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Document Overview

This document provides a step-by-step guide for Coalition staff who are assisting families to navigate the Family
Portal and providers to navigate the Provider Portal.

Purpose of this Document

The purpose of this document is to provide coalition users with a reference document to successfully navigate and
perform business processes included in Release 7.2 of EFS Mod.

Intended Audience

The intended audience for this document includes staff responsible for processing School Readiness Program
and/or VPK Program applications, as well as staff responsible for providing technical assistance to parent users of
the Family Portal, in addition to staff responsible for processing Provider Portal profiles, contracts, enrollments,
attendance, and reimbursement, as well as staff responsible for providing technical assistance to Provider Portal
users.

What’s New in this User Guide?

Updated screenshots for the new SSO login redirect addressed with the latest Hot Fix.
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Assistance

If you have questions about any of the material in this User Guide or about any processes not covered by this
guide, please contact the Division of Early Learning Service Desk at Service.Desk@oel.myflorida.com or
(850) 717-8600.

Logging on to the Coalition Services Portal with Single Sign-On

Coalition users can access the Coalition Services Portal at https://coalitionservices.floridaearlylearning.com.

Navigate to the Coalition Portal. The following page will display.

Single

Sign-On
FLORIDA DEPARTMENT OF
o
LA UNONL LUJLN
—_  fldocorg

Sign in with one of these accounts

H Hosted / Self-Registered login

Florida Department of Education

Alachua County School District

Baker County School District

Bradford County School District

Brevard County School District

Broward County School District

Charlotte County School District

Citrus County Scheol District

O Q@ g P

Click Hosted / Self-Registered Login
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FLORIDA DEPARTMENT OF

L AN N LWL ANSAN
fldoe.org

The sign in page will display. Enter your username and click Sign in.

FLORIDA DEPARTMENT OF

CLUCALIUIN
S — )

The following page will display. Enter your password and click Continue.
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Single
Sign-On

Sign in with one of these accaunts

fi‘ Hosted / Self-Registered login
iy,

E=3

y Florida Department of Education

O QW w § 4

Alachua County School District
Baker County School District
Bradford County School District
Brevard County School District
Broward County School District
Charlotte County School District

Citrus County School District

Single
Sign-on_

o

Sign in using your username

* Usemame: ex: 99-someone@edu.com

[ Keep me signed in

-I

Forgot Sign In Name

Cancel



Single
Sign-On
FLORIDA DEPARTMENT OF
nr
LA UNOINL ANJILIN
fldoe.org

Please enter your password,

Forgot Password?

Cancel

You will be prompted to send a one-time verification code at your established multi-factor authenticator. Click
Send Code.
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FLORIDA DEPARTMENT OF

Ao A \J sl L1

AN AL N
fldoe.org

Single
Sign-On

o

We have the following number on record for you. We can
send a code via SMS or phone to authenticate you.

Phone Number
XHHHKK -

Send Code Call Me

Cancel

Home Privacy Support

Note: Phone number was chosen as the multifactor authenticator for this account. Screens pertaining multifactor

authentication through email and/or authenticator application may differ.

A code will be sent to you. Enter the code you receive and click Verify Code.

16



FLORIDA DEPARTMENT OF

LN L INUJLN
fldoe.org

4 \ ...\e-. A/O.

el
Q}.\ﬁl'.i

LB LA
~ = *

®

The Coalition Portal will display.

M Home Provider>  Reimbursement »  Mainienance »  CCR&R~  GranlApplication = Admin Funcions

WELCOME TO FLORIDA'S EARLY LEARNING

Single
Slgn -On

We have the following number on record for you. We can
send a code via SMS or phone to authenticate you.

Phone Number
HKXK-XXKX-

—

Send a new code

Verify Code

Cancel

Home Privacy Support

welo [ =i com! O signout @

COALITION SERVICES PORTAL

Q, Search SR Applications

Note: The menus and/or links on your home page will vary depending on your assigned role in the portal.
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Creating a New Coalition Services Portal Account
To access the Coalition Services Portal, the coalition user must contact their LEA Admin to register an account.

Re-Adding a Coalition User
For changes to username, password, password recovery, MFA, refer to your LEA Admin(s). Account management
will be handled in the FDOE Single Sign On (SSO) portal.

Forgot Sign-in Name Process
Contact your LEA Admin(s) if you need assistance with your Sign-In Name.

Forgot Password Process
Navigate to Coalition Portal. The FDOE Single Sign-On sign in page will display. Click Hosted / Self-Registered login.

Singl
Sign-On

g

FLORIDA DEPARTMENT OF

| B WA W TS W O

f! ld;)etorg‘

Sign in with one of these accounts

[Fi‘ Hosted / Self-Registered login

‘w Florida Department of Education

“ I' O= ‘p.
Vg
'o '“l._

0

University of West Florida

Citrus County School District
Sumter County School District
Brevard County School District

Baker County School District

Escambia County Public Schools

KR

W11 FLORII

Desoto County School District
—

Jackson County School District
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Enter your SSO username. Click Sign In.

LI\ JIN
fldoe.org

Click the Forgot Password? Link.

T

/- " ”ga FLORIDA DEPARTMENT OF

p/C L UCALLIUIN
—_—  fldocorg
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Please enter your password.

Single
Sign-On

r

Single
Sign-On

w



Verify the email address listed. Click Send verification code.

FLORIDA DEPARTMENT OF
SN lk) N

fldoe.org

Please verify your email address.

Continue

Cancel

An email will be sent to the email address listed. Enter the code you received and click Verify code.

FloridaSSO account email verification code
@ € Reply | % Replyall | —> Forward 73

Wed 11/13

(i) Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message,

-------- Forwarded message —--—---

From: Microsoft on behalf of Florida550 <msonlineservicesteam@microsoftonline.com>
Date: Tue, Nov 12, 2024 at 2:02 PM

Subject: FloridaSSO account email verification code

To:«

Verify your email address

Thanks for verifying your | account!

Your code is:

Sincerely,
FloridaSSO

20



=T
S "VE FLORIDA DEPARTMENT OF

\ CIOUCALIUIN
—_— fldoeorg

Once the code has been verified, click Continue.

f‘} FLORIDA DEPARTMENT OF

cCILOUCAL LUIN
_— fldoeorg
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Single
Sign-On

wr

Please verify your email address.

Verification code has been sent. Please copy it to the input
box below.

[s1326d

l Veerify code | Send new code

Continue

Cancel

Singl
Sign-on

wr

Please verify your email address.
The code has been verified. You can now continue.

bassofftest@gmailcom

Change

Cancel



Enter and reenter your new password. Click Continue.

Single
Sign-On
'3;5 FLORIDA DEPARTMENT OF ]Jr
AU AL VN
_ fldocorg

Please enter your new password,

?I‘gﬂ -On

o

3\ FLORIDA DEPARTMENT OF

C1JUC AL LIUJIN
—_— fldocorg

We have the following number on record for you, We can
send a code via SMS or phone 1o authenticate you.

Phone Number
WH-XXK-9039

Cancel
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Enter the code sent to you. Click Verify code.

FLORIDA DEPARTMENT OF

el A DA LS ) I
fldoe.org

The Coalition Portal will display.

ftHome  Provider - Rembursement = Mainienance = CCRER -

Grant Appiication = Admin Functions »

WELCOME TO FLORIDA'S EARLY LEARNING

‘We have the following number on record for you. We can
send a code via SMS or phone to authenticate you.

Phone Number
HOOK-M00K - ]

= ]

Send a new code

fy Code

Cancel

et [, ¢omail comt G signout @

COALITION SERVICES PORTAL

Q. Search SR Applications

Note: The menus and/or links on your home page will vary depending on your assigned role in the portal.
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Coalition User Roles
Coalition Services Portal User Types:

- CP Admin: CP Admins can manage Provider Registrations, Funding details/Surveys, Temp Closures, Rates,
Calendars, and CCR&R Searches.

- CP CCAA User: External Users (CCAA Users) can create CCAA intake forms through the Coalition Portal.

- LEA Admin*: SSO Role* LEA Admins can create and manage user roles.

- CPDev Screening Manager: Dev Screening Managers can manage screenings and view related SR adhoc
reports and eligibility details.

- CP SR Application Manager: SR Application Managers can manage and view SR application eligibility
assignments and manage the wait list.

- CP SR Application Viewer: SR Application Viewers can view SR application eligibility assignments and view
the wait list.

- CPVPK Application Manager: VPK Application Managers can manage and view VPK applications and
enrollments.

- CPVPK Application Viewer: VPK Application Viewers can view VPK applications and enrollments.

- CP SR Contract Manager: SR Contract Managers can manage and view SR contracts, provider profiles, and
documents.

- CP SR Contract Viewer: SR Contract Viewers can view SR contracts, provider profiles, and documents.

- CP VPK Contract Manager: VPK Contract Managers can manage and view VPK contracts, provider profiles,
and documents.

- CPVPK Contract Viewer: VPK Contract Viewers can view VPK contracts, provider profiles, and documents.

- CP SR Reimbursement Manager: SR Reimbursement Managers can manage and view SR attendance, SR
reimbursements, and have access to SR adhoc, provider and payment period reports.

- CP SR Reimbursement Viewer: SR Reimbursement Viewers can view SR attendance, SR reimbursements,
Temporary Closures, and SR adhoc reports.

- CPVPKReimbursement Manager: VPK Reimbursement Managers can manage and view VPK attendance,
VPK reimbursements and have access to VPK adhoc and provider reports.

- CPVPK Reimbursement Viewer: VPK Reimbursement Viewers can view VPK attendance, VPK
reimbursements and have access to VPK adhoc and Provider reports.

- CPVPK Fast Manager: VPK Fast Managers provide access to external services available to users. This may
include integration with third-party applications, external databases, or APIs, allowing users to interact
with external data sources or services seamlessly.

Note: Role(s) allocation will be handled by the LEA Admin(s) of each coalition. Users may be assigned more
than one role.
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FAMILY PROCESSES

With the latest update, the Family Portal is now Mobile-friendly.

Creating a Family Portal Account and Setting up Single Sign-On

First-time users must register for an account with Single Sign-on to access the Family Portal.

For a guided demonstration of this process, check out our “Family Portal Signing Up and Signing In” video at the
following url: https://www.youtube.com/watch?v=_KexU97joF8

e -

al’

Welcome to Florida's Early Learning Family
Portal

Already have a Family Portal account?

Signin here >

g?g;-On
FLORIDA DEPARTMENT OF
CLUCAL LTOIN
—— fldoeorg

Please provide the following details.

Email / Sign-In Name *

Send verification code

First Name *
Last Name *
Password *
Re-Enter Password *
Middle Name

Suffix

[J Acceptable Use Policy
This policy applies to all users of Florida Department
of Education information technology resources,
whether affiliated with the Department or not.

Users are responsible for any activity originating
from their accounts. Users shall not share their
accounts and passwords. Use of an identity or
password other than the user's own is prohibited.
Users must conduct themselves in a responsible,
safe, ethical, and legal manner while using
Department  information technology ~ resources.
Distuptive use of Department resources is not
permitted. The Department may monitor the activity
and accounts of any users. Users who violate this
policy may be subject to disciplinary and/or legal
action, including suspension, expulsion, dismissal,
revocation of user access, o criminal prosecution by
the appropriate law enforcement agency.

Continue

Cancel
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Enter your valid email address and click the Send Verification Code button.

Single
Sign-On

FLORIDA DEPARTMENT OF

| W B W WA W B S
fldoe.org

Please provide the following details.

Ival'\dema'\\ @test.co m\

Send verification code

The following email with your one-time verification code will be sent to the email address entered in the previous

~~

step:

FloridaSSO account email verification code
® ) Reply | & ReplyAll | = Forward B o

. Wed 11/13/2024 1:42 PM

Q) Click here to download pictures. To help protect your privacy, Qutlook prevented automatic download of some pictures in this message.

R Forwarded message ———-

From: Microsoft on behalf of FloridaS50 <msonlineservicesteam@microsoftonline.com=>
Date: Tue, Nov 12, 2024 at 2:02 PM

Subject: FloridaSSO account email verification code

To: <

Verify your email address

Thanks for verifying your | account!

Your code is:

Sincerely,
FloridaS50

Enter the verification code in the text box that says “VerificationCode.” Click Verify code.

_——
FLORIDA DEPARTMENT OF ' ‘ .
Please provide the following details.
LA AN VL AN SN Verification code has been sent. Please copy it to the input

fldoe.org box below.

validemail@test.com

’L-eriﬂcation(oc\e
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If you do not receive your one-time code, click Send new code, and a new one-time verification code will be sent
to your email.

——
FLORIDA DEPARTMENT OF

Please provide the following details.

A A S N J Nl v 1 1

/1 N Verification code has been sent. Please copy it to the input
fldoe-org box below.

validemail@test.com

’L-eriﬂcation(oc\e l

-

Note: Though emails are expected within 1-2 minutes, in rare instances, please note that it may take up to 3-5
minutes to arrive. If you receive multiple codes in one verification attempt, the newest email will contain the valid
code.

Once you have verified your code, “The code has been verified. You can now continue” will display.

FLORIDA DEPARTMENT OF

L1 UN\

1 1IN
fldoe.org

Please provide the following details.
IThe code has been verified. You can now continue. I
First Name *
Last Name *
Password *
Re-Enter Password *
Middle Name
Suffix

O Users are responsible for any activity originating
from their accounts. Users shall not share their
accounts and passwords. Use of an identity or
passward other than the user's own is prohibited.
Users must conduct themselves in a responsible,
safe, ethical, and legal manner while using
Department  information  technology ~ resources.
Disruptive use of Department resources is not
permitted. The Department may monitor the activity
and accounts of any users. Users who violate this
policy may be subject to disciplinary and/or legal
action, including suspension, expulsion, dismissal,
revocation of user access, o criminal prosecution by
the appropriate law enforcement agency.
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Complete the relevant remaining fields.

FLORIDA DEPARTMENT OF

Single
Sign-On

IMlg

Please provide the following details

The code has been verified. You can now continue.

Last Name *

Password *
Re-Enter Password *
Middle Name

Suffix

O Users are responsible for any activity originatin
from their accounts. Users shall not share theil
accounts and passwords. Use of an identity o
password other than the user's own is prohibited|
Users must conduct th i in a
safe, ethical, and legal manner while usin
Department  information  technology  resources
Disruptive use of Department resources is no
permitted. The Department may monitor the activity
and accounts of any users. Users who violate thi
policy may be subject to disciplinary and/or lega
action, including suspension, expulsion, dismissall

revocation of user access, or criminal prosecution by
the appropriate law forcement agency.

Fields containing an asterisk (*) indicate that a field is required. The following fields are required:

e  First Name

e Last Name

e  Password

e Re-enter password

Fields not containing an asterisk (*) are not required, and may not be applicable. The following fields are not

required:

e Middle Name
e  Suffix

Passwords must be at least 8 characters in length and contain at least one of each character type:

e Uppercase letter
e Lowercase letter
e  Number

e Special Character

If your password does not contain one of each of the listed character types, the following error will display above

the password field:
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Last Mame *

The password must contain all of the following:
a lowercase letter

an uppercase letter

a number

a special character

Once all the required fields have been completed, review the acceptable use policy. Check the box to indicate you
have read and understood the information provided to you.

Test
Test
Middle Name

Suffix

Acceptable Use Policy
This policy applies to all users of Florida Department
of Education information technology resources,
whether affiliated with the Department or not.

Users are responsible for any activity originating
from their accounts. Users shall not share their
accounts and passwords. Use of an identity or
password other than the user's own is prohibited.
Users must conduct themselves in a responsible,
safe, ethical, and legal manner while using
Department  information technology resources.
Disruptive use of Department resources is not
permitted. The Department may monitor the activity
and accounts of any users. Users who violate this
policy may be subject to disciplinary and/or legal
action, including suspension, expulsion, dismissal,
revecation of user access, or criminal prosecution by
the appropriate law enforcement agency.

Cancel
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Click Continue.

Test

Test

Middle Name

Suffix

Acceptable Use Policy
This policy applies to all users of Florida Department
of Education information technology resources,
whether affiliated with the Department or not.

Users are responsible for any activity originating
from their accounts. Users shall not share their
accounts and passwords. Use of an identity or
password other than the user's own is prohibited.
Users must conduct themselves in a responsible,
safe, ethical, and legal manner while using
Department information technology resources.
Disruptive use of Department resources is not
permitted. The Department may monitor the activity
and accounts of any users. Users who violate this
policy may be subject to disciplinary and/or legal
action, including suspension, expulsion, dismissal,
revocation of user access, or criminal prosecution by
the appropriate law enforcement agency.

Cancel

The following page will display:

FLORIDA DEPARTMENT OF

CLOUCAL LIUIN
- fldocorg

L S/

Please select a multi-factor authentication method.

Phone Number

@
& e

}ﬁi Authenticator / TOTP App

Cancel

Home  Privacy Support
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This page indicates the three options available to you for your multi-factor authentication.

1) Phone Number
2) Email
3) Authenticator / TOPP App

Single
Sign-On

FLORIDA DEPARTMENT OF JJ r

L1 UNON

— fidoc.org

Please select a multi-factor authentication method.

a a Phone Number
(2 Y
6 ézqs, Authenticator / TOTP App

Cancel

Select your desired mode of multi-factor authentication for your Family Portal account.

Note: The selection you make will hold for all future sign in attempts. For instance, if you selected email for your
multi-factor authentication, any time you attempt to log in to your Family Portal account, you will receive your
one-time verification code as an email. For information on and for changing your multifactor authentication
settings, please see your LEA Administrator.

Once you select your preferred mode of contact for the Multi-factor authentication and entered the respective
required information, click Send Verification Code.

Send Code I

A one-time verification code will be sent to you. Enter the Code and click Verify Code.

Send a new code

Verify Code

Cancel
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The following page will display with your SSO login. An email will be sent with the same information.

Note: Your SSO login will be in the format of 0-[your email address], as displayed in the images below.

Single
Sign-On

mr

FLORIDA DEPARTMENT OF

— f\ldéc.org‘

Please check your email. Your SSO login has been created:

o t@gmailcom

Home Privacy Support

FLDOE SSO LoginID for Family Test (Self-Registered)

Wed 11/13/2024 1:08 PM

. © %_) Reply <€) Reply All —> Forward G e

B —— Forwarded message ——-

From: <DONOTREPLY @fldoe.org>

Date: Tue, Nov 12, 2024 at 3:33 PM

Subject: FLDOE S50 LoginlD for Family Test (Self-Registered)
To: < 1>

Welcome!

You are receiving this email because a Florida Department of Education Single Sign-On (FLDOE $50) account was created on your behalf. With one username and
password, you will be able to access multiple FLDOE S50 resources from the Department's portal at (https://flssoportal.fldoe.org/) as authorized by your sponsoring
arganization.

Your username is: 0- :@gmail.com

Your password was set during your account registration.

Please keep this email for your records; this information will not be sent again.

Thank you.

DO NOT REPLY TO THIS EMAIL.
This is an unmonitored address and replies to this email cannot be responded to or read. For assistance, please visit the FLDOE S50 Support page. Be cautious of
email scams, the Department will never send you links within an email requesting personal information.
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Click the link for the FLDOE SSO portal in the email

FLDOE SSO LoginID for Sara Test (Self-Registered) nboxx a ©

B e erdosara Mar6, 2026, 547PM (Sdaysaga) ¥ @ @
@ osorabassaded

Welcome!
You are receiving this email because a Florida Department of Education Single Sign-On (FLDOE $S0) account was created on your behalf, With one usemame and passward, you will be able to access multiple FLDOE S50 resources from the

D ¢s portal at (http: fidoe: org/) as authorized by your sponsoring organization.
Your usemame s

Your password was set during your account registration
Please keep this email for your records; this information will not be sent again.

Thank you

DO NOT REPLY TO THIS EMAIL.
This is an unmanitored address and replies to this email cannot be responded to or read. For assistance, please visit the FLDOE SSO Support page. Be cautious of email scams, the Department will never send you links within an
personal information

requesting

(" reply ) ( @ Replyall ) ( ¢ Forward ) (@)

The FLDOE SSO home page will display. Click the Guest Access link.

FLORIDA DEPARTMENT OF A ‘ Logout ‘ Menu -

L1IUN AL LN LN HOME  ABOUT  SUPPORT

fldoe.org

FDOE Single Sign-On

FDOE

The Single Sign-On (SSO) Portal provides users within Florida's educational
community with a convenient way to log into multiple state resources with one
account.

@ SELECT AN OPTION BELOW TO GET STARTED

GUEST ACCESS
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Click the Log In button, then click Hosted / Self-Registered login.

FLORIDA DEPARTMENT OF

LLJUNIONL LNVJILN

fldoe.org

Guest Access

Guest accounts are for those NOT employed by a Florida public school district, college, university, or
educational organization; and NOT K-12 students.

Resources available to guest accounts are limited.

If you are employed by a Florida public school district, college, university, or educational organization and you
attend a college or university as a student, it's preferable to use your professional account over a guest
account.

Click the Log-In button to enter your credentials or click the Create Account button to register for a guest

account.

The following page will display:

FLORIDA DEPARTMENT OF

L1JUNAAL LIVUJIN

fldoe.org

Click Hosted / Self- Registered login.

FLORIDA DEPARTMENT OF

CLUCALLTUIN
— fldocorg

34

w | Log Out ‘ Menu ~

HOME ABOUT SUPPORT

Guest Account Access

CREATE ACCOUNT

Single
Sign-on

Sign in with one of these accounts

H Hosted / Self-Registered login

€Y Florida Department of Education

Single
Sign-On

i

Sign in with one of these accounts

[ H Hosted / Self-Registered login ]

£

Gy Florida Department of Education




Enter the SSO Login provided to you. Click Sign In.

FLORIDA DEPARTMENT OF
LU Aﬁd;e:org

Sign in using your userame

»07 emailaddress@mail.com

O Keep me signed in

Forgot Sign In Name
Cancel

If you forgot your SSO login/username, click Forgot Sign In Name. An email will be sent to the email address
provided during account creation.

Enter your password and click Continue.

Single
Sign-On

o

FLORIDA DEPARTMENT OF

ASTAUE LWIN |
fldoe.org
Please enter your password.

\& -~ p. Forgot Password?

4\
Q ’. @-,l ance!

Ik
% ‘ﬂkllll

134

Home Privacy Support
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You will now be prompted to send an authentication code to your selected mode of authentication. Click Send
Code.

Single
Sign-On
FLORIDA DEPARTMENT OF

o

i\

i f\ldoe‘.org(

We have the following number on record for you. We can
send a code via SMS or phone to authenticate you.

Phone Number
HKXX-XKX-

l Send Code Call Me

Cancel

Home Privacy Support

Note: The image above depicts the screen displayed for authentication through Phone Number. Authentication
prompting screens for email and/or Authenticator/ TOTP app may vary.

Enter the code sent to you. Click Verify Code.

Single
Sign-On

mr

FLORIDA DEPARTMENT OF

L. L L LN\JIN
fldoe.org
We have the following number on record for you. We can

send a code via SMS or phone to authenticate you.

Phone Number
KRX-XXX- ]

-

Send a new code

Cancel
e

Home Privacy Support
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You will see the following page. Click the Family Portal button.

FLORIDA DEPARTMENT OF # ‘ Log Out ‘ Menu ~

LiJUNONL LVUJIN HOME  ABOUT  SUPPORT

fldoe.org
User Profile
The resources below are available for your use based on your role and permissions. To access the resource, click the tile
below:
Applications
Family Portal

The home page of the Family Portal will display.

Dwision OF

(e E2TlY Learning UAT Family Portal

Welcome back,

Home » Family Portal > Family Profile

Household at a Glance

Parents Other Household Members Children Needing Care Total Household Size

VPK Applications

There are no saved VPK applications associated with this account. Click the Create a new VPK application butfon to create a new VPK application

HH_00C

+  Create a new VPK application

School Readiness Applications

There are no saved School Readiness applications associated with this account

Clickthe Create a new School Readiness application button to create a new SR application.

+  Create a new School Readines

s application
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Family Portal Returning User- Setting up Single Sign-On*
Users who already have an existing account who are returning for the first time must register for an account with
Single Sign-on to access the Family Portal.

For a guided demonstration of this process, check out our “Family Portal Signing Up and Signing In” video at the
following url: https://www.youtube.com/watch?v=_KexU97joF8

UAT Faity Pl -

B

Welcome to Florida’s Early Learning Family
Portal

Already have a Family Portal account?

Signin here -

FLORIDA DEPARTMENT OF
CL)UCAL LUIN

fldoe.org

Please provide the following details

Email / Sign-In Name *

Send verification code

First Name *

Last Name *
Password *
Re-Enter Password *
Middle Name

Suffix

O Acceptable Use Policy
This policy applies to all users of Florida Department
of Education information technology resources,
whether affiliated with the Department or not.

Users are responsible for any activity originating
from their accounts. Users shall not share their
accounts and passwords. Use of an identity or
password other than the user's own is prohibited
Users must conduct themselves in a respansible,
safe, ethical, and legal manner while using
Department  information  technology ~ resources.
Disruptive use of Department resources is not
permitted. The Department may monitor the activity
and accounts of any users. Users who violate this
policy may be subject to disciplinary and/or legal
action, including suspension, expulsion, dismissal,
revocation of user access, or criminal prosecution by
the appropriate law enforcement agency.

Cancel

Home Privacy Support

38


https://www.youtube.com/watch?v=_KexU97joF8

Enter the email address associated with your existing Family Portal account and click the Send Verification Code
button.

Single
Sign-On

FLORIDA DEPARTMENT OF

LA SN Nd vl AN 1N
fldoe.org

Please provide the following details.

[va\idema'\\@‘test.com\

(=)
”~~

The following email with your one-time verification code will be sent to the email address entered in the previous
step:

FloridaSSO account email verification code

© ) Reply | % ReplyAll | —> Forward |
. Wed 11/13/2024 1:42 PM

Q) Click here to download pictures. To help protect your privacy, Qutlook prevented automatic download of some pictures in this message.

R Forwarded message ———-

From: Microsoft on behalf of FloridaS50 <msonlineservicesteam@microsoftonline.com=>
Date: Tue, Nov 12, 2024 at 2:02 PM

Subject: FloridaSSO account email verification code

To: <

Verify your email address

Thanks for verifying your | account!

Your code is:

Sincerely,
FloridaS50

Enter the verification code in the text box that says “VerificationCode.” Click Verify code.
—
FLORIDA DEPARTMENT OF

Please provide the following details.

|y S WA VAW B LW | Verification code has been sent. Please copy it to the input
fldoe.org box below.

validemail@test.com

’L-eriﬂcation(oc\e
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If you do not receive your one-time code, click Send new code, and a new one-time verification code will be sent
to your email.

——
FLORIDA DEPARTMENT OF

Please provide the following details.

A A S N J Nl v 1 1

/1 N Verification code has been sent. Please copy it to the input
fldoe-org box below.

validemail@test.com

’L-eriﬂcation(oc\e l

-

Note: Though emails are expected within 1-2 minutes, in rare instances, please note that it may take up to 3-5
minutes to arrive. If you receive multiple codes in one verification attempt, the newest email will contain the valid
code.

Once you have verified your code, “The code has been verified. You can now continue” will display.

FLORIDA DEPARTMENT OF

L1 UN\

LIVJIN
fldoe.org

Please provide the following details.

|The code has been verified. You can now continue. I
First Name *
Last Name *

assword *

Re-Enter Password *

Middle Name

Suffix

O Users are responsible for any activity originating
from their accounts. Users shall not share their
accounts and passwords. Use of an identity or
password other than the user's own is prohibited,
Users must conduct themselves in a responsible,
safe, ethical, and legal manner while using
Department  information technology  resources.
Disruptive use of Department resources is not
permitted. The Department may monitor the activity
and accounts of any users. Users who violate this
policy may be subject to disciplinary and/or legal
action, including suspension, expulsion, dismissal,
revocation of user access, or criminal prosecution by
the appropriate law enforcement agency.
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Complete the relevant remaining fields.

FLORIDA DEPARTMENT OF

Single
Sign-On

IMlg

Please provide the following details

The code has been verified. You can now continue.

Last Name *

Password *
Re-Enter Password *
Middle Name

Suffix

O Users are responsible for any activity originatin
from their accounts. Users shall not share theil
accounts and passwords. Use of an identity o
password other than the user's own is prohibited|
Users must conduct th i in a
safe, ethical, and legal manner while usin
Department  information  technology  resources
Disruptive use of Department resources is no
permitted. The Department may monitor the activity
and accounts of any users. Users who violate thi
policy may be subject to disciplinary and/or lega
action, including suspension, expulsion, dismissall

revocation of user access, or criminal prosecution by
the appropriate law forcement agency.

Fields containing an asterisk (*) indicate that a field is required. The following fields are required:

e  First Name

e Last Name

e  Password

e Re-enter password

Fields not containing an asterisk (*) are not required, and may not be applicable. The following fields are not

required:

e Middle Name
e  Suffix

Passwords must be at least 8 characters in length and contain at least one of each character type:

e Uppercase letter
e Lowercase letter
e Number

e  Special Character

If your password does not contain one of each of the listed character types, the following error will display above

the password field:
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Last Mame *

The password must contain all of the following:
a lowercase letter

an uppercase letter

a number

a special character

Once all the required fields have been completed, review the acceptable use policy. Check the box to indicate you
have read and understood the information provided to you.

Test
Test
Middle Name

Suffix

Acceptable Use Policy
This policy applies to all users of Florida Department
of Education information technology resources,
whether affiliated with the Department or not.

Users are responsible for any activity originating
from their accounts. Users shall not share their
accounts and passwords. Use of an identity or
password other than the user's own is prohibited.
Users must conduct themselves in a responsible,
safe, ethical, and legal manner while using
Department  information technology resources.
Disruptive use of Department resources is not
permitted. The Department may monitor the activity
and accounts of any users. Users who violate this
policy may be subject to disciplinary and/or legal
action, including suspension, expulsion, dismissal,
revecation of user access, or criminal prosecution by
the appropriate law enforcement agency.

Cancel
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Click Continue.

Test

Test

Middle Name

Suffix

Acceptable Use Policy
This policy applies to all users of Florida Department
of Education information technology resources,
whether affiliated with the Department or not.

Users are responsible for any activity originating
from their accounts. Users shall not share their
accounts and passwords. Use of an identity or
password other than the user's own is prohibited.
Users must conduct themselves in a responsible,
safe, ethical, and legal manner while using
Department information technology resources.
Disruptive use of Department resources is not
permitted. The Department may monitor the activity
and accounts of any users. Users who violate this
policy may be subject to disciplinary and/or legal
action, including suspension, expulsion, dismissal,
revocation of user access, or criminal prosecution by
the appropriate law enforcement agency.

Cancel

The following page will display:

FLORIDA DEPARTMENT OF

CLUCALLIUIN
—  fldocorg
Please select a multi-factor authentication method.
ﬂ Phone Number
B Email
123

823 Authenticator / TOTP App

Cancel

fome Privacy  Support

This page indicates the three options available to you for your multi-factor authentication.

1) Phone Number
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2) Email
3) Authenticator/ TOTP app

Select your desired mode of multi-factor authentication for your Family Portal account.

Note: The selection you make will hold for all future sign in attempts. For instance, if you selected email for your
multi-factor authentication, any time you attempt to log in to your family portal account, you will receive your
one-time verification code as an email. For information on and for changing your multifactor authentication
settings, please see your LEA Administrator.

Single

Sign-On
FLORIDA DEPARTMENT OF r
U
CLUCALILIUIN
= — —— " fioco
Please select a multi-factor authentication method.

@ [ rroerine
> Y

9 823 Authenticator / TOTP App

Cancel

Once you have selected your preferred mode of contact for the multi-factor authentication and entered the
respective required information, click Send Code.

Send Code I

A one-time verification code will be sent to you. Enter the Code and click Verify Code.

Send a new code

Verify Code

Cancel
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The following page will display with your SSO login. An email will be sent with the same information.

Single
Sign-On

pr

FLORIDA DEPARTMENT OF

fldoe.org
Please check your email. Your SSO login has been created:
- l -
=

Home  Priv

FLDOE SSO LoginID for Family Test (Self-Registered)
. ©) | 5 Reply | & ReplyAll | —> Forward [~ T

Wed 11/13/2024 1:08 PM

- Forwarded message —-—--

From: <DONOTREPLY @fldoe.org>

Date: Tue, Nov 12, 2024 at 3:33 PM

Subject: FLDOE S50 LoginlD for Family Test (Self-Registered)
To: < 1>

Welcome!

You are receiving this email because a Florida Department of Education Single Sign-On (FLDOE SSO) account was created on your behalf. With one username and
password, you will be able to access multiple FLDOE SSO resources from the Department's portal at (https://flssoportal.fldoe.org/) as authorized by your sponsoring
organization.

Your username is: 0- :@gmail.com

Your password was set during your account registration.

Please keep this email for your records; this information will not be sent again.

Thank you.

DO NOT REPLY TO THIS EMAIL.
This is an unmonitored address and replies to this email cannot be responded to or read. For assistance, please visit the FLDOE SSO Support page. Be cautious of
email scams, the Department will never send you links within an email requesting personal information.
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Click the link for the FLDOE SSO portal in the email

FLDOE SSO LoginID for Sara Test (Self-Registered) nboxx a ©

B e erdosara Mar6, 2026, 547PM (Sdaysaga) ¥ @ @
@ osorabassaded

Welcome!
You are receiving this email because a Florida Department of Education Single Sign-On (FLDOE $S0) account was created on your behalf, With one usemame and passward, you will be able to access multiple FLDOE S50 resources from the

D ¢s portal at (http: fidoe: org/) as authorized by your sponsoring organization.
Your usemame s

Your password was set during your account registration
Please keep this email for your records; this information will not be sent again.

Thank you

DO NOT REPLY TO THIS EMAIL.
This is an unmanitored address and replies to this email cannot be responded to or read. For assistance, please visit the FLDOE SSO Support page. Be cautious of email scams, the Department will never send you links within an
personal information

requesting

(" reply ) ( @ Replyall ) ( ¢ Forward ) (@)

The FLDOE SSO home page will display. Click the Guest Access link.

FLORIDA DEPARTMENT OF & ‘ Logout ‘ Menu ~
‘ L LA ﬁf‘::o:; HOME  ABOUT  SUPPORT

FDOE Single Sign-On

Single

Sign-On
The Single Sign-On (SSO) Portal provides users within Florida's educational FDOE g
community with a convenient way to log into multiple state resources with one

account.

@ SELECT AN OPTION BELOW TO GET STARTED

GUEST ACCESS
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Click the Log In button, then click Hosted / Self-Registered login.

FLORIDA DEPARTMENT OF & ‘ Log Out | Menu ~
LLJUNIVL LN
f'ldgg_arg HOME ABOUT SUPPORT
Guest Access
Guest accounts are for those NOT employed by a Florida public school district, college, university, or o —

educational organization; and NOT K-12 students.

Resources available to guest accounts are limited. -

If you are employed by a Florida public school district, college, university, or educational organization and you
attend a college or university as a student, it's preferable to use your professional account over a guest CREATE ACCOUNT
account.

Click the Log-In button to enter your credentials or click the Create Account button to register for a guest
account.

FLORIDA DEPARTMENT OF

LIJUNOVL IVUJLN
——fldoe.org

Sign in with one of these accounts

ﬁ Hosted / Self-Registered login

Florida Department of Education

Alachua County School District

Bradford County School District

@
B Baker County School District
B
B

Brevard County School District

Broward County School District

@ Charlotte County School District

C Citrus County School District

@ Clay County School District
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Enter the SSO Login provided to you. Click Sign In.

Single

Sign-On
FLORIDA DEPARTMENT OF rv
ye
Cil/UCMNL ] ﬁdéeforg“

Sign in using your username

»0— emailaddress@mail.com

O Keep me signed in

Forgot Sign In Name

Cancel

If you forgot your SSO login/username, click Forgot Sign In Name. An email will be sent to the email address
provided during account creation.

Enter your password and click Continue.

Single
Sign-On

o

FLORIDA DEPARTMENT OF

/ Nid LA

LNSLN
fldoe.org
Please enter your password.

Forgot Password?

-,l:- Cancel
AL
AR
I
a1
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You will now be prompted to send an authentication code to your selected mode of authentication. Click Send
Code.

Single
Sign-On
FLORIDA DEPARTMENT OF

o

i\

i f\ldoe‘.org(

We have the following number on record for you. We can
send a code via SMS or phone to authenticate you.

Phone Number

HKXX-XKX-
l Send Code Call Me
Cancel

Home Privacy Support

Note: The image above depicts the screen displayed for authentication through Phone Number. Authentication
prompting screens for email and/or Authenticator/ TOTP app may vary.

Enter the code sent to you. Click Verify Code.

Single
Sign-On
FLORIDA DEPARTMENT OF

L1JUNOVL LJLN
—_—fldoc.org
We have the following number on record for you. We can

send a code via SMS or phone to authenticate you

Phone Number
KRK-XXX- ]

= ]

Send a new code

Verify Code

Cancel

Home Privacy Support
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You will see the following page. Click the Family Portal button.

f“;"a FLORIDA DEPARTMENT OF | Logou | Menu-
" CLUUGLALL hdic%ﬂ: HOME ABOUT SUPPORT

User Profile

Applications

Welcome Sara Test

The resources below are available for your use based on your role and permissions. To access the resource, click the tile
below:

Family Portal

The home page of the Family Portal will display.

Welcome t

Home > Famly Portal > Family Profie

Parents Other Household Members

ot Test Pren (el Dot Test OterMember fdt, emle)

VPK Applications

School Readiness Applications

UAT Family Portal

Household at a Glance
Chidren Needing Care Total Household Size
et Test a1 (e, femat, s )
el Test a2 (e, i, a0

el Test a3 (e, mat, a1
Dot Test Crla 4 e femal, a)

4 Create 3 new VPK applcation

f— [Rr— e ree— Acon [rR—
- f— w B e e
School Readiness Funding
cntavame PR — - s vmen s roderame [Ra——
e— [—
-, — o
o f— J—
FERa—” = [— Sening ity
eavenr -~

e oy

Helpful Links
Baby Navgatr- Resources o Suppat your Chs eaming and development

Please contact your ory leaming coaltonfor mmedite asistance.
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Returning User with Single Sign-on

Log on Process
Family Portal users who have already created a Family Portal account can log on from the Family Portal welcome

page by clicking one of the Sign in buttons.

UAT Family Portal

W TR 10 |
48 RN

Welcome to Florida's Early Learning Family
Portal

Already have a Family Portal account?

Clicking either button will direct to Single Sign-On. The Following page will display:

Single
Sign-On

FLORIDA DEPARTMENT OF
cDUCALLION
- fldocorg

Sign in using your username

Usemame ex: 99-someone@edu.com

O Keep me signed in

Cancel

Home Privacy  Support
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Enter the username you received during the Single Sign-On set up process. Click Sign in.

Single
Sign-On

mr

FLORIDA DEPARTMENT OF
Ao A \J N4 VA AN\_J 1 N
fldoe.org

Sign in using your username

IDD—usemamE|

O Keep me signed in

e
= . Cancel
@-"

-,l_

,Q.
i\ \

The Password page will display. Enter your password and click Continue.

single

Sign-On
FLORIDA DEPARTMENT OF r
H
ClJUCAL LIUIN
- fldocorg
nter your password.

Password

Forgot Password?

Cancel

Home Privacy Support
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You will be prompted to send a one-time verification code at your established multi-factor authenticator. Click
Send Code.

Single
Sign-On

B

FLORIDA DEPARTMENT OF

L UNLL\

= f\ldoe:org.

We have the following number on record for you. We can
send a code via SMS or phone to authenticate you

Phone Number

DOOCXXK-

Send Code Call Me
Cancel

Home Privacy Support

Note: Phone number was chosen as the multifactor authenticator for this account. Screens pertaining multifactor
authentication through email and/or authenticator application may differ.

A code will be sent to you. Enter the code you receive and click Verify Code

Single
Sign-On

o

FLORIDA DEPARTMENT OF

LIJUNONL LIUJLN

—fldoeorg
We have the fallowing number on record for you. We can
send a code via SMS or phone to authenticate you

Phone Number
XXX-XXX:

Cd

Send a new code

Cancel

Home Privacy Support
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The home page of the Family Portal will display.
UAT Family Portal

Welcome back, sarabassoff+familyprod@gmail.com!

Home » Family Portal > Family Profile

Household at a Glance
Hi 0001048335
Total Household Size

Other Household Members Children Needing Care

Parents
o

VPK Applications

There rero saved VP e account VK sppicaton.

 new VPK appiication

School Readiness Applications

4+ Create 2 new School Readiness application

Helpful Links

Baby Navigator - Resources to support your child's leaming and development

“The Division o Eary Laaring nvies you o join Baby Navigator o acoess resources that wil hep you supprtyour s ealy learing. Join Bay Navigaor fom pragnancy unl your aby i 18 montns oid. verybing i e fr amiles. o oin Bby Navigator text ELC fo 855.502.2201 o s0an our OR code

Password Recovery
If the Family Portal user cannot remember the password or wishes to change their password, the user will need to

follow the forgot password process in the FDOE Single Sign-On Portal.

To begin the forgot password process in Single Sign-On, click one of the Sign In buttons on the Family Portal home
page.

UAT Family Portal | 2sonn | Ssimus

W |

Welcome to Florida's Early Learning Family
Portal

Already have a Family Portal account?

Signin here >
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The FDOE Single Sign-On sign in page will display. Enter your SSO username. Click Sign In.

FLORIDA DEPARTMENT OF
LLUNIYL LUJLN
—fldoe.org

Sign in using your username

* Username ex: 99-someone@edu.com

[ Keep me signed in

l Sign in I

Forgot Sign In Name
Cancel

Home Privacy Support

Click the Forgot Password? link.

Single
Sign-On

wr

FLORIDA DEPARTMENT OF

LA NNV AN
— fldoe.org

Please enter your password.

Forgot Password?

Cancel
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Verify the email address listed. Click Send verification code.

Single
Sign-On

FLORIDA DEPARTMENT OF

L1LJUNLAL LUJILIN
———fldoeorg

Please verify your email address

I
I Send verification code .

Cancel

Home Privacy ~ Support

An email will be sent to the email address listed. Enter the code you received and click Verify code.

FloridaSSO account email verification code
© @) Reply @) Reply All —» Forward ﬁ e
Wed 11/13/2024 1:48 PM

(i) Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

— Forwarded message ———--

From: Microsoft on behalf of Florida$S0 <msonlineservicesteam@microsoftonline.com=>
Date: Tue, Nov 12, 2024 at 2:02 PM

Subject: FloridaSSO account email verification code

To: =

Verify your email address

Thanks for verifying your | account!

Your code is:

Sincerely,
FloridaSSO
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FLORIDA DEPARTMENT OF

LLJUNOVL INJLN
—————fldoc.org.

Once the code has been verified, click Continue.

FLORIDA DEPARTMENT OF

LLUN VL LNV LN
—_—fldoc.org

Enter and reenter your new password. Click Continue.

57

Single
Sign-On

o

Please verify your email address.

Verification code has been sent. Please copy it to the input
box below.

1

613264

| vy cooe | s e

Cancel

Singll
Sign-on

o

Please verify your email address.

The code has been verified. You can now continue.

bassofftest@gmail.com

Cancel

Home Privacy Support



Single

Sign-On

FLORIDA DEPARTMENT OF

LA/ UNINL )

/LN
fldoe.org
Please enter your new password

o o Poss
*Reemer Password

-

Cancel

word

Home Privacy Support

You will be prompted to send a code for multi-factor authentication. Click Send Code.

Single
Sign-On

nr

FLORIDA DEPARTMENT OF

LLOUNONL LNJLN

fldoe.org

We have the following number on record for you. We can

send a code via SMS or phone to authenticate you.

Phone Number
XXX-XXX-9039

Q Send Code Call Me
A p
‘ ‘ \ -~ . Cancel

-,I

Home Privacy Support

Enter the code sent to you. Click Verify code.
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FLORIDA DEPARTMENT OF
cEDUCAILIOIN

fldoe.org

We have the following number on record for you. We can
send a code via SMS or phone to authenticate you.

Phone Number
KXX-XXX- )

-

Send a new code

Verify Code

= Cancel

Home Privacy Support

Forgot Sign In Name Process
To begin the Forgot Sign In Name process in Single Sign-On, click one of the Sign In buttons on the Family Portal

home page.

UAT Family Portal

— LR
N

<

Welcome to Florida's Early Learning Family
Portal

Already have a Family Portal account?

Signin here =
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The FDOE Single Sign-On sign in page will display. Click Forgot Sign In Name.

Single

Sign-On_
FLORIDA DEPARTMENT OF r
H
| N S O NPV W | LN/ LN
fldoe.org

Sign in using your username

Username ex: 99-somecne@edu.com

(] Keep me signed in

Forgot Sign In Name
ancel

Home Privacy Support

Enter your SSO email address. Click Continue.

Single

Sign-On
FLORIDA DEPARTMENT OF '
nr
L1 JUN WL LN
—_—fldoe.org

Enter your email address

* 550 Email Address
-
Cancel

Enter your email address above and, if we can find it, we
will send you your sign-in name.
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The following message will display. If a sign in name associated with the email address provided is found, an email
will be sent.

Single
Sign-On

FLORIDA DEPARTMENT OF rl
It

L1JUN N

L AIVUJIN
fldoe.org

If a sign-in name associated with this
email address can be found, we will send
an email containing that sign-in name.

Please give a few minutes for the email to

arrive and don't forget to check your junk
mail in case it is delivered there.

Home Privacy Support

Florida DOE: Registered SSO Usernames
© ﬁ Reply <ﬁ Reply All —» Forward ﬁ e

. Thu 11/14/2024 2:28 PM

From: <DONOTREPLY @fldoe.org>

Date: Thu, Nov 14, 2024 at 2:26 PM

Subject: Florida DOE: Registered S50 Usernames
To:-« >

Per your request, we have provided the username(s) registered with our service.
Registered username(s):
« Family’ (0-E @gmail.com): Self-Registered
If you didn’t request this information, please change your password, and report it to your administrator.

Thank you for choosing our services.
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Coalition Services Portal Main Page Navigation
The Navigation Bar is near the top of the page.

WELCOME TO FLORIDA'S EARLY LEARNING

COALITION SERVICES PORTAL

Q, search VPK Applications Q, search SR Applications

[ ﬁ Home VPK Program VPK SIS~ SR Program ~ TAPP~ Provider » Reimbursement « Maintenance « Admin Functions « Reports « CCRE&R ~ ]
Note: The menus and submenus available to a Coalition user is dependent on the user’s role.
Home Button
The Home button will take the coalition user to the Coalition Services Portal main page.
ﬁ Home VPK Program = VPK SIS~ SR Program TAPP - Provider = Reimbursement « Maintenance « Admin Functions « Reports « CCRE&R ~

VPK Program Tab

Click the VPK Program tab to activate the dropdown menu.

#A Home VPK Program ~  VPK SIS~ SR Program ~ TAPP~ Provider « Reimbursement -

WPK Application  » sSubmitted
VPK Enroliment » Reenroliment Submitted
Coalition Reviewing

Pending Postponement
Q search

Q, Non-migrated search

VPK Application > Submitted — Display all active VPK applications in Submitted status.
VPK Application > Reenrollment Submitted — Search for all VPK reenrollment applications in submitted status.
VPK Application > Coalition Reviewing — Search for all submitted VPK applications marked Coalition Reviewing.

VPK Application > Pending Postponement — Search for all VPK pending postponement applications.
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#A Home  VPKProgram ~  VPK SIS~ SR Program - TAPP~ Provider - Reimbursement -

VPK Application  »

VPKEnrollment » | Enroliment Action Requested
Coalition Reviewing
Bulk File Upload

Class Rosters

Q, Search

VPK Enrollment > Enroliment Action Requested — Display all VPK enrollments that need coalition action.
VPK Enrollment > Coalition Reviewing — Display VPK enrollments that need to be approved or rejected.
VPK Enrollment > Bulk File Upload — Upload VPK enrollment data for providers.

VPK Enrollment > Class Rosters — Allow a search for a provider’s class roster.

VPK SIS Tab
Click the VPK SIS tab to activate the dropdown menu.

A& Home VPK Program ~  VPK SIS~ SR Program - TAPP~ Provider = Reimbursement -

Manage Provider

Manage Invoice

VPK SIS > Manage Provider — Add or edit existing VPK SIS providers.

VPK SIS > Manage Invoice — Create, manage, and process a VPK SIS invoice.
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SR Program Tab

Click the SR Program tab to activate the dropdown menu.
ﬂ' Home VPK Program - VPK SIS~ SR Program - TAPP~ Provider - Reimbursement -

Preschool Development p
SR Application »
SR Eligibility »

SR Provider Enroliment »

A Home VPK Program »  VPK SIS~ SR Program ~ TAPP~ Provider Reimbursement ~ Maintenance - Reports «
At-Risk Absence Tracking Queue

Preschool Development »  Developmental Screening  » Incomplete

"]
VWIS Coaition Review N

’
SR Eliginility

gibIty ' ( : OA L I-I Pending Post to Family V
SR Provider Enrollment 3

© Add Screening Request
Q search

SR Application

Preschool Development > Developmental Screening — Display all outstanding screening requests to be completed.
Preschool Development > Developmental Screening > Incomplete — Display the screenings that are incomplete.

Preschool Development > Developmental Screening > Coalition Review — Display all outstanding screening
responses to be processed.

Preschool Development > Developmental Screening > Pending Post to Family — Display all approved screenings
that need to be posted to the Family Portal.

Preschool Development > Developmental Screening > Add Screening Request — Allows coalition to initiate a
screening.
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#A Home VPK Program - VPK SIS~ SR Program TAPP~ Provider « Reimbursement -

Preschool Development »

SR Application » | SR Eligibility Waiting List
SR Eligibility » | Submitted

SR Provider Enrollment » | peyajlidation Submitted

Coalition Revigwing

Q search

SR Application > SR Eligibility Waiting List — Display all applications in Active status that are awaiting funding
notification. This was formerly the Waiting List that contained Active-Waiting applications.

SR Application > Submitted — Display all SR applications in Submitted status.
SR Application > Revalidation Submitted — Display all SR applications in Revalidation Submitted status.

SR Application > Coalition Reviewing — Display all SR applications awaiting coalition action.

A Home VPK Program ~  VPK SIS~ SR Program ~ TAPP~ Provider = Reimbursement Maintenance « Admin Functions

Preschool Development b

SR Application »

SR Eligibility »  pastDue \

SR Provider Enroliment ¥ gjigibility Verification Submitted C 0
| d

Eligibility Verification Coalition Reviewing

CCAA Referal »  Create CCAA Referral
Coalition Transfer Requested T

Coalition Transfer Received

Provider Transfer Requested n

Q search

SR Eligibility > Past Due — Display eligibility verifications with a Past Due status.
SR Eligibility > Eligibility Verification Submitted — Display eligibility verifications with a Submitted status.

SR Eligibility > Eligibility Verification Coalition Reviewing — Display eligibility verifications with a Coalition
Reviewing status.

SR Eligibility > CCAA Referral > Create CCAA Referral — Create a referral by completing an intake form.
SR Eligibility > Coalition Transfer Request — Display requests to transfer eligibility out of and into the coalition.

SR Eligibility > Coalition Transfer Received — Display requests to transfer eligibility out of the coalition or to
another provider within the coalition with a status of Transfer Received.
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SR Eligibility > Provider Transfer Requested — Display requests to transfer eligibility to another provider.

M Home  VPKProgram ~  VPK SIS~ SR Program ~  TAPP~ Provider ~ Reimbursement ~ Maintenance ~

Preschool Development »
SR Application 4
SR Eligibility »
SR Provider Enrollment » | pepging Family Acceptance
Enroliment Rejected By Provider
Enroliment Ended (Terminated)
Enroliment Canceled

Pending Enrollment Timed Cut

Enroliment Rejected by Parent

Search For Active Enroliments

SR Program > SR Provider Enrollment - Display enrollments awaiting action from the Parent, Provider and/or
Coalition:

e Pending Family Acceptance

e Enrollment Rejected By Provider

e Enroliment Ended

e Enrollment Canceled

e Pending Enroliment Timed Out (NOTE: after 5 days for the provider)
e Enrollment Rejected by Parent

@ Click Here For Filtering Tips

Show| 10 « | entries £ Clear All Filters Search:

Eligibility
Verification Days in Billing Eligibility Eligibility Redetermination
Number Provider Site Status 1L Zipcode Group Code Care Level Start Date Due Date Acknowledge

Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter

EV_0000160719 Boys & Girls Clubs ~ Rejected by 196 32401 BG8 SRMT SCH 07/14/2021 07/14/2022 Acknowledge
of Bay County Provider
(Margaret K. Lewis
EL)

EWV_0000611083 Little Butterflies Rejected by 174 32401 BG1 11 TWOYR 08/24/2021 02/252022 Acknowledge
Childcare and Provider
Learning Center

EV_0000607314 Little Butterflies Rejected by 174 32401 BG1 11 INF 08/24/2021 02/25/2022 Acknowledge
Childcare and Provider
Learning Center

EV_0000647406 BEACH KIDS Rejected by 167 32408 BG8 ECON TWOYR 07/21/2021 07/21/2022 Acknowledge
ACADEMY Provider

NOTE: Clicking the Eligibility Verification Number link will open the child's eligibility details. Clicking Acknowledge
will remove the record from this queue.
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The Search function allows a coalition user to quickly search for VPK child applications/enrollments or School
Readiness applications/eligibilities in any status.

ﬁ Home VPK Program « VPK SIS~ SR Program - TAPP~ Provider - Reimbursement -

VPK Application  » Submitted
VPKEnroliment » | Reenroliment Submitted
— |
Coalition Reviewing

Pending Postponement
Q Search

Q Non-migraied search

VPK Application Search

By Person Info By Application Info
Person Type @ child O Primary Parent Certificate Number ‘ |
First Name County for Services
(starts with)
Program Year
Last Name
(starts with) VPK Session
Date of Birth =
Record Phase @ vPi Application O VPK Reenroliment
Parent Phone Number Enter 10 digits phone number Application Status

1 -

VPK Enrollment Search

By Person Info By Enroliment Info

Person Type ~ @ cnid O Primary Parent Enroliment ID
First Name Certificate Number

(starts with)
County for Services

Last Name

(starts with) Program Year
Date of Birth i VPK Session
Parent Phone Number Enter 10 digits phone number Enroliment Status

=1 -



A Home

VPK Program

Q Search For A School Readiness Application

Parent Phone
Number:

First Name: Enter First Name
(starts with)

SSN- Enter SSN

County:

Child Status:

Enter 10 digits phone number

Q, Search For A School Readiness Eligibility Verification

Coalition

Eligibility Verification
Number

Household Process
Code

Household Status Code

Child Status Code

Include Past Due?

Parent Name

Child Name

Child Age

Child Date of Birth

Select One

VPK SIS~

SR Program « TAPP~

At-Risk Absence Tracking Queue
Preschool Development »

SR Application

SR Eligibility 4
SR Provider Enrollment 3
/# Change Status Tool

il

search Type: @ child

Last Name:
Zip:

- Confirmation
Number:

- Application
Status:

v Priority

| Funding Type

Oves ONo

First Name
Enter Parent First Name

(starts with)

First Name
Enter Child First Name

(staris with)
to

MM/DDIYYYY 1o

CCAA

Assigned Counselor

Assigned Date

County

Last Updated Date
Last Name
Enter Parent Last Name Coalition Transfer
(starts with)

Family Requested for
Provider Transfer

Last Name
Enter Child Last Name

(starts with) Parent Phone Number

MM/IDDIYYYY

(oo [ e |

Provider -

Reimbursement -

SR Eligibility Waiting List Ol

Submitted

:

Revalidation Submitted

Coalition Reviewing

Q search

O Parent

Enter Last Name

(starts with)

Enter Zip

Enter Confirmation Number

Select One v

©Osr  OlLocal
Oves  ONo

Select One -
MM/DDIYYYY to MM/DDYYYY

~ Zip Code
MM/DDIYYYY to MM/DDYYYY

ORequested O Oout

Oves ONo

Enter 10 digits phone number

NOTE: To ensure accurate searches, click the work queues dropdown menu when changing search terms (child
name, confirmation numbers, etc.) or starting a new search. Do not use the Back button on the internet browser.



TAPP Tab
Click the TAPP tab and then click TAPP Intake to capture Teenage Parent Program (TAPP) information.

A Home VPK Program ~  VPK SIS~ SR Program ~  TAPP~ Provider - Reimbursement -

TAPF Intake

Provider Tab

Click the Provider tab to display a dropdown menu. More information on Provider tab options is in the “Provider
Portal User Guide.”

Reimbursement Tab

Click the Reimbursement tab to display a dropdown menu. More information on Reimbursement tab options is in
the “Provider Portal User Guide.”

Maintenance Tab
Click the Maintenance tab to display a dropdown menu.

State Billing Groups — Display available billing groups.

CCAA > Referring Agencies — Display local referring agencies in the coalition.

Reimbursement - Maintenance ~  Admin Functions - Reports ~ CCR&R -

State Billing Groups

CCAA »
Local Funding »
Coalition Custom Codes

OME TO F  werge Housenold LY LEARNING

I"=ISAl AF MY VITANMeEA PR AFA"TAIR

Coalition Custom Codes — Create custom codes for case notes, status records, and provider notes.

Maintenance ~  Admin Functions ~ Reports ~ CCRé&R ~

Preschool Development b

State Billing Groups

ccaa » | WELCOME TO FL

e mess. OALITION €
Coalition Custom Codes -

Merge Household

Local Funding > Local Funding Agencies — Display local and match funders within the coalition.

Local Funding > Local Funding County Settings — Display counties in a coalition with local funding opportunities for
families that do not qualify for SR funding.
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Account Management Tab

Coalition User Managers and DEL Admins will have access to the Account Management screen. Coalition User
Managers will have no other access in the system. The Coalition Manager Role will be assigned to a user (requires
an email address not currently active in EFSM) via a Cherwell ticket submitted to Production Support. The user
account will not have to be registered. Once created, an email is sent from DONOTREPLY @oel.myflorida.com to

the new email address on the Cherwell ticket with a password to login to the Coalition Portal as the Coalition User
Manager.

Account Management > Provider Portal > Activate provider accounts.

Grant Application - Admin Functions ~

Account Management 4 Provider Portal 4 Activate provider accounts

IMessaging Management p

caeomamagemens  RIDA'S EARLY LEARNING

WE
COA LT ERVICES PORTAL

Admin Functions Tab
CP Admins and DEL admins will be able to view and access the Admin Functions tab.

Note: Additional user roles may have access to one or more of the submenus under the Admin Functions tab. Only
CP Admins and DEL admins will have access to all submenus.

Maintenance - Admin Functions Reports - CCRE&R -

Account Management p

Messaging Management »

Rates Management p 'ME TO FLOF

Calendar Management » rl O N S E
" ¥ L1EmN

Account Management > Provider Portal > Activate provider accounts — Activate provider accounts.

Grant Application ~  Admin Functions ~

Account Management 4 Provider Portal 4

Activate provider accounts
IMessaging Management »

cotoomamsgomens  RIDA'S EARLY LEARNING

WE
COA L THVERVICES PORTAL
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Messaging Management — Send messages to individual providers (Provider Messages), providers based on
services (SR, VPK, CCR&R), or all providers in the coalition service area (Broadcast Messages).

Maintenance - Admin Functions - Reporis ~ CCR&R ~

Account Management »
Messaging Management 4 Broadcast Messages

Rates Management » Provider Messages

Calendar Management p B I I TI n N

Rates Management — Manage SR Plan, PFP, Local Ql, and VPK rates.

Maintenance - Admin Functions - Reporis ~ CCRE&R ~

Account Management »

Messaging Management p

Rates Management 4 SR Plan Rates RI |
Calendar Management p PEP Rates = I
- Sy LEml =

Local Ql Rates
VPK Max Rates

Calendar Management — Set reimbursable closure days for providers within the coalition service area and school
district calendars.

Maintenance - Admin Functions « Reporis « CCRE&R -

Account Management »

Messaging Management »

Rates Management b 'ME TO FLORIL

Calendar Management 4 SR Holiday Schedule : F

N T WEmT oihool Calendars

Reports Tab
Click the Reports tab to display the list of available reports.

Reports - CCR&R ~

SR Adhoc Report

VPK Adhoc Reports »
| Provider Adhoc Reporis »

SR Eligibility Verification Report L
' Developmental Screening Reports

Financial Reports
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SR Adhoc Report — Create a detailed report of SR applications, using several filters.

VPK Adhoc Reports — Create a detailed report of VPK applications and VPK payments, using several filters.
Provider Adhoc Reports — See Provider Processes section.

SR Eligibility Verification Report — Create a detailed report of Eligibility Verifications.

Developmental Screening Reports — Create a detailed report of developmental screenings and follow ups.

Financial Reports — Create a 5045 report and coalition invoices from current and past service/payment periods,
using several filters.

CCR&R Provider Listing

When a family completes the Eligibility Verification (EV) process, a provider can be selected. The list of providers
available to the family comes from the CCR&R Provider Listing. For a provider to appear in a provider listing search,
the profile status must have been Active at one point. If the provider has not had an Active profile, the provider
will not appear in a provider listing search. For example, a provider completing a profile for the first time will have
an Incomplete, then a Submitted profile, and then a Coalition Reviewing profile, but will not appear in the provider
listing search until the profile status is Active. A provider who has an Active profile status but then makes edits to
the profile, causing it to change to an Incomplete status, will still display in the provider listing search.

To view the CCR&R Provider Listing Search, click CCR&R, then Provider Listing Search.

Maintenance - Reports - CCR&R - Grant Application - Admin Functions -

Q Provider Listing Search
Q, CCR&R Family Intake List

1IE TO FLORIDA'S eARLY LEARNING

ION SERVICES PORTAL

Select search parameters and click Search. Click + advanced search for more search parameters.

Q Provider Listing Search

Basic Search

Provider Program Type (JVPK [J SR [JVPKSISOnly [JCCRR Only

Coalition*® County City Zip Code

Doing Business As Program Year # of Providers
- 10
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Q Provider Listing Search

= advanced search

Basic Search

Provider Program Type [JVPK [JSR [JVPKSISOnly [JGCRR Only

Coalition* County City Zip Code

Doing Business As Program Year # of Providers

- 10

Advanced Search

[J Accredited [ Special Needs [ Faith Based [ NotFor Profit [ Military Child Care [] Gold Seal Open Time |Close Tima‘ 24-hour Care [
Curriculum Types My Program Type Description Accreditation Types Care Levels Days of Care
Provider Program Types Languages Transportation Meal Types Provider Types Discount Types

After clicking Search, click on the provider’s name in the search results to see provider details. The search results
can be exported to Excel.

‘CR&R Provider Listing Search Results

@ Click Here For Filtering Tips

Show | 10 « entries

< Clear All

e
Provider Provider Hours of Contact Gold Seal Child Age
I Provider Name Program Ty County Name Address Provider Ty Operation Number Services Provided Level Groups

Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter
F VPK, SR Alachua . Center M-F 7:00am-6:00pm (352) 373-0108 Summer Care Not a Gold Seal 6 Weeks - 5 Years
| provider
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# CCR&R Provider Details

CCR&R Provider De

Provider Type: Center

URL:
Email :
Fhone

Sunday Mol

nday Tuesday \Wednesday Thursday Friday Saturday

L L v L L x

Hours of Operation

Early Dropoff Extended Stay Ages served

M-F 7:00am-

6:00pm ; v v B Weeks - 5 Years

SR VPK

Not for Profit

Faith based

Transportation

v

> Gold Seal

» Character Development Program

> Therapeutic services offered

> Military Childcare offered

» Program equipped to care for children with s
» Is facility wheelchair accessible

> Program participates in a Quality Rating Sys

v

Near public fransportation

Programs offered

Meals provided

> Summer Care

pecial needs

XHAKL LK

tem

» Afternoon Snack
» Momning Snack

Enhanced Schedule

Languages Spoken

Accreditation

Curriculum

» Full-time
> Full Year
> Part time
» Early/Extended Care

> English

» Learn Every Day & Nemours
BrightStart! Superset Preschool
Curriculum (3 to K)

» Learn Every Day for Infant, Toddler &
Twos (Birth to 3)

My Program Type Description

» Faith-Based

» Fenced Yard

> Limited TV viewed

> On-site screenings

» School System Weather Days
> Smoke Free

Weekly rates and feas

VPK Rates

Infant
§199.77
$0.00

1 year old
$185.91
$0.00

2 yea
5189,
30.00

Full Time
Part Time

r old
75

3 year old
$151.27
$0.00

4 year old
$151.27

50.00 50.00

5 year old
§151.27

School Age
$0.00
$0.00

VPK Weekly
Full Time
Part Time

511894
$80.83

Additional Feas

Discounts

One time
Monthly
Monthly
Weekly
Per minute
As needed
Annual
One time

> Application Registration
> Early Drop Off

» Extended Stay

» Late Payment

> Late Pickup

> Returned Check

» SuppliesMaterials

> Waiting List Registration

Per Child
Per Child
Per Child
Per Child
Per Child
Per Family
Per Child
Per Child

$200.00
350.00
$50.00
$10.00
$2.00
325.00
$100.00
$200.00

» Scholarships
» Sibling Disco

unt

Training / Education

Staff to Child Ratio

» 40/45 HR INTRO CHILD CARE

» AAJAS EARLY CHILDHOOD OR RELATED
FIELD

» BAEARLY CHILDHOOD OR RELATED
FIELD

» DIRECTOR CREDENTIAL ADV

» DIRECTOR CREDENTIAL LEVEL 1

» EARLY (EMERGENT) LITERACY

» FCCH 30 HOUR TRAINING

» FCCPC/ECPCICCACICDAE

» GEDMHIGH SCHOOL

» MA DEGREE EARLY CHILDHOOD

> NATL EARLY [CHILDHOOD CERT

» VPK DIRECTHWR CREDENTIAL

Infant 1 year old
14 1.8

2 year old
19

SR CLASS®
Composite Score

9.29

out of 7.00

3 year old
142

4 year old
1:15

VPK
1

5 year old
118

This provider is a School Readiness (SR) Program provider. All
School Readiness providers are required to have an annual
program assessment using CLASS®.

CLASS® is an observation-based tool that measures the
quality of teacher-child in the m. Using
trained, certified observers, the CLASS® tool measures how
classroom interactions and experiences help children develop
language and learn new concepts, how fhe classroom is
organized to manage children’s attention, time and behavior,
and the responsiveness and senstivity of the classroom
environment to children’s emotions, wich helps develop their
ability to interact with others. For more information about
CLASS® and your School Readiness provider's composite
score, please contact your local early leaming coaliion.

Participates in School Readiness Child Assessment: No

View Provider Inspection Report: htips://caressearch. myfifamilies.com/PublicSearch

Close
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CCR&R Provider Intake Process
As a CCR&R Specialist, you will have the ability to capture and report call details from providers that exist in EFSM,
potential providers and other organizations that contact CCR&R for information or services.

There are 6 sections of the CCR&R Provider Intake/Contact Process:

e  Navigation

e  CCR&R Provider Intake / Contact Home Page
e  Provider Search

e Contact Details

e Adding a New Provider

e Viewing Business Call Log History

e Editing Call Log Notes

Navigation
DIVISION OF - -
Eorly Learning PROD SUPPORT ~ Coalition
LEARN EARLY. LEARN FOR LIFE.
ﬁ Home VPK Program ~ VPK SIS~ SR Program ~ TAPP~ Provider ~ Reimbursement ~ Maintenance ~ Reports ~ CCR&R ~ Grant Application ~ Admin Functions ~

Q Provider Listing Search Clogofi 1§ @
QU CCR&R Family Intake List
I QU CCRAR Provider Intake / Cantact |

WELCOME TO FLORIDA'S EARLY LEARNING

COALITION SERVICES PORTAL

Q search VPK Applications Q search SR Applications
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Provider Intake/Home Page
The Provider Intake/Home Page is comprised of two sections.

e Provider Search: Searches for a provider in EFS Mod or a business that was previously created using the
CCR&R Intake / Contact Process (see Add New Provider section below for additional details)
e Contact Details: Captures who is contacting CCR&R and why

E CCR & R Provider Intake / Contact

Look for providsrs that match your desired search criteria Details of Selected Childcare Provider
County Name Provider ID
—please select a valus— ~ | Location Provider Type

Provider Name

Provider Search Section County

Click to view history +Add new provider Contact Name

Contact Phone Number

Contact Email Address

‘Contact details

Contact Name Contact Number
Contact Details section
Method of Contact * ‘Contact Email
—select-—- W

Reason for call *

Notes

0/500

76



Provider Search

1. Enter the county where the provider is located

2. Start typing the name of the provider or business. A list of providers will appear. Hovering over a provider
name will display the details in the Details of Selected Childcare Provider section to help the user select
and verify the provider

3. Scroll through the provider names until the desired provider is displayed. In this example, “A Child’s
Academy 2” is the desired provider

4. Verify the provider name and address in the Details of Selected Childcare Provider to ensure the correct

provider is selected

5. Click the Provider Name on the selection list to select that provider and proceed to the Contact Details

section

NOTE: If the provider is not found and is willing to provide business details, proceed to the Adding New Provider
section of this document. If the Provider is not willing to provide business details, proceed to the Contact Details

section.

Once a provider is selected, complete the Contact Details section.

E CCR & R Provider Intake / Contact

Look for providers that match your desired search criteria.

County

Alachua Step 1 h
Provider Name
| aca Step 2

A Child's Academy
Ato Z Professional Child Care Academy LLC
Angel's Christian Academy LLC

Angel's Christian Academy LLGC {2)
BEGINMING PRECIOUS STEPS LEARMNING ACADEM
EBhaktivedanta Academy
BUSY BEE AND BUTTERFLY CHRISTIAN ACADEMY

Central Kids Learning Academy

Step 5

Step 3

—

Details of Selected Childcare Provider

Name
A Child's Academy 2

Location
5240 NW 8TH AVE

GAIMESVILLE, FL, 32605

County
Alachua

Contact Name
Gabriel Graves

Contact Phone Number
(352) 548-4899

Contact Email Address
info@achildsacademy.com

Step 4

Provider ID
11503

Provider Type
PROVIDER



Contact Details Only

This section captures why the provider contacted CCR&R. Contact details are to be entered at each provider
interaction.

The examples below cover 3 scenarios:

e The provider is found via the Provider Search (see Example 1)

e The provider is not willing to provide business details and could not be found in the provider
search, nor is it a legally operating company and can’t be created as a new provider (see Example
3)

e A new provider record is needed (see Creating New Provider)

CCR&R must enter a Contact detail record to receive credit for the customer interaction.

1.

vk wnN

Enter Contact Name of the person requesting information (non-required field)

Enter Contact Number of the person requesting information (non-required field)

Enter Method of Contact from drop down menu (required field)

Enter Contact Email of the person requesting information (non-required field)

Reason For Call: A drop down list where the user may select one or more values. If the user selects
“Other” or includes “Other” with additional values, the notes field is required

Notes may be entered for any contact detail created, not only when “Other” is selected as a Reason For
Call

Click Save

NOTE: Steps 1, 2, and 4 are not required, but users should make every effort to obtain and enter the requested
information

78



Example 1

Provider found via search, and the Contact Detail Record is completed.
ElCCR & R Provider Intake /

Look for providers that match your desired search criteria

County

Alachua

Provider Name

A Child's Academy 2

Click to view history 4 Add new provider

Details of Selected Childcare Provider

Name Provider ID

& Child's Academy 2 11503
Location Provider Type
5240 NW 8TH AVE PROVIDER

GAINESVILLE, FL, 32605

County
Alachua

Contact Name
Gabriel Graves

Contact Phone Number
(352) 545-4309

Contact Email Address
infoi@achildsacademy.com

Contact details

Contact Name Contact Number
Mike Jones (850)850-8554

Method of Contact * Contact Email
Phone v mj@emails com

Reason for call *
CHILD CARE TRAIMING/DCF REQUIREMENTS, COMMUMICABLE DISEASE ~

Notes

Up to 500 characters can be entered.

36 /500
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Example 2
Provider is not willing to provide contact information and therefore cannot be searched for, or they are not a
legally operating company. In these cases, only the Contact Detail section is to be completed.

EICCR &R Provider Intake / Contact

Look for providers that match your desired ssarch criteria Details of Selected Childcare Provider
County Name Provider ID
—please select  valus— ~| | Location Provider Type

Provider Name

County

Click to view history Contact Name
Contact Phone Number
This section is not completed Contact Email Address

Contact details

‘Contact N. Contact Numbe . .
mm . CCCE&R User attempts to get as much information as
possible
Method of Contact * Contact Email
Phone v

Mandatory entries are: Method of Contact, Reason For
Call and Notes if "Other” is selected

Reason for call *

SR GEMNERAL INQUIRY ~

Notes

No contact history will be available for this call however,

Did not want to provide Business Information|

441500

B -
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Add New Provider

Only create a new provider if the search returns no results, the caller is a legally operating provider/business, AND
is willing to provide business organization details.

The add new Business section only appears on the home page when the Add New Provider button is selected.

1. From the Home Page Click the +Add new provider button

2. A new section in the middle of the home page displays, titled Add New Business

3. Tocreate a new provider, the CCR&R user must enter the Business Organization Name, Contact #, Email
Address, and Contact Name. The remaining fields are optional, but effort should be made to capture all

information
4. Complete the Contact Details section
5. Click Save

NOTE: The new provider will not exist in EFS Mod, as there is no provider profile.

El CCR & R Provider Intake / Contact

Look for providers that match your desired search criteria. Details of Selected Childcare Provider
County Name Provider ID
¥| | Location Provider Type
Provider Name
County
Click fo view history Step 1 =+ Add new provider Contact Name
Contact Phone Number
Contact Email Address
Step

Add new Business

Business / Organization Name Contact Number Email Address
Jane’s Angels (904)569-2365 Jane@email.com CCRE&R User to capture Business/Qrganization Name, Contact Phone
Centact Name Buainess Type Number, Email Address and Contact Name at a minimum.
Jane provider v
Address line 1 : - .
By capturing the above the New Provider becomes searchable in the
1123 Jane Street Step 3 R
- Prover Search Section above
Address line 2
ciy state 2in Code Always attempt to complete all fields
Jacksonville FL v 31145
County
Duval v
‘Contact details
Contact Name Contact Number
Mike (204)852-1365
Method of Contact * ‘Contact Email
Phone v mike@email.com

CCR&R User is asked to try and complete as many fields as possible in
this section not just the required ones.

Reason for call *

CHILD CARE TRAINING/DCF REQUIREMENTS ~

Notes

0/ 500

81



Business Call Log History
To view the last 10 contact details for a provider, click the History button. Details are available for existing
providers and those created with the Add New Provider process.

1. Search for a provider by entering the County and Provider Name and click the provider
2. Select the Click to view History Button and the Business Call Log History window displays

E CCR & R Provider Intake / Contact

Look for providers that match your desired search criteria Details of Selected Childcare Provider
ount Name Provider 1D
P AChilds Academy 11605
:
) Location Provider Type
Frovider Name Step_1 3401 NW 34TH ST PROVIDER

A Child's Academy

GAIMESVILLE, FL. 32605

= = " County
ik vew sy

Contact Name
Step 2 Rebecca Pairick

Contact Phone Number
(352) 371-3360

Contact Email Address
office@achildsacademy com

Contact defails

Contact Name Contact Number
Method of Contact ® Contact Email
--- select --- ¥

Reason for call *

Notes

0/ 500

Notes for a contact record may be updated by clicking the Edit Note button.

# Business Call log history

Call Contact Last Modified
Created Date Reason For Call Name Call Notes CCR&R User Date

01-15-2024 CHILD CARE STARTUP INFORMATION/PACKET CHILD CARE John Smith Emergency Closures 01-18-2024
TRAINING/DCF REQUIREMENTS, COMMUNICABLE

DISEASE FAMILY ENGAGEMENT/CONSUMER
EDUCATION, OTHER/UNKNOWHM

01-17-2024 CURRICULUM.INCLUSION SERVICES, OTHER/UMKNOWN Brian Brian does not want contact 01-18-2024 Edit Note
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Editing a Call Log Note
After clicking the Edit Note button, the Edit Call Log note screen will appear. The details of the call log display.

1. Click in the Contact Notes field to update
2. Click Save Note button

Business Name
A Child's Academy
Reason/s
CHILD CARE STARTUP INFORMATION/PACKET

Created Date Created By

01-17-2024 hcesar@elcbroward. org
Contact Mame Contact Method

Mike Smith Email
Contact Number Contact Email

123456759 msmithi@email.com
Contact Mote

Up to 500 Characters can be entered)

Clozz X Save Note
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CCR&R Intake Process

CCR&R staff capture family data when contacted by families who are not yet being served. The coalition user is
able to capture family information and child care request information for a family when the family contacts the
coalition for information, but the family has not, and may not, complete an SR or VPK application.

To capture family information, click CCR&R Family Intake List.
|

Maintenance - Admin Functions - Reports - CCR&R ~

Q Provider Listing Search

Q, CCR&R Family Intake List
WEI COME TN Fl NRINo s =ownr vy 1r=oawNING

The following screen will display. Click the Add New button.

CCR&R Family Intake List + Add New
Show 10w~ entries S Clear All Fitters [IICEEI)

Filter Filter Filter Filter Filter Filter

No data available in table

Complete the form and click Save. The Add Another Child button allows additional children to be added to the
household.

CCR&R Intake Form

Contact Details

Primary Contact Number % 5555555555
Example: (850) 555-1234

Primary Contact Email % tesi@test.com

Primary Parent's Details

Primary Parent's First Name ¥ Test

Primary Parent's Middle Name

Primary Parent's Last Name % Tester

Primary Parent's Ethnicity Hispanic Non-Hispanic ~ ® Prefer not to answer

Primary Parent's Race(s) Check those thal apply. Asian Hawaiian / Pacific Black US Indian / Alaskan White ¥ Prefer not to answer

Primary Parent's Gender ® Male Female

Primary Parent's Marital Status Select v

Primary Parent's Date of Birth
[MM/DDIYYYY]



Address Line 1

Address Line 2 (Apt, Suite, etc)

city %

County #

State

Zip Code #

Primary Language %

Referred By

Request Additional Services

Comments

Child's First Name

Child's Middle Name

Child's Last Name

Child's Ethnicity
Child's Race(s) Check those that apply.
Child's Gender

Child's Date of Birth #
[MMDDIYYYY]

Parent Relationship to Child %

Primary Parent's Address

Tallahassee

Leon

FLORIDA

32399

Additional Information
English
Select

Select

Child Needing Care Details

OHispanic O Non-Hispanic O Prefer not to answer

Uasian [ Hawaiian / Pacific  [IBlack []US Indian / Alaskan [ white

Omale O Female

07/01/2018

Parent/Step Parent

=]

[ Prefer not to answer

©Add Another Child

The saved form will display. Click Cancel to exit.

| Cancel l

To edit a record, click a CCR&R Number.
CCR&R Family Intake List

Show 10 v entries

Cancel

£ Clear Al Filters  [IICEE IS

Filter Filter Filter Filter

Test Tester (555) 555-5555 test@test.com

Filter Filter

7612018 7:34:08 PM jim ledbetter@oel myflorida com
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Click the Edit button at the bottom of the page to make edits, then click Save. Children can also be added and
removed when editing a CCR&R record.

Child Needing Care Details
Child's First Name
Child's Middle Name

Child's Last Name

Child's Ethnicity Hispanic Non-Hispanic Prefer not to answer

Child's Race(s) Check those that apply. Asian Hawaiian / Pacific Black US Indian / Alaskan White Prefer not to answer

Child's Gender Male Female

Child's Date of Birth # 07/01/2018

[MM/DDAYYYY]

Parent Relationship to Child ¥ TS v

Cancel |- Save

Coalition Custom Codes
Custom codes can be created by a CP Admin to allow flexibility in case notes, status records, and provider notes.

In the Maintenance tab, click Coalition Custom Codes.

Frovider - Reimbursement - Maintenance - Admin Functions - Reports -

State Billing Groups
CCAA

Local Funding » fIE TO FLORID

Coalition Custom Codes I 0 N S E F
T Y%l Ak=il 1

The following screen will display. Select a Code Type and click Add Custom Code to create a new code.

Coalition Custom Codes

—————
Code Type: Select One Add Custom Code
Provider Custom Code

Parent Custom Code
Child Custom Code

Filter Filter Filter Filter Filter

Search

Show 10 W entries

No data available in fable

86



Complete the Code and Description fields and enter a Start Date. An End Date is not required. Click Save.

B Add a Custom Code

Code Type # Code % Description # Text
Parent Custom Code v Test Test Test
Start Date ¥ MAMDD/YYYY End Date MWDD/YYYY
07/09/2018

Cancel Save

The new code is available. An Edit button and Delete button are displayed.

Coalition Custom Codes

Code Type: = Parent Custom Code v Add Custom Code

Show 10 W entries Search:
Filter Filter Filter Filter Filter

Test Test Yes 71912018
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Child Care Application and Authorization (CCAA) Referring Agencies

Active referring agencies will appear in a dropdown list of referring agencies on the CCAA referral intake form.

In the Maintenance tab, click CCAA, then click Referring Agencies.

Maintenance - Admin Functions - Reports -

State Billing Groups

CCAA 4 Referring Agencies
Local Funding » n= 1% I'I_‘U’r‘l J

Coalition Custom Codes I 0 N S E R
Y Y%l Ahk=il

The following screen will display. Click Create New Referring Agency.

Local Referring Agencies List

Show : 10 entries v First  « - 2 »  Last
Edit Authorization Code Name Active
O 3312321 Teen Parent Program 2 v
O 33-123456 ELC of Big Bend v
O 33-123TAPP Testing2 v
O 33-12521 Tallahassee Technical College v
m] 33-2844 test e
O 33-333 friday v
O 33-3757588 tuesday *®
] 33-DFDF454 wednesday g
O 33-N/A Jay J Mack s
[} 33-TEST Testd v
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Select the Agency Category and complete the fields marked with a red asterisk. Click Save.

B Referring Agency - Create Record

Agency Category ®
WT - WT Contracted Provider

PRIV - Privatization Provider
TAPP - Teenage Parent Plan
LOC - Local Referring Ag

Agency Name #

Authorization Coge w6
Addrese Lina 1 &

Addrese Line 2

City »

State &

Zip Cods #

Agency Phona &

Agency Fax
Agency Emall &
Additional Contacts
Frimary Contact o
Contact Parson
Frimary Fhone Number
Sacondary Phane Numibar
Emall
Primary Contact [m]
Contact Parson
Frimary Fhone Number
Secondary Phone Numibsar
Emall
Type of Refarral # O at-Risk [JoOMESTIC VIOLENCE [THOMELESS [] RELATIVE CARE GIVER OTawF OTcc OTapp Oiocal
[ 12 Active ] ]
Created By: leduether kiwanis+ T @gmail com Created Date: 7162018
Laat Modifled By: ledbetter kivanis+ T @gmail. cam Last Modified Date: 762015

NOTE: The Is Active checkbox is automatically checked. If the referring agency is no longer active, uncheck the
checkbox.
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To edit an existing referring agency, check the Edit checkbox for an agency and click Edit Referring Agency to edit
the agency.

Local Referring Agencies List

Create New Referring Agency

Show - 10 entries ~ First  « - 2 »  Last
pr—

Edit Authorization Code Name Active
O 33-12321 Teen Parent Program 2 v
O 33-123456 ELC of Big Bend s
O 33-123TAPP Testing2 v
O 33-12521 Tallahassee Technical College v
[m] 33-2344 test v
O 33-333 friday v
O 33-3757588 tuesday x
O 33-DFDF454 wednesday 4
O 33-N/A Jay J Mack v
O 33-TEST Test 4 v

—_—

Once edits are complete, click Save.

Agency Category # LG - Loeal Referring Age ~

Agency Name # Teen Parent Program 2

Autnonization Coge w6 3312321

Addrazs Ling 1 & 458 Drane Avenie

Addraze Ling 2
City » Tallshassee
stats FL v
ZIp Code # [—
Agency Phons & (BSQ)ETE-1234
‘Apgency Fax
Agency Emall & best test@gmail com
Additional Contacts.

Primary Contact [m]

Contact Person

Primary Phone Numbsr

sacondary Phone Numbar

Emall

Primary Contact [m]

Contact Person

Primary Phone Numbsr

sacondary Phone Numbar

Emall
Type of Refarral # OaT-RI3K [ DOMESTIC VIOLENCE [JHOMELESS [IRELATIVE CARE GIWVER CITanF M Tcc O71arr CLocaL
12 Active )
Creatsn By- emaneyb2+811@gmail.com Created Date: 5/23/2018
Last Modifled By: crnaneyb2+811 @gmail.com Last Modifled Date: 52312018
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CCAA Users

Coalition Users in CCAA User Role must be a contact for the local agency or agencies for which they need to create
referrals.

For agencies where the CCAA user is not a contact but should be, the CCAA user must add themselves as a contact
before attempting to create a referral.

To add a new contact, navigate to Maintenance> CCAA> Referring Agencies.

frHome SRProgam-  Provider - Malntenance - Hello CCAAUserOrango@gmallcom! (> Sign Out €

WELCOME TO FLORIDA'S EARLY LEARNING

COALITION SERVICES PORTAL

The Local Referring Agencies List will be displayed. Locate the appropriate agency. Click Edit.

GSignout @
First « BRl 2 3 4 & & L
Name Active
T4
v
v
v
v
v
b4
£ | Mimage Cortacts v
Eot | Manage Contacts *
ot | Manage Cortacs v
At - R

The Edit screen for the agency will display. Click Manage Contacts.
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Referring Agency - Edit Rec

Agency Category # [COORD - Coordinating Agency v |

Agency Name %

Authorization Code % €

Address Line 1 %

Address Line 2

City %
State # = o
Zip Code # 32177

Agency Phone #
Agency Fax
Agency Email #

Require Manager Approval on External m] I [Tm—
User Referrals

s |
Type of Referral % AT-RISK [JDOMESTIC VIOLENCE [ HOMELESS [J RELATIVE CARE GIVER [J TANF (JTCC CJTAPP (JLOCAL

Is Active

Created By: malicea@4cflorida.org Created Date: 4/9/2021
Last Modified By: malicea@dcflorida.org Last Modified Date: 4/9/2021

Click Add Contact. Enter the required fields and click Continue.

A Home  SRPmgam.  Provder.  Mamtensnce - Gsignon @

Ratum to Agency List

Show| 10w entries

Thera are no contacts that are accessible by this user.

Shawing 0 to 0 of 0 entries

Previous  Next
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Add Contact

Primary Contact O

First Name #

Last Name %

Primary Phone Number #
Secondary Phone Number
Email #

External User O

Cance'

The contact will display in the grid.

Manage Contacts for Community Parinership for Children Add Contact

Search 2 Export to Bxcal
e e [ s
Edl No Test Test e contact@mail. com Ne
Showing 1 to 1 of 1 entries
n Newt

Child Care Application and Authorization (CCAA) Intake Process

The CCAA Data Entry by Coalition feature is used in situations where the coalition receives a referral document
from a referring agency on behalf of a family that does not have a profile in the EFS Modernization system. This is
most common in At-Risk referral cases; however, this functionality can be used in any CCAA Referral scenario to
create a household and assign eligibility for referred children and families.

NOTE: The CCAA intake process allows coalition users to identify the physical county of residence and families
receiving RCMA services.

In the SR Program tab, click SR Eligibility, then CCAA Referral, and then Create CCAA Referral.

93



SR Program ~  TAPP~
SR Application b
SR Eligibility b

SR Provider Enrollment »

Q Search

Provider - Reimbursement «

Past Due

Eligibility Verification Submitted

Eligibility Verification Coalition Reviewing
CCAA Referral 4
Coalition Transfer Requested 4
Coalition Transfer Received

Provider Transfer Requested

Q Search

Maintenance -

Admin Functior

ol

Create CCAA Referral

Select the Agency Category and complete the fields marked with a red asterisk. Click Continue.

Create CCAA Referral - Intake Form

Agency Category %

Agency Name %

Referral Number

FAHIS Investigation Intake number
[Florida Abuse Hotfine Information System]

Referral Start Date #

Referral End Date %

DCF Placement & Care / Custody %

Authorizing Worker From Referring Agency %

Comments

Primary Parent's First Name %

Primary Parent's Middle Name

Primary Parent's Last Name %

Primary Parent's Ethnicity %

Primary Parent's Race(s) Gheck those that apply. %
Primary Parent's Gender %

Primary Parent's Marital Status %

Primary Parent's Date of Birth %
[MMIDDYYYY]

Referring Agency Details

= Seledt agency Calegory —
COORD - Coordinating Agency
DCF - DCF

WT - \WT Contracted Provider
PRIV - Privatizalion Provider
TAPP - Teenage Parent Plan
LOC - Local Referring Agency

MWDDYYYY
MWDDYYYY

O Yes
@ Mo

Primary Parents Details

O Hispanic O Non-Hispanic O Prefer not fo answer
ClAsian  [)Hawaiian [ Pacific  [1Black  [JUS Indian / Alaskan
Omale O Female

— select -
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< Previous

Address Line 1 %

Address Line 2 (Apt, Suite, etc)

Primary Parent's Address

City %
County # ~please select a value— v
State FLORIDA
Zip Code %
Child Needing Care Details
Child's First Name %
Child's Middie Name
Child's Last Name %
Child's Ethnicity % O Hispanic O Non-Hispanic O Prefer not o answer
Child's Race(s} Gheck those that appiy. % ClAsian  [JHawaiian [ Pacific  (1Black [JUS Indian / Alaskan [1White [l Prefer not fo answer
Child's Gender % OmMale O Female
Child's Date of Birth %
[MM/DDAYYY]
Eligibility Details For Child
Billing Group Code % -
Efigibility Code % — select eigibilty code — v
Priority % @ -
Purpose for Care BOTH EMPLOYMENT AND EDUCATIONTRAINING v

The Household at a Glance screen displays. Click Upload Document and select a file.

ication Number:

Grang Hassehor Sans

Household at a Glance:
Contact Information

Children Needing Gare

Parents

Other Household Members.

CCAA Referral Information
Employment

Schouol/Training

Alimony and Chikd Support Income:
Other Income

Deductions:

Totals

Documents

Household at a Glance...

Children Needing Care

Child First CCAA Child Last CCAA (child, male, age 1)

Parents
Parent First CCAA Parent Last CCAA (adult, male)

Other Household Members.

Household ID: 1488

Total Household Income Calculations
Employment income: $0
Alimony and chid support income: $0
Other income: $0
Alimony and chid support deductions: $0
Total annual gross income: $0

‘Contact Information

Primary Address

250 Maroft Drive
Tallahassee, Florida 32309
Leon Gourty

Children Needing Care

Child First CCAA Child Last CCAA (child, male, age 1) CIIZD
Eligibility status: Eligible
Enroliment status: Not Enrolled
Date of birth: 07HO/2017
Ethnicity: Prefer not to answer
Races: Prefer not 10 answer
Care days: (no care days selected)
Care types: (no care fypes selecied)
Citizenship: Unknown
Age verification: Unknown
Medicaid eligibility: Unknoun
Current Authorization Peri

Rea

THOROS - 070912019
alid

informatian is missing or

Add Child..

Primary Parent
Email: ot On File
Primary phone: (999) 999-9999

History

Changs Status

Edit
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Household at a Glance
Contact Informafion

Children Needing Care

Parents

Other Household Members.

CCAA Referral Information
Employment

SchoolTraining

Alimony and Child Support Income:
Other Income

Deductions.

Totals

Documents

Contact Informafion
Children Needing Care

Parents

Other Household Members

CCAA Referral Information
Employment

‘SehoolTraining

Alimony and Child Support Income:
Other Income

Deductions

Toals

Documents

Parents

Parent First CCAA Parent Last CCAA (adult, male, primary parent)
Date of birth: 07/10/1995
Ethnicity: Prefer notto ansuer
Races: Prefer not o ansvier

Marital status: Single:

Email: Fake. Parent First CCAAParent Last CCAA13719982018710@0el. admin

Primary phone: (999) 999-9999

isabled: No
Disability documentation: No documents available.

Reguired informalion is missing or invaiid

AddParent..

Edt

Other Household Members:

Your application contains no peaple listed as other household members.

Add Other Househald Member.

ﬂm Referral Information

Child Last CCAA Child First CCAA Edt

Referring Agency Staff Name: test test
Comments:

Doyou have a- ‘agency fitled Child C:

CCAA Referral Documentation
d documents of this type.

Employment

Parent First CCAA Parent Last CCAA
Parent First CCAA is not currently employed.

Add Job.

