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Availability Tracker Step-by-Step Guide

1 Navigate to https://docs.google.com/spreadsheets/d/1VFlqsQdoBYC-d-cOXMvF
qZWUsC-G3f2kFng4voH8_iI/edit?pli=1&gid=838007934#gid=838007934

2 Choose your Area Director to open your centers Availability Tracker.

https://docs.google.com/spreadsheets/d/1VFlqsQdoBYC-d-cOXMvFqZWUsC-G3f2kFng4voH8_iI/edit?pli=1&gid=838007934#gid=838007934
https://docs.google.com/spreadsheets/d/1VFlqsQdoBYC-d-cOXMvFqZWUsC-G3f2kFng4voH8_iI/edit?pli=1&gid=838007934#gid=838007934
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3 Enter the Date you are updating the tracker. This ensures that your CSC knows the
numbers are accurate.

4 Enter you number of available spaces for each month. Enter ONLY NUMBERS in
the these fields to ensure the totals correct.
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5 Indicate if you have any Staffing Limitation/Staff needed to Enroll. Select Yes if you
need staff to Enroll.

6 Enter the number of spaces unable to Enroll due to staffing limitations.
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7 Add specific space and schedule information in the comments.

8 The area highlighted in RED indicates the tracker update is overdue. The tracker
needs to be updated weekly for accuracy.



Made with Scribe - https://scribehow.com 5

9 Sum of Capacity is your center capacity as it is set in Day Care Works.( this field is
locked and is populated from DCW)

10 Category/Rooms Match DCW and are your specific Age groups/rooms.( this field is
locked and is populated from DCW)
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11 Center Name.(this field is locked )


