i« CenterPilot

INSTRUCTIONS FOR EXPORTING FACILITY AND PARTICIPANT DATA
FROM MINUTE MENU CX

Sponsors that transition from Minute Menu OR transition centers from previous sponsors
that use Minute Menu/Kid Kare can easily download both facility and participant
information from Minute Menu and request CenterPilot Admin to upload it for them.

Exporting Facility Information from MMCX:
1. Open Minute Menu CX;
2. From the menu at the top, select Reports/Centers/Center List Export;
3. Onthe Center Filter screen, check in the box at the bottom to Manually select centers
from a list... (nothing else needs to be changed on this screen), then click Next;
31 CenterFiter <uummm— <)

Choose filtering criteria. Only centers that match all selected criteria will be examined for report.

Status Original Start Date Review Due Before
Active
[ Removed
[ Hold Monitor []
Claims [] Choose all that apply
Faymenk Type [ | Claimed I () Did Not Claim In
Direct Deposit Monitor #1
Monitor #2
County [] Monitor #3
Profit Stat
v [ Anderson
For-Profit

Non-Profit Cty [J Program Type []

Corsicana

Administration Type []

Legally Separated From

Legally Affiiated With S

| Manually select centers from a list of

those that match the above criteria I—)

4. On the Select Centers screen, check in the box(es) on the left next to the center(s) to be

exported, then click Next;
@ Select Centers Wfmm—e_— 0 X

— Name

[ jroos Center #1
1120 Center #2
(] ] Center #3
1 19 Center #4
1 poz21 Center #5
Om2 Center #6
e Center #7
[ fr0es Center #8
O po72 Center #9
] Test

L




5. Onthe Select Output for Export File screen, click on Select All at bottom left, then click

Next;
@ Select Output for Export File s - o X

Choose any/allfields that you wish to include in the export file’s output

Output Column A
Administration Type
Allowed Start Date
Atemate #

Business Info (Corp Name, Business Type, Tax ID)
Chid Racial Courts

Claiming Method

County

Curent End Date

Current Start Date

Days of Operation
Directions / Location
Director's Cortact Info (Phone, Fax, At Phone, Email)

Director’s Name

District

Enroliment Counts (F/R/P of Active Chidren, Pending, Expired)
Food Service Info (Type, Vendor/Contract Info)

Hold Notes / Sponsor Notes

Hours of Operation (Nommal and Night)

Inspection Expirations

Insurance Info (Vendor, Description, Type, Dates)

License Info (Type, #, Capacty, Dates, Ages, Waiver)

SNSRI

gin Info (Login, Password) v

Cancel ﬁ‘ Next
6. An Excel file will generate. Save the Excel file to your desktop using an appropriate name
(like Center Exports). Be SURE to save it in Excel workbook format (.xlIsx);

center_nami
Child Care Goup;
ChildCareGroup a

Facility Export.xIsx

7. Email this file to ayoung@centerpilot.com

Exporting Participants from MMCX:



1. Open Minute Menu CX;

2. From the menu at the top, select Reports/Children/Child List Export;

3. Onthe Center Filter screen, check in the box at the bottom to Manually select centers
from a list... (nothing else needs to be changed on this screen), then click Next;

Choose filtering criteria. Only centers that match all selected criteria will be examined for report.

Status Original Start Date Review Due Before
© Actve Her Oz222 5+
[ Removed Before: []12/20/2022 +
[ Hold Monitor [[]
Claims [] Choose i that apply
Payment Type [] ") Claimed In () Did Not Claim In flaclede lisa . §
() Direct Deposit ﬁv ’7\, Monitor #1
() Checks Monitor #2
County [] Monitor #3
Profit Status [] T
e v
() For-Profit S
) Non-Proft Gy [ ogram Type [ ]
e a P Choose all that apply
R Child Care Center
Administration Type [] At-Risk - ARAS
( OSHC
Legally Separated From Sponsor Head Statt
() Legally Affiiated With Sponsor Emergency/Homeless S

Summer Food Program

= Manually select centers from a list of
those th

at match the above criteria W\
4. On the Select Centers screen, click in the boxes next to the appropriate centers, then

click Next;

@ Select Centers Wfmmm— _ [ X

# Name

[ joos Center #1

™ p120 Center #2

O i1 Center #3

Ems Center #4

O fo21 Center #5

O p122 Center #6

O p1s Center #7

[ joss Center #8

O pon2 Center #9

Op Test

Deselect Al
C — Next




5. On the Child Export Filter screen, be sure Status Active and Pending are checked
(nothing else needs to be changed on this screen), and click Next;

52 Child Export Filter < mmmm— (=N [E=
Status Enroliment Expiration Date
 Acti
Active e 0
Pending o
D Withdrawn [112/20/2022
After:
= 12202022 Curent Enroliment Date
Before: 12/20/2022
st
Special Needs [] Migrant Worker [T Before:
Yes Yes
No No Enrollment Reported Printed Date
FRP Category After: ([[]12/20/202
Eligibility Type Before
I ~
0 free Zero Income
Reduced Food Stamps / SNAI Age
O He Direct Cert o
[ Paid TANF Older Younger
Foster
Subsidy Years
ARisk ] Asof: |12/20/2022
Yes

* — [

6. Onthe Select Output for Export File screen, choose Select All at bottom left, then click

Next;
@ Select Output for Export File T - O X

Choose any/all fields that you wish to include in the export file's output

Output Column £
At-Risk

Birth Date

Breakfast Documentation
Child Extemal ID

Chid ID

Child Participates

Classroom

Current Enroliment Date

Date Enrollment Finalized

Day of Week Schedule

Doctor's Info

Enroliment Expiration Date
Enroliment Report Printed Date
Family Extemal 1D

FRP Category

FRP Hligibility Basis (Basis, Case #)
FRP |EF Expiration Date

FRP Request IEF Update

Gender

|EF Signature Date

In/Out Times

Infant Formula Options (Form & Food Preference, Parent & Offered Formula) v
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'|

Cancel ~ Next
7. An Excel file will generate. Save the file to your desktop with an appropriate name (like

the name of the center or Center Participant Exports);

Participant
Export.xlsx

8. Email this file to ayoung@centerpilot.com