History

SchoollTraining

Parent First CCAA Parent Last CCAA
Parent First CCAA is not currently attending a school or training facilty.

‘Ackd School or Training Facilty..

History

Alimony and Child Support Income

Parent First CCAA Parent Last CCAA
Ho alimony or chid support income:

[ omit Aimony
[ Omit Child Support

Other Income

Deductions

Parent First CCAA Parent Last CCAA
Mo alimony or child suppart paymens,

Edt

] Omit Alimony
[ Omit Ghild Support

Totals
Totals informaticn goes here.

Documents

Additional Documentation
‘There are no attached documents of this type.

Upioad Document..

Career Source Regional Workforce Welfare Transition Program Participant
‘There are no attached documents of this type.

Upioad Dosument

96




After a document is uploaded, an Associate Children button is displayed to enable additional children to be linked

to the referral.

NOTE: Children added on the CCAA referral cannot be removed. Children added to the EV with an Eligibility status

of “(new)” can be removed.

CCAA Referral Information

Child Last CCAA Child First CCAA
Referring Agency: test
Referral Number:
Referral Start Date: 07/10/2015
Referral End Date: 0710/2019
Referring Agency Staff Name: test lest
Comments:

Do you have a form from another agency titled Child Care Application and Authorization? No

CCAA Referral Documentation*
TEST doex

Edit

Remave
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School Readiness Application Status Definitions

With the deployment of Release 3.0, School Readiness application and child statuses have changed. Also, the child
status, not the application status (as in the past), indicates if the family is waiting for services or receiving services.

Here is a chart of the old and new statuses:

OLD SR APPLICATION STATUS

NEW SR APPLICATION STATUS

Active - Waiting

Active - Pending Documents

Active - Eligible

ACTIVE

Active - Pending Update

Active - Pending Update

Coalition Reviewing

Coalition Reviewing

Inactive Inactive
Incomplete Incomplete
Rejected Rejected
Submitted Submitted

Revalidation Submitted

Revalidation Submitted

Revalidation Incomplete

Revalidation Incomplete

OLD CHILD STATUS NEW CHILD STATUS
Active - Waiting Waiting
Active - Pending Documents | Pending
Active - Eligible Eligible
Terminated Terminated
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Application Statuses

Incomplete
The application is not complete. The parent has to complete the required fields, upload the required document,
certify, sign and submit the application.

Coalitions cannot change the status of an Incomplete application; however, coalition users have read-only access
to look at an incomplete school readiness application to assist the parent in completing the application if needed.

No child status is assigned to a child listed on an application that is in Incomplete status.

Revalidation Incomplete
The parent has started an application to revalidate their eligibility to remain on the waiting list. The parent has to
complete the required fields, upload the required document, certify, signh and submit the application.

Coalitions cannot change the status of a Revalidation Incomplete application; however, they have read-only
access to look at an incomplete application to assist the parent in completing the application if needed.

The child status assigned to a child listed on an application that is in Revalidation Incomplete status will default to
the child status that is assigned to the child on the Active application.

Submitted
The application has been completed and submitted by the parent for the coalition to review. The application is not
editable by the parent while in Submitted status.

No child status is assigned to a child listed on an application that is in Submitted status.

Revalidation Submitted

The application has been completed and submitted by the parent for the coalition to review. The application is not
editable by the parent while in Revalidation Submitted status.

The status of the child will carry over from the previous application.

When the status of this application is changed, the previous application status will automatically change to
Inactive.

Coalition Reviewing
Upon opening a Submitted application, the system will automatically change the status of the application to
Coalition Reviewing.

No child status is assigned while the application is in a Coalition Reviewing status.

Active (Previously Active — Waiting, Active — Pending Documents, Active — Eligible)
The Active — Waiting application status is no longer needed, as this occurs when the child status is set to Waiting.

The Active — Eligible application status is no longer needed, as this occurs when the child status is set to Eligible.

The Active — Pending Documents application status is no longer needed, as this occurs when the child status is set
to Pending.
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Active — Pending Update

Active — Pending Update is used when a change needs to be made to the application by the family.

If a parent calls the coalition to report they have changed jobs or moved, the coalition can manually change the
status of the application to Active — Pending Update, and this will allow the parent to update their application. If
the coalition manually changes the application status to Active — Pending Update, the family has 15 days to make
changes, and after 15 days, the application will become Coalition Reviewing.

When an application status is set to Active, the system will calculate a revalidation notification date of 180 days.

On day 150, the system will change the status of the Active application to Active — Pending Update and will send
the parent an email notifying them they have 30 days to update their application to remain on the waiting list.

When the parent submits an updated application, the status will change to Revalidation Submitted.

Inactive

The application is no longer active. Inactivating an application should only occur when an application has been
placed in Active status.

Prior to the changing the status of an application to Inactive, the child status must be changed to Terminated.

Rejected
The application is missing information that is necessary to make a decision regarding a customer’s potential
eligibility. Upon rejection, the application is editable only by the parent.

After 30 days, a Rejected application will automatically be set to Inactive and the children Terminated.

Rejected status is used to return the application to the parent for edits prior to placing the application in one of
the Active statuses.

Child Statuses
Waiting
The coalition has reviewed the application and determined that the family may meet eligibility requirements based

on the information submitted, but the coalition does not have funding to authorize eligibility for the family;
therefore, the application is placed on a list of families who are waiting for funding.

A nightly automated process at DEL checks for 13-year-olds with a Waiting child status and automatically sets the
child status to Terminated.

Pending
Authorization of eligibility can be established without placing a child on the waiting list for funding, pending the
parent submitting the required documents in an eligibility interview.

Eligible
The coalition has reviewed the application and supporting document(s), and determined the family meets program
requirements and eligibility can be authorized.

A nightly automated process at DEL checks for 13-year-olds with an Active child status and automatically sets the
child status to Terminated.
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Terminated
If the parent fails to revalidate the application, the system will automatically change the child status to Terminated
on day 181 and will change the application status to Inactive.

After 30 days, a Rejected application will automatically be set to Inactive and the children Terminated.

A nightly automated process at DEL checks for 13-year-olds with an Active child status and automatically sets the
child status to Terminated.

Coalition User Task Bar

At the top and bottom of the application is a list of buttons used to maintain and process School Readiness
applications.

| | Click to add a case note.

Click to log an application owner contact attempt.

Click to verify user uploaded documents.

Fa e EULERGLITETGLESETTEN  Click to change the status of an application.

|_ | Click to view all case notes regarding the application.

Click to view all contact attempts.

® Download SR-01 Click to download the family’s SR application.

Adding a Case Note

The coalition user must click the Add Note button to add a Case Note. |-7|

The Case Note entry window will pop up, allowing the coalition user to add a description and a note up to 1,000
characters. Select a Custom Code Type and Custom Code. If no custom codes are available in the dropdown, see
the Custom Codes section. Click the Save button to add the Case Note.

Case Note Case Note
Description: Description:

Select code... v Select code... v
Custom Code Type Custom Code Custom Code Type Custom Code

Select v Select a Custom Code Type v Select a Custom Code Type v
Parent
Child
Note:

(Up to 1000 characters. 1000 characters remaining.) (Up to 1000 characters. 1000 characters remaining.)

Close Close -'
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Adding a Contact Attempt

The coalition user must click the Add Contact Attempt button to add a Contact Attempt entry.

The contact attempt entry window will pop up, allowing you to add a date, subject, method, note and outcome.
Click the Save button to add the Contact Attempt.

Add Contact Attempt

Date:

“Subject:

Method:

) Phone @
O Letter &
O Email @

Note:

QOutcome:

e m

Verify Attached Documents
oy Veri
The coalition user can view and verify attached documents by clicking the Verify button.

To view the Proof-of-Eligibility Document, click the link to open the document in a new browser tab. The coalition
user will also have the option to click the Verified checkbox.

El Verify SR Application: Status 5

L Parent #1 : First Last

Proof-of-Eligibility Document: Paysiub

@rified
<€ Cancel
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Once verified, the date and time of the verification, as well as the coalition user will appear. Once the coalition
user is finished, click the Save button to return to the application.

Verify SR Application: Status Coalition Reviewing

L Parent #1 : test test

Proof-of-Eligibility Document: School Enrollment Form

i— Verified by : jim ledbetter@oel myflorida.com Verified Date: 7/29/2016 5:30:20 PM ]
‘ Cance‘

Change Application Status
Once the coalition user is ready to update the status of an application, click the Change Application Status button.

/# Change Application Status

Once the new status is selected, the coalition has the ability to add a comment and click the Save button.

SR Application: Change Status Coalition Reviewing

Application Status: #

Coalition Reviewing

Comments:

Note: In case of rejection this comment will be included in the Email Notification to the parent

s
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View Case Notes

- . L. . @ \iew Case Notes
The coalition user can view Case Notes by clicking the View Case Notes button.

To get back to the School Readiness Application, the coalition user will click the <Application button. Do not use
the Back button on the internet browser.

B Case Nole Details

Date
2116/2016 1:13:22 PM
2118/2016 12.54:13 PM
2/16/2016 12.09:18 PM
2102016 10:25:41 AM
2/9/2016 3:35:34 P
2/9/2016 3:35:12 PM
2/9/2016 3:35:05 PM
/012016 3:24:33 PM
20912016 11 4748 AM

2/9/2016 11:15:11 AM

6 4:44:07 PM

27812016 4.43:47 PM

2172016 11:11:48 AM

Event
Appiication Status Ghanged
Submitted By Parent

Application Status Changed
Appiication Stalus Changed
Appiication Status Changed
Application Status Changed
Submitied By Parent

Application Status Ghanged
Application Status Changed
Submitted By Parent

Appiication Status Changed
Appiication Status Ghanged

Submitted By Parent

View Contact Attempts

The coalition user can view Contact Attempts by clicking the View Contact Attempts button.

Once on the Contact Attempt Details page, click the View Note button to view any notes regarding the contact
attempt. To get back to the School Readiness application, the coalition user will click the <Application button. Do

Description

Application status changed to - Coalition Reviewing
Submitied

Test

Funaing Opp Testing

Appiication status changed to “Active - Walting
Application status changed fo - Coalition Reviewing
Submitied

The Documentation was not Vaiid_ Piease Uipdate and Resubmit. -Coalition User Joe Bob
Application status changed to . Caalition Reviewing
Submitted

need more screenshots

Application status changed to - Goalition Reviewing

Submitied

Notes

User

nilesh aming@oel myflorida com
oel fp ga+10@gmail com
nilesh. amin@oel myflorida. com
niiesh amin@oel mylorida. com
niiesh amin@oel myflonda com
nilesh amin@oel myfiorida com
oel ip qa+10@gmail com
nilesh_amin@oel myflorida com
nikesh amin@oel myforida com
oelfp.qa+ 10@gmail com
nilesh amin@oel myfiorida. com
niiesh amingoel myfionda com

oel fp.qa+ 10@gmail com

not use the Back button on the internet browser.

[El Contact Attempt Details

Date Subject Method Qutcome
2/16/2016 2:39:00 PM Test Phone, Test
£ Application
Clicking the View Note button should display the following:

Case Note

Note:

* 1eReports +

Close
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Download SR-01

@ Download SR-01

The coalition user can view the family’s SR application by clicking the Download SR-01 button.

Processing a School Readiness Application

The first step in processing a School Readiness Application is to search for Submitted applications. To begin the
review, the coalition user will click the Confirmation Number link of the record assigned to review.

Search Results - Status: Submitied

Show : 10 entries ~

Confirmation Number Parents Original Submission Date Application Status Date Last Updated Updated By

SR_0000000026 First Last 2/1/2016 Submitted 2/15/2016 oel fp.qa+10@gmail.com
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The following page will display:

Confimation Number # @EEIITIUE

+ The application is complete. Please review the application before approving or rejeciing.

| + ¢ s | s ot atingt ] 4+ von s Funseg | & v |
L Parents

Lewani (et
Ethricity - Non-Hispanic: & Primary av
Races : White Are you cumrently homeless or located st 8 Domestic Violence Sheiter : % No

Gender : Female

Maritsl Status - Single Primary Residence Address

Date Of Birth : 07/13/2000 Is this 3 RCMA family? €): 01
SSN ; N
Parson ID: NS Fort Myers, Florida 33007
County: Lee
Family is not displsced Eat
Emsil
Preferred Method of Gontact - Primary Contact Number %

Primery langusge spoken st home: English

¥ aform from another agency Child C ® No
Are you cumrently working st lesst 20 hours per week, or ff there are two parents in the househckd, sre both of you working for & combined 40 hours per week? : % No
Are you cumently searching for & job? - 3 No
Are you curently employed but working less than 20 hours per week? : ¥ Yes
Are you curently enrolled and sttending school? : X No
In School and Warking? - X No
Are & prysician or & etter sl istrati you dissbiity benefits? : % No
Are you curently sctive duty (serving fullime) in the US Miltary? - 3 No
Are you a member of either a Nefionsl Guard Unit or Military Reserve Unit? : % No.

Employer: J

How aften do you get peid? - Bi-weekly
Rale of Pay - $10.00

MNumber of hours per week worked : 10 hrsiweek
Annusl Income © $5,200.00

Employer Address

Floriga

Zrone. e

Chid support andior slimony that s deducted from your peycheck - % No

# Children Needing Care
 test double email | # Edttnis chiid imormation | #* Eddie Munster | # Edtinis Chid information | |

Ethnicity - Prefer not to answer Ethnicity : Non-Hispanic
Races : Prefer not to answer Races : Prefer not to answer
Gender : Female Gender : Male
Date Of Birth - 10/26/2010 Date Of Birth - 12/08/2012
SSN SSN
Parent #1's Relationship to child: Parent/Step Parent Parent #1's Relationship o child: Parent/Step Parent
Citizen or lawfully entered alien for permanent residence? : * Yes Citizen or lawfully entered alien for permanent residence? : o Yes
Have an individual Educational Plan (IEP) or Individual Family Service Plan (IFSP) 2 : % No Have an individual Educational Plan (IEP) or Individual Family Service Plan (IFSP) 7 : % No
Have a 504 designation ? - % No Have a 504 designation 7 : % No.
Participated in a Head Start program? : % No Participated in a Head Start program? : % No
Child Care is needed on the following days : Monday, Tuesday, Wednesday, Thursday, Friday Child Care is needed on the following days : Monday, Tuesday, Wednesday, Thursday, Friday
Type of care is needed : Full-time Type of care is needed : Full-time
Remove test from Application Remove Eddie from Appiication

Child Status Child Status

Child Status - Active - Waiting Child Status : Active - Waiting

Eligibility : WRC-RCI Eligibility : BG5-TCC

Priority : Priority : 9

Status Ghange Date - 0111812017 Status Change Date - 01/18/2017

Reason : NIA Reason : NIA

Original Waiting List Date : NIA Original Waiting List Date : NiA

Revalidation Nofification Date - 02/23/2017 Revalidation Notification Date : 02/23/2017

Revalidation Due Date : NIA Revalidation Due Date - NIA

+ Add a Household Member
+ Add Note [ 4 Add Contact Attempt / Change Applicatio @ View Case Notes | @ View Contact Attempis | ® Dounload SR-01

Coalition Reviewing Status

Confirmation Number Parents Original Submission Date Application Status Date Last Updated Updated By

First Last 2112016 Submitted 2015/2016 oel fp.qa+10@gmail com
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Once the coalition user clicks the Confirmation Number link, the status of the application is systematically changed
to Coalition Reviewing. An automated email message from DONOTREPLY@oel.myflorida.com is sent to the
Family Portal user’s email address, notifying them that the application is being reviewed by the early learning
coalition.

Also, an automated Case Note will be recorded to reflect the status change and user name of the user who is
reviewing the application.

The application can be changed to Rejected or set to one of the Active statuses, based on local application
processes. If the application does not have the information needed to determine if the family is potentially eligible
for funding, the application should be Rejected. If the application appears to meet eligibility requirements and no
funding is available in the coalition services area, the child status should be changed to Waiting. If funding is
available but additional documents are needed to authorize eligibility during an eligibility interview, the child
status should be changed to Pending. If funding is available and eligibility and enrollment have been entered, the
child status should be changed to Active.

NOTE: Coalition users can select families receiving RCMA services with an “Is this a RCMA family” checkbox under
Primary Residence Address.

Rejected Status

To reject an application, the coalition user must click the Change Application Status button.

Once on the Change Application Status page, select Rejected in the Application Status dropdown menu.

Application Status: ¥

Coalition Reviewing v

[ Coalition Reviewing

Active - Waiting

Active - Pending Documents
| Active - Eligible

Enter the reason for the rejection in the comments section; the comment will be included in the automated email
sent to the Family Portal user from DONOTREPLY@oel.myflorida.com. After entering all required fields, click Save
to proceed.

Application Status: ¥

Rejected

Comments:

Invalid Document - The Document is outdated. Please upload a more recent documents.

Note: In case of rejection this comment will be included in the Email Netification to the parent
< Cancel w

The status has been updated at the top of the application.
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[E] School Readiness Application : Status. Confirmation Number #

The School Readiness application Status : Rejected

Once in Rejected status, the SR Application Manager will not be able to edit the application until the application is
resubmitted by the family.

Inactive Status

To change an application status from Inactive to Active or Coalition Reviewing, the coalition user must click the
Change Application Status button.

Once on the Change Application Status page, select Active or Coalition Reviewing in the Application Status
dropdown menu.

Change SR Application and Child Status

Application Status

PP

Active
Coalition Reviewing

Inactivation Reason®

Other v

Comments*

Note: In the case of rejection or inaciivation, this comment will be included in the email nofification that is sent to the parent.

Save Cancel

Click Save to proceed.
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Active Statuses
To activate services for a child, the coalition user must click the Change Household Status button.

Select one of the Active child status types:

—  Waiting: Puts the children listed in need of care on the application on the waiting list until funding is
available.

— Pending: Contact has been made to the parent that funding is available and additional
documentation is required during an eligibility interview to authorize services.

— Active: Eligibility has been authorized and child enrollment(s) have been made.

Changing Child Statuses
When a child is removed from the waiting list due to authorization of eligibility, the child status should be changed
from Waiting to Active.

When a child is removed from the waiting list due to non-compliance or ineligibility, the child status should be
changed from Waiting to Terminated.

If a child’s eligibility and enrollment are terminated, the child status must be Terminated and the application
status changed to Inactive.

The Revalidation Notification Date will system-populate based on the original waiting list date entered when the
application status was changed to Waiting. This process should display 150 days from the original waiting list date
entered and will change to reflect a new 150-day period each time a revalidation occurs.
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O

SR Eligibility Process

Once funding becomes available for a child, the coalition user will send a funding notification to the family.

Generate Funding Notification

Under the SR Program dropdown menu, select SR Application, then SR Eligibility Waiting List.

SR Program -

SR Application
SR Eligibility

SR Provider Enrollment »

Q, search

TAPE~ Provider -

» SR Eligibility Waiting List

»  Submitted

Coalition Reviewing

Reimbursement -

Fevalidation Submitted

NOTE: All household statuses will display, but the child status must be Waiting for the application to display on the
Waiting List. A funding notification can be sent to household statuses of Coalition Reviewing, Active, and Active —
Pending Update. Household statuses of Inactive, Revalidation Incomplete, or No Status (see below with a grayed-
out status and a grayed-out checkbox) will display on the waiting list but cannot be sent a funding notification.

SR_0000001883
E£R_0000001833
SR_0000001873
SR_0000001861
SR_0000001853
SR_0000001839

SR_0000001838

P11 CTo3

P1 CTO3
Jamie York
Thomas Seott
Pamela Smith
P1TS04

Brick City
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C2 CTo2
Clarence york
Michael Carter
Jamie Smith
C2Ts04

Onicn Latham

Leon

Leon

Leon

Leon

| mactive
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The SR Waiting List will display. For each child that has available funding, check the Send Funding Notification
checkbox, and check the Generate PDF box, if a physical copy of the notification is needed. Then, click the
Generate Funding Notification button. The Show entries dropdown displays 10, 25, 50, 100, 1000, or all records.

School Readiness Waiting List

Show 10 v | entries = Cleal All Filters. Search:
T S O O R
Motification | Generate PDF
Select All Select All onfirmation Parent Parent Child Child Original
lumber Household ID First Name Last Name First Name Last Name County Date of Birth Priority ling Group ility Wait List Date
(] SR_00010 786520 Leon 4y 5m 4 BG8 ECON 01/04/2022
[} (] SR_00010 1897798 Leon Active 2y 4m 4 BG8 ECON 03/23/2022
O (] SR_00010 1897798 Leon Active 2y 4m 4 BGS ECON 03/23/2022
[m] a SR_00010 1897570 Leon Active 2y Tm 4 BG8 ECON 03/23/2022
[m] a SR_00010 1888402 Taylor Active 2y Am 4 BG8 ECON 03/23/2022
[m] a SR_00010 1888402 Taylor Active Ty 2m 4 BG8 ECON 03/23/2022
(] O SR_00010 1888402 Taylor Active 3y 8m 4 BG8 ECON 03/23/2022
O O SR_00010 1685517 Leon Active gy om 4 BG8 ECON 03/23/2022
(] (m] SR_00010 1685517 Leon Active 9y Om 4 BG8 ECON 03/23/2022
[} (] SR_00010 1685517 Leon Active 10y 9m 4 BG8 ECON 03/23/2022
Showing 1 to 10 of 40 entries. Previous 2 3 4 Nex

Generate Funding Notification

Once a funding notification has been generated for a child, the child will be removed from the School Readiness
Waiting List screen.
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The parent will receive an email from DONOTREPLY@oel.myflorida.com.

NOTE: Due to continuing updates, the email text displayed below may differ from the email the parent receives.

Notice of School Readiness Funding From The ELC of the Big Bend Region

Hello,

The ELC of the Big Bend Region would like you to know they now have funding to assist you with paying for child care.

IMPORTANT NOTE: You must respond by 08/05/2018 or your application will expire and you will have to reapply for the waitlist.

You will need to provide the following documents to determine your eligibility as well as your parent copayment. Please remember, you may be asked
for additional documents to support your eligibility for services.

Tdentity

Please provide one of the following documents to verify your identity:

» Florida Driver's License
« Valid picture identification (must be government issued)

Child Documentation
Provide at least one of the following documents to verify the child’s age:

*  Anonginal or certified copy of the cluld’s birth record,

*  An onginal or certified copy of the child’s certificate of baptism or other religious record of the chuld’s birth,
with an affidavit stating that the certificate 1s true and correct,

*  Aninsurance policy on the child’s life which has been in force for at least 2 years,

* A passport or certificate of the child’s arrival i the United States,

*  Animmunization record signed by a public health officer or licensed practicing physician, or
A valid military dependent identification card.

*  Proof of guardianship — court ordered documents (if applicable)

Family Size
Please provide at least one of the following documents to verify your family size:
+ Documentation of civil status (proof of separation/divorce), if applicable.

+ Child Care Authorization form from referning agency
+ Food Stamp Award Letter
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Residency

Provide at least one of the following documents to verify residency:

Utility bill (electric. gas, water). cable. internet or home phone bill dated within 12 months of the date the child application is submitted.

Current and signed residential rental agreement or receipt from rental payment dated within 12 months of the date the child application is submitted.
Government-issued document (c.g., Florida driver?s license, Florida identification card. property tax assessment showing a homestead exemption), or
Military order showing that the child?s parent is a service member in the United States Armed Forces and is assigned to duty and resides in Florida when
the child attends the school readiness program (e.g., permanent change of station).

Current proof of residence with your name (examples: lease/mortgage statement signed by all parties. property taxes. current utility bill, current mail from
FOOD Stamps/Medicaid (within the last 30 days). paystubs).

If living with someone - Provide their residency document and a notarized statement written by homeowner confirming their address and that you and
child(ren) live in their home, if applicable

Education/Academic Activity

If you are currently enrolled in school, please provide the following documents:

« Current school schedule with your name on official school letterhead
« Proof of enrollment from an accredited educational institution.

Employment
If you are currently employed, please provide the following (as applicable):

Current and consecutive paystubs from employment income (must be working at least 20 hours per week):

« four (4) weekly paystubs, or

« two (2) biweekly paystubs, or

+ two (2) semi-monthly paystubs. or

one (1) monthly paystub. or

Self-Employment-
o Business account ledgers. or
o Written documentation from customers or contractors, or
o Federal tax returns

Verification of Employment (VOE) and Loss of Income form completed by your employer. Verification of Employment may be submitted if applicant has been
working less than 4 weeks with current employer.

State employees may submit a printout of hours worked from People First website.

Earned/ Unearned Income

Please provide the following decuments as applicable:

Proof of all other earned and unearned income within the last four (4) weeks (child support. alimony. social security. veterans' benefits, unemployment. or
adoption subsidy. etc.)

Social security letter must be dated for current year and give a deseription of the reason the income 1s awarded (i.e. disabled child: dependent of wage
earner: survivors' benefits, ete)

Physician disability statement confirming the parent is exemption from work requirement and providing recommendation for child care (MUST be dated
and signed by the physician only).

If income such as child support or alimony is ordered but not received. submit current documentation/printout confirming non-receipt.

Proof of Relative Caregivers/Relative Caretaker (TANF) funds by obtaining the current printout from DCF Access web account (must print detail pages
that show the names of the children served)

For self-employment and cash payment jobs ? call the office and ask to speak with a specialist for more information.

If the above documents are not available, you have any questions about the required documents, or need assistance with uploading the documents,
please call the ELC of the Big Bend Region and ask to speak with a specialist for more information.

If you have any questions about the required documents or need assistance uploading documents, please contact the early learning coalition at the

number listed below. The ELC of the Big Bend Region also provides Child Care Resource and Referral (CCR&R) services. CCR&R is the front door
for family services in your county. CCR&R staff will let you know about community resources, child care options and other information that may be of
assistance to you. Please contact your early learming coalition and ask to speak to a CCR&R specialist for further assistance.

Thank you,
ELC of the Big Bend Region

(866) 973-9030
http://www.elcbigbend.org/

The child status changes to Pending Eligibility. The family has 30 days to respond to the funding notification by
completing the Eligibility Verification Wizard or the notification will expire, and the coalition will determine if the

child should be placed back on the waiting list or terminate the SR Application.
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School Readiness Funding

T fellouing tzbie - eatiness funding stz for urhouseheid.

Child Name essments EV Number status Notification Expiration Date. Enroliment Status. Provider Name. Payment Certiicate

DEL Test Chila 1 EV_ono1nseses Pending Eligibity 10072024

11

DEL Test Chila2 EV_ono1nseses 10072024

TO VIEW HISTORICAL PAYMEENT CERTIFICATES ANDIOR TERMS & CONDITIONS CLICK HERE

ihe Verify Eligbilty button to begin (or continue) the process of verifying your famiy's elgibily.

Eligibility Verification

Once a parent responds to the funding notification, the eligibility must be verified.

From the SR Program tab, select SR Eligibility, then Search.

SR Program ~  TAPP~- Provider - Reimbursement Maintenance -
SR Application »
SR Eligibility » | PastDue

SR Provider Enroliment ¥ gjigibility Verification Submitted

Eligibility Verification Coalition Reviewing
Q, Search

CCAA Referral 4

Coalition Transfer Requested

Coalition Transfer Received

Provider Transfer Requested

Q, Search

Enter the first and/or last name of the parent or child, and click Search.

Q, Search For A School Readiness Fligibility Verification

Eligibility Verification ‘ |

| Priority

Number

Household Process
Code

Household Status Code
Child Status Code

Include Past Due?

Oves OnNo

ParentName  FirstName
Enter Parent First Name
ChildName  FirstName
Enter Child First Name
Child Age

Child Date of Birth MM/DDIYYYY

Last Name

Enter Parent Last Name

Last Name

Enter Child Last Name

to

to MM/DD/YYYY

Funding Type
CCAA

Assigned Counselor
Assigned Date
County

Last Updated Date

Coalition Transfer

Family Requested for
Provider Transfer
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Select One

Osr OlLocal
Oves  ONo

Select One
MM/DD/YYYY

~
MM/DD/YYYY

to MMDDYYYY

Zip Code

o MM/DDIYYYY

ORequested O Oout

Oves Ono



Click the Eligibility Verification (EV) Number of the child for whom the funding notification was sent.

Search Results

@ Click Here For Filtering Tips

Show | 10 w  search resuits. A Assign Counselor £ Clear Al Filid

SR Status
Assigned Counselor Date of Birth SR Process Change Date

Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter

Eligibility

Verification
Number

i 2 Unassigned 4 Active 0 04/26/2019

Return to Search

£ Clear Al Filters SR

Coalition Coalition Coalition
Billing Last Updated Zip Transfer Transferring Transferring Provider
Group Priority Assigned Date Date Code County Requested In Out Transfer
Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter
Terminated BG1 FAM 1 N/A No No N/A 33145 Miami-Dade False False False False
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The EV status is Submitted — Eligibility Verification, and the child status is Pending Eligibility.

Househald 100 1344

e Heusshsld st & Glance...

Carnan irdzrmanos Childran Mesiding Cars Farsns
e —— Toan Touter [, mabs)
[Ty s——

bt Fhousshold Mesbers
1, i)

[ o —

rap———

DA Falisl b

Contact informaticn

Errpirprmesn Prieary Adsdiess QEITT) Primary Parsm Pomal Accoun PP
Trnadl: betbantas ihvinbs s Bgpvai com bbeehris s B com

[ Prrirmaury s (hi4 ) GG LLEE )

s,

Chikgren Heading Cans

Toha

[P Ethiis My Proter Ve s e}
itacmec Prater not i s

e ek
Parents
Parents
Not Test Tester (adult, male, primary parent)
©Other Househald Members Date of birth: 0511012000 e
) Ethnicity: Prefer not to answer Edt
CCAA Referral Information Races: Prefer not (o ansvier
Marital status: Divorced
Employment Email: ledoetter Kivianis+9@gmall. com
Primary phone: (T77) 7777777
School/Training Disabled: No

Disability documentation: No documents available.
Aimony and Child Support Income

Add Parsnt..
Gther Income
Deductions
Other Household Members:
Totals
Your appiication contains no people listed as other household members.
Documents

‘704 Other Housshod Mamber..

CCAA Referral Information

Tester Not Test ot || Remove
Referring Agency: fest
Referral Number: 123
Referral Start Date: 051102015
Referral End Date: 0511012019
Referring Agency Staff Name:
Comments:

Do you have a form from another agency fitied Child Care Application and Authorization? No

CCAA Referral Documentation
There are no attached documents of tis fype.

Upload Document.
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Children Needing Care

Employment
Parents
Not Test Tester
Other Household Members
OEL eat | Remove

Location: Florida

CCAA Referral Information Schedule: 40 hours per week, Monday-Friday

Pay: $10.00 per hour, paid monthly [ omit
Employment
SchoolTraining Add Job
Alimony and Chid Suppor Income History
Other Income.
Deductions School/Tr: g
Totals Not Test Tester
Not Test s nol currenty atlending a school or training facily.
Documents
Ada Sehool o Traning Fadiiy..
History
Alimony and Child Support Income
Not Test Tester it
Ho alimony or child support income.
[ Omit Alimany
] Omit Chid Support
History
Other Income
No ane in the household is receiving additional income.
Add Otber Income... || History
SchoolTraining Deductions
Almony and Chid Support Income Not Test Tester car
5100 per month paid in alimany, $122 per month paid in child support
Other Income
1 Cmit Alimony
Deductions ] Omit Chid Support
Totals oy
Documents
Totals

Totals information goes here.

Documents

Additional Documentation
‘There are no attached documents of this type.

Upload Dosument

Career Source Regional Worklorce Welfare Transition Program Participant
There are no attached documents of this type

Upload Document

NOTE: Coalition users can determine if families receive RCMA services with an “RCMA Family” Yes or No answer
under Primary Address.
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Add a Child to an Eligibility Verification

Scenario 1

To add a new child, the coalition can trigger the Eligibility Verification Wizard for the family to complete. Click the

Add Child... button to add a child to the Children Needing Care section.

Children Needing Care

DEL Test Child 1 (child, female, age 5)
Eli ity status: Pending E! lity
Enroliment status: Not Enrolled
Date of birth: 02/10/2019
Ethnicity: Prefer net to answer
Races: Prefer not to answer
Care days: Monday-Friday
Care types: Fulltime
Citizenship: US Citizen or Qualified Alien
Age verification: Unknown
Medicaid eli lity: Unknown
Terms and Conditions: N/A
Allow Developmental Screening: N/A
Allow Child Assessment: N/A
Person ID: 7494034
ity verification ID: EV_0001096983

Enter the required child information and click Save.

Add Child Needing Care

DEL Test Child 2 (child, male. age 5) History
Eligibility status: Pending Eligibility —ee
Enroliment status: Not Enrolled Change Status

Date of birth: 02/10/2019

Ethnicity: Prefer not o answer

Races: Prefer not to answer

Care days: Monday-Friday

Care types: Fulitime

Gitizenship: None

Age verification: Unknown

Medicaid eligibility: Unknown

Terms and Conditions: N/A

Allow Developmental Screening: N/A
Allow Child Assessment: N/A

Person ID: 7494035

Eligibility verification ID: EV_0001096964

Edit

First Name* DEL Test

Middle Name

Last Name™ Child 3

Suffix

Ethnicity * O Hispanic O Non-Hispanic
Races (select all that apply) * [(JAsian [ Hawaiian / Pacific
sex® @® Male (O Female

Date of Birth * 03/01/2019

SSN

Days on which childcare is needed (select all that apply) *

Monday
Tuesday
Wednesday
Thursday
Friday

[ Saturday
[ Sunday

Types of care needed (select all that apply) *
Fulltime

Parttime

[0 Before School

[ After School

[0 Days School is out

@ Prefer not to answer

[(JBlack [JUS Indian/Alaskan [ White Prefer not to answer
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he child now has a status of Added.

Children Needing Care

DEL Test Child 3 (
Eligibility status: (new)
Date of birth: 03/01/2019
Ethnicity: Prefer not to answer
Races: Prefer not to answer
Care days: Monday-Friday
Care types: Fulltime, Parttime
Citizenship: Unknown
Age verification: Unknown
Medicaid eligibility: Unknown
Terms and Conditions: N/A
Allow Developmental Screening: N/A
Allow Child Assessment: N/A
Person ID: 7494078

History

Change Status

Edit Remove

DEL Test Child 2 (child, male, age 5) History
Eligibility status: Pending Eligibility
Enroliment status: Not Enrolled
Date of birth: 02/10/2019
Ethnicity: Prefer not to answer
Races: Prefer not to answer
Care days: Monday-Friday

Change Status

Edit

g
Terms and Conditions: N/A
Allow Developmental Screening: N/A
Allow Child Assessment: N/A
Person ID: 7494035
Eligibility verification ID: EV_0001096984

Add Child

Children Needing Care

DEL Test Child 3 (child
Eligibility status: (new)
Date of birth: 03/01/2019
Ethnicity: Prefer not to answer
Races: Prefer not fo answer
Care days: Monday-Friday
Care types: Fulltime, Parttime
Gitizenship: Unknown

ge 5) CIED History
Change Status

Edit Remove

g
Terms and Conditions: N/A
Allow Developmental Screening: N/A
Allow Child Assessment: N/A
Person ID: 7494078

DEL Test Child 2 (child, male, age 5) History
Eligibility status: Pending Eligibility -
Enroliment status: Not Enrolled
Date of birth: 02/10/2019
Ethnicity: Prefer not to answer
Races: Prefer not fo answer
Care days: Monday-Friday
Gare types: Fulltime
Gitizenship: None

Change Status

Edit

Medicaid eligibility: Unknown

Terms and Conditions: N/A

Allow Developmental Screening: N/A
Allow Child Assessment: N/A

Person ID: 7494035

Eligibility verification ID: EV_0001096984

Add Child

Click Change Status for the child.

DEL Test Child 1 (child, female, age §) History
Eligibility status: Pending Eligibility -
Enroliment status: Not Enrolled
Date of birth: 02/10/2019
Ethnicity: Prefer not to answer
Races: Prefer not to answer
Care days: Monday-Friday
Care types: Fulltime
Citizenship: US Citizen or Qualified Alien
Age verification: Unknown
Medicaid eligibility: Unknown
Terms and Conditions: N/A
Allow Developmental Screening: N/A
Allow Child Assessment: N/A
Person ID: 7494034
Eligibility verification ID: EV_0001096983

Change Status

Ed

DEL Test Child 1 (child, female, age 5) History
Eligibility status: Pending Eligibility -
Enrollment status: Not Enrolled
Date of birth: 02/10/2019
Ethnicity: Prefer not to answer
Races: Prefer not to answer
Care days: Monday-Friday
Gare types: Fulltime
Citizenship: US Citizen or Qualified Alien
Age verification: Unknown
Medicaid eligibility: Unknown
Terms and Conditions: N/A
Allow Developmental Screening: N/A
Allow Child Assessment: N/A
Person ID: 7494034
Eligibility verification ID: EV_0001096983

Change Status

Edit
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Mot Test Tester (child, male, sge 2) ()
Eligibility status: {new)
Date of birth: 07/01/2010
Ethnigity: Prafer not to answer

Races:

Prefer not to answer

Care days: Monday-Friday

Care types: Before School, After School, Days School is out
Citizenship: Unknown

Age verification: Uinknown

Medicaid eligibility: Uinknown

Change the New Status to Pending Eligibility and click Save.

History

Change Status

Edit Remae

Current Status (new)

New Status™ Pending Eligibility

Children Needing Care

DEL Test Child 3 (child, male, age 5)

Eligibility status: Pending Eligibility
Enroliment status: Mot Enrolled

Date of birth: 03/01/2019

Ethnicity: Prefer not to answer
Races: Prefer not to answer

Care days: Monday-Friday

Care types: Fulltime, Parttime
Citizenship: Unknown

Age verification: Unknown

Medicaid eligibility: Unknown

Terms and Conditions: N/A

Allow Developmental Screening: N/A
Allow Child Assessment: N/A
Person ID: 7494073

Eligibility verification ID: EV_0001096992

Required information is missing or invalid.

History
Change Status

Edit

To allow the family to update the EV, set the EV Household Status to Pending Update. Click Change Household

Status.
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Eligibility Verification

Assign Counselo | Change Household Status I

Select Pending Update for the New Status, enter Comments, and click Save.

Change Household Eligibility Status

Current Status Active

New Status® Pending Update v
Review Period U

Comments* . Complete the Eligibility Wizard for the new child_ |

m

The EV Household Status is now Pending Update — Update.

Eligibility Verification (GELLILETS TR

The family will receive an email from DONOTREPLY @oel.myflorida.com.
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Hello,

You have requested the ELC of the Big Bend Region to open your Family Portal account for you to make any necessary updates. If you did not make this request, please contact the ELC of the
Big Bend Region as soon as possible. To access your family portal account, go to: hitps://familyservices floridaearlylearning.com/

The ELC of the Big Bend Region also provides Child Care Resource and Referral (CCR&R) services. CCR&R is the front door for family services in your county. CCR&R staff will let you know
about community resources, child care listings and other information that may be of assistance to you. Please contact your early learning coalition and ask to speak to a CCR&R specialist for
further assistance.

If you have any questions you may contact the ELC of the Big Bend Region at the number listed below.
Thank you,
ELC of the Big Bend Region

8669739030
http://www.elcbigbend.org/

Please do not reply to this message. Replies to this message are routed to an unmonitored mailbox. If you have
questions, please contact your early learning coalition.

The family will see an Update Eligibility button on their Family Portal Profile page.

School Readiness Funding [E Dovrias Consur

TO VIEW HISTORICAL PAYMENT CERTIFICATES ANDIOR TERMS & CONDITIONS CLICK HERE

Please dick the Update Elgibilty buon to update you family's elgiblty

When the family clicks Update Eligibility, the Eligibility Verification Wizard is launched.

Learning UAT Family Portal

Home > Family Portal > Eligibity Verfication Wizard

To The Eligibili i ion Wizard

The Early Leaming Coalition may have funding availabie to assist in paying for child care.
But first, we need your help in confirming that your chid is stil eligible.
“This Elgisilty Verification Wizard will guide you through the processes of

1. Veritying your existing information (and updating whatever may have changed), and
2. Uploading documents that vaidate the information you've provided

When youre ready o begin, click Start

¢ Previous Step
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The family will click the green Yes or red No button in each section.

Home > Family Poral > Eligibilly Verfication Wizard

O Howseneld

2. Employment
3. SchoolTraining

4. Other Income.

5. Alimony and Child

upport

6. Chid Provider Information
7. Documents

8. Review and Submit!

The Next Step button is disabled until the family chooses a Yes or No button.

Home > Famiy Portal > Eligiiity Veriication Wizard

2 Emomen

4. OtherIncome.

5. Alimony and Chid
Support

6. Child Provider Information
7. Documents

& Review and Submit

Household Address

Our racords indicate e follawing primry acess fo your ousehoid

Select if you are currently homeless or located at a Domestic Violence Shefter
Address Line 1*

3151 N University Dr

Address Line 2 (Apt, Suite, etc)

city’

Coral Springs

County”

Broward

Are you a RCMA famity? ©

State’

Florida

2ip Code™

330685

Proof of Residency”™

Attach necessary o estabish

Proof of Residency * @
B test e soex

Is this information accurate and complete?

O Yes oo

‘ « Previous Step ‘

Household Address
O reconds ndets thefollwing primry 36 for your household
Select f you are cumrently homeless o located at a Domestic Violence Shelter
Address Line 1

3151 N University D

Address Line 2 (Apt, Suite, etc)

city’

Coral Springs
County”™
Broward

Are you a RCMA family?

State’

Florida

2ip Code™

33065

Proof of Residency

Attach necessary fo estabiish the. residency.

Proof of Residency * ()
[ testoos doex

Is this information accurate and complete?

O Yes '~ ;::‘:ralennd

‘ “ Previous Step
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O owshots

2 Employment
3. SchoolTraining

3 Otherincame

5 Almony and Chid
Support

6. Chld Provider Information
7. Documents

& Review and Submitt

O srovsncis

2 Employment
3. SchoolTraining

4. Other Income.

5. Alimony and Chikd
Support

6. Chid Provider Information
7. Documents

5. Review and Submit!

Children Needing Care

DEL Test C|
Eligibility status.
Pending Eigibiity

Enrollment status
Not Enolled

Date of birth
031012018
Ethnicity

Prefer notto ansvier
Races

Not Enolled

3(Child, Male, Age 5)

Additonal information s needed.

DEL Test Chi

Eligibilty status
Pending Eigibity
Enroliment status
Not Enrolled

Date of birth
02102018
Ethnicity

Prefer not to answier
Races.

Not Enrolled

DEL Test Chi

Eligibilty status
Pending Eigibity
Enroliment status
Not Enrolled

Date of birth
02102018
Ethnicity

Prefer not to answier
Races.

Not Enrolled

1(Child, Female, Age 5)

2(Child, Male. Age 5)

Is this information accurate and compiete?

O Yes

complet

accurate and
te.

O No '"=ttouwstete

informaton.

Previous Step

Children Needing Care

DEL Test Child 3 (Child, Male, Age 5)

Eligibitiy status
Pending Eligiilty
Enrollment status
Not Enroled

Date of birth
03012019
Ethnicity

Prefer not to answer
Races.

Not Enroled

Additonal information is needed.

DEL Test Child 1 (Child, Female, Age 5)

Eligibiity status
Pending Elgibilty
Enrollment status
Not Enrolled

Date of birth
021102019
Ethnicity

Prefer no fo answer
Races

Not Enrolled

DEL Test Child 2 (Child, Male, Age 5)

Eligibility status
Pending Eligiilty
Enrollment status
Not Enroled

Date of birth
021102019
Ethnicity

Prefer not o answer

Races.

Not Enroled

Is this information accurate and complete?

9 Yes

s accurale and

complet

Previous Step
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Care days
Monday-Friday

Care types

Fultime, Partime
Terms and Conditions
NA

Allow Developmental Screening

NA
Allow Child Assessment
NA

Care days
Monday-Friday

Care types

Fullime

Terms and Conditions

[

Allow Developmental Screening
A

Allow Child Assessment

N

Care days
Monday-Friday

Care types

Fullime

Terms and Conditions

A

Allow Developmental Screening
A

Allow Child Assessment

[

Care days.
Monday-Friday

Care types

Fullime, Partime

Terms and Conditions

A

Allow Developmental Screening
N

Allow Child Assessment

NiA

Care days
Monday-Friday

Care types

Fultime

Terms and Conditions.

A

Allow Developmental Screening
A

Allow Child Assessment

A

Care days
Monday-Friday

Care types

Fultime

Terms and Conditions.

A

Allow Developmental Screening
A

Allow Child Assessment

A



QO - Househota Children Needing Care

S —
2 Employment

First Name ™
3 SehoolTraining DEL Test
4. Other ncome Midelle Name
5. Almony and Chid
Support
6. Child Provider Information Last Name

chias

7. Documents

Sufix
& Review and Subrmi

Ethnicity”

CHispanic  C Non-Hispanic @ Prefer not o answer

Races (select i rat apoly)
Oeasian [ Hawaiian (Paciic  [JBlack  (JUS Indian Alaskan  [Jwhite (8 Prefer not fo answer

Gender”
Ozl O Female

Date of Birth”

03012019

Days on which childeare is needed (seiect s st spsly)
B wonoay
B rvesday
Nednesd
B Thursday
[ B
O saturday
Osunday

Types of care needed (sefect all that anpiy)
B ruitime

001
[ After Schoal

Opays School is out

Proof of Age and Citizenship*

Attach the documentation n

ssary 1o estabiish the chid's proof of age and U.S. cit

Proof of Age * ®

Proof of U.S. Citizenship Or Qualified Alien * ©

3 Uploss Dozument

A proof.of-age documentis required.
A proof.of citzenship document s required
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O - Housenaa

2 Employment
3. SchoolTraining

4 OtherIncome

5. Alimony and Chid
Support

5. Chid Provider nformaton
7. Documents

5. Review and Submit!

Children Needing Care

s s e o o DEL Tob G 3, 5 cich v sy s O ik GBI ey crnges.

First Name”

DELTest

Middle Name

Last Name™

chid 3

Suffix

Ethnicity”
O Hispanic

O Non-Hispanic @ Prefer not to answer

Races (select al that apply)*

Dasian (I Hawaian /Pacic  [J8lack (] US Indian /Alaskan (] White B prefer notto answer

Gender
Owmaie O Female

Date of Birth”

03012018

Days on which childcare is needed (select ol that 3oply) ™
oncay

& ruesday

B wednesday

& Thursday

@rrcay

O saturgay

O 'sunday

Types of care needed (select al that 2ppy) "
Sruime

B Partime

Dsetore School

O afer Schoal

O Days School is out

Proof of Age and Citizenship™

Attach the documentation necessary to establish the chids proo of age and U.S. ctizenship.

Proof of Age *
B) estcoe o

B st 100

7 Upload Another Document

A proof.of-age document s required.
Aproofotcitzenship document i required
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O . Househoi

2. Employment
3. SchoolTraining

4. Other Income

5. Alimony and Child
Support

6. Chid Provider Information
7. Documents

8 Review and Submit!

Home > Family Portal > Eligibilty Verification Wizard

2 Employment
3. SchoolTraining

4. Other Income.

5. Alimony and Chikd
Support

6. Chid Provider Information
7. Documents

& Review and Submit!

O - touseros

2 Employment
3. SchoolTraining

4. Other Income.

5. Almony and Chid
Support

6. Child Provider Information
7. Documents

5. Review and Submit!

Children Needing Care

DEL Test Child 3 (Child, Male, Age 5)
Eligibiliy status
Pending Elgibity

Care days

Monday.Friday
Enrollment status

Care types
Not Enrolled Fultime, Parttime
Date of birth Terms and Conditions
030172019

Nia
Ethnicity

Allow Developmental Screening
Prefer not to answer

N
Races Allow Child Assessment
Not Enrolled Nia

DEL Test Child 1 (Child, Female, Age 5)

Eligibiliy status Care days

Pending Elgibity Monday.Fiday
Enrollment status

Emetmert Care types
ot Enroll Fultime
Date of birth Terms and Conditions
021102018
A
Ethnicity

Allow Developmental Screening
Prefer not to answer

N
Races Allow Child Assessment
Not Enrolled s

DEL Test Child 2 (Child, Male, Age 5)

Eligibiliy status Care days

Pending Eligibity Monday.Fiday

Enroliment status

Emotmert Care types
ot Enroll Fultime

Date of birth Terms and Conditions
021102019 Nia

Ethnicity

Allow Developmental Screening
Prefer not to answer

A
Races Allow Child Assessment
ot Enrlled o
Ieths information accurate and complete?
reemmn .
@ Yes oo O No
« Previous Step
Parents
DEL Test Parent (Adult, Female, Primary Parent)
Date of birtn Waral status
osr302000 Single
ettty emai
Prfer no o answer saraassoffamivprod@gmaiicam
Races Primary prone
@10) 1019101
Disabled
No
No documents avafable
I tis information accurate and complete?
[e— I needfo update the
O Yes ..o O No s
<« Previous Step
Other Household Members
DEL Test Other Member (Adult, Female)
Date ofbirtn Relationship to primary parent
- Siing

Ethnicity
Prefer not o answer

Races

Is this information accurate and complete?

© Yes 'nrwmems O No !medtousteine

complet information

« Previous Step
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O vowsncts

2 Employment
3. SchoolTraining

4. Other Income.

5. Alimony and Child
Support

6. Ghild Provider Information
7. Documents

& Review and Submit!

1. Household
2 Employment
3. SchoolTraining

4. Other Income.

5. Alimony and Child
Support

6. Child Provider Information
7. Documents

& Review and Submit!

1. Household
2. Employment
3. SchoolTraining

4. Gther Income.

5. Alimony and Child
Support

6. Chid Provider Information
7. Documents

5. Review and Submit!

1. Household
2. Employment
3. Schoolraining

4. Other Income

5. Almony and Child
Support

6. Child Provider Information
7. Documents

5. Review and Submit!

1. Household
2. Employment

3. SchoolTraining

4. OtherIncome:

5 Alimony and Chid
6.Child Provider Information
7. Documents

8 Review and Submit!

Child Care Application And Authorization Referral

Child Care Application and Authorization Form”™
Do you have a form from another agency tiled Child Care Application and Authorization (CCAA)?

Yes Qo

Is this information accurate and complete?

Q Yes e O No [esiomen

omplete.

« Previous Step

Employment Information

Excellent! Now lets 3 forthe adults in
In this secton, we'll have you confirm or update the following information for each adult.

+ Theircurent it of employers
+ Theirweeky schedule for each job.
+ Theirincome for each i

When youre ready to continue, click Next

“ Previous Step

Employment Information

e ket sl s s USRSy o e i o

DEL Test Other Member

DEL s not currently employed.

DEL Test Parent
DEL

Location

1313 SAN LUIS RD, TALLAHASSEE. Florida 32304

Sehedule

20 hours per vieek, Tuesday-Friday

Pay
515,00 per hour,paid bi-neckly
Industry.

Govemment

Is this information accurate and complete?

e I nee o upte e
O Yes " O No i,

‘complte.

« Previous Step

$School/Training Information

‘Wonderfu! Now let's make sure we've got adutsin
In this section, wel have you confirm or update the folowing information for each adult

+ The lst of schools and training facities that they are currenty attending
+ Theirweekly class schedule for each school or faciity.

When you're ready to continue, clck Next

« Previous Step

School/Training Information

DEL Test Other Member
DEL s not currenly attending 2 school or training facity.

DEL Test Parent
School

Location

0000 N University Dr, Coral Springs, Florida 33071
Schedule

12 hours per week, \Wednesday-Friday
Educational Hours Caleulation

Quarter

Is this information accurate and complete?

© Yeg "ercwemd O No o

complete.

« Previous Step
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1. Household Other Income

Perfect! Youre half way there. Now any uneamed receives

2. Employment
In this section, we'l have you confirm or update the fallowing information
+ The household members that receive uneamed income.

3. Schoolrainin
° + The amount and source of the unearmed income.

When you're ready to continue, click Next.
4. Other Income B v

5. Almony and Chid
Support « Previous Step

6. Child Provider Information

7. Documents

5. Review and Submit!

Other Income

1. Household

2. Employment
No one in the household s receiving additional income.

3. SchoolTraining Is this information accurate and complete?

4.0ther Income © Yeg 'semmmems e to st the
es O No

‘compiete. information,

5. Alimony and Child

6. Child Provider Information
< Previous Step “

7. Documents

5. Review and Submit!

1 Housenold Alimony And Child Support

Greatl Now and
2. Employment
In this section, we'l have you confirm or update the fallowing information
- The adults in your household that are making alimony and child support payments

3. Schoolrainin
o + The amounts of the paymens.

When you'e ready to continue, cick Next.
4.Other Income ! v

5. Alimony and Child
Support « Previous Step

6. Child Provider Information
7. Documents

& Review and Submit!

1. Household Alimony And Child Support

2. Employment Payments
3. SchoolTraining DEL Test Parent

No alimony or child suppor payments.
4.Other Income ipport payt

5. Alimony and Child Income
support O i e B - .
6. Child Provider Information DEL Test Parent

No alimony or chid suppor income.
7. Documents

Is this information accurate and complete?

8 Review and Submit!

When the parent clicks Yes, the following confirmation message will display. Click Save.

Certify Alimeny Child Support

Do you certify that this household does not receive Alimony Payments? ®ves O Mo
Do you certify that this household does not receive Child Suppoert Paymenis? ®ves O No

(o ] o
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1. Household

2. Employment

3. Schoolraining

4.Other Income

5. Alimony and Child
Support

6. Child Provider
Information

7. Documents

5. Review and Submit!

1. Household

2. Employment

3. SchoolTraining

4.Other Income

5. Alimony and Child
Support

6. Child Provider
Information

7. Documents

8 Review and Submit!

1. Housenold

2. Employment

3. SehoolMTraining

4.Other Income

5. Alimony and Child
support

6. Child Provider
Information

7. Documents

8. Review and Submit!

1. Household

2. Employment

3. SehoolMTraining

Other Income

5. Alimony and Child
support

6. Child Provider
Information

7. Documents

& Review and Submit!

Provider Selections

regarding your children and family and wil help you locate a School Readiness.

Wondertul You'te in the home stretch. Nowlets make sure we know your o
In his secton, we'l have you The Early L il refer o your 9

1fyou need help finding a chid care provider.the early learing chid and Referral ACCRER you
provider in your area. GCRER staffcan aiso et you know chid care optons and

Ifyou would ke a CCRER please earlylearning coaition.

When youTe ready to continue, cick Next

“ Previous Step

Provider Selections

DEL TestChild 3

‘Additional information is needed.

DEL Test Child 1

DEL Test Child 2

Aasisancs s s prvies s e s DL,

Is this information accurate and complete?

© Yes 'nrowmems O No !medtowsietn

complet nformation

« Previous Step

Provider Selections

DELTestChild 3

or (1 need help selecting a chidcare provider

~Addional information s needed.
DEL Test Child 1

Is this information accurate and complete?

© Yes 'srves e e the

complete.

« Previous Step

Provider Selections

DELTestChild 3

‘Addiional information s needed.
DEL Test Child 1

Is this information accurate and complete?

© Yes s

compet

« Previous Step
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The family can enter a search parameter and click Search to find a provider.

1. Household Provider Selections
Please select a childcare provider for DEL Test Child 3, and then cick Save.

2. Employment s

N
3. SchoolTraining
4. 0ther Income
Loading...

5. Alimony and Child
Support Step 1: Search the Childcare Provider Listing
6. i Provicer Ty 1o et o e ccre v e nd s, ek B
Information County
7. Documents Broward v
& Review and Submit Provider Name’

[ please enter a provider name | ‘

Enter Provider

Details of Selected Childcare Provider
Name

Location

1. Household Provider Selections

2. Employment DEL Test Child 3

3. Schoolraining
Add Provider Selection | or lDw need help selecting a chidcare provider. '

4.Other Income
‘Addiional information s needed.
DEL Test Child

5. Alimony and Child

Information DEL Test Child 2

Aot i slcing i o b et i DL

or @ ineeq help selecting a chidcare provider.

Is this information accurate and complete?

7. Documents

5. Review and Submit!

Provider Selection

Request Help wi

Do you want to request help with provider selection for DEL Test Child 37

1. Household Provider Selections

2. Employment DEL TestChild 3

Pt i selecinga o s e et o DEL et

or @1 need help selecting a chideare provider

DEL TestChild 1

DEL TestChild 2

3. SehoolTraining

4.Other Income

6. Child Provider
Information

Is this information accurate and complete?
& Review and Submit!

© Yes 'S O No '™ e the

‘complet
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1. Household
2. Employment

3. SchoolTraining
4.Other Income

5. Alimony and Child
Support

6.Child Provider
Information

7. Documents

5. Review and Submit!

1. Household
2. Employment

3. SehoolTraining
4.Other Income

5. Alimony and Child
Support

6. Child Provider
Information

7. Documents

& Review and Submit!

Attach Supporting Documents

One last step! Lets make sure that we can very the information that you've provided.

In this final section, we'llhave you upload documentaton that validates the information in your application. Here are some examples.
+ Identification: bitth certfate, driver' fcense, etc.

« Proof of residency: current ity bi, paystub, efc

+ Proof of employment: paysiubs, employmentincome veriication form, efc

The

When youTe ready to continue, cick Next

you have provided

<

Previous Step

Attach Supporting Documents

Additional Documentation ()

B testaoe docs

7 Upload Anather Document

Career Source Regional Workforce Welfare Transition Program Participant

B otene e

7 Upload Ancther Document

Is this information accurate and complete?

@ Yes

tis accurate and

complele.

Previous Step
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1. Household
2. Employment
3. SehoolTraining

4. Other income

5. Alimony and Child
upport

5. Child Provider
Information

7. Documents

5. Review and Submit;

Review And Household Totals Verification

Household Address.

3151 N Universiy D1
ora Spings, Florda 33065
Brovard County

RCMA Famil

Has CCAA Form

Children Needing Care

DEL Test Child 3 (Chid, Male. Age 5)
Engibilty siatus
Pending Exgiity
Envoliment status
Not Envoled

Date of irtn
o3012019
Eticity

Prete not o answer
Races

Nt Envoled

DEL Test Child 1 (Chid, Female, Age 5)
Engibity siatus
Pending Exgiity
Envoliment status
NotEnvoled

Date of birtn
cnoa019
Etnicity

Prete not o answer
Races

Not Envoled

DEL Test Child 2 (Chid, Male. Age 5)
Engibity siatus

Pending Exgiity

Envoliment ststus

NotEnvoted

Date of birtn

wnoa019

Etnicity

Prefor not o answer

Not Envoled

Parents
DEL Test Parent (Adut. Female, Primary Parent)
Date of birtn

09302000

Etnicity

Prete not o answer

Other Household Members
DEL Test Other Member (Adult, Female)
Date of irtn

P

Etnicity

Prete not o answer

Employment
DEL Test Other Member

DEL s ot curety employed

DEL Test Parent

oeL

Location

1313 SAN LUIS RO, TALLAHASSEE, Florca 52304
Schedule

20 hours per week, Tuesday.Friday

pay

$15.00 por hour, paid iveekly

Industry

Government

SchoolTraining
DEL Test Other Member

DEL s not curent atending a school o traning fciity.
DEL Test Parent

School

Location

0000 N Universty D, Cora Springs, Florida 33071
Schedule

12 hourspor week, Wednosday.Friday

Educations! Hours Calculation

Quarer

Alimony and Child Support Paid
DEL Test Parent

o amony or hid support payments

Alimony and Child Support Recaived
DEL Test Parent

No simony or hid support income.

Other Income

o one in the househld s receiing addtiona income.

Provider Selections

DEL TestChilg 3
DEL Test Chi 1
DEL Test Chila 2

Household Size and Income Totals
Size and Annualincome Caculations
Househod size 5

Employment nceme: $15,600

Almony and chid support ncome: $0
Onerincome 50

Alimony and chla suppor deductions: $0

Tt annusl gross ncame: $15,600

Chidren Needing Care
DEL Test Chid 1 (chid, emale, age 5)
DEL Test Chila 2 (chid, male. age 5)
DEL Test Child 3 (chi, male. age 5)

© Yes "o

compiete

« Previous Step
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Care days
MondayFiiday

Fultme, Partime.

Terms and Conditons.
na

Allow Developmenta Screening

Care days
Monday.Fiiday

care types

Fultme

Terms and Conditons

N

Allow Developmena Screening
A

Allow Chikd Ass

Care days
Monday.Fiiday

Care types

Fultme

Terms and Conditons

N

Allow Developmental Scrsening
A

Marial status
Single

Emait

sara bassofftamiyproo@gmail com
primary phone

©10)101.0101

Disabled

o

Disabilty documentation

o documents avalabie.

Relationship to primary parent
Siling

Parents
DEL TestParent (scut,female)
Other Household embers

DEL Test Other Member (sdt, female)



To submit the Eligibility Verification, the family must check the Certify by Electronic Signature checkbox, enter a
parent name, and click Submit Eligibility Verification.

Submit

sy s o Sy Vs Trfl Her's s o 0.

1. Household

2. Employment Step 1. Read the cerfification statement.
= B i andbe e "
3. SchoolTraining
By signing this form, | certify that:
4. Other income o verifcation and, o the best and belie, the information provided is frue and correct.
) + Igive consent fo the Division of Early Leaming andior the Department of Financial Services {0 request allinformaton relatng o my
&. Alimony and Child eligibility and to make inquiry into all statements of information given.
Support
o « lunderstand that if | give false information, sign inaccurate fail inmy

would affect my eligibilty for services or the level of my services; my case may be referred {0 law enforcement for investigation and
possible prosecution.

6. Child Provider
Information

+ I give consent o the Division of Early Leaming
7. Documents agreements to veriy the information that e presented
+ Iunderstand information on this form may be shared with ofher state and local agencies fo the purposes of program adminisiration and

5. Review and Submit! public assistance fraud prevention.

« lunderstand that upon the submission the early itand send how fo
proceed
« Lcertitythat my family'stotal assets do ot exceed 51,000,000

Step 2: Sign and submit the verification

o g L and tren erfasion

Parent Signature
my knowledge. | understand that i 1 knovingly give wrong information, | may be Kiable fr prosecution under state law and that School Readiness servces may be ferminated

Fhereby cery 1 provided is true Pl
Falso understand that if any changes oceur 1o the information on ths worksheet, 1 il nolify the coaliion of those changes vithin ten (10) calendar days.

18 Certify by Electronic Signature™

Signature™

)

(Parent’ Full Neme)

Dol

Verification Completion Date

10072026
==
‘ < Previous Step 3
UAT Family Portal
Home > Famiy Portal > Elgibily Verfication Wizard
c ions! You Have itted Your Eligibility Verification.

1. Household

our early learning coalfion wil now review: your verification and contact you soon about your ¢hilds eligibilty Tor funding
2. Employment
3. SchoolTraining
4.Other Income
5. Alimony and Child
Support
6.Child Provider
Information

7. Documents

8. Review and Submit!
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The family will receive an email from DONOTREPLY @oel.myflorida.com.

Hello,
The ELC of the Big Bend Region has received the documents you submitted in the Family Portal to assist you with child care payments.

The ELC will review these documents and notify you on the status of your application within in 10 calendar days through the Family Portal account or your preferred contact method listed in your
application

The ELC of the Big Bend Region also provides Child Care Resource and Referral (CCR&R) services. CCR&R is the front door for family services in your county. CCR&R staff will let you know
about community resources, child care listings and other information that may be of assistance to you. Please contact your early learning coalition and ask to speak to a CCR&R specialist for
further assistance.

If you have any questions please contact the ELC of the Big Bend Region at the number listed below.
Thank you,

ELC of the Big Bend Region
8669739030
http:/f/www.elcbigbend.org/

Please do not reply to this message. Replies to this message are routed to an unmonitored mailbox. If you have
questions, please contact your early learning_coalition.

Scenario 2

If the SR application was set to Pending Update, the household was updated by the family, the child was added to
the Waiting List by the coalition, and then a Funding Notification was sent, the Eligibility Verification Wizard has
been skipped. To update the EV, there are two options: the family comes in to the coalition to update the EV, or
the coalition sets the EV Household Status to Pending Update to allow the family to update the EV.

To update the EV at the coalition, click the Edit button for the new child.

Children Needing Care

DEL Test Child 3 (child, male, age 5) ) History DEL Test Child 4 (child, female, age 5) CZRD History
Eligibility status: Pending Eligibility Eligibility status: Pending Eligibility
Enroliment status: Not Enrolled Change Status Enroliment status: Not Enrolled Change Status
Date of birth: 03/01/2019 Date of birth: 01/01/2019
Ethnicity: Prefer not to answer Edit Ethnicity: Prefer not o answer Edit
Races: Prefer not to answer Races: Prefer not to answer
Care days: Monday-Friday SSN:__ - -
Care types: Fulltime, Parttime Care days: Monday-Thursday
Citizenship: None Care types: Fulitime
Age verification: Not verified Citizenship: Unknown
Medicaid eligibility: Unknown Age verification: Unknown
Terms and Conditions: N/A Medicaid eligibility: Unknown
Allow Developmental Screening: N/A Terms and Conditions: N/A
Allow Child Assessment: N/A Allow Developmental Screening: N/A
Person |D: 7494078 Allow Child Assessment: N/A
Eligibility verification ID: EV_0001096992 Person ID: 7494079

Eligibility verification ID: EV_0001096936
Required information is missing or invalid.

DEL Test Child 1 (child, female, age 5) Clnad History DEL Test Child 2 (child, male, age 5) Cirad History
Eligibility status: Eligible Eligibility status: Eligible
Enroliment status: Not Enrolled Change Status Enroliment status: Not Enrolled Change Status
Date of birth: 02/10/2019 Date of birth: 02/10/2019
Ethnicity: Prefer not to answer m Ethnicity: Prefer not to answer oD
Races: Prefer not to answer o Races: Prefer not to answer can
Care days: Monday-Friday Care days: Monday-Friday
Care types: Fullime Care types: Fulilime
Citizenship: US Citizen or Qualified Alien Citizenship: None
Age verification: Verified Age verification: Verified
Medicaid eligibility: Unknown Medicaid eligibility: Not eligible
Current authorization period: 10/08/2024 - 10/07/2025 Current authorization period: 10/08/2024 - 10/07/2025
Terms and Conditions: N/A Terms and Conditions: N/A
Allow Developmental Screening: N/A Allow Developmental Screening: N/A
Allow Child Assessment: N/A Allow Child Assessment: N/A
Person ID: 7494034 Person ID: 7494035
Eligibility verification ID: EV_0001096983 Eligibility verification ID: EV_0001096984
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Then, complete the missing required information in red and click Save.

Edit Child Needing Care

First Name™* DEL Test

Middle Name

Last Name ™ Child 4

Suffix v

Ethnicity * (O Hispanic O Non-Hispanic @ Prefer not to answer

Races (select all that apply) * CAsian [JHawaiian / Pacific [JBlack [JUS Indian/Alaskan [ White Prefer not to answer

Sex* O Male @ Female
Date of Birth™ 01/01/2019
SSN - -

Days on which childeare is needed (select all that apply) *
Monday

Tuesday
Wednesday
Thursday
[ Friday

O Saturday
[ Sunday

Types of care needed (select all that apply) *
Fulltime

[ Parttime

[ Before School

O After School

[J Days School is out

Proof of Age and Citizenship * Attach the documentation necessary to establish the child's proof of age and U.S. citizenship.

Proof of Age™®

There are no attached documenis of this type.

Upload Document

Proof of U.S. Citizenship Or Qualified Alien*

There are no attached documents of this type.
Upload Document

A proof-of-age document is required
A proof-of-citizenship document is required.

Citizenship * Is the child a U.S. Citizen or Qualified Alien?
OYes (ONo
The U.S. Citizen or Qualified Alien field is required.

Age Verification® Has the child's age been verified?
OYes (ONo
The Verification of Age field is required
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To allow the family to update the EV, set the EV Household Status to Pending Update. Click Change Household Status.

Eligibility Verification EV_0001096996

Assign Counselof | Change Household Status Add Note

Household at a Glance

Household at a Glance... HH_0001948385
Contact Information Children Needing Care Parents Other Household Members Total Household Income Calculations
DEL Test Child 1 (child, female, age 5) DEL Test Parent (adutt, female) DEL Test Other Member (adutt, female) Employment income: $15,600.00
Children Needing Care DEL Test Child 2 (child, male, age 5) Alimony and child support income: $0.00
DEL Test Child 3 (child, male, age 5) Other income: $0.00
Parents DEL Test Child 4 (child, female, age 5) Alimony and child support deductions: $0.00

Total annual gross income: $16,600.00
Total Household Size: 6 9 $

Select Pending Update for the New Status and click Save.

Change Household Eligibility Status

Current Status

New Status™ v |

Inactive

Pending Update

The EV Household Status is now Pending Update — Update.

= LR = 1] { I Pending Update - Update
Change Household Status
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The family will receive an email from DONOTREPLY@oel.myflorida.com.

Hello,

‘You have requested the ELC of the Big Bend Region to open your Family Portal account for you to make any necessary updates. If you did not make this request, please contact the ELC of the

The ELC of the Big Bend Region also provides Child Care Resource and Referral (CCR&R) services. CCR&R is the front door for family services in your county. CCR&R staff will let you know
about community resources, child care listings and other information that may be of assistance to you. Please contact your early learning coalition and ask to speak to a CCR&R specialist for
further assistance.

If you have any questions you may contact the ELC of the Big Bend Region at the number listed below.
Thank you,
ELC of the Big Bend Region

8669739030
http:/www.elcbigbend.org/

Please do not reply to this message. Replies to this message are routed to an unmonitored mailbox. If you have
questions, please contact your early learning coalition.

The family will see an Update Eligibility button on their Family Portal Profile page.

School Readiness Funding

chia e Sorsnings na asesements v umoer s votment sistus P P —

TO VIEW HISTGRICAL PAYMENT CERTIFICATES AND/OR TERMS & CONDITIONS CLICK HERE

ogate Elginity button o update your family's eligibiity.
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When the family clicks Update Eligibility, the Eligibility Verification Wizard is launched.

Home > Famiy Portal > Eligibilty Verification Wizard

Welcome To The Eligibility Verification Wizard

“The Early Leaming Coalition may have funding available to assistin paying for chid care.
Butfist, uie need your help in canfirming that your chid i stl efgible
“This Eigibity Verifcation Wizard wil guide you through the processes of

1. Veritying your existing information (and updating whatever may have changed), and
2 the information

When youre ready to begin, lick Start

« Previous Step

Home > Famiy Portal > Elgibilly Verfication Wizard

O owstets

2 Employment
3 SchoolTraining

4 Otherncome

5 Almony and Chid
Support

6.Chid Provider Information
7. Documents

& Review and Submit!

Home > Famiy Portal > Eligibiity Verification Wizard

O . Hovssota
FS—
3 ShootTnng

4 Other Income

5. Alimony and Chid
Support

6. Child Provider Information
7. Documents

8. Review and Submit!

Household Information

Lets begin by making sure we've got current information about your housshold
In this section, we'l have you confirm of update the falowing informtion.
= The primary address for your household.
- The listof children in your household who need care.
- “The list of parents n your household, along ith theircontact information.
- The it of ther people in your household, including adults and chidren not needing care.
- The required CCAA documentation (f applcable)

When youTe ready to continue, cick Next

« Previous Step

Household Address
Ourrecords ndcate the olwing primary adress for yourhousehod
Select if you are currently homeless o located at a Domestic Violence Shelter
Address Line 1*

3151 N University Dr

Address Line 2 (Apt, Suite, etc)

city’

Goral Springs.
County”
Broward

Are you a RCMA family? ©

State’

Florida

Zip Code”™

33085

Proof of Residency”

Attach necessary to estabiish esidency.

Proof of Residency *

) estooc doos

Is this information accurate and complete?

information

®© Yes ::"::‘;:mhnnd O No "= ouene

“ Previous Step
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O . Housenots

2. Employment
3. SchoolTraining

4. OtherIncome

5. Alimony and Chid
Support

6. Chid Provider Information
7. Documents

8. Review and Submit!

DEL Test Child 4 (Child, Fernale, Age 5)
Eligibility status
Pending Eligibiity
Enroliment status
Mot Enrolled

Date of birth
0110172019
Ethnicity

Prefer not fo answer
Races

Mot Enralled

Additional information is needed

Children Needing Care

DEL Test Child 3 (Child, Male, Age 5)
Eligibilty status
Pending Eligivity

Care days
Monday-Friday
Enroliment status

Evatnent Care types
ot Enrolle Fullime, Partime
Date of birth Terms and Conditions
03012019 A

Ethnicity

Allow Developmental Screening
A

Prefer not to answier
Races
Not Enolled

Allow Child Assessment
A

DEL Test Child 4 (Child, Female, Age 5)
Eligibilty status ssN
Pending Eligbilty

Enroliment status Care days
Not Enolled Monday-Thursday

Date of birth Care types

010172019 Fulime

Ethnicity ‘Terms and Conditions

Prefer not to answier NA

Races ‘Allow Developmental Screening
Not Enolled A

Allow Child Assessment

A
Addiional information i needed.

DEL Test Child 1 (Child, Female, Age 5)

Eligibility status. Care days
Eiigivle

Monday-Friday
Enroliment status

Care types
Not Enolled Fultime
Date of birth Current authorization period
021102019 1010872024 - 100072025
Ethnicity Terms and Conditions
Prefer not to answier

A
Races, Allow Developmental Sereening
Not Enolled

A

Allow Child Assessment

A
DEL Test Child 2 (Child, Male, Age 5)

Eligibility status. Care days
Eiigible

Monday-Friday
Enroliment status

oetmen: Care types
o el Fultine
Date of birth

Gurtent authorization period
croRts 101082024 - 100712025
Ethnicity

Terms and Conditions
A

Prefer not to answier

Races Allow Developmental Screening

A

Not Enolled

Allow Child Assessment
A

Is this information accurate and complete?.

O Yes Lo O No i

« Previous Step

Care days
Monday-Thursday

Care types
Fulltime

Terms and Conditions
NiA

Allow Developmental Screening
NiA

Allow Child Assessment
NiA

140




O 1 Househola Children Needing Care

2. Employment

First Name™
3. SchoolTraining DEL Test
4. Other Income Middle Name
5. Alimony and Chid
Support
6. Chid Provider Information Last Name’

Chid 4

7. Documents.

Suffix

8. Review and Submil!

Oiispanic O Non-Hispanic @) Prefer not to answer

Races (seiect al that apply)*
Oasian [ Hawaiian / Pacific (JBlack  [JUS Indian /Alaskan [

mite (@ Prefer not to answer

Gender™
Owmale @ Female

Date of Birth”

01012018

Days on which childcare is needed (select ol thst app))
B vonaay

8 Tuesday
]

dnesday
8 Thursday
OFrigay

O saturday
O sunday

Types of care needled (seiect sil thst sppiy)
& Fultime.

O parttime

O gefore School

O After School

D oays schoolis out

Proof of Age and Citizenship™
Attach the documentation

Proof of Age * ®

Proof of U.S. Citizenship Or Qualified Alien * 6]

A proof-of-age document i required
A proot-of-ciizenship document s required

ssary 1o estabish the child's proof of age and U.S. ciizenship.

141



O 1. Household Children Needing Care

2 Employment

First Name™
3. SchoolTraining DELTest
4. Other Income. Middle Name.
5. Almony and Chid
Suppor
6. Child Provider Information Last Name’

Chilg ¢

7. Documents

Suffix
8. Review and Submitt

Ethnicity”

Opispanic O Non-Hispanic Q) Prefer not to answer

Races (select sl that spoly)*
[asian [ Havaian/Pacific [(Biack [JUS Indian /Alaskan () wihite 8 prefer not to answer

Gender”™
Omale @ Female

Date of Birtn™

01012018

SSN

Days on which childcare is needed (select ol that 5pply)*
B woncay

B Tuesday

8 wednesday

8 Thursday

O Friday

O saturday

O sunday

Types of care needed (seiect sil thst apply)
B Fuitime.

Opartime

O gefore School

O after School

O pays School is out

Proot of Age and Citizenship”
Aftach the documentation necessary {o estabish the child's proof of age and U.S. cifzenship

Proof of Age * @
) totdos oo

Proof of U.S. Citizenship Or Qualified Alien * ®
) testaoe tcoer

7 Upioas Anctner Dosument

A prootof-age document s required
A prootofcitizenship document i reguired.

| ——

View  Delete

View  Delete

“ \

After the family completes and submits the Eligibility Verification Wizard, the EV Household Status is Submitted —

Update.

Eligibility Verification

Counselor : Herbie Lowebug | Change Housshold Status

The family will receive an email from DONOTREPLY @oel.myflorida.com.
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Hello,
The ELC of the Big Bend Region has received the documents you submitted in the Family Portal to assist you with child care payments.

The ELC will review these documents and notify you on the status of your application within in 10 calendar days through the Family Portal account or your preferred contact methed listed in your
application

The ELC of the Big Bend Region also provides Child Care Resource and Referral (CCR&R) services. CCR&R is the front door for family services in your county. CCR&R staff will let you know
about community resources, child care listings and other information that may be of assistance to you. Please contact your early learning coalition and ask to speak to a CCR&R specialist for
further assistance.

If you have any questions please contact the ELC of the Big Bend Region at the number listed below.

Thank you,

ELC of the Big Bend Region
8669739030
http://Mmww.elcbigbend.org!

Please do not reply to this message. Replies to this message are routed to an unmonitored mailbox. If you have
questions, please contact your early learning coalition.

Use the search feature and enter the first and last name of the parent or child or the EV Number. Click the EV
Number.

Search Resulls

@ Click Here For Filtering Tips

Show 10 s searchresults. 2 Assign Counselor £ Clear Al Filid

Eligibility
Verification SR Status
Number Assigned Counselor Date of Birth Age SR Process Change Date
Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter
O JEv_ooo0: . A Unassigned 4 Active 0 04/26/2019

<

Eligibility Verification Review
Once the family has completed the EV Wizard, the coalition must review the EV. Click Change Household Status.

Counselor ; Herbie Lovebug | Change Household Status

Select Active, or Coalition Reviewing if more review is needed. Click Save.

Change Household Eligibility Status

Current Status Submitted

Mew Status*
Coalition Reviewing
Inactive
Rejected
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Assign Eligibility
Set the Household Status to Active. The Eligibility button will then display. Click the Eligibility button.

Not Test Tester IV (child, male, age 0) History
Eligibility status: Pending Eligibility
Enroliment status: Mot Enrolled Change Status

Date of birth: 07/01/2018

Ethnicity: Prefer not to answer
Races: Prefer not fo answer e
Care days: Monday-Friday

Care types: Fullime

Citizenship: Unknown

Age verification: Unknown

Medicaid eligibility: Unknown

Click Add Eligibility Assignment...

Eligibility Assignments
There are no eligibility assignments for this child.

[ Add Eligibility Assignment... ]

Current Eligibility Map I

Save Cancel
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Complete the Add Eligibility Assignment screen, and click OK.

Add Eligibility Assignment

Funding Details

Funder Type™®
@®SR (O Local
Billing Group ™ Eligibility Code™ Match Funder®
BGE w ECOM w w
Eligibility Begin Date ® Eligibility End Date® Purpose-for-Care Review Date
07/08/2018 07052010

Care Information
Priority * Level of Cara® Purpose for Care ®

oz e = 12 Months W EMPLOYED W

Authorized Unit of Care™
[ Rilya Wilson Reporting Requirements n "

FULL TIME DAILY RATE w
Co-Payment | Recakulate
Total Household Members Full time Co-payment Amount Part time Co-payment Amount
4 §F 25 | 125
Full Time Co-payment Waiver or Reduction
O Full Time Co-payment is Waived or Reduced
Reduction Amount Co-payment Reduction or W.
Additional Waiver or Reduction Details
Part Time Co-payment Waiver or Reduction
[ Part Time Co-payment = Waived or Reduced
Reduction Amount Co-payment Reduction or Waiver Reason
Additional Waiver or Reduction Details
Resulting Full Time Co-payment Amount Resulting Part Time Co-payment Amount
5 250 3| 125

Carcel
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The Full-Time and Part-Time co-payment amounts are calculated based on the number of people in the household
and the total annual household income. If changes are made to either the household size or the annual income,
click the Recalculate button to update the assessed co-payment amounts.

If a co-payment waiver or reduction is approved, enter the Reduction Amount, and select the reduction or waiver
reason for both the Full-Time and Part-Time amounts. Click OK.

NOTE: The amount entered in the Reduction Amount field is not the new total for the co-payment, but the actual
amount of the reduced co-payment. Amounts that result in a negative full-time and part-time copayment amount
(ex: -1.00) cannot be saved. Resulting copayment amounts that are greater than the highest approved full-time
and part-time amounts for the program year cannot be saved. Resulting copayment amounts must be between
$0.00 and the highest approved amount in the coalition sliding fee schedule.

Co-Paymenf | Recakulate

Total Household Members

Full Time Co-payment Waiver or Reduction

B4 Full Time Co-payment is Waived or Reduced

Reduction Amount™

¥ 1.00

Part Time Co-payment Waiver or Reduction

[] Pert Time Co-payment is Waived or Reducsd

Resulting Full Time Co-payment Amount

5 1.50

Full time Co-payment Amount Part time Co-payment Amoumnt

3 25 ] 1.28

Co-payment Reduction or Waiver Reason™

MEGOTIATED LOWER FEE

Additional Waiver or Reduction Details

Resulting Part Time Co-payment Amount

3 1.25

Ok

Cancsl
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After the OK button is clicked, the Update Eligibility screen will display. Click Save, or click the Update button to
continue making edits.

Update Eligibility

Eligibility Assignments
Eligibility Billing
Code Begin Date End Date Group Match Funder Actions

Current Authorization Period (070620718 - 070520713} | Update

ECOM O7/08/2018 07052019 BGE Any Updaie End Eligibility
Audd Eligibility Assignment . idd Mext Autharization Perod.
Current Eligibility Map
Current Authorization Period

07/08/2018 - 07062019
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Assign Eligibility- SR Plus
When a household’s income falls within an eligible range for SR Plus, the SR Plus Funder type will display on the
Add Eligibility Assignment page.

To proceed with SR Plus for an eligible household, select the option from the Funder Type section. SRPLS will
populate as the Billing Group, and SRPL will populate as the Eligibility Code.

NOTE: The SR Plus selection will be made available based solely on income. However, this funding type should only
be used when the SR family is no longer eligible for SR due to being over income.

SR Plus will become available with release R7.1. SR Plus will only be applicable to eligibility assignments created on
or after the R7.1 release date.

Add Eligibility Assignment

Funding Details

Funder Type™

SR (local OQE-TAPP (O P-TAFP | @ SRPIus

Billing Group ™ Eligibility Code ™ Match Funder
SRPLS ~ SRPL ke

Eligibility Begin Date ® Eligibility End Date® Purpose-for-Care Review Date
06/21/2025 062002026

Care Information
Pricrity * Level of Care @ * Purpose for Care®

b4 In School w w

— c in Effect™®
(] Rilya Wilson Repoarting Requirements gl

Co-Payment | Recalculate

Total Household Members Full time Cﬂ‘pﬂ"‘mﬁnt Amount Part time EO‘pﬂymEnl Amount
3 5 21.53 5 16.25

Full Time Co-payment Waiver or Reductien

[C] Full Time Co-payment is Waived or Reduced
Reduction Amount® Co-payment Reduction or Waiver Reason™®

s 0 w
Additional Waiver or Reduction Details

OK Cancel

Complete the Add Eligibility Assignment Screen, and Click Ok
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Add Eligibility Assignment

Funding Details

Funder Type®

OSR Olocal OETAPP (OP-TAPP @ SRPIus

Billing Group™® Eligibility Code® Match Funder
SRPLS b SRPL o

Eligibility Begin Date® Eligibility End Date™® Purpose-for-Care Review Date
06/21/2025 062002026

Care Information
Priority ® Level of Care @ * Purpose for Care®

£ In School w £

Copay in Effect®
[ Rilya Wilson Reporting Requirements pay

Co-Payment | Recalcutate

Total Household Members Full time Co-payment Amount Part time Co-payment Amount
3 $ | 21.53 $ 1625

Full Time Co-payment Waiver or Reduction

[ Full Time Co-payment is Waived or Reduced
Reduction Amount*® Co-payment Reduction or Waiver Reason ™

$ |0 »
Additional Waiver or Reduction Details

QK Cancel

Like traditional SR, the Full-Time and Part-Time co-payment amounts are calculated based on the number of
people in the household and the total annual household income. If changes are made to either the household size
or the annual income, click the Recalculate button to update the assessed co-payment amounts.

Decreases in SR Plus co-payments can only be made at the time of redetermination. If a co-payment reduction is
approved, enter the Reductions Amount, and select the reduction reason for both the Full-Time and Part-Time
amounts. Waivers are not permissible during SR Plus. Click OK.

NOTE: The amount entered in the Reduction Amount field is not the new total for the co-payment, but the actual
amount of the reduced co-payment. Amounts that result in a negative full-time and part-time copayment amount
(ex: -1.00) cannot be saved. Resulting copayment amounts that are greater than the highest approved full-time
and part-time amounts for the program year cannot be saved. Resulting copayment amounts must be between
$0.00 and the highest approved amount in the coalition sliding fee schedule.
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Co-Paymen|  Recalculate
Total Household Members
3

Full Time Co-payment Waiver or Reduction

[ Full Time Co-payment is Waived or Reduced
Reduction Amount®

€0

Part Time Co-payment Waiver or Reduction
[ Part Time Co-payment is Waived or Reduced
Reduction Amount®

$£|0

Resulting Full Time Co-payment Amount

5 | 0.00

Full time Co-payment Amount

5 | 21

Co-payment Reduction or Waiver Reason®

Additional Waiver or Reduction Details

Co-payment Reduction or Waiver Reason ™

Additional Waiver or Reduction Details

Resuiting Part Time Co-payment Amount

$ 000

150

Fart time Co-payment Amount

]

1

0K

Cancel




Archiving Eligibility Documents

An Archive button is available for all Eligibility documents on the Eligibility Verification screen.

Eligibility Documents Sections
e Contact Information — Proof of Residency
e  Child Edit Info — Proof of Age and Citizenship
e Parent Edit Info — Required Document
e  Other Household Member — Proof of Identify
e  Employment — Proof of Employment
e School Training — Proof of School/Training
e Other Income — Proof of Other Household Income
e Documents — All types

Users are able to click Archive and remove the document from the documents listed on the EV. When the user
hovers over Archive, a Tool Tip displays stating: “Document will be removed from this list and stored in the
Household Document Hub.” Archiving the document will also create a household case note.

Proof of Residency * Attach the documentation necessary to establish the household's proof of residency.

Proof of Residency®

REFERRAL- pdf View Verify Archive
HOMELESS VERIFICATION LETTER.pdf View Ver I Archive

T
Fake Proof Of Address. docx View Verify Delete

Upload Document...
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Reactivating a Household

An Inactive household can be reactivated to allow the creation of a new eligibility verification number, eligibility
assignment, and SR enrollment for children needing care.

From the Eligibility Verification screen, click Change Household Status.

Eligibility Verification

Assign Counselor = Change Household Status I

Household at a Glance
Contact Information
Children Needing Care
Parents

Other Household Members

Household at a Glance... HH_0000014860

Children Needing Care Parents Other Household Members Total Household Income Calculations
il —b— -’ Employment income: $0.00
- Alimany and child suppert income: $0.00
. Otner income: $0.00
Total Household Size: 3 Alimeny and child support deductions: $0.00
Total annual gross income: $0.00

The only household status option is Coalition Reviewing. Enter a Comment, and click Save.

Change Household Eligibility Status

Current Status

New Status™

Comments™®

I

Inactive
Coalition Reviewing ~

Test

| Save Cancel

The status is now Coalition Reviewing — Eligibility Verification. After review, click Change Household Status to
change the status.

(S THAYE = T I Coalition Reviewing - Eligibility Verification

Assign Counselor | Change Household Status

Household at a Glance
Contact Information
Children Needing Care
Parents

Other Household Members

Household at a Glance... HH_0000014860

Children Needing Care Parents Other Household Members Total Household Income Calculations
b L Employment income: $0.00
Alimony and child support income: $0.00

Otner income: $0.00
Total Household Size: 3 [f&]
Alimony and child support deductions: $0.00
Ik Total annual gress income: $0.00
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Each child’s Eligibility Verification status is Inactivated, so the applicable child(ren) in the Children Needing Care
section must be reactivated. Click Change Status.

(child, female, age 5) History
Eligibility status: Terminated
Enroliment status: Not Enrolied
Date of birth: 0

Ethnicity: Frefer not to answer Eligibility
Races: Prefer nol 1o answer

Care days: Monday-Friday

Care types: Fulltime Edit Remaove
Citizenship: Unknown

Age verification: Unknown

Medicaid eligibility: Unknown

Current authorization period: 05/14/2020 - 02/15/2021

Terms and Conditions: N/A

Allow Developmental Screening: N/A

Allow Child Assessment: N/A

Person ID: 1755733

Eligibility verification |o| EV_0000420684 (D) |

Enroliments

Select Pending Eligibility under New Status and click Save.

Current Status Terminated

MNew Status® Pending Eligibdity

-

The child’s status is now Pending Eligibility. A new EV number is generated for the child. Repeat the process for
any additional children who are eligible for services.

JANE DOE (child, female, age 5) Chitad History
Eligibility status: Pending Eligibility
Enroliment status: Not Enrolled Change Status

Races: Prefer not to answer

Care days: Monday-Friday

Care types: Fulltime Edit
Citizenship: Unknown

Age verification: Unknown

Medicaid eligibility: Unknown

Terms and Ceonditions: N/A

Allow Developmental Screening: N/A

Allow" {%hild Assessment: N/A

Person ID: 1755733

Eligibility verification ID| EV_0000723501

Date of birth: 01/02/2017
Ethnicity: Prefer not to answer m

Now, the available household statuses are Active, Inactive, and Rejected. Select the new status and click Save.

Change Household Eligibility Status

Current Status Coalition Reviewing

New Status* ‘ v |
Active
Inactive
Rejected

Save Cancel
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SR Enrollment Process

Now, an Enroll button is displayed for the child. Click Enroll. The Enrollments window will display. This window
displays all the child’s provider enroliments.

Not Test Tester IV (child, male, age 0) (Eaa)

History
Eligibility status: Eligible
Enroliment status: Mot Enrolled Change Status
Date of birth: 07/01/2018
Ethnicity: Prefer not to answer Eligibaity

Races: Prefer not to answer

Care days: Monday-Friday

Care types: Fulliims

Citizenship: Unknown

Age verification: Uinknown

Medicaid eligibility: Unknown

Current Authorization Period: 07/06/2018 - 07/06/2019

Click Add Enroliment...

Enrollments

Enroliments

There are no enrollments for this child.

Add Enroliment...
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The Add Enroliments window will display. If the family selected a provider when on the Eligibility Verification
Wizard, the provider selection will display. If the family did not select a provider, the coalition user is able to search
and select a provider on behalf of the family.

| Add Enroliment I

Select a Provider for Cristiano Ursel®
There are no provider selections for this child.
() Other:
Browse...
Enroliment Start Date *
Continuation of Services™® Is this enrollment a continuation of services with the selected provider?
OYes (ONo
Eligibility Information
Eligibility Begin Date Eligibility End Date Level of Care
Full time Co-payment Part time Co-payment Copay in Effect
% $
Override Copay in Effect v
Save Cancel

The enrollment start date cannot be prior to the child’s eligibility start date. The enrollment start date is the first
day the provider will be able to record attendance for the child on the provider attendance roster.

Non-school age children do not require a school calendar to be assigned. The child’s Childcare Enrollment Schedule
is what sets the child’s attendance schedule at the provider. Every day marked with a unit of care will be

considered as an authorized day of care at that provider location. All days not marked with a unit of care will be
considered as non-reimbursable days.
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Enrolling a Special Needs Child

The Special Needs indicator will be available on the Add Enrollment page for enrollments with eligibility
assignments that start 7/1/2022 or later. When enrolling a child that is deemed to have special needs, select the
“Has Special Needs” checkbox. Then, select the special needs rate (10%, 15%, or 20%) that was negotiated with the
provider.

Override Copay in Effect v

School Calendar 12-DCPS v Apply Holiday Unit of Care Flip?* Yes ' No
School Holiday Unit of Care FT v

School Day Unit of Care FT v

Special Needs Child has special needs.

Special Needs Rate®

20% v
Childcare Enroliment Schedule Monday Tuesday Wednesday Thursday  Friday Saturday ~ Sunday
FT A FT v FT v FT A4 FT A4 A v

Enrollment Schedule Note

Initial Enrollment Action*

(O Assign to provider for confirmation or rejection.

