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Copyright and Trademark Notice 

Copyright © 2013 Alpha Cares Software. All rights reserved. 

 

This publication may be not be reproduced or retransmitted except for use with Alpha Cares Software 

according to the terms stated in the End User License Agreement (EULA) posted at 

https://portal.alphacares.com/include/terms_of_service.php  By getting an account on Alpha Cares 

Portal, you agree to the terms and conditions of that EULA. 

 

Alpha Cares, Alpha Cares Portal, Alpha Cares Software, Alpha Cares U, Caring Together Partnerships are all 

registered trademarks of Alpha Cares. 

https://portal.alphacares.com/include/terms_of_service.php


                                                                     Getting Started with Alpha Cares   3 

 

Resources to run your Center with 

Alpha Cares 

 

 

Help Guides 

 

Short Training Videos 
 

 
 
 

 Complete User Manual can 
be accessed at: 
http://alphacares.com/man
uals/AlphaCares-
UserManual.pdf 

 Online Help Guide via Alpha 
Cares Portal. 

 
 

  5 minute short Youtube video 
clips. 

 Accessed through Alpha Cares 
Portal Help Guide. 

 

Alpha Cares University 
 

 

Live Webinars 

  Coming soon! 
 Get to know our product 

first hand with a custom 
class – speak to our 
Customer Care 
representatives for more 
details! 

  These web-based seminars are 
by topic-module, conducted at 
your request. Speak to our 
Customer Care representatives 
for more details! 

 

The Alpha Cares Getting Started manual provides a pictorial overview and is 

meant to be a quick guide for your successful implementation of Alpha Cares 

software. For a step-by-step reference, use the User Manual (an online version is 

available in Alpha Cares Portal), view the 5-minute topical YouTube videos, or 

better yet - plan to attend Alpha Cares University.     

http://alphacares.com/manuals/AlphaCares-UserManual.pdf
http://alphacares.com/manuals/AlphaCares-UserManual.pdf
http://alphacares.com/manuals/AlphaCares-UserManual.pdf
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What’s in this guide ? 

Part One: Getting the most of your 15 day Free Trial 
 

1 Get started easily 
2 Family Data and Immunization records 
3 Attendance Tracking 
4 Automating Accounts Receivable 
5 Easily Connect with Parents 
6 Dashboard at a glance – keys to Working Smarter 

 
Part Two: Planning a successful Alpha Cares implementation 
 

7 People, Process and Tools 
8 Rolling out Alpha Cares – think Internet! 
9 Five keys to ensuring Success! 
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Part One:  

 

Getting the most of your 15 day Free Trial 
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Get started easily 

 

 

 

 

 

 

 

 

  

Discover – try it yourself 

 

All modules depend on having Family Data entered, so this is the place to start! 

Login from anywhere, anytime 

 

 

 

There are no “per seat” licenses to purchase. You never have to 

perform any patches, upgrades or fixes. We do it all for you while 

you run your business. 

Access your account from any internet connection, whether 

you’re at home, in the office or at a café using your smart phone. 

TIP! Write down your login and password – store it away securely. 

If you forget, click on the Lost Password link, the system will send 

you 2 emails – one to verify your request, and the other to reset 

your password. 
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Sample Data Loaded: As part of your evaluation, we have uploaded 2 families with 4 children 

as sample data. Please feel free to delete the "ATrialFamily" and "ASampleFamily" family records at any 

time.  

Ask Questions: All throughout the Alpha Cares Portal you will notice this icon   on the top right 

hand corner of the screen / window. Simply click on the question mark icon whenever you have 

questions to ask, send your question to us and our Support staff will answer your question promptly!  

 

Overview of Modules 
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Family Data and Immunization 

Records 
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Child Immunization Records 

 

  

 

Is your family data still in paper format or in another software package such as Procare? We can help 

you load your data FAST.  

