office Access |
TS | |
Eroi PcrosiiE Offfes: il New Blank Database Open Recent Database
Business.
Education 5 vore
Personal ] \.\TribalTrackerv20c
» Blank Database 11/18/2008
ample. Featured Online Templates Tl rackerV20c
Non-profic : Py — 11/18/2008
“ IH H & \-\TribalTrackerv20c
i L — 11/18/2008
ﬁ 8= \Users\..\TribalTrackerv20c
W : — U 10/30/2008
| — ] <y Vet s |
Assets Contacts Issues Events Marketing projects Projects Sales pipeline
Faculty Students
B e Oiine More on Office Online:
i Training | Templates | Downloads
What's new in Access 20072
JE The new Access 2007 contains more powerful tools , Get the latest content while working in the 2007
to help you quickly irack, report, and share Microsoft Office system
(P information in a manageable environment, Learn O s
more about the new features and improvements.
A & Organize all your objects using the new, easy access
Navigation Pane
Automatically update this content from Office Onling Learn more
Ready

3: Click the Access Options button.

Microsoft Access

@

|

Recent Documents
1 %.\TribalTrackery20c
2 \TribalTrackerv20c
3 Program Files\. \TribalTrackerV20c
4 \Users\cearch, \TribalTrackerv2oc

h Microsoft Office Ac
|

»
3 s
| 1
r
Events Marks
3
— i
||j Ac(e;s-Optjwn;:| X Exit Access f
r—— 7
Tasks Faculty Students

Num Lock
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4: Click the Trust Center button on the left-hand side of the screen.

Access Options

|- Poputar |

Current Database

| Q Change the most popular options in Access.

Datasheet Top options for working with Access
Object Designers Always use ClearType
Proofing ScreenTip style: | Show feature descriptions in ScreenTips E|

Show shortcut keys in ScreenTips

Advanced
Color scheme: .Blue E
Customize
o L Creating databases
Trust Center Default file format: Access 2007 El
Resources Default database folder: C:\Users\c:ardDuc&.ments\
Mew database sort order: | General [z[

Personalize your copy of Microsoft Office

User name: |ccarc

Initials:

Language Setting:

5: Click the Trust Center Settings button on the lower right-hand corner.

Access Options e )

Popular

@ Help keep your documents safe and your computer secure and healthy.

Current Database

Datasheet Protecting your privacy
Object Designers Microsoft cares about your privacy. For mare information about how Microsoft Office Access helps to protect your privacy,
please see the privacy statements,
Proofing 5 2
Show the Microsoft Office Access privacy statement
Advanced Microsoft Office Online privacy statement
Customer Experience Improvement Program
Customize
Add-ins Security & more
e .4 Learn more about protecting your privacy and security from Microsoft Office Online,
[-pe— Microsoft Windows Security Center

Microsoft Trustwaorthy Computing

Microsoft Office Access Trust Center

The Trust Center contains security and privacy settings, These settings help keep your compute:
secure, We recommend that you do not change these settings. Trust Center Sef




6: Click the Trusted Locations button on the left side.

Trust Center

Trusted Publishers

Trusted Locations

Showing the Message Bar

e I Message Bar Settings for all Office Applications

Macro Settings

Frivacy Options

[ trescage gar

@ Show the Message Bar in all applications when content has been blacked

MNever show information about blocked content

[T] Enable Trust Center logging

7: Click the Add New Location button.

Trust Center

Trusted Publishers

Trusted Locations

Add-ins

Macro Settings
Message Bar

Privacy Options

Trusted Locations

‘Warning: All these locations are treated as trusted sources for opening files, If you change or add a location, make sure
that the new location is secure.

Path Description

User Locations

C\Users\cearcy

C..ram Files\Microsoft Office\Officel ZACCWIZ\  Access default location: Wizard Databases

Date Modified

10/30/2008 2:58 FM

Policy Locations

Path: C\Usershcaarey,
Description:

Date Modified: 10,30,/2008 2:58 PM
Sub Folders: Allowed

Remove i Madify...

|:| Allow Trusted Locations on my network (not recommendedj

[7] Disable all Trusted Locations. Only files signed by Trusted Pu
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8: Modify the text field under “Path:” by clicking the Browse button and navigating to the

ChildCareDataTrackerV2.0cT folder where the software is installed (for example, C:\Program
Files\ChildCareDataTrackerV2.0cT\).

Trust Center

Trusted Publishers

[ Trusted Locations |
Add-ins
Macra Settings
Message Bar

Privacy Options

Trusted Locations

the new location is secure,

Warning: All these lacations are treated as trusted sources for opening files. If you change or add a lacation, make sure that

Path Description Date Modified

User Locations

3/3/2010 1:59 PM

o
|2 Program Files\chidCareDataTrackery2.0T\ |

e—

[[] subfolders of this location are also trusted
Desaription:

Date and Time Created:  3/15/2010 9:18 AM

2/17/201012:38 PM

CAPr 2/17/2010 12:38 PM
i T el
Ch..ram b Hd o L o L Hoot o L o e
Path:
Pofic

Path: C\Program Files\ChildCareDataTrackerV2.0¢T\
Description:

Date Modified: 3/3/2010 1:59 PM
Sub Folders: Allowed

[ add new location... | [ Remove | [ Madity.. |

[ Alloy Trusted Lacations on my network (not recommended)

[ Disable all Trusted Locations. Only files signed by Trusted Publishers will be trusted.