@ Enroll on behalf of provider.

Save Cancel
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NOTES:

e If the provider indicated on their profile Services tab that they are not equipped to care for children with
special needs, a message pops-up notifying the user of this; however, it is informational only and does not
stop the enrollment. The user can proceed with the enroliment with that provider or select a different
provider.

Specials Needs Not Supported By Provider

The provider has indicated that their program is not equipped to care for children with
special needs.

You may continue with the enroliment or select a different provider.

e Special needs rates are calculated using the coalition infant care reimbursement rates. If there is not an SR
reimbursement rate plan for the period that coincides with the enrollment start date, a rate plan needs to
be created.
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Initial Enrollment Action
In the Initial Enroliment Action section, there are two options.

e Option 1 — Assign to the provider for confirmation or rejection. This option places the enrollment request
in the provider’s queue to accept or reject the enrollment. The provider has 5 calendar days to complete
the enrollment or rejection or the system will automatically terminate the enroliment request and the
coalition user will be required to submit another enrollment request.

e  Option 2 — Enroll on behalf of provider. This option allows the coalition user to accept the enroliment on
behalf of the provider without sending an enrollment request and waiting up to 5 calendar days for
response.

After selecting Option 1 or 2, click Save.

| Add Enrollment |

Select a Provider for Cristiano Ursel™
@ Other:
FAMILY DAY CARE HOME, LLC Browse.
Details of Selected Provider
Name Provider ID Hours of Business
FAMILY DAY CARE HOME, LLC 10057 M-F 7:00am-6:00pm ;
Location Provider Type Child Ages
Family Child Care Home 12MO-12 YR
Duval Profile Status
Incomplete
(904) Program Year
Contact Email Address
hidaycare leamingcenter@gmail.com Gold Seal Type
Not a Gold Seal provider
Enroliment Start Date * 07/26/2022
Continuation of Services * Is this enroliment a continuation of services with the selected provider?
O Yes @No
Eligibility Information
Eligibility Begin Date Eligibility End Date Level of Care
07/26/2022 07/26/2023 In School
Full time Co-payment Part time Co-payment Copay in Effect
$2.00 $1.00 FT
Override Copay in Effect v
School Calendar 12-DCPS v Apply Holiday Unit of Care Flip? * Yes ) No
School Heliday Unit of Care FT v
School Day Unit of Care FT v
Special Needs Child has special needs.
Special Needs Rate™
20% v
Childeare Enrollment Schedule Monday Tuesday Wednesday Thursday Friday Saturday Sunday
FT ~ | FT ~| FT ~|| FT ~ | FT ~ - -
Enroliment Schedule Note
Initial Enroliment Action*
O Assign to provider for confirmation or rejection
@ Enroll on behalf of provider.
Save Cancel
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Enrollment Option 1

The coalition user has the ability to override the enrollment request and complete the enroliment on the
provider’s behalf in the event the provider is not able to do so. The coalition user is also able to cancel the
enrollment request if the provider requests not to have the enrollment or the family changes their mind prior to
the enrollment being completed.

e —

Enroliments for Cristiano Ursel (4 years old)

Current Enrollments

| Pending Provider Approval | FAMILY DAY CARE HOME, LLC
Level of Care Full Time Copayment School Calendar Provider ID Cancel
In School $2.00 Calendar Applied 10057 (View Profile)
Has Special special Part Time Copayment 12-DCPs Location End
:::ds 2‘;::5 ST f;::ymem. NE sihoul Holiday Unit of Care Repair
Age at Enrollment Start FT FOETS Duval County History
4 years Billing Group / Eligibility Contact Phone
Enroliment Period BGS / ECON M T W R F Sa Su (904) 781-4640 Payment Certificate
07/26/2022 - NIA Match Funder ID T ST [T [0y Contact Email
Attendance 911 (04-BGS, BGS) Enroliment Schedule Note @gmail.com
N/A - NFA N/A

Past Enroliments

There are no past enroliments for this child.

Add Enroliment...

Close

Enrollment Option 2

The completion of the enrollment is now dependent on the family verifying the Terms and Conditions and signing
the Payment Certificate on the Family Portal. The child’s enroliment will not be completed and the provider will
not be able to begin marking attendance for the child until the family completes the enroliment.

-]

Enroliments for Cristiano Ursel (4 years old)

Current Enroliments

I Pending Family Acceptance I FAMILY DAY CARE HOME, LLC

Level of Care Full Time Copayment School Calendar Provider ID Cancel
In School $2.00 Calendar Applied 10057 (View Profile)
Has Special Special Part Time Copayment 12-DCR3 Location End
Needs Needs Rate 100

) 2 School Holiday Unit of Care Repair
WS 2080 Copayment in Effect FT
Age at Enroliment Start FT ToED Duval County History
4years Billing Group / Eligibility Contact Phone
Enroliment Period BGS/ ECON M T W R F Sa5Sul (904)781-4640 Payment Certiicate
07126/2022 - NIA e ]| | G e Contact Email
Attendance 911 (04-BG8, BGE) Enroliment Schedule Note @gmail.com
NIA - NIA D

Past Enrollments

There are no past enroliments for this child

Add Enroliment...

Close
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Additional SR Enrollment Functionality

Enroliments

Enroliments for

Current Enrollments

Enrolled

Level of Care
60 < 72 Months

Age at Enroliment Start
5 years

Enroliment Period
01/17/2019 - N/A

Attendance
01/17/2019 - N/A

Past Enroliments

Level of Care Change (Admin Termination)

Level of Care
48 < 60 Months

Age at Enroliment Start
4 years

Enroliment Period
06/29/2018 - 01/16/2019

Attendance
06/29/2018 - N/A

Termination Reason

Notes:

(5 years old)

ST THOMAS CHILD DEVELOPMENT CENTER

Full Time Copayment
$4.00

Part Time Copayment
$2.00

Copayment in Effect

FT

Billing Group / Eligibility
BG8/ECON

Match Funder ID
N/A

ST THOMAS CHILD DEVELOPMENT CENTER

Full Time Copayment
$4.00

Part Time Copayment
$2.00

Copayment in Effect

FT

Billing Group / Eligibility
BG8/ECON

Match Funder ID

NIA

Scheol Calendar
63 - DCPS - Sch & Non-Sch Days

School Holiday Unit of Care
NIA

Care Days

M T W R
FT | FT [ FT  FT | FT

n

School Calendar
63 - DCPS - Sch & Non-Sch Days

School Holiday Unit of Care
N/A

Care Days

M T W
FT [ FT [ FT | FT | FT

Sa

Provider ID Cancel

" (View Profile)
Location End
§
1 Repair
Duval County Undate
Contact Phone

1 History
Contactomeas Payment Certificale
- 1

Provider ID History
o557 (View Profile)
Location Payment Certificate
Duval County

Contact Phone

Contact Email

1) IF THE REPAIR FEATURE DOES NOT LOOK CORRECT, PLEASE PRESS ‘CTRL+F5’ TO REFRESH THE PAGE. YOU

SHOULD ONLY NEED TO DO THIS ONCE.

2) Cancel will remove the record from the listing.
3) Last Attendance Date will no longer be user entered when ending enrollment. It will now be populated
when the provider submits their final attendance roster.
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Cancel
Click the Cancel button to initiate the Cancel process.

© Cancel Pending Enroliment

“fou have requesied o cancel the enrollment with Testy Tots LLC.
Upon canceling this enrcllment:

« The enrollment will no longer appear‘k[his enrcllment listing or on the provider
enrcllment and attendance rosters.

« Any attendance that has already been recorded by the provider will be removed.

« The provider will not be able to submit attendance for this enrcllment.

Do you want fo cancel the enrcllment for C1 EA-027

fes Mo

1) (Coalitions) The enrollment will no longer appear under the enrollment listing page.

2) (Providers) The enrollment will no longer appear under provider enrollments or attendance roster. Any
attendance recorded that have not been submitted will be removed. The Provider will no longer be able
to submit attendance for this enrollment record.

3) If the provider has already submitted attendance for this enrollment record, then they will not get the
option to cancel it.
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Repair
Click the Repair button to initiate the Repair process.

Repair Mode

Repair Mode will result in changas to an existing enrolimant record withowt ending the existing enrollment and creating 3 new one. As such, it is intended
only for correcting issuss with an existing earcliment record, and not for addressing routine changes that can eccur during the enrolment peried. Use the
Update featurs for routine changes.

Repair Mode may only b2 used on enrcliment reconds for which attendance has not yet been submitted.

1) In Repair mode you will be able to overwrite an existing enrollment record in the event an error has
occurred.

2) Repair mode should NOT be used to address routine changes. For example, a Funding Transfer or a
change in copay.

3) Repair mode should only be used to fix errors. For example, data was entered incorrectly or ended
incorrectly.

4) If the Copayment Amount has been modified after the family has signed their Payment Certificate, then a
new Payment Certificate will be generated and the family will need to re-sign it. The Enrollment Status
should be in Pending Family Acceptance and you should notify the parent.

Anticipated Start Date * 08/05/2018
———— - | Repair Mode will allow you to
t Kk} 18 noa lermminaton - -

asthay of mervice B undo Enroliment Terminations
Enrollment Status™ Enrcliment Ended { v
Eligibility Information

Eligibility Begin Date Eligibility End Date Level of Care

03/04/2018 05/04/2018 &0 = T2 Months

Full time Co-payment Part time Co-payment Copay in Effect

998 3400 FT
Full time Copayment Amount™ 5 ogs Repair Mode will allow you to fix

incorrect Co-payment values on
Part time Copayment Amount™ 3|0 the enrollment level
Owermride Copay in Effect ¥
Schaool Calendar ¥
Scheool Holiday Unit of Care ¥
School Day Unit of Care ¥
Childears Enrollment Schedule Manday Tuesday Wednesday Friday Saturday Sunday
v v v v v
Save Cancel
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End Enroliment
Click the End Enrollment button to initiate the End Enrollment process.

End Enroliment

End Enroliment Reason ™ 48-Funding Transfer v

Last Day of Service’ should be considered
the last day you will allow the provider to
mark attendance and get paid for.

Last Day of Service™ 1210112018

Is there a past due parent fee?*® O Yes & No

@ Confirm Confirm End Enroliment

Ending the enrollment on this day means that reembursements will not
be provided for services after this date.
End this enrollment with the specified dates?

fes Cancel
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Change SR Termination Effective Date
If attendance has not been submitted for the month of the current termination date, click the View Termination
Details button on the enroliment.

Provider ID Cancel
24536

Location End
Home Court .
Tallahassee, 32303 Fepar
KREPS ISLAND County Update

Contact Phone e
(1) 123-1234 View Terminafion
Contact Email Defails

msschool@krepsisland edu

History

Payment Certificate

Then, click Change termination effective date.

SR Enrollment Termination Details

Termination details for School age Child.

Termination Reason: 2-Over Stimulation

Effective Date: 08/26/2023 Change termination
effective date

Last Attendance Date: NFA

Past Due Parent Fee: None

Close

In the Change Termination Effective Date pop-up window, enter the new Termination Effective Date and enter a
comment in the Termination Date Change Reason field. Click Save.

Change Termination Effective Date

Termination Effective Date®

Termination Effective Date is last day of service + 1 day. Ex. If the childs last day of service
is 01/15/2023, the Termination Effective Date is 01/16/2023.

Termination Date Change Reason®
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School Calendar

The School Calendar is created by the coalition, based on the school board/school district academic calendar. The
dates on the School Calendar are used in enrollment and provider attendance to show care levels for school-age
children. For example, a child may receive PT care during the school year, but FT care during the summer. The date
that the care level changes from PT to FT and back to PT is based on the school calendar.

To create a School Calendar, go to Admin Functions > Calendar Management > School Calendars.

Maintenance +  Admin Functions « Reports CCR&R ~

Account Management p

Messaging Management p

Rates Management » 'ME TO FLOR”

Calendar Management 4 SR Holiday Schedule ! I
— scneol calengars |

Click + Create New Calendar.

#* Enroliment School Calendars + Create New Calendar

Show 10 v entries Search:

Fill in the School Name field, select the County, and select the First Day and Last Day of instruction. Click Save.

& Create School Calendar for ELC of Northwest Florida

School Name*
Select County®

v

Calendar Instruction Dates

First Day* Last Day *

01/01/2022 01/31/2022

Calendar Instructional Days*

Monday & Tuesday [ wednesday Thursday B Friday (] Saturday [ Sunday
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& Create School Calendar for ELC of Northwest Florida

School Name™:

Public School
Select County® Bay o

Calendar Instruction Dates
FIFstDay™ | o10/5022 LastDay™ | 20000

Calendar Instructional Days*

Monday Tuesday Wednesday Thursday Friday [ saturday

Click + New Closed Date to select the days school is closed.

£ Create School Calendar for ELC of Northwest Florida
-

School Name ™ Public School

-

Select County Bay -
Calendar Instruction Dates

First Day * Last Day*

01/01/2022 01/31/2022

Calendar Instructional Days*

Monday Tuesday Wednesday Thursday Friday [ Saturday [ Sunday

Search:

- School Closed Dates

No data available in table

Showing 0 to 0 of 0 entries Previous Next

[J sunday

m Cancel
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An individual day can be selected, or check the Date Range checkbox, and select multiple days.

i—
£ School Closed Date(s) & School Closed Date(s)
Select Closed Date or™ Date Range [ Select Closed Date or* Date Rang
01/18/2022 = 01/18/2022 - 01/18/2022 =

Once all closed dates are entered, click Save.
ﬁ Create School Calendar for ELC of Northwest Florida

.
School Name ™ Public School

Select County ™ Bay -

Calendar Instruction Dates

First Day * Last Day*

01/01/2022 01/31/2022

Calendar Instructional Days*

Monday Tuesday Wednesday Thursday Friday [ Saturday [ Sunday

Search

1. 1/18/2022
2. 11912022
3 1/20/2022

Showing 1 to 3 of 3 entries Previous Mext

==
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 Enroliment School Calendars

Click the Show Calendars button to see all School Calendars under the Master School Calendar.

show| 10

W show All Coalitions M Show Removed Calendars
‘Calendar ID Start End Instructional Days Open Closed
Showing 1 to 2 of 2 entries.

# Enroliment School Calendars

Previous Next
snow 10

v entries

Search
Calendar Information

M Show Al Coalitions B snow Removed Calendars.

43 ELC of Hillsborough Hillsborough Hillsborough County Public Schools. w 4 Add Calendar

Calendar ID start End Instructional Days Open Closed

550 812412020 51282021 Mon, Tue, Wed, Thu, Fri 72 2
160 /1272019 512012020 Mon, Tue, Wed, Thu, Fri
1

811012018 5/31/2019 Mon, Tue, Wed, Thu, Fri 180
220 ELC of Hillsborough

a7
Hillsborough 2021-2022
Showing 110 2 of 2 entries.

In this example, the Master School Calendar 43 has Calendar IDs 1, 160, and 550 for each year.

 Enroliment School Calendars

Show 10 w | entries

B Show All Coalitions

School ID

ELC of Hillsborough

Hillsborough
Start End
8/24/2020 5/28/2021
8/12/2019 5/29/2020
8/10/2018 531/2019
220 ELC of Hillsborough Hillsborough
Showing 1 to 2 of 2 entries
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Pending Family Acceptance Emails

SR families who have child records in Pending Family Acceptance status will receive an email notification with
instructions to log in to the Family Portal to sign their payment certificate. The email notification will continue to
be sent every five days until the payment certificate is signed and the child record is in the Enrolled, Canceled or
Terminated status.

Hello,

Your child’s enrollment with the child care provider you selected requires your electronic signature on the
payment certificate in order to complete the enrollment. The payment certificate authorizes payment for services
from the state to the child care provider. Failure to sign the payment certificate could result in the child’s
enrollment being ended and out-of-pocket expenses to accrue.

Please log into your family portal account to review and sign the payment certificate. Once logged in, scroll down
to the School Readiness Funding section and click the “Sign” button in the Payment Certificate column.

<ELC NAME> also provides Child Care Resource and Referral (CCR&R) services. CCR&R is the front door for family
services in your county. CCR&R staff will let you know about community resources, child care options and other
information that may be of assistance to you. Please contact your early learning coalition and ask to speak to a
CCR&R specialist for further assistance.

Sign SR Enrollment Payment Certificate and Terms & Conditions
After the provider approves the enroliment, the family will receive the following email from
DONOTREPLY@oel.myflorida.com.

OELSystemTest@oel.myflorida.com 7:15 PM (21 minutes ago) - v
tome |~

Hello,

The application you submitted for assistance in paying for child care has been approved by the ELC of the Big Bend Region.

Please log into your family portal account to review the Parental Rights and Responsibilities/Terms and Conditions. Once you have agreed to the terms and conditions you must electronically
sign your child's payment certificate in order to confirm your child's enroliment with the child care provider.

The ELC of the Big Bend Region also provides Child Care Resource and Referral (CCR&R) services. CCR&R is the front door for family services in your county. CCR&R staff will let you know
about community resources, child care options and other information that may be of assistance to you. Please contact your early learning coalition and ask to speak to a CCR&R specialist for
further assistance.

Thank you,

ELC of the Big Bend Region
8669739030
http://www.elcbigbend.org/

Please do not reply to this message. Replies to this message are routed to an unmonitored mailbox. If you have
question, please contact your early learning_coalition.

When the Family Portal user logs on to the Family Services Portal, click the Sign button for the Payment Certificate.

School Readiness Funding

Thee: folcwing tabie shows ihe School Readness funding status for 3 of the chideen in your housshold

Enroliment
Child Name EV Number Status Status Provider Name

EV_ Eligible: Pending Famiy Accaptance
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After the parent reads each statement, and clicks the checkbox for each statement, the statement box will
collapse, and a green checkmark will appear.

*]

I understand that services will be provided based on placement pricrities (section 1002.87, F.5.), and availability of funding. | must recertify on or before my last day of
authorized care or my services will be terminated. If termination occurs, | will be fully responsible for my child care costs. To reapply for services, | must submit a new
application in the Family Portal.

Once all boxes have been checked, a pop-up window will display for developmental screening and child
assessment authorizations. After clicking Yes or No, the parent will click the Save button.

© Update Needed

Authorization For Developmental Screening

We encourage you to complete the developmental screening of your child. It is an important step to determing if he/she is developing
typically or may need extra support.

Want to know more about screening? Click here

| give my permission to screen my child. | also give permission to share the results with my child care provider and other agencies
to make a plan to help my child in the classroom.

O Yes
O No

Authorization For Child Assessment

Child assessments help you and your child care provider know how your child grows and changes over time and whether your child
meets the typical developmental milestones in playing, leaming, speaking, behaving, and moving. Providers conduct this assessment by
observing your child over time during their typical day. This information can be used to provide personalized education planning supports
for your child.

| give permission to assess my child. | also give permission to share the results with my child care provider and other agencies for
the purpose of developing intervention plans or program improvement.

O Yes
O No
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After clicking Save, the parent will click Accept to accept the terms and conditions and continue or click Decline to
submit terms and conditions and decline the enroliment.

I *]
© *]
I *]
© *]
I *]
© *]
I *]
© *]
I *]
© *]
& *]

If Accept is clicked a pop-up window is displayed to capture the parent’s electronic signature. Once the full name is
entered, click Yes and the Payment Certificate will be displayed.

® Terms and Conditions Electronic Signaturs

You are about to edectronically sign the Parental Rights and ResponsibilitiesTerms
and Canditions

Full Mame: *

Click: Yes to confirm your gecironic signatune

Cancel
J

A case note will be created with a link that when clicked, will generate a PDF for the Terms and Conditions Accepted

Household Case Notes

Show | 10 w | entries. Search:
Custom
Date 1¥ Ccode Code Event Description &  Notes User
10/26/2023 7:31:11 AM EMRSACCPT Family Accepted SR SR enrollment was accepled by family. & kalebs925{@g
Enrollment Child: Hale A'Nye Porfirio (ID: 7052705), mail.com

Enroliment status: Enrolled. Provider ID:
839, Enroliment (anficipated) start date:

10/26/2023.
10/26/2023 7:2444 AM  |ENRSTERMS Family Accepted SR SR enrollment terms & conditions were kalebs925{@g
Enrollment Terms & accepted by family. mail.com
Conditions
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PDF of Terms and Conditions document

Parental Rights and Responsibilities/Terms and Conditions

Chald Pam: |

Child Date of Birth:

Accoplaed By:
Signod by Parent)Guardisn:
Signed by Date:

Teerma 10:

L

5

| wnderstand | have the g o be notified of decisions made regarding my sendoes and the right 1o appeal any decision, including
rductions inof terménation of sendces,

| underitind that sendced will be provided baded on placemsent prioritied [Lectiond 1002 87 snd 1002.935, £5.), and avadlabdlivy of
funding. | muat recertify on or befone my last day of authorized care or my sendces willl be terminated. If termination ocowrs, | will be
Tully resporsible for rry child care codts, To neapely lof senvices, | must submit b new spplication in the Family Poral.

| understand my information may be shaned with other state and local agencies. for the purposes of program administration and public
asdiinance hraud prevenBon.

5R - | underitand that if this is mry firit 12-month eligibility determination, or subsequent 12-month efigibility determination where my
incoene remding 81 of below 1509 of thi lederal poverty bivel (FPL), it is my redponsibility to repon within 14 calendsr dayi of any
change of cirourrstances related to:

Addresy

TemporanyHor-temporary work of eduacation

Family slze

Failure to mdintiin Arpendance 41 & job Training oF edutdTioh prog ram

Income exceeds B5% of the state median income | SMI)

SR - | unedirstaned that after mey first eligibality determination for sulnequant 12-month elegiblity peniods, whene my ingoms excieds
150% federal poverty level and | am consbdered ta be in graduated phase-out from the program, it is my responsibility 1o report within
10 cadersdar dayi of ary change of cintumstances related to:
= Address
Tmporsng Ron- e mporsry work oF ddut §tien
Farmily site
Failure to maintain attendance at a job training or education program
Income excbedi B5% of the state medidn intoame (SMI)

Any changes in income

SR PLUS - 1| pnderstand that | am nesponsible Tor the paymnant of 3l child care expendds in dobiss of the amour] of the subsidy and that
ait arey time within my 12-month eligibility determenation where my income remaing above B5% state median income | 54] and below
or at 1005 SM, it id ry redpondibility o report within 14 calendar days il‘l'l'-thlr‘l by

o Address

o ‘Work

e Family sipe

@ Family income

| undarstand that the coalition or comtractor will mot discriminate against my family on the basis of rage, national grigin, ethnic,
background, sex, religious afMfillation or disabslity.

| understand that if | am assessed a parent copay by the coalition or contracior for participation im the School Readiness |SR) Program, |
it SaRisTaetedily hatill my copayment obligation Belong | vwill b 3llowed to trandler 1o Snother SR Program prowsder, Satisfactony
fulfilimgnt of the copayment obligation is defined as immbdiate payment of the cutitanding ¢opayment obiigation o establiskement of
a repayment plan for the outstanding copayment obligation.

& 0 0 W
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9. | understand that | have the right to unlimited access to my child during nommal hours of child care provider operation and whenever
the child is in the provider's care.

10. | understand that | have the right to confidentiality of my child's or children's information and the right to inspect, review and request a
copy of my child's or children’s SR records.

11. | understand that 35 3 parent, | have the dght to choose from 3 vaniety of child care categodies, including center-based care, faith-
based care, family child care and informal child care to the extent authorized in the state's Child Care and Development Fund State
Plan that the Linited States Department of Health and Human Senvices approved pursuant to 45 CFR s. 98.30.

12, | steept the coalition”s/contractor’s determination of vy Income Jnd houtehold Size uied 1o 345648 iy PAFEHT COPDY.

13, | understand that if | give false information, sign inaccurate attendance docurments or fail 1o report changes in my circumstances that
would affect my eligibility for senrvices of the level of my services; my case may be referred (o law enforcement fof investigation and
possible prosecution.

14, 1 certify that the information given in my application is true and complele to the best of my knowledge.

If the parent clicks Decline, a pop-up window will display.

@ Decline SR Enroliment Terms & Conditions

Declining Terms & Conditions of enrollment in the School Readiness Program (SR).

Are you sure want to decline this SR enrcllment for 1?

| coeme | e

The parent can click Cancel and then click Accept to accept the terms and conditions.

After Continue is clicked, the Enrollment Status will be blank and the Sign button for the payment certificate is no
longer visible.

School Readiness Funding [T ———

The following table shows the Senoo| Readiness funding status for all of the chidren in your housenold

Enroliment Payment
Child Name Sereenings and Assessments EV Number Status Status Provider Name Certificate

On the EV, the Eligibility Status will remain Eligible, but the Enroliment Status will change to Enrollment Ended
(Terminated).

) ) History
Eligibility status: Eligible
Enroliment status: Enroliment Ended (Terminated) Change Status
Date of birth: |
Ethnicity: Prefer not to answer Eligibility

Races: Prefer not to answer
Care days: Monday-Friday
Care types: Fulltime Edit
Citizenship: US Citizen or Qualified Alien

Enroliments
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After clicking Accept, the payment certificate will display.

CertScate Mumber

Non-rassierabia Chid Case Cenificane HesugheidiC
Sehool Readiness [(SRYSA Fius Program
* This certificate is not valid fior care arranged after:  BRAGR023
PARENT INFORMATION
M Home Phone: Conteet Email:
Home Addness: City: ! State: FL Zip:
ENROLLED CHILD INFORMATION

Nam+ Date of Rirth: Age atEnroliment: 4 Child Person ID:

PROVIDER INFORMATION
Provider: Phone: Prowider Site Address:

ENROLLMENT IMFORMATION

Eligibility Start Date: 8227024 Eligibility Redetermanation Dus Date: 7182024
Rilya Wilion Reporting Requinement. No Refermng Agency Phone. MNA

Asgigned ELC Coungeler

Relermeng Agency Email;  PUA

Provider Daily Reimbursement Fates:
Parent Daily Co-Pay™:

Emnoliment St 2222024

Billing Group: SRAPLS

Care Level: FR4

Enroliment Schedule Mote:

" BT f-i e

Full-Time: 338.00
Full-Time: 52022
Enraliment End: 82177025
Eligibility: SRPL

Echool Calendar Mame;

Part-Time: 328.50
Part-Time: 310.34

Special Meeds Rate: 50.00

School Holiday Unit of Care:

F R TN SRS SRR BT W D (DT ABTRAR NhE D iy 39D MR CRARNT e BN S Y A BN

Uit off Care Dy of Care:

Monday
FTFT

Tussday
FTFT

Wedaesday
FTFT

Thursday
FTFT

Friday Satuday Sunday

I caridy by usa of ths carsfcaby Bt | o qrancising my choive of provider for my chid. Otar placemant options in loansed. boense-soempt and mghened lacilites and

Rames hiwe been explaned 1o me DEL. e
thay prowider that | sedect and from Kakdicy for
timi during e Bours

Signatare of Panent:

Signature of Provider:

Signature of Earty Lesrnmg Coplition Counselor

wairty beaming coakbon, 809 @8 contracied subrecpart, f applicable. are ndemnfied from all possible bty for payments o
et gualey of cars my chid ecewves. | understand that | have access 10 my chidnen and may vsit the provider's seTing at any

Date: [ aFrlrarl ]
By Electronic Signature

Date: B2X2024
Sy Elwcironic Signaure

Date: BT

By Electronic Bighitune
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The parent will check the By Electronic Signature checkbox and sign the full name as it appears on the SR
application and click Yes.

) Payment Certificate Electronic Signature
You are about to electronically sign the SR Enrollment Payment Cerificate.

Full Name: *

Click "Yes" to confirm your electronic signature

l Yes ] Cancel

Then, click Submit.

Privacy Act Statement: Social security numbers are requested on this form under =, 119.071(8)(3)2.. F.5., for use in the records and data systems of the Office of Eary
Learning {2EL) and Early Leaming Cealitions. Social security numbers will be used for routine data requests, state and federal reporting requirements, identification, and 1o
werify ligibility for the School Readiness Pregram mcluding, but not fimited to, family income. Submission of social s=curity numbers on this form is voluntary and not 3
condition of enrolment in the School Readiness Program.

| cerify that by use of this cerificate that | am exercising my choice of carsgiver for my child. Other placement options in licensad and subcontract facilities and homes
have been explained to me. OEL, the early leaming coslition, and its contracted prowider, if applicable, are indemnified from and its contract provider are indemnified from
all possible liability for payments to the caregiver that | select and from liability for the guality of care my child receives. | understand that | have access to my children at
any time and that | may visit the provider's setting at any time during care hours.

Signature of Parent: (E-Elgnad] Date: 2412022

By Electronic Signature

Signature of Provider: Bernice Rodriguez (£-5igned, On Bchaif of Provider) Date: 32212022

By Electronic Signature

Signature of Early Learning Coalition Counselor: Bernice Rodriguez (E-signad) Date: 220z

By Electronic Signature

After clicking Submit, the following confirmation message will display. The parent will click Accept or Decline.

) Accept Enroliment/Payment Certificate

‘You are about to accept the conditions of enroliment and payment responsibility.
Onee signed and submitted, you will be able to print your SR Enrollment Payment

Certificate.

Would you ke to accept the current enrollment far

(e oo |
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Once Accept is clicked, the parent may print the certificate by clicking the Print button.

ELC of Pinelias
Non-ransferable Child Care Certification
Schoal Readiness Program

* This certificate is not valid for care arranged after: 412212023

Certificate Number: 50825431

PARENT INFORMATION

Name: Date of Birth:

Social Security Number:

Home Address: City: State: FI

Zip:

Home Phone Work Phone: Employer-

The Enrollment Status on the Family Portal profile page is now Enrolled.

i A raci Wb o Sl Pl acinans hancion ntstn for ad o g chikomes iy s bisseinots

ok e

Frwchmmst
.

Fromies amn

Once the parent has signed the payment certificate, the answers to the screening and assessment questions on the

terms and conditions are displayed for the child.

i . : (child, male, age 1) e
Eligibility status: Eligible
Enroliment status: Enrolled
Date of birth: |
Ethnicity: Non-Hispanic
Races: White
SSN: ¢ '
Care days: Monday-Friday
Care types: Fulltime
Citizenship: US Citizen or Qualified Alien
Age verification: Verified
Medicaid eligibility: Eligible
Current authorization period: 04/23/2021 - 04/22/2022
Next authorization period: 04/23/2022 - 04/22/2023
Terms and Conditions: 03/24/2022
Allow Developmental Screening: Yes
Allow Child Assessment: Yes
erson ID:
Eligibility verification ID: EV_t

History

Change Siatus

Eligibility

Enrollments

Edit
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Teenage Parent Program (TAPP) Setup and Referral Entry
1. TAPP Providers must have a profile in EFS-Mod before they will be available for selection during child
enroliment.
2. Navigate to Maintenance > CCAA > Referring Agencies.

a.

b.
C.
d

Create New Referring Agency

Agency Category: Select TAPP — Teenage Parent Plan
Enter All Required Data

Select TAPP as the Type of Referral. Click Save.

Maintenance ~  Admin Functions ~ Reports ~ CCR&R ~

State Billing Groups

CCAA » | Referring Agencies
Local Funding r I’II:I_UUI\‘IE TO FL

Coalition Custom Codes b OA L I TI O N ‘
Merge Household r W

Local Referring Agencies List @RS00

Create New Referring Agency

Show : 10 entries ~

El Referring Agency - Edit Record

Agency Category ¥ | TAPP - Teenage Parent Plan v |

Agency Name %

Authorization Coce ¥ ©

Address Line 1 %

Address Line 2

City ¥ Tallahassee

State % FL v
Zip Code * 32308

Agency Phone ¥ (850)678-1234

Agency Fax

Teen Parent Program 2

33-12321

458 Drone Avenue
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Agency Email #

Type of Referral %

Is Active

AT-RISK

test test@gmail.com

Additional Contacts

Primary Contact (]

Contact Person
Primary Phone Number
Secondary Phone Number

Email

Primary Contact (]

Contact Person
Primary Phone Number
Secondary Phone Number

Email

(] (]
| T |
DOMESTIC . RELATIVE CARE

VIOLENCE HOMELESS GIVER

— N X3

179

] ] 7] ]
TANF TCC TAPP LOCAL




3. Local Funding > Local Funding Agencies
a. Create new Local/Match Funding Agency
b. Enter All Required Data

c. Select Local Funder Type E-TAPP (Track TAPP Enrollments) for TAPP Enroliments that will only
populate the Provider enrollment roster). Set up TAPP Local Funding Billing Group; or

d. Select Local Funder Type P-TAPP (Track TAPP Enrollment and Payment) for TAPP Enrollments
that will populate the Provider Attendance roster and be submitted for Reimbursements

e. View Local Funding Allocation > Create New Local Funding Allocation

i. Setthe Match Percent to 100%
ii. Set Use Approved SR Rates for Provider to = NO

iii. Backdate the Begin Date to the earliest enroliment that should be funded by the

provider
iv. Set the End Date if applicable

Maintenance - Admin Functions - Reports - CCR&R ~

State Billing Groups
CCAA 4

Local Funding » | Local Funding Agencies

Coalition Custom Codes Local Funding County Settings
Merge Household

Local/Match Funding Agency Maintenance

T .,

Create New Local/Match Funding Agency —

Lecal/Match Funding Agency - Edit Record

Create New Local/Match Funding Agency

Name # Teenage Parent Plan Adaress ¥

Coalition % ELC of the Big Bend Region v Suite/Appt.

City ¥
Local Billing Code ¥ @ Trest

Local Funding Type % State %

-Please select an item-

-Please select an item-

BGS Match Zip Code ¥
CCEP Mach
E-TAPP
P-TAPP Telephone ¥
Primary Local

Fax

Email %

-]
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Local/Match Funding Agency - Edit Record

Lecal/Mateh Funding Agency ID : 47

Name % Teenage Parent Plan Adaress ¥ Test Road

Coalition % ELC of the Big Bend Region Suite/Appt.
city %
Local Blling Code % @ 33-TP351 Tallanassee
Local Funding Type % p— State . .
Zip Code % 32301
Telephone % (850)355-5555
Fax
Email #

test test@gmail com

Local Funding Allocation Maintenance 0 Total Records

—
Funding Agency: Teenage Parent Plan 33-TP351

© No data available to display

Lecal Funding Allocation - Edit Record

Create New Local Funding Allocation
* MATCH PERCENT OR DOLLAR AMOUNT IS REQUIRED

Local/Match Funding Agency Name Teenage Parent Plan

Local Funding Type ETAPP
Local/Match Funding Agency ID % 47 Match Percent (%) 100 '
Coalition ¥ ELC of the Big Bend Region Dollar Amount 00000.00
Local Billing Code % 33.TP351 Begin Date ¥ 1/01/2018
End Date

— E3E

Local Funding Allocation Maintenance 1 Total Records

Show - 10 entries ~

Funding Agency: Teenage Parent Plan 33-TP351

Edit  Local Funding Allocation ID L Local Billing Code Match Percent (%) Begin Date End Date Active

a 36 33-TP351 100 11/1/2018 v
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4. TAPP Intake
a. Select the TAPP Agency from the Agency Category. This dropdown only displays the TAPP
Referral Agencies that have been entered.
Enter All Required Data
Enter the TAPP Enrollment Details
Select E-TAPP to see only the local E-TAPP billing codes
Select P-TAPP to see only the local P-TAPP billing codes
Make the eligibility start and end dates the TAPP enrollment start and end dates
Add the child(ren) data. Click Save.

m o Qoo T

NOTE: The TAPP intake process allows coalition users to identify the physical county of residence and families
receiving RCMA services.

TAPP = Provider - Reimbursement - b

TAPP Intake

Teenage Parent Program (TAPP) - Intake Form

Agency Category

Agency Name %

Information Supplied By (School District Personnel) %

Contact Number %

Example: (850) 555-1234.

Referral Date %

Primary Parent's First Name %

Referring Agency Details

Teenage Parent Plan

12 - Teen Parent Program 2

Test School Provider

850-850-8500

11/03/2018

Teenage Parent Information

TAPPMother

Primary Parent's Middle Name

Primary Parent's Last Name % Testing

Primary Parent's Ethnicity % Hispanic ~ ® Non-Hispanic Prefer not to answer

Primary Parent's Race(s) Check those that apply. # Asian Hawaiian / Pacific Black US Indian / Alaskan ¥ White Prefer not to answer

Primary Parent's Gender #

Primary Parent's Marital Status %

Primary Parent's Date of Birth #
[MM/DDYYYY]

Address Line 1 %

Male @ Female
single

08/22/2002

Primary Parent's Address

Newton Ave
Address Line 2 (Apt, Suite, etc)
city % Tallahassee
County ¥ Weon
State FLORIDA
Zip Code % 39301
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Primary Language ¥

Homeless

Military

Funding Type #

Local Billing Code ¥

Eligibility Code

Eligibility Begin Date %
MW/DDYYYY]

Eligibility End Date (fast day of eligibility) %
[MM/DD/YYYY]

Additional Information

English

J Select if parent is currently homeless or located at a Domestic Violence Shelter

1 1s parent currenty active duty (serving fulltime) in the US Military? OR
1 1s parent a member of either a National Guard Unit o Mitary Reserve Unit?

TAPP Eligibility Details
® ETAPP O P-TAPP
33-TP351
ETPP

11/05/2018

06/03/2019

Child's First Name %

Child's Middle Name

Child's Last Name 3%

Child's Ethnicity ¥
Child's Race(s) Check those that apply. %
Child's Gender ¥

Child's Date of Birth ¥
[MM/DDAYYYY]

Is Child Disabled?

Level of Care

Child Needing Care Details

TAPPInfant

Testing

© Hispanic  ® Non-Hispanic ~ ©) Prefer not 1o answer

[ Asian () Hawaiian / Pacific [ Black [J US Indian / Alaskan @ White

®

Male © Female

1/01/2018

<12 Months

[ Prefer not to answer

dd Anothe

Cancel —
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5. TAPP EV opens.
a. Verify all the data input into the TAPP Intake form is correct
b. Upload the TAPP Referral Document in the Additional Documents section
c. Thereis no TAPP Referral Section
d. Click Eligibility
i. Verify the eligibility information that was entered into the TAPP Intake form is correct
ii. Priority is not required
iii. Purpose for care is not required
iv. Zero (0.00) copay is allowed
e. Click Enroll - The TAPP Provider must have a profile in EFS-Mod before they will be available for
selection during child enrollment
i Search for TAPP Provider
ii. Enter Anticipated start date (the date as the eligibility start date)
1. Verify that the eligibility information populates the Ul
iii. Enter Copay in Effect

iv. Select school calendar if applicable
V. Select school holiday unit of care if applicable
Vi Select school day unit of care if applicable
vii. Select Enrollment Schedule days
viii. Enroll on behalf of the provider and click Save
ix. The enrollment is complete
X. The payment certificate is created without the parent signature

1. Print the Payment Certificate and have the parent sign it
2. Upload the signed payment certificate to the EV in the Additional Documents
section of the Household Review screen

Housenold at a Glance Children Needing Care

Contact mformation

Children Needing Care

Chanye Stalus

Faeol

Ean

n Period: 11/06/2018 - 11/04/2019 : 11/08/2018 - 117042019

ornvana | (TEoqurea = mimaing or invana |

Alimeny ana Chia Support Income TAFPIntantTwo Testing (cniia, remaie. age 0) D
Evig, Eliginie

Sner income

Seauctions

otas

Documents

n Period: 11/05/2018 - 11/04/2019

[Txcquirca s misaIng or mvand

ade criia
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Household at a Glance Parents

Contact Information

TAPPMother Testing (child, female, age 1G) History
crioren wessing core ate of oirn:08122:2002
Ethnicity: Non-Hispanic Edit
arents Races: White
aren Marital status: Single
Email: Fake T 181111@oel. admin
©ther Househeld Members Primary phone: (999) 999-9999
) Disabled: No
CCAA Refeal Information Disability documentation: No docurents available
Employment [[Required information is missing or invalid. |
School/Training Aga Parent

Alimony and Child Support Income

Other Household Members
Other Income

Your application contains no people listed as otner NoUsencid members.
Deductions

Add Other Housahold Member
Totals

Documents

CCAA Referral Information

No Referrals

Do you have a form from another agency titled Child Care Application and Authorization? No

CCAA Referral Documentation

There are no attached documents of

is type.

Upload Document .

Update Eligibility

Eligibility Assignments

Eligibility Code

ling Group Begin Date End Date Funding Agency ID (code, type, name) Actions
Current Authorization Period (11/05/2018 - 11/04/2019)  Update

ETPP ETAPP 11/05/2018 06/03/2019 47 (33-TP351, E-TAPP, Teenage Parent Plan) ‘ Update || End Eligibilty

Add Eligibility Assignment.. | Add Next Authorization Period...

current Eligibility Map

‘Current Authorization Period
11/05/2018 - 11/04/2019

Save Cancel
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Edit Eligibility Assignment

Funding Details
Funder Type®

@ 3R © Local @ E-TAFP @ P-TAPP
Local Billing Code ® Eligibility Code

33-TP351 v ETFFP

Eligibility Begin Date® Eligibility End Date®

11/03/2018 0E/D32018

Match Funder

Te=nage Parent Plan

Purpose-for-Care Review Date

Care Information

Priority * Lewvel of Cara®

01 v = 12 Manths ¥

C in Effect™®
Rilya Wilson Repeorting Requirements opayIn

FART TIME DAILY RATE ¥

Purpose for Care®

EDUCATIONTRAIMNING v

Co-Payment | Recaioubte
Total Housshold Members Full time Co-payment Amount

4 5 | 0.00

Full Time Co-payment Waiver or Reduction

Part time Co-payment Amount

5 | D00

Full Time Co-payment is Waived or Reduced

Part Time Co-payment Waiver or Reduction

Part Time Co-payment is YWaived or Reduced

Resulting Full Time Ce-payment Amount Resulting Part Time Co-payment Amount

¥ | 000 3 | 0.00

Cancel
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Enroliments

Enrollments

There are no enrollments for this child.

Add Enrollment. _

Search for a Provider

Look for providers that match your desired search criteria.

Provider Name Test
Street Address

City

Zip Code

County Leon N

Select the desired provider from the search results below.

Search Results

15214TEST [Tallahassee]

Provider Test [TALLAHASSEE]

TEST OMe [TALLAHASSEE]

Testing [TALLAHASSEE] -

Details of Selected Childcare Provider

Name Provider ID Hours of Business
Testing 8415 Su-Sa 6:00am-6:00pm ;
Location Provider Type Child Ages
501 BLAIRSTONE RD APT 301 Family Child Care Home 1MO- 16 MO
TALLAHASSEE, Florida 32301
Leon Profile Status Part Time Rates
Active Yes
Contact Phone Number
(850) 201-1111 Program Year Full Time Rates
2018 - 2019 Yes

Contact Email Address

cmoneyb2+006@gmail. com Gold Seal Type

Gold Seal for preschool to 5

— OK Cancel
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Add Enroliment

Select a Provider for TAPPInfant Testing®

® Other:

Testing Browse. .

Details of Selected Provider

MName Provider ID Hours of Business
Testing 3415 Su-5a 6:00am-5:00pm ;
Location Provider Type Child Ages
501 BLAIRSTOME RD APT 301 Family Child Care Home 1 MO - 16 MO
TALLAHASSEE, Florida 32301
Leon Profile Status Part Time Rates
Active es
Contact Phone Number
(850) 201-1111 Program Year Full Time Rates
2018 - 2019 Yes

Contact Email Address

cmoneyb2+006@gmail.com Gold Seal Type
Gold Seal for preschool to 5

Anticipated Start Date * TI0672018

Eligibility Information

Eligibility Begin Date Eligibility End Date Level of Care
11/05/2018 0EM04/2019 = 12 Months
Full time Co-payment Part time Co-payment Copay in Effect
30.00 50.00 FT
Override Copay in Effect FT v
School Calendar 135 - Florida State Univers ¥
School Holiday Unit of Care FT v
School Day Unit of Care FT v
Childcare Enrollment Schedule Monday Tuesday Wednesday Thursday Friday Saturday Sunday
FT L FT L FT L FT L FT L L v

Initial Enroliment Action™

O Assign to provider for confirmation or rejection.

® Enroll on behalf of provider.

mm—) | Save || Cancel
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Enrollments

Enrolliments

Child Enrollment Status: Enrolled

Provider Name: Testing

Contact Phone: (111) 222-3333
501 BLAIRSTONE RD
APT 301
TALLAHASSEE. 32301
Leon Coun

Enrollment Start Date: 11/06/2018
First Attendance Date: N/A

Location:

Cancel Repair Updats

Add Enrcliment

—)
8415 View Profile

cmoneyb+006@gmail.com
50.00

Provider ID:
Contact Ema

Parent Fee (Copay):

Enrollment End Date: N/A
Last Attendance Date: N/A

End Enrcliment

Close

B Parental Payment Cerificate

ELC of tha Esg Bana Rigion
HMor-iransferabia Ch
Echool Readiness Program

* Thilc cartificats o not valld Tor cars arrangad aftesr: &ERmE

FARENT INFORBUATION

MName: Tapoemothar Testing Date of Birth: B22E00C Ecolal 2sourity Number:
Homa Addmecc:  Mowlon S cily: Talanassed Einim: F Fa -3 1
Homea Phone: (555 555 a5 “Work Fhone: Employar
ENROLLED CHILD INFORMATICN
Hame: Tapoinfant Testing Dafe of Birthc 1112015 Boolal 3sourity Humber:
FROVIDER INFORMATION

Provider: Tasting Phane: (225) 475255 Addrass: 509 BLARETOMNE RD AFT 301 TALLAHASEEE, FL

azao

ENFRDLLMENT INFORMATION

Engioiirty Bari: 1152018 Elginlity Emde: BR2019
Councslor: i Coucs Worker:  MiA
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P Schaon

1 cartity that by use of this cerif
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ks o the o
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Godd 3eal Rate: 3000 Fosimburcement Rate: 5000 Farant Full-fime Co-Pay**: 5000 FParert Far? ime Co-Fay=:- 50.00
Emrollsd Onc  11/11/2018 Enrclimrant EHark: 1162012 Enrolimand Emd:  &32018
Unit of Carez FT Ellling Groug: ETAFP Elgiblitty: ETFE
— SRSt SS-TE TS (T 4TET S8 SEEST T eITT IS o
Unit of Care / Day of Cans: sionday Tuscdmy Wesdnacoay Thunzday Frigay Eaturdey Bunasy
FT FT FT FT
Priveoy Aot Baiamant: Social socurty NUMSETS ans MeaQUestad of this 1rm Waer 5. 119,07 ., B0 LS i N e o Ofca of Eanty

Learning [OEL) and Earty Learning Coallions. Social secority numbers will ba
3. but not

chood Readiness Program inc
Raadiness Frogs,
am axercising
OEL. e garty learming
2 aregiver that i
may visk tha prosicars seing at any 1ma during carn hours

Hgnature of Earty Leaming Ccalition Cocuncelor:

d data sysinms
ral reporiing reguirements, identification, and o
numbers on this form is woluntary and not 2
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scsbon of wocial Sadis

aciitics and Romas
rang ircemnis

=5 o my childre

regivar Sor MYy childl, Ofher placemant apSions in

oo niniTied fnoe

Deaba:
By Ebkscironic Signalura
Jevee Mac (E-Sipawd, SOn Sehe i of Frovided =1 HHALUNAE
By Ebkscironic Signalura
Jewar Mo f=-Signed) Daba: HHLUDE

& By Ekstironic Signalura
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Below is a view of the E-TAPP and P-TAPP enrollments in the Provider Portal. E-TAPP Enrollments only display on
the Provider’s Enrollment Roster.

SR Enroliments

v 0 o [ -

Fiter Fiter Fiter Fiter Fiter Fiter Ftar Fiter Fiter Fiter Fitar Fitr Fitr Fiter Fiter Fiter Fiter

i Z2E200E0NE 11 i B = ===

The E-TAPP Enrollment is not present on the Attendance Roster.

rHOome  Business - Pwfle - Gonliasts ~  Ewollments - Allendance -+ Documents ~ Hello Gy U2 008 @umail com
YT —
Program Type® : =y . School Readiness (SR) © Attendance has NOT been submitted to ELG of the £ig Send Region.
. . Care Level INF. 2YR. PR3, PR4. PRS. SCH
Service Perioa ™ : HADA 10 11300018 v Duepaw: 1252015
Houre Of Operation Su Sa 6:00am 6:00pm
Coalition® : ELS of the Biy Bond Regivn . Surmary SRILocal Funding Students 19

Paid Holidays

searcn: [ Tapeinnt

110 15 o1 19 enrotiea & Indicate the child's atiendance below. Supperting dosumentation may be uploaded to the Decument Management Library a3 nocded

Provious | Next November 2018 Setecta chia from enrotiees 1o eart
e
sun Mo Tue Wed hu " st

i 2 s

B E E i . B o0

ko 2 B i 5 s -

B B 20 2 22 25 24
= 20 El 20 2a %

P-TAPP Enrollments display on the Provider’s Enrollment Roster and Attendance Roster.

SR Enroliments

e e " — - . - - Ko i s, T,

sn sm i - (=

P-TAPP Enrollments are present on the Attendance Roster. The provider is able to mark attendance for these
enrollments in the same way as all other enroliments.

SR Attenaance Roster

Program Type™ : SR . School Readiness (SR) @ Attendance has NOT been submitted to ELC of the Big Bend Region.
service Perioa™ : 11112018 to 11/30/2018 v Due Date : 12/5/2018 e e (T3, B, (P, (PR, (R, S

Paid Holidays

Search: | TAPPInfantThroe

110 1 of 20 enroliea = Indicate the child's below. Supporting may be uploaded to the Document lManagement Library as needed

- athetaremcates
5o lage BMWRg
Group

P — November 2018 Chila's Current Information
Name TAPPInfantThree Testin,
Previous | Next sun Mon Tue Wed Thu Fri sat 0
; 2 . )
— — —— ey T3 CEp P

status Enroliea

4 s B 7 B ° 10
f ! {f {f i i {— Monthly Attendance Summary
L Anticipated Start Date 11/6/2018

g 12 13 12 15 18 17 Days Apsent o
oms Days Present 4
L |

Reimbursed Holidays o
18 19 20 21 22 23 24 Non-Reimbursable Days 2
25 26 27 25 29 30
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Developmental Screening

Developmental Screening menu is available at SR Program > Preschool Development > Developmental Screening.

ﬂ- Home VPK Program - VPK SIS~ SR Program - TAPP~ Provider - Reimbursement - Maintenance -~ Reporis ~ [

At-Risk Absence Tracking Queue

Preschool Development »  Developmental Screening »

VWIS Coaition Review

»
SR Eligibility i’ ‘ OA L I 1 Pending Post to Family
SR Provider Enroliment 4

© Add Screening Request
Q, search

Incomplete

SR Application L'

Search
The search function allows coalition users to search by multiple criteria:

e Screening ID — the ID assigned after a screening is started.
e ChildID

e  First Name — of child
e Last Name — of child
e Screener Type — Coalition, Family or Provider

e Screening Status — Approved, Incomplete, Coalition Reviewing
e Begin Date
e End Date

To see all children with screenings in a coalition, click the Search button without entering any search criteria.

Q Search For A Developmental Screening

[JInclude Previously Served Children

Screening ID Child ID
First Name Last Name
Screener Type Any v Screening Status Any v
Begin Date MM/DDYYYY = End Date =
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Incomplete Queue
SR Program > Preschool Development > Developmental Screening > Incomplete

The Incomplete queue displays the screenings for children in a coalition that are incomplete. The queue displays
10 records on a page. If more than 10 records display, then multiple pages will display below the grid. Each column
can be sorted and filtered.

A. Clicking on the Child ID link navigates to the screening history for the child.

B. Clicking on the Screening ID link navigates to the child’s screening results for that screening.

C. Clicking on the Screening link in the Vendor Link column opens the questionnaire so the coalition can
complete the screening.

2= Preschool Developmental Screening Work Queue

The page displays all outstanding screening request that need to be completed. Selecting Child ID takes you to the child's Screening History. Selecting Screening 1D takes you to the to the child's screening information. Selecting the Vendor link
takes you vendor's site fo complete the questionnaires.

@ Click Here For Filtering Tips
Show| 10 v/ entries & Clear All Fitters  [ISZEIEN

Assigned
m Ehild Name — Frovider8 I E=a Nendorbink

Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter
3857190 1096 HONEY BEE'S 34017 510/2021 ASQ-3 & ASQ:SE-2 Screening
EDUCATIONAL CENTER
]
5175407 16528 Brian's Technology 34077 51012021 ASQ-3 & ASQSE-2 ‘Screening
Daycare LLC
« »
Shewing 1 to 2 of 2 entries Previous - Next

Coalition Review Queue
The Coalition Review queue displays all outstanding responses that need to be processed.

A. Clicking on the Child ID link navigates to the screening history for the child.
B. Clicking on the Screening ID link navigates to the child’s screening results for that screening.

£ Preschool Developmental Screening Coalition Review Queue

The page displays all screening that need to be . Selecting Child ID takes you to the child's Screening History. Selecting Screening ID takes you to the to the child's screening information

@ Click Here For Filtering Tips
Show| 10 vjeniries £ Clear All Fiters  [lESCtaY

Child Assigned Request Completed
Name DoB Counselor Provider ID Provider Name Date Date Questionnaire

Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter
5166748 e 20574 AIm High Academy, Umatilla 37700 e 0517/2021 Family Coalition ASQ3 &
Campus Reviewing ASQSE2
2351659 7 WOODLANDS LUTHERAN 19334 05/01/2021 Provider Coalition ASQ-3
CHURCH AND EARLY Reviewing

LEARNING CENTER

4394364 4630 CARE 4 KIDS DAYCARE, INC 37585 051712021  Family Coaliion ASQ3
Reviewing
4531505 18420 Harley's Angels Child Care 37709 051712021 Family Coaliion ASQ:3 &
Center 2 Reviewing ASQ'SE2
5276009 19176 Stepping Stones Christian 38029 051712021  Family Coalition ASQ:3 &
Academy Reviewing ASQ'SE2
Showing 110 5 of 5 entries Previous - Next
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Screening Results

The screening results screen display the results for the child’s screening. There are buttons at the top of the page.
The light blue buttons indicate functionality that is not yet available in EFS Mod. The dark blue buttons indicate
coalition user actions.

e Add New DSR — add a new developmental screening request

e Change Status — change the status of the screening

e View Screening History — view the screening history of the child

e Cancel Screening — cancel the screening. This functionality is coming soon.

e  Post to Family Portal — share the results of the screening on the Family Portal
e View Screening Notes — view any screening notes entered by the screener, provider or coalition
e  Assign Counselor — This functionality is coming soon.

e Add Screening Notes — add a new screening note

e  Status Change History — view the status changes for the screening

e Screener Change History — view the screener changes

e Change Screener — change the screener for an incomplete screening

The details on the screening display in the Screening Info box:

e  Status

e Screener

e  Provider

e Request Date

e Completed Date

The results of the screening(s) display with scores.

e  Typical —the child’s scores are on or above the typical cutoff range
e  Monitoring —the child’s scores are below the typical cutoff range but above the concern cutoff range
e Concern —the child’s scores are below or at the concern cutoff range

Child Screening Result for - Household _

Add New DSR Change Status View Screening History Post to Family Portal View Screening Noles
Assign Counselor Add Screening Notes Status Change History Screener Change History

Wl Screening Info

Status Coalition Reviewing Request Date 5/17i12021

Screener Family Completed Date 5/17/2021

Provider Aim High Academy, Umatilla Campus

BE ASQ-3 Screening Result [ 42 montns ] BEASQSE-2 Screening Result [ 36 Montns

‘Communication 27.06 36.04 60.00 Typical Social-Emotional 105.00 75.00 10.00  Typical
Gross Motor 36.27 4515 60.00 Typical
Fine Motor 19.82 33.68 60.00 Typical
Problem Solving 2811 39.82 60.00 Typical
Personal - Social 3112 41.25 60.00 Typical
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Adding a Screening Request
From the Screening Results screen, clicking Add New DSR opens the Add Screening Request pop-up window.
Clicking the Select Enrollment button navigates to the Add Development Screening Request page.

Add Screening Request

= Developmental Screening — Child SR Enroliment Listing

This page displays a list of current SR Enrollments by provider. Once you identified which provider you wish to associate the new screening record with, click the Select Enroliment button. Clicking the Select Enrallment button will take you to the Add Screening Request
page.

@ Click Here For Filtering Tips
Show 10w |entries 2 Clear All Fifters [JERUS

Enroliment | Coalition Provider Enroliment
D 1| D Provider D || | Name Start Sunday Tuesday Wednesday || | Thursday

Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter
Select Ensollment 04/06/2021 FT FT FT FT FT
Showing 1to 1 of 1 entries. Previous n Next

Cancel

Select the Screener Type, Questionnaire Type and Start Date. Then click Add Screening.

© Add Development Screening Request

Caoalition ID 23
Provider ID

Enroliment ID

Screener Type Provider ~
Questionnaire Type Both v
Start Date 05/26/2021 =

UL © Add Screening

The Confirm Successful Insert pop-up window opens. The screening will now appear in the queue for the selected
screener.

Confirm Successfull Insert

The requested developmental screening was successfully created

OK
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Change Screener
From the Screening Results, clicking the Change Screener button opens the Change Screener Type pop-up window.
This button is only available for Incomplete screenings.

£= Change Screener Type

Current Status Incomplete

Screener Type # Provider v

Change Status
From the Screening Results, clicking the Change Status button opens the Change Status pop-up window. This
button is not available for Approved screenings.

= Change Status

Current Status Incomplete

New Status % Cancelled v
Screening Notes test
A
471000

Follow Up Date 05/26/2021

Viewable by Provider? # O Yes O No
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Screening History

The screening history displays all the screening results for the child over time. The screening history can be shown
by clicking the:

1. View Screening History button on the Screening Results page
2. Child ID link from the queue

On the Screening History page:

A. Clicking on the Screening ID link navigates to the child’s screening results for that screening.
B. The screening history can be exported to Excel.

Household

2 Exportto Excel | Sereening Notes History

Screening History for

Show | 10 v entries

Status ASQ3 Gross Fine Problem Personal ASQ-SE2 Social -
Screening Change Interval Communication Motor Motor Solving - Social Interval Emotional
D ¥ Date Provider Completed Results Results Results Results Results Completed Results
N/A

34017 Coalition Incomplete  5/17/2021 HONEY BEE'S EDUCATIONAL CENTER Il 24 Months Typical Typical Typical Typical Typical N/A

Showing 1 to 1 of 1 entries

Previous - Next

View Screening Notes
From the Screening Results, clicking the View Screening Notes button navigates to the Screening Case Note
History page. The Screening Notes can be exported to Excel.

Screening Case Note History for Household

Search

Show| 10 ~ | entries

Follow Viewable
up By Created
Date Provider Date

Screening ID 7112 Coalition Approved Developmental screening has been = Yes 41212021
ASQ3 Interval 18 Months completed by parent. Screening resulis for 1:51:47 PM
ASQ SE2 Interval 18 Months eflect as “Monitor”

Provider ID Screening results have been shared with

the parent via Family Portal
Afollow up email was shared with helpful
tools that further support child's leaming
and growing.

Provider Name

Showing 1to 1 of 1 entries

Previous Next
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Add Screening Note

From the Screening Results, clicking the Add Screening Note button navigates to the Add Screening Case Note
screen.

A. Enter the case note for the screening.

B. Optionally, a follow-up date can be selected using the calendar. Selecting a follow-up date is for reporting
purposes only.

C. Select whether the note will be viewable by the provider.

ElAdd Screening Case Note for B B Household _
DSRID 10705 e
Child ID
Provider ID
Provider
Name

ASQ3 Interval 16 Months
ASQ SE2 18 Months
Interval
0/ 1000

Follow Up Date: =

Viewable by O yes ) No
Provider? ¥

©

Save Screening Note

Status Change History

From the Screening Results, clicking the Status Change History button opens the Status Change History pop-up
window. The most recent status displays at the top of the grid.

£= Status Change History

Show| 10 v | entries Search:
Changed From Changed To Changed Date |f Changed By
Coalition Reviewing Approved 2021-04-12 13:51:46
Incomplete Coalition Reviewing 2021-04-07 15:46:43 APl
nia Incomplete 2021-04-06 12:27:40
Showing 1 to 3 of 3 entries Previous n Next
% Close

Screener Change History

From the Screening Results, clicking the Screener Change History button opens the Screener Change History pop-
up window.

£= Screener Change History

Show| 10 w entries Search
Changed From Changed To Changed Date | Changed By
nia Family 2021-04-06 12:27:40
Showing 1 te 1 of 1 entries Previous n Next

X Close
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Bulk Billing Group Transfer

Coalitions can apply for and receive from the state a match allocation based on a dollar-for-dollar match. Once
awarded, the match allocation can be applied at the participant level in the manner determined by the coalition to
represent the most efficient expenditure of the coalition’s awarded SR dollars. In order to access the awarded
match dollars, coalitions should invoice DEL through the BG8 SRMAT eligibility code and should expect to receive
the amount equal to the local match received to complete the balance of the monthly payment. Coalitions should
not invoice DEL for any records that include CCEP for any period in the 2019-2020 fiscal year.

In an attempt to assist coalitions through the transition of the match process, DEL developed a bulk billing group
transfer tool within EFS Mod that allows coalition to transfer records, on a monthly basis, to the appropriate
category to best utilize the needed match for that payment period. This tool was provided to allow coalitions
additional time to make eligibility and enrollment changes to child records, as needed, to accurately reflect the
actual match application. The tool only makes the changes for the current month and for payment purposes
only. If eligibility and enrollment data is not made at the child level, the tool would need to be used again in the
next month to accurately assess the match as determined by the coalition. This process would continue until the
eligibility and enrollment records were changed at the child level.

Beginning with the July 2019 service period, children with the CCEP match billing group must be updated with the
Bulk Billing Group Transfer feature while in Closed Attendance to an appropriate billing group. Children eligible for
the new SR Match program need to be updated with the Bulk Billing Group Transfer feature so that their billing
group is BG8 and their eligibility code is SR MATCH, provided that the coalition has SR Match funds to use. This will
apply a 50% default match assessment calculation that can be increased, decreased, or zeroed out with the Run
Match Assessment feature, if needed, as determined by the coalition. This also associates the records to the new
SR Match OCA Payment Code, SRMAT. Children may remain in the BG8 billing group with the ECON eligibility code.
With the release of 4.1.6, the default match assessment calculation will be 0%. The calculation can be increased, as
needed, using the Run Match Assessment feature. This associates the records to the current 97P00 OCA Payment
Code. Separate match funding agencies and allocation plans for BG8 ECON and BG8 SRMAT must be created.

NOTE: This process is a temporary solution required each service period until new match funders are created and
enrollment records are updated.

SR Match Funder Allocation for BG8-SRMAT

To use the BG8 SRMAT eligibility code, a new BG8 match funder must be set up. Go to Maintenance > Local
Funding > Local Funding Agencies.

Maintenance ~  Admin Functions - epors - CRER ~ Hello Criogon 3 O

State Billing Groups

CCAA 3

Local Funding Agencies
-| Accounting Interface  » ocal Funding County Setling

N Local Funding »

Note: The Maintenance
menu option regquires the
Coalition Admin user type.
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Make sure that a SRMAT funder is created with an allocation.

cal/Match Funding Agency Maintenance

show 10 | entries Search
Edit View
Agency Allocations | Local/Match Funding Agency ID Local Billing Code Local Funding Type City
Filter Filter Filter Filter Filter Filter
a a 1555 CHSP - Leon 33-CHSPLEO BGS8 Match Tallahassee (850) 606-1948
o o 209 Leon County — 371K8 33-37IK8 BGS8 Match Tallahassee (850) 606-1900
o I | 1561 | SR Match | 33-23-SRMT I BG8 Match (123) 543-5345
o o 1292 N . . h Tallahassee (850) 606-1900
In This example, A BG8-SRMT funding agency exists.
o o 210 h Tallahassee (850) 414-0844
o o 236 H ; H i h Tallahassee 850) 414-0844
Check the View Allocations box and click the View (850

o o = Funding Allocation button to ensure the allocation is £ TEIEIEEER (EERZIEs
[n] [n] 238 setup as well h Tallahassee (850) 414-0844
o o 239 i o ch Tallahassee (850) 414-0844
o o 240 United Way of the Big Bend - Wakulla 33-65IK8 BGS8 Match Tallahassee (850) 414-0844

Showing 1 to 10 of 17 entries Previous - 2 Next

—

Local Funding Allocation Maintenance

Create New Local Funding Allocation

Funding Agency: SR Malch 23-SRMT In this example, the funding
allocation does not exist and needs
to be created.
O No dala availabe to gisplay

If no BG8 SRMAT funder exists, click the Create Local/Match Funding Agency button and complete the required
fields.

Create New Local/Match Funding Agency

Name ¥ Address # 129 Main Street
Create a Name and Local Billing Code
Goalition # ELC of Palm Beach that can easily be identified with SRMAT. lemppt.
The Local Billing Code mustbe 7 or %
Lecal Biing coae # @ SRMATZ | fewer characters. ‘West Palm Beach
Local Funding Type ¥ SGE Maien . State ¥ FL
ZIp Gode # 33498
Telephone # (665)655-6555
Fax
Email ¥

sampleg@nownere com
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Locate the newly created funding agency. Check the View Allocations box and click the View Funding Allocation
button.

cal/Match Funding Agency Mainte

Create New Local/Maich Funding Agency
Show 10w enlries £ Clear All Fitters  [ICEEIER

Edit View
LocaliMatch Funding Agency ID _ Local Billing Code Local Funding Type _

18 Total Records

Filter Filter Filter Filter Filter Filter
[u] o 1555 -Leon 3.CHSPIEQ BGS Match Tallahassee (850) 606-1948
0 u] 209 Locate the newly created funding agency. BGS Match Tallahassee (850) 606-1900
o o 1561 Check the View Allocations box and click the View BG8 Match tallahassee (123) 543-5345
u] [n] 1292 Funding Allocation button BGS Match Tallahassee (850) 606-1900
[a] 1562 SRMATZ 33-SRMAT2 5G8 Match tallanassee (123) 543-5345
[u] u] T210 " United Way of the Big Bend - Gadsden "33:20K8 "8G Maten TTallanassee (850) 414-0844
a a 236 United Way of the Big Bend - Jefferson 33-33IK8 BGS Match Tallahassee (850) 414-0844
[u] u] 237 United Way of the Big Bend - Liberty 33-391K8 BGS Match Tallahassee (850) 414-0844
0 u] 238 United Way of the Big Bend - Madisen 33-401K8 BGS Match Tallahassee (850) 414-0844
[u] u] 239 United Way of the Big Bend - Taylor 33-621K8 BGS Match Tallahassee (850) 414-0844

Showing 110 10 of 18 entries Previous - 2 | Next

Edit Funding Agency View Funding Allocation

If no BG8 SRMAT allocation exists, click the Create New Local Funding Allocation button.

I Create Mew Local Funding Allocation l

Funding Agency:

@ No data avallable 1o display

Complete the required fields.

E] Local Fundi lliocation - Edit Record
Create New Local Funding Allocation
# MaTcr PERCENT OR DOLLAR AMOUNT IS REQUIRET
Leocal/Match Funding Agency Name SRMATZ
Leave the Match Percent set to 8% (or
change it to 0; this will not impact the
Local Funding Type BGE match assessment amount).
Local/Mateh Funding Agency 1D ¥ 1283 Match Percent (%) a0
Coalition ¥ ELC of Paim Beach Dollar Amount »0000.00

Be sure to change the Begin Date to July 1,
Locnl BURg Goge & 2357422 | 2019 (or the service period begin cate that will | ¢g'nDae
start to use SRMAT).

End Date
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SR Match Program Changes for 2019-2020

Go to Maintenance > Local Funding > Local Funding Agencies > Edit Agency.

Mainienance ~  Admin Functions »+  Reporis »  CCRER - Hello, Criogon {3 @

State Biling Groups
CCan »
N oca Funding »

Local Funding Agencies

Accounting Inferface » ) ocar Funding County Setting QTA L Note: The Maintenance
COANNDN CUSIDM CONas —Jmrm — ————— menu option requires the
Merge Household Coalition Admin user typs.

Q, Search SR Applications

For Local Funding, the same questions for CCEP will display for BG8. CCEP can only have a start date prior to July 1,
2019.

e Federally Eligible
e  Match Funding Type
e Business Type

Local/Match Funding Agency - Edit Record

Create New Local/Match Funding Agency

Name # 19 20 Address #
Coalition ¥ ELC of the Big Bend Region v Suite/Appt.
City %

Local Billing Code # e 1920
Local Funding Type # BGE Match . State # FL v
Use Approved SR Paid Holidays for O Yes O No Zip Code %
Provider

© Yes O No Telephone #
Federally Eligible €
Match Funding Type # Fax

© Employee Benefit
(& Community Benefit
Business Type ¥ Email ¥
e © Public
O Private
© Non-Profit

=ED
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Funding Allocation

After creating a new Local/Match Funding Agency, click the View Allocations checkbox. Then click the View
Funding Allocation button.

ocal/Match Funding Agency Maintenance

Create New Local/Match Funding Agency

Show 10 v entries

20 Total Records

£ Clear All Fitters  JIICEEIER

Edi View
LocaliMatch Funding Agency ID _ ocal Billing Gode Local Funding Type _

Showing 1 to 10 of 20 entries

View Funding Allocation

Filter Filter Filter Filter Filter Filter
[u] | 8  Andrea's Foundation B7-ALF1 'BG8 Match TALLAHASSEE (185) 032-1528 |
[m] (5] I " Andrea's Foundation T37-ALF2 "CCEP Match "TALLAHASSEE "(555) 555-6555
[u] o 10 Andrea's Foundation 37-ALF3 Primary Local TALLAHASSEE (555) 555-5555
[u] u] 1 Andrea's Fun Foundation 37-ALF4 Primary Local TALLAHASSEE (555) 555-5555
a a 1384 Casey Sunshine 37-KC-SUN Primary Local TALLAHASSEE (850) 1234567
[u] u] 1383 Casey's Match 37-1234 CCEP Match TALLAHASSEE (850) 123-4567
0 u] 7 JDM Prod Testing Local Funding 37-JDM Primary Local Tallahassee (850) 112-3252
[u} o 370 Kim's BGB 37-KTBGS BGS Match Tallahassee (444) 444-4444
[u] o 16 Kim's Test 37-12345 Primary Local Tallahassee (850) 123-4567
[u} [u] 252 KREPSISLAND 37-JCCEP CCEP Match Tallahassee (850) 588-5555

Previous - 2 Next
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Create New Local Funding Allocation
Clicking the Create New Local Funding Allocation button opens the Local Funding Allocation — Edit Record screen.

Local Funding Allocation Maintenance (ARRILE 0T

Funding Agency: 1920 33-1920

© No data available to display

£ Previous

Local Funding Allocation — Edit Record

For BG8 records, the Match Percent defaults to 50%. The Begin Date can only be on the first day of the month. If a
date other than the first day of the month, clicking the Save button will change the date to the first day of the
month. The End Date can only be the last day of the month. If a date other than the last day of the month, clicking
the Save button will change the date to the last day of the month.

Local Funding Allocation - Edit Record

Create New Local Funding Allocation

¥ MATCH PERCENT OR DOLLAR AMOUNT IS REQUIRED.

Local/Match Funding Agency Name 19 20

Local Funding Type BGS

Local/Match Funding Agency ID % 70 Match Percent (%) 50.0
Goalition % ELC of the Big Bend Region Dollar Amount 00000.00
Local Billing Code % 33-1920 Begin Date ¥ 1210112019

End Date

Save
Cancel
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Primary Local Funders

For Primary Local agencies where Local Funding Type = Primary:

e Select Yes to Use Approved SR Rates for Provider if School Readiness reimbursement rates are to be used.

e Select No to Use Approved SR Rates for Provider if local rates need to be entered. When “No” is selected, the
local rates table displays. Enter local full time and part time rates for each care level. Then, click Save.

Local Funding Allocation - Edit Record

Create New Local Funding Allocation
#* MATCH PERCENT OR DOLLAR AMOUNT IS REQUIRED.

Local/Match Funding Agency Name

u
Local Funding Type Primary
Local/Match Funding Agency ID % . Match Percent (%) oD
Coalition % ELC of Dollar Amount
Local Billing Code ¥ 16.TP 02 Begin Date ¥ 12/01/2022
End Date
I Use Approved SR Rates for Providers OYes ® No
Infant € Toddler @ 2 Yearold @ Preschool 3 €9  Preschool4 €  Preschool5 @  SchoolAge €@
Local Full Time Daily Rate € $ | 0.00 s | 000 s | 000 s | 0.00 $ | 000 $ | 000 $ | 000
Local Part Time Daily Rate @ s | 000 s | 000 s | 0.00 s | 000 $ | 0.00 $ | 0.00 s | 000

H S

NOTE: If the local rates from this page are being used, instead of approved SR rates, they are not subject to the
reimbursement rules and differentials under the School Readiness program.
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Closed Attendance Check
Once the new funder and funding allocations are created, at the end of the payment period, go to Reimbursement
> Attendance Processing > Closed Attendance.

RN (e AN PS> | REpods SR -
ATENBANcE Processing 4 Need Atlendance I Clgor & ©
Adustment Srocessing » Hawe Atterdance

Reimbursemrent Closecct »

mlel Entry

s TARLY LEAINING

e CES PORTAL

Select the Funder Type (SR) from the funder type drop down menu and click Submit. Then, click on the Review link
to open a provider’s Closed Attendance records for a service period.

"Closed Altendance™ Work Queue

@ Click Here Fer Fittering Tips

County: Funder Type:

Snow 10 v searcn results Search:
VPK
Provider Funder Class

Action [[+] Provider Name County Service Period Type o Status

Filter Filter Filter Filter Filter Filter Filter
Review 18 SUNCOAST CHRISTIAN ACADEMY, INC. Palm Beach Qclober 2019 SR Closed Allendance
Review 20 PROCHILD EARLY LEARNING CENTER INC Palm Beach Oclober 2019 SR Closed Aliendance
B PLANET KID3 AT WELLINGTON Palm Beach October 2019 gR Closed Attendance
Review k n Salem Child Learning Center Paim Beach October 2019 SR Closed Attendance

Review the records. Are there are CCEP records? If so, STOP!

PLANET KIDS AT WELLINGTON - Nov - 2019

[ Reimbursement Record for PLANET KIDS AT WELLINGTON

% Funder Type SR & Payment Period: Now - 2018 £ Serice Period 10/01/2018 to 10/3112019
@ satus Closed Attendance B Provicer Typs: Center £ Provider I 21
$ vendor Number: A Provicer Name PLANET KIDS AT WELLINGTON A Pnone (567) 434-9098

& Site Address: 9136 LAKE WORTH RD LAKE WORTH, FL 33467 A County: Palm Beach % Provider Rates 3 Refresh Calculations

poB il i - PFP al [+ Status
, CA  |Amount Amount,
Amount|

Aust -

i azrzons |ecer P INFFT 23 $2763  $000 8000 $0.00
Adust

2 12110/2018 JCCEP |P1 INF FT 23 $27.53 $0.00 3000 §0.00
Back lo Have'

e

Adust

3 4192019 BGS ECON INF FT 4 $484  $0.00 3000 §0.00
Back 10 Have

INF TOTALS $60.50 $0.00 8000  S0.00

Venfy
4 a0 |GGEP |P1 TOD FT 164 $2120 S424 3000 3000 000 Adust
Back lo Have'

The CCEP records must be changed with the bulk billing group transfer process before verifying.
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Go to Reimbursement > Reimbursement Closeout > Bulk Billing Group Transfer.

Reimbursement « Maintenance « Admin Funchons = Reports CCRER =

Aflendance Processing »
Adjusiment Processing »

Reimbursement Closeout 4

Run Reimbursement Repert WELCOME TO FLORIDA'S EARLY LEARNING

votremmmmnrios s e )AL ITION SERVICES PORTAL

Run 5045 Report
Reimbursement Search Run Update Process

FRun Fayment Transmital File
Review & Close Payment Period

L Search VPK Applications

Q, Search SR Applications

The Bulk Billing Group Transfer Search
screen displays. Select the Funder Type,
Billing Group, Eligibility Code, and Service
Period that need to be updated and click the | guik Billing Group Transfer Search
Search button.

Bulk Billing Group Transfer Search

Funder Type
Note: Each selection is a filter that must be R .
selected (in order) before the search can be
initiated. Eilling Group
CCEP v
The Billing Group dropdown menu displays bty Gode
all of the hilling group codes that are - .

associated with the selected funder type.

Sarvice Pariod

The Eligibility Code dropdown menu displays
all of the eligibility codes that are associated

with the selected funder type and billing @L
group code.

The Service Period dropdown menu displays
all service periods that are associated with
the selected funder type, billing group, and
eligibility code AND are in the Closed
Attendance status.

| 10M/2:2 A4

The results display all records in Closed Attendance that have the funder type, billing group, and eligibility
combination for the service period selected. Use the Search feature and column filters to narrow results. Scroll to
the right to see more. The Update button is disabled until a record is selected.

Bulk Billing Group Transfer Search

Service Period May 2019

Search Results

Show 10 v entries Search:
R R e g g e g gy g e ey P
Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter
g 19449 Growing Up Strong  BG8 ECON 07/03/2018 07/03/2019 187 FT 9 0 33.66 1
(] 19449 Growing Up Strong  BG8 ECON 12/09/2018 12/09/2019 063 FT 9 0 1125 1
[m} 19449 Growing Up Strong  BG8 ECON 12/23/2018 12/23/2019 063 FT 5 0 3.15 1
(] 19449 Growing Up Strong  BG8 ECON 02/23/2019 09/25/2019 063 FT 9 0 567 2
[m] 19449 Growing Up Strong  BG8 ECON 03/06/2019 07/17/12019 063 FT 7 0 875 1
[m} 19449 Growing Up Strong  BG8 ECON 03/12/2019 11/25/2019 063 FT 9 0 567 1
a 19449 Growing Up Strong  BG8 ECON 03/23/2019 04/01/2019 063 FT 9 0 11.25 1
< >

Showing 1 to 7 of 7 entries Previous Next

cancel
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Select each row that needs to be updated by clicking the row. The row becomes highlighted blue and the total
number of rows selected display at the bottom of the screen. A Select All feature is also available, to the left of the
Child Name header. The Update button is now enabled. Click the Update button.

Bulk Billing Group Transfer Search

Service Period May 2019

Search Results

Show 10 v entries Search:.
e T e e e g e e e e i
Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter

1) 19449 Growing Up Strong  BG8 ECON 07/03/2018 07/03/2019 1.87 FT 9 0 3366

[} 19449 Growing Up Strong = BG8 ECON 12/09/2018 12/09/2019 063 FT 9 0 11.25

[m} 19449 Growing Up Strong  BG8 ECON 12/23/2018 122312019 063 FT 5 0 315

O 19449 Growing Up Strong  BG8 ECON 02/23/2019 09/25/2019 0.63 FT 9 0 567

O 19449 Growing Up Strong  BG8 ECON 03/06/2019 07/17/2019 063 FT 7 0 8.75

[m) 19449 Growing Up Strong = BG8 ECON 03/12/2019 11/25/2019 063 FT 9 0 567

[} 19449 Growing Up Strong  BG8 ECON 03/23/2019 04/01/2019 063 FT 9 0 11.25

< >

Showing 110 7 of 7 entries Previous Next

‘ Update | [e=URS]

The Update Billing Group Assignments pop-up displays. The Current Information area displays the current funder
type, billing group, eligibility code and match funder name. Coalition users input the changes needed in the New
Information area. Then, click the Run button.

Update Billing Group Assignments I

Current Information

Funder Type
SR

New Information

Funder Type™
'® SR Local

Billing Group Code
CCEP

Billing Group Code™

BGS v

Eligibility Code
P1

Match Funder
P1

Eligibility Code™

Match Funder™

Choose BG8-Econ or BGS8-
SRMT; separate match
funders must be set up.

| v

ECON - Economically Disadvantage
SRMT - SR Match Program

Cancel

207



The Results window displays a preview of the updated reimbursement records. Notice the changed billing group,
eligibility code. If correct, click the Save button. Otherwise, click the Cancel button to abandon the changes.

Provider Billing Group Eligibility Start Eligibility End Assesed Unit of Days
Child Name Child 1D Frovider Name Code Elgibiity Code Date Date Fee Care Attended
Filter Filter Flter Fliter Filter Filter Fllter Filter Flter Filter Filter Fil

2 PLAMET KIDS AT BGB SRMT - SR Malch | 0602272019 0373042020 0.00 FT 23 o
WELLINGTON Pragram

21 PLAMET KIDS AT | BGE SRMT - SR Match | 1002802018 10/28/2019 245 FT 2 0
WELLINGTON Program

Pl PLAMET KIDS AT BGB SRMT - SR Match | 10/28/2018 107282019 245 FT 17 o
WELLINGTON Program

Fal PLAMET KIDS AT | BGE SRMT - SR Match | 10/28(20) ) PT 17 ]
WELLINGTON Program Confirm the changes made.

Click the Save button to

2 PLANET KIDS AT | BGS SAMT - 8R match | 10122120) continue. FT 2 0
WELLINGTON Program

Fal PLAMET KIDS AT | BGE SRMT - SR Match | 097132019 0324 /2020 245 FT 2 ]
WELLINGTON Pragram

21 PLANET KIDS AT | BGE SRMT - SR Match | 091372019 03f21/2020 245 PT A 0
WELLINGTON Progranm

21 PLANET KID3 AT BGE SRMT - SR Match | 07172272013 0222020 276 FT 23 o
WELLINGTON Program

21 PLANET KIDS AT | BGE SRMT - SR Match | 10/26/2019 10f28/2020 220 PT 1 0
WELLINGTON Progranm

21 PLAMET KIDS AT BGE SRMT - SR Match | 1072872019 10/28/2020 220 PT 2 o
WELLINGTON Program

21 PLAMET KIDS AT | BGE SRMT - SR Match | 10/28/2019 10/28/2020 220 PT 4 0
WEL | INCTOM Drrsram

14 —_— L4

Next, a confirmation message displays.
button to abandon the changes.

@ Confirm Submit Reimbursement Updates

Click the Yes button to commit the changes. Otherwise, click the Cancel

This will save all changes and make the reimbursement updates final.

Are you sure you want to continue?

@ Bulk Billing Group

@mm

Then, a success message displays with the total number of records that were updated. Click the OK button.

21 Reimbursaments were updated successfully.
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When the message is closed, the screen returns to the Bulk Billing Group Transfer search page. The changes can
now be verified in Closed Attendance.

Review the records. Now that there are no CCEP records, continue to verify records as usual. Repeat for all service
period rosters.

nent Record for PLANET KIDS AT WELLINGTON

@ Funder Type: SR &8 Payment Period: Now - 2019 EE Service Period 10/01/2018 w0 1013112019
@ Status Closed Attendance = Proviger Type: Center B Provider ID 21
$ vendor Number & Provider Name PLANET KIDS AT WELLING TON A Phone: } 424-9088

& Site Address 8135 LAKE WORTH RD LAKE WORTH, FL 33467 ﬂccunry Paim Beach

_ Refesh Caicilations

Child Name DoB Billing Eligibility| Care | Unit Days| Total Daily Gross Less Net. G * Ql cs Status
Group| Code |Level| of |tobe| Payment| ParentCoFay| Payment |ParentCoPay| Payment “ Amount | Amount|
Care|Paid|  Rate Rats Amaount Amount Amount
1

Adust
sora0t [BGe SRMT |INF FT | 23 $57.45 $491 586105 sH293 5749 B2 s2763 5000 5000 $000
The CCEP records Adust
bl 1210/20M18 |BG8  SRMT INF $27.83 $0.00 50,00 $0.00 o Veerifed
' have been changed to eas==il m
BG8 - SRMT.
Adust
3 4192019 BGE ECON  INF s484 5000 8000 $000 m
LI 6050 $0.00 5000 $000
Varify
4 aT2018 BGE& SRMT TOD FT 4 8§3z8T7 $2.46 $131.48 59.84 5121.64 $21.20 5424 %000 5000 %000 Adust
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Create a Review Period

A SR Application Manager can set up a review period for a child by setting the household status to Pending
Update. Check the Review Period checkbox and select the child.

NOTE: Creating a Review Period has requirements:

e There must be a least one day between the review period start and end dates.

e The start date must fall within the current authorization period and must be within the existing eligibility
assignment.

e Ifthe review period extends past the current authorization period, the next authorization period is
created.

e If the current eligibility assignment corresponds to a TANF billing group, a new eligibility assignment is
created.

Change Household Eligibility Status

Current Status Active

New Status® Pending Update ~
Review Period

Child Selection™ [ Mot Test Tester JR

[ Mot Test Tester Il
[ Mot Test Tester IV
Mot Test Tester

Review Period Reason™ v
Review Period Start Data™ MM/DDN Y'Y
Review Period End Date™ MMDDNY

Comments*

Save Cancel
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Select the Review Period Reason.

Change Household Eligibility Status

Current Status

New Status ™

Review Period

Child Selection™

Review Period Reason™

Review Period Start Date

Review Period End Date®

Comments ™

Active

Pending Updste

=]

[ Mot Test Tester JR
[ Mot Test Tester Il

[ Mot Test Tester IV
[ Mot Test Tester

Family moved

Provider closed

End of school year transfers due to parents placing children in summer camp

Farents do not like the provider

Save Cancel

Change Househeld Eligibility Status

Current Status.

New Status ™

Review Period

Child Selection ®

Review Period Reason ™

Review Period Start Date ®

Review Period End Date™

Comments™

Active
Pending Updste

[ Mot Test Tester JR.
[ Mot Test Tester lil

[ Mot Test Tester IV
[ Mot Test Tester

Famity moved
07r27/2018

Select the Review Period Start Date and Review Period End Date. Enter Comments and click Save.

Flease complete the updste to the Elgibility Verification. |

Save Cancsl

Eligibiity Verification

Change Household Status

The family will then update and submit the Eligibility Verification as shown above.
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Assign a Counselor

A counselor is not required but may be assigned to an EV. Select an Eligibility Verification Number and click Assign
Counselor.

E Search Resulis

@ Click Here For Filtering Tips

Eligibility Verification I

Assigned Counselor

Filter Filter

The following screen will display.

# Assign Eligibility Counselor

Aszign Counselor fo:
Mot Test Tester IV DOB: 070172013

Counselor™

— Select Counselor — W

Mote

You have 500 characrers remalning.

o
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Select a counselor from the Counselor dropdown. The list of counselors is generated from coalition users who are
given the SR Application Manager role.

# Assign Eligibility Counselor

Assign Counselor fo
Mot Test Tester IV DOB: 07/01/2013

Counselor™

Andrea Latham

Milesh Amin

katnna camplbell
Milesh Amin

Mancy Thomas

Paige Ehrlich

Kimberly Troke

nilesh amin

Jevar McGhee

Todd Behnke:

ELC User

Andrea Latham

ELC User2

Jevar McGhee
ajaykiranki@gmail.com
Marfin Stevens

ke

MNTest ATest

Cancel

Click Assign to assign the counselor.

# Assign Eligibility Counselor

Assign Counselor to:
Mot Test Tester IV DOB: 07/01/2018

Counselor™

Herbie Lovebug w

Note

You have 500 characiers remalning.

cos

The counselor is assigned.

Eligibility Verification

Counselor ; Herbie Lovebug | Change Housshold Status
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Change an Assigned Counselor
From the EV Search page, select the current Assigned Counselor from the dropdown.

Q Search For A School Readiness Ehgibity Verificstion

Eligibinty Verification Friorty Seact Cne ~
Humbesr
Fundin 18R Oriocal
Household Process - L : E
Code
ccan  Oves o E
Household Status Code -
Azsigned Counseler Seect One -
Child Status Code -
Assigned Date 1 vy L]
Inchude Past Due® (0 Yes Mo
County > Zip Code
Parent Name ISt Name Last Name
Last Updated Date M ]
Child Name At o Eost Nt Coalition Transter ' Reguested tin Ot
Family Requesied for D Yes No a
Chiid Age e Provider Transfer
Child Date of Birth rAR Y o

m

From the Search Results list, put a check in each checkbox for 50 of the results. Don’t use the select all feature (in
red). Then, click the Assign Counselor button.

Search Results

© Click Here For Filtering Tips

Show | 10 w | search results.

Eligibility
Verification
Number : Assigned Counselor
Filter Filter Filter
O Ev_o0000 2 Jim Ledbetter

O Ev_0000: J N 2 Jim Ledbetier

L]

Showing 1 to 2 of 2 search results.
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Select the new Counselor from the dropdown and click Assign.

#" Assign Eligibility Counselor

Assign Counselor to:
( -~

Counselor*

-- Select Counselor - v

Note

You have 500 characters remaining.
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Remove an Assigned Counselor

If a new Assigned Counselor is not known, or has not been determined, all cases from the current Assigned
Counselor can be marked unassigned.

From the EV Search, select the current Assigned Counselor from the dropdown.

Q, Search For A School Readine

Eligibility
Verification
Number

Household
Process Code

Household
Status Code

Child Status
Code

include Past
Due?

Farent Name

Child Name

Child Age

Child Date of
Birth

O ves O No

First Name

Enter Parent

(stars with)

First Name

(starts with)

First Name

to

to

Eligibility Verification

Last Name

(stants with)

Last Name

Enter Cr

(starts with)

+

1
MMDL %\.'\ 4

1 Last Name

st Name

Priority Select One
Funding Type O sR ) Local
CCAA Cives O No
Assigned
Counselor

Assigned Date

County

Last Updated
Date

Coalition
Transter

Family
Requasud for
Provider Transfer

MM/DDYY Y'Y

MM/DDAYYY'Y

) Requested Oin O out E

Oves ONo =

From the Search Results list, put a check in each checkbox for 50 of the results. Don’t use the select all feature.

Then, click Assign Counselor.

+ m to Search

Show 10

Eligibility
Verification

Filter

Child Name

Filter

Assigned Counselor

Filter

Date of Birth

Filter

Parent Name

Filter

< Clear All Fiters  [JEEEEEUWE

SR Process

Filter

Filter
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Select “Assign Counselor” from the dropdown and click Assign.

# Assign Eligibility Counselor

Assign Counselor 1o

Counselor®

-- Select Counselor - w

g Cainselnr =

| Assgncounseo L

e

Cancel

4
CAoOPrPCMET<COOEDR
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The previously assigned counselor is removed from the EVs. When those EVs are searched for, Assign Counselor
displays and a case note is added to the household case notes for each eligibility verification that was updated.

Search Resulis + Retum to Search

© Click Here For Filtering Tips

Show 10 | search results i Clear All Filters. Search:

ENgibility
Verification
Number }a"i Child Name Assigned Counselor Parent Name SR Process SR Status
Filter Filter Filter Filter Filter Filter Filter Filter
O  Ev_o0002 1113 6 NC Upadate Rejected
| v
Showing 110 1.0f 1 search results. Previous Next

| Hoksehold Case Notes

Show 10 v entries Search:
Custom
Date |f Code || Code Event Description Notes User
54412021 UNASG Counselorwas unassigned  Counselor [gl ] was unassigned from household by coaltion
104727AM N from household by ELC ELC of Northwest Florida.
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Coalition Transfer

To transfer an EV from Coalition A to Coalition B, Coalition A will look up the record and click the EV number of the

desired record.

Q search For A School Readiness Eligibility Verification

Priority

Funding Type

ccaa

Assigned Counselor

Assigned Date

County

Last Updated Date

Coalition Transfer

Family Requested for
Provider Transfer

Parent Phone Number

Eligibility Verification 1096992
Household Process -
Code
Household Status Code -
Child Status Code -
Include PastDue?  OYes  ONo E
ParentName  FirstName Last Name
Enter Parent First Name Enter Parent Last Name
(starts with) (starts with)
ChildName  First Name Last Name
Enter Child First Name Enter Child Last Name
(starts witn) (starts with)
Child Age to
Child Date of Birth MM/DDYYYY to | MMDDIYYYY

Select One

OsrR  OlLocal

Oves ONo
Select One
MMIDDYYYY
Broward
MM/DDIYYYY

O Requested

Oves ONo

to | MMDDYYYY
v Zip Code

to | MMDDNYYY

Omn  Oout

Enter 10 digits phone number

v

1 Total Records

@ Click Here For Filtering Tips

Show 10 v search results.

& Assign Counselor

Elig
Verification
Number Assigned Counselor
Filter Filter Filter Filter
O EV_0001096992 Child 3 DEL Test

Showing 1 to 1 of 1 search results.