We'll provide a formatted spreadsheet for you to enter your data or for a one-time service charge, our 

support team can lift the burden off of your shoulders. We’ll get your data loaded quickly and 

accurately.  Ask your Alpha Cares Customer Care Associate for details.  
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Attendance Tracking 

 

Two Methods to do Attendance Tracking 

 One-click method (also known as “alpha-search”) 

 Time-clock method (only for Center Edition) 

 

One-Click Method 
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Time-Clock Method 
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Automating Accounts Receivable  

 

Three ways to invoice 

You can create an ad hoc invoice, setup an automated invoice (see Auto-Invoice™) or create an invoice 

template, which allows you to post batch invoices.  You choose which method suits you best. You also 

have the option of automatically sending your invoices via email. 

 Ad hoc – through Family Ledger 

 Mass Invoicing – must first setup invoice template  

 Auto-Invoice™ - must first define weekly, monthly cycle, or by previous week’s attendance (by 

hours attended) 

 

 

Automate - setup invoice templates 
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Automate - setup Auto-Invoices 
 

 
 

Add Invoice  
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Easily Connect with Parents  

 

Alpha Cares knows that a progressive child care center dedicates considerable time and effort in parent 

communication. Regular communication helps parents feel connected to your child care center and 

their children when they’re with you. Communication shouldn’t be limited to just discussing problems or 

bringing up late payments. 

 

To help you save time while keeping you informed, our staff prepares thoughtfully researched articles 

for you to send to parents. These articles titled Keeping You Current are prepared monthly on current 

discussion topics like nutrition, food and parenting. Parents receive these as email newsletters with your 

child care center as the sender. 
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Automated Parent Communications 

Parents will appreciate anything that makes their days go smoother. One of our most popular features 

is the personalized 5-day weather forecast (by zip code) delivered right from your child care center. 

It’s a great tool for parents as they plan their child’s wardrobe for the coming week. Also, note the 

upcoming activities; again this is a great way to keep constant communication flowing between your 

child care center and parents. 
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Dashboard at a glance – keys to 

Working Smarter 
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Part Two:  

 

Planning a successful Alpha Cares implementation 
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People, Process and Technology 

 

The Essence of Good Business 

 

Simply investing in new software isn’t enough to provide instant productivity. The technology is great, 

but until you’re able to harness the power, you often miss out on some of the great features – and 

ultimately miss out on your investment. To unlock productivity and success, it’s advisable to consider 

these three aspects of business: people, process and tools (technology).   

People 

Following a typical role/activity: 

 Administrator - Attendance and Immunizations 

 Accounting 

 Marketing, Parent Communications 

Who “owns” the process? Who is involved? What is their role? How do you keep everyone on the same 
page and pulling in the same direction? 
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Process 

This is where you define and describe the chain of actions that will result in the successful conclusion of 

the activity. Define the steps that motivate employees to get their jobs completed with accuracy, within 

realistic timeframes and without compromising quality work.  

For example, here is a process step description of Attendance Tracking: 

- Consider placing an Attendance Display Station on a rolling-cart near your lobby area or near 

your designated  drop-off entrance. 

- If utilizing Barcode ID "Time –clock" method - have all IDs printed and in a convenient binder so 

that if parents forget their IDs; a quick check in your binder allows them complete the check in 

process in a seamless manner.    

Technology 

Now that you’ve defined the process for your parents, introducing the technology allows for a 

consistent and productive transition. This is where Alpha Cares shines and our tried and true technology 

has been perfected to meet the needs of any child care provider.   

Quick Tip: 

Ensure you have the proper tools in place to support the needs of your organization, including printers 

and internet enabled computers.  

 Covering these bases is just one more step toward success. 

Note:  We’re really excited about Alpha Cares University . We’ll be making our announcement soon – 

this is a great way to incorporate the technology and business models into your organization.     
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Rolling Out Alpha Cares – think 

Internet! 

 

 

 
Create a Plan 
 
 

 

 
Set up your Alpha Cares Stations 
 
 

 

 
Common mistakes to avoid 
 
 

 

Create a Plan 

It doesn’t matter if your center has 30 or 300 children, a successful roll-out of any software system starts 

with a plan. We recommend you chart out a plan of action that at least incorporates these simple 

elements: 

About 4 weeks out 

 Perform a dry-run with a select group (say all staff members, or all of your 3 year-old class, 

etc.)  

