How to Look Up Receipts for Child Care

The Parks and Recreation Department will no longer be able to send out Child Care Statements for activities that occurred
after January 2019 due to switching to a new system (CivicRec) in January 2019. Therefore there will not be a single
document, like there has been in the past, that will list all of the activities your child was enrolled in that would qualify for
child care for all of 2019. You will need to print off all of your individual receipts where your child was enrolled into an
activity that qualifies for child care between February and December 2019. We will show you how to look up your receipts
on your account online so you can turn those receipts in with your taxes.

City of Manhattan Tax ID #: 48-6023836

Note: For those of you who enrolled your child in an FHDC or Zoo day camp where the camp occurred in January 2019,
you should be receiving a separate Child Care Statement from our old RecTrac system. Those camps had a registration
period that occurred in Fall 2018 before we switched to CivicRec. If you enrolled your child, those statements are only
going to have two different day camps on them (January 2", and January 21%, 2019). If you know you registered your child
for one of those day camps and did NOT receive a Child Care Statement in your email, please contact the Parks and
Recreation Office at 785-587-2754 and we will be able to get you your Statement.

How to Login to Your Online Account:

1. Go to www.mhkprd.com/register

2. Click on Log In/Create Account. It will have a drop down menu and select the green Log In with Email button and it
will prompt you to put in your username and password.
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3. Your username should be your primary email address that is on file. If you do not know your password, click the Forgot
Password link that appears under username and password and follow the instructions.

4. If you don’t know your password and have done all of Step 3 and are still unsuccessful at logging in, please contact
our office at 785-587-2754 and we will be able to assist you.


http://www.mhkprd.com/register

How to Access Your Receipts:

5. Once you are logged in to your account, there should be 3 buttons (Catalog, Account, Connect) that appear where the
Log In/Create Account button used to be. Click on the Account button. It will take you to your Dashboard.

CITY OF MANHATTAN <

PARKS &

Parks & Trails Facilities & Attractions Services

Activities, Classes & Sports

&

Search Parks & Rec...

Sales Tax Contact Us

==Catalo Connect ® Internal ~ EPolicies = @Help o Log Out
w Cart
Empty
Clear All Filters Youth Sports @ Youth Programs m Adult Sports o Adult Programs @
2, Filter Senior Programs m Special Communities Volunteer Programs o Special Events Memberships/Passes @
Keyword or code x Camps [49] Facility Rentals FHDC Sunset Zoo [[34] Douglass Center (B}
9 Location lee Rink (13 ] Aquatics 115 )

Anneberg Park
City Park
Flint Hills Discovery...

RECREATION EARLY CHILDHOOD

Classes are for beginning students and us

Dance (Winter/Spring)

Peara Wemarizl (i

Once in your Dashboard, on the right-hand side you’ll go into Transaction History.
a.
on the Account button again at the top.
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Note: If you click on any of the links on the right-hand side and want to get back to your dashboard, just click
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7. Once in your Transaction History, change your From and To date range to match the year you are looking for, then

click on the Activities tab bel

ow it.

a. Note: You can also search by Account Member to make it easier to see all the activities tied to one person.
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8. Activities you’re looking for (Little Apple Day Camp, Zoo Sprouts, FHDC Day Camps, Zoo Day Camps), can easily be
found under the Program column. Then go over to the Receipt column and click the receipt number you wish to open

and it can be printed or ema

iled.

a. Note: Zoo and FHDC Camps will be listed by the season and name of the camp. (Ex. Autumn/Winter Adventure
Camp — Zoo Animal Families, Fall Adventure Camp — FHDC Winter Stars, etc.)

b. Note: Zoo and FHDC day camps that occur in January have a registration period that begins in August the year
prior. So make sure to only pull receipts that have a camp where the date of the camp occurred in 2019. For
example: The first program listed (Autumn/Winter Adventure Camp — Zoo Backyard Wildlife) is a day camp
that occurred in 2020, so you do not want to include that particular camp with your 2019 receipts.
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