Filter

03/01/2019

Date of Birth

Filter

S Clear Al Fitters  [IECEISE

Parent Last Name

Filter

Test Parent

=

SR Process
Filter Filter
Update Incomplete
Previous - Next

Coalition A will change the Household Status to Pending Update and request the family to update their address.

lity Verification (D

EV_0001096996

Assign Counselor | Change Household Status

Household ata Glance Household at a Glance...

Children Needing Care Parents
DEL Test Child 1 (child, female, age 5)
DEL Test Child 2 (child, male, age 5)
DEL Test Child 3 (child, male, age 5)
DEL Test Child 4 (child, female, age 5)

Contact Information
Children Needing Care

Parents
Total Household size: & [

DEL Test Parent (adult, female)

Other Household Members.
DEL Test Other Member (adult, female)

HH_0001948385

Total Household Income Calculations
Employment income: $15,600.00
Alimony and child support income: $0.00
Other income: $0.00
Alimony and child support deductions: $0.00
Total annual gross income: $15,600.00

Other Household Members
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Change Household Eligibility Status

Current Status Active

New Status™ Pending Update v
Review Period o

Comments * Please update your address.

The Household Status is now Pending Update.

Eligibility Verification

Assign Gounselor | Ghange Household Status

EV_0001096996

Household at a Glance Household at a Glance.

Contact Information Children Needing Care Parents.

DEL Test Child 1 (child, female, age 5) DEL Test Parent (adult, female)

Other Household Members
DEL Test Other Member (adult, female)

Children Needing Gare DEL Test Child 2 (child, male, age 5)
DEL Test Child 3 (child, male, age 5)
Parents DEL Test Child 4 (child, female, age 5)

Total Household Size: 6
Other Household Members

HH_0001948385

Total Household Income Calculations
Employment income: $15,600.00
Alimony and child support income: $0.00
Other income: $0.00
Alimony and child support deductions: $0.00
Total annual gross income: $15,600.00

The family will see a blue Update Eligibility button on their dashboard.

School Readiness Funding

o update your
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The family will update the address in the Eligibility Wizard from the old address...

Household Address

Our rmcords ndcateth folowing primary adress for your ousehold

O +.romenns

2. Employment )
Select if you are currently homeless or located at a Domestic Violence Shelter

3. SchoolTraining Address Line 1

3151 N University Dr
4. Other Income
5. Alimony and Child Address Line 2 (Apt, Suite, etc)

6. Child Provider Information

city’

7. Documents Coral Springs

8. Review and Submi! .
County

Broward

Are you a RCMA family? ()

state’

Florida

2ip Code™

33085

Proof of Residency”

Attach necessary to estabish the s praof of residency.

Proof of Residency * ®

B s o

Is this information accurate and complete?

° Yes S

« Previous Step ‘

..to the new address and click Save.

Household Address

snatrenc: or

O . Househoi

2. Employment

() Select if you are currently homeless or located at a Domestic: Violence Shelter
3. SchoolTraining Address Line 1

3401 N Miami Ave
4. Other Income

5 Almony and Chikd Address Line 2 (Apt, Suite, etc)
Support

Suite 100
6. Chid Provider Information
city"
7. Documents s
8. Review and Submit! .
County
Miami-Dade

Are you a RCMA family? ©

State”

Fiorida

2ip Code”

33085

Proof of Residency”

Attach necessary to estabish sidency.

Proof of Residency
) st o
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Once the family clicks Save, the following will display. The family will click Yes to continue.

Coalition Transfer Warning

The county change will result in a transfer to a new coalition. Are you sure you want {o
change your address?

O 1. Household. Household Address
Our rmcords ndcateth fllowing primary sccress foryour housshold

2. Employment
Select if you are currently homeless or located at a Domestic Violence Shelter

3. SchoolTraining Address Line 1*

3401 N Miarmi Ave
4.Other Income

5 Alimony and Child Address Line 2 (Apt, Suite, etc)

Support Sute 100

6. Chid Provider Information
city"
7. Documents. R

& Review and Submit! .
County
Miami-Dade v

Are you a RCMA family?

State”

Fiorida

2ip Code™

33085

Proof of Residency”

Attach necessary o estabish

Proof of Residency * ®

[ estcon coce Vow

Is this information accurate and complete?

K | ]

Coalition A will now see a “Transfer Household For Services” banner at the top of the EV.

Eligibility Verification

Assign Counselor | Change Househeold Status

Transfer Household For Services|

Household at a Glance Household at a Glance...

Contact Information Children Needing Care Parents Other Household Members
Jim 1 Test (child, male, age 5) Jim Test (adult, male)

Children Needing Care Jim 2 Test (child, male, age 5)
Jim 3 Test (child, male, age 5)

Parents Jim 4 Test (child, male, age 5)

Total Household Size : §
Other Household Members
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Coalition A will note that the Transfer Household button is grayed out.

Contact Information

Primary Address D) Primary Parent Family Portal Account Histol
4424 NW 13th Street Email: ledbetter kiwanis+4@gmail.com ledbetter kiwanis+4@gmail.com
‘Gainesville, Florida 32609 Primary phone: (555) 555-5555 ‘

Alachua County

When Coalition A hovers over the Transfer Household button, a message will appear, reminding Coalition A that
enrollments must be terminated to initiate the transfer.

Contact Information

Primary Address CEED) Primary Parent Family Portal Account “You must end all enroliments in the household o complete services fransfer.
4424 NW 13th Street Email: ledbetter kiwanis+4@gmail.com ledbetter. kiwanis+4@gmail.com
Gainesville, Florida 32609 Primary phone: (555) 555-3555
Alachua County

To end an enrollment, go to the Children Needing Care section and click the End Enrollments button for each child.
Children Needing Care

Jim 2 Test (child, male, age 5) History

Eligibility status: Eligible
Enroliment status: Enrolled -l
Date of birth: 02/01/2014

Ethnicity: Prefer not to answer

Races: Prefer not to answer

Care days: Monday-Friday

Care types: Fulltime

Citizenship: Unknown

Age verification: Unknown

Medicaid eligibility: Unknown

Current authorization period: 02/27/2019 - 02/26/2020

Person ID: 4927

Eligibility verification ID: EV_0000003129
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Then, click the End Enrollment button.

Enrollments

Enrollments for Jim 2 Test

Child Enroliment Status: Enrolled View Payment Ceriificate

Provider Name: Jim's House of Smarties Provider ID: 8435 View Profile
Contact Phone: (555) 555-5555 Contact Email: test@test.com
Location: 250 MARRIOTT DR Parent Fee (Copay): $1.25
TALLAHASSEE, 32301
Leon County
Enroliment Start Date: 02/27/2019 Enroliment End Date: N/A
First Attendance Date: N/A Last Attendance Date: N/A

End Enroliment History

Close
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Enter the End Enrollment Reason as 49-Moved out of Service Area and set the Last Day of Service. Click Save.

End Enrollment

End Enroliment Reason® 49-Moved out of Service Are v
Last Day of Service® | 02/27/2019 x |
Is there a past due parent fee?* CYes @ No

Past Due Parent Fee Amount

Is there a payment plan in place?

o)
A
.

Please attach payment plan document.

Save Cancel

Then, click Yes.

© Confirm Confirm End Enroliment

Ending the enroliment on this day means that reimbursements will not
be provided for services after this date.
End this enroliment with the specified dates?

Yes Cancel
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The Enrollment Status is now Enrollment Ended (Terminated).

Enrollments

Enrollments for Jim 2 Test

Child Enroliment Status: Enrollment Ended (Terminated)

Provider Name: Jim's House of Smarties Provider ID: 8435 View Profile
Contact Phone: (555) 555-5555 Contact Email: test@test.com
Location: 250 MARRIOTT DR Parent Fee (Copay): $1.25
TALLAHASSEE, 32301
Leon County
Enrollment Start Date: 02/27/2019 Enroliment End Date: 02/27/2019
First Attendance Date: N/A Last Attendance Date: N/A
History

To initiate the transfer process, Coalition A will click the Transfer Household button and click Yes when the
confirmation message displays.

Contact Information

Primary Address Primary Parent Family Portal Account
4424 NW 13th Street Email: ledbetter kKiwanis+4@gmail.com ledbetier Kiwanis+4@gmail.com
Gainesville, Florida 32609 Primary phone: (555) 555-5555
Alachua County

Confirm Transfer of Household Services

Do you want to continue with the transfer of this household to ELC of Alachua for
processing?

Yes Mo

Coalition A will now see a “Household Transferred Services” banner at the top of the EV and the Change
Household Status and Assign Counselor buttons are grayed out.

Eligibility Verification
Household Transferred Services

Household ata Glance Household at a Glance...

Contact Information Children Needing Care Parents Other Household Members
Jim 1 Test (child, male, age 5) Jim Test (adult, male)

Children Needing Care Jim 2 Test (child, male, age 5)
Jim 3 Test (child, male, age 5)

Parents Jim 4 Test (child, male, age 5)

Total Household Size : 5
Other Household Members
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Coalition B will click the Coalition Transfer Received link.

SR Program -~ TAPP~ Provider ~ Reimbursement - Maintenance ~

SR Application 4

SR Eligibility Y pastDue

SR Provider Enroliment »  gyiginiiity Verification Submitted LCOM
Eligibility Verification Coalition Reviewing L I TI

Q search

CCAA Referral »
Coalition Transfer Requested
Coalition Transfer Received

Provider Transfer Requested

Q, search i A

Coalition B will search for the desired EV record that was transferred from Coalition A.

Search Results

@ Click Here For Filtering Tips

Show| 10~  search results. X Assign Counselor

e e Date ot Birth mm

Filter Filter Filter Filter Filter Filter Filter Filter Filter

O EV_0000003141 Jim 1 Test 02/01/2014 5 Jim Test Update Submitted Eligible

O EV_0000003142 Jim 2 Test 02/01/2014 5 Jim Test Update Submitted Eligible

Eligibility

Verification
Number

O EV_0000003143 Jim 3 Test 02/01/2014 5 Jim Test Update Submitted Eligible
O EV_0000003144 Jim 4 Test 02/01/2014 5 Jim Test Update Submitted Eligible
<

Coalition B will now see a “Household Transferred Services” banner at the top of the EV. Click the Change
Household Status button.

igibility Verification
"‘““‘“C“"““" Household Transferred For Services

Household ata Glance Household at a Glance...

Contact Information Children Needing Care Parents Other Household Members
Jim 1 Test (child, male, age 5) Jim Test (adult, male)

Children Needing Care Jim 2 Test (child, male, age 5)

Jim 3 Test (child, male, age 5)

Parents Jim 4 Test (child, male, age 5)

Total Household Size : 5
Other Household Members
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Change the status to Active and click Save.

Change Household Eligibility Status

Current Status Submitted
New Status -

Save Cancel

Then, click the Eligibility button.

Children Needing Care

Jim 2 Test (child, male, age 3) History
Eligibility status: Eligible
Enroliment status: Enroliment Ended (Terminated) Change Stafus

Date of birth: 02/01/2014

Ethnicity: Prefer not to answer
Races: Prefer not to answer
Care days: Monday-Friday
Care types: Fulltime Edit
Citizenship: Unknown

Age verification: Unknown

Medicaid eligibility: Unknown

Current authorization period: 02/27/2019 - 02/26/2020

Person ID: 4927

Eligibility verification ID: EV_0000003142

Enroliments

Click the Add Eligibility Assignment... button.

Update Eligibility

Eligibility Assignments for Jim 2 Test

Eligibility Code Billing Group Begin Date End Date Funding Agency ID (code, type, name) Actions
Current ion Period (02/27/2019 - Update

Ended Assignments

ECON BG8 02/27/2019 02/27/2019 (Unknown funding agency ID: 5)

Add Eligibility Assignment... | Add Next Authorization Period...

Current Eligibility Map

Current Autherization Period
02/27/2019 - 02/26/2020

Save Cancel
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Coalition B will create a new Eligibility Assignment. Ensure that the Eligibility Begin Date and Eligibility End Date is
within the Authorization Period. Note that the Match Funder is from Coalition B, not Coalition A. Click OK.

Edit Eligibility Assignment

Funding Details A
Funder Type*
e SR Local E-TAPP P-TAPP
Billing Group* Eligibility Code* atch Funder™

BGS v ECON v Alachua Match Funds v
Eligibility Begin Date® Eligibility End Date * Purpose-for-Care Review Date

02/27/2019 | 02/26/2020)] x .

Care Information
Priority ® Level of Care™ Purpose for Care™®

03 v 60 < 72 Months v EMPLOYED v

Copay in Effect™
[] Rilya Wilson Reporting Requirements pay

FULL TIME DAILY RATE v
Co-Payment Recalculate
Total Household Members Full time Co-payment Amount Part time Co-payment Amount
5 $ 1 $ | 05
Full Time Co-payment Waiver or Reduction
Full Time Co-payment is Waived or Reduced
Reduction Amount Co-payment Reduction or Waiver Reason

Additional Waiver or Reduction Details

OK Cancel
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The Eligibility Assignment is now created within the Authorization Period. Click Save.

Update Eligibility

Eligibility Assignments for Jim 2 Test

Eligibility Code Billing Group Begin Date End Date Funding Agency ID (code, type, name) Actions

Current Authorization Period (02/27/2019 - 02/26/2020) Update

EGON BG8 02/27/2019 02/26/2020 61(01-1, BG8, Alachua Match Funds) Cancel | Update
Ended Assignments
ECON BG8 02/27/2019 02/27/2019 (Unknown funding agency ID: 5)

Add Eligibiity Assignment..  Add Next Authorization Period.

Current Eligibility Map

‘Current Authorization Period
02/27/2019 - 02/26/2020

Cancel
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Processing a Submitted VPK Application

The first step to process a Submitted VPK Application is to click on the Submitted work queue. To begin reviewing
an application, the coalition user must click the Child Name link of the record the user is assigned to review.

VPK Application ~

Submitted

Coalition Reviewing

SR Applicatio

Approved

Postponed

Pending Postponement
Rejected

Rejected (Legacy)

Q Search

Q, Non-migrated search

Submitted and Reenroliment Submitted VPK Applications

Show 10 v enfries

Filter Filter Filter Filter

Filter Filter Filter
VPKRE1 4-2020 L [} 52012016 [ i Seminole
VPKRET1 2020 | T 5014/2018 | [ — Hillsbarough
VP S4-2020 [+ 811/2015 h— d Wizmi-Dade

Program Year

2014-2015

2013-2014

2012-2013

2011-2012

e 2010-2011
2020- 2021 Reenrollment Submitied 028/2020
2020 - 2021 Reenroliment Submitted 82512020
2020 - 2021 Submitted BIZ3i2020

Please note that the Program Year for the search automatically selects the current program year. To see all

program years, click the dropdown menu arrow.

The following page will display:
VPK Application for I

Certificate Number: VPK1 1-2020 ‘Current Application Status: Submitted

™ CHILD AND PROGRAM INFORMATION

[TITER N Y HH_0000057751

Program Year: 2020 - 2021

P_on0sTsemz 2 PARENT OR GUARDIAN INFORMATION P_oon|
First Name * Middle Name Last Name Suffix First Name * Middle Name Last Name * Suffix
= Erier Micdle Name ~ Enter Middie Nam s -
Ethnicity * Gender * Ethnieity * ‘Gender *
@ Hispanic O Non-Hispanic O Notanswered ©® Male O Female @ Hispanic O Non-Hispanic O Not answered @ Male O Female
Race(s)* Race(s) *
0 Asian [ H“ﬂ:lanFPaclﬁc D Bisck (] UslchaniAlaskan 2 White ) ok Answered . ) Asizn O HawsiianPacific 0 Biack [ U white O
DOB (mmiddlyyyy) Ss Desired VPK Session Email {readonly) Relationship to Child *
[ » Errier S3N
School year (540 hotrs) ~ 0 " ParentiStep Parert v
Primary Language County for Services Primary Contact Number * Secondary Contact Number
Espaficl v Please select your county for service.
Mizemi-Dade ~
Preferred Method of Contact
Preferred Program Setting
il . Emai v
S Child admitted to kindergarten?* No
Family is not displaced. sat
Has this child previously ina VPK prog No O Yes
Child Proof-of-Age Documentation 4 SECONDARY PARENT OR GUARDIAN P_ooaoas 3
O i ﬂ o M FirstName MiddieName LastName Suffix
‘ .
I} Relationship to Child
o —please selecta value- -
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IEP Documentation
% No Current IEP

2 Residential Address

Is this a RCMA family? €):00
Address Line One *

Address Line Two City *
Enler Address north port
County * Zip Code *
Sarasola A4 34288

Proof-of-Residence Documentation
® No Current Proof of Residence

Verify Attached Documents

State

FLORIDA

Parent/Step Parent

Parent 2 Address Information

® Same address as child address O Different address as child address O Other

CASE NOTES

Custom Code Type Custom Code
Status Records Select v Select a Custo v

Last updated by 1 - -

ﬂ Other records associated with userid

B VPK01form

Add Case Note

1 at 8/24/2020 4:36:42 PM

The coalition user can review the attached documents by clicking the View button. Each document must be
verified prior to approval of the application. To verify the document, click the Action... dropdown menu and select

Verify Document or Delete Document.

Child Proof-of-Age Documentation

D Koala.jpg

IEP Documentation

*® No Current IEP

| View |Aclion.._ ~ I

When the document is verified by the coalition user and the user clicks Save Changes, a green check mark will

appear in the checkbox.

Child Proof-of-Age Documentation

Koala jpg

IEP Documentation
® No Current IEP

Action... v
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VPK Application Review Process
Depending on the application review process, the VPK application can be set to Coalition Reviewing, Approved or

Rejected.

Coalition Reviewing

If the coalition user needs more time to review the application before making a decision to approve or reject, the

application’s status can be set to Coalition Reviewing by clicking the Set Coalition Reviewing button. See the

Managing VPK Applications for a Family Portal User section for the auto-generated email that is delivered to the

parent when the application is set to coalition reviewing.

NOTE: With Release 4.5, coalition users can select families receiving RCMA services with a “Is this a RCMA family”
checkbox under Residential address.

|EP Documentation

% No Current IEP

X Residential Address

Is this a RCMA family? € : 0
Address Line One *

4

Address Line Two

County * Zip Code *

Sarasota ~ 34288

Proof-of-Residence Documentation

3 No Current Proof of Residence

City*
north port
State
FLORIDA

Parent 2 Address Information

(==

(® Same sddress s child sddress O Differant address a5 child sddress O Other

Custom Code Type Custom Code
Select v Select a Custom Cod v

Last updsted by V

& Qther records associated with userid

Once an eligibility decision is made, the coalition user will then either click the Approve or Reject button.

Approved Applications

Add Case Note

3t 8/24/2020 4:35:42 PM

If supporting eligibility documents meet VPK program requirements and are verified, the coalition user will click

the Approve button. This will trigger the system to generate a Certificate of Eligibility (COE/DEL-VPK 02) for the

parent to access in their Family Portal account. See the Managing VPK Applications for a Family Portal User
section for the auto-generated email that is delivered to the parent when the application is approved.

|EP Documentation

3 Mo Cument IEP

X Residential Address

Is this a RCMA family? € : 0
Address Line One *

4

Address Line Two

County * Zip Code *

Sarasota v 34288

Proof-of-Residence Documentation

% No Current Proof of Residence

City*
north port
State

FLORIDA

Parent 2 Address Information

® Same sddress as child address O Different sddress a5 child sddress () Other

Custom Code Type Custom Code
Select v Select a Gustom Codh v

Last updated by V

& Other records associated with userid

Add Case Note

=t i24/2020 4:36:42 PM



Rejected Applications
If supporting eligibility documents do not meet VPK program requirements, the coalition user will click the Reject
button to reject the application.

IEP Documentation Parent/Step Parent v

¥ No Current [EP Parent 2 Address Information

(® Same address as child address () Different address ss child sddress O Other

IXi Residential Address CASE NOTES

Is this a RCMA family? €):
Address Line One *

4

Address Line Two City * Custom Code Type Custom Code
Enter Address north port Status Records Select v Select a Custom Cod v ‘Add Case Mote
County * Zip Code * State
Sarasola ~ 34288 FLORIDA Last updatad by V at /2412020 4:36:42 PM

Proof-of-Residence Documentation 4 Other records associated with userid

3 Mo Current Proof of Residence

B VPKO1 form

= B 1)

Then, the coalition user must select the checkbox for the appropriate rejection reason(s), enter a comment and
click the Send Response button. The comment will appear in the auto-generated email from
DONOTREPLY@oel.myflorida.com to the parent. See the Managing VPK Applications for a Family Portal User
section for the auto-generated email that is delivered to the parent when the application is rejected.

Reject VPK Application

Select the issues identified with the application for Fake Child. An email will be sent to megan.folts@oel. myflorida.com.

[ Issue with proof of residence
[ Issue with age verification

[ Issue with IEP

Comments:

l Send Response

Once the coalition user has rejected the application, the user can only add or review Case Notes, but no other
actions can be performed because the application is in editable status for the parent.
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Inactive Applications

An application should be set to Inactive to remove duplicate or erroneous applications from the VPK application
work queues. Inactive applications are accessed using the VPK advanced search feature. An Inactive application
can be re-opened and Approved or Rejected if it was inactivated by mistake.

CHILD INFORMATION

Child First Child Last

Ethnicity : Not answered Gender : Female Race : Prefer not to answer
DOB : 12/25/2011 SSN:
Primary Language : English County for Services : Leon

Preferred Program Setting : Public sehool

Desired VPK Session - School year (540 hours)

Child admitted to Kindergarten? - No

& Current Age Verification | Verified by jim ledbetter@oel. myflorida.com on 06/24/2016

% No Current IEP

B VPKO1 form B VPKO2 form
Re-open Application Enrolled Reviewed m

View Case Notes
To view all Case Notes for an application, the coalition user can click the Status Records button.

CASE NOTES

Submitted application was transferred from Leon County to Alachua County.

Status Records Add Case Note

Last updated by ledbetter.kiwanis@gmail.com at 6/22/2016 12:03:30 PM

235



VPK Application Transfer Process — Change in County of Service

If a child has not used any VPK hours, applications can be transferred by a VPK Application Manager or DEL admin,
from one county to another when the application is in Submitted, Approved or Enrolled status. If an application is
in Rejected status, the parent can be instructed to update the county of service on the application and resubmit.
The application will be delivered to the appropriate coalition, based on the county of service selected.

Submitted Applications
To transfer a Submitted VPK application, select the new county from the County for Services dropdown menu.

® CHILD AND PROGRAM INFORMATION

First Name * Middle Name Last Name * Suffix
Child First Enter Middle Name Child Last A
Ethnicity * Gender *
() Hispanic () Non-Hispanic @® Notanswered () Male (& Female
Race(s) *
[] Asian [] Hawaiian/Pacific [ | Black [] Us IndianfAlaskan [] White [] Not Answered
DOB (mmi/ddlyyyy)* SSN ** Desired VPK Session *
121252011 Enter SSN School year (540 hours) v
Primary Language County for Services *
English “ Leon v

Preferred Program Setting

. . . -
Public school v Child admitted to kindergarten?* No

Has this child previously participated in a VPK program?*@® No () Yes

# CHILD AND PROGRAM INFORMATION

First Name * Middle Name Last Name * Suffix
Child First Enter Middle Name Child Last b
Ethnicity * Gender *
() Hispanic () Non-Hispanic @® MNotanswered () Male @ Female
Race(s) ™
[] Asian [] Hawaiian/Pacific [ ] Black [] Us Indian/Alaskan [ | White /] Not Answered
DOB (mmiddiyyyy)* SSN ™ Desired VPK Session *
1212512011 Enter SSN School year (540 hours) v
Primary Language County for Services *
English A Alachua v

Preferred Program Setting

. . . 2
Bublic schaol v Child admitted to kindergarten?* No

Has this child previously participated in a VPK program?*@® No (O Yes
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Enter a Case Note, documenting the application transfer from County A to County B and click the Add Case Note
button.

CASE NOTES

Submitted application was transferred from Leon County to Alachua County.

Status Records Add Case Note

Last updated by ledbetter.kiwanis@gmail.com at 6/22/2016 12:03:30 PM

Click the Save Changes button.

CASE NOTES

Submitted application was transferred from Leon County to Alachua County.

Status Records Add Case Note

Last updated by jim.ledbetter@oel.myflorida.com at 6/24/2016 5:48:25 PM

£ Other records associated with userid

B VPKO1 form B VPKO2 form

Save Changes Inactivate
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Approved and Enrolled VPK Applications

To transfer an Approved or Enrolled VPK application, the original coalition must first confirm that the child has not
participated in any VPK program hours.

If the child has not attended VPK program hours, the coalition user can open the VPK record in the Coalition
Services Portal and click the Re-Open Application button.

CHILD INFORMATION

Child First Child Last

Ethnicity : Not answered Gender : Female Race : Prefer not to answer
DOB : 12/25/2011 S8N:
Primary Language : English County for Services : Leon

Preferred Program Setting : Public school

Desired VPK Session : School year (540 hours)

Child admitted to Kindergarten? : No

& Current Age Verification | Veerified by jim.ledbetter@oel. myflorida.com on 06/24/2016

% No Current IEP

B VPKO1 form B VPKO2 form
[ Re-open Application ] Enrolled Reviewed m

Then, select the new county from the County for Services dropdown menu. Once the county of service is changed,
the receiving coalition can process the application.

& CHILD AND PROGRAM INFORMATION

First Name * Middle Name Last Name * Suffix
Child First Enter Middle Name Child Last A
Ethnicity * Gender ™
(O Hispanic () Non-Hispanic (@ Notanswered () Male (® Female
Race(s) *
[] Asian [ ]| Hawaiian/Pacific [ | Black [] Us Indian/Alaskan [ ] White [] Not Answered
DOB (mmi/ddlyyyy)* SSN ** Desired VPK Session *
1212512011 Enter SSN School year (540 hours) v
Primary Language County for Services *
English v Leon v

Preferred Program Setting

. . . ot
Public school v Child admitted to kindergarten?* No

Has this child previously participated in a VPK program?*@® No (O Yes
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# CHILD AND PROGRAM INFORMATION

First Name * Middle Name Last Name * Suffix
Child First Enter Middle Name Child Last W
Ethnicity * Gender *
(O Hispanic () Non-Hispanic (& MNotanswered () Male (® Female
Race(s) *
[] Asian [] Hawaiian/Pacific ] Black [] Us Indian/Alaskan [| White /] Not Answered
DOB (mm/ddiyyyy)* SSN ™ Desired VPK Session ®
1212542011 Enter SSN Schaol year (540 hours) W
Primary Language County for Services *
English A Alachua v

Preferred Program Setting
Child admitted to kindergarten?* No

Public school v

Has this child previously participated in a VPK program?* (@ No () Yes

Enter a Case Note, documenting the application transfer from County A to County B, click the Add Case Note
button and click the Save Changes button. NOTE: Once the county is changed, the original coalition will no longer
have access to the application in the Coalition Services Portal.

= CASE NOTES

Submitted application was transferred from Leon County to Alachua County

Status Records Add Case Note

Last updated by jim.ledbetter@oel.myflorida.com at 6/24/2016 5:45:25 PM

4 Other records associated with userid

VPKO1 form VPKO02 form
[ smecranoes | et |
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VPK Reenrollment Applications

If the child has participated in VPK program hours, the Family Portal user needs to complete a reenrollment

application.

To begin processing a VPK reenrollment application, select Submitted or Reenroliment Submitted from the VPK
Application dropdown menu.

The following screen will display for the selected reenrollment application. Each screen can be expanded by

clicking on the row. In this example, the child is reenrolling to another coalition.

Confirmation Number (COE}: VPKRE#43-2017
B4 Reenrolment Appiication w

M Application Info

Last County of Enroliment

Last VPK Provider Name

Is the chid st afending the VPK provider?
County of Reenrollment

Has the child ever reenrolled in VPK?
Selected VPK reenrollment program type:

Reenrollment into a subsequent program year
Reason for reenroliment

Documentation Provided

% Onginal VPK Appication. 3
¥ Chidnfo 3

8 Parent or Guardian Info. 3
' Case Notes 3

9o Other Records Associated wih his User

Cument Application Status: Reenrolment Submiticd

Leon

s House of Noles.

o (ansuiered on 03/2212017)

Aachua

No

Schaol-year (540 hours) fo School-year (540 hours)

No

Primary reenroliment due fo good cause - H. The
Florida Stalutes

as aprovider on

NA

ﬁ VPK Reenroliment Application For Jim Ledbetter JR

‘Confirmation Number (COE): VPKRE449-2017

B Reenrolment Application ¥

= Original VPIC Application

Erouns e

¥ Child Info
2 Parent or Guardian Info 3
# CaseNoles »

G, Other Records Associaled with this User 3

Program Year: 2017-2018

@ Coalition Review
Ghild's total VPK instructional hours used % @

Total howrs remaining

Has the chid substantially completed the VPK program?
Last VPK Provider Name

Is the child currenty atisnding a VPK provider? ¥

Class 1D of previous provider(s)k-

Chid's st day attended with previous providers

Documentation requirement satisfied?%

= e Tt 5t onton s

ection 100267,

Current Application Status: Reenrollment Submitled
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O Yes

O Mo
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VPK Reenroliment Application For Jim Ledbetter JR

Confirmation Number (COE): VPKRE449-2017

B Reenroliment Application ¥
= Original VPK Application %
¥ Child Info s

Jim Ledbetter JR

Ethnicity : Not answered

DOB : 03172013

Primary Language

Praferred Program Setting : Public school
Desired VPK Session - School year (540 hours)
Child admitied to Kindergarten? : No

Gender - Male

@ Cument Age myflorida com on 03/22/2017

| Verified by jim
% No Current IEP

A Parent or Guardian Info %

# CaseNotes »

Gy Other Records Associated with this User -

Current Application Status: Reenrollment Submitied

Program Year: 2017-2013

Race * Prefer not to answer
SSH:
County for Services : Leon

E VPK Reenroliment Application For Jim Ledbetter JR

Status: Reenrollment Submitied

[Bj Reenroliment Application
I* Original VPK Application
' Childinfo »

3 Parent or Guardian Info +#

Jim Ledbetter

ip to Child - P
Preferred Method of Contact : Email
 Email - ledbetter kiwanis+4@gmail. com

SECONDARY PARENT OR GUARDIAN :

Relationship to Child -
Parent 2 Address Information :

& Cumrent Proof of Residence | Verified by jim. myflorida.com on 032212017

# Caselotes »

S Other Records Associated with this User

Ethnicity - Not answered Gender - Male
R

Race - Prefer not to answer
Address :

250 Marioft Drive
Tallahassee, 32399

& Primary- (555) 555-5555
& Secondary:

B VPK Reenroliment Application For Jim Ledbetter JR

Confirmation Number (COE): VPRRE448-2017 Cument Appiication Status: Reenrolment Submitied

B Reenrolment Application -
& Original VPK Applcation.
& Chid info »

2 Parent or Guardian Info )

o Case Notes v

Stalus Records.

9 Other Records Assodiated with this User )
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EVFK Reenroliment Application For Jim Ledbetter JR

‘Confirmation Number (COE): VPKRE449-2017

B3 Reenroliment Application

I® Original VPK Application )

§ Child Info

R Parent or Guardian Info

o CaseNotes >

Sy Other Records Associated with this User w

Application Type Confirmation Number Link

$5 VPK VPK449-2017 View

The Coalition Review screen allows a coalition user to input the number of VPK instructional hours paid. The
system will calculate the number of hours remaining. Only applications with 70% or fewer hours paid are eligible

for reenroliment. See examples below.

& Coalition Review

Child's total VPK instructional hours used % @

Total hours remaining

Has the child substantially completed the VPK program?
Last VPK Provider Name ¥

Is the child currently attending a VPK provider?#

Class ID of previous provider(s)#

Child's last day attended with previous provider¥

Documentation requirement satisfied? %

#* Inifiate Transfer @ Set Coalition Reviewing

Cumrent Application Status: Reenrolment Submitied

100

440.00 Hours (Percent complete: 18.51%)

Mo « Eligible for Reenrollment

Jim's House of Moles

3 YWes () Mo

MMVDDMA Y Y Y

Yes Mo A

242



@& Coalition Review

Child's total VPK instructional hours used % @

Total hours remaining

Has the child substantially completed the VPK program?

Last VPK Provider Name ¥

Is the child currently attending a VPK provider? 3%
Class ID of previous provider(s) ¥

Child's last day attended with previous provider#®

Documentation requirement satisfied? %

X Reject | @ Set Coalition Reviewing

& Coalition Review

Child's tofal VPK instructional hours used % @

Total hours remaining

Has the child substanfially completed the VPK program?
Last VPK Provider Name 3

Is the child currently attending a VPK provider? #

Class ID of previous provider(s)¥

Child's last day attended with previous provider ¥

Documentation requirement satisfied? %

| # Initiate Transfer I @ Set Coalition Reviewing

400

140.00 Hours (Percent complete: 74.073)

Yes ¥ Mot Eligible for Reenroliment

| Jim's House of Moles

|O‘r‘es O No

Please szlect Yes or No

Clzss |0 is required

| MMWDDNYYYY

Child's last day attended with previous provider is required

Yes Mo TN

100

440.00 Hours (Percent complete: 18.51%)

Mo «* Eligible for Reenroliment

‘ Jim's House of Moles

‘@Yes ) Mo

E=

‘ 0300772017

Yes No LTS

If the child is eligible for reenrollment, the coalition user must check the required fields and click the Initiate
Transfer button to send the application to the receiving coalition.
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The receiving coalition will determine if the documentation requirement has been met. If the reenrollment
application is approved by the receiving coalition, the coalition user will click the Approve button.

Confirmation Number (COE): VPKRE448-2017.
B Reenroliment Applicafion %

M Application Info

Last County of Enroliment

Last VPK Provider Name

Is thechild stil atfending the VPK provider?
County of Resnroliment

Has the chid ever resnrolled in VPK?
Selected VPK reenrolment program type

Reenrollment into a subsequent program year
Reason for reenroliment

Documentation Provided

= Original VPK Appiication 3
¥ Cridinfo 3

8 Parent or Guardian info 3
# Case Noles >

% Other Records Associated vih this User

Current Application Status: Reenrolment Transier Subitied

Leon

Jints House of Noles.

No (answered on 03/22/2017)

Aiachua

No

‘School-year (540 hours) to Schookyear (540 hours)

No

Primary reenroliment due to good cause - H. The provider's designation 2s a provider on probaion under section 100267,
Florida Statutes

A

@ Coalilion Review
Child's total VPK instruclional hours used % @

Total hours remaining

Has the child substanially complsted the VK program?
Last UPK Provider Name &

Isthe child currently attending a VPK provider? %

Giass ID of previous provider(s)

Childs ast day attended with previous provider

Program Year: 20172018

[ VPK Reenroliment Application For Jim Ledbetter JR

100

44000 Hours (Percent compiete: 18.51%)

No * Eiigible for Resnrollment

Jim's House of Noles

® Yes OMNo (answered on 03/2212017)

Appie

030072017

| umeniafion requirement salisied?%

O Yes O MNo O NA ]

2

After the reenrollment application is approved, the child can be enrolled by clicking the Enrolled button.

& VPK Reenroliment Application For Jim Ledbetter JR

Confirmation Number (COE}: VPKREA4

B Reenrollment Application v

il Application Info

Last County of Enroliment

Last VPK Provider Mame

Is the child still attending the VPK provider?
Couty of Reenrolment

Has e child ever reenroled in VPK?
Selected VPK reenrollment program type

Reenroliment into a subsequent program year
Reason for reenoliment

Documentation Provided

& Original VPK Appication
¥ chiginfo $

2 Parent or Guardian Info
# Case Notes >

9 Other Records Associated with this User

Current Application Status: Reznrolment Approved

Leon

Jims House of Noles

Mo (answered on 0322/2017)

Hachua

No

Schook-year (540 hours) fo Schook year (540 hours)

No

Primary cause - H. The a provider
Florida Statutes

ection 100267,

A

Certificate OF Eligibiity (VPKD4 Pa)

Program Year: 2017-2018

@ Coalition Review
Child's total VPK instructional hours used % @

Total hours remaning

Has the chid substaniially completed the VPK program?
Last UPK Provider Name %

Is the child currently attending 3 VP provider 7

Class ID of previous provider(s)k

Chil's last day attended with previous provider
Documentation requirement satisfied? %

[ Attach Signed COE

SReopen | X inactivate
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If the reenrollment application is rejected, the coalition user will click the Reject button.

E VPK Reenroliment Application For Jim Ledbetter JR

Confirmation Number (COE}: VPKRE443-2017 Current Application Status: Reenrolment Transfer Submitied Program Year: 2017-2018

B Reenrolmerit Application v

1 Application Info @ Coalition Review
Last Gounty of Enrollment Leon Child's total VPK instructional hours used % € 100
Last VPK Provider Name Jins House of Noles. Total hours remaining 440,00 Hours (Percent complete: 15.51%)
Is the child stil aitending the VPK provider? No (answered on 03/22/2017) Has the chid substaniially completed the VPK program? No -+ Eligible for Reenrolment
County of Resnroliment Alachua Last VPK Provider Name s House of Noles:
Has the chid ever reearolled in VPK? No Is the child currenty attending a VPK provider? ¥ ® Yes O Mo (answered on 0312212017)
Selected VPK reenrolment program type: ‘Schoolyear (540 hours) to Schookyear (540 hours) Glass ID of previous provider(s)k Appie
Reenrollment into a subsequent program year No Chils last day attended with previous provider¥: | 0307722017
Documentation requirement OYes QMo O NA

Primary reenrollment due to good cause - H. The provider's designation as a provider on probation under secfion 1002.67,

Reason for reenrollment Flonda Statses

Documentation Provided NA

[ )

#® Onginal VPK Appiication »
¥ Chidinfo »

2 Parent or Guardian Info $
o Case Notes >

9 Other Records Associated with fis User

After clicking the Reject button, the coalition user will select the rejection reason and fill in the comments section.

@ Reject VPK Reenroliment Application For Jim Ledbetter JR

‘Confirmation Number (COE): VPKRE449-2017 Current Application Status: InActive Program Year: 2017-2018

Select the issue(s) idenfified with the application for Jim Ledbetter JR . An email will be sent to ledbetter. kiwanis+4@gmail.com.

[ m| | Documentation does not match the reason for reenroliment request
[D | Additional documentation is needed

[EI | Incorrect selection(s)

(O] omer

Please select at least one reason

Ci 500 Characters Remaining
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VPK Program Year Postponement Process
If a child’s date of birth is between Feb. 2 and Sept. 1, parents have the option to select the current VPK program
year or postpone enrollment until a future VPK program year.

Processing Postponements

Pending Postponement applications are existing Approved applications where the parent has requested to

postpone VPK for a different VPK program year than the original application. The coalition user must take action
on the parent’s request. Coalition users can click Pending Postponement from the work queues dropdown menu
to do a quick search.

A Home

Child Name

Stevens, Suzie O
Hooey, Yada Yada
Stevens, Kiddo

Lincoln, Andrew

VPK Application - SR Application -

Submitted
Coalition Reviewing

Approved

__Postponed

Pending Postponement

Rejected
Rejected (Legacy)

Q, Search

Q, Non-migrated search

Confirmation IDVCOE Number
VPK272-2016
WPK250-2016
WPK238-2016
WPKZ232-2016

Parent Name

Stevens, Martin A
Stevens, Martin A
Stevens, Martin A

Stevens, Martin A
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Original Submission Date
BI28/2016
G242016
B232016
GBZ32016

Application Status
Pending Postponement

Pending Postponement

Pending Postponement

Pending Postponement



Coalition users must click the Approve Postponement or Reject Postponement button after determining the child
has not used VPK hours in the coalition service area.

% Residential Address

Address Line One *

23 Miain St

Address Line Two City *
Tallshassee Status Records. Add Case Note
County * Zip Code * State
. . . p— Last updsted by oel.fp.qa+UATO1@gmail.com st 6/22/2018 1:17:58 AM
Proot-of-Residence Documentstion & Other records associated with userid
& rorwm m Aation v

If the coalition user approves the postponement, the application status will change to Postponed on the Family
Profile, and the parent will receive an email from DONOTREPLY@oel.myflorida.com.

Email Message:

Hello sasd asd.
Your request to postpone VPK for Testd Test has been approved.

The 2017 - 2018 program vear Certificate of Eligibility for vour child will be available on January 1, 2017. Beginning on this date you will be able to log on to vour
account at https:/familyvservicesuat. flondaearlylearning. com to print or download the Certificate of Eligibility for vour child.

If vour child has already attended or completed VPK, please contact the early learning coalition at the number below, as it impacts vour child s eligibility. Please keep in
mind your child cannot attend VPK once he or she has been admitted to kindergarten.

If vou need assistance, please contact your early learning coalition at the link below.

Thank you,

ELC of Northwest Florida
(850) 747-5400
http-//'www _elenwf org/

Please do not reply to this message. Replies to this message are routed to an unmonitored mailbox. If you
have questions, please contact your early learning coalition.

If the coalition user rejects the postponement, the user must select the checkbox for the appropriate rejection
reason(s), enter a comment and click the Send Response button. The comment will appear in the auto-generated
email from DONOTREPLY@oel.myflorida.com to the parent.
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Reject VPK Application

Select the issue identified with the postponement for Ruby Rose. An email will be sent to marybaker@elcpolk.org.
O child attended VPK (more than 70 percent)

O Reenrollment needed, child attended VPK (less than 70 percent)

O Parent indicated child has been admitted to kindergarten

O Request for VPK SIS, parent did not provide current IEP

Comments:

Send Response

The application status will be set to Approved, and the parent will receive an email from
DONOTREPLY@oel.myflorida.com.

Email Message:

Hello sasd asd.

Your request to postpone VPK to the 2017 - 2018 program year for sdf sdf was not approved for the following reason:
Child attended VPK (more than 70 percent)

httpsy/familyservicesuat. florid acarlyleamning.com

If you need assistance, please contact your early leaming coalition at the link below.

Thank you.

ELC of Brevard

(321) 637-1800
http-www.elcbrevard .

Please do not reply to this message. Replies to this message are routed to an unmonitored mailbox. If you
have questions, please contact your early learning coalition.

Postponed Applications

Postponed applications are postponement requests the coalition user approved before the requested VPK
program year application became available. Certificates of Eligibility for Postponed applications will become
available for the parent after Jan. 1 of the selected VPK program year. The coalition user does not need to take
action, but the application is viewable. Coalition users can click Postponed from the work queues dropdown menu
to do a quick search.
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ﬁ- Home VPK Application -~ SR Application ~

Submitted
Coalition Reviewing
Approved

Postponed

Pending Postponement
Rejected
Rejected (Legacy)

Q Search

Q Non-migrated search

Postponed applications can be inactivated following the same process as a standard VPK application.

Re-open Application Reviewed
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Guardianship Transfer

Rules Overview

1. The Guardianship Transfer process is designed to only transfer children that have a School Readiness (SR)
Eligibility Assignment and/or VPK Enrollment.

a.

b.
C.
d.

The child must exist in EFS-Mod

The transfer process will not transfer a child that is on the SR Waiting List

The transfer process will not transfer a child that has an Approved VPK application

The records for an SR Waiting List and/or VPK Approved child must be made inactive in the old
guardian’s household and the new guardian is required to submit an application to enroll the
child in the SR and/or VPK program

The ELC user is responsible for inactivating all child records in the associated applications for
children that are to be transferred out of a household. The EFS-Mod system will not
automatically terminate or inactivate a child record in an application in association with a
guardianship transfer process.

2. If the new guardian does not exist in EFS-Mod, the ELC user is able to create the new guardian household
within the Guardianship Transfer module by entering the required data elements to create a primary
parent of a household. Once the new household is created, the new guardian can be searched for and
selected for a transfer.

3. For SR, only the child’s active eligibility authorization period and active eligibility assignment will be
transferred to the new guardian’s household. No SR child/provider enrollments will be transferred. The SR
provider enrollment must be ended before the transfer will process.

a.

When ending a child’s enrollment in the guardianship transfer module, the ELC user must enter a
past date. An enrollment cannot be ended on the same day a guardianship transfer is processed
because it appears as though the old guardian is responsible for paying for an enrollment on a
day that the child is no longer in their household.

4. For VPK, the child’s provider enrollment will not be terminated. There will not be a break in service in
order to avoid losing count of the child’s accrued VPK hours. The child will remain enrolled with the VPK
provider until the new guardian or ELC initiates a re-enrollment.

a.

Only children with an enrollment status of Enrolled and Enrollment Ended will appear in the
From Household transfer list

If the child is going through a classroom transfer (the VPK enrollment status is Change
Requested) at the time that a guardianship transfer becomes necessary, the classroom transfer
must be completed before the guardianship transfer can be completed

If the VPK enrollment status is Enrollment Submitted, the coalition must complete enrollment
request before a guardianship transfer can be completed

If the VPK enrollment status is Enrollment Rejected, a guardianship transfer cannot be
completed. The coalition must re-open the VPK application to inactivate it; the new family must
create a new VPK application for the child

If the VPK enrollment status is Enrollment Canceled, a guardianship transfer cannot be
completed. The coalition must re-open the VPK application to inactivate it; the new family must
create a new VPK application for the child

If the VPK enrollment status is Coalition Reviewing at the time that a guardianship transfer
becomes necessary, the coalition must complete the enrollment request before the guardianship
transfer can be completed

5. Inthe Guardianship Transfer process, only one child can be transferred from a household at a time.

a.

b.

If a child is enrolled in both the SR program and the VPK program, that child will display as two
separate children in the transfer list. That child’s records will have to be transferred individually.
i. This may not be the case in situations where the coalition has merged the child’s VPK
and SR records into one person record for the child. In that case, the child will only be
listed once in the transfer list.
Siblings that are being transferred to a new guardian will have to be transferred individually
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6. When the guardianship transfer process is completed:

a. For VPK the old guardian will only see Enrollment Ended for the transferred child’s enrollment in
the household. The old guardian will not have a view of the child’s new enrollments or
documents in the new guardian’s household.

b. For SR the old guardian will not see the history of the child in their household
The new guardian will not see the history of the child’s enrollment in the old guardian’s
household

d. The new guardian will not have access to view any of the documents from the old guardian’s
household. The new guardian or the ELC must upload all required documentation for the child.

7. The Guardianship Transfer process allows a child to be transferred across coalitions. The county of the
household to which the child is being transferred is used to identify the coalition that will receive the
transferred SR eligibility/VPK enroliment.

8. Things To Come (Not Yet Developed):

a. Guardianship Transfer Work Queue

NOTE: With Release 4.5, the guardianship transfer process allows coalition users to identify the physical county of
residence and families receiving RCMA services.

Search for New Guardian and Transfer Child
After accessing the household dashboard, click the Guardianship Transfer button.

HH_0000932221

Guardianship Transfer | Case Notes

Household at a Glance...

Family Information

Children Parents Other Household Members
NotCCAAChild TestFamily (child, female, age 8) Andrew Hennesse (adult, male)
ThirdTestChild Waitlist TestFamily (child, female, age 8)

Contact Information

Primary Address Primary Parent Family Portal Account
TestRoad Email: Cmoneyb2+798@gmail com Cmoneyb2+798@gmail com
Tallahassee, Florida 32301 Primary phone: (399) 999-9999

KREPS ISLAND County

SR Information

School Readiness Applications | Show All
SR_0000431699, Active - Pending Update
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Verify that the child that is to be transferred is listed in the From Household window. For SR — Children have an
eligibility authorization period. For VPK — Children are enrolled or their enrollment has been ended.

Click Search Guardian.

Guardianship Transfer

Details of New Selected Parent | Guardian *
Parent ID Parent Name Parent DOB County City ZipCode

Parent / Guardian relationship to

. Select Guardian... hd
child*
Transfer Reason* Select Reason... v
Transferred As Of*
Housohaold: To Household:

B |

lNutCCAAChiId TestFamily, DOB: 02/01/2011, Person I[l ==

=<

Complete Transfer Close

Enter the New Guardian Search Data: First Name, Last Name and DOB — click Search. Verify the Household ID and
Household Status to confirm the correct guardian is selected. If correct, click the OK button.
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Search Guardian

Look for Guardians that match your desired search criteria.

First Name *

Tapp
Search
Last Name Testing
Date Of Birth 03/21/2001

Select the desired guardian from the search results below.

Search Results

SmoKeTapp Testing, Household 1D:1090256, Status - Active

Details of Selected Guardian Parent

Parent ID Parent Name
3347371

SmokeTapp Testing

Parent DOB

County
3/21/2001

city
KREPS ISLAND

Tallahassee

ZipCode
32301

Close

Verify the New Guardian is displayed in the New Selected Parent/Guardian section. Select the child to transfer.

Guardianship Transfer

Details of New Selected Parent / Guardian®

Parent 1D Parent Name Parent DOB County City ZipCode
3347371 SmokeTapp Testing 3/21/2001 KREPS ISLAND Tallahassee 32301
.
Parent | Guardian relationship to Select Guardian v
child*
Transfer Reason * Select Reason... o
Transferred As Of *
om Household: 98 To Guardianship: 1090256
[ NotCCAACHild TestFamily, DOB: 02/01/2011, Person I
are ale d Y, DUD. U001, Ferson iy
Complete Transfer Close

Click the move >> button to place the child into the To Household section. Complete the Transfer Reason and
Transferred As Of date fields.
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Guardianship Transfer

Details of New Selected Parent / Guardian *

Parent ID Parent Name Parent DOB County City ZipCode
33473T SmokeTapp Testing 32172001 KREPS ISLAND Tallahassee 32301

Parent | Guardian relationship to Guardian v
child*
*

Transfer Reason 53-Guardianship Change v
Transferred As Of * 041011201 %

From Household: 982221 To Guardianship: 1090256

ThirdTestChild TestFamily, DOB: 06/26/2010, Person I[ [ == NotCCAAChild TestFamily, DOB: 02/0172011, Person I

B

Complete Transfer Close

If the child’s SR enrollments have not been ended prior to the start of the guardianship transfer, the End
Enrollment screen will be displayed to allow the user to end the enroliment. Click the End Enrollment button.

End Enrollment

Enrollments

End Enroliment for Child 3009172 at this Provider Kim's Test Daycare - Child Enroliment Status - Enrolled

Provider Name: Kim's Test Daycare Provider ID: 19448 View Profile
Contact Phone: (850) 555-5555 Contact Email: trokekim+providir@gmail.com
Location: 2305 HOME CT Parent Fee (Copay): 3.74

TALLAHASSEE, 32303
KREPS ISLAND County
Enrollment Start Date: 12/9/2018 Enrollment End Date: N/A

First Attendance Date: N/A Last Attendance Date: N/A

Cancel End Enroliment

Fill in the required fields and click Save. Once the enrollment is ended, a popup window will display stating:
Enrollment Ended for this Child Successfully.
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End Enrollment

End Enrollment Reason *

Last Day of Service®

Is there a past due parent fee?*
Past due parent fee amount

Is there a payment plan in place?

Please attach payment plan document.

53-Guardianship Change

04/01/2019

OYes

$

Yes

@ No

@ No

W

Browse...

Provider Name: Growing Up Strong
Contact Phone: (555) 555-5555

Location: 205 MARRIOTT DR
TALLAHASSEE, 32301
KREPS ISLAND County

Enrollment Start Date: 12/9/2018

First Attendance Date: N/A

Cancel End Enrollment

Message from webpage

Enroliment Ended for this Child Successfully.

| Sive | Close

rofile

[@gmail.com

Enrollment End Date: N/A
Last Attendance Date: N/A

Close

Click the child name in the To Household window and click the Complete Transfer button. Once the transfer is
completed, a popup window will display stating: Child has transferred to new household successfully.
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Guardianship Transfer

Details of New Selected Parent / Guardian®

Parent 1D Parent Name Parent DOB County City ZipCode

334737 SmokeTapp Testing 32172001 KREFS ISLAND Tallahassee 32301
Parent / Guardian relationship to Guardian v
child*

*
Transfer Reason 53-Guardianship Change v
&
Transferred As Of 04/0] Message from webpage >
From Household: 982221 | Child has transferred to new household successfully.

ThirdTestChild TestFamily, DOB: 06/26/201

Complete gansfer Close

When the household dashboard refreshes, the child will be removed from the household.

HH_000093;

Guardianship Transfer Add Note

Household at a Glance...

Family Information
Children Parents Other Household Members
ThirdTestChild Waitlist TestFamily (child, female, age 8) Andrew Hennesse (adult, male)

Contact Information

Primary Address Primary Parent Family Portal Account
TestRoad Email: Cmoneyb2+798@gmail.com Cmoneyb2+798@gmail com
Tallahassee, Florida 32301 Primary phone: (999) 999-9999

KREPS ISLAND County

SR Information

School Readiness Applications | Show All
SR_0000431699, Active - Pending Update

256



Click Case Notes to view the new household case note.

Household Case Notes

Show| 10 v | enfries Search:
Date I Code Custom Code Event Description Notes User
412412019 6:03:16  TRANSFER Guardianship Transfer.  Transferred Person 3009172 from Old Household 982221 to jim.ledbetter@oel myflorida.com
PM Children Transferred New Household 1090256 Transferred As of Date 4/1/2019

between Households.

4/24/20196:03:16  TRANSFER Due to Guardianship Household Status changed to Coalition Revieweing jim.ledbetter@oel. myflorida.com
PM Transfer: Children

removed from

HouseHold

Search for the child that was removed from the household.

Q search For A School Readiness Eligibility Verification

‘

Eligibility Verification Priority Select One ~
Number
Funding Type OsR  OlLocal
Household Process Code - ng lyp: ocal by
~
Household Status Code - ccaa OvYes  ONo
Child Status Code - Assigned Counselor Select One v
Include PastDue?  OYes C'No Assigned Date | MIW/DDYYYY W | MMDDYYYY
i Coun v Zip Code
ParentName st Name Last Name nty p
Enter Parent First Name Enter Parent Last Name
Last Updated Date MM/DDAYYYY to | MM/DDYYYY
Child Name ~ FirstName Last Name
NotCCAAChild TestFamily Coalition Transfer O Requested Cln O Out
Child Age to Family Requested for  OYes ONo
Provider Transfer
Child Date of Birth MM/DDYYYY to | MM/DD/YYYY

=3

The child shows up in the search results in the new guardian household. Click the EV number.

[E search Results <= Retum to Search

@ Click Here For Filtering Tips

Show 10 v search results. A Msgn Counselor ..J Clsar All Fifters SIS
Eligibility Days
Verification in SR SR Status lling
Number hild Name Assigned Counselor Date of Birth Parent Name SR Process Status ‘Change Date Child Status Group Priority
Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter
NotCCAAChild TestFamily L Unassigned 020172011 8 SmokeTapp Testing Update Coalition Reviewing 0 0472422019 Eligible BGS ECON 1 NA
>
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The child is now in the new household with their authorization period from the old household. Click Case Notes in
the new household to verify the child was moved successfully.

Household at a Glance...

Children Needing Care Parents
BabfTapper SmokeTesting (chid, male, age 1) SmokeTapp Testing (adult, male)
Jude Davis (child, female, age 1)
NotCCAACHhild TestFamily (child, female, age 8)

Total Household Size: 4 [[&]

Other Household Members

HH_0001090256

Total Household Income Calculations
Employment income: $0
Alimony and child support income: $0
Other income: $0
Alimony and child support deductions: $0
Total annual gross income: $0

Contact Information

Primary Address Primary Parent
the road Email: Not On File.
Tallahassee, Florida 32301 Primary phone: (999) 999-9999
KREPS ISLAND County

Children Needing Care

Jude Davis (child, female, age 1) Gl
Eligibility status: Eligible
Enroliment status: Not Enrolled
Date of birth: 03/01/2013
Ethnicity: Hispanic
Races: Black, While
Care days: Monday, Thursday, Saturday
Care types: Partiime, Before School
Citizenship: US Citizen or Qualified Alien
Age verification: Verified
Medicaid eligibility: Not eligible
Current authorization period: 06/24/2018 - 06/19/2019
Allow Developmental Screening: Yes
Person ID: 3009159
Eligibility verification ID: EV_0000258682

Required informafion is missing or nvaid

Family Portal Account
Account Not Found

History BabtTapper SmokeTesting (child, male, age 1)
Eligibility status: Eligible

Enrollment status: Enrolled

Date of birth: 01/09/2013

Ethnicity: Hispanic

Races: Asian

Care days: Thursday and Friday

Care types: (ne care types selected)

Changs Status

Eligibilty

Edit

Medicaid eligibility: Unknown

Current authorization period: 12/09/2018 - 12/08/2019
Allow Developmental Screening: No

Person ID: 3347372

Eligibility verification ID: EV_0000259677

Required information is missing or invalid_

lotCe

\Child TestFamily (child, female, age 5) (LD
jibility status: Eligible

Enroliment status: Mot Enrolled

Date of birth: 02/01/2011

Ethnicity: Non-Hispanic

Races: Hawaiian / Pacific, Black

Medicaid eligibility: Unknowin

Current authorization period: 06/30/2018 - 06/29/2019
Allow Developmental Screening: Yes

Person ID: 3009172

Eligibility verification ID: EV_0000313362

red informalion is missing or invalid.

History

Change Status

Eligibilty

Edit

J

Household Case Notes

Histary

History

Changs Status.

Eligibilty

Edit

Show 10w  entries

Date 17 Code Custom Code Event Description
42472019 6:03:16  TRANSFER Guardianship Transfer: Child (TestFamily, MotCCAAChII) added fo New Household
PM Children Added to new 1090256 Transferred As of Date 411/2019
HouseHaold
4242019 6:03:16  TRAMSFER Due to Guardianship Household Status to Coalifion R g
P Transfer: Children added
to HouseHold
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Jim ledbetter@oel myflorida.com
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Click the Eligibility

button to verify the child’s eligibility is still intact.

Enrollment status: Not Enrolled
Date of birth: 0210112011

Ethnicity: Non-Hispanic

Races: Hawaiian / Pacific, Black

Care days: Monday and Tussday

Care types: Parttime

Citizenship: Unknown

Medicaid eligibility: Unknown

Current authorization period: 06/30/2015 - 06/29/2019
Allow Developmental Screening: Yes

Person ID: 3009172

Eligibility verification ID: EV_0000313362

[ Required information is missing or invalid. |

Change Status

Eligibility Assignments for NotCCAACHhIld TestFamily

Household at a Glance... HH_0001080256
Children Needing Care Parents Other Household Members Total Household Income Calculations
BabiTapper SmokeTesting (child, male, age 1) SmokeTapp Testing (aduli, male) Employment income: $0
Jude Davis (child, female, age 1) Alimony and child support income: $0
NotCCAAChild TestFamily (chikd, female, age 8) Other income: $0
e o [T Alimony and child support deducfiens: $0
Total Household Size: 4 [fs] Total annual gross in s0
Contact Information
Primary Address Primary Parent Family Portal Account History
the road Email: Not On File Account Not Found
Tallahassee, Florida 32301 Primary phone: (999) 995-9559
KREPS ISLAND County
Edit
Children Needing Care
Jude Davis (child, female, age 1) G History BabiTapper SmokeTesting (child, male, age 1) History
Eligibility status: Eligible Eligibility status: Eligible
Enroliment status: Mot Enrolled Ch Stat status: Enrolled Change Status.
Date of birth: 03/01/2018 Date of birth: 01/09/2018 =
Eomcarre EETE SO
Races: Black, White Races: Asian
e . Er..(.u.m.s
Care days: Monday, Thursday, Saturday Care days: Thursday and Friday
Care types: Parttime, Before School Care types: (no care types selected) Edit
Citizenship: US Citizen or Qualified Alien Citizenship: Unknown
Age verification: Verified ‘Age verification: Unknown
Medicaid eligibility: Not eligible Medicaid eligibility: Unknown
Current authorization period: 06/21/2018 - 06M9/2019 Current rization period: 1 12/08/2019
Allow Developmental Screening: Yes Allow Developmental Screening: No
Person ID: 3009169 Person ID: 3347372
Eligibility verificati EV_( Eligibility verification ID: EV_0000259677
[Reqiled information is mmga'lw‘id,] [Reml'led' ion is missing nriwd»d,]
NotCCAAChild TestFamily (child, female, age &) History
Eligibility status: Eligible

Eligibility Code Billing Group

ECON EGE

Begin Date End Date Funding Agency ID {code, type, name)

Current Authorization Period (06302015 - 06/23/2013)

06/30/2018 06/29/2019 Any

Actions

Current Eligibility Map

‘Current Authorization Period
06/30/2018 - 06/29/2019
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Add New Guardian
Click Add Guardian.

Guardianship Transfer

Search Guardian l Add Guardian

Details of New Selected Parent / Guardian™®

Parent ID Parent Name Parent DOB County City ZipCode

Parent / Guardian relationship to

child® Select Guardian... A
*
Transfer Reason Select Reason -
From Household: To Household

irdTestChild TestFamily, : . Person
MotCCAAChHIld TestFamily, DOB: 02/01/2011, Person |

4 3

Complete Transfer Close

The Add Guardian screen displays. Fill in the required fields and click Save.

Add Guardian

-

First Name®* MewTest

Middle Name J

Last Name * ParentGTX

Date of Birth* 11/15/1982

Email Address® PGTXTestEmail@gmail.com

SSN

Ethnicity * © Hispanic @ Non-Hispanic © Prefer not to answer
Races (select all that apply) * [ Asian  # Hawaiian / Pacific ([ Black [ US Indian / Alaskan [ White [ Prefer not to answer
Gender™® © Male @ Female

Marital Status Select v

Address Line1* 123 Avenue

AddressLine2

City * Tallahassee

County™® MATHISTOWN v
State ® Florida v
Zip Code® 32301

Contact Number™® 8502011111

- Close
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After clicking Save, a confirmation message displays: Added New Parent/Guardian Successfully. Click OK.

m Fou |- Coalition Admin Loc | . 3 . .
coalitionservices.floridaearlylearning.com says

Added New Parent/Guardian Successfully.

Add Guardian

First Name* NewTest

Middle Name J

Last Name* ParentGTX

Date of Birth* 11/15/1982

Email Address* PGTXTestEmail@gmail com

SSN

Ethnicity * O Hispanic  ® Non-Hispanic O Prefer not to answer
Races (select all that apply) * [0 Asian @ Hawaiian / Pacific [0 Black [ US Indian/ Alaskan () White [ Prefer not to answer
Gender® © Male ® Female

Marital Status Select v

Address Line1* 123 Avenue

AddresslLine2

City* Tallahassee

County* MATHISTOWN v
State® Florida v
Zip Code*® 32301

Contact Number® 8502011111

Save Close
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Search for the newly-added guardian and they appear in the search results.

Se uardian

Look for Guardians that match your desired search criteria.

First Name™* newtest
Last Name Parent
Date Of Birth

Select the desirad guardian from the search results below.

Search Results

-- Choose Guardian/Parent -
MNewTest ParentGTX, Household ID:1090260, Status - null

Details of Selected Guardian Parent

Parent ID Parent Name Parent DOB County City ZipCode
3347387 NewTest ParentGTX 11/15/1982 MATHISTOWN Tallahassee 32301

oK

Close
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PROVIDER PROCESSES

Coalition Services Portal Main Page Navigation

The Navigation Bar is near the top of the page.

[ ﬁ Home VPK Program - VPK SIS~ SR Program ~ TAPP~ Provider ~ Reimbursement - Maintenance ~ Admin Functions ~ Reports ~ CCRé&R ~ ]

Home Button

WELCOME TO FLORIDA'S EARLY LEARNING

COALITION SERVICES PORTAL

Q search VPK Applications Q search SR Applications

The Home button will take the coalition user to the Coalition Services Portal main page.

A Home

Provider Menu

VPK Program ~

TAPP~ Provider ~ Reimbursement ~ Maintenance ~ Admin Functions -

Clicking the Provider menu will activate the dropdown menu.

Provider = Reimbursement - Mai

Provider Profiles »
Local Contracts b
SR Contracts »

SR Amendments »
VPK Contracts »
VPK Amendments »
VPK Applications »
VPK SIS Contracts »

Temporary Closures p
Q search

Document Library Management
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Provider Profiles
Clicking Provider Profiles will display all possible provider profile statuses.

Click on a status to see all provider profiles with that status.

Provider = Reimbursement - Maintenance - Adm
Provider Profiles 4 | Incomplete
Local Contracts Submitted
SR Contracts » Coalition Reviewing
SR Amendments » Request Assistance
|. VPK Contracts » Active
VPK Amendments p Rejected
' wPK Applications » Inactive
VPK SIS Contracts » Read-Only

Temporary Closures p

Document Library Management
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Contracts & Amendments
The Contracts and Amendments functions allows a CP SR/VPK Contract Manager to view a list of provider contracts
and provider contract amendments in the local early learning coalition service area.

Temporary Closures
The Temporary Closures menu allows a CP Admin to view a list of Incomplete, Submitted, and Processed
temporary closures from providers.

Provider Search
The Search function allows a coalition user to quickly search for provider profiles.

NOTE: To ensure accurate searches, click the dropdown menu when changing search terms (business name,
provider ID, etc.) or starting a new search. Do not use the Back button on the internet browser.

Q Provider Search

Provider Type VPK SR Local CCRER only Al

Coalitions @ Just my coalition O All coalitions
Program Year Select Program Year
Principal ID Enter Principal 1D
Principal Mame Enter Principal Name
Profile Status Select Profile Status
Doing Business As Enter Doing Business As name
Director's Name Enter Director's name
Provider ID Enter Provider ID
Tax ID (FEIN or S5N) Enter Tax |0 or FEIN or SSN
Street Address Enter Street Address (Address Line - 1
City Enter City name
Registered County Select Registered County
License or Registration or Exempt or MSID Enter License or Registration or Exempt or MSID

=

Coalition users can also search for providers outside of their coalition service area (select All coalitions radio
button) and will have read-only access to that provider profile. A provider may want to contract with multiple
coalitions, so before the contract is certified, a coalition can have read-only access to that potential provider’s
profile.
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After the coalition user clicks the Search button, the following will display. To view the Administrative Review
screen of the provider profile, the user will click the Profile ID link of the desired record.

Provider Search Results (@@REELGa00E

Show 10 entries « First « 1 2 3 4 5 » Last
Provider IDf Profile ID|Registration Number Program Year Profile Status Submitted Date Doing Business As Director Name Tax ID Principal Id Principal Name Street Address Address Line2 City
21581 154407 jJexempt 2020 - 2021 Read-Only 03/30/2021 Debbie's Little Campers #2 Debbie Brown 88886432 16321 Debbie's Little Campers 130 MAIN ST Tallahassee
21582 130397 IOEL580151222 2020 - 2021 Read-Only de Lugo's Test Daycare Center, LLC OEL580151222 16322 de Lugo's Test Daycare Center, LLC 1222 Pine Hill RD. Tallahassee
21621 158477 12234 2020 - 2021 Read-Only 04/29/2021 Shweta Fun house Shweta Test 233 16346 Shweta Fun house 443 Glenmore Drive Tallahassee
21621 180254 12234 2021 - 2022 Active 02/02/2022 Shweta Fun house Shweta Test 233 16348 Shweta Fun house 443 Glenmore Drive Tallahassee
22745 137782 56209 2020 - 2021 Read-Only 11/24/2020 Ventura Day School Polly Avalos 654320 15662 Ventura Prod Provider Test 2 1 Shumark Oak Dr Tallahassee
22745 158272 56209 2021 - 2022 Active 04/28/2021 \entura Day School Polly Avalos 654320 15662 Ventura Prod Provider Test 2 1 Shumark Oak Dr Tallahassee
22745 177252 56209 2022 - 2023 Active 01/20/2022 \ientura Day School Polly Avalos 654320 15662 Ventura Prod Provider Test 2 1 Shumark Oak Dr Tallahassee
22947 143009 EXEMPT 2020 - 2021 Read-Only 01/28/2021 Emma's Stars Jill Test 54654654654 16938 Emma's Stars Capital Circle tallahassee
22947 169082 EXEMPT 2021 - 2022 Active 08/30/2021 Emma's Stars Jill Test 54654654654 16538 Emma's Stars Capital Circle tallahassee
22947 177255 EXEMPT 2022 - 2023 Incomplete Emma's Stars Jill Test 54654654654 16538 Emma's Stars Capital Circle tallahassee

Provider User Roles:

- PP Admin:

- PP User Manager: User managers can create, inactivate, and manage permissions.

- PP Reimbursement Manager: Reimbursement Managers can manage reimbursement details and rates.

- PP Document Manager: Document Managers can attach profile documents and manage the document
library.

- PP Attendance Manager: Attendance Managers can modify, review, and submit VPK and SR attendance
rosters.

- PP VPK Fast Manager: VPK Fast Managers provide access to external services available to users. This may
include integration with third-party applications, external databases, or APIs, allowing users to interact
with external data sources or services seamlessly.

- PP Enrollment Manager: Enrollment Managers can manage VPK and SR Enrollments.

- PP Report Viewer: Report Viewers can view provider-related reports.

Document Library Management
The Document Library Management function allows a coalition user to review documents uploaded to the provider
profile.

Admin Functions Menu

Admin Functions - Reports - CCR&R -

Account Management »

IMessaging Management »

ME TO FLO

[1ON Si

Rates Management p

Calendar Management p
" W F LAEmN
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Admins will be able to do the following functions for providers:

Account Management — Manage accounts for providers within the coalition service area.
Messaging management — Send messages to individual providers, providers based on services
(SR, VPK, CCR&R) or all providers in the coalition service area.

Rates management — Manage SR and VPK rates.

Calendar Management — Set reimbursable closure days and school calendars for providers within
the coalition service area.

NOTE: Only CP Admin or DEL admin users will be able to view and access the Admin Functions menu.

Reports Menu
Clicking the Reports menu will display the list of available reports.

Reports - CCR&R ~ Hello

SR Adhoc Report
VPK Adhoc Reports »

Provider Adhoc Reports 4
SR Eligibility Verification Report

Developmental Screening Reports

Providers
Frovider Documents

Provider Contracts

Financial Reports Provider Status Tracking

Q, Adhoc Report For Provider

Provider Type VPK SR Local CCR&R only All

Coalitions @® Justmy coalition O Al coalitions

Program Year Select Program Year

nter Principal ID

Principal ID

Principal Name r Principal Name

Profile Status Select Profile Status
Doing Business As

nter Doing Business As name

Director's Name

Provider ID

Tax ID (FEIN or SSN)

Street Address

r City name

City
Registered County Select Registered County

License or Registration or Exempt or MSID Enter License or Registration or Exempt or MSID

@ Download Report
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HOC Report For Provider Documents

Provider Name

File Name
Uploaded On MM/DDAYYYY to MM/DD/YYYY
Valid On MM/DDIYYYY o IDDIYYYY

Verified Documents [ 1Only

Verified By

eport For Provider Con

Coalitions
Contract Type

Contract Status

Doing Business As

Provider ID

Contract Start Date

Contract End Date

Contract Expires In

Contract Termination Date

Folder Name

File Description

Expires In
Expires On MM/DD/YYYY
Archived Documents [ included
Verified On MM/DDYYYY

(sl @ Download Report

@® Just my coalition (O All coalitions

W VPK [ VPKISIS W SR ] Local [ Al

Select Contract Status v

Enter Doing Business As name

(starts with)

Enter Provider ID

AMDDYYYY to | MMDDYYYY

MM/DDYYYY to | MM/DD/YYYY
[J90Days []e0oDays [130Days []Expired

MM/DD/YYYY to | MM/DD/YYYY

® Download Report

[le0pays [Je0Days [130Days []Expired

to | MM/DDYYYY

to | MM/DDYYYY

The Provider Status Tracking Adhoc Report generates a report that displays profile, contract, and principal
information for providers in a coalition service area.

ProviderPrincipallD ProviderlD ProviderProfilelD

37 695
39 790
68 1192
141 2677
348 1182

PrincipalBusinessName DoingBusinessAs

LITTLE PIONEERS PRESCHOOL
THE CHILD'S GARDEN
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ATTENTIVE CHILDCARE & PRE-K LLC (SUE)
1610 Townsend-Danzy Family Day Care Home TOWNSEND-DANZY FAMILY DAY CARE HOME Family Child Care Home

ProviderTypeDescription  ProviderTypeOnContract
962 Mitchell Large Family Child Care Home MITCHELL LARGE FAMILY CHILD CAREHOME  Large Family Child Care Home

1098 Little Pioneers Preschool

1621 The Child's Garden

3676 Attentive Childcare and Pre-K LLC

Center
Center
Large Family Child Care Home

Migrated-Unclaimed Imported
Migrated-Unclaimed Imported
Migrated-Unclaimed Imported
Migrated-Unclaimed Imported
Migrated-Unclaimed Imported

Licensed
Licensed
Licensed
Licensed
Licensed

ProviderStatus  ProfileStatus LegalStatus ProviderProfilelD

962
1038
1621
3676
1610



Activating a Provider Account

Once a Provider submits the registration request, a CP Admin will access the registration from the Admin Functions

tab.

DIVISION OF

Early Learning
LEARN EARLY. LEARN FOR LIFE.
—

UAT Coalition Portal

M Home Provider -+  Reimbursement +  hainienance =  CCR&R =  GrantApplication =  Admin Functions =

Helio 4648-5 CPADMINE

Account Management « Provider Portal 4
Tiessaging wianagement s

WE retes vanagerens ~ RIDA'S EARLY LEARNING

Aciivate pravider accounts

COAERVICES PORTAL

Q search SR Applications

gmaicoml G Signout @

Use this page to review and approve Provider Registration Account requests and begin Single Sign-On (SSO) set-up.

To view, approve, or reject a Provider Registration requests, click on the corresponding entry in the table below to

show the full details of the request.

A Home  Provider -  Reimbursement ~  Maintenance -~ CCR&R -  GrantApplication ~  Admin Functions ~

Activate Provider Accounts

Use this page to approve pending provider registration requests and create the corresponding businesses and sites.

To view, approve, or reject a provider registration request, ciick on the corresponding entry in the table below to show the full details of the request.

User Name Owner Name

License Number

User Name Owner Name License Number
~ contact@mail.com Test Owner EXEMPT

Business Details

Business name *

Location Details

0 Redlands Christian Migrant Association (RCMA) Provider @

kil Doing Business As name (DBA)*
Taxpayer or Provider identification number* Provider Registration

999999999999

Provider type®
Owner/Operator name * Center
Test Oun:
sl Legal status™®
Principal Address line 1% Exernpt

0000N U Dr
i LicenselRegistration/Exemption number, or EXEMPT*
Principal Address line 2 EXEMPT

Contact person phone number*
Principal City* (1) 1111111
Principal State®
Florida v

Principal Zip code®

Activate | Reject
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wero [ o com 56

Ceoalition

ELC of Miami-Dade/Monroe

ELC of Miami-Dade/Monroe:

ELC of Miami-Dade/Monroe

ELC of Miami-Dade/Monroe:

ELC of Miami-Dage/Monroe

ELC of Miami-Dade/Monroe

ELC of Miami-Dade/Monroe

Coalition

Physical Address of Location

Address line 1%

0000 N University Dr

Address line 2

State

Florida

Zip code*

County*

This site is being created due to a changeltransfer of Ownership

Yes @ No



*Before approving the registration request, be sure to make note of the site address and/or the Doing Business
As (DBA) Name. You will need this information to search for the site once the request has been approved.

After approving a Provider Registration, you will need to get additional information for SSO set up.

Navigate to Provider> Search.

A Home Provider - Reimbursement - Maintenance ~ CCR3R ~ Grant Application - Admin Functions ~

Temporary Closures »

] WELCOME TO FLORIDA'S EARLY LEARNING
- COALITION SERVICES PORTAL

Enter the address or DBA name. Click Search.

A Home Provider -  Reimbursement-  Maintenance -  CCR&R-  GrantApplication - Admin Functions - Hello 464 * vard@gmall co

Q Provider Search

Provider Type VPK @ SR g local @ CCRERonly g Al
Coalitions @ Just my coaliton ¢ Al coalitions
Program Year  Select Program Year v
Principal ID | Enter Principal ID
Principal Name
Profile Status Select Profile Status v

sl Doing Business As Pravider Registration

Directors Name | Enter Directors name
ProviderID | Enter Provider [0
TaxID(FEIN or SSN) | Enter Tax ID o FEIN or SSN
/ Street Address 0000 N Universlty Dr
City | [Enter Cly name
Registered County Select Registered County v

License or Registration or
Exempt or MSID

m

The following Provider Search results page will display. Click the Provider ID for the appropriate provider site.

Csgnon @

A Home  Frovder.  Rembuement.  Maimensncz -  CCR&R - GramApplcation - Admin Functions -

Provider Search Results

Provider ID 1§ Profile ID | Registration Number Program Yoar Profile Status Submittod Date  Doing Business As  Director Name | Tax ID Principal Id Principal Name  StreetAddress  Address Line2 City 2P County Requesied Contract Type Data Source  Last Modified By
75115 EXEMPT 2024-205  Incomplets Provider Registration 999999999999 18605 AT Test 0000 N Univesity Dr . Buomara CCRR Only User-Provided  accountabilty usp_C
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The Manage Site page will display. Click the Registration SSO Details button.

Note: The address information needed for SSO set up is on the Manage Site page. All other information needed
for S50 can be found on the Registration SSO Details page.

A Home  Provider - Reimbursement ~  Maintenance ~  CCR&R ~  GrantApplication ~  Admin Functions + Crsignout @

Manage Site

Use this page to edit or inactivate a specific provider site.

If a button is disabled, it means that you don't have sufficient access to use that function for that particular provider site. Please see your site adminstrator if you need additional access.

Location name License number Accountability ID Address Actions

Nanny's 18 Edit | Registration SSO Details

The Registration SSO Details page will display. The Provider ID is listed at the top of the page, followed by the DBA

Name listed in parenthesis. For example, in the image below the Provider ID for this site is 26492, and the DBA
Name is Provider Registration.

DIVISION OF

Eorly Learning UAT Coalition Portal

LEARN EARLY. LEARN FOR LIFE.

A Home Provider - Reimbursement - Maintenance - CCR&R .~  GrantApplication - Admin Functions -

Resgistration Contact information for site 26492 (Provider Registration)

Use this information to create the registration user for the site in the Florida single-signon system
Contact First Name: Contact First
Contact Last Name: Contact Last

Contact Email Address:  contact@mail.com

Following the site details, the contact information needed for SSO is listed in the grid.

Details about both the contact and site are needed by your LEA Admin to complete the set up in SSO. Using the

Registration SSO Details page, note the provider ID, DBA name, contact first name, contact last name, and contact
email address.

After noting the site address and the relevant information provided by the Registration SSO Details page, contact

your LEA admin to provide them with this information. An example email for communicating this information to
your LEA Admin is shown below.
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New Approved Site needing S50 Set up - Message (HTML)

File ~ Message Insert  Options  FormatText  Review  Help  Acrobat Q  Tell me what you want to do
fﬁv\s‘Apmscaady)v R 5 U P A EEE E ‘@,Q,,D[V 1l RE- B ® \fgmm---
- 1]

LEA Admin

Subject  New Approved Site needing 5O Set up

Site Information for SSO:
Provider ID/PR Number:

Doing Business As (DBA) Name:
Address Line 1:

Address Line 2:

City:

Zip:

County:

Contact Information for Site user:
Contact First Name:

Contact Last Name:

Contact Email Address:

Thank youl

Once the SSO Details are sent to your LEA Admin, they can begin the set-up process in SSO.
The LEA admin must submit a Cherwell ticket to have the site created in SSO. The ticket must include the following:

1. Provider ID/PR Number
2. Doing Business As (DBA) Name
3. Coalition and complete address of the site needing set up

From the Cherwell dashboard, click the Access Management> New Provider Registration

@ Home | @t AccessManagement [ 4 Coalition Dashboard (] Portal Documents Quick Search ~

PIVISIONOF DEL Support Portal ¥ ELC of Coalition
E rl Le rnl g Qur goal is to provide support services that are easily accessible and valuable to our

coalitions, especially. for those whom we service. To get started choose on the option
LEARN EARLY. LEARN FOR LIFE. below:

Report an Outage Request a Service Activity Shew Only Mine
Do you need to report an Request a service from our
outage? Click here to open an Service Catalog. Open Incidents 0
incident ticket
Open Service Requests 5
Updated Today 1
Resolved ]
Happening Now Miew Al Quick Support

a

EFS Release Notes

Coalition Dashboard

Access Management
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Click New Provider Registration.

Access Management - ELC of Coalition

Add New | Disable User Login e
User Assistance Registration

NOTE: All active coalition accounts can to view and update tickets unless specified otherwise.
coalition account, click the "Add New User" icon to create a request.

Active Coalition Accounts

Complete the required fields and submit the form. Please allow up to 5 business days for your request to be
processed.

Once the Cherwell ticket is resolved, the LEA Admin can set up the user and associate them with the new site in
SSO. The following information is needed for setting up the site user:

1. First name
2. Last name
3. Email address

LEA Admins should refer to the FDOE SSO Admin Portal Guide for additional details on provisioning SSO user
accounts for secondary locations.

Note: Before creating a user, first ensure they do not already exist in SSO. If they do already exist, verify the role(s)
and locations.
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Activating a Provider Account with an Ownership Transfer

If the provider has indicated that their provider registration is due to a change/transfer in ownership, additional
details pertaining to their transfer will be included in their registration.

Ugar Hama Owner Name Lioence Number Coantion
A carai2zBgmall.oom Tast 38 EXEMPT ELC of Broward
Business Details Location Details Physical Address of Location
Buinsce name® o s 5 oo, (REMA) Frovicar @ Addrats lina 1%
Dodng Bucinecs At nama (DE.
Taxpeyer or Provider identifioation numbar® i Coar’ EXcregie Andrass ling 2
Pravider type®
‘OwnanOpsratar name* hd City
Lagat ciatuc® i
Principel Addrece lins 1% i Etats
SAN LUIS D Fia
LicencaiRegistration Exsmption number, or EXEMPT*
Principal Addrscc lins 2 EXEMPT Dp sode
Contact parcon phone numbar®
Prinoinal City* b i County®
Frinoinel bizta® This cifn ic being eresied dus fo 8 ohanga/trancfer of Cwnerchip

O/ Freviaus Bile Addrecs priar fo Gwnershlp Transfer

Frinoipel Zip ocdz®

Do you have any family raiafianchip fo the cwnar of the provious sibe?

Dty Mave 3 prasxiching awmsrchip interect in fa Bucinece priar i the trancharshangs of awnsrchin?

® ¥
Upiozaes Doaumentasan:

The above recponsas Indicate ine need for the Assountaniity ID from

1 Assountsbity ID: o oamy cuar

iProw
= Provwics Naw I

Additional fields include:

- Provider site having the change in ownership (as indicated by the Provider during their registration)
- Two ownership questions and the Provider’s responses

- Supplemental documentation uploaded by the provider

- An additional action field for the Coalition user (in the blue section)

To view supplemental documentation uploaded by the provider, click on the document’s name.
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License/Registration/Exemption number, or EXEMPT* Flonda

EXEMPT Zip code®
Contact person phone number® 23085
(111) 111-1111 County*
Broward v

Thig zite iz being created due to a changeftransfer of Ownership

Old / Previous Site Address prior to Ownership Transfer

Pleaze answeer the following quesfions regarding your transferfchange of
avinership:

Do you have any family relationship to the owner of the previous site?

® Yes ) No

Did you have a preexisting ownership interest in the buginess prior to the
transfer/change of ownership?

® Yes (O Mo

Uploaded Documentation: JRESE: R v

The above rezponszes indicate the need for the Accountability 1D
frowm
{Provider 1D: , Accountability 1D: ) to carry over

O Carry Over O Provide Mew 1D

The blue section will indicate the appropriate action for the Accountability ID based on the Provider’s responses to
the ownership questions.

A Provider answering Yes to one or both ownership questions indicate the need for the accountability ID to carry
over. A provider answering No to both questions indicates the need for a new Accountability ID to be given to the
Provider.

Supporting documents can assist in verifying the Provider’s responses to the two ownership questions. Documents
recommended to the Provider include a Bill of Sale, Interest in Ownership documents, and consideration for sale
documents. Additional document types may be up to the Coalition’s discretion. See Rule 6M- 8.301 F.A.C. for
additional information.
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License/Registration/Exemption number, or EXEMPT* s Lo

EXEMPT Zip code™
Contact person phone number® #3085
(111} 111-111 County™
Broward L

This site iz being created due to a changeftransfer of Ownership

Old / Previous Site Address prior to Ownership Transfer

Please answer the following questions regarding your transferchange of
avenership:

Do you have any family relationship to the owner of the previous site?
® Yes (O Mo

Did you have a preexisting ownerghip interest in the business prior to the

transferichange of ownership?

® Yes (O Mo

Uploaded Documentation: =80 E

The above responses indicate the need for the Accountability 1D
from
{Provider 1D: , Accountability 1D: ) to camry over

) Camry Over () Provide New ID

After reviewing the appropriate action for the Accountability ID and reviewing supporting documentation, the
Coalition user should select Carry Over to carry over the Accountability ID from the previous provider site or
Provide New ID to assign a new Accountability ID to the Provider.

NOTE: If documentation does not match the Provider’s responses, the provided documentation may aid in the
decision.
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When Provide New ID is selected, the following message will display.

© Confirm New Accountability 1D

‘You have indicated the need for a new Accountability ID to be
designated fo this Provider. Please select "ves" fo confirm this action,
or select "Cancel” to carry over the old ID.

To confirm the action of providing a new Accountability ID to the Provider, click Yes. To instead carry over the
previous Accountability ID, click Cancel.
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Activating a Secondary Location

When a provider creates a secondary location using the “Add Site” process in the Provider Portal, the site must be
created in Single Sign-On (SSO) for it to be accessible to the provider user(s).

To begin the process of SSO set up, you must first locate the newly created site.

Navigate to Provider> Search

A Home Provider - Reimbursement - Maintenance - CCR&R ~ Grant Application - Admin Functions -

Temporary Closures »

— WELCOME TO FLORIDA'S EARLY LEARNING
COALITION SERVICES PORTAL

Q Search SR Applications.

Enter the address or DBA name. Click Search.

M Home Provider - Reimbursement - Maintenance - CCR&R - Grant Application - Admin Functions - Hello 46 vard@gmail.cc

Q Provider Search

Provider Type VPK g SR [ Local g CCR&Ronly g All

Codlitions @ Just my coaliion ¢ Al coalitions

Program Year Select Program Year v
Principal ID | Enter Principal 1D
Principal Name | Enfer Principal Name
Profile Status Select Profile Status v

el Doing Business As. Provider Registration
Director's Name Enter Director's name
Provider ID Enter Provider ID
Tax ID (FEIN or SSN) Enter Tax 1D or FEIN or SSN

/ Street Address 0000 N University Dr

City \ Enter City name

Registered County Select Registered County v

License or Registration or  Enter License or Registration o Exempt or MSID
Exempt or MSID

The following Provider Search results page will display. Locate the row for the appropriate provider site.

A Home Provider -  Reimbursement -  Maintenance - CCR&R -  GrantApplication - Admin Functions ~ CosSignout @

Provider Search Results  QRETINT)

Show 10 entries ~

Provider ID I3 Profile ID  Registration Number Program Year Profile Status Submitted Date Doing Business As  Director Name Tax ID Principal ld Principal Name  StreetAddress  Address Line2 City 2P County Requested ContractType Data Source  Last Modified By
26492 275115 EXEMPT 2024-2025  Incomplete _ 999999999999 18605 UAT Test 0000 N University Dr . Enuwaru CORR Only User-Provided accountablity.usp_C|
< >

Since this site was added through the Add Site process and not the registration process, contact fields for the user
are not captured. You will need to contact the provider to determine the appropriate first name, last name, and
email for the user(s) requiring access to this site.
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Details about both the contact and site are needed for your LEA Admin to complete the set up in SSO.

Once you gather the contact details from the provider and make note of the Provider ID, DBA name, and site
Address- contact your LEA admin to provide them with this information. Be sure to indicate that this site is a
secondary location. An example email for communicating this information to your LEA Admin is shown below.

Note: Process for relaying information to your LEA Admin may differ depending on your coalition’s preference and
may not be through email.

New Secondary Location Needing S50 Set up - Message (HTML)

File Message Insert Options Format Text Review Help Acrobat Q  Tell me what you want to do

Be | ooy - 01 B I U 2AEE-EE - [0 @ B L R B

‘ /& editor

,j”...

~

E Te LEA Admin

Send c

el

Subject  New Secondary Location Needing 550 Set up

0]

Site Information for SSO:
Provider ID/PR Number:

Doing Business As (DBA) Name:
Address Line 1:

Address Line 2:

City:

Zip:

Contact Information for Site user:

**This is a secondary location created through the Add Site Process**

Contact First Name:

Contact Last Name:

Contact Email Address:

Thamkyou!\

Once the SSO Details are sent to your LEA Admin, they can begin the set-up process in SSO.

The LEA admin must submit a Cherwell ticket to have the site created in SSO. The ticket must include the following:
1. Provider ID/PR Number
2. Doing Business As (DBA) Name

3. Coalition and complete address of the site needing set up
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From the Cherwell dashboard, click the Access Management> New Provider Registration

ﬁﬁ' Coalition Dashboard

a Portal Documents Quick Search ~
DIVISION OF DEL Support Portal ¥ ELC of Coalition
,-' Early Learning

Qur goal is to provide support services that are easily accessible and valuable to our
coalitions, especially, for those whom we service. To get started choose on the option
below:

LEARN EARLY. LEARN FOR LIFE.

Do you need to repart an
lick

ACTiViT}’ Show Only Mine
outage Open Incidents o
mcident
Open Service Requests 5
Updated Today 1
Resolved 0

Happening Now

Quick Support

EFS Relegse Notes
lition Dashbo:
A Man, mer

Click New Provider Registration.

Access Management - ELC of Coalition

Add New Disable User Login New Provider
User Assistance

Registration

NOTE: All active coalition accounts can to view and update tickets unless specified otherwise.
coalition account, click the "Add New User" icon to create a request.

Active Coalition Accounts

Complete the required fields and submit the form. Please allow up to 5 business days for your request to be
processed.
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Once the Cherwell ticket is resolved, the LEA Admin can set up the user and associate them with the new site in
SSO. The following information is needed for setting up the site user:

1. First name
2. Last name
3. Email address

LEA Admins should refer to the FDOE SSO Admin Portal Guide for additional details on provisioning SSO user
accounts for secondary locations.

Note: Before creating a user, first ensure they do not already exist in SSO. If they do already exist, verify the role(s)
and locations.

Provider Profile Status Definitions

Incomplete

The profile is not complete. The provider has to complete the required fields, certify, sign and submit the
profile. Coalitions cannot change the status of an Incomplete profile; however, coalition users have read-
only access to assist the provider in completing the profile.

Request Assistance
The provider needs help to finish or edit the profile.

Submitted

The profile has been completed and submitted by the provider for coalition review. The profile is not
editable by the provider while in Submitted status.

Coalition Reviewing
To review a Submitted profile, click the Change Profile Status button at the top of the Administrative
Review page.

Active

The coalition has reviewed the profile and supporting document(s) and determined that the provider is
eligible to receive funding.

Inactive

The profile is no longer active, due to a specific reason selected by the coalition user. Inactive profiles
cannot be edited.

Rejected
The profile is missing information that is necessary to make a decision regarding eligibility to receive
funding. Rejected status is used to return the profile to the provider for edits.

Read-Only

The profile is no longer active, due to the program year expiring. Profiles for past program years cannot be
edited.
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Coalition User Task Bar

At the top of the Administrative Review page is a list of buttons used to maintain and process a Provider Profile.

Administrative Review
Provider Notes Contact Attempts Administration SR Paid Holidays SR Reimbursement Rates Child Assessment

Provider Notes Click to view or add a case note.
Contact Attempts Click to log a provider contact attempt.
Inspections Click to view or upload inspections.
Administration Click to update provider information.
Contracts Click to manage contracts.

SR Paid Holidays Click to manage contracted SR provider paid holidays.

SR Reimbursement Rates Click to manage contracted SR provider reimbursement rates.

Click to input child assessment data (not yet available) and

Child Assessment . . . .
== reimburse child assessment differentials.

Assist Provider Change Profile Status

Assist Provider Click to assist a provider with profile changes.

Change Profile Status Click to change the status of a provider profile.
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Adding a Provider Note
The coalition user must click the Provider Notes button to add a Provider Note.

Then, click the +Add Provider Note button.

Provider Notes For Jim's House Of Learning 2

4 Retum to review
stow| 10 v Jenes
Date + Reason Note

Created By
10/10/2016 2:06:34 PM UPRFL Profile submitted by oeldemonstration+3@gmail com oeldemonstration+3@gmail.com
Date Reason Note Created By

First | Previous Next | Last

The coalition user will then select a Provider Note Code, Custom Code Type, and Custom Code (if applicable) and
complete the note field. Click the Save Note button to add the note.