Cancel

9: The ChildCareDataTrackerV2.0cT folder should now appear in the “Path:” field.

box next to “Subfolders of this location are also trusted”. Then click OK.

Trust Center

]

Trusted Publishers

[ Trusted Locations |
Add-ins
Macra Settings
Message Bar

Privacy Options

— [

Trusted Locations

Warning: All these locations are treated as trusted sources for opening files. If you change or add a location, make sure that

the new location is secure.

Path
User Locations
CAChildCareD;
C:\Program Fil g
C:\Program Fil

Description Date Modified

3/3/2010 1:59 PM

] Warning: This location wil be reated as a trusted source for opening fles. If you SO/ 12 8 M
E-:"’”ﬂ’ﬂ:‘ FIll change or add a lacation, make sure that the new location is secure. 20201002350
Aoram Files] 215

Policy -°“I’ |:Program Fies\ChildCareDataTrackery2.0T

Date and Time Created:  3/17/2010 10:35 A

3/15/2010 11:27 AM

Path: C\ChildCareDataTrackerv2.0¢cTy
Description:

Date Modified: 3/15/2010 11:27 AM
Sub Folders: Allowed

[(2dd new lacation... | [ Remove | [ modity...

[ Allow Trusted Locations on my network (not recommended)

[] Disable all Trusted Locations. Qnly files signed by Trusted Publishers will be trusted,

Click the
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10: You should now see the ChildCareDataTrackerV2.0cT folder on the list as a trusted
location. Click OK on all remaining screens until you are back to the Getting Started with
Microsoft Access screen. Exit Microsoft Access 2007.

Trust Center @@
Trusted Publishers | e e
|[~Trusted Lacations | . " .
‘Warning: All these locations are treated as trusted sources for opening files. If you change or add a location, make sure that
Add-ins the new location is secure.

Path Description Date Modified
Macro Settings

ChChildCareDataTrackerv.2.0eT\ 3/15/2010 10:26 AM
Ch\Program Files\ChildCareDataTrackerV2.0cT) 3,/3/2010 1:59 PM

R Y JrT 2/17/2010 12:38 PM
Ch\Program Files\ChildCareDataTrackerv2.0c, 2/17/2010 12:35 PM
Co.ram Files\Microsoft Office\Officel ZACCWIZ\  Access default location: Wizard Databases

Message Bar

Privacy Options

Fath: CAChildCareDataTrackerV2.0cT,
Description:

Date Modified: 3/15/2010 10:26 AM
Sub Folders: Allowed

‘ Add new location... | [ Remove ] [ Modify...

D Allow Trusted Locations on my netwaork (not recommended]
D Disable all Trusted Locations. Only files signed by Trusted Publishers will be trusted.

You should now be able to use the Tracker software fully with Microsoft Access 2007.
Never convert the Tracker database into Microsoft Access 2007 format (accdb format). If

you do so, you may not be able to transfer your data from prior versions of Microsoft
Access into the current version.

MICROSOFT ACCESS 2007 INTERFACE DIFFERENCES

There are differences in the graphic user interface (or general appearance) of Microsoft Access
2007 from previous versions of the software and your screen will look different when you are
using the Tracker from how it would look if you were using one of the earlier versions of
Microsoft Access.
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Access 2007 Screen

i
| Print Preview | Adddns ]

Shaw Margins = B More -
=y B4
ENEE

=[] print Data Only

I Two More || Refresh | PDF Close Print
Pages Pages~ || Al | orXps Preview
Data Close Preview

Provider Report - Sorted By Provider - Child Care Data Tracker V2.0c =i

Provider Information List
Restricted Providers- Sorted By Provider

Vendor# SSN/EIN Phone# City County

Wednesazy, baron 17,2010

¥k | P Filtered |

Access 2000-2003 Screen

[ Microsoft Access - [Provider Report - Sorted By Provider]

Type a question for help

Provider Information List
Restricted Providers - Sorted By Provider
Seting  Lic/
Provider Vendor# SSHEN _Phone City County Twe  Reg? Status
Provider A ChigsHome B Restrcted

Tuesday, warch 15, 2011 Page tor1
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In Access Versions 2000 — 2003, users can export reports from the Tracker to Microsoft Word
and Microsoft Excel by opening a report and clicking the Word or Excel icons that appear on the
menu bar at the top of the screen:

Child Care Data Tracker ¥2.0cT

File Edit Insert Records window  Help

& [a « 4 [ @k O &8 Compact Databas

‘g
-4

Close _

However, in Microsoft Access 2007, these functions are handled differently. You will only be
able to export reports or printable documents from the Tracker to Microsoft Word. You will not
be able to export reports to Microsoft Excel.

The icon for exporting into Microsoft Word does not automatically appear on your screen. In

Microsoft Access 2007, if you wish to export a report or document to Microsoft Word, you will
need to click the “Add-Ins” tab at the top of the menu bar.
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Once the Add-Ins tab is open, you will see the icon for Microsoft Word near the top of the menu

bar.
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