 Select a subset of functionality to implement ("Attendance" only or "Accounts" only or 

"Parent Communications" only)  

 Identify simple goals for improvement (smoother check-in process, or more accurate and 

timely accounts receivables) 

 Preferably pick a mid week start date so that you can make adjustments over the weekend 
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About 2 weeks out 

 Tweak your plan and processes – are people aware of goals? 

 Communicate your plan and goals to parents, staff and volunteers 

 Schedule time for each staff member to participate in appropriate training (online videos , 

webinars or tutorials) 

 Send reminder notifications for your start date to parents 

 

Set up your Alpha Cares Stations 

Acquire and Position Computers 

 Consider your needs and order hardware  

o check-in computer station  

o Barcode scanners (using Time-clock method) 

o Printers for reports  

o staff access to computers 

 Internet connectivity to all computers (Wired preferable to Wireless)  

 

Common mistakes to avoid 

  Do make sure computer station, barcode scanner and printers are in working order 

Sometimes the most obvious task becomes a point of frustration for parents – ensure that everything is 

in working order before tasking staff and parents to utilize the system. 

 

  Do review your check-in station prior to the start of your center’s day 

A simple check to ensure that you are able to connect to the internet should be sufficient. 
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  Do have a backup plan in case you are unable to access internet 

In the event your internet service is down, have a backup attendance sheet in place for marking 

attendance. When the internet service is restored, it is easy to perform the “Update Attendance” 

function to keep records accurate. 

 

  Do not send parents an invoice email twice 

Some directors have inadvertently set up Auto-Invoice™ as well as placing the same parent on a Mass 

Invoicing schedule. Proper training can eliminate this potential problem.  
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Five keys to ensuring Success! 

 

 It changes the job people do. Most of us are creatures of habit. We don’t like our 

routines changed or even our jobs redefined. When a company begins to incorporate new technology or 

other new methods of doing business, it can result in resistance among employees, despite the fact that 

it makes their lives easier.   

Key 1: Ensure People understand why the change is made - get their buy-in whenever 
possible. 

 

 People are unclear who owns various parts of the application.   When no 

one is explicitly responsible for the adoption of individual processes, or if there’s no one who can 

provide guidance, implementation becomes overwhelming, confusing and it can result in even more 

resistance. 

Key 2: Assign keepers of all key modules. This is your expert / specialist "go-to" person 
for that module or process. 
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 There’s no clear way to measure success. As the old adage goes, you can’t 

manage what you don’t measure. How can a project succeed if success can’t be defined?    

Key 3: Define success in measurable terms. Ensure the objectives are clear to your team: 
We’re going to eliminate confusion in the mornings. We’re going to streamline billing 
practices. We’re going to ensure the children in our care aren’t being exposed to 
illnesses because a booster shot was overlooked. 

 

 

 There’s no communicated change management or internal marketing.  

It’s crucial for leaders to keep everyone up to date on any new software or upgrades that are going to be 

implemented. Provide insight into why the changes are coming, when they’re coming (and when you 

expected the transition to be complete) and how it will make their jobs easier.  If people don’t know 

about a tool’s implementation from the start, how can they get excited about it and then ultimately 

adopt it? 

Key 4: Slogan, mantra (or jingle?) Conduct a distinct internal marketing campaign so 
people know it's not business as usual. 

 

 

 There aren’t enough incentives for employees to change behaviors. 
People look for benefits in changing their established ways of doing things. Incentives don’t have to be 

monetary, but they need to be tangible, such as a process that works better than the previous one, 

being easier to use, more efficient, reliable, etc. 

Key 5: Even if you're handing out Godiva chocolate bars - celebrate and mark the 
milestones. Provide incentives for change. (not just because the "boss said so...") 

 

 

https://www.liquidplanner.com/blog/faq-what-are-the-benefits-of-saas-project-management-tools/