# Add [

. Note
Provider Note Code
Select reason code... v
Custom Code Type Custom Code
Select w

Select a Custom Code Type

Provider Profile Note

Cancel

Click the Return to review button to go back to the Administrative Review page.

Provider Notes For Jim's House Of Learning 2

4 Retum to review
Date + Reason Note Created By
10/10/2016 2:06:34 PM UPRFL

Profile submitted by oeldemonstration+3@gmail.com
Date

oeldemonsiration+3@gmail.com
Reason

Note

Created By

First Previous Next Last
Adding a Contact Attempt

The coalition user must click the Contact Attempts button to add a Provider Notification.

Then, click the +Add Provider Notification button.

Provider Notifications For Jim's House Of Learning 2

4 Retum to review
Show| 10 v  entries

Date

l + Add Provider Notification l
v Created By Subject Method(s) Outcome Note
No data available in table
Date Created By subject Method(s) Outcome Note

First | Previous | Next | Last
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The coalition user will complete the Date and Subject fields, select which Method(s) of Contact were used, and
complete the Note and Outcome fields. Click the Save button to add the notification.

NOTE: A contact attempt does not create a provider note.

#" Add Jim's House of Learning 2 Notification

Date

MM/DD/YYYY

subject

Method(s) of Contact
[CIPhone & [ ietter X [JEmail @

Note

OQutcome

Cancel l Save l

Click the Return to review button to go back to the Administrative Review page.

Provider Nofifications For Jim's House Of Learning 2

Show| 10 v  entries = Add Provider Netification

Date + Crealed By Subject Method(s) Outcome Note
No data available in table

Date Created By Subject Method(s) Qutcome Note

First | Previous = Next Last

Adding an Inspection
The coalition user must click the Inspections button to add a Provider Inspection.

Then, click the +Add Provider Inspection button.

Health And Welfare Inspections For Jim's House Of Learning 2

L]
Show 10 v  entries = Add Provider Inspection
—

Inspection Date v Passed Note Verified By Verified On
No data available in table

Inspection Date Passed Note Verified By Verified On

First | Previous = Next = Last
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The coalition user will complete the Date field, select the inspection result, and complete the Note field. Click the
Save button to add the inspection.

" Add Jim's House of Learning 2 Inspection

Inspection Date [inspection Passed [inspection Verified

MM/DDIYYYY

Note

cancel

Click the Return to review button to go back to the Administrative Review page.

Health And Welfare Inspections For Jim's House Of Learning 2

Inspection Date v Passed Note Verified By Verified On
No data available in table
Inspel:n’an Date Passed Note Verified By Verified On

First = Previous =~ Next = Last

Adding Administrative Information
The coalition user must click the Administration button to update administrative information.

W Profile Administration

Coalition users will be able to add, remove, and update administrative
notes/documentation specific fo the current profile: in review.

SUNBIZ Document Number (if applicable)

Program Assessment Score €
0.00

The coalition user will complete the SUNBIZ Document Number and Program Assessment Score. Click the Save
button to add the number.
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Adding SR Paid Holidays

Once an SR contract is certified, the provider's paid holidays must be set up. On the Administrative Review menu,
click the SR Paid Holidays button. The provider's SR Paid Holidays for the profile year displays.

The page may pre-populate with days if they are available from the online SR contract or Coalition SR Holiday
Schedule (established on the Admin > Calendar Management > SR Holiday Schedule page). While this
information may be pre-populated for convenience, the remaining steps should be followed to ensure the correct
paid holidays are recorded.

To add a new paid holiday, click the + Add Paid Holiday button.

SR Paid Holidays For Growing Up Strong

Program Year: 2018 CountyName: KREPS ISLAND Maximum number of dates: Twelve
# Date Name Update Remove
1 71412018 4TH OF JULY
2 91312018 LABGR DAY
3 172212018 THANKSGIVING DAY
4 1112312018 DAY AFTER THANKSGIVING
5 1212512018 CHRISTMAS
6 1/1/2019 NEW YEARS DAY
7 114/2018 MLK

Enter the Holiday Date and Holiday Name. Then, click the Save button.

SR Paid Holidays

Holiday Date 01/21/2019

Holiday Name Martin Luther King Jr. Day

Cancel

To update a paid holiday, click the Update button. The saved holidays may be edited. Days that have occurred in
the past cannot be updated or removed. When complete, click Save.

SR Paid Holidays For Growing Up Strong

Program Year: 2018 CountyName: KREPS ISLAND Maximum number of dates: Twelve

# Date Name Update Remove

1 71412018 4TH OF JuLY

2 9/3/2018 LABOR DAY

3 11/22/2018 THANKSGIVING DAY

4 11/23/2018 DAY AFTER THANKSGIVING

5 12/25/2018 CHRISTMAS
6 1712019 NEW YEARS DAY
7 114/2018 MLK
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To remove a paid holiday, click the Remove button. Days that have occurred in the past cannot be updated or
removed.

SR Paid Holidays For Growing Up Strong

Program Year: 2018 CountyName: KREPS ISLAND Maximum number of dates: Twelve

# Date Name UpﬂﬂtE Remove

1 71412018 4TH OF JuLy

2 9/3/2018 LABOR DAY

3 9192018 Fall Holiday

4 11222018 THANKSGIVING DAY

5 11232018 DAY AFTER THANKSGIVING
pre—

3 12/25/2018 CHRISTMAS .
—

7 112019 NEW YEARS DAY
8 12172019 Martin Luther King Jr. Day
s 57019 Memorial Day

Adding SR Reimbursement Rates

Once an SR contract is certified, the provider's reimbursement rates must be set up. On the Administrative Review
menu, click the SR Reimbursement Rates button. The provider's SR Reimbursement Rate plan(s) display.

To establish a new rate plan, click on the Add Reimbursement Rates button.

SR Reimbursement Rates For Randi's House 4 Return to review

No data available to display
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The rate plan settings page displays. Enter the Reimbursement Start Date and Reimbursement End Date. Click
Save.

NOTE: If multiple rate plans are needed to address a rate change, continue to set up the first rate plan for the

original start and end dates. Then, additional rate plans can be created as shown in Amending SR Reimbursement
Rates (by adding another rate plan).

Add Provider Reimbursement Rate

Coalition ELC of TALLAHASSEE
Provider randi's house
County KREPS ISLAND
Reimbursement Provider Type Center v
Reimbursement Start Date 09/01/2018
Reimbursement End Date 06/30/2019
< Ccancel

The provider’s reimbursement rate plan page appears. Rate plans cannot overlap. If a rate plan is entered that
overlaps, then a validation message displays. Clicking the Yes button will change the rate plan to prevent
overlapping dates. Clicking the No button will discard the rate plan change.

Warning: Reimbursement Rate Plan

This request impacts existing rate plan(s). The existing start/end dates must be
changed to avoid overlapping days.
07/01/2019 to 07/01/2020

Do you wish to continue?
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Click Reimbursement Rates.

SR Reimbursement Rates For Randi's House

Coalition County Reimbursement Start Date Reimbursement End Date

ELC of TALLAHASSEE KREPS ISLAND 9/1/2018 6/30/2019 .

The provider’s rates for the rate plan appears.
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[El SR Reimbursement Rates - 16 - -

2022-2023 Reimbursement Rate Plans

Effective July 1, 2022, the Approved Provider Reimbursement Rate without Gold Seal (column C) shall equal the
Coalition Reimbursement Rates in column B, except when the Provider’s Private Pay Rate (column A) is zero. When
column A is zero, column C will be zero. Also, effective July 1, 2022, there is no provider private pay rates upper
limit (column F).

A note displays at the top of the Rate Plan: *Special needs rate will be negotiated up to twenty (20) percent above
the maximum approved base reimbursement rate established for infant care by the coalition pursuant to Rule 6M-
4.500, F.A.C. The negotiated rate will be based on the level of care needed for an individual child.

Unitof Care  Full-Time Daily Rates ~ Rates in effecton | 7/1/2022
- Specwa\ needs rate will be negotiaten lIDlO Iwemy (ZO] peraem above the maximum appmven base reimbursement
rate established for infant care by the coalition pursuant to Rule 6M-4 500, F.A.C. The negotiated rate will be based on
the level of care needed for an individual child.
A B c D E F G H I J K
Care  Description Provider's  Coalition Approved Provider  Gold Seal Approved Provider Provider's QPI Local QI Level Total Contracted Child
Code Private Fﬂy il ent Reimb! Dif { i Private Pay Differential Differential Payment Slots Assessment
Rates Rates Rate without Gold (Column B % Rate with Gold Seal  Rates Upper Rate (Column Rate (Column C  Rate Differential Rate  Differential Rate
Seal percentage) (Column C + D) Limit (Column  C x tier x tier (ColumnE  (per child (Column C x tier
A+ 20%) percentage) percentage) +G+H) flagged for percentage)
contracted
slots)
INF <12 Months $0.00 $50.00 $50.00 $0.00 $0.00 - $5.00 $0.00 $5.00 $4.00 $2.50
TOD 12 <24 $0.00 $40.24 $40.24 $0.00 $0.00 - $4.02 $0.00 $4.02 $4.00 $2.01
Months
2YR 24 <36 $45.00 $37.45 $37.45 $7.49 $44.94 = $3.75 $0.00 $48.69 $4.00 $1.87
Months
PR3 36 <48 $40.00 $30.00 $30.00 $6.00 $36.00 - $3.00 $0.00 $£39.00 $4.00 $1.50
Months
PR4 48 <60 $40.00 $28.55 $28.55 $5.71 $3426 = $2 86 $0.00 $37.12 $4.00 $1.43
Months
PR5 60 <72 $40.00 $27.00 $27.00 $5.40 $32.40 = $2.70 $0.00 $35.10 $4.00 $1.35
Months
SCH In School $39.00 $19.86 $19.86 $3.97 $2383 = $1.99 $0.00 $2582 5$0.00
e Column A =displays amounts from the provider's contract for private pay rates (captured at the time of
contract initiation from the provider's profile).
e  Column B =displays amounts from the Coalition's SR Plan Rates (established on the Admin Functions >
Rates Management > SR Plan Rates page).
e  Column C = displays the approved provider reimbursement rate without Gold Seal (same as column B
except when column A is zero. If column A is zero, column C shall be zero).
e Column D =displays the Gold Seal differential (column C x the percentage established on the Admin
Functions > Rates Management > SR Plan Rates page).
e  Column E = displays the approved provider reimbursement rate with Gold Seal (column C + D). Gold Seal
participation is established on the Edit Differentials tab and should match the contract or latest
amendment.
e  Column F = this column is not applicable, as there is no longer a provider private pay rates upper limit.
e Column G =displays the QPI differential rate (column C x tier percentage). QPI participation is established
on the Edit Differentials tab and should match the contract or latest amendment.
e Column H =displays the Local Ql differential rate (column C x tier percentage). Ql participation is

established on the Edit Differentials tab and should match the contract.
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e Column | = displays the total payment to provider (column E + G + H).

e Column ) =displays the total contracted slot differential rate available to selected children. Contracted
Slots participation is established on the Edit Differentials tab and should match the contract or latest
amendment.

e  Column K = child assessment differential rate (column C x tier percentage). Child assessment participation
is established on the Edit Differentials tab and should match the contract or latest amendment.

While some information may be pre-populated for convenience, the remaining steps should be followed to ensure
the correct provider reimbursement rates are recorded.

Edit Provider Rate
Click the Edit Provider Rates button. The private pay rates page displays. Review and/or enter the provider's
private pay rates (column A) for the established rate plan date range and click Save.

SR Reimbursement Rates - 16 - -

Unit of Care  Full-Time Daily Rates v Rates in effecton  7/1/2022

* Special needs rate will be negotiated up to twenty (20) percent above the maximum approved base reimbursement Edit Provider Rates |1 Edit Differential Rates

rate established for infant care by the cealition pursuant to Rule 6M-4.500, F.A.C. The negotiated rate will be based on
the level of care needed for an individual child

A B c D E F G H 1 J K
Care  Description Providers  Coalition Approved Provider ~Gold Seal Approved Provider  Provider's QPl Local QI Level  Total Contracted Child
Code Private Pay i i i Private Pay Differential Differential Payment  Slots Assessment
Rates Rates Rate without Gold (Column B * Rate with Gold Seal Rates Upper Rate (Column Rate (Column C  Rate Differential Rate  Differential Rate
seal percentage) (Column C + D) Limit (Column G x tier x tier (ColumnE  (per child (Column C  tier
A +20%) percentage) percentage) +G+H) flagged for percentage)
centracted
slots)

NOTE: Rates may be edited on or before the rate plan start date, after which they cannot be edited unless
payment has not been issued yet. At that point, a new rate plan must be created.

Provider's Private Pay Rates

Care Code Description FT PT PTL

INF =12 Months $ | 000 $ 000 $

TOD 12 <24 Months s | 000 $ | 000 $

2YR 24 <36 Months s | 4500 $ | 3749 $

PR3 36 <48 Months $ | 4000 $ | 3300 $

PR4 48 <60 Months $ | 4000 $ 3300 $ 000

PR5 60 <72 Months $ | 4000 $ | 3300 $ 000

SCH In School $ | 39.00 $ | 1500 $ | 1250
r 1
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Edit Differentials
Next, click the Edit Differential Rates button.

<« C A Not secure | alpha.coalitionservices.test.oel.local/ProviderReimbursement/Details?coalition|D=238tprovider|D=16&countylD=50&firstDayRatelnEffect=07%2F01%2F 2022%2000%3A00%3A00&astDayRateln... & ¥ [ &

) DevOps @ IntranctPortal K3 ITIntranetPortal [ SPEFS Guidance &.. 45 OEL Tableau Reports Reetro WP Microsoft Stream (o)) AzureDevOps Proje.. @1 Quality Performanc.. '@ QPS-TEST @) Proposed Rules | CEL @ Rules Library - All D..,

IS ClauiE CalU @EICpanTusaci Turgs O oy O R G

SR Reimbursement Rates - 16 - -

Unitof Care  Full-Time Daily Rates v Rates in effecton  7/1/2022

* Special needs rate will be negotiated up to twenty (20) percent above the maximum approved base reimbursement Edit Provider Rates || Edit Differential Rates

rate established for infant care by the coalition pursuant fo Rule 6M-4.500, F.A.C. The negotiated rate will be based on
the level of care needed for an individual child

A B 3 D E F G H 1 J K
Care  Description Providers  Coalition Approved Provider ~ Gold Seal Approved Provider  Provider's QPI Local Gl Level  Total Contracted Child
Code Private Pay i i i Private Pay Differential Differential Payment Slots Assessment
Rates Rates Rate without Gold (Column B = Rate with Gold Seal  Rates Upper Rate (Column Rate (Column C  Rate Differential Rate  Differential Rate
Seal percentage)  (Column C + D) Limit (Column ~ C x tier x tier (ColumnE  (per child (Column € x tier
A+20%) percentage) percentage) +G+H) flagged for percentage)
contracted
slots)

The differential rates page displays. Review and/or edit the differential rate settings (columns E, G, H, |, and K) for
the established rate plan date range and click Save. Differential rates are turned on by selecting the Yes radio
button and the tier level.

NOTES:

e The Effective Date and End Date match the established rate plan and cannot be changed. If a differential
applies to a length of time other than the established rate plan, an additional plan must be created. See
Amending SR Reimbursement Rates (by adding another rate plan).

e  Providers participating in contracted slots require the total number of slots per care level which are
automatically populated on the differentials page from the SR contract upon certification. (Children
receiving a contracted slot must be identified within the SR Program > SR Provider Enroliment work
queues.) See Contracted Slots.

E Provider’s Differential Rates § ACADEMY, INC.

Yes No
® Gold Seal Designation Al Ages ~ Effective Date| 07/01/2022 End Date  12/31/2022
® 'e) Quality Performance Incentive (QP1)  10% ~ Effective Date 07/01/2022 End Date | 12/31/2022
@ C Child Assessment Effective Date  07/01/2022 End Date | 12/31/2022
@ Local Quality Improvement (Ql) w Effective Date  07/01/2022 End Date  12/31/2022
® y Effective Date  (7/01/2022 End Date | 12/31/2022

Care Level INF TOD 2¥YR PR2 PR4 PRS Total

Enter Number of Contracted Slots @

coce | (Y |
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2019-2020 Reimbursement Rate Plans

A note displays at the top of the Rate Plan — “* Reimbursable rate is reduced because the amount exceeds the
provider’s private pay rate upper limit set in Column F.” Any rates marked by a *, show the provider is near the
upper limit (Column F) with the differential, and the amount shown is what the provider will reimbursed.

NOTE: The rate plans for 2019-2020 allow the provider to exceed the private pay rate. For 2019-2020, the Provider
cannot exceed Column F — 20% above the private pay rate.

SR Reimbursement Rales - 8469 - -

Unit of Care|  Full-Time Daily Rates v Rates in effecton  7/1/2019
* Reimburseable rate is reduced because the amount exceeds the provider's private pay rate upper limit set in Edit Provider Rates Edit Differential Rates
Column F.
A B C D E F G H I J K
Care  Description Provider's Coalition Approved Provider Gold Seal Approved Provider Provider's QP Local QI Total Contracted Child
Code Private Maximum Reimbursement Rate  Differential ~ Reimbursement Rate Private Pay  Differential  Level Payment Slots Assessment
Pay Rates  Reimbursement without Gold Seal (Column C  with Gold Seal Rates Rate Differential ~ Rate Differential Differential
Rates (Column A or B, ® (Column C + D;amount  UpperLimit  (Column C  Rate (Column E+ Rate (perchild Rate
hich is lower) p ge) cannotexceed column | (Column A x tier (ColumnC  G+H; flagged for (Column C x
F) + 20%) percentage) x tier cannot contracted tier
percentage) exceed slots) percentage)
column F)
INF <12 Months $22.00 521.00 $21.00 $3.15 $24.15 $26.40 5147 “50.78 * $26.40 51000 *5$1.05
TOD 12<24 $23.00 $20.00 $20.00 $3.00 $23.00 $27.60 5140 $260 $27.00 $11.00 *51.00
Months
2YR 24 <36 $24.00 $19.50 $19.50 $293 $2243 $28.80 $1.37 §254 $26.34 $12.00 5098
Months
PR3 36 <48 $25.00 $19.00 $19.00 $2.85 $21.85 $30.00 5133 §247 $2565 $13.00 5095
Months
PR4 48 <60 $26.00 $19.00 $19.00 $2.85 $21.85 §3120 5133 §247 $2565 51400 5095
Months
PR5 60 <72 $27.00 $19.00 $19.00 $2.85 $21.85 §32.40 5133 §247 $2565 51500 5095
Months
SCH In School $15.00 $10.00 $10.00 $150 $1150 $18.00 5000 $130 $12.80 s0.00 $0.00
SPCR  Special $20.70 521.00 $20.70 $0.00 $20.70 52484 5145 “52.69 " 524 84 s0.00 *51.04
Needs

e  Column A =displays amounts from the provider's contract for private pay rates (captured at the time of
contract initiation from the provider's profile).

e  Column B = displays amounts from the Coalition's SR Plan Rates (established on the Admin Functions >
Rates Management > SR Plan Rates page).

e  Column C = displays the approved provider reimbursement rate without Gold Seal (the lower of column A
or B).

e  Column D = displays the Gold Seal differential (column C x the percentage established on the Admin
Functions > Rates Management > SR Plan Rates page).

e Column E = displays the approved provider reimbursement rate with Gold Seal (column C + D; amount
cannot exceed column F; Gold Seal participation is established on the Edit Differentials tab).

e  Column F = displays the provider's private pay rate upper limit (column A x 20%)

e Column G = displays the QPI differential rate (column C x tier percentage; QPI participation is established
on the Edit Differentials tab).

e Column H = displays the Local Ql differential rate (column C x tier percentage; Ql participation is
established on the Edit Differentials tab).

e  Column | = displays the total payment to provider (column E + G + H; cannot exceed column F).

e Column ) =displays the total contracted slot differential rate available to selected children (Contracted
Slots participation is established on the Edit Differentials tab).

e  Column K = child assessment differential rate (column C x tier percentage; child assessment participation
is established on the Edit Differentials tab).
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Hovering over a rate marked with a *, displays the calculated amount prior to reaching the upper limit (Column F).
The rate shown with a *, is the amount the provider will be reimbursed.

SR Reimbursement Rates - 8469 - -

Unit of Care| Full-Time Daily Rates v Rates in effecton| 7/1/2019

* Reimburseable rate is reduced because the amount exceeds the provider's private pay rate upper limit setin Edit Provider Rates || Edit Differential Rates

Column F.

A B (o3 D E F G H I J K
Care  Description Provider's Coalition Approved Provider Gold Seal Approved Provider Provider's QPl Local QI Total Contracted Child
Code Private Maximum i Rate Di i Reimbursement Rate Private Pay  Differential  Level Payment Slots Assessment
Pay Rates Reimbursement without Gold Seal (Column C  with Gold Seal Rates Rate Differential ~ Rate Differential Differential
Rates (Column Aor B, ® (Column C + D;amount ~ Upper Limit  (ColumnC  Rate (Column E+  Rate (perchild Rate
whicheveris lower)  percentage) cannotexceed column (ColumnA  x tier (ColumnC G +H; flagged for (Column C x
F) + 20%) percentage)  x tier cannot contracted tier
exceed slots) percentage)
column F)
INF <12 Months §22.00 §21.00 §21.00 §3.15 §24.15 §26.40 §1.47 *526.40 §10.00 *81.05
TOD 12«24 §23.00 §20.00 §20.00 §3.00 §23.00 §27.60 §1.40 $27.00 $11.00 *51.00
Months

While some information may be pre-populated for convenience, the remaining steps should be followed to ensure
the correct provider reimbursement rates are recorded.

Edit Provider Rate
Click the Edit Provider Rates button. The private pay rates page displays. Review and/or enter the provider's
private pay rates (column A) for the established rate plan date range and click Save.

NOTE: Rates may be edited on or before the rate plan start date, after which they cannot be edited unless
payment has not been issued yet. At that point, a new rate plan must be created.

B Provider's Private Pay Rales CEEZTIS

Care Gode. Description FT PT PTBA

INF <12 Months 5 000 s 000 H

Top 12 <24 Months s 000 s 000 s

2R 24 <36 Monins s 000 s o000 s

PR3 36 <48 Months s | 000 5 000 s

PRE 48 <60 Months 5 000 s | 000 s | 000
PRS 60 <72 Months s | 000 s | 000 s | oo
scH In School s 000 s | 000 s | 000
SPCR Special Needs. s | 000 s | 000 s | 000

Cancel

Edit Differentials
Next, click the Edit Differential Rates button.

El SR Reimbursement Rates - 8469 - -

Unit of Care Full-Time Daily Rates v | Rates in effecton 7/1/2019
* Reimburseable rate is reduced because the amount exceeds the provider's private pay rate upper limit sst in Edit Provider Rates
Column F.
A B C D E F G H I J K
Care  Description Provider's Coalition Approved Provider Gold Seal Approved Provider Provider's QpPl Local QI Total Contracted Child
Code Private Maximum i Rate  Diffe ial  Reimbursement Rate Private Pay  Differential  Level Payment Slots Assessment
Pay Rates Reimbursement without Gold Seal (Column C  with Gold Seal Rates Rate Differential =~ Rate Differential Differential
Rates (Column Aor B, * (Column C + D;amount  Upper Limit  (ColumnC  Rate [ColumnE+  Rate (per child Rate
whicheveris lower)  percentage) cannot exceed column  (ColumnA  x tier (Column € G +H; flagged for {Column C x
n + 20%) percentage)  x tier cannot contracted tier
exceed slots) percentage)
column F)
INF <12 Months §22.00 52100 52100 $3.15 §24 15 52640 $1.47 * 52640 §10.00 *51.05
TOD 12«24 $23.00 $20.00 $20.00 $3.00 $23.00 52760 $1.40 $27.00 $11.00 *51.00
Months
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The differential rates page displays. Review and/or edit the differential rate settings (columns E, G, H, |, and K) for
the established rate plan date range and click Save. Differential rates are turned on by selecting the Yes radio
button and the tier level.

NOTE: The Effective Date and End Date match the established rate plan and cannot be changed. If a differential
applies to a length of time other than the established rate plan, an additional plan must be created. See Amending
SR Reimbursement Rates (by adding another rate plan). Providers participating in contracted slots require the total
number of slots to be selected and rate amounts entered. (Children receiving a contracted slot must be identified
within the SR Program > SR Provider Enrollment work queues.) See Contracted Slots.

Provider's Differential Rates I

Yes Mo

O 0 Gold Seal Designation w  Effective Date 04/01/2020 End Date  0&/30/2020

(o] o] Quality Performance Incentive (QPI) v | Effective Date 04/01/2020 End Date  06/30/2020
o 0 Child Assessment Effective Date  04/01/2020 End Date  06/30/2020

o o Local Quality Improvement () v | Effective Date  04/01/2020 End Date| 06/30/2020

O 0 Contracted Slots Effective Date  04/01/2020 End Date 06/30/2020
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Amending SR Reimbursement Rates (by adding another rate plan)
Open the provider’s admin page from their profile. Click the SR Reimbursement Rates button. The provider’s
reimbursement rate plan page appears. Click on the Add Reimbursement Rates button.

[ SR Reimbursement Rates For Randi's House

ELC of TALLAHASSEE KREPS ISLAND 9172018 63012019 Reimbursement Rales

Coalition County Reimbursement Start Date Reimbursement End Date

The rate plan settings page appears. Enter the first day that the new rate plan is effective for the Reimbursement
Start Date, then Enter the Reimbursement End Date and click Save.

Add Provider Reimbursement Rate

Coalition ELC of TALLAHASSEE
Provider randi's house
County KREPS ISLAND
Reimbursement Provider Type Center M
Reimbursement Start Date 0941772018
Reimbursement End Date 0613072019
€ Cancel

Now, a new rate plan appears. The existing rate plan’s Reimbursement End Date is changed by the system to end
a day prior to the new rate plan’s Reimbursement Start Date. Click on the Reimbursement Rates button for the

new rate plan and proceed to review/modify the Provider Rates and Differential Rates accordingly.

SR Reimbursement Rates For Randi's House

Coalition CDun‘y Reimbursement Start Date Reimbursement End Date
ELC of TALLAHASSEE KREFS ISLAND 9/1/2018 9/16/2018
ELC of TALLAHASSEE KREPS ISLAND 91712018 613012019
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Contracted Slots

Setting Up a Provider with Contracted Slots

Using the provider’s SR Reimbursement rates from their profile (Private Pay Rates tab, bottom section), click the
Edit Differentials button. Turn on the Contracted Slots differential rates by selecting the Yes radio button, then
click Save.

Providers participating in contracted slots require the total number of slots to be filled in and rate amounts
entered for each level of care.

[N S0 EETRREIEY FIRST STEPS IN LEARNING INC.

Yes No

© @  Gold Seal Designation v Effective Date| 09/01/2019 End Date  06/30/2020
® o Quality Performance Incentive (QPI) 4% “ Effective Date 09/01/2019 EndDate  06/30/2020
O @  Child Assessment Effective Date 09/01/2019 End Date  05/30/2020
O @ Local Quality Improvement (Q) v Effective Date 09/01/2019 End Date  06/30/2020
©  Contracted siots Effective Date  09/01/2019 End Date  06/30/2020
Care Level INF TOD 2YR PR3 PR4 PRS
Enter Rate & s | 000 s 000 s 000 $ 000 s | 000 s 000

Enrolling a Child in a Contracted Slot
The child has to have an active SR enrollment with the provider. If the enrollment has been terminated, the child

will not be able to be enrolled in a contracted slot.

The children receiving a contracted slot must be identified within the SR Program > SR Provider Enroliment work
queues. Search by provider name. The number of contracted slots for the provider are displayed.

Provider Search Results
HAMPSHIRE ACADEMY INC 8 No
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Providers that do not have contracted slots will not have the checkboxes to select a child for contracted slots
enrollments.

Enrollments Results for HAMPSHIRE ACADEMY, INC - 348

status Child Hame Child Age Unet of Care Level of Care Billing Group Enroliment Start Date Enroliment End Date
Ensoled S 2y T R BGa WA

Enmiiza TR 2y FT HR BGS 06208

Envoled et 2y FT 7R BG1 06008

Envotied Eesicasaiay 2y FT R (]

Ensbad Y Tws FT scH BO3R

Enmbee EEm—— 2y FT IR BG1

Enmiigd A — 3w FT PRI BG1

Envoled S 3w FT PR3 BG8 0HIEI0IG

Providers that have contracted slots will have checkboxes to select a child for contracted slots enroliments, and
the number of available contracted slots is displayed.

Provider Search Results
FIRST STEPS IN LEARNING INC. 9 Yes

Enroliments Results for FIRST STEPS IN LEARNING INC. - 719

PR3 BG8

Enrolied L, 3yrs FT 07/18/2018

10 Contracted Slots - 10 Available

Is Contracted Siov Contracted Siot Start Dat.. Contracted Siot End Date

Enolled U ayrs FT PR3 BGS 92112018
Enrolied _ 7yrs PT SCH BG8 10/11/2018
Enolled 1yr FT TOD BG8 10/26/2018
Enoled AN 3yrs FT PR3 BGS 1110612018
Enrolied _ oyr FT INF BG8 11/06/2018

The child’s name, age, unit of care, level of care, billing group and enrollment dates are displayed.

Click on a contracted slots checkbox. A pop-up displays to enter the contracted slots enrollment dates.

Add Child to Contracted Siot

ou have chosen to add this child to the contracted slot.

Contracted Slot Start Date ™

[palaalls [s FAVATATAYS

Contracted Slot End Date ™

[palaalls [s FAVATATAYS

Sawve Cancel

By checking the contracted slots checkbox, the Start and End date fields become required. The contracted slots
dates do not have to coincide with the child exact enrollment dates, but the contracted slot start date cannot be
prior to the SR enrollment Start Date. The Contracted Slot End date cannot be more than 60 days after the SR
enrollment End Date. The contracted slots dates have to be within the provider's contracted slot agreement
effective dates.
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The provider is not allowed to select more than the amount of slots they have are contracted to have. If the
provider has 10 slots in their contract, the coalition user can only fill 10 slots. Each time a slot is filled, the available
slots decrease.

Enrollments Results for FIRST STEPS IN LEARNING INC. - 719 10 Contracted Slots - § Avaiable

Enrolled (63012019
Enrolled _ 3y fT PR3 B8 0972412018 0
Enoled (R Ty PT SCH B8 102018 0

Encled 1y fT 00 BGS 101262018 0

The termination date for the Contracted Slots enrollment can be postponed for up to 60 consecutive calendar days
if a child ages out when school starts, leaves the program, or has a schedule change that is no longer Full-Time (FT).

Clicking a checked contracted checkbox displays the Update or End question.

Update or End Contracted Slots

Do you want to update or end contracted slots?

End Cancel

Selecting End will populate the current date, then click Save.

Selecting Update will require a new end date. The end date cannot be greater than 60 days after the SR enrollment
end date. The new end date must be within the current billing period and cannot be in a previous month.
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The provider will not see any indication of contracted slots enrollment on their enroliment and attendance roster.

The coalition will see the child’s contracted slot enrollment and rate in the provider’s Closed Attendance,
Reimbursement Record.

L R T R

@ Whni Feroe R | T RS FNHN
[-I"™ Cloed htasdasas [ e Pl (A Lo s | L st
m & Nt 1845 LR My koo L= ) T
Wit e VAR $T TALLUASSEE, L 1o Wz s m
Lo w 1] f L] ne R s $ul] ne o 1 un 0 e =3 M
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Processing a Provider Portal Profile

From the Home screen, the coalition user will click the Provider menu.

ﬁ Home VPK Program ~ VPK SIS~ SR Program - TAPP~ Reimbursement - Maintenance - Admin Functions - Reports « CCRE&R ~

Then, the coalition user will click the Provider Profiles and select Submitted work queue to review a list of all

submitted profile requests. Coalition staff may click the provider ID link to open a profile.

Provider = Reimbursement -

[ Provider Profiles 4|

Local Contracts »
SR Contracts »

Maintenance - Adm

Incomplete
Submitted

Coalition Reviewing

SR Amendments » Request Assistance
|. WVPHK Confracts p Active

VPK Amendments » Rejectad
' WPK Applications p Inactive

VPK SIS Contracts » Read-Only

Temporary Closures p

Document Library Management

Request Assistance

Providers may request assistance from coalitions by using the Request Assistance feature. When selected by the
provider, requests appear in the Request Assistance work queue. Coalition staff may click the provider ID link to
open a profile. Once a profile is open, coalition staff may review the Provider Notes to locate information
regarding the reason for the request.

Administrative Review

Provider Notes [l Contact Attempts Administration SR Paid Hoiidays [l SR Reimbursement Rates Child Assessment Assist Provider il Change Profile Status

Next, coalition staff may select the Cancel Assist button or Assist Provider button.

Administrative Review
ProviderNotes [l Contact Attempts Administration SR Paid Holidays [l SR Reimbursement Rates [l Child Assessment Cancel Assist [l Assist Provider

The Cancel Assist button will cancel the request and the provider will again be able to edit the profile. The profile
status returns to its prior status.

The Assist Provider button places the profile in a status that allows coalition users to edit the profile. After clicking
the Assist Provider button, the profile status will change to Assistance Accepted.
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) 2020 - 2021 Program Year [Current Status: Assistance Accepted]

General Facility Services Curriculum Fees & Discounts Hours of Operation Staffing & Capacity Private Pay Rates Closures Calendar Documents Review

Administrative Review

Provider Notes [l Contact Attempts. Administration SR Paid Holidays [l SR Reimbursement Rates [l Child Assessment Assistance Complete

Once the coalition user has finished editing the provider profile, click the Assistance Complete button.

) 2020 - 2021 Program Year Current Status: Assistance Accepted

General Facility Services Curriculum Fees & Discounts Hours of Operation Staffing & Capacity Private Pay Rates Closures Calendar Documents Review

Administrative Review

Provider Notes [l Contact Attempts Administration ‘SR Paid Holidays SR Reimbursement Rates Child Assessment tang

Then, the coalition user will fill in the Comments section of the Assistance Request Completed pop-up and click
Submit.

© Assistance Request Completed

If the assistance request has been completed, please add your comments to the
provider and click the "Submit” button to give control back to the provider.

W Comments ¥ Send message

If a provider needs help uploading a document, and the coalition has an electronic copy of the document, the
provider may use the Need Assistance function to allow the coalition to upload the document.

Provider Notes will be generated to reflect the acceptance of the assistance request and the comment included
after completing the assistance.

Provider Notes For Jim's House Of Learning 2

Show 10 v | entries

Date Reason Note Created By

12/7/2016 4:11:31 PM ASCMPL Provider assistance completed. | just sent you an email about the correct edition of your curriculum. Message sent fo Provider. ledbetter kiwanis@gmai
12/7/2016 4:06:08 PM ASACPT Profile assistance request has been accepted and is under review. ledbetter kiwanis@gmai
12/7/2016 2:35:28 PM ASREQ Provider has requested Profile Assistance on the [Provider Curriculum] section oeldemonstration+3@gr

1 have a question about the edition year of my curriculum.
by oeldemonstration+3@gmail.com.

10/10/2016 2:53:16 PM PSC Profile status changed to Active. Jim.ledbetter@oel.myflor
10/10/2016 2:52:18 PM UPRFL Profile submitted by oeldemonstration+3@gmail.com oeldemonstration+3@gr
10/10/2016 2:48:58 PM PsC Profile status changed to Rejected jim ledbetter@oel.myflor

Please provide additional decumentation for your W-9.

10/10/2016 2:43:16 PM PSC Profile status changed to Coalition Reviewing. jim.ledbetter@oel.myflor
10/10/2016 2:06:34 PM UPRFL Profile submitted by oeldemonstration+3@gmail com oeldemonstration+3@gr
Date Reason Note Created By

The provider profile will now return to the previous status, and the provider will again be able to edit the profile.
However, if changes were made by the coalition, the provider profile will become Incomplete. The provider user
may review the changes, sign and certify, and submit to the coalition.
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Assist Provider

In addition to the Request Assistance feature available to providers, coalition users can also help providers through
the Assist Provider feature. This feature allows coalition users to put a provider profile in Assistance Accepted
status and make edits to the profile without the provider having to submit a request for assistance. The initial
profile status has a role in the steps required for editing and the resulting status. For example, if the initial provider
profile status is Active*, when the assistance is completed, the profile status becomes Incomplete in order for the
provider to review and approve the changes. Other initial statuses are maintained when the assistance is
completed (i.e. Incomplete stays Incomplete after assistance is completed). Editing is not available for Imported or
Inactive profile statuses. Additionally, if the initial provider profile status is Submitted**, the status must first be
changed to Coalition Reviewing in order for editing to occur. See the chart below:

Initial Profile Status Editing Available Coalition Reviewing Resulting Status
Necessary

Incomplete Yes No Incomplete

Submitted** No Yes Submitted

Coalition Reviewing Yes No Coalition Reviewing

Request Assistance Yes No Varies

Active* Yes No Incomplete

Rejected No No Rejected

Inactive, Imported No N/A N/A

Go to Provider > Search.

Provider = Reimbursement - Maintenance -

Provider Profiles »
Local Contracts »
SR Contracts »

SR Amendments »
VPK Contracts »
VPK Amendments »
VPK Applications »
VPK SIS Contracts »

Temporary Closures p
Q search

Document Library Management
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Enter the provider ID, Click Search.

Q. Provider Search

Provider Type

Coalitions

Program Year

Principal 1D

Principal Name

Profile Status

Doing Business As

Director's Name

VPK SR Local CCRE&R only All

® Just my coalifion & All coalitions

Select Program Year

Enter Principal 1D

Enter Principal Name

Select Profile Status

Enter Doing Business As name

Enter Director's name

Provider ID

Enter Provider ID

Tax ID {FEIN or 55H)

Street Address

City

Registered County

License or Registration or Exempt or MSID

Enter Tax ID or FEIM or 55M

Enter Street Address (Address Line - 1)
Enter City name

Select Registered County

Enter License or Registration or Exempt or MSID

Identify the Program Year / Profile Status that needs assistance. Click the Profile ID.

Provider Search Resulis @0 C e

Show 10 enfries -
Provider ID | Profile ID | Registration Number
20837 102906 |FHCA33600
20837 104765  |FHCA33600

Program Year Profile Status
2019 - 2020 Active

2020 - 2021 Active
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Click the Assist Provider button.

2020 - 2021 Program Year Current Status: Active

General Facility Services Curriculum Fees & Discounts Hours of Cperation Staffing & Capacity Private Pay Rates Closures Calendar Documents Review

Administrative Review

[——
Provider Notes Contact Attempis Administration SR Paid Holidays SR Reimbursement Rates Child Assessment Assist Provider Change Profile Status.

The current status on the provider profile changes to Assistance Accepted. All tabs on the provider profile are
accessible and the fields are editable with the exception of some fields on the Facility tab.

J y 2020 - 2021 Program Year ICurrent Status: Assistance Accepted I
Profile
General Facility Services Curriculum Fees & Discounts Hours of Operation Staffing & Capacity Private Pay Rates Closures Calendar Documents Review

Administrative Review

Provider Notes Contact Attempts Administration SR Paid Holidays SR Reimbursement Rales Child Assessment Assistance Complete

A provider note is added: “Coalition initiated Request Assistance to assist provider”

462020 CPAST Coalition iniiated Request Assistance to assist provider.
320055 PM

Make any necessary edits to the profile.

General Facility Services Fees & Discounts Hours of Operation Staffing & Capacity Private Pay Rates Closures Calendar Documents Review
Administrative Review

Click the headers or the 4 to expand and the — to collapse each section below.  Click the to navigate to that section.

Business Info

+

General

Facility

.
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Curriculum (select all that apply)

Curriculum Age Range Edition/Year
Baby Doll Circle Time: Birth -3 2012

Balanced Leaming (Primrose) Bith - K 2018

Beyona Centers & Circie Time 3and4 2nd ediion2007
Beyond Cribs & Rattles Birth - 2 1st edition/2005
Big Day for Prek 40K 2018
Butiercups Birth -3 2017 2018
Complete Program for Early Literacy Success - Level Two 4 1st edifion/2012
Connect 4 Leaming 4-K 1st edifion 2016
Core Knowledge Preschool Program 3and4 2013

| ceane cumm o Fary o a0 smi|wemmw |
Save all changes and click Back to Review Page.

Gumriculum (select al that apply)

Curriculum ‘Age Range Edition/Year
T . S S
Balanced Leaming (Primrose) Birth - K 2012

Beyond Centers & Circle Time 3and4 2nd edition/2007

Beyond Cribs & Ratties EIF-Z 1st edition/2005

Big Day for Prek. oK 2018

Buttercups Birth - 3. 2017 - 2018

Complete Program for Early Literacy Success - Level Two 4 15t edition/2012

‘Gonnect 4 Leamning 4-K 1st edition 2016

Core Knowdedge Prescheol Program 3and4 2013

Come Gt S L T

Click the Assistance Complete button.

- - v . - 2020 - 2021 Program Year Current Status: Assistance Accepted
Profile
General FHCIHW Services Curriculum Fees & Discounis Hours of Dperamn Slamng & Capac\ty Private Pay Rates Closures Calendar Documents Review

Administrative Review
Provider Notes [l Gontact Attempts Adminisiration SR Paid Holidays SR Reimbursement Rates Child Assessment Assistance Complete

A pop-up displays. Write a comment in the comment box and click Submit.

NOTE: Send message is checked by default. When Send message is checked, a message is sent to the provider and
a provider note is written; when it is un-selected, only a provider note is written.

@ Assistance Request Completed

If the assistance request has been completed, please add your comments to the
provider and click the "Submit" button fo give control back to the provider.

M Comments Send message

Curriculum added. |

Cancel

The current status changes back to Active.
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2020 - 2021 Program Year ICurrent Status: Activel

General Facility Senvices Curriculum Fees & Discounts Hours of Operation Staffing & Capacity Private Pay Rates Closures Calendar Documents Review

Administrative Review

Provider Notes Contact Atiempts Administration SR Paid Holidays SR Reimbursement Rates Child Assessment Assist Provider Change Profile Status.

A provider note is added: “Provider assistance completed. Message sent to provider.” The provider note will also
include any comments entered.

42020 ASCMPL Provider assistance completed. Curriculum added. Message sent to Provider.
329:51 PM

Coalition Reviewing Status
To process a provider profile, the coalition user will select the Submitted work queue.

Provider « Reimbursement - Maintenance ~ Adm

[ Provider Profiles 4 ] . Incomplete

Local Contracts »

SR Confracts » Coalition Reviewing

SR Amendments » Request Assistance
|. VPK Contracts » Active

VPK Amendments » Rejected
' VPK Applications » Inactive

VPK SIS Contracts » Read-Only

-

Temporary Closures »

Document Library Management

Then, the coalition user will click the Provider ID link of the record assigned to review.

Provider ID| Program Year Business Name Contact Name Contact Number Status Submitted Date Last Modified By Last Modified Date

7946 2017 -2018 OEL AB (850) 717-8599 ‘Submitted 10/27/2016 abarber>48@yanoo.com 10/27/2016

The Administrative Review page will display. Click the Change Profile Status button to change the profile status to
Coalition Reviewing.

2020 - 2021 Program Year Current Status: Active

General Facility Services Curriculum Fees & Discounts Hours of Operation staffing & Capacity Private Pay Rates Closures Calendar Documents Review

Administrative Review

Provider Noles Contact Attempts Administration SR Paid Holidays SR Reimbursement Rates Child Assessment Assist Provider Change Profile Status
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Then, click the Save button to continue.

Provider Profile: Change Status Submitted

Profile Status: #

Active
CoalitionReviewing
Inactive

Rejected

Comments:

Note: in case of rejection this comment will be inciuded in the Email Notification to the provider

Cancel Save

Once the status is changed to Coalition Reviewing, the following page will display:

Your Requested Action Has Been Performed

Please choose another action from the menu to continue working.

To begin the review process, the coalition user will go back to the Provider Profiles Quick Access Dropdown Queue,
select Coalition Reviewing, and find the profile that was set to Coalition Reviewing.

After coalition review, the profile can be changed to Rejected, Inactive, or Active status. If the profile does not
have the information needed to determine if the provider is eligible for funding, the profile should be Rejected. If
the provider is no longer providing School Readiness or Voluntary Prekindergarten services, the profile should be
set to Inactive. If the coalition determines the provider is eligible to receive funding, the profile should be set to
Active.
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Rejected Status
To reject a profile, the coalition user must click the Change Profile Status button.

Once on the Change Profile Status page, select Rejected in the Profile Status dropdown menu.

Enter the reason for the rejection in the comments section; the comment will be included in the automated email
sent to the Provider Portal user from DONOTREPLY@oel.myflorida.com. After entering all required fields, click
Save to proceed.

Provider Profile: Change Status Coalition Reviewing

Profile Status: #

Rejected ~

Status Date:

10102016

Comments: #

Please provide additional documentation for your W-8.

MNote: In case of rejection this comment will be included in the Email Notication to the provider

Save l

Hello Jim Ledbetter,

The provider profile you submitted for Jim's House of Learning 2 was not approved for the following reason(s)
Please provide additional documentation for your W-9.

ELC of the Big Bend Region
(B66) 973-95030
http:/iwww elcbigbend org/

Please do not reply to this message. Replies to this message are routed to an unmonitored mailbox. If you have any questions, please contact your Early
Learning Coalition at the number listed above.

The status has been updated at the top of the review page.

Jim's House of Learning 2 Profile Current Status: Rejected

General  Business  Contact  Sevices  Cumiculum  Fees&Discounts  Hoursof Operstion  Staffing & Capacity ~ PrivatePayRates  Closures Calendsr  Documents  Review

Once in Rejected status, the coalition user will not be able to edit the profile until the profile is resubmitted by the
Provider Portal user.
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Active Status
To activate a profile, the coalition user must click the Change Profile Status button.

Once on the Change Profile Status page, select Active in the Profile Status dropdown menu.

An automated email will be sent to the Provider Portal user from DONOTREPLY@oel.myflorida.com. After
entering all required fields, click Save to proceed.

Provider Profile: Change Status Submitted

Profile Status: #
(O - |

Status Date:

10102016

Sunbiz Document Number (if applicable):

Comments:

MNote: In case of rejection this comment wil be included in the Email Notification to the provider

|

Hello Jim Ledbetter,
The provider profile you submitted for Jim's House of Learning 2 was approved. You may now log on to the Provider Portal with the user name and password at any time to update your information.

ELC of the Big Bend Region
(B66) 973-5030

hitp:/fwww elcbigbend org/

Please do not reply to this message. Replies to this message are routed to an unmonitored mailbox. If you have any questions, please contact your Early
Learning Coalition at the number listed above.

The status has been updated at the top of the review page.

Jim's House of Learning 2 Profile Current Status: Active’

Genersl  Business  Contact  Senices  Cumicum  Fees&Discounts  Hoursof Cperation  Staffing &Capacity  PrivatePayRates  Closues Calendar  Documents  Review

310



Changing Profile Status
Once the coalition user is ready to update the status of a profile, click the Change Profile Status button.

2020 - 2021 Program Year Current Status: Active

General Facility services Curriculum Fees & Discounts Hours of Operation Staffing & Capacity Private Pay Rates Closures Calendar Documents Review

Administrative Review

Provider Notes Contact Attempts Administration SR Paid Holidays SR Reimbursement Rates Child Assessment Assist Provider Change Profile Status.

Once the new status is selected, the coalition user has the ability to add a comment and click the Save button.

Provider Profile: Change Status Active

Profile Status: ¥

PendingUpdate
Inactive
Rejected

10/03/2016

Comments:

Nofe: In case of rejection this comment will be included in the Email Nofification fo the provider
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Provider Profile Edits

After a provider profile has been set to Active status, if the provider makes a change and re-submits the profile, a
notification will appear on the Administrative Review page to notify the coalition user that a change has been
made to a profile section.

|* General Data Has Changed

To see what specific answer has changed, expand the section that has the red flag and another red flag will show
what answer has changed.

Click the headers or the = to expand and the = to collapse each section below.  Click the to navigate to that section.

|® General Data Has Changed

1. Do you want to have your program referred to families seeking child care listings? Yes

2. Do you want to compiete a contract to participate in the School Readiness Program? Yes

3. Do you want to complete a contract to participate in the Voluntary Prekindergarten (VPK) Education Program? Yes

4. Do you want to complete a contract to receive local funding? No

5. Business Ownership Type Corporation
6. Legal Status Exempt

7. Exemption Details

Exempt Number EXEMPT
Expiration Date 05/05/2017
Exemption Reason School-Age Program

Master School ID (MSID)

8. Provider Type enter
9. Are you a Gold Seal provider?
10. Are you an accredited provider? Yes

10.1 Accreditations ACCREDITED PROFESSIONAL PRESCHOOL LEARNING ENVIRONMENT

To see what the previous answer was, hover over the red flag.

 Prevousy:No [

™ Yeg
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Verifying Documents
Provider documents can be verified and have a begin date and expiration date added by clicking the Documents
tab from the Administrative Review page.

Jim's House of Learning 3 Profile

General Business Contact Services Curriculum Fees & Discounts Hours of Operation Staffing & Capacity Private Pay Rates Closures Calendar Review

A coalition user will then view the document by clicking the View button, complete the Begin date and Expiration
date for the document, and verify the document by clicking the check box. A coalition user can re-verify a
document for a subsequent contract year even if the document was verified in the previous contract year.

Supporting Documents

Gold Seal Certificate
Document(s) Begin date Expiration date

6M-4.720 doc \ Wi @erify 6M-4.720.doc

Upload Ancther Document...

Document Library Management
The Document Library Management function allows a coalition user to review documents uploaded to the Provider

Profile.

To access the Document Library Management function, coalition users will click the Provider button and then
Document Library Management.

Provider = Reimbursement - Maintenance -

Provider Profiles »
Local Contracts »
SR Contracts »

SR Amendments b
VPK Contracts »
VPK Amendments p
VPK Applications »
VPK SIS Contracts »

Temporary Closures »

Q, Search

[ Document Library Management
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The folder list is standard for all providers, but a coalition-specific folder can be added. To add a new folder,
coalition users will click the Add New Folder button.

Document Library Management

Add New Folder Rename Folder

s RO = --select provider-- v

Select Folder

The coalition user will then create the new folder name and click the Save Changes button.

Add New Folder

Select Coalition: ELC of Polk v

#Folder Name:

Close Save Changes ‘
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To rename a folder that is not predefined, coalition users will click the Rename Folder button.

Document Library Management

Add New Folder Rename Folder

SeleCtbRrIdeY --select provider-—- v

Select Folder

Rename Folder

¥ Select Folder: Contracts v

¥ Folder Name:

Close Save Changes

The coalition user will then select the folder, rename the folder and click the Save Changes button.
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The folder list is standard for all coalitions.

Add New Folder Rename Folder

Document Library Management

Select Provider

Select Folder

Jim's House of Learning 2

- please select a folder -

Accreditation and / or Gold Seal
Contracts

Insurance Auto

Insurance Liability
Insurance-Worker Comp
License or Exemption
Miscellaneous

Monthly Adjustment Request

Monthly Classroom Transfer Forms
Monthly Extended Absence Request
Monthly Outstanding Parent Fee
Monthly Reimbursement Report
Monthly Sign in-out Sheet

Monthly VPK Child Withdrawal Forms
Provider Public Rate Sheet
Uncategorized

Unemployment Insurance

VPK Affidavit of Good Moral Character
VPK Background Screenings

VPK Curriculum

VPK Director Credentials

VPK Enroliment Certificates

VPK Instructor's Credentials

w9

Coalition users can view a provider’s documents by selecting a provider and folder, then clicking View Files.

Add New Folder Rename Folder

Document Library Management

Select Provider

Select Folder

--select provider--
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Coalition users can upload a new file to a provider’s folder by clicking the Upload New File button, browsing for
the file and clicking the Attach Selected Document button to complete the upload.

Document Library Management - View Documents

Provider Name: Jim's House of Leaming 2 w

Total Files: 1 Folder Create Date: 10/25/:2016
Folder Details - Contracts Upload New File

File Name Download Archive Date Uploaded Uiploaded By

Koala.jpg 120072016

Add New File

Select a document to upload.

+ Select the folder from the drop down list to which you would like to upload a file to.
- Click the Browse... button to browse your documents and select the one that you want to upload to the folder.
- You may give a description to the file you are uploading.

Upload file to site: Jim's House of Learning 2

Select Destination Folder % Contracts v

Select File %

Attach your document.

Click the Attach Sefected Document button below 1o upload the selected document to your selected folder. This will
upload a copy of your document and store it in the chosen folder. The upload process may take from several
seconds to a minute, depending on the size of the document and the speed of you internet connection.

| ch Selected Document I

Cancel
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Coalition users can rename a file in a provider’s folder by clicking the Rename File button, selecting the file,
inserting a new file name and clicking the Save Changes button.

Document Library Management - View Documents

Provider Name: Jim's House of Leaming 2 W

Total Files: 1 Folder Create Date: 10/25/2016

Folder Details - Contracts

Upload New File

File Mame Download Archive Date Uploaded Uploaded By

Rename File

Site: Jim's House of Learning 2

Select Folder: Coniracts v

Select File:

File Name: |

oo
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Document Library Management - View Documents

Provider Name: Jim's House of Leaming 2 A4

Total Files: 1 Folder Create Date: 10/25/2016

Folder Details - Contracts

File Name Download Archive Date Uploaded Uploaded By

Coalition users can download or archive a document in a provider’s folder by clicking the Download or Archive
button, respectively. If the provider has reached the maximum number of documents allowed on the Profile
Documents tab, archiving documents will free up room to allow additional documents to be uploaded for coalition
verification.

Providers can also archive documents by clicking the Remove button to remove a document from the profile
documents screen and archive it in the appropriate Document Library Management folder.

e

M Home Business -  Profile -  Contracts ~  Enrolments ~  Aftendance ~  Documents ~ Sites: v Profile] 2020-2021 v CsLog OFf £}

Profile 2020 - 2021 Program Year Current Status: Pending Update

@ Request Assistance

General  Faciity  Services  Cumiculim  Fees&Discounts  Hours of Operaion  Stafing & Capacty  Private PayRates  Closures Calendar |~ Documents  Review  Sign & Centfy

Supporting Documents

Certificate of Licensure
Document(s) Begin Date Expiration Date
2019-2020 License.pdf View  Remove 0212312019 07/14/2019
2019-2020 New License pdf 0212312019 02/222020
2020-2021BKAlicense pdf 0212312020 02/22/2021
License2021_pdf 022172021 021222022
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Provider Address Changes

If a provider has a change to the facility address, there are several scenarios to consider, based on whether a new
DCF license number is created.

e Scenario 1: NEW DCF license number/local licensing number/registration number, SAME owner
e Scenario 2: NEW DCF license number/local licensing number/registration number, NEW owner OR
SAME DCF license number/local licensing number/registration number, NEW owner not already in EFS

Mod
e Scenario 3: SAME DCF license number/local licensing number/registration number, NEW owner already in
EFS Mod
Scenario 1

A provider is opening a new provider facility/site, or a facility/site is moving, but the owner is the same.

If the provider has a change to the Facility Address and a new DCF license number/local licensing
number/registration number is assigned, the provider will create a new site by clicking the Manage All Sites link on
the Provider Dashboard, then click the Add Site button. They will then fill out the new facility information. This will
create a new Provider ID, but keep the new facility under the same EIN/SSN and Principal ID.

A Home  Business - Profile ~  Contracts Enrollments ~  Attendance ~  Documents =

Manage All Sites

Manage Users
Manage All Users

Manage VPK Applications and Contracts

VPK Provider Application

Manage VPK Instructors, Calendars, and Classes
Statewide VPK Provider Contract

VPK Contract Amendment

Manage SR Contracts
Statewide SR Provider Contract
SR Coniract Amendment

Preschool Development
Developmental Screening Queue

ﬁ Home Business ~ Profile ~ Confracts ~ Enroliments ~ Attendance - Documents ~

Manage Sites

Use this page to add new provider sites and to edit or inactivate provider sites for which you have the necessary adm

IT a button is disabled, it means that you don't have sufficient access to use that function for that particular provider s

Location name

Add Site
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All contracts under the old facility will need to be terminated and initiated under the new profile and Provider ID.

If the Facility Address and the Business Address (Principal Address) are the same and both need to change, please
submit a Service Desk ticket so a data fix can be completed. Please indicate if the Mailing Address and Payment
Mailing Address are also changing, along with the Facility Address and Business Address (Principal Address). The
Business tab can have different addresses for the Business Address (Principal Address), Mailing Address, and
Payment Mailing Address.

Scenario 2
A provider is opening a new provider facility/site under a new owner or different EIN/SSN OR same DCF license
number/local licensing number/registration number and a new owner not already in EFS Mod.

If a new provider facility/site is opening under a new owner, which means a new DCF license number/local
licensing number/registration number AND a new EIN/SSN and Principal ID, the provider will need to create a new
Provider Portal account by going to https://providerservices.floridaearlylearning.com/Account/Register and
entering the new information. This new information will generate a new Principal ID and new Provider ID.

This scenario is also applicable if a provider facility/site has an ownership change, the DCF license number/local
licensing number/registration number is the same, but the new owner does not already have a provider
facility/site in EFS Mod.

Scenario 3
A provider facility/site has an ownership change, the DCF license number/local licensing number/registration
number is the same, and the new owner already has a provider facility/site in EFS Mod.

Please submit a Service Desk ticket to change the Principal ID and EIN/SSN from the old owner to the new owner.
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Provider Contracting

Prior to initiating SR contracts for a program year, the coalition must first establish the SR Plan Rates (Admin
Functions > Rates Management > SR Plan Rates), followed by the SR Holiday Schedule (Admin Functions >
Calendar Management > SR Holiday Schedule).

NOTE: If the SR Plan Rates are not established first, the Maximum Paid Closure Dates can’t be saved and the Paid
Closure Dates can’t be added to the SR Holiday Schedule.

Initiating a Contract

Only providers with an Active profile are eligible to have an electronic contract initiated, and only Contract
Managers have the ability to initiate a contract. On the provider Administrative Review page, the Contract
Manager must click the Contracts button, then, on the manage contracts page, click the +Initiate Contract button.

Ventura Day School Profile 2023 - 2024 Program Year Current Status: Active

General Facility Services Curriculum Fees & Discounts Hours of Operation Staffing & Capacity Private Pay Rates Closures Calendar Documents Review

Administrative Review

Provider Notes Contact Attempts Adminisiration SR Paid Holidays SR Reimbursement Rates Child Assessment Assist Provider Change Profile Status

Provider Contracts

Manage Contracts For Ventura Day School

Show | 10 w | entries + Initiate Contract

Contract Type of Contract ‘Coalition Status Last Effective Terminated Program Contract Document Action
1D Contract 1 Name Updated Date Year
108412 SR DEL-SR 20 ELC of Certified | 02/23/2023 07/01/2022 2022 - 2023 ® Download
TALLAHASSEE

Select a contract type from the Type dropdown menu.

@ Initiate Contract for Ventura Day School with ELC of TALLAHASSEE

Type:* Start Date: ™ End Date: * Paper Process?

‘ -- select — v‘ 04/04/2023 MM/DD/YYYY

VPK
SR

Local
VPK-APP )

rmation

Select Contact(s)... =

Coalition Contact Information

Name:* Email: * Phone: ®

Jennifer Ventura jennifer.ventura. prod+TLHCoalAdm@gmai (850) 555-5555

Cancel Save
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SR Contract
SR contracts will default to an electronic process. Paper contracts cannot be created for SR. Select the start date
(cannot be a date in the past), select the responsible parties for development screenings and subsequent

development screenings, select notification recipient(s), select multiple sites (if needed), and update the coalition
contact information (if needed).

@ Initiate Contract for Ventura Day School with ELC of TALLAHASSEE

Start Date:® End Date:* [ Paper Process?
07/01/2023 06/30/2024 End On Fiscal Year?
[ MNotify DCF?
SR Contract Information 2023 - 2024 profile is [Active]
— 00—
Responsible for development screenings: Select o
; P
Responsible for subsequent screenings: Select -

Provider Motification Information

Email Notification To: Select Contact(s)...

Multiple Site Provider

Multiple Site Selection: Select Provider(s)... »
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The contract end date defaults to the end of the fiscal year.

@ Initiate Contract for Ventura Day School with ELC of TALLAHASSEE

Type: ® Start Date: ® End Date: ® [ Paper Process?
SR v 07/01/2023 06/30/2024 End On Fiscal Year?
[ Motify DCF?

The coalition can elect to have DCF notified of a contract initiation process. DCF will also then receive notifications
of a certified and terminated contract.

@ Initiate Contract for Ventura Day School with ELC of TALLAHASSEE

Type: * Start Date: * End Date: * [ Paper Process?

SR v 07/01/2023 06/30/2024 End On Fiscal Year?
[ Motify DCF?

When the fields are completed, click the Save button.

After the Save button is clicked, the following data entry page displays. Select the EIN or SSN radio button and
complete the fields (all are required), then click Next Step.

Provider(s)
R

|. PARTIES AND TER!

OF CONTRACT
e

ermaicel oviee Agzrees

Il PROVIDER ELIGIBILITY
172

ppppppp o

VII. COMPENSATION AND FUNDING
s

ne

Xl NOTIFICATION

accacemantanergas oy e CoALTION

.....
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After clicking Next Step, the following data entry page displays. Select from the dropdown fields, then click Save &
Initiate.

NOTE: The same Quality Improvement Plan Strategies cannot be selected.

SR Contract Exhibit Data Entry Preview Contract

Provider: - - - -

Exhibit 1 PROVIDER Exempt from Select v
Program Assessment

The COALITION has Select v

determined the PROVIDER
is required to participate in
a Quality Improvement
plan.

Composite Program
Assessment Score:

Exhibit 3 Quality Improvement Plan Select~

Strategies:
Exhibit 4 Contracted Slots Rate: Select v
Exhibit 5 Quality Performance Select v

Incentive Rate:

Child Assessment Rate: Select v
Local Quality Improvement Select v
@iy

€ Previous Step Save & Initiate ¥

After clicking the Save & Initiate button, the following displays. Click Yes to continue.

@ Confirm Initiate Contract

You are about to initiate the contract. This will set the contract status
to initiated and you will not be able to make further changes to it as
the Coalition. You will have to cancel the contract and re-initiate if you
wish to undo this action.

Do you want to save and initiate the contract?
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After clicking Yes, the following displays. Select email address recipient(s) from the Email Notification To:
dropdown, then click Send & Initiate.

@ Provider Notification Information

Email Notification To:

Notify DCF [J

2 contacls selected.. +

Cancel

Navigate to the provider manage contracts page. The SR contract has a status of Initiated and is available on the
provider portal for the provider to edit.

Provider Contracts

Manage Coniracts For

PRESCHOOL

4 Return to review

| entries

Show 10

1| ContractlD |7 Typeof Contract |© ContractName || Coalion

n 113629 SR
108994 SR

DEL-SR 20

DEL-SR 20

Edit a Drafted Contract

After completing all fields on the exhibit data entry page, if the coalition user clicks the Save button instead of the
Save & Initiate button and exits contract initiation, the contract is given a “Drafted” status.

SR Contract Exhibit Data Entry

ELC of

ELC of

04/05/2023 07/01/2023
Certified 022312023 07/01/2022

Provider: PRESCHOOL
Exhibit 1 PROVIDER Exempt from No ~
Program Assessment
The COALITION has. Yes ~
determined the PROVIDER is
required to participate in a
‘Quality Improvement plan.
Composite Program 399
Assessment Score:
Exhibit 3 Quality Improvement Plan 20-hours of IACET- or DEL-approved training -
Strategies:
Exhibit 4 Contracted Slots Rate: Up to 10% of the approved base rate v
Care Level INF TOD 2YR PR3
Enter Number of Contracted Slots @ 2 2 4 5
Exhibit 5 Quality Performance N/A ~
Incentive Rate:
Child Assessment Rate: 5.00% ~
Local Quality Improvement NiA v

(an:

£ Previous Step

PR4

|| Status || LastUpdated || EffectiveDate || Terminated || Program Year ||

2023 -2024

2022-2023

PR3

Contract  Document Action
NIA @ Cancel Contract

S View

@ Download

/# Change Staus

Preview Confract

Total

20

Save & Initiate ¥
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To edit a “Drafted” contract, navigate to the provider manage contracts page. Click the Edit Draft button for the
drafted contract.

Provider Contracts

Manage Contracts For PRESCHOGL

Show 10 ~ | entries + Initiate Contract
Contract ID Type of Contract Name Coalition Status Last Updated Effective Date Terminated Program Year Contract Document Action
11 1f  Contract 1 1t 11 14 11 ir 1 I
113629 SR DEL-SR 20 ELC of Drafted  04/05/2023 07/01/2023 2023-2024 NA EYr—
VPK Contract

VPK contracts will default to an electronic process. Paper contracts cannot be created for VPK. Select the program
year, start date, select notification recipient(s), select multiple sites (if needed), and update the coalition contact
information (if needed). Then click the Save button.

@ Initiate Contract for with
Type:* Start Daro: * [ Paper Process? |
VPK v 07/01/2023 ‘
VPK Contract Information 2023 - 2024 profile Is [Active]
Program Year:* | 3 . 2024 v

Provider Notification Information

Email Notification To: Select Contact(s) . ~
Multiple Site Provider
Multiple Site Selection: Select Provider(s).. =

Coalition Contact Information

Mame: * Email: * Phone: *®

Cancel Save
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After the Save button is clicked, the following page displays. Select the EIN or SSN radio button. Enter the cost of
the additional program assessment. If none, enter “0”. Update the coalition representative contact information if
needed. Clicking Save will save changes made on the page.

Initiate VPK Coniract Preview Contract

Provider(s):

Day Sehoal

I. PARTIES AND TERMS OF CONTRACT
1. Contract Initiated Date: ST IR
Principal Name:

Principal Office Address:

(R EIN or 35N- (SSN WEIN

13 Contract Begins On: e

II. PROVIDER ELIGIBILITY

IL7a Pravider Type: i

XIL. NOTIFICATION

Xllg4e Cost of the additienal program assessment
charged by COALITION: *

350.00

The representative for COALITION for the
purpases of this Contractis:

They can be contacted at: a0 ] Or by email

\@gmailcom
at 2o

m Save & Initiate

NOTE: To view the provider(s)’ composite program assessment scores, click Preview Contract. The score displays
on paragraph 7.f. for single site contracts or on the Exhibit 1: Provider Location List for multiple site contracts.

Single Site:
f. Eligibality pursuant to s2. 1002.68(3)(a), F.5. PROVIDER acknowledges that PROVIDER

must have a composite program assessment score that meets the contract minimum threshold in
accordance with Rule 6M-8.621, FA C.

PROVIDER's composite program assessment score._ _School Year: 4.02; Summer: N/AIT
PROVIDER has multiple sites, the program assessment score for each site 15 listed m Exhibit 1.
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Multiple Sites:

Exhibit 1: Provider Location List

Provider Mame:

Location Number |T416

Location Legal Name

Doing Business As Mame
Physical Address
Employer Identification Number

School Year |Yes

Summer|No

Composite Program Assessmenl Scor car: 5.39, Summer:
Official Use Only|

After clicking the Save & Initiate button, the following message displays. Click Yes to continue.

© Confirm Initiate Contract

You are about to initiate the contract. This will set the contract status
to initiated and you will not be able to make further changes to it as
the Coalition. You will have to cancel the contract and re-initiate if you
wish to undo this action.

Do you want to save and initiate the contract?

Cancel

After clicking Yes, the following displays. Select email recipient(s) from the Email Notification To: dropdown, then
click Send & Initiate.

@ Provider Notification Information

Email Notification To: Owner Designee:
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From the Administrative Review page, click the Contracts button to navigate to the provider manage contracts
page. The VPK contract has a status of Initiated and is available on the provider portal for the provider to edit.

Provider Contracts

Manage Contracts For Day School

Show 10 ~ entries + Initiate Contract
Contract Type of Contract Coalition Status Last Effective Terminated Program Contract Document Action
It D If Contract || Name It It !l Updated == Date It o Year It
n 113512 VPK DEL-VPK 20  ELC of Initiated 03/31/2023  07/01/2023 2023 - 2024 NIA

VPK-APPs (VPK Provider Applications) —the VPK 10, VPK 11A, and VPK 11B — will default to an electronic process.
Paper contracts cannot be created for VPK-APPs. Select the program year, notification recipient(s), and update the
coalition contact information (if needed). Then click the Save button.

© Initiate Contract for with

Type:* [ Paper Process?

VPK-APP v

VPK Contract Information 2021 - 2022 profile is [Active]

*
Program Year: 2021 - 2022

Provider Notification Information

Email Notification To: Select Contact(s)... ~

Coalition Contact Information

Name: * Email: * Phone: *

Cancel |m

The VPK-APP has a status of Initiated and is available on the provider portal for the provider to edit.

Provider Contracts

[l Manage Contracts For 4 Return to review
Show | 10 ~ | entries
Contract Type of Contract Coalition Status Last Effective Terminated Program Contract  Document Action
it ID . Contract 15 Name it 11 . Updated || Date I . Year It
26467 VPK-APP VPK 10,11A,11B 04/26/2021 2021-2022 NA € Cancel Appicaiion
qqqqq PRI, Vrisan aan aam e e P Amre amnnn nannmaan anmn anna — ——
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School Board/District Contracts
For SR and VPK contracts with a school board/district, the contract can be downloaded as a .pdf and printed.

Cancelling a Contract

A VPK Provider Application, VPK Contract or SR Contract can be cancelled if the contract status is Initiated,
Incomplete, Submitted, Coalition Reviewing or Reviewed. The only statuses when a contract cannot be cancelled
is Rejected or Certified. To cancel a contract, click the Cancel button. The below example is for cancelling a VPK
Provider Application, so the button reads Cancel Application. If a VPK Contract or SR Contract is cancelled, the
button will read Cancel Contract.

Provider Contracts

Manage Gontracts For Jim's House Of Smarties

Show 10 v entries + Initiate Contract
Contract ID 17 Type of Contract Contract Name Coalition Status Last Updated Effective Date Terminated Program Year Contract  Document Action
27 SR OEL-SR 20 ELC of the Big Bend Region Incomplete 041232019 04232019 2018-2018 ®view NA @ Cancel Contract
266 VPK OEL-VPK20 ELC of the Big Bend Region Submitted 0412372019 0710172019 2019-2020 “® Download
3 VPK-APP VPK10,11A118 ELC of the Big Bend Region Submitted 051472018 05/152018 2017-2018 Sview @ Dovnload
30 VPK-APP VPK 10,11A.11B ELC of the Big Bend Region Certified 05/14/2018 08/13/2018 2018-2019 ® Download
Contract ID Type of Contract Contract Name Coalition Status Last Updated Effective Date: Terminated Program Year Contract  Document Action
First | Previous n Next | Last

After clicking the Cancel Application button, the following message will display. Click the No or Continue button.

A\ Cancel Statewide VPK Provider Contract

Contract for Jim's House of Smarties with ELC of the Big Bend Region
VPK Contract ID: 266

Are you sure you want to cancel this contract?

Nom

After clicking the Continue button, the following message will display. Enter a reason, and click the Submit button.
Click the Dismiss button to not cancel the application/contract.

® Cancel Statewide VPK Provider Contract

Contract for Jim's House of Smarties with ELC of the Big Bend Region
VPK Contract ID: 266 Canceled as of 04/23/2019 15:29:19

Reason for Cancellation *
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Processing a Contract

Select any of the contract options from the Provider dropdown menu to see a list of contracts with the selected

status.

ﬁ Home VPK Program ~ VPK SIS~ SR Program ~ TAPP ~ Reimbursement - Maintenance ~ Admin Functions - Reports ~ CCR&R ~

Provider Profiles »
Local Contracts »
SR Contracts »

SR Amendments »
VPK Contracts »
WVPK Amendments »
VPK Applications »
WPK SIS Contracts »

C(

RIDA'S EARLY LEARNING

=RVICES PORTAL

(]

Temporary Closures »

Q Search

Document Library Management

Q Search SR Applications

SR, VPK and VPK Provider Application contracts share most of the same contract statuses, while Local contracts

have a limited number of statuses.

Provider ~ Reimbursement -

Provider Profiles »
Local Contracts »
SR Amendments
VPK Contracts »
VPK Amendments »
VPK Applications »
VPK 515 Contracts »

Temporary Closures »
Q search

Docurmnent Library Management

Maintenance ~

Drafted

Initiated

Incomplete
Submitted

Coalition Reviewing
Request Assistance
Reviewed

Rejected

Certified
Terminated

Mot Eligible

Adm

Provider =

Provider Profiles »
Local Contracts »
SR Contracts »

! SRAmendments »

-
VPK Amendments »
VPK Applications »
WPK SIS Contracts »

Temporary Closures b

Q search

Reimbursement +

Maintenance ~

Admi

LORIDA'S Ei
QED\V/Ir

Document Library Management

e |
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Drafted

Initiated

Incomplete
Submitted

Coalition Reviewing
Request Assistance
Reviewed

Rejected

Certified
Terminated

Not Eligible

Provider ~

Provider Profiles »
Local Contracts »
SR Contracts »

SR Amendments »
VPK Contracts »
VPK Amendments »

WVPK Applications «

WPK SIS Contracts »

Temporary Closures p

Q. Search

[E Document Library Management

Reimbursement ~

Maintenance ~ Admi

IRIDA'S EAR

ERVICE

Initiated

Incomplete

Submitted |
Coalition Reviewing |
Request Assistance
Reviewed

Rejected

Certified

Terminated

Not Eligible



Contract Status Definitions

Drafted
The coalition has started the provider contract process for a provider with an Active profile.

Initiated
The coalition has edited the provider contract draft, and the contract has been sent to the provider.

Incomplete
The provider has started, but not submitted, a contract.

Submitted
The authorized provider representative has electronically signed the contract and has submitted it to the coalition
to be certified.

Coalition Reviewing
The coalition is actively reviewing the contract.

Request Assistance (not yet available)
The provider has requested assistance to complete the contract.

Reviewed
The coalition has reviewed, but not certified, the contract.

Rejected

The contract has missing or incorrect information that is necessary to approve the contract. Rejecting a contract
will allow the provider to correct contract inputs that occurred during the contract edit process (such as
signatures). Data that are populated in the contract from the provider profile cannot be changed by rejecting the
contract. This information has to be corrected in the provider profile. Then, a new contract will need to be initiated
to gather the new profile information.

Certified
The authorized coalition representative has signed and certified the contract, and the provider is ready to provide
early learning services.

Terminated
The coalition or provider, for one of several reasons, has revoked a provider contract: inactive provider,
termination for cause, termination for fraud, emergency circumstances or provider decision.

Not Eligible

The coalition has determined that the provider is not eligible for a contract.
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Reviewing a Contract
To review a contract, the coalition user will click the Provider dropdown menu, select a contract type (e.g. SR, VPK,
VPK Application, etc.) and click Submitted to see all submitted contracts for that contract type.

Provider - Reimbursement « Maintenance ~ Admin Fi

Provider Profiles ¢

Local Contracts »

SR Confracts 4 Drafted
SR Amendments » Initiated c
VPK Confracts » Incomplete
VPK Amendments Submitted
VPK Applications » Coalition Reviewing
VPK SIS Contracts Request Assistance
Reviewed
Temporary Closures » )
Rejected
Q search Certified
Terminated

Document Library Management | Not Eligible

Click the Contract ID of the desired contract.

Current Submitted SR Contracts Program Year: 2023 - 2024 -
Show| 10 ~ | entries .d CIearAII Filters Search: L] Expurl to Excel
Last
Contract | Program Contract Provider | Doing Business Pnnclpal Modified Start End
D Year Name ID As Principal Name Last Modified By Date Date Date
Filte: Filter Filter Filte: Filter Filte: Filter Filter Filter Filter Filter Filter

113626 2023 - 2024 DEL-SR 20 Submitted s@amail com 04/06/2023 | 07/01/2023  06/30/2024
Showing 110 1 of 1 entries Previous Next
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Then, the following displays. Click the Change Contract Status button.

‘orm DEL-SR 20 # Change Coniract Status.

STATE OF FLORIDA
STATEWIDE SCHOOL READINESS PROVIDER CONTRACT
FORM DEL-SR 20

¥ Preview Contract

XIV. EXECUTION OF CONTRACT =]
(Etectronic Signature)
Signature of President/Vice President/Secretary/Cfficer/Owner/Principallor Print Name
Other Authorized Representative
By Electronic Signature
Director 4/5/2023 5:05:30 PM
Title Date
Provider’s Additional Signatory (If required by the Provider) Print Name
By Electronic Signature
Title Date

COALITION has caused this Contract to be executed as of the date set forth in Paragraph 1

Signature of Authorized Coalition Representative Print Name
O By Electronic Signature

Title Date

The following displays. Select Coalition Reviewing from the Contract Status dropdown menu and click Save.

B Provider Coniract: Change Stalus

Status: Submitted
Contract: DEL-SR 20

Contract Type:
SR

Contract Status: #

" I - Select New Status - vj

- Select New Status -
Drafted
Reviewed

Rejected

Certified

| Not Eligible

Note: In case of rejection this comment wiil b inciuded In the Email Notification to the provider

Cancel Save
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Signing a Contract

While on the signatures page, the Contract Manager can view the contract by clicking Preview Contract. The
document viewer opens in a new browser tab. User can scroll through the pages or select the print icon to view a
printable copy in PDF format.

8 Fom DEL-SR 20 pre—

STATE OF FLORIDA
STATEWIDE SCHOOL READINESS PROVIDER CONTRACT
FORM DEL-SR 20

4 Preview Contract

XIvV. EXECUTION OF CONTRACT B

(Electronic Signature)

Signature of President/Vice President/Secretary/Officer/Owner/Principalior
Other Authorized Representative
By Electronic Signature

Print Name

Director 4/5/2023 5:05:30 PM
Title Date
Provider’s Additional Signatory (If required by the Provider) Print Name
By Electronic Signature
Title Date

COALITION has caused this Contract to be executed as of the date set forth in Paragraph 1

Signature of Authorized Coalition Representative Print Name
O By Electronic Signature

Title Date

1< < 5f25 D> O ® 100% v =

STATE OF FLORIDA
STATEWIDE SCHOOL READINESS PROVIDER CONTRACT
FORM DEL-SR 20

L PARTIES AND TERMS OF CONTRACT

1. Parties. This Contract is made and entered into this _ Ist dayof _July . 20 23 by and
between the Earlv Learning Coalition of _ Broward (herein referred to as “COALITION™),
and PRESCHOOL LLC doing business as (if applicable).

(herein referred to as “PROVIDER™), with its principal offices

located at and its provider physical site

address (if the single site provider physical site address 1s different from principal office
address) located at

a. Multiple Public School Locations. IfPROVIDER is a school district executing a single
Contract on behalf of multiple public school Schoel Readiness (SR) Program
PROVIDERS, a list of their names and their physical addresses are included in Exhibit 1:
PROVIDEE. Location List. Thereafter, PEOVIDER must include each location listed in
Exhibit 1.
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To electronically sign the contract, click the By Electronic Signature checkbox.

Form DEL-SR 20 # Change Contract Status

STATE OF FLORIDA
STATEWIDE SCHOOL READINESS PROVIDER CONTRACT
FORM DEL-SR 20

8 Preview Contract

XIV. EXECUTION OF CONTRACT B
(Electronic Signatura)
Signature of President/Vice Presi ecretary/Officer/Owner/Princip ]
Other Authorized Representative Print Name
By Electronic Signature
Director 4/5/2023 5:05:30 PM
Title Date
Provider’s Additional Signatory (If required by the Provider) Print Name
By Electronic Signature:
Title Date

COALITION has caused this Contract to be executed as of the date set forth in Paragraph 1

\ Signature of Authorized Coalition Representative Print Name
"=l By Electronic Signature

Title Date

337



After clicking the checkbox, the following message displays. Enter the signatory’s business title and click Yes.

© Form DEL-SR 20 Electronic Signature

You are about to electronically sign the Form DEL-SR 20.

Full Name: Jennifer Ventura

Title: % | Contracts Managei|

Click "Yes" to confirm your electronic signature.

After clicking the Yes button, the electronic signature of the signatory, printed name, title, and the date/time will
populate, highlighted in yellow.

i= Form DEL-SR 20 /# Change Contract Status

STATE OF FLORIDA
STATEWIDE SCHOOL READINESS PROVIDER CONTRACT
FORM DEL-SR 20

¥ Preview Contract

XIv. EXECUTION OF CONTRACT B

(Electronic Signature)

Signature of President/Vice President/Secretary/Officer/Owner/Principal/or

Other Authorized Representative Print Name
By Electronic Signature
Director 4/5/2023 5:05:30 PM
Title Date
Provider's Additional Signatory (If required by the Provider) Print Name
By Electronic Signature
Title Date

COALITION has caused this Contract to be executed as of the date set forth in Paragraph 1

(Electronic Signature)

Signature of Authorized Coalition Representative Print Name
By Electronic Signature

Contracts Manager 4/8/2023 9:15:39 AM
Title Date
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Certifying a Contract

Once the contract has been electronically signed by the coalition representative, the Contract Manager can certify
the contract by clicking the Change Contract Status button.

i= Form DEL-SR 20

STATE OF FLORIDA
STATEWIDE SCHOOL READINESS PROVIDER CONTRACT
FORM DEL-SR 20

¥ Preview Contract

XIv. EXECUTION OF CONTRACT B
(Efectronic Signatura)
Signature of President/Vice President/Secretary/Officer/Owner/Principallor Print Name
Other Authorized Representative
By Electronic Signature
Director 4/5/2023 5:05:30 PM
Title Date
Provider's Additional Signatory (If required by the Provider) Print Name
By Electronic Signature
Title Date

COALITION has caused this Contract to be executed as of the date set forth in Paragraph 1

(Efectronic Signatre)
Signature of Authorized Coalition Representative Print Name
By Electronic Signature
Contracts Manager 4/6/2023 9:15:39 AM
Title Date

After the Change Contract Status button is clicked, the following will display. The Contract Manager will change
the Contract Status to Certified and click Save.

Provider Contract: Change Status

Status: Submitted
Contract: DEL-SR 20

Contract Type:
SR

' Contract Status: # |

Certified ~

* Status Date:

04/06/2023

Start Date:

07/01/2023
End Date:

06/30/2024

Comments:

Note: In case of rejection this comment will be inciuded in the Email Notification to the provider

Cancel Save
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After the Save button is clicked, the following displays.

Your Requested Action Has Been Performed

Please choose another acfion from the menu to continue working.

If the contract was not electronically signed, the following error message will display. Click Cancel and return to the
electronic signatures page to sign the contract.

= Provider Contract Change Stalus

Status: Cenified Start Date: 71172022
Contract: DEL-SR 20 End Date: £/30/2024

= Coalition signature is required before a contract can be cenified
Contract Type:
SR

Contract Status: #

Canified
Status Date:

04/06/2023
Start Daie:

[l
End Date:

mn

OBI02024 =

Comments:

Malo: n case of rejechion this comment will bo inciuded in the Emad Notication i e provider
—
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Rejecting a Contract
To reject a contract, the Contract Manager will select a Contract Status of Rejected, select a Rejection Reason and
click Save.

B Provider Contract: Change Status

Status: Submitted
Contract: DEL-SR 20

Contract Type:
SR

Contract Status: #

Rejected -

Status Date:

04/06/2023

Rejection Reason: %

Additional Information/Documentation Required
Other
Revisions Required

Provider Ineligible to Contract for Program

Health and Safety Inspection Not Completed or Scheduled
Did Mot Pass Health and Safety Pre-Inspections

Note: in case of rejection this comment will be includsd in the Email Notification to the providsr

Cancel Save
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Terminating a Contract

To terminate a Certified SR or VPK contract, from the provider manage contract page, the Contract Manager will
click the Change Status button.

Provider Contracts

Manage Contracts For 4 Return to review

Show| 10 ~ entries + Initiate Contract
Contract Type of Contract Coalition Status Last Effective Terminated Program Contract Document Action
It D JF Contract 11 Name It I |1 Updated || Date It 11 Year It
n 113626 SR DEL-SR 20 ELC of Certified  04/06/2023 07/01/2023 2023 - 2024
n 105994 SR DEL-3R 20 ELC of Certified  02/23/2023 07/01/2022 20222023
n 105437 VPK DEL-VPK 20 ELC of Certified  02/23/2023 08/16/2022 2022- 2023

Select a Contract Status of Terminated. The following message displays. Click the Ok button to continue.

A Terminate Contract Warning

This action will terminate the contract for all providers listed on it
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Next, select a Termination Type and corresponding Termination Reason.

Provider Contract: Change Status

Status: Certified Start Date: 7/1/2023
Contract: DEL-SR 20 End Date: 6/30/2024
Contract Type:
SR

Contract Status: #

Terminated v

Status Date:

04/06/2023

Termination Type: %

Termination Reason: #
v

Contract Termination Date: #

4/6/2023 B

Note: In case of rejection this comment will be included in the Email Notification to the provider

Cancel Save

Termination Type: ¥

|

Inactivation

Termination for Cause

Suspension

Termination for Fraud, 5 year Revocation
Terminalion for Cause, 5 year Revocation
Termination for Mational Disqualification
Emergency Termination

Terminalion By Provider

Appeal - Pending

Emergency Termination, 5 year Revocation

Termination Type: %
Inactivation + ~

Termination Reason: ¥

Provider no longer wishes to participate in listing.
Profile not updated by deadiine.

Owmership Change.

Provider has a duplicate record.

Incorrect Contract Version
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Termination Type: #

Termination for Cause ~

Termination Reason: #

Threat to child health, safety or welfare.
Reason or probable cause to suspect fraud
Failure to comply with contract - general.
Failure to comply with contract - lapse of insurance.

Mo school readiness contract due to curriculum reguirement.

Provider's hcense or registration has expired.

DCF or licensing agent has revoked license or registration.

Refusal to accept notice described under contract.

Failure to satisfactorily pass the health and safety inspections.

Failure to implement corrective action.

Failure to comply with terms of probation.

Provider shares an officer or director with a provider that is on the United States Department of Agriculture National Disqualified list of offenders.
Provider is listed on the Department of Agriculture National Disqualified st of offenders.

— Provider has been cited for a class | violation

Fa
s
Termination Type; ¥
Suspension W

Termination Reason: %

Suspected fraud.

Termination Type: ¥

Termination for Fraud, 5 year Revocation W

Termination Reason: %

Convicted of, found guilty of, or pleads guilty or nolo contendere to public assistance fraud.

Termination Type: ¥

Termination for Cause, 5 year Revocation v

Termination Reason: %

Provider shares an officer or director with a provider that is convicted of, found guilty of, pleads guilty or nole contendere regardless of adjudication to public assistance fraud- ineligible for funding for a 5 year period.
Action or lack of action which threatens the health and safety or welfare of children

Failure to satisfactorily pass the health and safety inspections

Material failure to comply with terms of contract -including lapse in liability insurance, or not being a legally operating provider.

Failure to implement comective action.

Failure to comply with terms of probation.

Provider fails to implement approved improvement plan or staff development plan. Ineligible for VPK funding for a 5 year period.

Provider is on probation 3 or 3+ years without Good Cause Exempfion.

Failure to comply with pre and post assessment requirements.

Refusal to accept any notice in which the coalition is required to send fo the provider.

Termination Type: %

Termination for Mational Disgualification e

Termination Reason: %

| Provider placed on USDA National Disgualified List |

_— = GO

Termination Type: ¥

Emergency Termination N

Termination Reason: ¥

Mofification by the Department of Children and Families or local icensing agency that actions or inactions of the provider pose an immediate and serious danger to the health and safety or welfare of children.

_— — T
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Termination Type: %

Termination By Provider

Termination Reason: ¥

Prowider i no longer in business.

Provider is deceased

Provider no longer wishes to accept SR funding.

Provider no longer wishes to accept VPK funding

Provider has completed their 540 or 300 instructional hours for their current contract.

Owmnership of the child care siteflocation has changed.
= Contract terminated because change not permitted by am

Termination Type: ¥
Appeal - Pending W
Termination Reason: ¥
| Provider can not receive SR or VPK funding until the appeals process is completed. |
Termination Type: %
w

Emergency Termination, 5 year Revocation

Termination Reason: %

| Emergency Termination, 5 year Revocation |

Enter comments, then click the Save button.

NOTE: A VPK contract cannot be terminated if there are VPK enroliments for the provider with the following
statuses: Enrollment Submitted, Enrolled — Change Requested, Enrolled, Coalition Reviewing.

If a VPK enrollment has any of the above statuses, “Has Enrollments” will appear in red next to the Contract Status
and the Terminate option will not appear in the drop down list.

Eeriiemie  LOCAL Alpha Coalition

LEARN EARLY. LEARN FOR LIFE.

A Home VPKProgram ~  VPKSIS-  SRProgam -~  TAPP-  Providerv  Reimbursement~  Maintenance +  Repots~  CCRAR -  GrantApplication ~  Admin Functions +

[El Provider Contract Ghange Status

| Status: Certified (Has Enrollments) Start Date: 7/1/2022
Contract: DEL-VPK 20 End Date: 6/30/2023

Contract Type:

VPK

Contract Status: %

‘ Select New Status

- Select New Status -

Not Eligible

0412512023

Comments:
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Amending a Contract

Please note the following prerequisites to amend a provider contract:
1. The contract to be amended must be certified.
2. Any existing amendments to the current program year contract must be certified before a new
amendment to the contract can be initiated.
3. Amendments can be backdated to the date of the contract or latest Certified amendment for the same
program year.

SR Contract Amendment
To access the SR contract amendment work queues, navigate to Provider > SR Amendments.

TAPP ~ Reimbursement - Maintenance - Report:

Provider Profiles p
Local Contracts »

SR Contracts »

?SRAmendments 4 ﬁam;
VPK Contracts » Initiated L
LY O A VPK Amendments » Incomplete
4 VPK Applications » Submitted
VPHK SIS Contracts » Coalition Reviewing
Reviewed
Temporary Closures »p Rejected
m Q. soarch Certified H

Document Library Management

The amendment queues correspond to each of the amendment statuses:

e Drafted

e Initiated

e Incomplete

e  Submitted

e Coalition Reviewing
e Reviewed

e Rejected

e  Certified
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Select a queue. Click the Amendment ID link to preview, sign, and change the amendment status, depending on
the amendment stage.

Current Submitted SR Amendments
Show 10~ entries £ Clear All Filters [ [N

Filter Filter Filter Filter Filter Filter Filter Filter Filter
SR SR 20 Amendment 6076 Submitted 6/30/2020
o .
< >
Showing 1 to 107 1 entries Previous n Next

= SR Amendment

T
| Preview Amendment
L
(Electronic Signature)
g ot YIOHiceniOn palicr Other
Authorized Representative Frint Name
= By Electronic Signalure
owner 1/10/2020 2:30:26 PM

Title Date
Provider's Additional Signatory (If required by the Provider) Print Name

By Electronic Signature
Title Date

COALITION has caused this Contract to be executed as of the date set forth in Paragraph 1.

g of Coalition Print Name
By Electronic Signature

Title Date

Manually Initiating an Amendment (Non-Profile-Related Changes)

From the provider profile Administrative Review page, click Contracts.

2021 - 2022 Program Year Current Status: Active

General Facility Services Curriculum Fees & Discounts Hours of Operation Staffing & Capacity Private Pay Rates Closures Calendar Documents Review

Administrative Review

Provider Notes Contact Attempts Administration - SR Paid Holidays SR Reimbursement Rates Child Assessment Registration Fees Assist Provider Change Profile Status

Click the headers or the 4 to expand and the = to collapse each section below.  Click the 10 navigate to that section.

+
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The Manage Contracts page for the provider displays. Click the plus sign “+” to the left of the SR 20 contract to
expand the amendment section. Then, click the Initiate Amendment button.

NOTE: The contract and any of its existing amendments must be in Certified status before a new amendment can
be initiated.

Provider Contracts

Manage Contracts For 4 Return to review

Show| 10 v |entries = Initiate Contract
Contract Type of Contract Coalition Status Last Effective ‘Terminated Program Contract Document Action
It D 1¥  Contract 17 Name It 11 11 Updated |! Date 11 1T Year It

* 78474 SR OEL-SR 20 Cerified  06/03/2021 | 07/01/2021 2021 -2022
show| 10 v entries
Amendment ID :  Siatus 1T View 11 Document 11 Action It

This contract currently has no amendments.
First = Previous = Next = Last

Click Yes to confirm and initiate an amendment or click Cancel to close the confirmation window.

@ Confirm Initiate Amendment

Are you sure you want to initiate an amendment for this contract?
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When Yes is clicked, the Initiate SR Amendment page for coalition-relevant changes displays.

Initiate SR Amendment 4 Return to Manage Contracts Preview Amendment

Select the Coalition relevant changes to the contract.

Change in Party for ing Initial D:
Change in Party P ible for Admini ing juent D P ing:
Change in PROVIDER'S ibility for the C Slots ]

Change in COALITION'S participation in the Contracted Slots Program.

Number of Holidays

0O o o o o o

Coalition Contact Persons and Information

Next Step ¥

The coalition-relevant changes that can be manually selected are:

e Change in Party Responsible for Administering Initial Developmental Screenings

e Change in Party Responsible for Administering Subsequent Developmental Screenings
e Change in PROVIDER'S eligibility for the Contracted Slots Program

e Change in COALITION'S participation in the Contracted Slots Program

¢ Number of Holidays — This is the coalition-approved number of holidays per year

¢ Coalition Contact Persons and Information

When a box is selected, fields for the previous value, new value, and reason for modification appear. The previous
value is pre-populated, and the user must select or type in the new value and the reason for modification.

NOTE: A reason for modification is not captured for “Number of Holidays” and “Coalition Contact Persons and
Information,” similar to the 20A

Initiate SR Amendment 4 Return to Manage Contracts I Preview Amendment I

Select the Coalition relevant changes to the contract

Change in Party R ible for Administering Initial
The removed party is: Parent/PROVIDER v
The replacement party is: Select v

Reason for modification:

Change in Party Responsible for Administering Subsequent Developmental Screenings
The removed party is: Parent/PROVIDER A
The replacement party is: Select v

Reason for modification:

[ Change in PROVIDER'S eligibility for the Contracted Slots Program.
O Change in COALITION'S participation in the Contracted Slots Program.
[ Number of Holidays

O Coalition Contact Persons and Information

Next Step

NOTE: The Preview Amendment button is available to view the SR 20A form throughout the amendment process.
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Select the box for one or more coalition-relevant changes, choose the new selection from the dropdown menu,
enter the reason for modification if applicable, then click Next Step.

The Initiate SR Amendment page for provider-relevant (principal Location and profile) changes displays.

The boxes on this page are automatically selected if the provider made changes to those items after the contract
or latest amendment was executed. Click Next Step to proceed.

NOTE: Provider-relevant changes will be covered later in the “Provider-Related Changes” section.

Initiate SR Amendment 4 Return to Manage Contracts Preview Amendment

The Provider relevant changes will be automatically selected and populated based on the Provider's recent profile changes.

Location of the Provider's Principal Cffice (1).

Provider:

Doing Business As Name (DBA).
Curriculum

The state-approved Frog Street Pre-K (3 and 4)* (1st edition/2013), The Creative Curriculum for Preschool (3 to K) (6th edition (2016), Cloud edition, Guided Edition)
curriculum will now be:

Character Development Program
Change in Signature Authority.
Reimbursement Rates Established
Gold seal Status

Liability Insurance

Provider Reimbursement Rates

< Previous Step ﬂ Next Step »

The Add or Remove Providers page displays for adding or removing provider(s) from the contract, if applicable.
Click Next Step to proceed.

Add or Remove Providers 4 Return to Manage Contracts Preview Amendment

Select the providers that you wish to ADD to the contract. Select the providers that you wish to REMOVE from the
contract.

@ Is A Provider You Expect To See Not Listed? Click
Here For More Information Select »

No providers to select. «

< Previous Step Save Next Step ‘

NOTE: Adding or removing providers will be covered later in the “Adding or Removing Providers” section.
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After clicking Next Step, the SR Contract Exhibit Data Entry page displays. The previous fields are populated with
the selections from the contract or latest amendment. Make any new selections, if applicable, enter the reason for
modification, then click Save & Initiate.

SR Amendment Exhibit Data Entry

Provider:

Learning Center, L.L.C

Exhibit 1 Change in PROVIDER'S exemption from Program Assessment Requirements.

The previcus selection is:
The new selection is:

Reason for modification:

Previous Composite Program
Assessment Score:

Mew Composite Frogram
Assessment Score:

Reason for modification:

Exhibit 3 Freviously selected Quality
Improvement Plan Strategies:

MNew Quality Improvement Plan
Strategies:

Reason for modification:

Exhibit 4 Contracted Slots Rate:

Exhibit 5 Previously selected Quality
Performance Incentive Rate:

New Quality Performance
Incentive Rate:

Previously selected Child
Assessment Rate:

New Child Assessment Rate:

£ Previous Step

fes

Select

Select -

MiA

Ni&

Select

5.00%

4 Return to Manage Contracts

Preview Amendment

Save & Initiate
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The Confirm Save and Initiate Amendment pop-up message appears. Click Yes to initiate the amendment and send
it to the provider, or Cancel to close the message.

@ Confirm Save and Initiate Amendment

ATe you sure you want to initiate the amendment? Tis will change the
amendment status to Initiated and send it to the provider.

When the Yes button is clicked, the user is navigated to the Manage Contracts page. Click the plus “+” sign to the
left of the SR 20 contract to expand the amendment section. The amendment is in Initiated status.

To preview the initiated SR 20A form and any associated exhibits, click the View button
Provider Contracts

Manage Contracts For 4 Retum to review
snou| 10 sntes
Contract Type of Contract Coalition Status Last Effective Terminated Program Contract Document Action
It D 1¥  Contract 1T Name i it I1 Updated || Date it 1T Year i
78474 SR OEL-SR 20 Certified  06/03/2021 07/01/2021 2021 - 2022
Show 10w entries All previous amendments must be certified in order to further amend the confract
Amendment ID l:  status 1T view 11 Document 11 Action It
18484 Initiated - E=
First | Previous - Next  Last
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To verify that a provider note was written when the amendment was initiated, click the Return to review button to
return to the Administrative Review page, then click Provider Notes.

Provider Notes For 4 Return to review

Show | 10 ~ entries = Add Provider Note
Date Reason Cusiom Note Created By
B Code
6/3/2021 CSTAT Provider Contract Amendment initiated. *ID- 18484 *Type: SR

43905
PM

The amendment is now available in the Provider > SR Amendments > Initiated queue.
NOTE: An email notification is sent to the provider’s contact email address when the SR amendment is initiated.

Provider-Related Contract Changes

When a provider makes changes to their profile that warrant an SR contract amendment and submits the profile,
the coalition will have the option to automatically draft an amendment upon approving the provider profile.

When the coalition reviews the profile changes and clicks the Change Profile Status button on the provider
Administrative Review page, a message informs the user that the profile has contract-related changes.

Provider Profile: Change Status Submitted

Profile has contract related changes.

There are changes to profile fields affecting the certified VPK Provider Application, VPK 20 or SR 20 contract.
Select the appropriate contract action below.

Profile Status: ¥

Status Date:

06/03/2021
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When the profile status is set to Active, the option to initiate an SR contract amendment appears (checked).

Provider Profile: Change Status Submitted

Profile has contract related changes
There are changes to profile fields affecting the certified VPK Provider Application, VPK 20 or SR 20 contract.
Select the appropriate contract action below.

\ Initiate SR Contract Amendment

Profile Status: ¥

Active v

Status Date:

06/03/2021

SUNBIZ Document Number (if applicable).

Comments:

Note: In case of rejection this comment will be included in the Email Nofification to the provider

NOTE: If the coalition unchecks the box and saves, an SR amendment will not be drafted. If the user later decides
to initiate an amendment, they can do so manually from the Manage Contracts page for the provider. The
manually-initiated amendment will include the profile changes.

To create the amendment, leave the “Initiate SR Contract Amendment” box selected and click Save.

Your Requested Action Has Been Performed

Please choose another action from the menu to continue working.

Navigate to the provider’s Administrative Review page and click the Contracts button to access the Manage
Contracts page.

2021 - 2022 Program Year Current Status: Active

General Facility Services Curriculum Fees & Discounts Hours of Operation Staffing & Capacity Private Pay Rates Closures Calendar Documents Review

Administrative Review
Provider Notes Contact Attempts Administration ‘SR Paid Holidays SR Reimbursement Rates Child Assessment Registration Fees Assist Provider Change Profile Status

Click the headers or the 4 to expand and the = to collapse each section below.  Click the 10 navigate to that section.

:
:
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The Manage Contracts page for the provider displays. Click the plus “+” sign to the left of the SR 20 contract to
expand the amendment section. The auto-generated amendment is in Drafted status. Click the Edit Draft button.

Provider Contracts

Manage Contracts For

Show| 10 ~ | entries
Contract Type of Contract Coalition
D 1f  contract Name
* 78474 SR OEL-SR 20
Show 10 v entries
Amendment ID i Status
18486 Drafted

Status

Certified

Last
Updated

06/03/2021

1T View

4 Retum to review

+ Initiate Contract
Effective Terminated Program Contract Document Action
Date Year
07/01/2021 2021 - 2022
All previous amendments must be certified in order to further amend the contract.
11 Document 1T Action 11

First | Previous - Next = Last

Click the Next Step button on the coalition-relevant changes page.

Initiate SR Amendment

Select the Coalition relevant changes to the contract.

O
0
O
O
[ Number of Holidays
O

Coalition Contact Persons and Information

Change in COALITION'S participation in the Contracted Slots Program.

Change in Party for ing Initial D:
Change in Party P for Admini ing juent D P s}
Change in PROVIDER'S ity for the C Slots ]

4 Return to Manage Contracts Preview Amendment
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The Initiate SR Amendment page for provider-relevant (principal location and profile) changes displays.

If the profile change is one of those listed on the provider-relevant changes page, the applicable box would be
checked, sometimes with the new value. Enter a reason for the modification if applicable, then click Next Step.

If the provider modified one or more of the items listed below, the box is automatically selected on the provider-
relevant changes page:

e Location of the Provider’s Principal Office — This is selected if the principal business physical address was
modified
e Doing Business As Name (DBA)
e  Curriculum
e  Character Development Program
e Change in Signature Authority
e Gold Seal Status
e Liability Insurance — This is selected if a new verified liability insurance document was uploaded since the
contract or latest amendment and the begin date starts on or after the date the amendment is initiated
e Provider Reimbursed Rates — This is selected if there was a change to the differential question on the
profile Private Pay Rates page, SR daily rates*, registration fees, and/or operational hours
o *An amendment is triggered if a provider changes a FT/PT daily rate to zero ($0.00) or changes a
FT/PT rate from zero ($0.00) to an amount greater than $0.00.
o Assumptions: $0.00 FT/PT rate means that the provider does not provide services for the care
level. A FT/PT rate greater than $0.00 means that the provider provides services for the care
level.

NOTE: “Reimbursement Rates Established” is not a change by the provider, but it is automatically selected if the
COALITION modifies its SR max rates.

The previous and/or new values are populated based on changes to the provider’s business info or profile. Enter a
reason for modification if applicable, then click Next Step.
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The deleted address is:
The replacement address is:

Reason for modification:

Provider:

Daing Business As Name (DBA).

Curriculum

The state-approved curriculum will now

Character Development Program
Change in Signature Authority.
Reimbursement Rates Established
Gold Seal Status
Previously:
Now:

Reason for modification:

Liability Insurance

Provider Reimbursement Rates

4 Previous Step

Location of the Provider's Principal Office (1),

The Provider relevant changes will be automatically selected and populaled based on the Provider's recent profile changes

3900

3802

Corrected the physical strest address of the principal office.

Frog Street Pre-K (3 and 4)* (1st edition/2013), Frog Street Pre-K 2020 4 fo K) (1st edition 2020)

Gold Seal for Bith to 5

Gold Seal for school age children

Initiate SR Amendment 4 Return to Manage Contracts l Preview Amendment I

Provider lost Gold Seal for birth to 5 and gained Gold Seal for school age|

The Add or Remove Providers page displays for adding provider(s) or removing provider(s) from the contract if
applicable. Click Next Step to proceed.

Add or Remove Providers

€ Previous Step

Select the providers that you wish to ADD to the contract.

© Is A Provider You Expect To See Not Listed? Click
Here For More Information

No providers to select. »

Select the providers that you wish to REMOVE from the

contract.

4 Return to Manage Contracts Preview Amendment

Select v

Next Step ¥

NOTE: Adding or removing providers will be covered later in the “Adding or Removing Providers” section.
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The SR Contract Exhibit Data Entry page displays. The previous fields are populated with the selections from the
contract or latest amendment. Make any new selections if applicable and enter the reason for modification. Then

click Save & Initiate.

SR Amendment Exhibit Data Entry

Provider:

Learning Center, L.L.C

Exhibit 1 Change in FROVIDER'S exemption from Program Assessment Requirements.

The previcus selection is:
The new selection is:

Reason for modification:

Previous Compaosite Program
Assessment Score:

Mew Composite Program
Assessment Score:

Reason for modification:

Exhibit 3 Previously selected Quality
Improvement Flan Strategies:

Mew Quality Improvement Plan
Strategies:

Reason for modification:

Exhibit 4 Contracted Slots Rate:

Exhibit 5 Previously selected Quality
Perfermance Incentive Rate:

New Quality Performance
Incentive Rate:

Previously selectad Child
Assessment Rate:

New Child Assessment Rate:

£ Previous Step

fes

Select

Select -

NIA

Ni&

Select

5.00%

4 Return to Manage Contracts Preview Amendment

H Save & Initiate ¥
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The Confirm Save and Initiate Amendment pop-up message appears. Click Yes to initiate the amendment and send
it to the provider or Cancel to close the message.

@ Confirm Save and Initiate Amendment

Are you sure you want to initiate the amendment? This will change the
amendment status to Initiaied and send it to the provider.

When the Yes button is clicked, the user is navigated to the Manage Contracts page. Click the plus “+” sign to the
left of the SR 20 contract to expand the amendment section. The amendment is in Initiated status.

To preview the initiated SR 20A form and any associated exhibits, click the View button.

Provider Contracts

Manage Contracts For 4 Return to review

Show 10 v entries + Initiate Contract
Contract Type of Contract Cealition Status Last Effective Terminated Program Contract Document Action
It D 1¥  Contract 11 Name i i !l Updated IT Date it 1T Year it
* 78474 SR OEL-SR 20 Certified  06/03/2021 07/01/2021 2021 - 2022
show| 10 | entries All previous amendments must be certified in order to further amend the contract.
Amendment ID 1 Status 11 view 11 Document 1T Action It
18486 Initiated
First | Previous - Next | Last

To verify that a provider note was written when the amendment was initiated, click the Return to review button to
return to the Administrative Review page, then click Provider Notes.

Administrative Review

Provider Notes | | Contact Attempts Adminisiration SR Paid Holidays SR Reimbursement Rates Child Assessment Assist Provider ll Change Profile Status

Provider Notes For € Retumn to review

Show 10 ~ entries + Add Provider Note

Date Reason Custom Note Created By

= 17 code it it )
6/3/2021 CSTAT Provider Contract Amendment initiated. *ID: 18486 *Type: SR
7.00:49

* .
M 258 *Type: SR

The amendment is now available in the Provider > SR Amendments > Initiated queue.

NOTE: An email notification is sent to the provider’s contact email address when the SR amendment is initiated.
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Adding or Removing Providers

For multiple-site providers, the Add or Remove Providers page allows the coalition to add provider(s) or remove
provider(s) from the contract.

NOTE: If a provider you expect to see is not listed, it may be due to:

e The provider has a certified or in-progress SR 20 contract with the initiating coalition for the same
program year

e The provider did not complete the health and safety inspection by DCF (question #2.1 on the profile
General tab is “No”)

e The provider has invalid (expired) curricula

e The provider’s legal status or provider type does not match the provider(s) currently on the contract

To add an eligible provider to the contract, select the provider from the ADD list. Then, click Save.

To remove a provider, select the provider from the REMOVE list, then click the Save button. At least one provider
must remain on the contract.

Clicking Save on this page will bring up the reason for modification box.

Add or Remove Providers 4 Return to Manage Contracts I Preview Amendment I

Select the providers that you wish to ADD to the contract Select the providers that you wish to REMOVE from the contract.

@ Is A Provider You Expect To See Not Listed? Click Here For Select ~
More Information.

v Selectall
:

Add or Remove Providers 4 Return to Manage Contracts Preview Amendment

Select the providers that you wish to ADD to the contract. Select the providers that you wish to REMOVE from the
contract

© Is A Provider You Expect To See Not Listed? Click
Here For More Information The Union Missionary Baptist Church -

At least one provider must remain on the contract

No providers to select. ~

< Previous Step
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Enter the reason for adding or removing the provider(s), then click Next Step.

Add or Remove Providers 4 Return to Manage Contracts I Preview Amendment l
Revert Changes

Provider:

Enter the reason for this provider's addition to the contract:

Adding new site #2 to the contract

< Previous Step Next Step >

NOTE: To abandon changes and return to the Add or Remove Providers page, click the Revert Changes button.
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Next, the Exhibit Data entry page displays for any added providers and original provider(s) on the contract.
Complete all applicable fields for the added provider(s). On the original provider, amend any selections if
applicable, then click Save & Initiate.

SR Amendment Exhibit Data Entry

Provider:

Exhibit 1

Exhibit 3

Exhibit 4

Exhibit 5

Provider:

Exhibit 1

Exhibit 3

Exhibit 4

Exhibit 5

PROVIDER Exempt from
Program Assessment

The COALITION has
determined the PROVIDER
is required to participate in

a Quality Improvement

Composite Program
Assessment Score:

Quality Improvement Plan

Contracted Slots Rate:

Quality Performance
Incentive Rate:

Child Assessment Rate:

Local Quality Improvement

Previl ontr:

Hj Provider being added to the contract

Change in FROVIDER'S

The previous selection is:

The new selection is:

Reason for medification:

Previous Composite Program
Assessment Soore:

New Composite Program
Assessment Score:

Reason for medification:

Previously selected Quality
Improvement Plan Strategies:

MNew Quality Improvement Plan

Reason for modification:

Contracted Slots Rate:

Previously selected Quality
Performance Incentive Rate:

Mew Quality Performance
Incentive Rate:

Previously selected Child
Assessment Rate:

Select ~
Select -
plan.
Select
Strategies:
Select v
Select -
Select ~
Select v
(al):
Learning Center, L.L.C H Original Provider
from Program quil
Yez A
Salect ~
b
&
Select-
Strategies:
P
MIA ~
NA ~
Select v
5.00% ~
Salect ~

New Child Assessment Rate:

£ Previous Step
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The Confirm Save and Initiate Amendment pop up message appears. Click Yes to initiate the amendment and send
it to the provider or Cancel to close the message.

© Confirm Save and Initiate Amendment

Are you sure you want to initiate the amendment? This will change the
amendment status to Initiated and send it to the provider.

Cancel

After clicking Yes, the amendment status changes to Initiated and the amendment is available in the Provider > SR
Amendments > Initiated queue.

Reviewing and Certifying an SR Amendment
When the provider has submitted an SR amendment, the amendment will be available in the SR Amendments
Submitted queue.

Navigate to Provider > SR Amendments > Submitted.

TAPP~ Reimbursement - Maintenance - Report:

Provider Profiles p
Local Contracts »

SR Contracts »

?SR Amendments 4 Drafted
VPK Contracts » L

Initiated
LY O A VPK Amendments » Incomplete
4 VPK Applications » Submitted
VPK SIS Contracts » Coalition Reviewing
Reviewed
Temporary Closures p .
| Rejected
Q Sl Certied

Document Library Management
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Click the Amendment ID link for the provider.

Current Submitted SR Amendments. Program Year 2022 - 2023 ~

Show 10 v entries
& Clear All Filters Search: Export to Excel
Amendment ID m Provider ID Doing Business As Principal ID Principal Name m Last Modified By Last Modified Date Start Date M

Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter
36721 2022 - 2023 SR 20 Amendment Submitted 07/26/2022 06/30/2023
37397 2022 - 2023 SR 20 Amendment Submitted 08/10/2022 06/30/2023

On the signatures page, click Preview Amendment to view the SR 20A form in a new browser tab.

To electronically sign the amendment, click the “By Electronic Signature” box for the coalition.

R Amendment /# Change Amendment Status

Preview Amendment
- (Elestronic Signatare)
ig) of Presil y Other .

Authorized Representative Print Name

By Electronic Signature

Director 8/27/2021 8:48:24 PM

Title Date
Provider’s Additional Signatory (If required by the Provider) Print Name

By Electronic Signature
Title Date

COALITION has caused this Contract to be executed as of the date set forth in Paragraph 1.

ig of Coalition Rep! Print Name
By Electronic Signature

Title Date

The SR Amendment Electronic Signature pop-up window appears. Enter the signatory’s business title (not a name),
then click Yes. To close the window without signing, click Cancel.

© SR Amendment Electronic Signature

You are about to electronically sign the SR Amendment.

Full Name: Jennifer Ventura

Title: ¥ ‘

Click "Yes" to confirm your electronic signature.

Cancel

When Yes is clicked, the coalition user’s electronic signature, printed name, title, and the date are populated on
the signatures page. Click Change Amendment Status to proceed.
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= SR Amendment # Change Amendment Status

Preview Amendment
(Efectronic Signature)
of i i Y er/o rini| Other .

Authorized Representative Print Name

By Electronic Signature

Director 6/27/2021 8:48:24 PM

Title Date
Provider’s Additional Signatory (If required by the Provider) Print Name

By Electronic Signature
Title Date

COALITION has caused this Contract to be executed as of the date set forth in Paragraph 1

(Electronic Signature)

of Coalition Print Name
By Electronic Signature

Contracts Manager 6/27/2021 9:22:53 PM
Title Date

NOTE: To remove the coalition’s signature, deselect the “By Electronic Signature” box and click Yes in the
confirmation modal.

To place the amendment in Coalition Reviewing, Reviewed, or Rejected status, click the Change Amendment
Status button. Select a status and click Save. To access the amendment, navigate to the Provider > SR
Amendments > Coalition Reviewing or Reviewed or Rejected queue, depending on the status.

If the amendment is rejected, the amendment is sent back to the provider portal for revisions. The provider will
have to re-sign, certify, and submit the amendment, and the coalition will access the amendment in the Profile >
SR Amendments > Submitted queue.

To place the amendment in Certified status from the signatures page, click the Change Amendment Status button
and set the status to Certified.

=l Amendment: Change Status

Status: Coalition Reviewing

Amendment Type:
SR

Amendment Status: ¥

‘ - Select New Status - ~|

- Select New Status -

Reviewed

Certified |
Rejected

Comments:

Note: In case of rejection this comment will be included in the Email Notification to the provider
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Enter the amendment start date, then click Save.

NOTE: Amendments can be backdated to the effective date of the contract or latest certified amendment for the
same program year. Amendments can also be future dated up to the contract/amendment end date.

E Amendment: Change Status

Status: Coalition Reviewing
Amendment Type:
SR

Amendment Status: %

Certified v

Status Date:

06/27/2021

Start Date:

| 07/01/2021

< July 2021 >
| Su Mo Tu We Th Fr Sa |
27, 28 29 30 2 3
4 5 8 7 8 9 10
Moz 13 14 15 16 17

18 19 20 21 22 23 24

25 26 27 28 29 30

1 2 3 4 5 6 7

Navigate to the provider’s Manage Contracts page to view the certified amendment. Click the plus “+” sign to the
left of the SR 20 contract to expand the amendment section. The amendment is in Certified status.

To download a PDF of the certified SR 20A and any associated exhibits, click the Download button.

Provider Contracts

Manage Contracts For 4 Retumn to review

Show 10 v entries < Initiate Contract
Contract Type of Contract Coalition Status Last Effective Terminated Program Contract Document Action
D IF  Contract Name Updated Date Year
(W 53106 SR OEL-SR20 Cerlified | 06/27/2021 07/01/2021 2021 - 2022 ® View
Show| 10 |entries
Amendment ID 1 status Effective Date View Document Action
Certified 07/01/2021 ® View
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To verify that a provider note was written when the amendment was certified, click the Return to review button to
return to the Administrative Review page, then click Provider Notes.

Administrative Review

rovider Notes For

show| 10 ] entries
Date Reason Custom Note Created By
i Code
6/27/2021 CSTAT Provider Contract Amendment status changed. I\D 18461 *Type: SR *Status Change: Coalition Reviewing to Certified *Comments: N/A. I
9:42:36 PM
6/27/2021  CSTAT Provider Contract Amendment stalus changed. *ID: 18461 *Type: SR “Status Change: Submitted to Coalition Reviewing *Comments: N/A.
9.26:44 PM
6/27/2021 PSC Anew SR Amendment has been submitted for review on 6/27/2021 8:56:35 PM.
8:56:35 PM
6/27/2021 PSC Provider Contract Amendment status changed to incomplete. *ID: 18461 *Type: SR
7:41:11 PM
6/27/2021 CSTAT Provider Contract Amendment initiated. *ID: 18461 *Type: SR
7:24:00 PM

The amendment is available in the Provider > SR Amendments > Certified queue.
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Cancelling an SR Amendment

Cancelling an amendment will delete the amendment from the system. To cancel an amendment at any stage prior
to being certified, on the Manage Contracts page, click the plus “+” sign to the left of the contract to expand the
amendment section. Then, click the red Cancel button.

Provider Contracts

Manage Contracts For 4 Return to review
snou| 10 enres

Contract Type of Contract Coalition Status Last Effective Terminated Program Contract Document Action
D 1¥ Contract Name Updated Date Year
78474 SR OEL-SR 20 Certified  06/03/2021 07/01/2021 2021- 2022

Show| 10w entries All previous amendments must be certified in order to further amend the contract.
Amendment ID 1=  Status 1T View 11 Document 11 Action 1t
18483 Drafted Edit Dra

First | Previous n Next = Last

NOTE: Once the amendment is certified, the Cancel button is no longer available for that amendment.

The Confirm Cancel Amendment pop-up message displays. Click Yes to permanently delete the amendment, or
Cancel to close the message.

@ Confirm Cancel Amendment

Are you sure you want to cancel this amendment? The amendment
will be deleted, and this action cannot be undone.

When Yes is selected, the amendment is deleted from the system and is no longer visible on the provider Manage
Contracts page.

To view the provider note for a canceled amendment, click the Return to review button to return to the
Administrative Review page, then click Provider Notes.

Administrative Review

Contact Attempis Administration ‘SR Paid Holidays SR Reimbursement Rales Child Assessment Registration Fees Assist Provider Change Profile Status

Provider Notes For € Retum to review
Show| 10 v entries + Add Provider Note

Date Reason Custom Note Created By
= Code

6/3/2021 PSC The SR amendment [ID: 18483] was canceled by on 6/3/2021 3:19:41 PM

31941

PM
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VPK Contract Amendment
To access the VPK contract amendment work queues, navigate to Provider > VPK Amendments.

TAPP ~ Reimbursement Maintenance ~ Repol

Provider Profiles p
Local Contracts »
SR Contracts »

SR Amendments »

W1 vex contracts » ,A'S EARLY |

P mVPK Amendments o W
! VPK Applications » Initiated |
VPK SIS Contracts » Incomplete
Submitted

Temporary Closures » N o
Coalition Reviewing

| Rejected
Document Library Management | Certified
L —

The amendment queues are:

e Drafted

e Initiated

e Incomplete
e Submitted

e Coalition Reviewing
e Reviewed

e Rejected

e  Certified

NOTE: The queues correspond to each of the available amendment statuses.
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Initiating a VPK Amendment

From the provider profile Administrative Review page, click Contracts.

Administrative Review

The Manage Contracts page for the provider displays. Click the plus “+” sign to the left of the VPK 20 contract to
expand the amendment section. Then, click the Initiate Amendment button.

Provider Contracts

Manage Contracts For 4 Return to review

Show| 10 | entries + Initiate Contract
Contract Type of Contract Coalition Status Last Effective Terminated Program Contract  Document Action
It D 1¥  contract 1T Name I It 1T Updated 11 Date It 1T ear It
n 76117 VPK OEL-VPK 20 Ceriified  05/07/2021 07/01/2021 2021 - 2022
Show 10 v entries
Amendment ID 1: staus 11 Effective Date 1T View 11 Document 17 Action i

This contract currently has no amendments.

NOTE: The contract and any of its existing amendments must be in Certified status before a new amendment can
be initiated for that contract.

A Confirm Initiate Amendment pop-up message displays. Click Yes to confirm that you want to initiate an
amendment, or click Cancel to close the confirmation window.

© Confirm Initiate Amendment

Are you sure you want to initizte an amendment for this contract?

After clicking Yes, the Initiate VPK Amendment page for provider-relevant changes displays.

Initiate VPK Amendment 4 Return to Manage Contracts Preview Amendment

The Provider relevant changes will be automatically selected and populated based on the Provider's recent profile changes.

Location of the Provider's Principal Office.

Next Step >
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The box on this page is automatically selected if the principal office physical location (Provider Portal > Business >
Business Info > Physical Address Information) has been modified since the contract or latest VPK amendment for
the same contract year. The deleted and replacement addresses for the principal office’s location are displayed.

If the location of the provider’s principal office has changed, type in the reason for modification, then click Next
Step. If there is no change, click Next Step to proceed.

NOTE: Do not initiate an amendment for location of the Provider’s principal office if children are in care at that
location. A change to the principal office physical location where children are in care requires a new VPK contract.

Initiate VPK Amendment 4 Return to Manage Contracts Preview Amendment I

The Provider relevant changes will be automatically selected and populated based on the Provider's recent profile changes.

¥ Location of the Provider's Principal Office.

The deleted address is: FL
The replacement address is: FL

Reason for modification:

y

Next Step ¥

The Add or Remove Providers page displays for the user to add provider locations to, or remove locations from,
the contract. If no changes are needed, click Save & Initiate to proceed.

NOTE: If a provider you expect to see is not listed, it may be due to:

e The provider has an in-progress or certified VPK 20 contract for the same program year
e The provider has invalid (expired) curricula
e The provider’s legal status or provider type does not match the provider(s) currently on the contract

To add or remove eligible provider(s) from the contract, select the provider(s) from the list, then click Save.
Clicking Save will bring up the reason for modification box.

Add or Remove Providers 4 Return to Manage Contracts I Preview Amendment l

Select the providers that you wish to ADD to the contract. Select the providers that you wish to REMOVE from the contract.

@ Is A Provider You Expect To See Not Listed? Click Here Select~
For More Information

Select ~

] selectall e

< Previous Step

10000000 o0ODoooo
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Enter the reason for adding or removing provider(s), then click Save & Initiate. To abandon changes and return to
the Add or Remove Providers page, click Revert Changes.

Add or Remove Providers 4 Return to Manage Contracts I Preview Amendment l
Revert Changes

Provider:

Enter the reason for this provider's addition to the contract:

< Previous Step ﬂ Save & Initiate »

When Save & Initiate is clicked, the Confirm Save and Initiate Amendment pop-up message appears. Click Yes to
initiate the amendment and send it to the provider, or Cancel to close the message.

@ Confirm Save and Initiate Amendment

Are you sure you want to initiate the amendment? This will change the
amendment status to Initiated and send it to the provider.

- el

When the Yes button is clicked, the user is navigated to the Manage Contracts page. Click the plus “+” sign to the
left of the VPK 20 contract to expand the amendment section. The amendment is in Initiated status.

To preview the Initiated VPK 20A form, and any associated exhibits, click the View button.

372



Provider Contracts

Manage Coniracts For 4 Retum 10 review
srow 0 enoes

Contract Type of Contract Coalition Status Last Effective Terminated Program Confract Document Action
D Contract 1z Name Updated Date Year

n 58526 SR OEL-SR 20 Certified  04/29/2021 0772112020 2020 - 2021
“ 39205 SR OEL-SR 20 Cerlified  04/29/2021 07/012019 2019 - 2020
. 27626 SR OEL-SR 20 Ceriified  05/24/2019 07/01/2018, NiA

53426 VPK OEL-VPK 20 Certified  06/24/2020 07/012020 2020 - 2021
Show 10 | entries Al previous amendments must be certfied in order to further amend the contract.
Amendment ID 1t Status 1T view 11 Document 11 Action It

16867 Initiated

First = Previous - Next | Last

To verify that a provider note was written when the amendment was initiated, click the Return to review button to
return to the Administrative Review page.

Provider Contracts

Manage Contracts For 4 Retumn fo review

Show| 10 ~  entries = Initiate Contract
Contract Type of Contract Coalition Status Last Effective Terminated Program Contract Document Action
D Contract 1t Name Updated Date Year

Administrative Review

Contact Attempts Administration SR Paid Holidays SR Reimbursement Rales Child Assessment Registration Fees Assist Provider Change Profile Status

[l Provider Notes For

Show| 10« enlries - Add Provider Note

Date Reason Cusom  Note Created By
i ] 11 Code

S72021 | CSTAT Provider Contract Amendment initiated. *1D: 16857 *Type: VPK

T.0554 BM

The amendment is now available at Provider > VPK Amendments > Initiated.
NOTE: An email notification is sent to the provider’s contact email address when the VPK amendment is initiated.

NOTE: If the provider decides to opt-in or opt-out of the VPK Advance Payment after the contract is Certified, an
amendment must be initiated. If no other changes are needed, such as provider’s principal office location or
adding/removing providers, the coalition user will click the Next Step buttons to skip through those pages and click
the Save & Initiate button. The provider will edit the amendment and select yes or no to the VPK Advance
Payment options on the amendment and then submit the amendment to the coalition.
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Reviewing and Certifying a VPK Amendment
When the provider has signed and submitted the VPK amendment, navigate to Provider > VPK Amendments >

Submitted.
TAPP~ Reimbursement - Maintenance - Repal

Provider Profiles p
Local Contracts »
SR Contracts »

SR Amendments »

WI VPK Contracts » ,A'S EARLY I.

mVPK Amendments 4 Drafied
VPK Applications »

Initiated

-

VPK SIS Contracts » Incomplete

N Submitted

Coalition Reviewing

Q Se oy Reviewed
Rejected

Temporary Closures p

Document Library Management | Certified

Click the Amendment ID link for the provider.

Current Submitted VPK Amendments Program Year. 2022 - 2023 ~

Show 10 ~ entries
& Clear Al Filters Search Export to Excel
Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter
38602 2022 - 2023 VPK 20 Amendment Submitted 08/31/2022 06/30/2023
. .
Showing 1 to 1 of 1 entries.
Previous - Next
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On the signatures page, click Preview Amendment to view the VPK 20A form. To sign the amendment, click the By
Electronic Signature box for the authorized coalition representative.

PK Amendment # Change Amendment Staius

Preview Amendment
——— (Efactronic Signature)
of President/Vi Officer/Owner/P Other Print Name
Authorized Representative
By Electronic Signature
Director 5/10/2021 10:41:11 AM
Title Date
Provider’s Additional Signatory (If required by the Provider) Print Name
By Electronic Signature
Title Date
Provider's Additional Signatory (If required by the Provider) Print Name
By Electronic Signature
Title Date
COALITION has caused this Contract to be executed as of the date set forth in Paragraph 1
\zqnalure of Authorized Coalition Representative Print Name
By Electronic Signature
Title Date

When the By Electronic Signature box is selected, the VPK Amendment Electronic Signature pop-up message
displays. Enter the signatory’s business title (not a name), then click Yes. To close the message without signing,
click Cancel.

© VPK Amendment Electronic Signature

You are about to electronically sign the VPK Amendment.

Full Name: Jennifer Ventura
Title: #*

Click "Yes" to confirm your electronic signature.
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When Yes is clicked, the coalition user’s name, title, and the date are populated on the signature page. To remove
the coalition’s signature, uncheck the By Electronic Signature box and click Yes in the pop-up message.

After signing the amendment, click the Change Amendment Status button.

i= VPK Amendment # Change Amendment Status
Preview Amendment
(Electronic Signature)
ig) of i i ylOfficer/O: inei Other "

Authorized Representative Print Name

By Electronic Signature

Director 5/10/12021 10:41:11 AM

Title Date
Provider's Additional Signatory (If required by the Provider) Print Name

By Electronic Signature
Title Date
Provider’s Additional Signatory (If required by the Provider) Print Name

By Electronic Signature
Title Date
COALITION has caused this Contract to be executed as of the date set forth in Paragraph 1.

(Electronic Signature)
g of i Coalition Rep i Print Name
By Electronic Signature
Contracts Manager 5/10/2021 7:04:07 PM

Title Date

Set the amendment status to Coalition Reviewing or Reviewed, if applicable. To reject the amendment back to the
provider for revisions, set the status to Rejected. If rejected, the provider will have to re-sign, certify, and submit
the amendment, and the coalition will access the amendment in the Profile > VPK Amendments > Submitted
queue.

When the contract is ready to be certified, click the Change Amendment Status button on the signatures page and
set the amendment status to Certified.

= Amendment: Change Status

Status: Submitted

Amendment Type:

VPK

Amendment Status: %

‘ - Select New Status - v ‘

- Select New Status -

Coalition Reviewing
\ l Reviewed

Rejected
Comments:

Note: In case of rejection this comment will be included in the Email Notification to the provider

o
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Enter the amendment start date, then click Save.

NOTE: Amendments can be backdated to the effective date of the contract or latest certified amendment for the
same program year. Amendments can also be future dated up to the contract/amendment end date.

E Amendment: Change Stalus

Status: Submitted

Amendment Type:

WPK

Amendment Status: %

Cenified

Status Date

021312020

Start Date:
02113/2020

End Date:

08/30/2020

[ Amendment: Change Status

Status: Submilled

Amendment Type:

VPK

Amendmant Status: ¥

Cerlified

$tatus Date:
0572872021

Start Date:

0572872021

End Date:

DBr3072021

Cancel

Your Requested Action Has Been Performed

Please choose another action from the menu 1o continue working.

Navigate to the provider’s Manage Contracts page to view the certified amendment. Click the plus “+” sign to the
left of the VPK 20 contract to expand the amendment section. The amendment is in Certified status.

To preview the certified VPK 20A form and any associated exhibits, click the View button, or click the Download
button to download the amendment as a PDF.

Provider Contracts

Manage Contracts For

4 Return to review
Show| 10 eniries

Contract Type of Contract Coalition Status Last Effective Terminated Program

Contract Document Action
D 1F contract Name Updated Date Year
58526 SR OEL-SR 20 Certified | 04/29/2021 07/21/2020 2020 - 2021
\ 53426 VPK OEL-VPK 20 Certified  06/24/2020 07/01/2020 2020 - 2021
o
Amendment ID 1z status 1T View 11 Document 11 Action it

e e -

First | Previous - Next = Last
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Cancelling a VPK Amendment

Cancelling an amendment will delete the amendment from the system. To cancel an amendment at any stage prior
to being certified, from the Manage Contracts page, click the plus “+” sign to the left of the contract to expand the
amendment section. Then, click the red Cancel button.

Manage Contracts For 4 Return to review

srow 10 s
Contract Type of Contract Caalition Status Last Effective Terminated Program Contract Document Action
1D I¥  Contract Name Updated Date Year
u 36526 SR OEL-SR 20 Certified  0429/2021 07/21/2020 2020 - 2021
\ 53426 VPK OEL-VPK 20 Ceriified  06/24/2020 07/01/2020 2020 - 2021
Show| 10 w|entries All previous amendments must be certified in order to further amend the contract
Amendment ID 1: status 11 View !1  Document 11 Action It
16867 Certified
17893 Drafled Edit Draf
First =~ Previous - Next = Last

NOTE: Once the amendment is certified, the Cancel button is no longer available for that amendment.

The Confirm Cancel Amendment pop-up message displays. Click Yes to permanently delete the amendment, or
Cancel to close the message.

© Confirm Cancel Amendment

Are you sure you want to cancel this amendment? The amendment
will be deleted, and this action cannot be undone.

When Yes is selected, the amendment is deleted from the system and is no longer visible on the provider Manage
Contracts page.

To view the provider note for a canceled amendment, click the Return to review button to return to the
Administrative Review page, then click Provider Notes.

Administrative Review

Contact Attempts. Administration SR Paid Holidays SR Reimbursement Rates Child Assessment Registration Fees Assist Provider Change Profile Status

Provider Notes For 4 Return 1o review

Date Reason Custom Note Created By
B Code

5/25/2021 PSC The VPK amendment [ID: 17893] was canceled by on 5/25/2021 7:50:57 PM.

75057

PM
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Processing a VPK-APP
Reviewing a VPK-APP

To review a VPK-APP, the coalition user will click the Provider dropdown menu, select VPK Applications and click
Submitted to see all submitted VPK-APPs.

Provider - Reimbursement - Maintenance - Admin F

Provider Profiles »

Local Contracts »

SR Contracts »

SR Amendments b c
VPK Contracts »

VPK Amendments »

Initiated

VPK SIS Contracts » Incomplete

Submitted

Temporary Closures »

Q search Request Assistance
Reviewed
Document Library Management = Rejected
| Certified
Terminated

Not Eligible

Click the Contract ID of the desired VPK-APP.

Program Year. 2021 - 2022 ~

Current Submitted VPK-APP Contracts

Show 10 v entries £ Clear All Fitters. Search:

Last Modified
incipal ID ipal Name: Last Modified By Date

Filter Filter

Contract ID

ing Business
Program Year Contract Name Provider ID S

Filter Filter Filter Filter Filter Filter Filter Filter Filter

Filter
2021 -2022 VPK 10,114,118 Submitted 03/10/2022 07/01/2021 05/26/2022

31826

Then, the following will display.

Smoke Test 2016 - 2017 (Submitted) v t3.Change Status

Attendance Policy Q. VPK Director ff ~ VPK nstructors & VPK Calendars i) VPK Class(es) it Review=  Certify and Submit i

@ Attendance Policy Submis:

A VPK Provider must
+ Adopt an attendance policy that aligns with VPK rules and statutes and requires parents to verify the child’s attendance each month on forms required by Rule 6M-8.305, F.A.C.
« Provide a copy of its attendance policy to the early leaming cealition before executing a contract by uploading to the portal (below)
+ Provide a copy of this policy to parents of each VPK child admitted into the provider's VPK program (at the time of enroliment)

« Not amend its attendance policy for its VPK program duration of the VPK contract

@ Please Note

Section 1002.71, F.S,, states a private prekindergarten provider or public school may not require payment of a fee or charge for services provided for a child enrolled in VPK during a period reported for funding purposes; or require a child to enroll for, or require the payment of any fee or

charge for, supplemental services as a condition of admitting a child for enroliment in the VPK program.

File Name Uploaded On size Verified By Verified On
B Upload Docs jpg 06/23/2017 73KB florinalbrown@gmail com 06123/2017
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The coalition user can click on each tab to review the information.

To verify a document, the coalition user can click the Verify button on the VPK Director, VPK Instructor, VPK
Calendars and VPK Class(es) tabs.

Smoke Test
Attendance Policy @y
% Janet Jackson

Telephone Number:

Email:

2016 - 2017 (Submitted) v

VPK Director

999999999

3 Change Status

VPKInstructors & VPK Calendars iy VPK Class(es) Tl

File Name

B flower-purple-lical-blosso jpg

Test@gmail com

Gredential Type: VPK Director Credential -

Gredential Gerticate Number: 26591621 & foverpurple-icaolosso g
Gredental Issue Date 0610112017

Gredential Expiration Date:  06/30/2017

Smoke Test | 2016-2017 (submited)v | t3Change Status
Attendance Policy w 'VPK Director * 'VPK Instructors 6 VPK Calendars a VPK Class(es) m Review =
[i:] site Closures and
Caler alendar Name
Program Type: School Year (540 hours)
Calendar Start Date: 06/01/2017 sun Mon
Calendar End Date: 08/11/2017
Instructional Days:
Day Start Time End Time
4 5
Monday 08:00 AM 04:00 PM
Tuesday " 12
Wednesday
18 19
Thursday
Friday 25 26
saturday
Sunday
Total Calculated Hours: 80.00
Total VPK Instructional Days: 10
Smoke Test | 2016-2017 (Submitted) v t3Change Status
Attendance Policy @y~ VPKDirectorf  VPK Instruciors & VPK Calendars (i) = VPK Class(es)lf | Review=
o AS
Class Name
Ciass Calendar: Calendar Name sun Mon
Main Guriculum: BABY DOLL CIRCLE TIME
Class Start Date: 06/01/2017
Class End Date: 08/11/2017
Instructors:
4 5
Name Type
Michael Jackson Lead n 12
18 19
25 26

Review =

B C:\Usersyjim ledbetterPictures\Saved Pictures\TEST DOCUMENT docx  [CYTaes

Certify and Submit

Document Type
Background Screening

Affidavit of Good Moral Character

Credential

Days:

Certify and Submit .
June 2017 »
Tue Wed
6 7
13 14
20 21
27 28
Certify and Submit #fg
June 2017 >
Tue Wed
6 7
13 14
20 21
27 28
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Issued On

Thu

Thu

Expires O

n

0612312017

0612812017

Uploaded On  Size

Verified By Verified On
835 KB | florindalbrown@gmail.com  06/23/2017

835 KB | florindalbrown@gmail.com  06/23/2017

15KB
month | list
Fri sat
2 3
9 10
16 17
23 2
30
month | list
Fri sat
2 3
9 10
16 17
23 24



After clicking the Verify button, the coalition user’s email address and verification date will populate in each tab.

Supporting Documents: [Mef=1

File Name Document Type Issued On Expires On Uploaded On Size  Verified By Verified On

B flower-purple-lical-blosso jpg Background Screening 06/23/2017  835KB florindalbrown@gmail.com 0612312017

B flower-purple-lical-blosso.jpg Affidavit of Geod Moral Character 06/23/2017 B35 KI
B C:\Usersijim ledbetter\Pictures\Saved Pictures\TEST DOCUMENT.docx Credential 06/28/2017 15 KBl oeldemonstration+elc@gmail com 06/28/2017

M A

17 Verified By oeldemonstration+elc@gmail.com, On
06/28/2017

Calendar Name: Calendar Mame

Program Type: School Year (540 hours)

Calendar Starf Date: 06/01/2017

Calendar End Dafe: 08M11/2017

W AS16

iy Verified By oeldemonstration+elc@gmail.com, On
06/28/2017

Class Name. N/A

Class Calendar: Calendar Name

Main Curriculum: BABY DOLL CIRCLE TIME

Class Starf Date: 06/01/2017

Class End Date: 08/11/2017

Viewing VPK-APP Removed Items
Items that have been removed from the VPK-APP by the provider can be viewed on the following tabs:

e VPK Director

e VPKInstructors
e VPK Calendars
e VPK Classes

e Review

On the VPK Director, VPK Instructors, VPK Calendars, and VPK Classes tabs, click the checkbox to show any
removed items on each tab.

Allendance Poicy Qg VPK Diteclorfy | VPKnstuctors @ VPKCalendarsfify  WPKClsstes)fif  RewewI  Gertty and Subrut i
SNOW F2moved ¢lass INSIICtorns
& "
supporting Documents: [c7="8
ssu 835742547
File Name Documant Type Issuea On Expires On Upioaded On Size  Verifisd By Verifisa C.*
Degree Received 2 BS. oraBA
B Eackgound Sereening pat Background Screening 6252019 01232022 07242018 182KA otz
Toe: Leaa
I Attestabion of Good and Moral Character pof ([CJEERMGRY Affidavit of Good loral Character 32019 184 KB 07/247201
Gt 5 015 1 a0 spoied 10 Wi e miimum ot ana CE=
experience N Educator Gertificate pof [T el Credential 06102019 DA/30022 07232019  90KB 07/242201
Gerned Yes [ transcripts pof ([ Additional Dacumentation 07232019 788KB or24201
sarar [0 ]
PR ) ooncas ] & ver | A of Good Mol Craracter 05/1272021 oz 146K8
N -Atesiation pof [EYETETY FEITEY 06252021 150KB =
a (Removed) Supporting Documents:
ssM 242777958 File Name Document Type Issuea On Expires On Upioaded On Size  Verified By Verines o.*
Degree: Receneo aBS oraBA » _ciearance_oo1. por [ Backgroung screening 02212017 02182022 0202018 B5KB carao
Tyoe: Aide b amaavt_oo1 por (] AMVIL o7 Go0o oral Charcter 072172014 D300 a5 KE o380
e BArAS 0 mpmhd et il AR IR s md egeenE | [ - attestaton pan ATGaVE 0 G000 HMoral Graracter 051132021 isn9zo1  14iKD
i ] - attestation par [ AMOaVIt 07 GO0 MOFal Gharacter 067252021 154 KB
§ pr— Aficant of Gaoa Moral Character 05132021 T5axa osas202
B TESTOOGUMENTdocx [OIENEMEE]  Background Screening KB =
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Editing a VPK-APP
Coalition users can click the Edit button on the VPK Director and VPK Instructors tabs to edit information.

Documents may be uploaded by users, and un-verified documents may be deleted.

Smoke Test | 2016-2017 (submitea)v | | t3Change Status

Attendance Policy )~ VPKDirector | VPKInstructors & | VPKCalendarsf§) ~ VPKClass(es)flf ~ Review=  Certity and Submit

& Michael Jackson ;
Supporting Documents| I ZA=:18
SSN: 999999999

File Name Document Type IssuedOn  Expires On Uploaded On  Size  Verified By Verified On
Degree Received aB.S. oraBA

B fower-purple-lical-blosso jpg Background Screening  06/08/2017 06/30/2017 06/23/2017  835KB  florindalbrown@gmail.com  06/23/2017
Type: Lead
Credental: Family Child Care Home or Large Family Child Care Home 30-hour training course
Start Date 06/03/2017
End Date:

Certified Teacher?  Yes

If edits are made to a tab, the coalition user must click the Update button to save the changes.

Smoke Test | 2016-2017 (submited) v | 3 Change Status

Attendance Policy @ | VPKDirectorf ~ VPKInstructors @ VPKCalendarsfd)  VPKClass(es)flf  Review=S  Certty and Submit #f

vek Janet s Document Type: O Backgrouna screening @
Director
Name: O | Affidavit of Good Moral Character @
Telephone | go50000 ®  Credential @
Number:

O | Additional Documentation
Email: Test@gmail com
Credential \VPK Director Credential v
e Document Issued Date: - o
Gredential | 5591671
Certificate Document Expiration Date: Enter m
Number: -
Credential | 060112017 5 Oz
Issue -
oate:

il Name Document ype issued on Expres on Uplosdeaon sz vertea sy vertea on

Credential | 0c/305017 m B flower-purple-lical-blosso jpg Background Screening eror Coterorsel | @ | 061232017 835KB forindalbrown@gmailcom 0672372017
Sxpraton s
oate:

B fowerpurple-fcal-bosso pg Affdavitof Good Moral Character | ¢,

JE— 06/2312017  835KB florindalbrown@gmail.com 06/23/2017

Enter or Se

B CiUsers\im ledbettenPictures\Saved Pictures\TEST DOCUMENT.docx fii Credential

Issu iration Dates | % Cancel

EnterorSel | M | [ Enterorsel | m | 06282017 | 15KB

Reviewing a VPK-APP for Ownership Change

If a provider has undergone a change of ownership, as indicated during their provider account registration, the
initiation of a new VPK-APP under the new provider ID will copy over the most recently certified VPK-APP from the
old provider ID. This copy over will be indicated by the Ownership Change icon on the VPK-APP.

Kids 2023 - 2024 (Intiated) v| | T3Change Status

Attendance Policy @ VPK Director gy VPK Instructors & VPK Calendars £ VPK Class(es) it Review = Certify and Submit g

W Attendance Policy Submission
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Additionally, text will be displayed on the sections of the VPK-APP to indicate the previous provider site from which
the VPK-APP sections were copied, as well as text indicating that the section has been changed.

Kids R Us | 2023-2024 (initiated) v 13 Change Status | [T Iela bl
Attendance Policy Qg VPK Director gy VPK Instructors & VPK Calendars = VPK Class(es) il Review = Certify and Submit #f

Instructor(s} Imported from Provider *

NOTE: Once the VPK-APP information has been copied over from the previous provider ID, changes to the
attendance, director, instructor, calendar, and classes sections can be made.

With this copy over, providers who do not update the calendars should have the same VPK progress monitoring
windows as they did under the previous Provider ID.

Reviewing a VPK-APP for Location Change

If a provider has undergone a change in physical location, as indicated on the Add Site page of the Manage All
Sites page, the initiation of a new VPK-APP under the new provider ID will copy over the most recently certified
VPK-APP from the old provider ID. This copy over will be indicated by the Address Change icon on the VPK-APP.

Kids Moved | 2023-2024 (initiated) v| | 13Change Status

Attendance Policy @ VPK Director g VPK Instructors & VPK Calendars £ VPK Class(es) i Review = Certify and Submit g

Additionally, text will be displayed on the sections of the VPK-APP to indicate the previous provider site location
from which the VPK-APP sections were copied from.

Kids R Us Moved | 2023-2024 (nitiated) v  t3Change Status

Attendance Policy @ VPK Director 4y VPKInstructors & VPK Calendars (= VPK Class(es) filf Review = Certify and Submit i

Provider address change from:

[ Show removed class instructors

NOTE: Once the VPK-APP information has been copied over from the previous provider ID, changes to the
attendance, director, instructor, calendar, and classes sections can be made.

With this copy over, providers who do not update the calendars should have the same VPK progress monitoring
windows as they did under the previous Provider ID.
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Certifying a VPK-APP for Ownership Change

When the status for the new VPK-APP is changed to Certified, the enrollments from the previous Provider ID will
be copied over.

Sara's Demo Daycare

@ Request/Change VPK Enroliment @ Bulk VPK Enrollment

VPK Program Year:  2023.2024 v VPK Session:  School-year (540 hours) v VPKClass: | AF23- v| Class StartDate: 08/14/2023 Class End Date: 05/09/2024
Max Class Size: 20 VPK Enrollment Limit: 20 VPK Class Enrollment Count: 16 Non-VPK Children Count: o~

Please Note: Based on the VPK session and instructors assigned, the maximum class size is 20. The class must have a minimum of 4 VPK children to start.

Certificate Number : Child First Name : Child Last Name : Child DOB : | MW/DDYYYY © Enrol tothis Class
_mm Crildiastiame chid 008 mm Anteipated Startbate Actual Seart Baie Terminaton Efctve Bate m

o8/1412023 (D Enroliment Submitted
08142023 [l Enrollment Submitted
08142023 [l Enroliment Submitted
081142023 (IR Enroliment Submitted
08142023 [l Enrollment Submitted
08142023 [l Enroliment Submitted
08142023 [T Enrollment Submitted

( Class change | © Never Attended [PT475 Y @ hange | Enroliment Submitted

NOTE: Though the enroliments will be copied over once the VPK-APP is certified, the provider should have a
certified VPK Contract (DEL-VPK 20) when providing services. Services provided before a new VPK contract is
certified may require a line item adjustment.

Additionally, the previous provider site will be in Read Only Mode.

The following message will display on the dashboard of the provider portal:

ﬁ Home Business - Prafile = Contracls - Enroliments - Attendance - Documents -

| Read Only Mode

This Account is in Read-only mode due to a change in ownership. Please contact your local ELC to discuss any concems orf guestions.

s 7

Broadcast Messages

VPK Provider Application

Manage VPK Instructors, Calendars, and Classes
Statewide VPK Provider Contract

VPK Contract Amendment

BB e AP A d_d
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Changing VPK-APP Status
A coalition user can change a VPK-APP’s status by clicking the Change Status button on any tab of the VPK-APP.

Smoke Test  2016-2017 (Submitted) v

Attendance Policy @y |~ VPKDirectorffy ~ VPKInstructors @ VPK Calendarsfify  VPK Class(es) iy Review = Certify and Submit #j

Then, select a new status.

Application Type:
VPK-APP

Application Status: %

- Select New Status -
Coalition Reviewing
Reviewed

Rejected
Certified

Not Eligible

Comments:

Note: In case of refection this comment will be included in the Email Nofification fo the provider

VPK-APP Status Definitions

Coalition Reviewing
The coalition is actively reviewing the VPK-APP.

Reviewed
The coalition has reviewed, but not certified, the VPK-APP.

Rejected
The VPK-APP has missing or incorrect information that is necessary for approval.

Certified
The VPK-APP is approved.

NOTE: The VPK-APP can’t be certified if one or more VPK Class(es) and/or Calendar(s) has not been verified.

Not Eligible
The coalition has determined that the provider is not eligible for a VPK-APP.

NOTE: The provider can edit the VPK-APP in any status but must certify and submit the VPK-APP to notify the
coalition that edits have been made.
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Refreshing a VPK-APP

If a Provider Portal user has changed a profile field that affects the VPK-APP, the following will display on review.

|® Curriculum Data Has Changed

Curriculum Age Range Edition/Year
Baby Doll Circle Time Birth - 3 2012

Beyond Centers & Circle Time Jand4 2nd edition/2007
Beyond Cribs & Rattles ™ Birh-2 1st edition/2005
Other

After the coalition user clicks the Change Profile Status button...

Administrative Review

Provider Noles Contact Atiempis Adminisiration SR Paid Holidays SR Reimbursement Rates Child Assessment Assist Provider Change Profile Status

...the following will display.

Provider Profile: Change Status Submitted

Profile has contract related changes.

There are changes to profile fields affecting the certified or pending VPK Provider Application (VPK 10, 11A, 11B).
Select the appropriate contract action below:

¥ Update existing VPK App and notify provider

Profile Status: %

Active
CoalitionReviewing
Inactive

Rejected

Comments:

Nofe: In case of rejection this comment will be included in the Email Nofification o the provider

Cancel
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When the Save button is clicked, the provider’s VPK-APP status will change to Incomplete. The Provider Portal user
will then review the VPK-APP and re-submit the edited VPK-APP. If the coalition user un-checks the Update
existing VPK App and notify provider checkbox, but decides to update and notify, the VPK-APP can be re-initiated
again and the checkbox left checked.

Provider Contracts

Manage Contracts For Jim's House Of Canes & Gators

Show 10 v entries
Contract D~ |F Type of Contract Contract Name Coalition Status Last Updated Start Date End Date Terminated Contract ~ Document  Action
26804 VPK-SIS VPK SIS 208 ELC of the Big Bend Region Terminated 06126/2017 08/18/2017 613012017 41282017 Paper None ‘
26788 VPK-SIS VPK SIS 208 ELC of the Big Bend Region Certified 04/04/2017 04/04/2017 63012017 Paper None
26731 SR SR (Paper) OEL Terminated 06/30/2017 01/01/2017 1/1/2018 6/30/2017 Paper None
26723 SR SR (Papen) OEL Terminated 04105/2017 011012017 11012018 41412017 Paper None / Change Status
180 VPK OELVPK 20 ELC of the Big Bend Region Not Eligible 05/24/2017 07/01/2017 6/30/2018 NIA
157 VPK OEL-VPK 20 ELC of the Big Bend Region Terminated 06/26/2017 07/01/2017 3/2/2019 6/26/2017 Paper None
156 VPK OEL-VPK 20 ELC of the Big Bend Region Terminated 05/26/2017 07/01/2017 6/30/2018 5/26/2017 NA
139 VPK OEL-VPK 20 ELC of the Big Bend Region Certified 0410412017 0740112017 613012018 A
45 VPK-APP [ VPK10,11A,118 ELC of Paim Beach Incomplete ] 0811112017 06/2112017 712712018 NA
Contract ID Type of Contract Contract Name Coaltion Status Last Updated Start Date End Date Terminated Contract  Document  Action
First | Previous - Next  Last

The provider owner and VPK director will receive the following email from DONOTREPLY@oel.myflorida.com.

From: <OELSystemTest@oel.myflorida.com>

Date: Wed, Aug 16, 2017 at 12:06 PM

Subject: Signature Required - VPK Provider Application Updated
To: alatham77@gmail.com

Ce: ME@nowhere.com

Hello,

The VPK Provider Application (VPK 10,11A, 11B) forms have been updated for Maggie Mae Daycare. Your review and signature is required. Please log on the Provider Portal and go to the Contracts menu, and choose Manage
Contracts. On this page, locate your VPK-APP and click Edit. Review the VPK Provider Application information and submit your signature on the Certify and Submit tab.

Please review and submit your signature as quickly as possible.
Thank you,

ELC of the Big Bend Region

(866) 973-9030

http://www.elcbigbend.org/

Please do not reply to this Replies to this are routed to an unmonitored mailbox. If you have questions, please contact your early learning coalition.
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After the Provider Portal user submits the edited VPK-APP, the coalition user will click the Change Status button...

Provider Contracts

ntracts For Jim's House Of Canes & Gators

Show 10 v entries + i
ContractD I Type of Contract Contract Name Coalition Status Last Updated Start Date End Date Terminated Contract  Document Action
26804 VPK-SIS VPK SIS 208 ELC of the Big Bend Region Terminated  06/26/2017 051812017 6/30/2017 412812017 Paper None ‘
26788 VPK SIS VPK SIS 208 ELC of the Big Bend Region Certified 04/04/2017 041042017 6/30/2017 Paper None
26731 SR SR (Paper) OEL Terminated 06/30/2017 01/01/2017 11172018 6/30/2017 Paper None
26723 SR SR (Paper) OEL Terminated 04/05/2017 011072017 11012018 44412017 Paper None
180 VPK OEL-VPK 20 ELC of the Big Bend Region Not Eligible: 05/24/2017 07/01/2017 613012018 NA
157 VPK OEL-VPK 20 ELC of the Big Bend Region Terminated 0612612017 07/01/2017 31212019 6/26/2017 Paper None
186 VPK OEL-VPK 20 ELC of the Big Bend Region Terminated  08/26/2017 0710112017 6/30/2018 5/26/2017 @ view NIA
139 VPK OEL-VPK 20 ELC of the Big Bend Region Certified 04/04/2017 07/01/2017 6/30/2018 NA
45 VPK-APP VPK10.11A11B ELC of Paim Beach Submitted 08/11/2017 06/21/2017 712712018 ® View
Contract ID Type of Contract Contract Name Coalition Status Last Updated Start Date End Date Terminated Contract  Document Action
First  Previous n Next | Last

...and change the VPK-APP status to Certified.

VPK Provider Application: Change Stat

Status: Submitted
Application: OEL-VPK 10

Application Type:
VPK-APP

Application Status: ¥

Certified 4

Status Date:

08/11/12017

Start Date:

07/01/2017

End Date:

0712712018

Comments:

Note: In case of rejection this comment will be included in the Email Notification to the provider

The coalition user can also refresh the VPK-APP by clicking the Initiate Contract button.

Provider Contracts

Manage Contracts For Jim's House Of Canes & Gators

Show 10~ entries

Contract!D  IF Type of Contract Contract Name Coalition Status Last Updated Start Date End Date Terminated Contract  Document Action

26804 VPK-SIS VPK SIS 205 ELC of the Big Bend Region Terminated  06/26/2017 0511812017 6/3012017 412812017 Paper None ‘
26788 VPK-SIS VPK SIS 208 ELC of the Big Bend Region Certified 040412017 04/04/2017 6/30/2017 Paper None

26731 SR SR (Paper) OEL Terminated 06/30/2017 01/01/2017 11112018 6/30/2017 Paper None
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This will change the status of an existing VPK-APP to Incomplete from any status.

Provider Contracts

Show 10

Contract ID

26804

26788

26731

26723

180

157

196

139

45

Contract ID

Manage Contracts For

v entries
1F Type of Contract
VPK-SIS
VPK-SIS
SR

SR

VPK-APP

Type of Contract

Contract Name Coaltion Status
VPK SIS 208 ELC of the Big Bend Region Terminated
VPK SIS 208 ELC of the Big Bend Region Certified
SR (Paper) OEL Terminated
SR (Paper) OEL Terminated
OELVPK 20 ELC of the Big Bend Region Not Eligible
OEL-VPK 20 ELC of the Big Bend Region Terminated
OEL-VPK 20 ELC of the Big Bend Region Terminated
OEL-VPK 20 ELC of the Big Bend Region Certified

[ VPK 10,11A,11B ELC of Palm Beach Incomplete ]
Contract Name Coalition Status

Last Updated

06/26/2017

04/04/2017

06/30/2017

04/05/2017

05/24/2017

06/26/2017

05/26/2017

04/04/2017

081172017

Last Updated

Start Date

05/18/2017

04/04/2017

01/01/2017

01/10/2017

07/01/2017

07/01/2017

07/01/2017

07/01/2017

06/21/2017

Start Date

End Date

6/30/2017

6/30/2017

1M/2018

1M0/2018

6/30/2018

31212019

6/30/2018

6/30/2018

712772018

End Date

Terminated

41282017

6/30/2017

47472017

6/26/2017

5/26/2017

Terminated

Document

None

None

None

None

N/A

None

N/A

N/A

N/A

Document

4 Return to review
+ Initiate Contract

Action

/ Change Status
_ Change Status
_ Change Status

[ crange status |

Action

First | Previous - Next  Last

A Provider Portal user can also trigger a refresh of a Certified VPK-APP by editing the VPK-APP. This will change the

status to Incomplete from Certified and then the user can submit the edited VPK-APP for coalition review.

389




Vendor Number Entry

A vendor number is required for contracted providers. Coalitions may review a Tableau report to identify
providers with or without vendor numbers, as well as create and manage vendor numbers.

Accessing the Vendor Number Report in Tableau

Coalition users with a Tableau account may access the Vendor Number Report by going to https://oel-
reports.floridaearlylearning.com. From Projects, select the “Mod 3.0~ folder. Select the Vendor Number Report
workbook. Select the Provider Vendor Dashboard view (to search specific providers) or the Vendor Number
Report view (to see all providers).

Adding/Viewing Vendor Numbers

To begin, go to the Reimbursement menu item and select Vendor Number Entry.

Reimbursement - Maintenance -

Registration Fees »
Attendance Processing »
Adjustment Processing b
Reimbursement Closeout p
| Vendor Number Entry |

VEK Reimbursement Tools »

Reimbursement Search

A provider search page displays. Enter search criteria for a provider and click Search.

Q Provider Search

Provider Type @ VPK [ VPKISIS @ SR ® Local @ CCR&Ronly [ All
Coaliions @ Just my coalition © Al coalitions

Program Year

Principal ID

Principal Name E

Profile Status Select Profile Status

Doing Business As

Director's Name

Provider ID

Tax ID (FEIN or SSN)

Street Address
city
Registered County Select Registered County

License or Registration or Exempt or Enter License or Re

MsiD
S rescy
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https://oel-reports.floridaearlylearning.com/
https://oel-reports.floridaearlylearning.com/

Results display. Click the View Vendor Number button.

Provider Search Results (@IREEESRD

Show 10 entries ~
Provider ID Profile D Registration Number Program Year Profile Status Submitted Date Doing Business As Director Name Tax ID Principal Id Principal Name Street Address Address Line2 City ZP o
19449 60984 3409823409842 2017-2018  Active 06/30/2018 Growing Up Strong  Andrea Latham 0893485 14896 Growing Up Strong, LLC 205 MARRIOTT DR TALLAHASSEE 32301 KR
19449 66093 3409823409842 2018-2019  Active 11/3012018 Growing Up Strong  Andrea Latham 0893485 14896 Growing Up Strong, LLC 205 MARRIOTT DR TALLAHASSEE 32301 KR
19448 60983  TESTIN 2017-2018  Active 06/30/2018 Kim's Test Daycare  Director Name  TEST111 14895 KIM TEST PROVIDER 2305 HOME CT TALLAHASSEE 32303 KR
19448 60987  TESTIN 2018-2019  Active 06/30/2018 Kim's Test Daycare  Director Name  TEST111 14895 KIM TEST PROVIDER 2305 HOME CT TALLAHASSEE 32303 KR
19453 [ENRENIINTRY 60990  EXEMPT 2017-2018  Incomplete Provider_test 229999999 14900 Provider_test 250 MARRIOTT DR TALLAHASSEE 32301 KR
1946 60999 exempt 2018-2019  Active 07/01/2018 randi's house dave 3453453 14908 jamie's nouse 123 OAK ST TALLAHASSEE 32301 KR
19460 (ENAERIRIrEY 60998  exempt 2018-2019  Incomplete SK Provider TITITTTITTTTRITITITIIT 14907 SK Provider 250 MARRIOTT DR TALLAHASSEE 32301 KR
19458 60996  E978789789 2018-2019  Submitted 07/01/2018 Testers R Us DesiName  test2222 14905 Tester Test. Inc. 1513 BELMONT TRCE TALLAHASSEE 32301 M
19450 60985  exempt 2017-2018  Active 06/30/2018 TWIN DAYCARE  Marilyn 293493274739 14897 twin schools 123 OAK ST 1230AKST  TALLAHASSEE 32301 MA
‘ »

The Vendor Number List for the provider displays with several sections: provider information, coalition drop down,
saved vendor number list, and add a vendor number. The coalition drop down is restricted to the user's coalition.

El Vendor Number List

@ Provider Information

Provider ID:
@ No Associated Vendor Numbers
19461
Doing Business As Name: Street Address: Registered County: This provider currently has no Vendor Numbers associated with it. To
randis house 123 OAK ST TALLAHASSEE, FL 32301 KREPS ISLAND add one, first select a coalition that you have permission to access.
Coalition: | ELC of TALLAHASSEE v
Show 10 v enties Search

No data available in table
Showing 0 to 0 of 0 entries Previous | Next
=+ Add A Vendor Number

Vendor Number % Description EFS Legacy Provider/Extension Funder Type %

Select v Add Vendor Number

In the Add a Vendor Number section, enter the required fields.
a. Vendor Number — alphanumeric field that holds the local accounting system’s vendor number as input by
the coalition
b. Description — optional field (useful for labeling when this vendor number should be used)
EFS Legacy Provider/Extension — optional field (useful for including EFS Legacy values)
d. Funder Type — drop down; select a funding type (SR, Local, or VPK) or select All to apply the same number
to all funding types for the provider.
a. Thevendor numbers created may be assigned to attendance rosters for reimbursement.
b. Itis possible to create multiple vendor numbers for the VPK program that can later be assigned to
specific classes (if needed).

o
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When complete, click the Add Vendor Number button. The saved vendor number list updates with the new
information.

Vendor Number List

© Provider Information

Provider ID:
19461

Doing Business As Name: Street Address: Registered County:
randi's house 123 OAK ST TALLAHASSEE, FL 32301 KREPS ISLAND

Coalition: | ELC 0f TALLAHASSEE v

Show 10 v entries Search

SR

123456

121972018 alatham77+00998@gmailcom a
123456 VPK 12/9/2018 alatham77+00998@gmail.com u
123456 Local 12/9/2018 alatham77+00998@gmail.com u
Showing 110 3 of 3 entries Previous - Next
=+ Add A Vendor Number
Vendor Number % Description EFS Legacy Provider/Extension Funder Type %

Select v Add Vendor Number

Removing Vendor Numbers

To remove a vendor number, follow the steps above to locate the provider through the Vendor Number Entry
provider search and click the View Vendor Number button. In the saved vendor number list, click the Remove (X)

button. A confirmation window displays. Click Yes to remove the vendor number or click Cancel to abandon the
action.

Assigning Vendor Numbers to a VPK Class

Assigning a vendor number to a VPK class is an optional feature and may not be used by all coalitions. During
reimbursement, the system will first look to see if a VPK class has a specific vendor number assigned, if not, the
system will use the top VPK vendor number created (if more than one VPK vendor number exists).

To assign a vendor number to specific VPK class, follow the steps above to locate the provider through the Vendor

Number Entry provider search, click the View Vendor Number button, and create the vendor numbers to be used
by each class at the provider.

Vendor Number List

© Provider Information

Provider ID:
19449

Doing Business As Name: Street Address: Registered County:
Growing Up Strong 205 MARRIOTT DR TALLAHASSEE, FL 32301 KREPS ISLAND

Coalition: | ELC of TALLAHASSEE v E

Show 10 v entries Search

dormbor 1| ovrpton 1| Er ooy rovrEgnin e 11| cramacam 1| crsmey ==
SR

123456

12/9/2018 alatham77+00998@gmail.com [ =]
123456 Local 12/9/2018 alatham77+00998@gmail com n
55-987654 VPK Headstart Class VPK 12/9/2018 alatham77+00998@gmail.com n
75654111 VPK County Class VPK 12/9/2018 alatham77+00998@gmail com n
Showing 1 104 of 4 eniries Previous - Next
=+ Add A Vendor Number
Vendor Number % Description EFS Legacy Provider/Extension Funder Type %

Select v Add Vendor Number
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With the VPK vendor numbers created, go to the Provider menu item and select Search. Enter criteria to locate
the VPK provider and click the Search button. Results display. Click the Profile ID link to open the provider's
profile.

LGSR RERTIC 2 Total Records

Show 10 entries ~

Provider ID Profile ID Registration Number Program Year Profile Status Submitted Date Doing Business As Director Name TaxID  Principal Id Principal Name Street Address Address Line2 City zIP County Requested Contract T
19449 3409823409842 2017 - 2018 Active 06/30/2018 Growing Up Strong  Andrea Latham 0893485 14896 Growing Up Strong, LLC 205 MARRIOTT DR TALLAHASSEE 32301 KREPSISLAND Both VPK and SR
19449 60991 3409823409842 2018 - 2019 Active 07/01/2018 Growing Up Strong  Andrea Latham 0893485 1489 Growing Up Strong, LLC 205 MARRIOTT DR TALLAHASSEE 32301 KREPSISLAND Both VPK and SR

On the provider's Administrative Review task bar, click the Contracts button.

Administrative Review

Provider Notes il Contact Attempts Administration SR Paid Holidays [l SR Reimbursement Rates [l Child Assessment Assist Provider [l Change Profile Status

Then, click the View button for the VPK Provider Application (VPK-APP) for the applicable program year.

anage Contracts For Growing Up Strong

Show | 10 v entries = Initiate Contract

ContractiD ¥ Type of Contract 11 Contract Name 11 Coaliion 1 Status I Last Updated || StartDate 11 End Date 1 Terminated !l Contract  Document Action

27708 VPK OEL-VPK 20 ELC of TALLAHASSEE Incomplete 07/01/2018 07/01/2018 6/30/2019 NIA

27703 SR OEL-SR 20 ELC of TALLAHASSEE Certified 07/29/2018 07/18/2018 6/30/2019 @ View

27700 VPK OEL-VPK 20 ELC of TALLAHASSEE Certified 06/3012018 061302018 6/30/2018 & view

10214 VPK-APP VPK 10,114,118 ELC of TALLAHASSEE Certified 071712018 07/01/2018 5/31/2019

10211 VPK-APP VPK 10,114,118 ELC of TALLAHASSEE Certified 06/30/2018 06/30/2018 /2612018 # Change Status

Contract ID Type of Contract Contract Name Coalition Status Last Updated Start Date End Date Terminated Contract Document Action

First | Previous - Next Last

The VPK Provider Application displays. Click the VPK Class(es) tab. For each class that needs a specific vendor
number assigned, click the Update button.

Attendance Policy @y~ VPKDirectorfy  VPKInstructors & VPKCalendars @) | VPKClass(es)flf =~ Review= Certify and Submit #f
1 AF18 July 2018 > month | list
15 Verified By alatham77+OEL elc@gmail.com, On —
07/03/2018
Cass Name: Purple Room sun Mon Tue Wed Thu Fri sat
Glass Calendar: Fall 1 2 3 4 5 6 7
Main Curriculum- SCHOLASTIC ENGLISH

Glass Start Date: 07/02/2018

A window displays with the available VPK vendor numbers. Choose the vendor number can click the Select button.

Vendor Number

Description EFS Legacy Provider/Extension

55-987654 VPK Headstart Class

75-654111 VPK County Class

< Close

393



Now, the vendor number is assigned to the specific VPK class. Repeat as needed.

Grcwing Up Strong 2018-2019 (Certfied) v | tIChange Status
Attendance Policy ‘) VPK EIrEE‘Dr* VPK Instructors i VPK Calendars m VPK Class(es)m Review = Certify and Submit ‘
I AF18 July 2018 > month | list

1> Verified By alatham77+OEL elc@gmail.com, On

07/03/2018

Class Name: Purple Room

Class Calendar: Fall 1 2 3 4 5 6 7
Main Curriculum: SCHOLASTIC ENGLISH

Class Start Date: 07/02/2018

sun Mon Tue Wed Thu Fri sat

Vendor Number: 55-987654

Provider Messaging

Broadcast Message Management (not yet available)

The Broadcast message management function allows coalitions to send messages to all providers in the coalition
service area. This function is only available to CP Admins and DEL admins. Currently, coalitions cannot send to SR,
VPK, or CCR&R providers each, but must send a message to all providers, regardless of services provided.

To access the Broadcast message management function, CP Admin will click the Admin Functions button, select
Messaging Management and then Broadcast messages.

Admin Functions - Reports - CCR&R ~

Account Management »

Messaging Management 4 | groadcast Messages

Rates Management » Provider Messages 'LID

Calendar Management » J_I 0 N S E F
- N Lh=l

Then, click the Create New button.

Broadcast Message Details (R I G gte

@ No data available to display

I Create New I

The CP Admin will then select the audience for the message, decide which county(ies) (if a multi-county coalition)
for the message, complete the Message field and select the Begin Date and End Date for the message. Unclicking
the Show check box will hide the message from providers. Click the Save button to send the message.
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Broadcast Message Details

*Message To Provider(s) Manl [1sr [JvPk [JCCR&R only o

County v
* Message to be broadcast P B U = Helvetica » A~ = = =~ issRd o [ = 5o 7
* Message Begin Date 06/28/2017
* Message End Date MM/DDYYYY

| Show M I
| Save lCanceI

Provider Message Management
The Provider message management function allows coalitions to send messages to a specific provider in the
coalition service area. This function is only available to CP Admins and DEL admins.

To access the Provider message management function, CP Admins will click the Admin Functions button, select
Messaging Management and then Provider messages.

Admin Functions - Reports - CCR&R ~

Account Management »

Messaging Management 4 | groadcast Messages

Rates IManagement b Provider Messages D

Calendar Management » J_I 0 N S E F
- Wy L=l

Then, click the Create New button.

Provider Message Details (Rl i ol

0 No data available to display

l Create New
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The CP Admin will then complete the Provider Message and Provider Site fields. When the provider reads the
message, the Read By and Read Date fields will be completed. Click the Save button to send the message.

Provider Message Details

Provider Message * P B U = Helvetica ~ A~ = = =~ B @ & A ® o< 7

Provider Site * Enter the first 3 letters of the provider name

Read By

Read Date

Save [Pancel

Created By: ledbetter kiwanis@gmail com Created Date: 9/29/2016 11:56:18 AM
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VPK Enrollment

Coalitions may create new enrollments through the system or upload a bulk enrollment file in lieu of a provider
submission. Additionally, coalition users manage enrollments by reviewing provider requests or saving changes
directly.

Creating New Enrollments
Coalition users will navigate to the VPK Application menu item and select the Search option to locate the approved
VPK child.

A Home VPKProgram ~  VPKSIS~  SRProgram - T

VPK Application  » Submitted

VPKEnroliment » | geenroliment Submitted
Coalition Reviewing

Pending Postponement

Q, Non-migrated search

Clicking on the child's COE number opens their application record.

VPK Application Search

By Person Info By Application Info
Person Type ® chila  © Primary Parent Certificate Number
First Name baby ruth County for Services v
Last Name latham Program Year 2018 - 2019 v
Date of Birth VPK Session v

Record Phase ® VPK Application © VPK Reenroliment

Application Status v

Reset Search
Show 10 v |entries > Clear All Fiters  [IIRECIER

COE Number & | child First Name m Child DOB Parent First Name Parent Last Name VPK Status

Filter Filter Filter Filter Filter Filter Filter Filter Filter
VPK1116598-2018 Baby Ruth Latham 9/9/2013 Andrea Latham KREPS ISLAND 2018 - 2019 Approved
Showing 1to 1 of 1 entries Previous Next
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Within the application record, click the Enroll button.

VPK Application For Baby Ruth Latham

Certificate Number: VPK1116598-2018 Current Application Status: Approved Program Year: 2018 - 2019

CHILD INFORMATION PARENT OR GUARDIAN INFORMATION

Baby Ruth Latham Andrea Latham

Ethnicity - Net answered Gender : Female Race : Prefer not to answer Ethnicity - Not answered Gender : Female Race : Prefer not to answer
DOB : 09/09/2013 88N Relationship te Child : Parent/Step Parent

Primary Language : English County for Services : KREPS ISLAND Preferred Method of Contact : Email Address :

Preferred Program Setting - Private provider (child care, private school, faith-based)

Desired VPK Session * Sehool year (540 hours) « Email * alatham77+prod3@gmail com

Child admitted to Kindergarten? - No & primary; (850) 321-5286

& current Age Verification | Verified by alatham77+00998@gmail.com on 07/24/2018

% No Current I[EP & current Proof of Residence | Verified by alatham77+00998@gmail.com on 07/24/2018

Reviewed CASE NOTES

Family is not displaced.

Re-open Application

Now, the enrollment record opens for the child.

VPK Enroliment for Latham, Baby Ruth

Certificate Number: VPK1116598-2018 Issue Date: 07/24/2018 Current Enrollment Status: Enroliment Program Year: 2018 - 2019
Ended (Terminated)

Provider Info Current Enroliment Info
Provider ID Class ID .
Provider Name Enter the first 3 lefters of the provider name VPK Class Start Date: VPK Class End Date:
VPK Calendar: VPK Session: School year (540 hours)
Provider Address Billing Group: VPK Eligibility: VPK
County of Service Anticipated Start Date: 12082018 Actual Start Date: NIA

Provider Phone

Provider Email

First, enter the provider name. As text is entered, matching providers are identified and display in a drop down.
Select the provider and press the Enter key. Then, the provider information appears.

VPK Enrollment for Latham, Baby Ruth

Certificate Number: VPK1116598-2018 Issue Date: 07/24/2018 Current Enrollment Status: Enroliment Program Year: 2018 - 2019
Ended (Terminated)

Provider Info Current Enrollment Info
Provider ID 19449 Class ID T . ]
Provider Name: Enter the first 3 letters of the provider name VPK Class Start Date: VPK Class End Date:
Growing Up Strong VPK Calendar: VPK Session: School year (540 hours)
Provider Address 205 MARRIOTT DR TALLAHASSEE, FL 32301 Billing Group: Pk Eligibiity: vPK
County of Service KREPS ISLAND Anticipated Start Date: 12082018 Actual Start Date: N/A
Provider Phone 5555555555
Provider Email alatham77@gmail com

Use the Class ID drop down to select the appropriate class for enrollment. Then, the class information appears.
Next, enter the anticipated start date for the child.
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NOTE: The anticipated start date cannot be before the class start date or before the COE issue date (or before a
termination date) - see highlighted dates.

PK Enrollment for Latham, Baby Ruth

Certificate Number: VPK1116598-2018 Issue Date: 07/24/2018 Current Enroliment Status: Enroliment Program Year: 2018 - 2019
Ended (Terminated)

Provider Info Current Enroliment Info
Provider ID 19449 Class ID 18 PupleRoo v
Provider Name Enter the first 3 leiters of the provider name VPK Class Start Date: 0710212018 VPK Class End Date: 053112019
Growing Up Strang VPK Calendar: A VPK Session: School Year (540 hours)
Provider Address 205 MARRIQTT DR TALLAHASSEE, FL 32301 Billing Group: veK Elgibiliy: VPK
County of Service KREPS ISLAND [ Anticipated Start Date: P ] Actual Start Date: NA
Provider Phone 5555555555
Provider Email alatham77@gmail. com

# Enrollment Actions To-Date

Anticipated Start Date Class ID Class Transfer Effective Date Termination Effective Date Termination Reason Submitted By Submitted On Date

No Records Found

Save & Enroll [e=UtE]

& Other Enroliments for Child

Enroliment ID COE Number Program Year Provider Enroliment Status. Actual Start Date Termination Effective Date Last Action Date

33724 VPK1116598-2018 2018 Growing Up Strong Enroliment Ended (Terminated) N/A 07/24/2018 07/24/2018

ECase Notes

add your note here..

Custom Code Type Custom Code

Status Records Select v Select a Custom Code Typ ¥ + Add Case Note

The page refreshes and the application records appears. Now, the button says View Enrollment. When clicked,
the Enrolled record displays.
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Creating New Enrollments through a Bulk File Upload

In addition to the enroliment method described in “Creating New Enrollments through the Coalition Services
Portal”
VPK Enrollment menu item, then Bulk File Upload. The bulk file processing page displays.

# Home  VPKProgram ~  VPKSIS~  SRProgram ~  TAPP~

VPK Application b
VPKEnroliment  » | Eproliment Action Requested
| Coalition Reviewing
Bulk File Upload

Class Rosters

[ Q search ]

Next, click on the link to download the CSV file template. The file may appear at the bottom of the computer
screen depending on the user’s browser.

® Bulk VPK Enrollment

Download CSV file template, add child details, and click the Upload button. All files will be removed after 15 calendar days. Note: The MSID column is for public school use only. J—JUNEN]

u,,.uamo.. Josded By | Document Type Mm Total Records Count | Commitad Records Count | Failad Records Count mw

No records found

B vpkenrolimentBulk...csv ™ Show all

Open the file and expand the columns. Each column is explained below.

VpkEnrollmentBulkUpload (28).csv - Excel

coalition users may submit enrollment requests on behalf of providers via a file process. To begin, click the

X

Insert Page Layout Formulas Data View LOAD TEST Q Tell me what you want to c

lla - =

3 Cut Calibri T KA == - EWapTed General - | #  Normal Bad Goi

Em Copy - 3
Paste . AL ===e=s . . <o o0 Conditional Format as @ Explanatory ... |In|
§ ' Format Painter B I U it S A == = | 3= Merge & Center $-% * WS Formatting = Table » ! 4 P

Clipboard [F] Font [F] Alignment [ Number F] Styles
B9 7 Fe

A E C D E F G H !

1 |Provider ID Certification Number Child First Name Child Last Name Child DOB(MM/DD/YYYY) VPK Program Year ClassID Anticipated Start Date(MM/DD/YYYY) MSID{XX-XXXX)

2
3
4

A. Provider ID = this is the provider ID for the site.
B. Certification Number = this is the child’s certificate number listed on their COE. The field is not case

sensitive, however, the certificate number must be entered exactly as it appears on the COE (i.e.
VPK##H#-YYYY).
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STATE OF FLORIDA
VOLUNTARY PREKINDERGARTEN (VPK) EDUCATION PROGRAM

Child Certificate of Eligibility

y-

. CHILD CERTIFICATE OF ELIGIBILITY (Issued by Early Learning Coalition, through the Family Portal)
1. VPK program year e 2. Certificate number @ 3. Certificate issue date 4, Parent email address

2017-2018 VPK1095621-2017 6/30/2018

5. Parent name 6. Primary contact number 7. Secondary contact number

8. Child"s full name 9. Child’s date of birth

10. County
KitKat Latham O @ 09/09/2012 e

Child First Name = this is the child’s first name listed on their COE. The field is not case sensitive.

Child Last Name = this is the child’s last name listed on their COE. Do not include a suffix (if any). The field
is not case sensitive.

Child DOB (MM/DD/YYYY) = this is the child’s date of birth listed on their COE. The field will accept
M/D/YYYY as well.

VPK Program Year = this is the child’s approved VPK program year listed on their COE. The field is looking
for the first 4-digit year only. For example, if the VPK program year is 2017-2018, the entry would be
2017. Generally, the 4-digit VPK program year matches the year included at the end of the child’s COE
number.

Class ID = this is the desired class’s 4-digit ID. The class ID must be entered as the 4-digit assigned ID. Do
not include the class name (if any). Looking at the example below, the entry would be “AS17” not
“Songbirds” or “AS17-Songbirds.”

& Request/Change VPK Enroliment @ Bulk VPK Enroliment

VPK Program Year: 2017-2018 v VPK Session: Summer (300 hours) v VPK Class: AS17 - Songbirds v Class Start Date: 06/04/2018 Class End Date: 07/26/2018

Anticipated Start Date (MM/DD/YYYY) = this is the date the child will begin attending class. Typically,
this is the class start date unless the child is starting after the class begins. NOTE: An anticipated start
date cannot be before the class start date or after the class end date. And, an anticipated start date
cannot be before the child's COE issue date. The field will accept M/D/YYYY as well.

MSID (XX-XXXX) = this field is for public schools only. Public schools may enter their Master School
Identification (MSID) number in a 6-digit format, where the first 2 digits are the district number followed
by a hyphen and 4-digit school number. The MSID number can be used in lieu of the Provider ID in
column A. Both IDs are accepted.
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When the file is complete, name it and save it as a CSV file type.

NOTE: It may be helpful to include your provider name and class in the file name if troubleshooting is ever

necessary.
Save Az x
« < 4 B » ThisPC » Desktop v | O Search Desktop »
Organize = Mew folder = - e
+ [ This PC ~ Name Date de‘I}IEd Type Size ™
[ Desktop Questions Log 6/29/2018 442 PM File folder
Documents VPK Enrollment Attendance 6/26/2018 1:36 PM File folder
Bulk Enrollment Files /25/2018 1:00 PM File folder
{ Downloads
X Security File folder
m Music i X
Reimbursement 6/25/2018 %03 AM  Filefolder
] Pictures Sprints 6/25/2018 858 AM  File folder
B videos system pics 6/25/20188:55 AM  File folder
‘i Local Disk () Pay Rates /2018 3:39 PM File folder
= BLANK (E) Meeting Motes /2018 4:02 PM File folder
== andrea.latham (\\oel-dcf\users) (| VPK SIS File folder
= unitdate (\OEL-dcd) (5) VPK SR Manuals File folder
Contrarts File folder he
RI AR (FA 2
File name: ~
w
Authors:  Andrea Latham Tags: Addatag Title: Add a title
A Hide Folders Tools  ~ Cancel

When changing the file format to CSV, Excel often displays a message to ask if you want to keep using that format.
If this message appears, click Yes.

Insert  Pagelayout  Formulas  Data View  LOADTEST @ Tell me what you want to do...
Y
& o cut Calibri - SWopTed General - - 4 | Normal Bad Good Ne
Bl Copy - o

Paste - &= 3= . - <o oo Conditional Formatas m Explanatory ... Lin

% Format Painter I u == Merge & Center $-9% +* W% Formatting + Table~ f ¥ 2! =

Clipboard ] Font F Alignment ] Number ] Styles
B7 &7 F
A B c | D | E | F 6 H | | | J
1 |Provider ID Certification Number Child First Name Child Last Name Child DOB(MM/DD/YYYY) VPK Program Year ClassID Anticipated Start Date{MM/DD/YYYY) MSID{XX-XXXX)
2 | 19449 VPK1095621-2017 KitKat Latham 2017 A517 7/2/2018
3 | 19449 VPK1095625-2017 Hersey Latham 9/9/2012 2017 A517 7/2/2018
4| 19449 VPK1095626-2017 Baby Ruth Latham 9/9/2012 2017 AS17 7/2/2018
S5 | 19449 VPK1095627-2017 Butterfinger Latham 9/9/2012 2017 As17 7/2/2018
&
7 [
"

8 |
El 4
10|
1]
12|
13
14
15| Microsoft Excel X
Lol Some features in your workbook might be lost if you save it as CSV [Comma delimited).
17 .'
18_ Do youwant to keep using that format?
19 Yes No Help
20 |
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Click the Upload button. A window displays. Select your file and click Open

<
@ Open % /1 Manage VoK Enroliment x N, e - N
<« v 4 B> ThisPC > Desktop v/ & | Search Desktop » Q &
Grime | T =- m @
© Esp Name Datemodiied | Type size
> BB Desktop 1| AS17 Songbirds Upload.csv Microsoft Excel C. 1KB
2 Documents E11) AS17 Songbirds Upload (1).csv Microsoft Excel C. KB
& vounionts Questions Log File folder
VPK Envollment Attendance File folder
b Music
Bulk Enrollment Files: File folder
=] Pictures Security File folder
[ videos Reimbursement File Folder
Hello alatham77+OELprovider@gmail.com! C# Log Off
2, Local Disk (C) Sprints Filefolder g 2L o @
. BLANKE) system pics File folder
= andrea.atham (\\oel-dcdusers) () v Pay Rates File folder v
File name: [A517 Songbirds Upload.cev | [Microsoft Bxcel Comma Separa
Cancel

Download CSV file template, add child details, and click the Upload button. Note: The MSID column is for public school use only. See the Provid 8| User Guide for more informatifin Upload.
m Uploaded On Document Type mw CommiteSRgeords Count Fatled Records Count Frocessed Time “m

The file upload will begin. The file details will populate on a row and turn green. Click the Refresh button to
populate the results.

@ Bulk VPK Enrollment

Download CSV file template, add child details, and click the Upload button. All files will be removed after 15 calendar days. Note: The MSID column is for public school use only.

m it e mw P Bt i i M

06/3012018 VPK Roster AS17 Songbirds Upload.csv. 413 Bytes Submitted Not Available

Final Results

The file details will be updated. The file size, total records count, committed records count, failed records count,
processed time, status, and final results are updated. The file results are also returned and can be downloaded by
clicking on the Download button.

@ Bulk VPK Enrollment

Download CSV file template, add child details, and click the Upload button. All files will be removed after 15 calendar days. Note: The MSID column is for public school use only.

Spieceon il mw etRes oy e Com R S MW

06/30/2018 VPK Roster AS17 Songbirds Upload.csv 429 Bytes Completed

In this example, there is one failed record and three committed records. The file download will include the error
message and status for each record submitted. The three committed records are now “Enrollment Submitted” and
the failed record was not included because of an invalid date of birth. The same validations that occur with a
manual child enrollment occur with the bulk enroliment file process.

Insert Page Layout Formulas Review View LOAD TEST Q Tell me what you want tc
Y T
b Cut Calibri S - AN S== ®- EWepTet General - o # | Normal Bad Good Neutral
P; BB Copy - C d | F -
aste . . AL === . . <o 09 Conditional Formatas @ Explanatory ... Linked Ce
€ o Format Painter | B 1 U el DA === Merge & Center $-% 1 @M e ¢ ¥ p d
Clipboard = Font = Alignment o] Number o] Styles
D17 = £
| A B C D E F G H |
1 |Provider ID Certification Number Child First Name Child Last Name Child DOB(MM/DD/YYYY) VPK Program Year ClassID Anticipated Start Date(MM/DD/YYYY) MSID(XX-XXXX| Error or Status
2 19443 VPK1095621-2017 Kitkat Latham 2017 As17 7/2/2018 Invalid Date of Birth
3 19449 VPK1095625-2017 Hersey Latham 9/9/2012 2017 As17 7/2/2018 Enrollment Submitted
4 19449 VPK1095626-2017 Baby Ruth Latham 9/9/2012 2017 AS17 7/2/2018 Enrollment Submitted
g 19443 VPK1095627-2017 Butterfinger Latham 9/9/2012 2017 As17 7/2/2018 Enrollment Submitted

The three committed records are displayed on the class’s enrollment roster as “Enrollment Submitted" and appear
in the VPK Enrollment> Enrollment Action Requested work queue for review/approval/rejection. In addition, the
family receives a notification that their child’s enrollment is in progress. The same processes that occur with a
manual child enrollment occur with the bulk enrollment file process.
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NOTE: When correcting records and re-uploading the file, be sure to remove the “Error or Status” column as it is
not accepted for the upload. Also, it is best to NOT include records that have already been submitted successfully
as they will now error as having been processed. When removing successful records and the Error or Status
column, it is best to highlight the row/column and use the cut/delete option instead of just deleting the
information. Excel often retains formats even if the cells are now empty.

B S

Home Insert

File Page Layout Formulas Data Review

Calibri A1 - A s == = -
E@ Copy -
Rl - CA - === ==
o ~ Format Painter b o = & A =E=R =N FE=|=
Clipboard [F] Font [F] Aligr
B14 A Fe
A B C D
| | |

VPK-20 Contract Verification
A provider must have a Certified VPK-20 contract on the Anticipated Start Date before an enrollment can be
added. In the below example, the VPK application information is entered by the coalition, and the Save & Enroll

button is clicked.

VPK Enroliment for I — Household
Certificate Number: VPK14 -2020 Issue Date: 01/28/2020 Current Enrollment Status: Program Year: 2020 - 2021

Provider Info Current Enroliment Info
Provider ID 6268 Class ID AF20-AF20 "
Provider Name BOCC SOUTH COUNTY HEAD START CENTER VPK Class Start Date: 01/26/2021 VPK Class End Date: 061302021
Provider Address 215 SE. 14TH AVENUE RUSKIN, FL 33570 VPK Calendar: C-M-F85-11525-45 VPK Session: School Year (540 hours)
County of Service Hillsborough Billing Group: VPK Eligibility: VPK
Provider Phone 5555556555 Anticipated Start Date: 0302021 Actual Start Date: NIA
Provider Email

& Enroliment Actions To-Date

Anticipated Start Date Class ID Class Transfer Effective Date Termination Effective Date Termination Reason Submitted By Submitted On Date

No Records Found,

Msave & Enroll Cancel
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In this example, the provider does not have a Certified VPK-20 contract for the Anticipated Start Date of
03/30/2021, so an error message displays, alerting the coalition that the enrollment cannot be submitted.

Coalition Services

Sorry, something went wrong while processing your request.
Your last action was not completed for the following reason.

Enroliment cannot be submitted without a certified VPK-20 contract. Please initiate contracting processes with the provider.

You can click on button below to return to what you were doing or go to the home page.

# Relum to home page | ~ Retum lo previous

In the below example, the VPK application information is entered by the provider, and the + Enroll to this Class
button is clicked.

BOCC SOUTH COUNTY HEAD START CENTER

& Request/Change VPK Enroliment @® Bulk VPK Enrollment

VPK Program Year: | 2020-2021 ~ VPK Session:  School-year (540 hours) «  VPKClass: | aF20.AF20 «  Class Start Date: 01/26/2021 Class End Date: 06/30/2021
Max Class Size: 20 VPK Children Count: 20 Non-VPK Children Count: 0 "

Please Note: Based on the VPK session and instructors assigned. the maximum class size is 20. The class must have a minimum of 4 VPK children to start.

Certificate Number :  VPK -2020 | Child First Name : - Child Last Name : | A Child DOB : © Enroll to this Class
m Certificate Number Child First Name Child Last Name Child DOB Child Age Student ID Anticipated Start Date

In this example, the provider does not have a Certified VPK-20 contract, so an error message displays, alerting the
provider that the enrollment cannot be submitted.

¥ Request Enrollment

Enrcliment cannot be submitted without a certified VPK-20 contract. Please contact your early
learning coalition for assistance.
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Reviewing VPK Enrollment Requests
Coalition users will navigate to the VPK Enrollment menu item and select the Enrollment Action Requested work

queue to review/approve/reject enrollment requests made by the provider. Requests include new enrollments,
class transfers, and child terminations.

ﬁ Home VPK Program ~ VPK SIS~ SR Program - TAPP~

VPK Application b

VPK Enroliment  » Enroliment Action Requested
‘ Coalition Reviewing
Bulk File Upload

Class Rosters

Q search

The Enrollment Action Requested work queue displays the certificate of eligibility (COE) number, child name,
parent name, provider name, provider phone number, provider county, program year, and enrollment status. The
columns may be sorted by clicking on the column header. Each column may be filtered by typing criteria in the
column's filter field. Additionally, there is a program year filter and search feature that can filter results.

Enroliment Action Requested VPK Enroliments Program Year 2018 - 2019 v
Show | 10 v entries £3 Clear All Fitters Search’
Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter
VPK5T75-2018 teresa may Michaelen White May Schools (234)234-2424 Gadsden 2018 - 2019 Enrolled - Change
Requested

VPK750-2018 Alice Latham Andrea Latham Daisy Mae Daycare (850) 555-5555 Leon 2018 - 2019 Enrollment Submitted

. ,
Showing 1to 2 of 2 entries. Previous n Next

Clicking on the child's COE number opens the enrollment record. Clicking on the parent's name opens the
household view.
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The child’s enrollment record contains Provider Information (on the left) and the Current Enrollment Information
(on the right). The Enrollment Actions To-Date area displays the current request that was made by the provider
with action buttons to Approve, Reject, or Set Coalition Reviewing.

I VPK Enrollment for Latham, Apple

Certificate Number: VPK737-2018 Issue Date: 07/07/2018 Current Enroliment Status: Enroliment Submitted Program Year: 2018 - 2019
Provider Info Current Enroliment Info
Provider ID 8433 Class ID D
Provider Name Daisy Mae Daycare VPK Class Start Date: 082012018 VPK Class End Date: 0511712019
Provider Address 250 MARRIOTT DR TALLAHASSEE, FL 323996535 VPK Calendar: Fall AM VPK Session: School year (540 hours)
County of Service Leon Billing Group: VPK Eligibility: VPK
Provider Phone (850) 5555655 Provider Email rose@nowhere.com Anticipated Start Date: PR Actual Start Date: N

& Enrollment Actions To-Date

Anticipated Start Date Class ID Class Transfer Effective Date Termination Effective Date Termination Reason Submitted By Submitted On Date

08/20/2018 AF18 Daisy Mae Daycare 07/07/2018

)

Below, there are two more sections: Other Enrollments for Child and Case Notes. The Other Enrollments for Child
area displays the enrollment history attached to this COE (i.e. cancellations, class transfers, rejections, etc.). The
Case Notes area allows coalition users to create and view case notes related to the enrollment.

To create a case note, type in the text box area and click Add Case Note.

NOTE: When assigning a custom code to a case note, select the Custom Code Type and Custom Code prior to
clicking Add Case Note.

To view case notes, click Status Records.

& Other Enrollments for Child

Enrollment ID COE Number Program Year Provider Enroliment Status. Actual Start Date Termination Effective Date Last Action Date

No Records Found.

ECase Notes

add your note here.

Custom Code Type Custom Code
[ Status Records ] Select v Select a Custom Code Type v [ + Add Case Note ]
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© case Note History
Show | 10 v | entries Search:
Custom
Code Created Description
ENRV TiT/2018 Child 1D: 2230 Name: Apple Latham County of alatham77+0033@gmail.com
10:02:28 Count}r of Service was changed during VPK enrollment
AM Service from: Clay to : Leon
Change
ENRV 772018 Enroliment  *Child 1D: 2230 *Name: Apple Latham *Program: alatham77+0033@gmail.com
10:02:28 Submitted VPK *Status: Enrollment Submitted *Provider |D:
AM 8433 *Class ID: AF18 “Anticipated Start Date:
08/20/2018
Previous - Next
Close

In this example, the child had a VPK County of Service Change during the enrollment process. The COE listed Clay
as the county of service and it was automatically updated to the provider’s county (Leon) during the enrollment
process. This enables the coalition of the provider to process the enrollment request without having the original
coalition manually update the child’s application record.

Case notes have a search feature that can filter results. Click Close to close the window.

New Enrollments

New enrollment requests appear in the Enrollment Action Requested work queue as Enrollment Submitted. Click
on the COE number to continue. The child’s enrollment record opens. The Enrollment Actions To-Date area
displays the current request that was made by the provider with action buttons to Approve, Reject, or Set to
Coalition Reviewing.

Set Coalition Reviewing

Coalition users may place an enrollment request in the Coalition Reviewing status by clicking the Set Coalition
Reviewing action button. This action changes the record’s status from Enrollment Submitted to Coalition
Reviewing and moves the record to the Coalition Reviewing work queue. The family, provider, and coalition will
see the status update within the respective portals. The family and provider will not receive an email notification
for this action.

Reject

Coalition users may reject an enrollment request by clicking the Reject action button. A window will appear to
enter comments for the enrollment case note. The user must click Save to complete this action; otherwise click
Cancel to abandon the rejection. Rejecting an enrollment request changes the record’s status from Enrollment
Submitted to Enrollment Rejected. In this status, the enrollment request is cancelled and the enrollment process
starts over. The provider’s VPK Director receives an email notification to inform them the enrollment process
could not be completed for the child and the child’s record is no longer listed on the class roster in the Provider
Portal. The family also receives an email notification to inform them the enrollment process could not be
completed for their child; instructions are provided to log into the Family Portal to download the child’s COE and
select another VPK provider.

Approve
Coalition users may approve an enrollment request by clicking the Approve action button. Approving an
enrollment request changes the record’s status from Enrollment Submitted to Enrolled. The family, provider, and
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coalition will see the status update within the respective portals. The family receives an email notification to
inform them the enrollment process is complete for their child. The provider will not receive an email notification
for this action.

Class Transfers
Class transfer requests appear in the Enrollment Action Requested work queue as Enrolled-Change Requested.
Click on the COE number to continue. The child’s enrollment record opens. The Enrollment Actions To-Date area

displays the current request that was made by the provider with action buttons to Approve, Reject, or Set
Coalition Reviewing.

NOTE: During a class transfer, a child has two enrollment records; one for their current class (Enrolled) and one for
the pending class transfer (Enrolled-Change Requested).

NOTE: Once a class change request is submitted to the coalition by a provider, a subsequent class change request
for the same child is not allowed until the initial class change request is processed by the coalition.

B VPK Enroliment for Latham, Apple

Certificate Number: VPK737-2018 Issue Date: 07/07/2018 Current Enroliment Status: Enroliment Submitted Program Year: 2018 - 2019
Provider Info Current Enroliment Info
Provider ID 8433 Class 1D o .
Provider Name Daisy Mae Daycare VPK Class Start Date: 082012018 VPK Class End Date: 0511772019
Provider Address 250 MARRIOTT DR TALLAHASSEE, FL 32399-6535 VPK Calendar. Fall PM VPK Session School year (540 hours)
County of Service Leon Billing Group: VPK Eligibility: VPK
Provider Phone (850) 555-5555 Provider Email rose@nowhere.com Anticipated Start Date: wm00is Actual Start Date: NA
B Enrollment Actions To-Date
Anticipated Start Date Class ID Class Transfer Effective Date Termination Effective Date Termination Reason Submitted By Submitted On Date
081202018 BF18 Daisy IMae Daycare 07/0712018
08/202018 AF18 08/202018 Daisy IMae Daycare 07/0712018
= et Gt Rty

Set Coalition Reviewing

Coalition users may place a class transfer request in the Coalition Reviewing status by clicking the Set Coalition
Reviewing action button. This action changes the pending class transfer record’s status from Enrolled-Change
Requested to Coalition Reviewing and moves the record to the Coalition Reviewing work queue. The family will
not see the status change on their dashboard in the Family Portal. However, the provider and coalition will see the
status update within the respective portals. The family and provider will not receive an email notification for this
action.

Reject

Coalition users may reject a class transfer request by clicking the Reject action button. A window will appear to
enter comments for the enrollment case note. The user must click Save to complete this action; otherwise click
Cancel to abandon the rejection. Rejecting the pending class transfer record cancels the class transfer. The
rejected class transfer request is no longer active or visible to the provider in the second class; only the enrolled
record remains active in the first class. The provider’s VPK Director receives an email notification to inform them
the change request was not approved for the child. The family will not receive an email notification for this action.
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Approve

Coalition users may approve a class transfer request by clicking the Approve action button. Approving a class
transfer request will change the pending class transfer record’s status from Enrolled-Change Requested to Enrolled.
The enrolled record in the first class is terminated with the class transfer effective date. The family, provider, and
coalition will see the status update within the respective portals. The family and provider will not receive an email
notification for this action.

Terminations

Termination requests appear in the Enrollment Action Requested work queue as Enrolled-Change Requested.
Click on the COE number to continue. The child’s enrollment record opens. The Enrollment Actions To-Date area
displays the current request that was made by the provider with action buttons to Approve, Reject, or Set
Coalition Reviewing.

EIVPK Enroliment for Latham, Apple

Certificate Number: VPK737-2018 Issue Date: 07/07/2018 Current Enroliment Status: Enroliment Submitted Program Year: 2018 - 2019

Provider Info Current Enroliment Info

Provider ID 8433 Class ID -
Provider Name Daisy Mae Daycare VPK Class Start Date: 081202018 VPK Class End Date: 051772019

Provider Address 250 MARRIOTT DR TALLAHASSEE, FL 32399-6535

Fall PM School year (540 hours

County of Service Leon

VPK VPK

Provider Phone (850) 555-6555 Provider Email rose@nowhere com Antcipated Start Date: P Actual Start Date: A

& Enroliment Actions To-Date

Anticipated Start Date Class ID Class Transfer Effective Date Termination Effective Date Termination Reason Submitted By Submitted On Date
082012018 BF18 Daisy Mae Daycare 07/07/2018

0812012018 AF18 0872012018 Daisy Mae Daycare 07/07/2018

« Approve | % Reject | @ set Coalition Reviewing

Set Coalition Reviewing

Coalition users may place a termination request in the Coalition Reviewing status by clicking the Set Coalition
Reviewing action button. This action changes the pending termination record’s status from Enrolled-Change
Requested to Coalition Reviewing and moves the record to the Coalition Reviewing work queue. The family will
not see the status change on their dashboard in the Family Portal. However, the provider and coalition will see the
status update within the respective portals. The family and provider will not receive an email notification for this
action.

Reject

Coalition users may reject a termination request by clicking the Reject action button. A window will appear to
enter comments for the enrollment case note. The user must click Save to complete this action; otherwise click
Cancel to abandon the rejection. Rejecting the request cancels the termination and changes the record's status
from Enrolled-Change Requested to Enrolled. The provider’s VPK Director receives an email notification to inform
them the change request was not approved for the child. The family will not receive an email notification for this
action.

Approve

Coalition users may approve a termination request by clicking the Approve action button. Approving a
termination request will change the record’s status from Enrolled-Change Requested to Enrollment Ended (once
the termination effective date is reached). The family, provider, and coalition will see the status update within the
respective portals. The provider’s VPK Director receives an email notification to inform them the enrollment has
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ended and the child’s record is no longer listed on the class roster in the Provider Portal (once the termination
effective date is reached). The family also receives an email notification to inform them the enrollment has ended;
instructions are provided to log into the Family Portal to request reenrollment if hours remain unused.

Edit Termination Information

If the VPK enrollment status is Enroliment Ended (Terminated), a VPK Application Manager can change the
termination date or termination reason if the date and/or reason was incorrectly entered by the provider.

From the enrollment screen, click the Edit Termination Info link.

Current Enrollment Status: Enrollment Ended

(Terminated)

Current Enroliment Info

Class ID

VPK Class Start Date:
VPK Calendar:
Billing Group:

Anticipated Start Date:

[Edit Termination Info]

AF18 - VPK
08/20/2018
VPK
VPK
08/20/2018
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Program Year: 2018 - 2019

VPK Class End Date:

VPK Session:
Eligibility:
Actual Start Date:

06/07/2019

School year (540 hours)
VPK

08/20/2018



Fill out the required fields and click Save.

BTerminate Enroliment

Select the reason for terminating this enroliment.

Last Day of Services:* e

s s .
Termination Reason: 1-Safety Of Other Children v

Comments: *

Cancel
Saving Enrollment Changes Directly

Coalition users may also open an enrollment record and make changes directly, such as changing a class,
terminating the enrollment or cancelling the enroliment.

Class Transfers
To save a class transfer change, open the enrollment record. Use the Class ID drop down to select the class to
transfer to.

E VPK Enroliment for Latham, Baby Ruth

Certificate Number: VPK1116598-2018 Issue Date: 07/24/2018 Current Enroliment Status: Enrolled Program Year: 2018 - 2019
Provider Info Current Enrollment Info
=T
Provider ID 19448 Class ID A1 Sthoolves v
Provider Name Enter the first 3 letters of the provider name locs Srart Dot e VPK Class End Date: 05242019
Kim's Test Daycare VPK Calendar: School Year VPK Session: School year (540 hours)
Provider Address 2305 HOME CT TALLAHASSEE, FL 32303 Billing Group: VPK Eligibility: VPK
County of Service KREPSISLAND Anticipated Start Date: . Actual Start Date: NIA
Provider Phone (850) 555-5555
Provider Email trokekim+prov1dir@gmail.com

# Enrollment Actions To-Date

Anticipated Start Date Class ID Class Transfer Effective Date Termination Effective Date Termination Reason Submitted By Submitted On Date

08/13/2018 AF18 Kim's Test Daycare 12/08/2018
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When the class changes, a "Class Change Effective Date" appears. Enter the first day the child will begin in the new
class and click Save.

El VPK Enroliment for Latham, Baby Ruth

Certificate Number: VPK1116598-2018 Issue Date: 07/24/2018 Current Enrollment Status: Enrolled Program Year: 2018 - 2019
Provider Info Current Enrollment Info
Provider ID 19448 Class ID 6F18-Schoolvea v | Class Change Effective
Provider Name Enter the first 3 letters of the provider name Date
. VPK Class Start Date: 06/13/2018 VPK Class End Date: 05/24/2019
Kim's Test Daycare
. VPK Calendar: A VPK Session: School Vear (540 hours)
Provider Address 2305 HOME CT TALLAHASSEE. FL 32303
) Billing Group: VPK Eligibility: VPK
County of Service KREPS ISLAND
Anticipated Start Dat Actual Start Date: NiA
Provider Phone (850) 555-5555 niicipate ate 08/1312018 ue e
Provider Email trokekim-+prov1dir@gmail. com
® Remove Enroliment from Provider - Child never attended
# Enrollment Actions To-Date
Anticipated Start Date Class ID Class Transfer Effective Date Termination Effective Date Termination Reason Submitted By Submitted On Date
08/1312018 AF18 Kim's Test Daycare 12/08/2018

HMsave | X Terminate

The page refreshes and the enrollment record is updated.

Terminations

To save a termination change, open the enrollment record and click Terminate. A pop-up message displays to
collect termination information. Enter the last day that services will be/were rendered and select the reason for
termination. The Termination Effective Date is displayed below the Last Day of Services as one day after the last
day of services. Therefore, the Termination Effective Date is the first day the child is NOT attending class. Click
Save to complete the task or click Close to abandon the termination and close the window.

BTerminate Enroliment

Select the reason for terminating this enroliment.

ices:®
Last Day of Services: [:) 122112018

Termination Effective Date: 12:22/2018

- -
Termination Reason: 25-Parent Withdrew Child

Comments:*

Parent wi child. Will seek with new provider after the New Year|

Cancel Save

The page refreshes and the enrollment record is updated.
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Update Anticipated Start Date

To save an updated anticipated start date, open the enrollment record. Enter a new Anticipated Start Date and
click Save. NOTE: An anticipated start date cannot be changed if an Actual Start Date is recorded. Also, the
validations must still be met (i.e. the anticipated start date cannot be before the class start date or after the class
end date; and, it cannot be before the child's COE issue date).

VPK Enroliment for Latham, Bacon

Certificate Number: VPK727-2018 Issue Date: 06/27/2018 Current Enrollment Status: Enrolled Program Year: 2018 - 2019
Provider Info Current Enroliment Info
Provider ID 8489 Class ID [
Provider Name Enter the first § leffers of the provider name VPK Class Start Date: 0711612018 VPK Class End Date: 03222018
(FIEE 27110 T2 VPK Calendar: Fall Is Here VPK Session: School year (540 hours)
Provider Address 2308 APALACHEE PKWWY TALLAHASSEE, FL 32301 Billing Group: VPK Eligibility: VPK
County of Service Leon Anticipated Start Date: W7E2018 Actual Start Date: NA
Provider Phone (555) 555-5555
Provider Email dalmatian@nowhere.com

® Remove Enroliment from Provider - Child never attended

& Enrollment Actions To-Date

Anticipated Start Date Class ID Class Transfer Effective Date Termination Effective Date Termination Reason Submitted By Submitted On Date

07/16/2018 FF18 Provider In Time 07/31/2018

Save | % Terminate

Remove Enrollment from Provider - Child Never Attended

Coalition users may remove an enrollment from a provider, in effect cancelling the enrollment. This feature may
be used if the child never attended and no reimbursement will be sought for the enrollment. To use this feature,
open the enrollment record and click the Remove Enrollment from Provider - Child Never Attended button. A
window displays to confirm the action. Click Remove to continue or click Cancel to abandon the action and close
the window.

Confirm Enroliment Cancellation

If you remove this enroliment, you will not be able to make further changes to it

Are you sure you want to remove it?

Remove Cancel
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Removing an enrollment changes the record’s status to Enrollment Cancelled and the enrollment process starts
over for the family. The provider’s VPK Director will receive an email notification to inform them the enrollment is
removed; no attendance or reimbursement may be sought. The child’s record is no longer listed on the class
enrollment roster or attendance roster in the Provider Portal. The family will receive an email notification to
inform them the enrollment for their child was cancelled; instructions are provided to log into the Family Portal to
download the child’s COE and select another VPK provider.

This feature is available until the actual start date is recorded through the attendance process. When the actual
start date is populated in the column, the Never Attended button is no longer available.
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Review Class Rosters
Coalition users can navigate to the VPK Enrollment menu item and select the Class Rosters link to view provider
rosters by class.

# Home  VPKProgram ~  VPKSIS+  SRProgram ~  TAPP~

VPK Application  »
VPKEnrollment » | Eproliment Action Requested

il
Coalition Reviewing

Bulk File Upload

Class Rosters

Q search

The View Class Rosters page displays.

View Class Rosters

Provider Name Provider ID

Search for Provider

Enter the provider name or provider ID and click the Search for Provider button. Next, the provider information
and class selections appear.

View Class Rosters

Provider Name Provider ID

19449 Search for Provider

Provider Info

Doing Business As: Growing Up Strong Provider ID: 19449
Address: 205 MARRIOTT DR TALLAHASSEE, FL
32301

VPK Program Year VPK Session VPK Class
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Select the VPK program year, session, and class to view the roster. When selected, class information displays.

View Class Rosters

Provider Name Provider ID

19449 Search for Provider

Provider Info

Doing Business As: Growing Up Strong Provider ID: 19449
Address: 205 MARRIOTT DR TALLAHASSEE, FL
32301
VPK Program Year VPK Session VPK Class Class Info
2018 - 2019 v Scheol Year (540 hours) v AF18 v
Class Start Date: 7/2/2018 Class End Date: 5/31/201%
Max Class Size: 11 'VPK Children Count: 11 Non-VPK Children Count: 0

Show 10 v entries < Clear All Fitters  [IICEEUel

Certificate Anticipated Start Termination
Number Child DOB Child Age Date Actual Start Date Effective Date Status

Filter Filter Filter Filter Filter Filter Filter Filter Filter
VPK11097052018  Reese's Pieces Latham 91912013 5 711812018 711812018 Enrolled

VPK1109698-2018  Twix Latham 9/9/2013 5 71812018 711812018 Enrolled
VPK1109624-2018 Snickers Latham 919/2013 5 7118/2018 711812018 Enrolied
VPK1109732-2018 Three Musketeers Latham 919/2013 5 TM17/2018 71712018 Enrolied
VPK1109729-2018 Crunch Latham 9/9/2013 5 7712018 TN1712018 Enrolled
VPK11097132018  Payday Latham 9912013 5 772018 71712018 Enrolied
VPK1116592-2018 Milky Way Latham 9/19/2013 5 7124/2018 712412018 Enrolied
WONPSPNN  \/Ci1116587-2018  Goodbar Latham 9/9/2013 5 712412018 712412018 Enrolled

Columns may be sorted, filtered, and searched as needed. Clicking the View Enrollment button opens the child's
enrollment record. The class rosters duplicate the provider roster view (without provider action buttons).
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SR Enrollment

SR-20 Contract Verification

A provider must have a Certified SR-20 contract or an active SR-20 contract extension on the Enrollment Start Date
before an enrollment can be added. In the below example, the provider does not have a Certified SR-20 contract
for the Enrollment Start Date of 03/01/2021, so a validation message displays, and the enrollment cannot be
saved.

I Add Enroliment

Select a Provider for | *

© Parent selection 1. CAVERNS LEARNING CENTER
@ Other.

Alina Public School Browse.
Details of Selected Provider

Name Hours of Business
Altha Public School M-F 7:45am-2:30pm
Location :L‘;:’;;:Xﬂ:’ Child Ages
25820 NE FUQUA CIR 3YR-6YR
ALTHA, Florida 32421-3485 Brofile Sories
Calhoun P View Provider Rales
Contact Phone Number Program Year e
(850) 674-8734 2020 - 2021
Contact Email Address Gold Seal Type
staci willams@calhounfischools.org Not a Gold Seal provider

Enroliment Start Date * 03/01/2021

not have a
Certified SR contract on this cate

Continuation of Services * s this enroliment a continuation of Services with the selected provider?

O Yes No
Eligibllity Information
Eligibllity Begin Date Eligibility End Date Level of Care
01/0212021 01/02/2022 48 < 60 Months.

Full time Co-payment Part time Co-payment Copay in Effect -

save || Cancel

Pending Family Acceptance Status

When a new School Readiness enrollment is created for an eligible child, families must accept the terms and
conditions, establish their consent for developmental screening and/or child assessment, and sign the payment
certificate. Families receive an email notification from DEL every five days until these steps are completed and the
enrollment status changes from Pending Family Acceptance to Enrolled.

New enrollments in Pending Family Acceptance will not be visible on provider attendance rosters and will only
appear once the family signs the payment certificate; however, there are exceptions.
e New enrollments for at-risk children (BG1) or at-risk children in relative care (BG3R) billing groups in
Pending Family Acceptance will populate on attendance rosters
e Existing enrollments in Pending Family Acceptance that have already been submitted for attendance in
previous months will continue to populate on attendance rosters

Providers will be able to process attendance and be paid for these enrollments, but not until the payment
certificate is signed by the family.
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If a provider has new enroliments in Pending Family Acceptance, when the provider accesses SR attendance, a
pop-up window will display with a count of those new enrollments and a link to the Manage SR Enrollment queue.

Pro

51 Readiness (SR)

late : 4/5/12021

-

@ Pending Payment Certificate(s)

There arild enroliments that are still in Pending Family
Acceptance. These children may not be included on the attendance

roster.

Please remind parents/guardians to log in to the Family Portal to
electronically sign and accept their payment ceriificate in order fo
begin tracking attendance for those enroliments. Failure to sign the
payment certificate will delay reimbursement payments for the

enroliments.

To identify children in Pending Family Acceptance, view the
enrollment roster gnd filter the Status column.

E
fles: Altha Church of God O

E of Northwest Florida on 3/3

Viewing Enrollments in Pending Family Acceptance

To view enrollments in Pending Family Acceptance, navigate to Enrollments > Manage SR Enrollments >
View/Edit SR Enrollments.

A Home

Manage SR Enrollments  »

Manage Sites
IManage All Sites

Business - Profile - Contracts -

Manage Users
IManage All Users

Enroliments - Aftendance -

Manage VPK Enroliments p
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Preschool Development
Registration Fee

Redeterminations

Documents -

SR Enroliment Requests
View/Edit SR Enroliments

p display.
»
»



Then, enter “Pending” in the Status column filter.

£ Clear All Filters Search:

Attendance Enroliment
Start Date End Date
Filter Filter Pendir
Pending | |
Family
Acceptance

Ending Enrollments in Pending Family Acceptance

Providers can end enrollments in Pending Family Acceptance. Search for enrollments in Pending Family
Acceptance, as detailed above, then click the End Enrollment button.

£ Clear All Filters Search:

Attendance Enroliment
Start Date End Date
Filter Filter Pendir
Pending | |
Family
Acceptance

A confirmation pop-up window displays. Click Yes to continue or No to stop the End Enrollment process.

End child SR enrollment

Do you want to end this Provider Enrollment?
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After clicking the Yes button, the following pop-up window displays. Complete the required information and click
Save.

End SR Enrollment

YYou have chosen to end enroliment for this child.

End Enroliment Reason®

-- Select a Termination Reason — ~

Last Attendance Date™

MM/IDDYYYY B

Is there a past due parent fee?*

OYes O No

Past Due Parent Fee

AN document

. Cance'

After clicking Save, a confirmation pop-up window displays. Click Yes to end the enroliment or Cancel to cancel the
End Enrollment process.

H © Confirm End Enrollment .

e Ending the enrollment on this day means that reimbursements will not

be provided for services after this date.
End | End this enroliment with the specified dates?

1§ N

Last Cancel

After clicking the Yes button, a pop-up window displays a message that the enrollment is ended. Click Ok to
continue.

©®  End Enroliment

Child enrcllment was successfully ended
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Cancelling Enrollments in Pending Family Acceptance

Providers can cancel enroliments in Pending Family Acceptance, but only if the enrollment is not for an at-risk
child (BG1) or at-risk child in relative care (BG3R) and attendance has not been submitted for the enroliment.

Search for enrollments in Pending Family Acceptance, as detailed above, then click the Cancel Enrollment button.

% Clear All Filters Search:

Attendance Enrollment
Start Date End Date Action
Filter Filter pend
Pending | |
Family

Acceptance Cancel Enrollment

@ cancel Pending Enroliment

You have selected to cancel this enrollment for : - Enrolliment Start Date
02/26/2021

You should only cancel this enrollment if the child never attended on or after the enroliment
start date listed above

Upon canceling this enrollment

This enrollment record will no longer appear in your enrollment listing or on your
attendance rosters.

Any attendance that has been saved but not submitted for this enrolliment will be
removed from your attendance roster.

You will not be able to record or submit attendance for reimbursement once
canceled.

Do you want to proceed with canceling this enroliment for ( ?

Click Yes to cancel the enrollment and remove it from the SR Enroliment queue. Click No to stop the Cancel
Enrollment process.
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SR Eligibility Redeterminations

The SR Eligibility Redetermination menu allows providers to view enrollments with “upcoming” or “past due”
redeterminations. These queues are for informational purposes only and aid providers in knowing when an
enrolled child is reaching the end of their School Readiness eligibility.

Upcoming Eligibility Redeterminations
To see the enrollments with upcoming eligibility redeterminations, the provider navigates to Enroliments >
Manage SR Enroliments > Redeterminations > Upcoming Redeterminations.

e e s

Business ~ Profile ~ Contracts ~ Enrollments ~  Atendance - Documents ~

A Home

Manage VPK Enrollments » 3 kips LLC

~  Profile:

2020 -2021 ~

ClogOff {3 @
Manage SR Enrallments »  sR Enroliment Requests
View/Edit SR Enrollments

Preschool Development  »

Broadca

Coalition Messages

Registration Fee »

Manage Sites
Manage All Sites

Nomess Redeterminations 3 No notifications or alerts to display.

Upcoming Redeterminations

Manage Users
Manage All Users

Manaae VPK Annlications and Contracts

Redetermination records will only appear in the Provider Portal Upcoming Redetermination queue when:

e  Child eligibility status is Eligible
e  Child enrollment status is Enrolled or Pending Family Acceptance
e The redetermination is within 15 days from the due date

Past Due Eligibility Redeterminations

To see the enrollments with past due eligibility redeterminations, the provider navigates to Enrollments > Manage
SR Enrollments > Redeterminations > Past Due Redeterminations.

~mma

Business ~ Profile ~ Contracts ~ Enrollments ~

A Home

Aitendance -

Documents ~

Manage VPK Enrollments » 3 kips LLC

Manage SR Enrollments »

Broadca

SR Enrollment Requests
View/Edit SR Enrollments
Preschoal Development »
Registration Fee »

~  Profile:

2020-2021 v

ClogOff 13 @

Coalition Messages

Past Due Redeterminations

Manage Sites
Manage All Sites

Nomess Redsterminations > No notifications or alerts to display.

Manage Users
Manage All Users

Manaae VPK Annblications and Contracts

Redetermination records will only appear in the Provider Portal Past Due Redetermination queue when:

e Child eligibility status is Eligible
e  Child enrollment status is Enrolled or Pending Family Acceptance
e The redetermination is at least one day past the redetermination due date

After clicking the Upcoming Redeterminations or Past Due Redeterminations link, the following appears.
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© Click Here For Filtering Tips

Show 10w entries Export R
| Eligibility Assignment Start Date | Eligibility Assignment End Date Payment Certificate

Filter Filter Filter

08/03/2020 031172021
i 12/05/2020 031172021
G 12/07/2020 03/08/2021
Gl 09/03/2020 02/2672021
i 02/26/2020 021262021 Viwr
Na 1/09/2020 02/2612021 m
Showing 1 10 6 of 6 entries Pravious - Nesa

Click the link for a child name in the Child Name column, and a pop-up message displays child eligibility and
enrollment details for the child.

Click View in the Payment Certificate column, and a pop-up message displays the payment certificate for the
enrollment. If the payment certificate does not exist, the View button will not be active, but hovering over the
button displays a message: "The payment certificate is not viewable until signed by the parent."

NOTE: If the ELC changes the Household Eligibility Status from Redetermination to Active or Inactive, the child’s
eligibility will be removed from Redetermination status and the record(s) will be removed from the Provider Portal
Redetermination queues.

Child Eligibility Details

Child Information

Name Date of Birth Age
Et 1

Parent Contact Information

Name Telephone
R (555) 555-5555

Address
City State Zip Code
Mount Dora FL 32757

Engibility Information

EV Number Billing Group Co-Payment
EV_0000437 BGS $4.25

Eligibility Status Eligibility Start Date Eligibility End Date
COALITION REVIEWING 08/03/2020 03/11/2021
Enroliment Status Redetermination Due Date

Enrolled 03/11/2021

Close
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Attendance and Reimbursement Processing

The EFS Mod financial system operates on a 12-month payment year (July 1 to June 30). Each payment period or
month, providers submit attendance rosters for childcare services rendered during a service period. As these child
records move through the payment cycle, different statuses are assigned.

Need Have Closed Payment Undated paid
Attendance Attendance Attendance Verified p
Have Pending
Adjustment Adjustment

Need Attendance — Outstanding attendance for a service period not yet submitted.

Have Attendance — Submitted attendance.

Closed Attendance — Approved attendance.

Payment Verified — Verified reimbursement detail.

Have Adjustment — Approved attendance in need of reimbursement detail correction.
Pending Adjustment — Reimbursement detail corrections pending approval.

Updated — Locked reimbursement detail.

© N U ke WwWwNR

Paid — Transmitted reimbursement detail.

At any given time, coalitions are see how many individual records are in each status for the current payment
period by viewing the Review & Close Payment Period page (under the Reimbursement > Reimbursement
Closeout menu).

Review & Close Payment Period

Payment Period Summary

Use this page to review and close

Have Closed Pending Payment Enroliments w/ Assessed Match Action
Funding Type Payment Period I} [:] Verified Updated Paid Match Assessed Amount or Status
VPK April 2020 5232 610 5 1 o 0 - - Open
SR April 2020 960 6103 1 o o 0 0 0.00 Open
Local April 2020 - & ] 1 o 0 - - Open
VPK Advance-VPK April 2020 - - - o o 0 - - Close
VPK Advance-VPKS April 2020 - - - o 0 o - - Close
VPK SIS April 2020 - - - ] 0 o - - Close

Payment Periods

Attendance records for service periods move through different statuses within a payment period. The payment
period automatically opens on the first of each month and automatically closes on the last day of the month.
However, coalitions may choose to manually end a payment period early, such as on the 20t of each month, by
using the Review & Close Payment Period feature. Closing a payment period, whether automatically or manually,
opens the next payment period. Only one payment period is open at a time. Any records that are not in the Paid
status when the payment period closes, carryover into the next payment period in the same status so they may
continue to be worked until the Paid status is reached.
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Service Periods

Service periods are one month. Service periods begin on the first day of the month and end on the last day of the
month. When a child is enrolled with a provider, an attendance record is created. Providers are able to mark
attendance during service periods in which the child is enrolled, beginning on the child’s anticipated start date
until the child’s enrollment has ended. Each service period has a defined due date established by the statewide
provider contract process. Providers that submit attendance before the end of the service period or after the
service period due date are messaged accordingly. For example, attendance cannot be recorded for a day that has
not occurred yet, therefore providers are alerted that future days are not reimbursable upon early submission.
When submitting after the service period due date, providers are alerted that reimbursement may be delayed.

Attendance Process - VPK

The provider attendance process is based on reporting exceptions. VPK providers must report absences for
enrolled children during each service period for each approved class. Information about the class, such as the
start/end date and non-instructional days, are from the provider’s VPK Provider Application. Information about
the child, such as the child’s anticipated start date and termination effective date, are from the child’s enrollment
record. Corrections to the class information or child information must be made in their source areas, not the
attendance feature. Class and child information are refreshed each time an un-submitted attendance roster is
opened by the provider.

Providers record attendance for each day the class is scheduled to be in session during the child's enroliment. As
days occur in the month, they default to present (X). Providers click on a child’s name and day to change the
present (X) indicator to absent (A). No absent reasons or other information is collected on the provider's screen
during the VPK attendance process. Features include a Search button (to search for any criteria included in the

roster list, such as a name, age, billing group) and a Summary button (to display the entire class roster in a single
month view and print).

VPK Attendance Roster

.. .
Program Type™:  vpk v Voluntary Prekindergarten (VPHK) @ Class attendance has NOT been submitted to Coalition at this time.
Service Period® 1 5142018 10 8/31/2015 v Due Date @ 9/6/2018 Class AF18-Frontierland Max Class Size 1
Start Date  8/13/2018 EndDate  5/31/2019
-

Class ID%: AF18 v m Curriculum  Knowledge Universe Edition 2004

Early Foundations

Discovery Infants

Search:
1to 4 of 4 enrolled # Indicate the child's attendance below. Supporting documentation may be uploaded to the Document Management Library as
Billing needed
| [cutions| 008 om Gy s T
1 Baloolatham 222014 4y VPK
2 E::::r:w 882013 5y VPK AugUSt 201 8 Child’s Current Information
3 E;::::“a mms sy VPK Sun Mon Tue Wed Thu Fri Sat Name Elue Fairy Latham
8,
A E:t‘:::m 1212013 4y VPK 1 2 3 4 DOB /82013 Age 5
B : : . . Status Enrolled BGrp VPK
g Cert VPK752-2018
7
B s 6 ! 8 ¢ 10 " Class AF18-Frontierland Room
?D Monthly Attendance Summary
1 2 13 14 15 16 17 18 DaysRiEsel E
1 = x x X x X = Days absent 0
1.
15.
1. 19 20 21 2 23 24 25
7. X X b3 X X
18.
19.
20 26 27 28 29 30 31
X X X X X
X| Enrolled/Present
A| Absent
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As absences are recorded, they are saved automatically. However, providers may choose to use the Save button
to save their work periodically or when moving from child to child. When all child absences are recorded for the
service period, the provider will click the Submit to Coalition button. This brings the provider to a Sign and Certify
page where the page displays the summary view and collects the user’s submission information.

Once submitted, providers see a submitted message in the class summary box and the "SUB" status in the Status
column for each child record on the attendance roster. As the individual child records move through the payment
period, their status is reflected in the provider’s attendance roster Status column. On the Provider Portal, the child
record statuses may be "SUB" (Submitted), "REJ" (Rejected), or "APP" (Approved). It is possible that a provider has
some children listed as Approved and some children listed as Rejected after their submission. Providers are
notified when rejections occur so they may re-visit the attendance roster to edit and re-submit. Only records that
do not have a status or are rejected may be edited.

VPK Attendance Roster

* r Volunt: PreKinde rt VPK]
Program Type VPK v oluntary PreKindergarten (VPK) « Giass attendance was submitted to Goaltion on 10/24/2018 by alatham77+0033@gmail.com

Service Period™ : 812018 to 8312018 v| Duebate: © 9612018 Class AF18-Flower Room Max Class Size 11

Start Date 8/13/12018 End Date 5/3/2019
ciss 0 o .
Curriculum Pathways to Preschool Edition 2nd edition/2011

Search

110 4 of 4 enrolled = Indicate the child's attendance below. Supporting documentation may be uploaded to the Document Management Library as needed

[ chitaName | DoB |age| Biling Group | status ‘Attendance Galendar

hvcllaam 202014 4y VK v 5B A 12018

m o woots 4y vex Zsm uqus

aham . BER013 PK vsus g Select a child to edit attendance
n 121212013 4y VPK v SUB

sun Mon Tue Wed Thu Fri sat
1 2 3 4

1
2
3
4
6
8
9

Child record statuses also change on the Coalition Services Portal. Prior to the attendance roster being submitted
by the provider, the child records were in the "Need Attendance" status. Once submitted, the child records are
moved to the "Have Attendance" status. Approved records move forward to the "Closed Attendance" status while
rejected records move back to the "Have Attendance" status. Additional information about the attendance
process on the Coalition Services Portal is described in this guide.

Attendance Process - SR

The provider attendance process is based on reporting exceptions. SR providers must report absences for enrolled
children during each service period for each contracted coalition. Information about the provider’s operational
schedule and site closures are from the provider’s profile. Information about paid holidays are from the provider’s
SR Paid Holidays maintained by the coalition. Information about the child, such as the child’s name, enrollment
start and end dates, are from the child’s enrollment record. Corrections to this information must be made in their
source areas, not the attendance feature. Enrollment information is refreshed each time an un-submitted
attendance roster is opened by the provider.

Providers record attendance for each day the site is opened and the child is scheduled for service during the child's
enrollment. As days occur in the month, they default to present (X). Providers click on a child’s name and day to
change the present (X) indicator to absent (A). A reason for the absence must be selected. Documentation and a
note to the coalition are optional. Non-scheduled days appear as NS on the attendance roster. If needed,
providers may change a NS day to present (X) or even absent (A). Features include a Search button (to search for
any criteria included in the roster list, such as a name, age, billing group) and a Summary button (to display the
entire roster in a single month view and print).
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Program Type*:  gg - School Readiness (SR) e

has NOT been to ELC of the Big Bend Region.
Service Period® : | g/1/2018 10 9/30/2018 v DueDate: @ 10/3/2018 (e o] (RTF iz 2 (P ()
Hours Of Operation M-F 6:00am-6:30pm
*.
Coalition™: ELC ofthe Big Bend Regic ¥ SRILocal Funding Students 6
Faid Holidays 2018-09-03
Search,
1106 0f 6 enrolied 1= Indicate the child's attendance below. Supporting documentation may be upioaded to the Document Management Library as needed.
g Attendance Calendar
poBs
Group
Daphne Latham  3/32018 1y BG8 Septe m ber 20 1 8 Child's Current Information
2 Fredlatham 332018 1y BGS
Scooby-Doo -
3 e 72015 3y CCEP sun  Mon  Tue | Wed  Thu  Fri sat (D REdEE

Serappy-Doo
Latham ' ]
Shaggy Latham  11/11/20144y  BG3 e Copay 3063 BGrp BGS

4 8/8/2017 1y CCEP 1 DOB  3/3/2018 Age 1
5
6. Velmalatham 5552016 2y 33-ALF
7
8

Status Enrolled
Monthly Attendance Summary

Anticipated Start Date  7/1/2018

Days Absent 0
:2_ Days Present 19
:g Reimbursed Holidays 1
1r. Non-Reimbursable Days 0
"
20.

Previous | Next

7% Enrolled/Present m & Submit to Coalition

Non-Reimbursable/Non-Scheduled
Days

Consecutive absences can be entered by using a date range. A document can be attached to the absence range
and the document will be associated to every day entered in the date span.

Absence From € 10082021 Absence Tnl‘ 10/08/2021

Enzo Celestino

*
Reason Military Deployment ~

Note

Max length is 500 : 500 r

Attach your document

PayStub2.docx
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Removing an Absence

Absences entered by mistake can be changed back to present by clicking on the “A.” The below pop-up message
appears. To undo the absence, click the Remove Absence button. That day will show an “X”, the absence reason is
removed, and the attachment is removed.

Absence From @ [* . -, Absence TD|E' 10/08/2021

Enzo Celestino

*
Reason Military Deployment ~

Note

Max lengrh allowed is 500 characters: 500 remaining.

Attach your document

PayStub2 docx |

= Indicate the child's attendance below. Supporting documentation may be uploaded to the Document Management Library as needed

Attendance Calendar

October 2021

Child's Current Information

Sun Mon Tue wWed Thu Fri sat name [
1 2 DOB  2/2/2018 Age 3
i = Copay $2.15 BGrp BGS
5 4 5 5 s Status Enrolled
* x A A A = Meonthly Attendance Summary
IS S S
0 1 1 13 v, — 6 Anticipated Start Date  8/5/2021
* x x x x x »* Absences
DNET ET e e e
.7 18 1o 20 21 P o 10/05/2021  10/07/2021
* x x x X x = 10/06/2021
NETD ET ET ETS Enae
24 25 26 27 28 29 30 Days Absent 2
» x Days Present 14
. FT . .
Reimbursed Holidays o
34
Non-Reimbursable Days 0
RWA No
Schedule Note
NZA

Note:

X - Enrolled/Present — Allows Date Span Absence

A - Absent — Allows Date Span Absence

CR - Reimbursable Temporary Closure Day - Partial — Allows Date Span Absence

CN -Non-Reimbursable Temporary Closure Day — Partial — Allows Date Span Absence

N - Non-Reimbursable Day — Does Not Allow Date Span Absence

NS- Non-Scheduled Day — Does Not Allow Date Span Absence

.Paid Holiday — Does Not Allow Date Span Absence

T - Terminated/Enroliment Ended — Do Not Allow Date Span Absence

* Closed — Does Not Allow Date Span Absence

CR - Reimbursable Temporary Closure Day - Whole Site — Does Not Allow Date Span Absence

CN - Non-Reimbursable Temporary Closure Day - Whole Site — Does Not Allow Date Span Absence
Attendance has not started — Does Not Allow Date Span Absence
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Attendance Processing

The Attendance Processing work queues are available under the Reimbursement menu item. The work queues
include Need Attendance, Have Attendance, and Closed Attendance.

R

ment ~ i - Admin Functions - Reporis ~ CCR&R ~

Aftendance Processing 4 Need Atiendance

Adjustment Processing » Have Attendance

Reimbursement Closeout »

Closed Atiendance WELCOME TO FLORIDA'S EARLY LEARNING

reremenen (COALITION SERVICES PORTAL

Vendor Number Entry
VPK Reimbursement Tools »

Reimbursement Search

Q, search VPK Applications Q Search SR Applications

Need Attendance

The Need Attendance work queue displays all the outstanding attendance rosters for providers by service period
and funder type. Each provider that has an un-submitted attendance record for a child enroliment are
represented here. The column filters and search feature may be used to filter the results by specific criteria such
as a county name or provider name.

"Need Affendance” Work Queue
@ Click Here For Filtering Tips

Gounty: Funder Type:
Al VPK

Service Period:

v ~ 1

show| 10

Provider Funder
=] 1Y County Service Period Type

Filter

v search results.

 Clear All Fiters  [IISEEI)

Last
Modified
Date

Filter Filter Filter Filter Filter Filter Filter Filter

Incomplete 19448 Kim's Test Daycare KREPS ISLAND January 2023 VPK BF22 Need Atendance  04/20/2023  Tosin2694+providerprod@gmail.com

Missing 20174 jamie’s house MATHISTOWN January 2023 VPK AF22 Need Attendance

Missing 23036 Kim's Test Daycare #2 - UPDATED DBA KREPS ISLAND January 2023 VPK AF22 Need Attendance

Showing 1 to 3 of 3 search resuls.

+ Retum to Search

Last Modified By

Coalition users cannot open or view the attendance rosters from this work queue. However, whether or not the
provider has opened or worked on the attendance roster is known by looking at the Action column. The Action
column has two indicators: Missing or Incomplete. Missing means the provider has not opened the roster.
Incomplete means the provider has been working on the roster. In addition, the Last Modified Date and Last
Modified By information will be populated. As attendance rosters are submitted, their status changes to Have
Attendance. Therefore, they will not be listed in this work queue anymore. However, if the provider has one or
more rejected attendance records (from Have Attendance), the service period roster will be listed in the Need
Attendance work queue again because the provider has outstanding child attendance records that are not yet
submitted for a service period. An additional report is available in Tableau with additional information about the
outstanding child attendance records.
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Have Attendance

The Have Attendance work queue displays all the submitted attendance rosters for providers by county and funder
type. Each provider that has submitted attendance records for a child enroliment are represented here. The
column filters and search feature may be used to filter the results by specific criteria such as a county name,
service period, or provider name. Attendance rosters submitted after their service period due date are bolded in
red and have a warning symbol (£k) to indicate their late submission. Coalitions may choose to work the late
rosters or skip over them. Any rosters that do not reach the Paid status when the payment period closes, remain
in their current status in the new payment period to continue being worked.

B Have Atiendance” Work Queue

@ Cick Hera For Filtering Tips
County: Funder Type:
Show v search resuls | clese s ruers I
Lant
Provider VPR Received | Moditied
n 1L | Provider Name County Service Period Class 1D | | Status Date Date Last Moditied By
" Kinvs Tavt Daycare KREPSISLAND  Seplember2020  VPK AFZOClas  HaveAllendance  O49E0Z1 042672021 irokekimeprovi@gmai com
A a
Kim's Tost Daycare KREPS ISLAND  November 2022 vPK AF22.Class  HaveAllendance 04207202 023 | Tosn2o domroadp
a
s Test Daycare KREPS ISLAND  November 2022 VPK BF22.Class  HaveAllendance 4202020 042072023 Town2694+providerpioo@gmal com
8 a
Kim's Tost Daycare KREPS ISLAND  December 2022 veK AF22.Class  HaveAliendance 04202023 0 3 eprondermiooy
o

Kiny's Test Daycars KREPS ISLAND  December 2022 VPK BF22Class  HaveAmendance 04202023 04202023  Tosn2694+providerproa@email com
a

To begin reviewing submitted attendance records, click on the Review link. The attendance roster opens. The top
portion of the roster contains information about the provider and attendance roster. The service period, due date,
and submitted date are displayed. Again, attendance rosters submitted after their service period due date are
bolded in red and have a warning symbol ( £k) to indicate late submission.

Each record must have a status of Approved or Rejected to continue with the roster processing. Children with 3 or
fewer absences default to the Approved status. Children with 4 or more absences must have the status selected.

Approved records will move forward in the reimbursement process to Closed Attendance. Rejected records will
move backward in the reimbursement process to Need Attendance. Rejecting records is necessary when
corrections are needed to the child enrollment information, attendance, or schedule (i.e. closures). Once rejected,
edits to the enrollment, attendance, and schedule may be updated. Then, the provider may review and re-submit.
Rejecting one or more records will not prevent the other approved records from moving forward in the
reimbursement process.
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Growing Up Strong - AF18 - Purple Room - Nov-2018

Attendance Record for Growing Up Strong

¥ Funder Type: VPK & Payment Period: Dec - 2018 £ senice Periog 11/01/2018 to 11/30/2018

@ status: Have Attendance i Due Date 12/0512018 & Submitted Date: 120912018 A

A Provider Name: Growing Up Strong A Provider ID: 19449 2 Submitted By: alatham77+OELprovider@gmail.com
# Site Address 205 MARRIOTT DR TALLAHASSEE, FL 32301 # County: KREPS ISLAND $ Advance Payment:

# Classroom AF18 - Purple Room # Class Start 0710212018  Class End 0513112019

poB lling | Thu | Fri | Sat | Sun|Mon | Tue |Wed | Thu| Fri| Sat | Sun | Mon | Tue | Wed | Thu Sat | Sun | Mon | Tue | Wed | Thu | Fri | Sat | Sun | Mon | Tue | Wed | Thu | Fri | Days Days
| Group | 11/1 | 1112 11/3| 1114 | 11/5 | 11/6 | 1177 | 11/8|11/8|11/10| 11111 | 11112 19113| 11714 11115 1117 1118 11118 11120| 11/21 | 11/22/11/23/11/24) 11125 | 11/26 | 11127| 11128 | 11/29 11/30| Present | Absent
VK Xttt X X X X ot ot X X X X T * * X X X * * = = X X X X CR 1 0 1 pmm

1. Crunch Latham  9/9/2013 5y Reject

2 GoodbarLatham9/9/2013 5y VPK X * * * X X X X * % - A X X X - - - X X X - - - - X X X X CR 15 1 1 Reject

3. Krackel Latham 9/9/2013 5y VPK X * * * X X X X * % - X X X X - - - X X X - - - - X X X X CR 16 0 1 Reject

4 Mentoslatham 9/9/2013 5y VPK X * * * X X X X * * * X X X X *~ * * X X X * = + = X X X X CR 16 0 1 Reject
Milky Way

5 atham 9/9/20135y VPK X * * * X A X X * * N X X X A - N - X X X N - N - X X X X CR 14 2 1 Reject

6. NestlelLatham 1/1/2014 4y VPK X = * * X X X X -~ N N X X X X - N - X X X N - N - X X X X CR 16 0 1 Reject

7. Paydaylatham 9/9/2013 5y VPK X X X X X * o+ <+ X X X X * * * X X X * =+ s x X X X CR 16 0 1 Reject

8. T:;‘:“S PIeceS o013 sy VPK X+ + *  x x X X - * + x x x x + = + x x x + = = = x x x x crR 16 0 1 Reject

9. SnickersLatham 9/9/2013 5y VPK X * * * X X X X * o~ - X X X x = - - X X X - = - X X X X CR 16 0 1 Reject
Three

10. Musketeers 9/9/2013 5y VPK X 0 * * X X X X * N N X X X X - N - X X X N - N - X X X X CR 16 0 1 Reject
Latham

11 Twix Latham  9/9/2013 5y VPK X *  * X X X A * * - X X X x = - - X X X - = - X X X X CR 15 1 1 Reject

1M Legend Approve Roster >

NOTE: For VPK rosters, 1) absences between the anticipated start date and first present day are not reimbursable,
and 2) absences between the last present day and termination effective date are not reimbursable. While actual
absences are recorded in Have Attendance, the system excludes these absences from payment calculations in
Closed Attendance.

To reject a single record, click the Reject action button for that row. A pop-up message appears to collect the
rejection reason and comment.

NOTE: The rejection reasons are the same for both SR and VPK programs so they may not be applicable in all cases.
Selecting "Other" requires a comment.

Reject Attendance Roster
Child Name On Attendance: Krackel Latham

Child marked present/absent conflicts with sign-in sheet

Child absence documentation needs comection

Provider requestied attendance roster be returned for corrections
OCther

Comments:

<€ Cancel Reject Attendance Record ¥

Once rejected, the child record status and action button change on the roster. The child record status may be
changed back to approved by clicking the Approve action button. Statuses are not committed until the
Continue/Approve Roster button is selected. In other words, it will not notify the provider of a rejected record as
soon as the status is changed on the screen. There is another step to complete the process before the status is
committed and notification of rejected records is sent.
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Growing Up Strong - AF18 - Purple Room - Nov-2018

Attendance Record for Growing Up Strong

@ Funder Type: VPK 8 Payment Period: Dec - 2018 & service Period 1110112018 to 11/30/2018

@ status: Have Attendance & Due Date: 12/0512018 & submitted Date: 12/09/2018 A

A Provider Name: Growing Up Strong A Provider ID: 19449 2 Submitted By: alatham77+OELprovider@gmail.com
# Site Address 205 MARRIOTT DR TALLAHASSEE, FL 32301 # County: KREPS ISLAND $ Advance Payment

£ Classroom AF18 - Purple Room = Class Start 0710212018 £ Class End 051312018

<Reject All
— Billing | Thu | Fri | Sat | Sun Tue |Wed | Thu | Fri | Sat | Sun | Mon | Tue | Wed | Thu | Fri | Sat | Sun | Mon | Tue | Wed | Thu | Fri | Sat | Sun | Mon | Tue | Wed | Thu | Fri | Days | Days
5| eroup | 1171 (1112|1113 1114 11/6| 1177 | 1118 | 11/9(11110) 11111 | 11112| 11113] 11114 | 11115|1171611/117| 1118| 11119 | 11/20| 11721 | 11722 11/23] 11724 11125 | 11126 | 11/27| 11128 | 11129 |11/30| Present | Absent
VPK Xt X X X X ottt X X X X ot r X X X * = = * X X X X CR 1 0 1 EZrem

1. CrunchLatham 9/9/2013 5y ci £Z Reject

2 GoodbarLatham9/9/2013 5y VPK X * * * X X X X * % - A X X X - - - X X X - - - - X X X X CR 15 1 1 Reject

3. Krackel Latham 9/9/2013 5y VPK X = * * X X X X * * - X x x x - - X X X - = N X X X X CR 16 0 1 Approve

4. Mentos Latham 9/9/2013 5y VPK X * * * X X X X * = - X X X X - - - X X X - - - - X X X X CR 16 0 1 Reject
Milky Way

5 atham 9/9/20135y VPK X * * * X A X X * * * X X X At * - X X X * * - . X X X X CR 14 2 1 Reject

6. Nestie latham (1/1/2014 4y | VPK | X [ = [ = = | e | x| o = fe e b fox fox fox s s e x| s e s s L) x| x| x| CcR| 16 0 1 Reject

7. Paydaylatham 9922013 5y VPK X * X X X X * * o+ X X X X * * <+ x X X * * - * X X X X CR 16 0 1 Reject
Reese’s P

5 L:;:ems 1eCeS g@r2013sy VPK X * * * X X X X * * * X X X X * * =+ X X X = * = * X X X X CR 1 0 1 Reject

9. Snickers Latham 9/9/2013 5y VPK X * * * X X X X * * . X X X X = - X X X . L - X X X X CR 16 0 1 Reject
Three

0. Musketeers (9/9/2013 5y | VR | X [ = | = = hae fx fox x| = sl x| x| x| b s xe x| s e s e e | x| x| eR| e 0 1 Reject
Latham

11. Twix Latham  9/9/2013 5y VPK X * * * X X X A * * - X X X X - - - X X X - - - - X X X X CR 15 1 1 Reject

When all records have a status, click Continue/Approve Roster. When rejected records appear, the Continue
button brings the coalition user to the Complete Roster Processing pop-up message, where the summary is
displayed and comments are captured for the provider case notes. When the Complete Roster Processing button
is clicked, the statuses are committed. Rejected records are returned to Need Attendance so corrections may be
made. The provider will receive a dashboard notification and the user that submitted the attendance roster will
receive an email instructing them to log in to the Provider Portal to review and edit the rejected records (indicated
with "REJ"). The rejected records for the service period move back to Need Attendance. The approved records for
the service period move forward to Closed Attendance.

Attendance Processing

Total rejected records to retum to provider 1 Total approved records for reimbursement 10

Rejected Attendance Records: Krackel Latham

Comments (for Provider Case Notes) :

Z

< Cancel Complete Attendance Processing

NOTE: It is possible to reject all children on the roster at once by using the Reject All button. A message appears
to confirm that the coalition user would like to reject all the children on the roster and return the roster to the
provider for editing.

Reject All Children

Are you sure that you want to reject all children on this roster and return the
roster to the provider for editing?
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Clicking Yes continues the process. This gives all records the rejected status. Next, click the Continue button. This
brings the coalition user to the Complete Roster Processing pop-up message, where the summary is displayed and
comments are captured for the provider case notes. When the Complete Attendance Processing button is clicked,
the statuses are committed. The provider receives notifications and records as moved as described above.

Attendance Processing

Total rejected records o return to provider 11 Total approved records for reimbursement 0

Rejected Attendance Records: All

Comments (for Provider Case Notes) :

< Cancel

SR, SR Plus and Local rosters in Have Attendance function similarly to VPK in regards to rejecting records, giving
each record a status, and completing roster processing. However, there are some differences. SR, SR Plus and
Local rosters include a reimbursement code for each absence and display the unit of care per day.

Florida ChildCare Center A - & 08/01/2018 to 08/31/2018

E Attendance Record for Florida ChildCare Center A

% Funder Type SR & Payment Period: Mar - 2019 & Senvice Period 08/012018 o 08/31/2018

© Status Have Attendance  Due Date: 091062013 8 Submitted Date: ~ 03/09/2019 A

# Provider Name: Florida ChildCare Center A # Provider ID: 9504 2 Submitted By alatham77+testcenters@gmail.com
A& Site Address 6753 BRADFORDVILLE RD TALLAHASSEE, FL 32308 # County Leon A Phone (488) 888.3333

( Rqecl Al

Child DOB Billing Thu Fri 8 Mon | Tue Fri | Sat| Tue Fri Mon | Tue Fri Mon | Tue Fri |Day: Stat
I-EMEEIEEEEEEEEW
D h .
" Latam 252018 - - -23

Fred X X X

Scooby- X X X X X X X X X X X X X X X X X X

ag"ﬂPPV'S’wm?'CCEP xxx,,xxxxx,,xxxx,,xx><x><‘,x><xxx23 -

e : 1 EDECEE EEEEE
Sh X X X 0 X X X X X X X X X X 1. -

OooOn DODOE  OEGEE n-ﬂ-n”
el b | x| x| x| [.[xI x| x| x| x| [, [ x| x| x| x]|x], [, . -

Lot 526 2 OEOEEOE OEoEaEEa n.ﬂ-ﬂ oooEm”
W Legena Approve Roster ¥

As providers record absences on the Provider Portal, the user will select a reason and optionally leave a note or
upload a document. The absence information can be viewed in Have Attendance by clicking on the coded
absence.
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Review Absence

Child Name: Daphne Latham

Absence Date: 08/20/2018
Absence Reason: Child lliness
Documentation: Document %
System-Provided Code: E
Override Code: E v

[ Documentation does not support excused absence

 Documentation provided covers additional day(s)

- Documentation for excused absence provided after attendance roster submission
@ Other

Comments:

< Cancel

The system will code absences one to three as “E” for excused. The system will code absences four to ten as “A”
for authorized. Absences 11 or more are coded as “N” for non-reimbursable. Coalition users may override the
absence code by choosing another reimbursement code (within the system limitations of three E’s and seven A’s)
and clicking Save. Absences due to disaster declarations are coded “D”, are not included in the 10-absence limit,
and are considered paid absences.

Another feature of SR, SR Plus and Local attendance is the ability for providers to change the unit of care on the
roster. This feature may be removed at a later time, but in the meantime, if a provider uses the feature the
attendance roster in Have Attendance highlights the change in red.

(Rqecml
Child Billi Sat| Mon | Tu T Fi St T Fi |Dan
e e e =
Daph ol .
"isnan 50 1 50 —--IIIIII ----n |=||=||=||=||=| -- -
Approve
Fred s« = = s LR
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The unit of care change can be viewed in Have Attendance by clicking on the highlighted value. A pop-up message
displays to accept or override the change.

Review Unit of care

Child Name: Fred Latham

Unit of Care for Date: 09/13/2018

Copay in Effect: PTV

Provider changed to: FTPT

ACCEPT OVERRIDE
UNIT OF CARE CHANGE PROVIDER UNIT OF CARE CHANGE

Override UOC Code:  FTPT - Full-Time Part-Time Daily Rates T

Comments:

(Up to 500 characters 500 characters remaining.)

< Cancel

Coalition staff can see a quick summary of SR enrollment details in Have Attendance. Click a Child Name link.

S T 08/01/2018 to 08/31/2018

Attendance Record for MARTIN-SANTOS, IDARME MARIA

& Funder Type: SR & Payment Period: Apr-2019 £ Service Period: 08/01/2018 to 08/31/2018
@ status: Have Attendance &5 Due Date: 09/06/2018 & Submitted Date 03/2012019 A

1A Provider Name: A Provider ID: 4 submitted By:

1A Site Address: A County Hillsborough A Phone:

<Re|ac|AII
pos Elllmq Wed Sat (Sun| Mon | Tue | Wed Fri | Sat Tue | Wed Fri | Sat |Sun| Mon | Tue | Wed 8at |Sun| Mon | Tue | Wed Fri |Days
up 81 l]2 8/4 |8/5| 8/6 | B/7 | 88 8/10 | 811 814 | 8/15 8/17 | 8/18 |8/19| 8/20 | 8/21 | 8/22 8/25 |8/26| 8/27 | 8/28 | 8/29 Bfﬁﬂ 8/31 | Paid

preey . g - EEEEE- AEDEE- EEEE- GEEEET |

| NS NS NS X NS NS NS NS . R .
2 13/2013 5y BGS - | mm _ - e mm omm T L B O B R T T (T | T |T|T Tl T[T [T | T Reject

After the Child Name link is clicked, the following will display.

# Enroliment Information for

‘

Birth Date 12/30/2015 Co-Payment $6.40

Billing Group BGS Copay In Effect FT Level of Care 24 < 36 Months
Anticipated Start 4/5/2018 Actual Start 4/5/2018 Terminated On 12/30/2018
School Calendar Hillsborough County Public Schools

Daily Care Schedule

SUN MON TUE WED THU FRI SAT
NS FT FT FT FT FT NS

School Holiday

Close

436



Closed Attendance

The Closed Attendance work queue displays all the approved attendance records for providers by county and
funder type. At this point, reimbursement calculations are run. The School Readiness funder type, the Local
funder type and the SR Plus funder type are separated. The column filters and search feature may be used to filter
the results by specific criteria such as a county name, service period, or provider name.

"Closed Attendance” Work Queue “ Retumn to Search

@ Click Here For Filtering Tips

County: Funder Type:

Show| 10 v search results 22 Clear Al Fiters [IRE At

VPK Last
Provider Funder Class Received | Modified
D & | Provider Name County Service Period Type D Date. Date Last Modified By

Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter
19449 Growing Up Strong KREPS ISLAND November 2018, VPK AF18 Closed Attendance
Review 19449 Growing Up Strong KREPS ISLAND ~ October 2018 VPK AF18 Closed Attendance
Review 13449 Growing Up Strong KREPSISLAND ~  Seplember2018  VPK AF18 Closed Attendance
Review 19449 Growing Up Strong KREPSISLAND ~ August 2018 VPK AF18 Closed Attendance
Review 19449 Growing Up Strong KREPS ISLAND ~ July 2018 VPK AF18 Closed Attendance
Showing 1o 5 of 5 search results. Previous - Next

To begin reviewing approved attendance records with reimbursement detail, click on the Review link. The
approved attendance records display with calculations. The top portion of the roster contains information about
the provider and attendance roster, including whether closures are included and the vendor number for payment.

Growing Up Strong - AF18 - Purple Room - Dec - 2018

Reimbursement Record for Growing Up Strong

® Funder Type: VPK El Payment Period: Dec -2018 £ Service Period: 07/18/2018 to 07/31/2018
 Attendance Status: Closed Attendance $ Advance Payment: Yes @ Has Closures: [ %]
A Provider Name: Growing Up Strong A Provider ID: 19449 A Vendor Number: 55-987654 @update
A Provider Address: 205 MARRIOTT DR TALLAHASSEE, FL 32301 A Provider County: KREPS ISLAND A& Provider Phone: (555) 555-5555
7 Classroom: AF18 - Purple Room 1* Class Start Date: 07/02/2018 7 Class End Date: 05/31/2019
Total
Billing Care Hours
.“EE e m Attended mnﬂ“
Hours
Verify
1 Reese's Pieces Latham 9/9/2013 VPK PR4 0 8 24.00 0.00 24.00 24.00 $4.38 $105.12
Adjust
Verify
2 Snickers Latham 9/9/2013 VPK PR4 0 8 24.00 0.00 24.00 24.00 $4.38 $105.12
Adjust
Verify
3 Three Musketeers Latham 9/9/2013 VPK PR4 0 9 27.00 000 27.00 27.00 $4.38 $118.26
Adjust
Verity
4. Crunch Latham 9/9/2013 VPK PR4 0 9 27.00 0.00 27.00 27.00 $4.38 $118.26
Adjust
Verify
5 Payday Latham 91912013 VPK PRA 0 9 27.00 0.00 27.00 27.00 $4.38 11826
Adjust

Similar to Have Attendance, each record in Closed Attendance must have a status of Verified or Adjusted in order
to continue with the roster processing.
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Similar to Have Attendance, coalition staff can see a quick summary of SR enrollment details in Closed Attendance.
Click a Child Name link.

a—
W W e W el e . B (e - - -
B Attendance Record for | BY 0 Totad Records
& Funder Type SR & Payment Period Apr - 2019 & Service Period 08/01/2018 to 08/31/2018
@ stas Have Attendance i Due Date 08I06/2018 B submitted Date 0ar20i2018
% Pravider Name: ¥ Provider I A submisted By
# Ste Address & County Hiltsberough # Fnone:

Billing o, | Wed Sat [Sun Mon | Tue |Wed | Thu | Fri | Sat |Sun| Mon | Tue |Wed | Thu | Fri | Sat |Sun| Mon | Tue |(Wed | Thu | Fri | Sat Sun| Mon | Tue | Wed | Thu | Fri |Days
L

Child Mame, DOB  Age

Group | 84 (88 B | A7 | 8/ | 89 | 810 BM1 BM2 A3 | AM4 | B8NS | 816 | BMT | 818 (BN B/20 B2 B/22 | 8/23 | /24 | B2S AU26| 827 | 8128 | B/29 | &30 | BA1 |Paid

X X X NS X X X X X NS X X X X X NS X X X X X NS | X X X X X X
‘ sy p GG =  EEGIEE - G0 GEE - GGG EE - R [SAEEE | ekt
132013 5 BGS :if.."iﬁ Eﬁﬁﬁ [l i sl e el s 8 e 8 88 s s 5 O o 6l e oy il [ sl [ oo |15 o Regect

After the Child Name link is clicked, the following will display.

# Enroliment Information for

Birth Date 12/30/2015 Co-Payment $6.40

Billing Group BG8 Copay In Effect FT Level of Care 24 < 36 Months
Anticipated Start 4/5/2018 Actual Start 4/5/2018 Terminated On 12/30/2018
School Calendar Hillsborough County Public Schools

Daily Care Schedule

SUN MON TUE WED THU FRI SAT
NS FT FT FT FT FT NS
School Holiday

Close

Verified records will move forward in the reimbursement process to Payment Verified. Adjusted records will move
to the Need Adjustment work queue for editing. Marking one or more records for adjustment will not prevent
the other verified records from moving forward in the reimbursement process.

An individual record or an entire roster can be sent back to Have Attendance by clicking the Back to “Have”
button. If the provider needs to make additional changes to the individual record or entire roster, the records can
be rejected, moving the status back to Need Attendance.

Reimbursement Record for )
& Funder Type SR & Payment Period: Apr-2019 & Service Period 01/01/2019 to 01/31/2019
© Status: Closed Attendance & Provider Type: Family Child Care Home & Provider ID
$ Vendor Number. A Provider Name: - - & Phone: (813) 453-6136

i Site Adaress: - i County Hilsborough $ Provider Rates £ Refresh Calculations

DoB Billing | Eligibility | Care Days Total Daily Gross Less Net Gold PFI PFP
Group Code Level tobe | Payment Parent CoPay Payment Parent CoPay Payment Seal Amount CA
Paid Rate Rate Amount Amount Amount | Amount Amount
1. 2YR FT $0.00

Adjust ~

P
un
6/10/2016 BG8 ECON 4 $19.80 $5.50 $79.20 $22.00 $57.20 $0.00 $0.00 $0.00

s000

Continue ‘
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NOTE: If any records have CCEP in the Billing Group column, those must be changed to SR Match through the Bulk
Billing Group Transfer process. See the Bulk Billing Group Transfer section for more details.

When all records have a status, click Continue. This brings the coalition user to the Complete Reimbursement
Processing pop-up message, where the summary is displayed and comments are captured for the provider case
notes.

When the Complete Reimbursement Processing button is clicked, the statuses are committed.

Reimbursement Processing

Total Records for Adjustments 2 Total Verified Records for Final Reimbursement 7

Child(ren) needing adjustment: Three Musketeers Latham,Milky Way Latham
Comments (for Provider Case Notes) :

4

< cancel Complete Reimbursement Processing 3

Records marked for Adjustment move to the Have Adjustment work queue. Records marked as Verified move
forward in the reimbursement process and may be Updated.

**Printing Tip — An enhancement has been logged to include a print feature as well as a method to recall
previously worked rosters. In the meantime, when all records have a status, prior to clicking Continue, follow the
steps below to select all, copy, and paste the information into an Excel document that can be saved locally.

Click on the webpage (anywhere)

Hold the CTRL key and press A (CTRL + A)

Then, hold the CTRL key and press C (CTRL + C)

Open Excel

Then, in the Excel document, hold the CTRL key and press V (CTRL + V)

Save file locally (remove header/menu information that was included in copy/paste if needed)

O kA LR
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VPK Calculations in Closed Attendance
VPK calculations in Closed Attendance are specific to the class calendar and individual enrollment record with
80/20 included in Hours Paid.

e  Total Instructional Hours are the sum of instructional hours scheduled for the child’s enrollment during
the service period.

e Hours Absent and Hours Attended are the sum of instructional hours on the individual days the child
attended or missed. Remember, VPK calendars can have variances per day such that most weekdays are
three hours and one day is four hours (for example). Therefore, it makes a difference which day the child
attended or missed.

e Hours Paid and Amount is the result of the 80/20 calculation as follows:

Total VPK Instructional Hours (54) x Rate ($4.36) = Maximum Provider Reimbursement ($235.44)

Bulkl Attend

Total Hours Attended (54) / 0.8 = Hours Paid (84.38)
Hours Paid > Total Instructional Hours, then use Maximum Provider Reimbursement
Hours Paid (54) x Rate ($4.36) = Amount ($235.44)

Bulk2 Attend

Total Hours Attended (39) / 0.8 = Hours Paid (48.75)
Total VPK Instructional Hours (54) — Hours Paid (48.75) = Non-Reimbursable Hours (5.25)
Non-Reimbursable Hours (5.25) x Rate ($4.36) = 80/20 Adjustment ($22.89)
Max Provider Reimbursement ($235.44) - 80/20 Adjustment ($22.89) = Amount ($212.55)
Hours Paid (48.75) x Rate ($4.36) = Amount ($212.55)

Bulk3 Attend

Total Hours Attended (33) / 0.8 = Hours Paid (41.25)
Total VPK Instructional Hours (54) — Hours Paid (41.25) = Non-Reimbursable Hours (12.75)
Non-Reimbursable Hours (12.75) x Rate ($4.36) = 80/20 Adjustment ($55.59)
Max Provider Reimbursement ($235.44) - 80/20 Adjustment ($55.59) = Amount ($179.85)
Hours Paid (41.25) x Rate ($4.36) = Amount ($179.85)

- “Total
. Billing | Care Days Days 2 Hours Hours Hours
1 VPK PRS 0 18 0.00

Bulk1 Attend

2 Bulk2 Attend

3 Bulk3 Attend

Verify

5/5/2013 54.00 54.00 54.00 $4.36 $235.44

Adjust

Verify
S/6/2014 VPK PR4 5 13 54,00 15.00 39.00 4875 5436 521255

Adjust

Verify
5772014 VPK PR4 7 11 54.00 21.00 33.00 4125 $4.36 $179.85

Adjust
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SR Calculations in Closed Attendance
SR and SR Plus calculations in Closed Attendance are specific to the provider reimbursement rate plan in effect
during the service period. To view the provider’s rate plans, click the Provider Rates button.

Note: SR and SR Plus use the same provider rate plan and calculations.

Bl Reimbursement Record for Florida ChildCare Center A

% Funder Type SR # Payment Period: ~ Mar - 2019 8 Senvice Period 080112018 to 08/31/2018
@ Stats Closed Attendance £ Provider Type: Center & Provider ID: 9504
$ Vendor Number 55-1996 #AProvider Name:  Florida ChildCare Center A 438) 388-3333

A Site Address 6753 BRADFORDVILLE RD TALLAHASSEE, FL 32309 A County. Leon

Child Name ing EI Care Days Total Daily Gross Less. PFP cs Action
Group Level tobe | Payment | ParentCoPay | Payment | ParentCoPay Payment Seal | Amoun CA Amount | Amount
P; Rate Rate Amount Amount Amount | Amount Amount

1. Daphne Latham 332018 BG8 ECON INF 23 $30.00 5125 $690.00 $2875 $66125 $115.00 $0.00 $0.00 $0.00 §0.00 Adjust
INF TOTALS $690.00 §28.75 $661.25 $115.00 $0.00 §0.00 $0.00 §0.00
2. Scrappy-Doo Latham 8/8/2017 CCEP P1 TOD FT 5 $28.80 5063 $144.00 §315 $14085 $24.00 $0.00 $0.00 $0.00 $0.00 EXEEE Adjust
3. Scrappy-Doo Latham 8/812017 CCEP P1 TOD PT 18 $11.50 §0.63 §207.00 §11.34 $195.66 §50.40 $0.00 §0.00 $0.00 §0.00 Adjust
TOD TOTALS $351.00 $14.49 $336.51 $74.40 $0.00 $0.00 $0.00 $0.00
4. Scooby-Doo Latham 772015 CCEP P1 PR3 FT 23 $28.80 $1.25 $662.40 $2675 $633.65 $110.40 50.00 $0.00 $0.00 §0.00 Adjust
PR3 TOTALS $662.40 $28.75 $633.65 $110.40 $0.00 $0.00 $0.00 $0.00
5. Shaggy Latham 112014 BG3 28A PR4 FT 23 $27.60 $1.25 $634.80 $2675 $606.05 $105.80 50.00 $0.00 $0.00 §0.00 Adjust
PR4 TOTALS $28.75 $105.80

I I A A 3““ Wmmmm--

This opens a new browser tab with the provider’s reimbursement rate plans. Click on the Reimbursement Rates
button.

Bl SR Reimbursement Rates For Florida ChildCare Cenler A
_ - Add Reimbursement Rates

Coalition County Reimbursement Start Date Reimbursement End Date

ELC of the Big Bend Region Leon 72018 613012019

Now, the rates appear.

Unitof Care  Ful-Time Daily Rates v Rates ineffecton 7/12013
Edit Provider Rates | Edit Differential Rates
A B c D E F G H 1 J K
Care  Description Provider's Coalition Approved Provider Gold Seal  Approved Provider Provider’s PFP Tier PFP Child Ql Level Total Payment Contracted Slots
Code Private  Maximum Reimbursement Rate Differential ~ Reimbursement Rate with Private Pay Differential ~ Assessment Differential Rate (Column E+  Differential Rate
PayRates Reimbursement without Gold Seal (Column | (Column B Gold Seal (Column C+D: Rates Upper  Rate (Column  Differential Rate  Rate (Column | G+H+l:cannot  (per child flagged
Rates Aor B, whichever is lower) | x amount cannot exceed Limit (Column € x tier (Column C xtier  C x tier exceed column F)  for contracted slots)
percentage)  column A} A+ 20%)

INF <12 Months $36.00 525.00 525.00 $5.00 530.00 543.20 50.00 50.00 50.00 $30.00 50.00

TOD 1224 $35.00 524.00 524.00 54.80 528.80 542,00 50.00 $0.00 50.00 52830 50.00
Months

YR 24<36 $34.00 524.00 524.00 54.80 528.80 540.80 50.00 $0.00 50.00 52830 50.00
Months

PR3 36<43 533.00 524.00 524.00 5480 528.80 539.60 50.00 50.00 50.00 52880 50.00
Months

PR4  43<60 532,00 523.00 523.00 5460 52760 538.40 50.00 50.00 50.00 52760 50.00
Months

PR5  B80<T2 531.00 523.00 523.00 5460 52760 $37.20 50.00 50.00 50.00 52760 50.00
Months

SCH  In School 50.00 518.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00

SPCR  Spedial 50.00 $25.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 50.00
Needs

e Column A represents the provider’s private pay rates (source = Edit Provider Rates).
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e Column B represents the coalition’s maximum reimbursement rates for the provider type and county
(source = Admin Functions > Rates Management > SR Rate Plans).

e Column C represents the approved reimbursement rate (lower of columns A or B) without Gold Seal (or
other differentials).

e  Column J represents the total payment rate (approved reimbursement rate with Gold Seal and other
differentials).

Looking back at the Closed Attendance calculations, coalition users may confirm the rates in use.

e The Total Payment Rate for each child’s care level and unit of care in Closed Attendance match Column J
of the provider reimbursement rate plan.

e The Total Payment Rate multiplied by Days to be Paid equals the Gross Payment Amount.

e The Daily Parent CoPay Rate multiplied by Days to be Paid equals the Less Parent CoPay Amount.

e The differential amounts (i.e. Gold Seal Amount, PFP Amount, PFP CA Amount, Ql Amount, CS Amount,
and Special Needs Amount) are already included in the Gross Payment Amount as they are part of the
Total Payment Rate, however, they can be confirmed by multiplying Days to be Paid and the differential
rate on the Reimbursement Rate Plan.

NOTE: If changes to a rate plan are needed there are several options:

1. Remove arate plan. Use the Provider Rates button in Closed Attendance to go to the provider’s
reimbursement rate plan page. Then, click the Settings button and Remove button if reimbursement has
never been processed against the rate plan. A new reimbursement rate plan can be created.

2. Edit arate plan. Use the Provider Rates button in Closed Attendance to go to the provider’s
reimbursement rate plan page. Then, click the Reimbursement Rates button. Next, click the Edit
Provider Rates or Edit Differential Rates buttons to make edits if reimbursement has never been
processed against the rate plan.

3. End arate plan and make a new one. Use the Provider Rates button in Closed Attendance to go to the
provider’s reimbursement rate plan page. Then, click the Add Reimbursement Rates button. Enter the
start and end date for the new plan and click Save. Next, click the Reimbursement Rates button to set up
the plan (by clicking the Edit Provider Rates or Edit Differential Rates buttons).

Once back in Closed Attendance, click the Refresh Calculations button to update with the new rate plan
information.

Missing Rates
If a provider rate is missing for a care level in Closed Attendance, a red error message will display in the Total
Payment Rate column and at the bottom of the page. A coalition user can enter the rate on the provider’s behalf.

Click the $ Provider Rates button.
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- — Jan - 2022

imbursement Record for

& Funder Type: SR & Payment Period Jan - 2022 & Senvice Period 08/01/2021 to 08/31/2021
@ status: Closed Attendance & Provider Type: Center & Provider ID: 18462
$ Vendor Number. § A Provider Name: L A Phone:
Preschool
# Site Address: W — S _—— A County. Pinellas @ Has Closures: [ % no]

$ Provider Rates | & Refresh Calculations
© Clear All Fiters IR

Last DOB Group lity Code Days t Total ly Parent|  Gross | Less Parent [Net Payment Gold Seal | Qi Child Local Ql
[Name bePaid| Payment |CoPayRate| Payment CoPay Amount | Amount |Amount| Assessment | Amount
Rate Amount Amount Amount

Filter | Filter Filter Filter Filter Filter Filter

Showing 1 to 1 of 1 search results.

BGS SRMT scH PT LA Aot | $0.90 $0.00 $12.60 $0.00 $000  $0.00 $0.00 $000  $0.00 Backto Hav

lotts | | | | | | | | _ sooo _ si260l _ S0.00] _Soool soool ___so00l soool soool | |

Showing 1 to 1 of 1 search results.

A At least one record has a missing or negative rate amount.

This opens a new browser tab with the provider’s reimbursement rate plans. Click the Reimbursement Rates
button for the appropriate reimbursement rate plan.

SR Reimbursement Rats

= Add Reimbursement Rales

Coalition County Reimbursement Start Date Reimbursement End Date

ELC of Pinellas Pinellas 7112018 6/3012019
ELC of Pinellas Pinellas 7112019 143112020
ELC of Pinellas Pinellas 2112020 6/3012020
ELC of Pinellas Pinellas 7112020 12/31/2020
ELC of Pinellas Pinellas 1142021 6/3012021
ELC of Pinellas Pinelias 7142021 6/30/2022 )

In this example, the Part-Time Daily Rate for SCH is $0.00. Click Edit Provider Rates.

R Reimbursement Rates - 18462

Unitof Care  Part-Time Daily Rates ~ Rates in effecton  7/1/2021
* Reimburseable rate is reduced because the amount exceeds the provider's private pay rate upper limit set in Column F. Edit Provider Rates | Edit Differential Rates
A B 3 D E F G H | J K
Care  Description Provider's Coalition Maximum  Approved Provider Gold seal Approved Provider Provider's QPI Differential Local Qi Level Total Payment Contracted Slots Child Assessment
Code Private Pay Reimbursement i Rate Di i i Rate with Private Pay Rates Rate (Column C x  Differential Rate Rate (Column E Differential Rate Differential Rate
Rates Rates without Geold Seal (Column (Column C x Gold Seal (Column C + Upper Limit tier percentage) (Column C x tier + G + H; cannot (per child flagged (Column C x tier
A or B, whichever is lower)  percentage) D;amount cannot exceed (Column A + percentage) exceed column  for contracted siots)  percentage)
column F) 20%) F
INF <12 Months $0.00 $45.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
TOD 12«24 $0.00 $33.15 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Months
2YR 24 <36 $20.00 $24.65 $20.00 $0.00 $20.00 $24.00 $0.00 $0.00 $20.00 $0.00 50.00
Months
PR3 36 <48 $20.00 $17.36 $17.36 $0.00 $17.36 $24.00 $0.00 $0.00 $17.36 $0.00 $0.00
Months
PR4 48 <60 $20.00 $17.36 $17.36 $0.00 $17.36 $24.00 $0.00 $0.00 $17.36 $0.00 $0.00
Menths
PRS 60 <72 $20.00 $17.36 $17.36 $0.00 $17.36 $24.00 $0.00 $0.00 $17.36 $0.00 $0.00
Months
I
SCH In School $0.00 $12.38 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
SPCR  Special $0.00 $54.01 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Needs

Enter the correct rate. For this example, the rate is $20.00. Only $0.00 rates are editable. Click Save.
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Provider's Pri

Care Code Description FT PT PTL

INF <12 Months $ 000 $ | 000 $ | 000
TOD 12 <24 Months $ | 000 $ | 000 $ | 000
2YR 24 <36 Months $ | 3200 $ 2000 $ | 000
PR3 36 <48 Months $ 3200 $ 2000 $ | 0.00
PR4 48 <60 Montns $ | 3200 s | 20.00 $ | 0.00
PRS 60 <72 Months $ | 3200 $ | 2000 $ | 000
SCH In Sehool $ | 3200 $ 000
SPCR Special Needs $ 000 $ 000 $ | 000

cancel

A confirmation window will display. Click Yes or Cancel.

@ Confirm Provider Rates Change

Are you sure you want 1o save the Provider Rates change? This
action is permanent and cannot be edited after saving

For each affected record, click the Back to Have button.
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- - e e - Jan - 2022

Reimbursement Record for £

# Funder Type, SR & Payment Period. Jan - 2022 & Senvice Period 08/01/2021 to 08/31/2021
@ Status: Closed Attendance & Provider Type: Center & Provider ID: 18462
$ Vendor Number. E # Provider Name { # Phone:
Preschool
A Site Address. A County: Pinellas @ Has Closures: E3

Showing 110 1 of 1 search results.
£ Clear All Fiters  [ESEEURIY

DoB Billing Group Eligibility Code Days to Gross Less Parent Net Payment Gold Seal QP! Child Local QI
be Paid Payment Amount | Assessment | Amount
Amount Amount

Filter

Filter Filter Filter Filter Filter Filter

PT 14 m $0.90 $0.00 $12.60 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

BG8 SRMT SCH

ot _________________________________| | | | _ S0 Sz S0l So00 Soool ___$0.00| _$0.00 $0.00]

Showing 110 1 of 1 search results.

A At least one record has a missing or negative rate amount.
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In Have Attendance, move the provider records to Closed Attendance. In Closed Attendance, the missing rate error
is resolved, and the amount in the Total Payment Rate is based on the lower amount of the Provider Private Pay
Rate and the Coalition Maximum Reimbursement Rate for that Care Level.

X - e - Jan - 2022

Reimbursement Record for St. Nicholas Greek Orthodox Preschool

@ Funder Type, SR £ Payment Period. Jan - 2022 & Senvice Period: 08/01/2021 to 08/31/2021

@ Status: Closed Attendance & Provider Type. Center & Provider ID 18462

$ Vendor Number: A Provider Name: 1t Phone: 2
Preschool

1 Site Address E * - e 4 County Pinellas @ Has Closures ED

$ Provider Rates | % Refresh Calculations
2 Clear All Fitters Search:

Last DOB  |Billing Group  |Eligibility Code Care Level Daysto| Total |Dailly Parent| Gross | LessParent |Net Payment| Goid Seal| QPI Child Local QI Status
Name be Paid| Payment (CoPayRate| Payment CoPay Amount | Amount |Amount| Assessment | Amount
l: Rate Amount Amount Amount

Filter Filter Filter Filter Filter Filter Filter

Adjust
T 1 BG8 SRMT SCH PT 14 $12.38 $0.90 $173.32 $12.60 $160.72 $0.00 $0.00 $0.00 $0.00 $0.00

o2 _________| [ | | | | | sz $1ze0l $16072| 000 sooo| ___$o00l soool soool | |

Showing 1 to 1 of 1 search results.
.

Showing 1 to 1 of 1 search results.
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Payment Verified Work Queue

When a record, month (MTH), current period adjustment (MTH), prior period adjustment (PPA), or line item
adjustment (LIA) is in Payment Verified status for the current payment period, it will display on the Payment
Verified Work Queue. The Payment Verified Work Queue is only available for the following:

e  For MTH records, selecting the record will move the record back to Closed Attendance

e For MTH records (current period adjustments), selecting the record will move the record back to Closed
Attendance and delete the adjustment information

e  For PPA and LIA records, selecting the record will delete the adjustment

From the Coalition Portal, navigate to Reimbursement > Attendance Processing > View Payment Verified.

On the Payment Verified Work Queue, select the Funder Type. Clicking the Submit button will display the selected
funder type’s work queue.

[E "Payment Verified” Work Queue & Retum to Search

SR and SR Plus

The search field displays at the top and will filter the work queue based on the information entered. The work
qgueue displays 10 records per page by default. The work queue can be changed to display 10, 25, 50, or 100
records per page. If more than 10 records are available, then pagination is available. The number of entries display
at the bottom of the work queue.

Only SR records in Payment Verified status will display in the queue. Clicking on the Select All checkbox will select
all records on the screen. The following columns display in the work queue:

e Child Name

e Provider ID

e  Provider Name

e Service Period

e (Care Level

e Unit of Care

e  Billing Group

e  Match Funder ID-Name
e Match Funder Amount
e VPKClass ID

e Enrollment ID

e Is Adjustment

e Record Type

e Reimbursement ID
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The work queue is sorted alphabetically by Child Name, by default. Each of the columns have a search filter to
narrow the results. Clicking on a column header will sort the work queue by that criterion. Clicking the Return to
Search button will navigate to the Payment Verified Work Queue Search screen.

B "Payment Verified” Work Queue 4 Return to Search
Show 10 v eniries 3 Clear All Fitters  [JEEEIR
Match
Child Provider Provider Unit of Billing Funder ID- VPK Class Record Reimbursement
Name 1k | D Name Care Level Care Group Name 1] Type D
Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter
D Apr 2019 PRS FTFT BG3AP Ves ua
] 0ct 2019 PR4 PT WRC Yes ua
Showing 110 2 of 2 enlries Previous - Mext

After selecting one or more records to remove from the Payment Verified work queue, clicking the Run button
opens the confirmation pop-up window. The confirmation pop-up shows the number of records that are impacted
and the action that will be taken:

e PPArecords will be deleted
e LIA records will be deleted
e  MTH records will be moved to closed attendance

Confirm Processing Actions

Total PPA Records to be DELETED: O Total MTH Records to be moved to Closed Attendance: 1

Total LIA Records te be DELETED: 0

Are you sure you want to continue?

Cancel
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VPK

The search field displays at the top and will filter the work queue based on the information entered. The work
qgueue displays 10 records per page by default. The work queue can be changed to display 10, 25, 50, or 100
records per page. If more than 10 records are available, then pagination is available. The number of entries display
at the bottom of the work queue.

Only VPK records in Payment Verified status will display in the queue. Clicking on the Select All checkbox will select
all records on the screen. The following columns display in the work queue:

e Child Name

e  Provider ID

e  Provider Name

e Service Period

e Care Level

e Unit of Care

e Billing Group

e  Match Funder ID-Name
e  Match Funder Amount
e VPKClass ID

e Enrollment ID

e |s Adjustment

e Record Type

e Reimbursement ID
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The work queue is sorted alphabetically by Child Name, by default. Each of the columns have a search filter to
narrow the results. Clicking on a column header will sort the work queue by that criterion. Clicking the Return to
Search button will navigate to the Payment Verified Work Queue Search screen.

Show | 10 v enfries

Filter Filter Filter Filter

Showing 1 1o 10 of 39 enfries

Filter

Filter

Match Match
Child Provider Provider Care Unit of Billing Funder Funder
Name LD Name Level Care Group ID-Name Amount

Filter Filter Filter Filter Filter

Filter

£ Clear All Filters [EEELENN

VPK Is Record Reimbursement
Class ID Adjustment || | Type [}

Filter

o Sep 2019 FRS PT VPK No MTH
a Aug 2015 VPK PT VPK Yes [REY

a Aug 2018 VPK PT VPK Yes LA

a Aug 2019 VPK PT VPK Yes LIA

a Aug 2019 PRS5 PT VPK No MTH
a Sep 2019 PRS PT VPK No MTH
a Jul 2019 PRS PT VPK No MTH
a Aug 2019 PRS PT VPK No MTH
o Sep 2019 FRS PT VPK No MTH
a Oct 2019 FRS5 PT VPK No MTH

Filter

™

4 | Next

After selecting one or more records to remove from the Payment Verified work queue, clicking the Run button

opens the confirmation pop-up window. The confirmation pop-up shows the number of records that are impacted
and the action that will be taken:

e  PPA records will be deleted
e LIA records will be deleted
e  MTH records will be moved to closed attendance

Confirm Processing Actions

Total PPA Records to be DELETED: 0 Total MTH Records to be moved to Closed Attendance: 1

Total LIA Records to be DELETED: 0

Are you sure you want to continue?

Cancel

450



Local

The search field displays at the top and will filter the work queue based on the information entered. The work
queue displays 10 records per page by default. The work queue can be changed to display 10, 25, 50, or 100
records per page. If more than 10 records are available, then pagination is available. The number of entries display
at the bottom of the work queue.

Only Local records in Payment Verified status will display in the queue. Clicking on the Select All checkbox will
select all records on the screen. The following columns display in the work queue:

e Child Name

e  Provider ID

e  Provider Name

e Service Period

e Care Level

e Unit of Care

e Billing Group

e  Match Funder ID-Name
e  Match Funder Amount
e VPKClass ID

e EnrolimentID

e |s Adjustment

e Record Type

e Reimbursement ID

The work queue is sorted alphabetically by Child Name, by default. Each of the columns have a search filter to
narrow the results. Clicking on a column header will sort the work queue by that criterion. Clicking the Return to
Search button will navigate to the Payment Verified Work Queue Search screen. Selecting one or more entries and
clicking on the Run button will do the following:

e Open the Confirm Submit for Reimbursement modal

e  For MTH records, selecting the record will move the record back to Closed Attendance

e  For MTH records (current period adjustments), selecting the record will move the record back to Closed
Attendance and delete the adjustment information

e  For PPA and LIA records, selecting the record will delete the adjustment

B "Payment Verified” Work Queue 4 Return to Search
Show| 10 v eniries i Clear All Fiters  [JCEEUIE
Select Match Match
All | chid Provider Provider Unit of Billing Funder ID- Funder VPK Class Is Record Reimbursemen
[ ] Name 1k Name Care Level Care Group Name Amount 1] Adjustment Type D
Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter
u} Apr 2018 SCH FT 33-FRIT 8-New Ho WMTH
Provider

Showing 110 1 of 1 entries Previous - MNext
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Confirmation Modal
Clicking the Run button opens the confirmation pop-up window. The confirmation pop-up shows the number of
records that are impacted and the action that will be taken:

e  PPA records will be deleted
e LIA records will be deleted
e MTH records will be moved to closed attendance

Confirm Processing Actions

Total PPA Records to be DELETED: O Total MTH Records to be moved to Closed Attendance: 1

Total LIA Records to be DELETED: 0

Are you sure you want to continue?

| Cancel

Clicking the Cancel button will close the modal and the entries will remain in the Payment Verified Work Queue.

@ Process Complete

The proecess completed successfully.
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Registration Fees

Providers will request registration fee payments through the Provider Portal. Once those requests are submitted,
they will display in the Coalition’s Registration Fee work queue.

To view/process Registration Fees navigate to Reimbursement > Registration Fees > Pending Payments

Coalitions can Approve, Reject, or mark the record Ineligible for payment. Hovering over each button displays a

brief explanation.

1 Home

£ "Registration Fee” Work Queue

The Registration Fee work queue displays the registration fee payment requests submitted by
button moves records back fo the Provider Portal. Selecting records and then clicking the Inel

VPKProgram = VPKSIS-  SRProgram ~  TAPP~  Provider ~

€ Click Here For Filtering Tips

Reimbursement ~

Regisiration Fees 4
Attendznce Processing b
Adjustment Processing b
Reimbursement Gloseout b
Vendor Humber Entry

VPK Reimbursement Tools »

Reimbursement Search

Maintenance ~

Reporls~  CCR&R -  GrantApplication ~  Admin Functions ~ Hello

Glogor ¥ @
Pending Payments

Rejecied / Ineligible Payments

#records and then click the Approve button to move the record{s) forward in the reimbursement process. Selecting records and then clicking the Reject
+for payment for the program year.

Show 10w enfries

£ Clear An Fiters [JESCETRE

Select
All
L] Provider ID & | Provider Name Program Year Child Name Enroliment Status Care Level Unit of Care Assessed Fee

Filter

Filter Filter Filter Filter Filter Filter Filter
DO 904 EARLY LEARNING CENTER OF 2022 Eckbert Husayn Enroliment Ended Infant FT 49.50
SUNRISE. LLC (Terminated)
O 904 EARLY LEARNING CENTER OF 2022 Fred Arjun Enroliment Ended Toddler FT 49.50
SUNRISE, LLG (Terminated)
O 904 EARLY LEARNING CENTER OF 2022 Shadya Adelle Enrolied Preschool 5 FT 49.50

SUNRISE, LLG

Showing 1o 3 of 3 entries

Previous - Next

These resords will go back to the provider so

Approve the Registration Fee Request

The list displays the children submitted by the provider. To approve the registration fee payment, select the
checkbox for the child(ren) and click the Approve button.

A Home  VPKProgam~  SRProgram~  TAPP-  Prouder~  Reimbursement -  Mainienance ~  AdminFuncions - Reporis~  CCR&R - Hello mwest@elc-marion org!

Glogon & @

5 "Registration Fee" Work Queue

the registration fee
Ineligible button marks them not efigible for payment o the program year

submitted by providers.

select records and then o in the reimbursemen process. Selecting records and then clicking the Reject button moves records back to the Provider Portal Selecing records and then cicking the

© Click Here For Filtering Tips

2 Clear Al Filers [RS8

Chidame m it of Gare

i
Fiter Filter Filter Filter Fiter Fiter Fiter
WEST FAMILY LEARNING CENTER IINC | 2018 Kianna Rose Enroliment Ended (Terminated) School Age FT 7500
ALL STARS LEARNING 2020 Karsen Penska Enrolled Preschool 4 FT 6500

Showing 1102 of 2 entiies

ESEmem
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On the Confirm Registration Payment Approved pop-up window, click Yes. The Registration Fee record’s status is
now Updated.

@ Confirm Registration Payment Approved

“The Registration Fes reimbursement record(s) wil be approved.
Are you sure you wani to continue?

Reject the Registration Fee Request

If the coalition determines that the record is incorrect, it can be rejected back to the provider for correction.
Rejected records can be re-submitted to the coalition for payment. To reject a record, check the checkbox and click
Reject. A Registration Payment Rejected pop-up window displays. Select either Incorrect Amount or Other. If
Other is selected, a comment is required. A comment for Incorrect Amount may be entered but is not required.
Click Save and the record is rejected. The Process Complete pop-up window is displayed, Click OK to return to the
Registration Fee Work Queue.

Registration Payment Rejected

The Registration Fee reimbursement records) will be rejected.
Are you sure you want to continue?
Select Reason™
© Incomect Amount

@® Other

Comment Ghild not sligible

131100

faeel m
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Mark the Registration Fee Requests ‘Ineligible’

If the coalition determines that a record is ineligible for registration fee payment, then the coalition will check the
checkbox for the record and click the Ineligible button. A Registration Payment Ineligible pop-up window displays.
Select one of the four reasons: Child Not Eligible, Child Not Eligible for Hardship, Duplicate Child, or Other. If Other
is selected, a comment is required. Comments may be entered for Child Not Eligible, Child Not Eligible for
Hardship, and Duplicate Child but is not required. Click Save and the record is marked as Ineligible. The Process
Complete pop-up window is displayed, Click OK to return to the Registration Fee Work Queue.

NOTE: The Registration Fee record gets the status of Ineligible with SO payment. Provider will NOT be able to re-
submit these records for payment.

Registration Payment Ineligible

The Registration Fee reimbursement record(s) will be marked ineligible.
Are you sure you want to continue?

© Child Not Eligible

© Child Not Eligible For Hardship

Select Reason™

© Duplicate Child
® Other

CommEcat Transferred after 10 days|

257100

Cancel m
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Rejected Ineligible Payments Report
To view the Registration Fees that have been Rejected or marked as Ineligible, navigate to Reimbursement >
Registration Fees > Rejected / Ineligible Payments.

& Home  VPKProgram -  WPKSIS-  SRProgram -~  TAPP-  Provider -  Reimbursement ~  Maintenance -~  Repors - CCR&R - GrantApplication ~  Admin Functions - Helle Crlogorr £ @
Registration Fees 4 Pending Payments
Attendancs Processing » Rejected / Ingligible Payments

Adjustment Processing » FE TN :Hnl.@.EARNlNG
CC Reimbursement Closeout » a) E RVIC E S PO RTAL

Vendor Number Eniry D

VPK Reimbursement Tools »

Reimbursement Search

Q Search VPK Applications Q Search SR Applications

The SR Reimbursement Fee Rejected/Ineligible Queue displays.

ﬁ Home VPK Program ~ VPK SIS~ SR Program - TAPP ~ Provider ~ Reimbursement ~ Maintenance ~ Reports ~ CCR&R ~ Grant Application Admin Functions ~ Hello C* Log OFf 'n ﬂ

SR Reimbursement Fee Rejected/ineligible Queue

Show | 10 w enfries Search:
e e P N
Provider ID Provider Name Cl 1D Cl Name Fee Status Removal Date
Filter Filter Filter Filter Filter Filter Filter Filter Filter
9048 EARLY LEARNING CENTER OF SUNRISE, LLC 4435787 Vaughn Fortunata Rejected Incorrect Amount 07/20/2023 hcesar@elcbroward org
9048 EARLY LEARNING CENTER OF SUNRISE, LLC 6331719 Bud Vasanta Ineligible Child Mot Eligible 08/08/2023 hcesar@elcbroward org
9046 EARLY LEARNING CENTER OF SUNRISE, LLC 6500743 Antwon Adamina Ineligible Child Mot Eligible Q71712023 hcesar@elcbroward.org
5902 ROBINSON, PHYLLIS 5378336 Deemer Drew Rejected Incorrect Amount 071772023 hcesar@elcbroward org
5902 ROBINSON, PHYLLIS 5614431 Clark Emilien Rejected Incorrect Amount 08/08/2023 hcesar@elcbroward org
5902 ROBINSON, PHYLLIS 8177207 Lura Silas Rejected Other Teston 7/20 07/20/2023 hcesar@elcbroward org
5902 ROBINSON, PHYLLIS 6350512 lago Jenaro Ineligible Other goggggeececetiititt Q7182023 hcesar@elcbroward.org
5802 ROBINSCN, PHYLLIS 6449407 Gwendolyn Linwood Rejected Other testtestiesttestiest 07/18/2023 hcesar@elcbroward org
Showing 1to & of & entries Previous - Next
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Ineligible Registration Fee Work Queue (Override)

When a provider dismisses a child for registration fee payments on the Provider Portal, the child will show in the
Ineligible Registration Fee Work Queue on the Coalition Portal. If the child was dismissed for the registration fee
payment in error, coalition users can override and allow the registration fee payment to be processed.

In the Coalition Portal, navigate to the provider’s Administrative Review screen and click the Registration Fees
button.

2020 - 2021 Program Year Current Status: Active
Profile

General Facility Services Curriculum Fees & Discounts Hours of Operation Staffing & Capacity Private Pay Rates Closures Calendar Documents Review

Administrative Review
Provider Notes Contact Attempls m ‘SR Paid Holidays SR Reimbursement Rates Child Assessment Assist Provider Change Profile Status

Click the headers or the 4+ to expand and the = to collapse each section below. ~ Click the| Button | to navigate to that section.

- s o

The Ineligible Registration Fee Work Queue displays. This lists all children at the provider that have been dismissed
for registration fees for the current program year. Select the check box for the child and click the Override button.
There is an option to select all children in the queue to override.

= Ineligible Registration Fee Work Queue

This page displays all of the registration fees that have been dismissed by providers for the program year or marked not eligible by the coalition

@ Click Here For Filtering Tips

Show| 10 ~ | entries £ Clear All Filters Search:

Program Year 1H Assessed Fee Dismissed Date Dismissed By
Filter Filter Filter Filter Filter
a 2020 0.00 03/09/2021
a 2020 0.00 03/11/2021
a 2020 0.00 03/11/2021
a 2020 0.00 03/11/2021
Showing 1 to 4 of 4 entries Previous - Next
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After clicking the Override button, the Confirm Override Dismissed Registration Fees pop-up window displays. Click
the Yes button to override the records.

© Confirm Override Dismissed Registration Fees

Cwerriding the 1 dismissed record(s) will allow the provider to
resubmit the record for payment. Are you sure you want to override
the selected records?

Yes Cancel

After clicking the Yes button on the Confirm Override Dismissed Registration Fees pop-up window, the Process
Complete pop-up message opens. Click the OK button to close the window.

@ Process Complete

The process completed successfully.

After the coalition has overridden the registration fee for payment, the child will show in the list of children eligible
for registration fee payment on the Provider Portal. The provider can process the request for registration fee
payments as usual.

Registration Fee Reversals (Adjustments)

Coalitions can create a reversal (adjustment) for a registration fee that has been paid. Navigate to Reimbursement
> Adjustment Processing > Create Registration Fee Adjustment

On the Registration Fee Adjustment screen, search by the Provider ID and/or the Child ID, then click the Search
button.

Registration Fees »

— ) ] Attendance P i
= Registration Fees Adjustment endance Processing »
|Adjustmem Processing 4 |

Icreate Registration Fee Adjustment |

Search for Registration Fees Relmbursement Closeolt b | Have Adjustment
Vendor Number Entry Adjustments Pending Approval
Enter a provider id or a child id to search for registration fees that were paid and  VPK Reimbursement Tools » Create Prior Period Adjustment
Reimbursement Search Create Line ltem Adjustment »
Provider ID .
Child ID
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The Registration Fees Search Results screen displays the search results based on the criteria entered. To adjust a
record, click the Adjust button.

Registration Fees Search Results

E Search Results

@ Click Here For Filtering Tips
I T B O N N N =
Shoing 110 10 of 105 enfries e - BRI 1 Next

459



The Registration Fee Adjustment pop-up window displays the details of the record. The adjustment will fully
reverse the registration fee assessed.

1. Select the reason for the adjustment
2.  Enter a comment
3.  Click the Submit button

| Registration Fee Adjustment |

THE TODDLER CLUB

Registration Fee Information

Provider ID Child 1D Child Name
5022

Program Year Assessed Fee Date Paid
2019 37.50 09/12/2020

Adjustment Information

Select an Adjustment Reason®
Incorrect Payment v

Comments

Oem --

The Process Complete pop-up window opens. Click the OK button.

® Process Complete

The process completed successfully.

After the registration fee reversal is completed, it will display on the 5045 as a RFR negative amount.
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Complete the Payment Transmittal Process

Navigate to Reimbursement > Reimbursement Closeout > Run Payment Transmittal File
Click Run Transmittal File button. Records that were in Updated status are now in Paid status.

Verify Data in 5045 report- SR

Navigate to Reimbursement > Reimbursement Closeout > Run 5045 Report. Click the Run Report button for SR.
The Run SR Report modal displays. Click the Run Trial 5045 Report button. The Reimbursement Detail Type drop
down includes RFR when registration fee reversal records are present.

Verify Data in 5045 report- SR Plus

Navigate to Reimbursement > Reimbursement Closeout > Run 5045 Report. Click the Run Report button for SR
Plus. The Run SR Plus Report modal displays. Click the Run Trial 5045 Report button. The Reimbursement Detail
Type drop down includes RFR when registration fee reversal records are present.
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Child Assessment
Eligibility Criteria
In the Coalition Portal, Providers meet the following criteria:
e  Provider has an SR 20 contract/amendment with child assessment for the program year
e  Provider has a rate plan with the child assessment differential effective on the last day of the assessment
period for the program year
e  Children have enrollments for at least 60 days during the assessment period with the provider
e  Children have parental consent for assessment
e At least one service period reimbursement record marked Paid within the assessment period and child
assessment processing has not been submitted
e No pending adjustments can be created for a MTH record within the assessment period (status of the
adjustment must be Updated or Paid)
e Has not already been processed for the assessment period

Child Assessment Differentials
On the Provider Profile Administrative Review screen, click Child Assessment.

Administrative Review

Provider Notes [l Contact Atiempis Administration SR Paid Holidays SR Reimbursement Rates Assist Provider [l Change Frofile Status.

The children that meet the eligibility criteria will display on the Child Assessment screen.

Child Assessment

4 Retum to review

Provider Name: .

Work queue results will display with the following conditions
+ Provider has an SR 20 with child assessment for the program year
+ Provider has a rate plan with the child assessment differential effective on the last day of the assessment period for the program year.
« Children have enrollments for at least 60 days during the assessment period with the provider
+ Children have parental consent for assessment
+ Atleast one semvice period reimbursement record marked Paid within the period and child p ing has not been submitted
+ No pending adjustments can be created for a MTH record within the assessment period

Program Year - Child Assessment Period 20191 v

3 Clear Al Fitters [V

Select
All
L} Child Name JE | Date of Birth Parental Consent

Filter Filter Filter
o 1/2612016 Yes
o 8/3/2015 Yes

Showing 1to 2 of 2 entries

Submit for Reimbursement
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There are three assessment periods:

1(2019-01) August, September, October July, August, September, October
2 (2019-02) November, December, January November, December, January
3(2019-03) February, March, April February, March, April, May, June

e The Service Period are the months in which assessments may occur

e The Payment Period are the months in which the child assessment differential can be paid, once
the child assessment for the respective assessment period has been approved by the Coalition
NOTE: The reimbursement will occur during the open Payment Period

Select an assessment period from the dropdown menu.

Child Assessment 4 Return to review

Provider Name: |

Work queue resulis will display with the following conditions
+ Provider has an SR 20 with child for the program year
» Provider has a rate plan with the child assessment differential effective on the last day of the assessment period for the program year.
» Children have enrollments for at least 60 days during the assessment peried with the provider.
» Children have parental consent for assessment
= At least one service period reimbursement record marked Paid within the period and child [ ing has not been submitted
- No pending adjustments can be created for a MTH record within the assessment period

ﬁ Program Year - Child Assessment Period 2019-1 v

£3 Clear All Fiters  [JRCEEVSY

ﬁ (Child Name 1k | Date of Birth Parental Consent

Filter Filter Filter
o 112672016 Yes
o 8/3/2015 Yes

Showing 1to 2 of 2 entries

Submit for Reimbursement

If the Service Period is in the past, then all months will be included in selecting the children.

e Example: Selecting one child for Assessment Period 1 (July — October) will create a child assessment
reimbursement record for each month in the assessment period

If the Service Period is not yet complete, then only the completed months will be included for reimbursement.

e Example: Selecting one child for Assessment Period 3 (February —June) in the month of May will not pay
for May or June. The child assessment reimbursement will only be for the completed months (February —
April)

Coalition users will need to create the child assessment reimbursement records for May and June after the end of
the month.
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Select one or more children from the list and click Submit for Reimbursement.

Child Assessment 4 Return to review

Provider Name:

Work queue results will display with the following conditions:
« Provider has an SR 20 with child for the program year.
« Provider has a rate plan with the child assessment differential effective on the last day of the assessment period for the program year.
+ Children have enroliments for at least 60 days during the assessment period with the provider
« Children have parental consent for assessment
« At least one service period reimbursement record marked Paid within the period and child
+ No pending adjustments can be created for a MTH record within the assessment period

ﬁ Program Year - Child Assessment Period 20191 v
£ Clear All Fiters SRR

Select
All
L] Child Name 1L | Date of Birth Parental Consent

Filter Filter Filter
1/26/2016 Yes
8i3/2015 Yes

Showing 1t 2 of 2 entries
Submit for Reimbursement

p ing has not been submitted

Payment Verified Work Queue
The child assessment records can be seen in the Payment Verified Work Queue.

i = i B B g " A EE el A ol it
P =

i SR

FHTE
e ] i mge i E = s +
e

Each child will have two rows for each month in the assessment period:

e Record Type: CAA (Child Assessment Adjustment) — This record creates a new reimbursement record to
include the child assessment differential

e  Record Type: CAR (Child Assessment Reversal) — This record reverses out the original reimbursement
record, where child assessment differential was not included

No action can be taken on these records from the Payment Verified Work Queue.

Reports
The child assessment reimbursements will be available on the 5045 with record types of CAA and CAR.
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Adjustment Processing

Current Period Adjustments
Coalitions can create a Current Period Adjustment for any attendance records that have been submitted by a
provider and approved by the coalition.

Go to Reimbursement > Attendance Processing > Closed Attendance. Select the Funder Type. Click Submit.

"Closed Attendance™ Work Queue

+ Return to Search

@ Click Here For Filtering Tips

County:
Al v

Funder Type:

Select One v

Current Period Adjustments for SR
The search results will display all the providers with a status of Closed Attendance. Click the Review link for the
Service Period.

"Closed Attendance” Work Queue

Return to Search

@ Click Here For Filtering Tips
County: Funder Type:
Show 10 v search resulis. 5] L.IearAII Filters Search:
Provider Funder
I£ | Provider Name County Service Period Type
Filter Filter Filter Filter Filter Filter Filter
. September 2019 SR Closed Attendance

After clicking the Review link, the Reimbursement Record for the provider and service period display. Confirm that
all children on the roster have a status. Click Adjust for the selected record.

51 Total Records

Reimbursement Record for

¥ Funder Type: SR & Payment Period Aug - 2023 & service Period 06/01/2023 10 06/30/2023
@ Staius: Closed Attendance & Provider Type Center & Provider ID.
$ vendor Number: A Provider Name: A Phone:
1 Site Adaress: i County. Broward @ Has Closures [ % o |
$ Provider Rates | 43 Refresh Calculations
Showing 1 to 51 of 51 search results.
.J CIeaI'AII Filters Search:
Last DOB Billing Eligibility Care Days Total Daily Gross Less Parent Net Payment| Gold Seal Child Local Qi SPCR
[Name Group Code Level to be | Payment Parent Payment CoPay Amount Amount Amnunl Assessment | Amount Amount
I Paid Rate CoPay Amount Amount Amount
Filter Filter Filter Filter Filter Filter Filter
a
Adjust
BG8 ECON SCH FT 0 $2540 $0.76 $0.00 $0.00 $0.00 $000 5000 $000  $000 $0.00  $0.00
Back fo 'Have"
Adjust
BG8 ECON SCH FT 16 $2540 $101 $406.40 $1616  $39024  $6400 $2240 $000  $000 $0.00  $0.00 —
Adjust
BG8 ECON scH PT 6 $19.05 $0.76 $114.30 $4.56  $109.74  $18.00  $6.30 $0.00  $0.00 $0.00  $0.00 —
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After clicking Adjust from the Reimbursement Record, the Current Payment Period Adjustment Needed Here pop-
up displays. Review the Child Name, to ensure this is the correct record to adjust. Select one or more reasons for
the adjustment. Enter in a comment. Click Move to Have Adjustment.

Current Payment Period Adjustment Needed Here

Child Name .

¥ Incorrect Care Level

[J Incorrect Provider Rate

@ Incorrect Parent Copay

[CJ Child Did Not Attend But Paid
@ Child Not on Attendance Sheet
] Parent Copay Not Deducted
] Incorrect Schedule

[ Incorrect Provider

] Absences Not Recorded

[J Other

Comments:

Test|

€ Cancel to Have Adjustment 3

The adjusted record now has a status of Adjust on the Reimbursement Record screen. When all the records have a
status, the Continue button will display. Click Continue.

Last DOB Billing Eligibility Care Days Total Daily Gross Less Parent (Net Payment| Gold Seal QPl Child LocalQl| CS SPCR
Name Group Code Level to be | Payment Parent Payment CoPay Amount Amount | Amount | Assessment | Amount | Amount| Amount
5 Paid Rate CoPay Amount Amount Amount
- Rate

Filter Filter Filter Filter Filter Filter Filter

Verify e

BGB ECON SCH FT 0 $2540 $0.76 $0.00 $0.00 $0.00 $000  $0.00 $0.00  $0.00 $0.00 $0.00 (EEEED ——
Adjust

BGS ECON SCH FT 16 $25.40 $1.01 $406.40 $16.16 $390.24 $64.00 $22.40 $0.00 $0.00 $0.00 $0.00 - S
Adjust

BGB ECON SCH PT 6 $19.05 $0.76 $11430 $456 $10974  $1800  $630 $0.00  $000 $000  $0.00 —
Adjust

BG& ECON SCH PT 0 $19.05 $1.01 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 —
Adjust )

BG& ECON 2YR FT 22 $50.80 $1.35 $1,117.60 $29.70 $1,087.90 $176.00 $61.60 $0.00 $0.00 $0.00 $0.00 —
Adjust

BGB ECON ToD FT 22 $5338 $156  $1,174.36 $3432  $114004  $18502  $6468 S0.00  $000 $000  $0.00 —
Adjust

BGS ECON TOD PT 0 $40.03 $1.56 $0.00 $0.00 $0.00 £0.00 $0.00 $0.00 $0.00 $0.00 $0.00 E—_—

:
jots ||| | | | | | | s245298] ¢192616] $20667.82| $3899.16|$136465| $0.00| s0o00] 000 [ | |

Showing 1 to 51 of 51 search results

» Total Payment Rate is a daily average for VPK Wrap enroliments
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After clicking Continue, a Reimbursement Processing pop-up will display a summary:
e Records for Adjustments
e Records for Reverting
e Total Verified Record for Final Reimbursement
e  Children needing adjustment

Review the Child(ren) needing adjustment listed for accuracy. Enter a comment for the provider case note. Click
Complete Processing.

Reimbursement Processing

Total Records for Adjustments Total Verified Records for Final
8 Reimbursement 48

Total Records for reverting 0

Child(ren) needing adjustment

Comments (for Provider Case Notes) :

<€ Cancel Complete Processing ¥

After clicking Complete Processing, the user returns to the Closed Attendance work queue.
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Go to Reimbursement > Adjustment Processing > Have Adjustment to see records marked as needing an
adjustment. To create a Current Period Adjustment, select a record from the Have Adjustment work queue. Click
the Create Adjustment button.

@ Click Here For Filtering Tips

Showtop| 10 v adjustments results. £ Clear All TS Search

Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter

. September 2019 October 2019 SR Payment Adjustment  10/14/2019
September 2019 October 2019 SR Payment Adjustment  10/14/2019
September 2019 October 2019 SR Payment Adjustment  10/14/2019
September 2019 October 2019 SR Payment Adjustment  10/14/2019
September 2019 October 2019 SR Payment Adjustment  10/14/2019
September 2019 October 2019 SR Payment Adjustment  10/14/2019
September 2019 October 2019 SR Payment Adjustment  10/14/2019
September 2019 October 2019 SR Payment Adjustment  10/14/2019
October 2018 October 2019 SR Payment Adjustment  8/9/2019
October 2018 October 2019 SR Payment Adjustment  8/9/2019

Showing 1 to 10 of 838 adjustments results. Previous n 2 3 4 5 . 84 Next
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After clicking Create Adjustment, the Process Reimbursement Adjustment for [ELC Name] pop-up displays. The

required fields are marked with an asterisk (*). On the Adjustment Information section, it is pre-populated with the
most recent information on the record. The user will need to select the Reason from the dropdown menu and
enter a comment. User will click Submit to confirm the adjustment. After the adjustment is submitted, it will no
longer display in the “Have Adjustment” Work Queue.

Process Reimbursement Adjustment for

Provider (Payee) Information

Principal

Provider

Parent & Child Information

Parent

Child Date of Birth

Unit Of Care
FTvV

Adjustment Information

Service Period

April 2023
Billing Group™
BGS v
Totsl Payment
Days to be Paid Rate
Balance 4 52587
Payment 4 52587

FEIDISSN

ProvideriD

Child

Billing Group
BG8

Match Funder
BGS MATCH

Funder Typs™®
® SRO Local
Eligibility ™

ECON - Economically Disadvantage

Gross Payment Less Parent

Dsily Parent CoPay Rate Amount  CoPay Amount
5156 5103.43 5624

156 5103.48 5624

County of Service
Broward

Vendor ID

Child 1D

Eligibility

ECON - Economically Disadvantage

Enroliment ID

Unit Of Care *

Care Level®

~ 60 = 72 Months v

Net Payment
Amount Match Amount  Net Less Match
59724 50.00 59724

Gold Seal
Amount

5000

5000

QPl Amount

5000

5000

Provider Type
CNTR

County

Care Level
PR5 - 60 < 72 Months

Reason®
- Select Reason -
Match Funder

BGE MATCH

Child
Assessment
Amount

Local QI
Amount  CS Amount
50.00 5000 5000

5000 5000 50.00

v
v
Special
Needs
Amourt  OCAAmaunt
50.00 59724
50.00 59724

m Canest
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The Adjustments Grid has a Balance row with the current balance for the record and an Adjusted row with any
adjustments made during this edit. In the Adjustments Grid, only the Days to be Paid and Daily Parent CoPay Rate
are editable. Any changes made that will impact rate (Unit of Care, Care Level, or Daily Parent CoPay Rate) will
display in the Adjusted row.

The column headers in the grid for years 2018-2019 and prior are:

Days to be Paid

Total Payment Rate

Daily Parent CoPay Rate

Gross Payment Amount = [Days to be Paid * Total Payment Rate]

Less Parent CoPay Amount = [Days to be Paid * Daily Parent CoPay Rate]

Net Payment Amount = [Gross Payment Amount — Less Parent CoPay Amount]
Gold Seal Amount = [Days to be Paid * Gold Seal Amount (from SR Rate Plan)]
PFP Amount = [Days to be Paid * PFP Amount (from SR Rate Plan)]

PFP CA Amount = [Days to be Paid * PFP CA Amount (from SR Rate Plan)]
Local QI Amount = [Days to be Paid * Local QI Amount (from SR Rate Plan)]
CS Amount = [Days to be Paid * CS Amount (from SR Rate Plan)]

The column headers in the grid for years 2019-2020 and forward are:

Days to
be Paid
Balance 2

Adjustment

Days to be Paid

Total Payment Rate

Daily Parent CoPay Rate

Gross Payment Amount = [Days to be Paid * Total Payment Rate]

Less Parent CoPay Amount = [Days to be Paid * Daily Parent CoPay Rate]

Net Payment Amount = [Gross Payment Amount — Less Parent CoPay Amount]
Gold Seal Amount = [Days to be Paid * Gold Seal Amount (from SR Rate Plan)]
QPI Amount = [Days to be Paid * QPI Amount (from SR Rate Plan)]

Child Assessment Amount = [Days to be Paid * Child Assessment Amount (from SR Rate Plan)]
Local QI Amount = [Days to be Paid * Local QI Amount (from SR Rate Plan)]

CS Amount = [Days to be Paid * CS Amount (from SR Rate Plan)]

Special Needs Amount = [Days to be Paid * Special Needs Rate]

Less

Total Gross Parent Net Child Special
Payment Daily Parent Payment CoPay Payment Match NetLess Gold Seal QPl Assessment Local QI cs Needs QOCA
Rate CoPay Rate Amount Amount Amount Amount Match Amount  Amount Amount  Amount  Amount  Amount  Amount
$58.08 $0.00 $116.16 $0.00 $116.16 $0.00 $116.16 $0.00 $0.00 $0.00 $0.00 $0.00 $19.36 $96.80
$58.08 0.00| $116.16 $0.00 $116.16 0.00 $116.16 $0.00 $0.00 $0.00 $0.00 $0.00 $19.36  3$96.80
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Current Period Adjustments for SR Plus
The search results will display all the providers with a status of Closed Attendance. Click the Review link for the
Service Period.

"Closed Attendance"” Work Queue
@ Click Here For Filtering Tips

County: Funder Type:

Al v sRPs v
Show 10 v search results. £ Clear Al Filters Search.

VPK
Provider Funder Class
D 1% | Provider Name County Service Period Type D

Filter Filter Filter Filter Filter Filter Filter
August 2024 SRPIus Closed Attendance
Showing 1 to 1 of 1 search results. Previous Next

After clicking the Review link, the Reimbursement Record for the provider and service period display. Confirm that
all children on the roster have a status. Click Adjust for the selected record.

Reimbursement Record for <
# Funder Type SRPIus & Payment Period:  Aug - 2024 & Service Period:  08/01/2024 to 08/31/2024
@ Status: Closed Attendance & Provider Type: Center & Provider ID
$ Vendor Number. A& Provider Name: A Phone:
A Site Address A County: Broward @ Has Closures: [ o |

$ Provider Rates | (5 Refresh Calculations < Move All to Have'
2 Clear Al Fiters SIS

Last DOB | Billing Eligibility Care Days| Total | Daily | Gross | Less Net Gold | QPI Child  [Local@l| €S | SPCR Action
Name Group Code Level to be | Payment | Parent | Payment | Parent |Payment| Seal |Amount| Assessment [Amount Amount|Amount

. Paid | Rate | CoPay | Amount | GoPay | Amount | Amount Amount

- Rate Amount

Showing 1 to 4 of 4 search results.

Filter Filter Filter Filter Filter Filter Filter
DEL Abby 6/8/2017 SRPLS SRPL SCH FT 1 $26.84 $17.09 $26.84 $17.09 $9.75 $4.47 $0.00 $0.00 $000 $0.00 $0.00
Back to 'Have”
Adjust
DEL Abby 6/8/2017 SRPLS SRPL SCH FTFT 1 $53.68 $17.09 $53.68 $17.09 $36.59 $8.94  $0.00 $0.00 $0.00  $0.00 $0.00 —
Adjust
DEL Abby 6/8/2017 SRPLS SRPL SCH FTPT 1 $45.45 $17.09 $45.45 $17.09 $28.36 $7.57 $0.00 $0.00 $000 $0.00 $0.00

After clicking Adjust from the Reimbursement Record, the Current Payment Period Adjustment Needed Here
popup displays. Review the Child Name, to ensure this is the correct record to adjust. Select one or more reasons
for the adjustment. Enter in a comment. Click Move to Have Adjustment.
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Current Payment Period Adjustment Needed Here

Child Name: DEL Abby

Incorrect Care Level

O Incorrect Provider Rate

O Incerrect Parent Copay

[ Child Did Not Attend But Paid
Child Not an Attendance Sheet
[J Parent Copay Not Deducted
[ Incorrect Schedule

[ Incorrect Provider

O Absences Not Recorded

[ Other

Comments:

Fake Child

€ Cancel Move to Have Adjustment ¥

The adjusted record now has a status of Adjust on the Reimbursement Record screen. When all the records have a
status, the Continue button will display. Click Continue.

$ Provider Rates | £ Refresh Calculations < Move Allto Have'
2 Clear Al Fiters  [JISEEUCIE

Last DOB | Billing Eligibility Days | Total Daily | Gross [ Net Gold | QP Child  [Local@Ql| €S | SPCR Action
Name Group Code tobe | Payment | Parent | Payment | Parent |Payment| Seal |Amount| Assessment |Amount|Amount|Amount

. Paid | Rate | CoPay | Amount | CoPay | Amount | Amount Amount

I Rate Amount

Showing 1 to 4 of 4 search results.

Filter Filter Filter Filter Filter Filter Filter

Verify

DEL Abby 6/8/2017 SRPLS SRPL SCH FT 1 $26.84 $17.09 $26.84 $17.09 $9.75 $4.47  $0.00 $0.00 $0.00  $0.00 $0.00 m -
Adjust

DEL Abby 6/8/2017 SRPLS SRPL SCH FTFT 1 $53.68 $17.09 $53.68 $17.09 $36.59 $8.94  $0.00 $0.00 $0.00  $0.00 $0.00 ——————
Adjust

DEL Abby 6/8/2017 SRPLS SRPL SCH FTPT 1 $45.45 $17.09 $45.45 $17.09 $28.36 $7.57  $0.00 $0.00 $0.00  $0.00 $0.00 ——————
Adjust

11/3/2016  SRPLS SRPL SCH FT 3 $26.84 $23.13 $80.52 $69.39 $11.13  $11.13  $0.00 $0.00 $0.00  $0.00 $0.00

ot || | [ | | | [ | | 620649] $12066] $s5.83] $a211] so0l __$000] 000l 000l [ | |

Showing 1t 4 o & search resits
After clicking Continue, a Reimbursement Processing pop-up will display a summary:

¢ Records for Adjustments

¢ Records for Reverting

e Total Verified Record for Final Reimbursement

e Children needing adjustment Review the Child(ren) needing adjustment listed for accuracy.

Enter a comment for the provider case note. Click Complete Processing.
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Reimbursement Processing

Total Records for Adjustments Total Verified Records for Final
1 Reimbursement 3

Total Records for reverting 0

Child(ren) needing adjustment: Abby Del

Comments (for Provider Case Notes) :

£ Cancel Complete Processing ¥

After clicking Complete Processing, the user returns to the Closed Attendance work queue.

Go to Reimbursement > Adjustment Processing > Have Adjustment to see records marked as needing an
adjustment. To create a Current Period Adjustment, select a record from the Have Adjustment work queue. Click
the Create Adjustment button.

£ "Have Adjustment" Work Queue

© Click Here For Filtering Tips
Showtop 10 v adjustments results. © Clear All Filters Search:
Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter
Abby Del August 2024 August 2024 SRPlus PaymentAdjustment  8/19/2024
Showing 1 to 1 of 1 adjustments results Previous Next
Create Adjustment

After clicking Create Adjustment, the Process Reimbursement Adjustment for [ELC Name] pop-up displays. The
required fields are marked with an asterisk (*). On the Adjustment Information section, it is pre-populated with the
most recent information on the record. The user will need to select the Reason from the dropdown menu and
enter a comment. User will click Submit to confirm the adjustment. After the adjustment is submitted, it will no
longer display in the “Have Adjustment” Work Queue.
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Provider (Payee) Information

Principal

Provider

Parent & Child Information
Parent
Parent 1

Child Date of Birth
08/08/2017

Unit Of Care
FT

Adjustment Information

Service Period
August 2024

Billing Group *

SRPLS v
Total
Daysto  Payment
be Paid Rate
Balance 1 $26.84

Process Reimbursement Adjustment for

FEID/SSN

ProviderlD

Child
Abby Del

Billing Group
SRPLS

Match Funder

Funder Type*

O sRO Local ® SRPIus

Eligibility *

SRPL - School Readiness Plus Dire v

Gross
Daily Parent CoPay ~ Payment
Rate  Amount

$17.09 $26.84

Payment $26.84 17.00] $26.384

Comments*

e
Parent
CoPay

Amount

$17.09

$17.09

Net
Payment
Amount
$9.75

$9.75

In School ¥ -- No Match Funders - v
Gold Child Local Special
Maich  Netless seal QP Assessment al CS  Needs oca
Amount Match Amount  Amount Amount Amount Amount Amount Amount

County of Service

Vendor ID

Child ID

Eligibility

SRPL - School Readiness Plus Direct Services

Enroliment ID

Unit Of Care *

FT v

Care Level *

$0.00 $9.75 $4.47  $0.00

0.00 $9.75 $447 5000

a

Provider Type

County

Care Level
SCH - In School

Reason®

— Select Reason --

Match Funder

$0.00 $0.00  $0.00

$0.00 $0.00  $0.00

$0.00 8528

$0.00 8528

The Adjustments Grid has a Balance row with the current balance for the record and an Adjusted row with any
adjustments made during this edit. In the Adjustments Grid, only the Days to be Paid and Daily Parent CoPay Rate
are editable. Any changes made that will impact rate (Unit of Care, Care Level, or Daily Parent CoPay Rate) will
display in the Adjusted row.

The column headers in the grid for years 2019-2020 and forward are:

¢ Days to be Paid

¢ Total Payment Rate

¢ Daily Parent CoPay Rate

® Gross Payment Amount = [Days to be Paid * Total Payment Rate]

¢ Less Parent CoPay Amount = [Days to be Paid * Daily Parent CoPay Rate]

¢ Net Payment Amount = [Gross Payment Amount — Less Parent CoPay Amount]
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¢ Gold Seal Amount = [Days to be Paid * Gold Seal Amount (from SR Rate Plan)]

¢ QPI Amount = [Days to be Paid * QPI Amount (from SR Rate Plan)]

e Child Assessment Amount = [Days to be Paid * Child Assessment Amount (from SR Rate Plan)]

e Local QI Amount = [Days to be Paid * Local QI Amount (from SR Rate Plan)]

¢ CS Amount = [Days to be Paid * CS Amount (from SR Rate Plan)]

¢ Special Needs Amount = [Days to be Paid * Special Needs Rate]

Total
Daysto  Payment Daily Parent CoPay
be Paid Rate Rate
Balance 1 $26.84 $17.09
Payment | 1] s28.8¢ 17.09

Gross
Payment
Amount

$26.84

$26.84

Less
Parent
CoPay

Amount

$17.09

517.09

Net
Payment
Amount

$9.75

$9.75

Match

Amount

475

$0.00

0.00

Net Less
Match

$9.75

$9.75

Gold
Seal
Amount

$4.47

$4.47

QPI
Amount

$0.00

$0.00

Child
Assessment
Amount

$0.00

$0.00

Local
Ql
Amount

$0.00

$0.00

CcS
Amount

$0.00

$0.00

Special
Needs
Amount

$0.00

$0.00

OCA
Amount

§5.28

§5.28



Current Period Adjustments for VPK
The search results will display all the providers with a status of Closed Attendance. Click the Review link for the
Service Period.

E"Closed Attendance” Work Queue 4 Retumn to Search

€ Click Here For Filtering Tips

County: Funder Type:

Show| 10 v search results. £ Clear All Filters [

VPK
Provider Funder Class
D 1L | Provider Name County Service Period Type D

Filter Filter Filter Filter Filter Filter Filter

January 2020 VPK DF19 Closed Atlendance

After clicking the Review link, the Reimbursement Record for the provider and service period displays. Confirm
that all children on the roster have a status. Click Adjust for the selected record.

El Reimbursement Record for
# Funder Type: VPK & Payment Period: Oct - 2019 & Service Period: 08/13/2018 to 08/31/2018
« Attendance Status: Closed Attendance $ Advance Payment: [ o | @ Has Closures: [ % o |
# Provider Name: [ ] A Provider ID- # Vendor Number
# Provider Address: & Provider County: £ Provider Phone:
* Classroom’ 1 Class Start Date: 08/13/2018 * Class End Date” 05/30/2019

€ Move All to "Have'

Total
_ illing Care Days Days . Hours Hours Hours -

Verify

1. 11/12/2013 VPK PR4 0 15 45.00 0.00 45.00 45.00 $4.38 $197.10 Adjust

Back to 'Have'
Verify

2. 81242013 VPK FR4 0 4 12.00 0.00 12.00 12.00 $4.38 $52.56 Adjust

Back to'Have!

Verify
3 212712014 VPK PR4 0 15 45.00 0.00 45.00 45.00 $4.38 $197.10 Adjust

Back to'Have!

Verify

4. 4/23/2014 VPK PR4 0 15 45.00 0.00 45.00 45.00 $4.38 $197.10 Adiust
I Y ) )
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After clicking Adjust from the Reimbursement Record, the Current Payment Period Adjustment Needed pop-up
displays. Review the Child Name, to ensure this is the correct record to adjust. Select one or more reasons for the
adjustment. Enter a comment. Click Move to Have Adjustment.

Current Payment Period Adjustment Needed

Child Name:

Incorrect Care Level

[ Incorrect Provider Rate

[ Incorrect Parent Copay

[] Child Did Mot Attend But Paid
Child Not on Attendance Sheet
[] Parent Copay Mot Deducted
[ Incorrect Schedule

[ Incorrect Provider

[] Absences Not Recorded

[] Other

Comments:(max 250 chars)

Test \

£ Cancel Move to Have Adjustment »

The adjusted record now has a status of Adjust, on the Reimbursement Record screen. When all the records have
a status, the Continue button will display. Click Continue.

] Reimbursement Record for
& Funder Type: VPK & Payment Period: oct-2019 & Service Period 08113/2018 10 08/31/2018
 Alfendance Status Closed Attendance $ Advance Payment w0 | @ Has Closures: EQ
# Provider Name: [} | A Provider ID: # Vendor Number:
# Provider Address: A Provider County: # Provider Phone .
= Ciassroom: 1 Class Start Date: 08132018 = Class End Date 05/30/2019

Billing care Days Days totel Hours Hours Hours
Child N OB Instructional Rat Amount Stat
Hafame Group | Level | Absent Present s Absent Attended Paid e O 1
Verify
1 VPK PR4 0 15 45.00 0.00 45.00 45.00 $4.38

1111222013 $197.10 -
Back to Have"

Adjust

2 91242013 VPK PR4 0 4 12.00 0.00 12.00 12.00 5438 $5256
Adjust

3 212712014 VPK PR4 0 15 45.00 0.00 45.00 45.00 3438 $197.10

41232014 VPK PR4 0 15 45.00 0.00 45.00 4500 3438 $197.10

4 .
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After clicking Continue, the Reimbursement Processing pop-up displays a summary:
e Records for Adjustments
e Records for Reverting
e Total Verified Record for Final Reimbursement
e  Children needing adjustment

Review the Child(ren) needing adjustment listed for accuracy. Enter a comment for the provider case note. Click
Complete Reimbursement Processing.

Reimbursement Processing

Total Records for Adjustments Total Verified Records for Final
2 Reimbursement 2

Total Records for reverting 0

Child(ren) needing adjustment:

Comments (for Provider Case Notes) :

£ Cancel Complete Reimbursement Processing ¥

After clicking Complete Reimbursement Processing, the user returns to the Closed Attendance work queue.

After marking reimbursement records as needing an adjustment, they will display in the “Have Adjustment” Work
Queue. To create a Current Period Adjustment, go to Reimbursement > Adjustment Processing > Have
Adjustment. Select a record from the Have Adjustment Work Queue. Click Create Adjustment.

£ "Have Adjustment” Work Queue

© click Here For Filtering Tips
Snowtop| 10~ | adustments resuts Seareh
Filter Filter Filter Filter Filter Filter Filter Filter Filter

| August 2018 October 2019 VPK BF18 Payment Adjustment 10114/2018 |

August 2018 October 2019 VPK BF18 Payment Adjustment 10/14/2019
o July 2018 October 2019 SR Payment Adjustment 5162019

July 2018 October 2019 SR Payment Adjustment 5/16/2019
July 2018 October 2019 SR Payment Adjustment 5/16/2019
July 2018 October 2019 SR Payment Adjustment 51612019
July 2019 October 2019 SR Payment Adjustment 8/6/2019
duly 2019 October 2019 SR Payment Adjustment 2612019
July 2019 October 2019 SR Payment Adjustment 81612019
July 2019 October 2019 SR Payment Adjustment 8/6/2019

Showiing 1 to 10 of 11 adjustments results. (filtered from 840 total entries)1 row selected Previous - 2 Next

Greate Adjustment

478



After clicking Create Adjustment, the Process Reimbursement Adjustment for [ELC Name] pop-up displays. The
required fields are marked with an asterisk (*). On the Adjustment Information section, it is pre-populated with the
most recent information on the record. The user will need to select the Reason from the dropdown menu, and
enter a comment. User will click Submit to confirm the adjustment. After the adjustment is submitted, it will no
longer display in the “Have Adjustment” Work Queue.

Process Reimbursement Adjustment for

Provider (Payee) Information

Principal FEIDISSN County of Service Provider Type
CNTR
Provider ProvideriD Vendor ID
Parent & Child Information
Parent Child Child ID County
Child Date of Birth
111212013
Enrollment ID
Adjustment Information
Service Peried Classroom Classroom Name Reason®
August, 2018 Class B — Select Reason — ~
Days Absent Days Present Total Instructional Hours Hours Attended Paid Hours Amount
Balance 0 15 a5 45 a5 $197.10

Adjusted 0 15 45 5 45 3 107.10

Comments*®

You have characrars remaining.

=) -

In the Adjustments Grid, the Balance row displays the summary of all adjustments for the record. The Adjusted
row displays any adjustments made during this edit. In the Adjustments grid, the Days Absent, Days Present, Total
Instructional Hours, Hours Attended fields are editable. The column headers in the grid are:

e Days Absent

e Days Present

e Total Instructional Hours

e Hours Attended

e  Paid Hours = [(Hours Attended/.8) or Total Instructional Hours]

e Amount = [(Hours Attended/.8) or Total Instructional Hours] * VPK Rate

Days Absent Days Present Total Instructional Hours Hours Attended Paid Hours Amount
Balance o 15 43 43 45 519710
Adjusted [ 15 45 45 45 5 187.10
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Prior Period Adjustments (PPA)

Coalitions can create a Prior Period Adjustment (PPA) for any attendance records that have a PAID status. To
create a PPA, go to Reimbursement > Adjustment Processing > Create Prior Period Adjustment.

Create Prior Period Adjustment for SR/SRPlus/Local
On the Create Period Adjustment for Reimbursement screen, users will enter in criteria to search for paid records
eligible for a PPA.

Note- SR Plus is a unique funder type. Prior period paid records for SR Plus will only display when SR Plus is
selected as the Funder Type.

$ Create Period Adjustment For Reimbursement

Find prior period paid records

Funder Type

SR ¥

Service Period

April 2019 ¥

Provider ID

8469
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Only children that have a status of PAID will display in the search results. Click on a record then click Create
Adjustment.

The columns can be filtered and sorted.

NOTE: Prior period adjustments cannot be created for wrap (PTV, FTV) reimbursement records.

Select Reimbursement Record for Adjustment

BEGINNING OUR FUTURE LEARNING AND OUTREACH CENTER

Provider ID:

Showtop 10

~ | reimbursement results

Service Period: 2019 Oct

Funding: SR

Search:

Reimbursement ID |F | Child m VPK Class ID Enroliment ID Total Days Paid Billing Group Eligibilty Code Match Funder

Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter
6531038 2YR FT 1140103 10 BGS ECON 33 $12.31
6531037 SCH PT 117170 4 BGS ECON 33 $2.87
6531036 SCH PT 117167 4 BGS ECON 33 $2.56
6531035 TOD FT 1111071 19 BG1 14R
6531034 PR3 FT 1110962 23 BG1 13
6531033 PR3 FT 1110359 13 BG1 14R
6531032 PR3 FT 1087377 23 BG8 ECON 33 $2263
6531031 TOD FT 1079014 23 BG& ECON 33 $2059
6531030 PR5 FTV 30651 1074890 17 BG8 ECON 33 $10.84
6531029 PR5 FT 1074890 6 BG& ECON 33 $6.55

Showing 1 te 10 of 74 reimbursement records. 1 row selected Previous n 2 3.4 5 8 Next

Create Adjustment

Cancel
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After clicking Create Adjustment, the Process Reimbursement Adjustment for [ELC Name] pop-up displays.
Required fields are marked with an asterisk *. On the Adjustment Information section, it is pre-populated with the
most recent information on the record. The user will need to select the Reason from the dropdown menu, make
the adjustment changes, and enter a comment. User will click Submit to confirm the adjustment.

If only the Adjustment Reason and Comment are entered, a PPA will not be saved because no changes were made.

Process Reimbursement Adjustment for

4
Provider (Payee) Information

Principal FEID/SSN County of Service Provider Type
Broward CNTR.
Provider ProviderlD Vendor ID

Parent & Child Information

Parent Child Child ID County
Child Date of Birth Billing Group Eligibility Care Level
BGS ECON - Economically Disadvantage PR5 - 60 < 72 Months
Unit Of Care % Match Funder Enrollment ID
FTV BG& MATCH
Adjustment Information
Service Period Funder Type® Unit Of Care® Reason®
April 2023 ® 5RO Local v — Select Reason — v
Billing Group™ Eligibility ® Care Level™ Match Funder
BGS ™) ECON - Economically Disadvantage v 60 <72 Months ™) BGS MATCH v
Child Special
Tatal Payment Gross Payment Less Farent Net Payment Gold Seal Assessment Local QI Nesds
Days to be Paid Ratz Daily Parent CoPay Rate Amaunt  CoPay Amount Amaunt Match Amount  Net Less Match Amount QP Amount Amaunt Amount  CS Amount Amount  OCAAmaunt
Balance 4 52587 5156 5103 48 5624 59724 50.00 59724 5000 s0.00 $0.00 5000 $0.00 $0.00 S9724

Payment 1 52587 155 510348 6.4 59724 59724 s000 s0.00 s0.00 50.00 $0.00 50.00 9724

= -
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Balance

Adjustment

In the Adjustments Grid, the Balance row displays the summary of all adjustments/changes for the record. The
Payment row displays any adjustments made during this edit. In the Adjustments grid, only the Days to be Paid,
Daily Parent CoPay Rate, and Match Amount (for BG8 and CCEP only) are editable. For any changes made, the
difference will show on the Net Payment row.

Any changes that will change the Total Payment Rate or OCA Code will create two rows:

PPA (Prior Period Adjustment) — the newly adjusted amount.
PPR (Prior Period Reversal) — the reversed amounts.

Click View History to see the full history of adjustments for the record.

Days to
be Paid

2

Less

Total Gross Parent Net Child Special
Payment Daily Parent ~ Payment CoPay Payment Match NetLess Gold Seal QPI  Assessment Local QI CS Needs OCA
Rate CoPay Rate Amount Amount Amount Amount Match Amount  Amount Amount  Amount Amount Amount Amount
$56.08 $0.00 $116.16 $0.00 $116.16 $0.00 $116.16 $0.00 $0.00 $0.00 $0.00 $0.00 $19.36 = $96.80
$58.08 0.00| $116.16 $0.00 $116.16 000 311616 $0.00 $0.00 $0.00 $0.00 $000 $19.36 3$96.80

The column headers in the grid for years 2018-2019 and prior are:

Days to be Paid

Total Payment Rate

Daily Parent CoPay Rate

Gross Payment Amount = [Days to be Paid * Total Payment Rate]

Less Parent CoPay Amount = [Days to be Paid * Daily Parent CoPay Rate]

Net Payment Amount = [Gross Payment Amount — Less Parent CoPay Amount]
Match Amount (only editable if the Billing Group is BG8 or CCEP)

Net Less Match = [Net Payment Amount — Match Amount]

Gold Seal Amount = [Days to be Paid * Gold Seal Amount (from SR Rate Plan)]
PFP Amount = [Days to be Paid * PFP Amount (from SR Rate Plan)]

PFP CA Amount = [Days to be Paid * PFP CA Amount (from SR Rate Plan)]
Local QI Amount = [Days to be Paid * Local QI Amount (from SR Rate Plan)]
CS Amount = [Days to be Paid * CS Amount (from SR Rate Plan)]

OCA Amount
o  CCEP Billing Group = [Net Less Match — (PFP Amount + PFP CA Amount + Local QI Amount + CS
Amount)]

o All other Billing Groups = [Net Less Match — (Gold Seal + PFP Amount + PFP CA Amount + Local QI
Amount + CS Amount)]

The column headers in the grid for years 2019-2020 and forward are:

Days to be Paid

Total Payment Rate

Daily Parent CoPay Rate

Gross Payment Amount = [Days to be Paid * Total Payment Rate]

Less Parent CoPay Amount = [Days to be Paid * Daily Parent CoPay Rate]

Net Payment Amount = [Gross Payment Amount — Less Parent CoPay Amount]
Match Amount (only editable if the Billing Group is BG8 or CCEP)

Net Less Match = [Net Payment Amount — Match Amount]
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Adjustments History

Final

e Gold Seal Amount = [Days to be Paid * Gold Seal Amount (from SR Rate Plan)]
e QPI Amount = [Days to be Paid * QPI Amount (from SR Rate Plan)]
e  Child Assessment Amount = [Days to be Paid * Child Assessment Amount (from SR Rate Plan)]
e Local QI Amount = [Days to be Paid * Local Ql Amount (from SR Rate Plan)]
e  CS Amount = [Days to be Paid * CS Amount (from SR Rate Plan)]
e  Special Needs Amount = [Days to be Paid * Special Needs Rate]
e OCA Amount
o CCEP Billing Group = [Net Less Match — (QPl Amount + Child Assessment Amount + Local Ql
Amount + CS Amount + Special Needs Amount)]
o All other Billing Groups = [Net Less Match — (Gold Seal + QP Amount + Child Assessment Amount
+ Local Ql Amount + CS Amount + Special Needs Amount)]

After clicking View History, in the below example, the Adjustments History grid shows that this record has had one
adjustment saved. The PPA will display. If there was a change in OCA Code or Daily Payment Rate, the PPR row will
show. The amounts deducted display in red text. The Adjustments History is sorted by Reimbursement Detail ID
(oldest to newest). The Total row displays the calculated amounts based on all adjustments. The Total row
information is also what displays in the Balance row on the Adjustments grid.

Daily Less Care
Days Total Parent  Gross Parent Net Net Gold Child Local Special Billing Level Unit Match
tobe Payment CoPay Payment CoPay Payment Match Less Seal QPI Assessment QI cs Needs OCA Group  Eligibility Type of Funder
Paid  Rate Rate Amount  Amount Amount  Amount Match Amount  Amount  Amount Amount  Amount Amount Amount  Stafus Type Code Code Code Care ID
2 $58.08 | $0.00  $116.16 $0.00 $116.16 | $0.00 $116.16  $0.00 $0.00 $0.00 $0.00 $0.00 $19.36 $96.80 | PAID MTH BG1 13 SCH FT
-1 $58.08 | $0.00 -558.08 $0.00 -$58.08  50.00 -$58.08  $0.00 $0.00 $0.00 $0.00 $0.00 -$9.68  -858.08 PENDING  PPA  BG1 13 SCH FT
1 $58.08 $0.00 $58.08 $0.00 $58.08 50.00 $58.08 $0.00 $0.00 $0.00 $0.00 $0.00 $9.68 $38.72

Ok

After clicking Create Adjustment, in the above example, the confirmation modal displays. After the adjustment is
saved, it is saved in a PENDING status and is available in the Pending Adjustment Work Queue.
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Create Prior Period Adjustment for VPK

After clicking the Create Adjustment button, the Process Reimbursement Adjustment for [ELC Name] pop-up
displays. Required fields are marked with an asterisk *. On the Adjustment Information section, it is pre-populated
with the most recent information on the record. The user will need to select the Reason from the dropdown menu,
and enter a comment. User will click the Submit button to confirm the adjustment.

| Process Reimbursement Adjustment for ELC of the Big Bend Region I

Provider (Payee) Information

Principal FEID/SSN: County of Service: Pravider Type:
Hughes Academy of Stars ¥ 8547777 Leon PUES

Provider.

Vendor I0:
Hughes Academy of Stars 2453 2848

Parent & Child Information

Parent Child Child ID: County:

Andrea Latham Onion Latham 20m Lean

Child Date of Birth
0810012013

Enrollment ID:
2614

Adjustment

Service Period Classroom Classroom Name: Reason™
July, 2019 OF1E _ Select Reason

©mit from Transmittal File?

ez ® o

Days Absent Days Prasant Total instructional Hours Hours Attanded Paid Hours Amount

Balange o 13 80 60 80 204
Adjusted 0 " w o0 w0 s P

Net Adjusted 30.00

Comments*

You have characters remaining.

In the Adjustments Grid, the Balance row displays the summary of all adjustments for the record. The Adjusted
row displays any adjustments made during this edit. In the Adjustments grid, the Days Absent, Days Present, Total
Instructional Hours, Hours Attended fields are editable. Click View History to see the full history of adjustments for
the record.

The column headers in the grid are:

e Days Absent

e Days Present

e Total Instructional Hours

e Hours Attended

e  Paid Hours = [(Hours Attended/.8) or Total Instructional Hours]

e Amount = [(Hours Attended/.8) or Total Instructional Hours] * VPK Rate

Days Absent Days Present Total Instructional Hours Hours Attended Paid Hours Amount
Balance 0 13 60 60 60 264
Adjusted 0 13 60 80 60 S 264
Net Adjusted $0.00

485



After clicking View History, in the below example, the Adjustments History grid shows that this record has had
multiple adjustments saved. The Adjustments History is sorted by Reimbursement Detail ID (oldest to newest). The
Total row displays the calculated amounts based on all adjustments. The Total row information is also what
displays in the Balance row on the Adjustments grid.

The column headers in the Adjustments History grid are:

Days Absent

Days Present

Total Instructional Hours

Hours Attended

Paid Hours = [(Hours Attended/.8) or Total Instructional Hours]
Amount = [(Hours Attended/.8) or Total Instructional Hours] * VPK Rate

Adjustments History

Days Absent

Days Present Total Instructional Hours Hours Attended Paid Hours Amount Status
23 69 69 69 $303.60 PAID
-3 0 -9 0 $0.00 PAID
5 -4 ) -4 -$17.60 PAID
-5 -7 4 -7 -$30.80 PAID
3 2 2 2 $8.80 PAID

Ok
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Pending Adjustments

If there are Adjustments pending approval and not in PAID status, then an additional adjustment cannot be
created for the record. If a record with a Pending Adjustment is selected, then a pop-up opens notifying the user
that there is a Pending Adjustment. A record is related by the Reimbursement Detail ID. For example: if the January
attendance for a child is PAID, then a Prior Period Adjustment is created and saved; another Prior Period
Adjustment for this record cannot be created until the first PPA is in PAID status.

L THNT 00 e, wage e & 0 =S 0909000292 00w
© Payment Adjustment

There are adjustments that are not in the UPDATED or PAID
status related to this record. An additional adjustment cannot be
created at this time so this screen is read only.

Pending Adjustment Work Queue

Any adjustments that are created will be in the Pending Adjustment Work Queue: Reimbursement > Adjustment
Processing > Adjustments Pending Approval. The Pending Adjustment Work Queue allows the Coalition to review
and approve any adjustments.

The different type of adjustments (MTH, PPA, LIA) all show in the Pending Adjustment Work Queue after they are
created. The PPRs will not show on the Pending Adjustment Work Queue. The columns can be sorted and filtered
using the column headers.

Click the Approve button to change the status from Pending to Payment Verified.
e After the adjustment is approved it will show in the Payment Verified Work Queue.
Click the Void button to delete the adjustment.

Click the View Adjustment button to see the details of the adjustment.

= "Pending Adjustment” Work Queue

@ Click Here For Filtering Tips

Showtop| 10 ~ | adjustments results £3 Clear All Filters Search:

Adjusted Adjusted Net
Service Funder VPK Class Adjustment Billing Adjusted Adjusted Payment
Child Name Provider ID Provider Name Period Type D Type Group Unit of Care Days Paid |k | Amount

Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter Filter

View Adjustment

Lyda Sherry 4338 FIRST UNITED Feb 2020 SR PPA BG1 FT 2 54.08
METHODIST
PRESCHOOL

Showing 1te 1 of 1 adjustments results. Previous
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Pending Adjustments — 5045 Review
Before approving the pending adjustments, the 5045 can be reviewed to confirm the changes.

Open Tableau: https://oel-reports.floridaearlylearning.com/#/home and search for the Financial Report Generator.

ELC of Alachua
4424 NW 13th Street Suite A-5
Gainesville, FL 32609

Coalition Name 1 Run In Environment

Funder Report Type 2

Payment Period Provider ID (For Provider Reimb. Rpt)

1. Select your Coalition

a. Select Funder
2. Set the Report Type to Pending to view the Pending Adjustments
3. Click the Run 5045 Report

View the Detail report to see adjustments and confirm the changes are as expected.

e The new detail type of PPR (Prior Period Reversal) will display if applicable with a related PPA.
e Ifthe results are correct, then approve the adjustment in the Pending Adjustment Work Queue.
e If the adjustment is incorrect, then the adjustment can be voided and recreated correctly.

The approved adjustments will now display on the Payment Verified Work Queue. This can include attendance that
is approved.
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Payment Verified Work Queue
The Payment Verified Work Queue shows all records with a status of Payment Verified: Reimbursement >

Attendance Processing > View Payment Verified.

The Payment Verified Work Queue shows the following record types:

e MTH (approved from Closed Attendance)
e PPA

o LIA

e EOC/EOCR —VPK End of Class Records

e CAA/CAR - Child Assessment

' "Payment Verlfied Work Queue

FunderType: R .

Show| 10~ enties
Select
Al Match FundorID. | Match Fundor
m | ChidName 1t | ProvideriD Providar Name. Care Level Uritof Care Biling Group Name Amount VPK Class D
e Fitter Fitter Fittr Fittr Fittr v Fittr e Filtr Fittr Fittr Fitter
208 scH [ et 380440 No

o

1 umH

Wit soH PT ) 313 No i ta2rs21 0 000

380438 No umH 18277519 0 000

o w208 scH eT

Shoring 110303 entes

Records will only display in the Payment Verified Work Queue during the open payment period. The records can be
Updated or when the payment period is closed.

Note- SR Plus is a unique funder type. SR Plus records with a status of Payment Verified will only display when SR
Plus is selected as the Funder Type.

After selecting one or more records to remove from the Payment Verified work queue, clicking the Run button
opens the confirmation pop-up window. The confirmation pop-up shows the number of records that are impacted

and the action that will be taken:

e  PPArecords will be deleted
e LIA records will be deleted
e  MTH records will be moved to closed attendance

Confirm Processing Actions

Total PPA Records to be DELETED: O Total MTH Records to be moved to Closed Attendance: 1

Total LIA Records to be DELETED: O

Are you sure you want to continue?

Cancel
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5045 Review

The 5045 can be reviewed to confirm the changes.

Open Tableau: https://oel-reports.floridaearlylearning.com/#/home and search for the Financial Report Generator.

1. Select your Coalition

a. Select Funder
2. Set the Report Type to Trial to view the records in Payment Verified status
3. Click the Run 5045 Report

Review the Detail report to see records.

ELC of Alachua
4424 NW 13th Street Suite A-5
Gainesville, FL 32609

Coalition Name 1 Run In Environment

Funder Report Type 2

Payment Period Provider ID (For Provider Reimb. Rpt)
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The screen will be read-only until the Adjustment is in the Updated or Paid status.

The PPA screen will display as read-only, and the Submit button is deactivated if there is a Pending Adjustment.

Process Reimbursement Adjustment for

-
Adjustment Information
Service Period Funder Type * Unit Of Care * Reason*
August 2024 O sR O Local ® SRPlus - Select - v, -- Select Reason -- v
Billing Group *® Eligibility * Care Level* Match Funder
~ v In School o -- No Match Funders —- v
Less
Total Gross. Parent Net Child Special
Days to Payment Dally Parent Payment CoPay Payment Match  Netless Gold Seal QPl  Assessment Local QI cs Needs ocA
be Paid Rate CoPay Rate Amount Amount Amount Amount Match Amount  Amount Amount  Amount Amount Amount Amount b
Balance 1 $58.08 $0.00 $58.08 $0.00 35808 $0.00 $58.08 $0.00 $0.00 $0.00 $0.00 $0.00 $968 $3872 View History
Payment 1 $58.08 000 35808 5000  $58.08 000 $5808 5000  $0.00 $000 $000 $000 $968 $3872
Adjustment
Comments*

m i
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Line Item Adjustments (LIA)

Coalitions can create Line Item Adjustments (LIA) for a reimbursement record. The LIA can add or create a new
record, which may or may not be EFS Mod-generated records. Adjustments can add a new entry or reverse out an
entry.

SR, Local, or SR Plus Line Item Adjustments
To create a Line Item Adjustment, navigate to Reimbursement > Adjustment Processing > Create Line Item

Adjustment > SR/Local/SR Plus. Any saved line item adjustments will be processed in the currently open payment
period.

Required fields are marked with an asterisk *. A record does not have to be in EFS Mod to create a line item
adjustment. Clicking the Submit button opens the SR Line Item Adjustment modal.

E SR or Local Line Item Adjustment

ELC Of The Big Bend Region

Search For Adjustments

=« Enter an existing Reimbursement ID 1o retrieve information from an existing reimbursement
« Enter an existing Enrollment ID 1o refrieve information from an existing enroliment
- If Reimbursement ID or Enroliment 1D are not known, enter in the Line ltem Adjustment Information

Reimbursement Detail ID Enroliment ID

Search Q Search Q

Service Period Month* Service Period Year® Adjustment Reason*

Provider (Payee) Information

Search
Before creating a Line Item Adjustment, search using the Reimbursement Detail ID or the Enroliment ID.
Reimbursement Detail ID is available on the 5045 detail download.

Enter the Reimbursement Detail ID and click on the search icon © to populate the record with the available
information:

e  Service Period Month
e Service Period Year

e  Provider ID

e Name of Provider

e  Principal ID

e Name of Principal

e VendorID

e  Provider Type

e  Provider County

e ChildID

e Name of Child

e Name of Parent

e County of Parent

e Enrollment ID (dropdown selection of available enrollment dates)
e  Purpose of Care

e Funding Type

e Unit of Care
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e Billing Group

e  Eligibility

e C(Care Level

e Days to be Paid

e Total Payment Rate
e  Match Amount

NOTE: If Reimbursement ID is used to search, and there is a Pending Adjustment, then a pop-up will display. Click
the OK button and search again. A Line Item Adjustment cannot be created with through the Reimbursement ID
search until the Pending Adjustment for the Reimbursement ID is in PAID status.

A Reimbursement Search

The reimburgement was not found

The Enrollment ID can be found on the Eligibility screen. Enter the Enrollment ID and click on the search icon ¢ to
populate the record with the available information:

e  Service Period Month
e  Service Period Year
e  Provider ID

e Name of Provider
e  Principal ID

e Name of Principal
e VendorID

e  Provider Type

e  Provider County

e ChildID

e Name of Child

e Name of Parent

e  County of Parent

e Enrollment ID

e  Purpose of Care
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If a search result is not found, then the Adjustment Search pop up message opens. Clicking OK will close the
Adjustment Search message.

A Adjustment Search

Adjustment was not found

If the Reimbursement Detail ID or Enrollment ID are not known, then enter the Service Period Month and Service
Period Year. The Service Period Year must be between 1990 and the current year. Select the Adjustment Reason
from the dropdown menu. Select Restitution if the LIA will have a Service Period prior to 7/1/2018.

Provider (Payee) Information

Service Period After 7/1/2018

Required fields are marked with an asterisk *. If the Service Period is 7/1/2018 or after, then the Provider ID search
will be available, see the screen below. If the Service Period is prior to 7/1/2018, then the Provider ID will not be
required. If the Reimbursement Detail ID or Enrollment ID are entered in the search at the top of the screen, then
Provider Information will pre-populate.

Provider (Payee) Information

Provider 1D

Name of Provider® Principal ID Name of Principal* Vendor ID

Provider Type Provider County®

Service Period Prior to 7/1/2018

Required fields are marked with an asterisk *. If the Service Period is prior to 7/1/2018, then the Provider ID search
will not be available, see the screen below. If the Service Period is prior to 7/1/2018 and the Adjustment Reason is
Restitution, then the Provider ID will not be required.

e The Name of Provider is a text field. If a Provider ID is entered, it must match a current Provider ID in EFS
Mod. If the Provider ID does not match a current Provider ID in EFS Mod, then the LIA will not save.

e The Name of Principal is a text field. If a Principal ID is entered, it must match a current Principal ID in EFS
Mod. If the Principal ID does not match a current Principal ID in EFS Mod, then the LIA will not save.

e The Vendor ID is an alphanumeric field. The Vendor ID is the Taxpayer ID Number, which can be found on
the Provider’s Business Info screen.

e The Provider Type dropdown field displays the available Provider Types.

e  The Provider County dropdown displays all Florida counties.
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Provider (Payee) Information

Provider 1D

Name of Provider® Principal ID Name of Principal® Vendor ID

Provider Type Provider County®

Parent & Child Information

Service Period After 7/1/2018

Required fields are marked with an asterisk *. If the Service Period is 7/1/2018 or after, then the Child ID search
will be available, see the screen below. If the Service Period is prior to 7/1/2018, then the Child ID will not be
required. If the Reimbursement Detail ID or Enrollment ID are entered in the search at the top of the screen, then

Parent & Child Information will pre-populate. The Enrollment ID will be a dropdown menu and display any
enrollment dates the child was enrolled.

Parent & Child Information

Child ID

Name of Child* Name of Parent® County of Parent® Enroliment ID

Purpose Of Care™

Service Period Prior to 7/1/2018
Required fields are marked with an asterisk *. If the Service Period is prior to 7/1/2018, then the Child ID search

will not be available, see the screen below. If the Service Period is prior to 7/1/2018 and the Adjustment Reason is
Restitution, then the Child ID will not be required.

e The Name of Child is a text field.

e The Name of Parent is a text field.

e The County of Parent dropdown displays all Florida counties.

e If an Enrollment ID is entered, it must match a current Enrollment ID in EFS Mod. If the Enrollment ID does
not match a current Enrollment ID in EFS Mod, then the LIA will not save.

e The Purpose of Care dropdown field displays the available Purposes of Care.

Parent & Child Information

Child ID

Name of Child* Name of Parent® County of Parent® Enroliment ID

Purpose Of Care™
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Adjustment Information

Service Period After 7/1/2018

Required fields are marked with an asterisk *. If the Reimbursement Detail ID or Enrollment ID are entered in the
search at the top of the screen, then Adjustment Information will pre-populate.

The Funding Type dropdown field displays the available Funding Types (SR or Local).
The Service Period Month dropdown field displays the available Months.
The Service Period Year is a numeric field. Users can save entries between 1990 and the current year.
The Unit of Care dropdown field displays the available Units of Care.
The Billing Group dropdown field displays the available Billing Groups.
The Eligibility dropdown field displays the available Eligibility.
The Care Level dropdown field displays the available Care Levels.
The Match Funder dropdown field displays available Match Funders.
The Days to be Paid can be a positive or negative number. The Days to be Paid cannot be 0.
The Total Payment Rate is the daily payment rate. The Total Payment Rate must be between $0.00 and
$100.00.
The Daily Parent CoPay Rate must be greater than or equal to $0.00.
The Gross Payment Amount is a calculated field. [Total Payment Rate * Days to be Paid]
The Less Parent CoPay Amount is a calculated field. [Daily Parent CoPay Rate * Days to be Paid]
The Net Payment Amount is a calculated field. [Gross Payment Amount — Less Parent CoPay Amount}
The Match Amount is the amount paid by a Match.
The Net Less Match is a calculated field. [Net Payment Amount — Match Amount]
OCA Amount is a calculated field.
o CCEP Billing Group = [Net Less Match — (QPl Amount + Child Assessment Amount + Local Ql
Amount + CS Amount)]
o All other Billing Groups = [Net Less Match — (Gold Seal + QP Amount + Child Assessment Amount
+ Local Ql Amount + CS Amount)]

The differentials grid will allow the entry of any adjustments for the following:

a. 2018-2019 and Prior Years
i. Gold Seal Amount
ii. PFP Amount
iii. PFP CA Amount
iv. Ql Amount
v. CS Amount
b. 2019-2020 and Future Years
i. Gold Seal Amount
ii. QPlI Amount
iii. Child Assessment Amount
iv. Local Ql Amount
v. CSAmount
vi. Special Needs Amount

For 2019-2020 and future years, the differentials have under and over fields.

The Comments field is a text field.
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Process Reimbursement Adjustment for ELC of Broward

Parent & Child Information

Parent

Parent 1

Child Date of Birth Billing Group Eligibility Care Level

0610872

Unitof
e

Adjustment Information

)

017

care

Service Period

August

Billing Group®

2024

SRPLS

Comments*®

child Child 1D County
Abby Del

SRPLS SRPL - School Readiness Plus Direct Services

Match Funder Enroliment ID

Funder Type® Unit Of Care ®
SRO Local ® sRPIus FT v

Eligibility® Care Level®

Service Period prior to 7/1/2018
Required fields are marked with an asterisk *.

The Omit from Transmittal File will default to Yes for legacy LIA records.
The Funding Type dropdown field displays the available Funding Types (SR or Local).
The Service Period Month dropdown field displays the available Months.
The Service Period Year is a numeric field. Users can save entries between 1990 and the current year.
The Unit of Care dropdown field displays the available Units of Care.
The Billing Group dropdown field displays the available Billing Groups.
The Eligibility dropdown field displays the available Eligibility.
The Care Level dropdown field displays the available Care Levels.
The Match Funder dropdown field displays available Match Funders.
The Days to be Paid can be a positive or negative number. The Days to be Paid cannot be 0.
The Total Payment Rate is the daily payment rate. The Total Payment Rate must be between $0.00 and
$100.00.
The Daily Parent CoPay Rate must be greater than or equal to $0.00.
The Gross Payment Amount is a calculated field. [Total Payment Rate * Days to be Paid]
The Less Parent CoPay Amount is a calculated field. [Daily Parent CoPay Rate * Days to be Paid]
The Net Payment Amount is a calculated field. [Gross Payment Amount — Less Parent CoPay Amount}
The Match Amount is the amount paid by a Match.
o The Match Amount is only editable if the Billing Group is BG8 or CCEP
The Net Less Match is a calculated field. [Net Payment Amount — Match Amount]
OCA Amount is a calculated field.
o CCEP Billing Group = [Net Less Match — (QPl Amount + Child Assessment Amount + Local Ql
Amount + CS Amount)]
o  All other Billing Groups = [Net Less Match — (Gold Seal + QPI Amount + Child Assessment Amount
+ Local QI Amount + CS Amount)]

The differentials grid will allow the entry of any adjustments for

a. 2018-2019 and Prior Years
i. Gold Seal Amount
1. Direct (Under)
ii. PFP Amount

497



iv.

V.

1. Direct (Under)

2. Quality (Over)
Child Assessment Amount

1. Direct (Under)

2. Quality (Over)
Local Ql Amount

1. Quality (Over)
Contracted Slots Amount

1. Direct (Under)

2. Quality (Over)

b. 2019-2020 and Future Years

vi.

Gold Seal Amount
1. Direct (Under)
2. Quality (Over)
QPI Amount
1. Direct (Under)
2. Quality (Over)
Child Assessment Amount
1. Direct (Under)
2. Quality (Over)
Local QI Amount
1. Direct (Under)
2. Quality (Over)
Contracted Slots Amount
1. Direct (Under)
2. Quality (Over)
Special Needs Amount

For 2019-2020 and future years, the differentials have under and over fields.

The Comments field is a text field.

Adjustment Information

Omit from Transmittal File?

O Yes ®@No

Eligibility *

13 - At Risk Foster Care v

Days to be Paid* Total Payment Rate™

19 §

Funding Type * Unit Of Care *

SR v PT

Care Level* Match Funder

In School v

Gross Payment
Amount

Less Parent CoPay

Daily Parent CoPay Rate™ Amount

$866.40

@ Enter how much%ﬂhe total payment amount is associated to each of the difierentials below

Gold Seal Amount™

Direct 5 0.00 5
Quaity | ¢ 000 $
Total $0.00

QPI Amount™

Child Assessment Amount ™ Local @ Amount™

0.00 5 0.00 $
0.00 $ 0.00 $
$0.00 $0.00
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$0.00

Billing Group ™

~ BG1

Reimbursement ID

Net Payment

Amount Match Amount™
$866.40 $
Contracted Slots Amount™
0.00 3
0.00 $

Net Less OCA Payment
Amount Amount
0.00 $866.40 $722.00
Special Needs Amount®
0.00
0.00 $ 144 40
$0.00 $144.40



Confirmation Modal
Clicking the Yes button will save the adjustment and open the Line Item Adjustment modal. Clicking the Cancel
button will discard any changes and close the modal.

@ Confirm Submit SR Line ltem Adjustment

This will save all changes and make the sr line item adjustment final.

Are you sure you want to continue?

Yes Cancel

Clicking the OK button will close the Line Item Adjustment modal.

@ Line Item Adjustment

SR/Local Line ltem adjustment was successfully submitted.

oK
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VPK Line Item Adjustments
To create a Line Item Adjustment, navigate to Reimbursement > Adjustment Processing > Create Line Item
Adjustment > VPK

Any saved line item adjustments will be processed in the currently open payment period. Required fields are
marked with an asterisk *. A record does not have to be in EFS Mod to create a line item adjustment. Clicking
Submit opens the Confirm Submit VPK Line Item Adjustment modal.

E VPK Line ltem Adjustment

ELC Of The Big Bend Region

Search For Adjustments

« Enter an existing Reimbursement ID to retrieve information from an existing reimbursement
- Enter an existing Enrollment ID to retrieve information from an existing enroliment
= If Reimbursement ID or Enroliment ID are not known, enter in the Line liem Adjusiment Information.

Reimbursement Detail ID Enroliment ID

Searct Q Search Q

Service Period Month™ Service Period Year™ Adjustment Reason™

Provider (Payee) Information
Provider ID
Search Q

Name of Provider® Principal ID Name of Principal* Vendor ID

Provider Type Provider County®

Search
Before creating a Line Item Adjustment, search using the Reimbursement Detail ID or the Enroliment ID.
Reimbursement Detail ID is available on the 5045 detail download.

Enter the Reimbursement Detail ID and click on the search icon ¢ to populate the record with the available
information:

e  Service Period Month
e Service Period Year

e  Provider ID

e Name of Provider

e  Principal ID

e Name of Principal

e VendorID

e  Provider Type

e  Provider County

e ChildID

e Name of Child

e Name of Parent

e County of Parent

e Class Name

e  Billing Group

e Hourly Payment Rate
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e Total Instructional Hours
e Hours Attended

The Enrollment ID can be found on the Eligibility screen. Enter the Enrollment ID and click on the search icon ¢ to
populate the record with the available information:

e  Service Period Month
e  Service Period Year
e Provider ID

e Name of Provider
e  Principal ID

e Name of Principal
e VendorID

e Provider Type

e  Provider County

e ChildID

e Name of Child

e Name of Parent

e County of Parent

e (Class Name

If a search result is not found, then the Adjustment Search modal opens. Clicking on the OK button will close
the Adjustment Search modal.

A Adjustment Search

Adjustment was not found

If the Reimbursement Detail ID or Enrollment ID are not known, then enter the Service Period Month and Service
Period Year. The Service Period Year must be between 1990 and the current year.

Select the Adjustment Reason from the dropdown menu. Select Restitution if the LIA will have a Service Period
prior to 7/1/2018.
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Provider (Payee) Information

Service Period After 7/1/2018

Required fields are marked with an asterisk *. If the Service Period is 7/1/2018 or later, then the Provider ID search
will be available, see the screen below. If the Service Period is prior to 7/1/2018, then the Provider ID will not be
required. If the Reimbursement Detail ID or Enrollment ID are entered in the search at the top of the screen, then
Provider Information will pre-populate.

Provider (Payee) Information
Provider ID
Name of Provider™ Principal ID Name of Principal * Vendor ID

Provider Type Provider County®

Service Period Prior to 7/1/2018
Required fields are marked with an asterisk *.

e The Name of Provider is a text field.

e The Name of Principal is a text field. If a Principal ID is entered, it must match a current Principal ID in EFS
Mod. If the Principal ID does not match a current Principal ID in EFS Mod, then the LIA will not save.

e The Vendor ID is an alphanumeric field. The Vendor ID is the Taxpayer ID Number, which can be found on
the Provider’s Business Info screen.

e The Provider Type dropdown field displays the available Provider Types.

e The Provider County dropdown displays all Florida counties.

Provider (Payee) Information

Provider 1D

Name of Provider® Principal ID Name of Principal * Vendor ID

Provider Type Provider County®
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Parent & Child Information

Service Period After 7/1/2018

Required fields are marked with an asterisk *. If the Service Period is 7/1/2018 or after, then the Child ID search
will be available, see the screen below. If the Service Period is prior to 7/1/2018, then the Child ID will not be
required.

If the Reimbursement Detail ID or Enrollment ID are entered in the search at the top of the screen, then
Parent & Child Information will pre-populate.

If a Child ID is entered, it must match a current Child ID in EFS Mod. If the Child ID does not match a
current Child ID in EFS Mod, then the LIA will not save.

The Class Name is limited to 4 characters (e.g. AF17).

Parent & Child Information

Child 1D

Name of Child* Name of Parent® County of Parent® Class Name

Service Period Prior to 7/1/2018
Required fields are marked with an asterisk *.

The Name of Child is a text field.
The Name of Parent is a text field.
The Class Name is limited to 4 characters (e.g. AF17).

Parent & Child Information

Child ID

Name of Child* Name of Parent™ County of Parent™ Class Name

Adjustment Information
Required fields are marked with an asterisk *.

The Adjustment Reason dropdown field displays the available Adjustment Reasons.

The Billing Group dropdown field displays the available Billing Groups.

The Hourly Payment Rate is the reimbursement hourly rate.

The Days Absent is an optional field.

The Days Present is an optional field.

The Total Instructional Hours is the total hours available for the month.

The Hours Attended is the amount of hours the child attended class. If there are closure days, then
include those hours to the Hours Attended. The Hours Attended cannot be 0. The Hours Attended can be
a positive or negative number.

The Paid Hours is a calculated field, which includes 80/20.

The Amount is a calculated field, which includes 80/20.

The Comments field is a text field.
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Adjustment Information

Omit from Transmittal File? Billing Group™
O Yes ® No v
Hourly Payment Rate® Days Absent Days Present Total Instructional Hours* Hours Attended® Paid Hours Amount
5 0.00 0 0 0.00 0.00 0 5 o
Comments*

You have characters remaining.

Confirmation Modal
Clicking Yes will save the adjustment and open the Line Item Adjustment modal. Clicking the Cancel button will
discard any changes and close the modal.

© Confirm Submit VPK Line ltem Adjustment

This will save all changes and make the vpk line item adjustment final.

Are you sure you want to continue?

Yes Cancel

Clicking OK will close the Line Item Adjustment modal.

© Line Item Adjustment

VPK Line Item adjustment was successfully submitted.

504



Pending Adjustments
If there are Adjustments pending approval and not in PAID status, then an additional adjustment cannot be

created for the record. If a record with a Pending Adjustment is selected, then a pop-up opens notifying the user
that there is a Pending Adjustment. A record is related by the Reimbursement Detail ID. For example: if the January

attendance for a child is PAID, then a Prior Period Adjustment is created and saved; another Prior Period
Adjustment for this record cannot be created until the first PPA is in PAID status.

The screen will be read-only until the Adjustment is in the Updated or Paid status.

The PPA screen will display as read-only, and the Submit button is deactivated if there is a Pending Adjustment.

O Payment Adjustment

L TN 20 e wage e & 20 =S 09090900002 o

There are adjustments that are nof in the UPDATED or PAID
status related to this record. An additional adjustment cannot be
created at this time =so this screen is read only.

Process Reimbursement Adjustment for

Adjustment Information

Service Period
August 2024

Billing Group*

v

Total
Daysto  Payment

be Paid Rate
Balance 1 $58.08
Payment 1 $58.08

Adjustment

Comments*

Daily Parent
CoPay Rate

$0.00

0.00

Funder Type*
O SR O Local ® SRPlus

Eligibility *

Gross
Payment
Amount

§58.08

§56.08

Less
Parent
CoPay

Amount

$0.00

$0.00

Net
Payment
Amount

$58.08

$58.08

Unit Of Care * Reason *
-- Select - v -- Select Reason -- v
Care Level * Match Funder
L4 In School b -- No Match Funders -- ¥
Child Special

Match  Netless
Amount Match

$0.00 $58.08

0.00, $58.08

Scenarios - Adjustment Fixes Needed
Below are some scenarios that a Coalition may encounter.

Gold Seal QP Assessment  Local QI €S Nesds  OCA
Amount  Amount Amount  Amount Amount Amount  Amount [

$0.00 $0.00 $0.00 $0.00 $0.00 $968 $3872 | yiaw History

$0.00 $0.00 $0.00 $0.00 $0.00 §968 $38.72

m Comcel
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_“

Calculations are incorrect (i.e. Net Less Match, days x rate, etc.)
Total Payment Rate paid is incorrect -2

Over/underpaid provider because rate plan differential settings -2
(i-e. Gold Seal, PFP, PFP Assessment, etc.)

Wrap rate paid is double X
Duplicate payment X X
Parent copay fee incorrect X X
Over/under paid days X X
Split UOC or Care Level X3 X3

1Covered by OEL data fix phase 1
2Covered by OEL data fix phase 2 (requires ELCs to review rate plans)
2Requires both PPA and LIA

Wrap rate paid is double
If a duplicate record was paid, and days of the payment need to be reversed for a service period.

SR, Local, or SR Plus

Create a LIA, by entering all the required fields and enter a negative number for the Days to be Paid, enter the
Total Payment Rate, and enter the Daily Parent CoPay Rate, if applicable. If there are differentials that were
included, then include those details in the LIA.

VPK

Create a LIA, by entering all the required fields and enter the Hourly Payment Rate, applicable for the year to be
adjusted, enter the Total Instructional Hours for the service period month, and enter a negative number in the
Hours Attended.

Split Unit of Care or Care Level

A child was paid for all of August 2018 (23 days) at the PR5/FT rate but should have been SCH once school began.
The child needs reimbursement for 8 days at the PR5/FT rate. The child needs reimbursement for 15 days at the
SCH/PT rate.

SR, Local, or SR Plus

Create a prior period adjustment on the paid August 2018 record to reduce the 23 PR5/FT days to 8 PR5/FT days
(net — 15 PR5/FT days). Create a LIA for the remaining 15 days at the SCH/PT rate. Enter all the required fields —
enter in the related child and provider information, select “PT” for the Unit of Care, select “In School” for the Care
Level, enter 15 for Days to be Paid, and enter the Total Payment Rate for the daily payment rate.
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Pending Adjustments Work Queue

When an adjustment is created (current period adjustment, PPA, LIA) it is available for review in the Pending
Adjustment Work Queue. To access the Pending Adjustments Work Queue, navigate to Reimbursement >
Adjustment Processing > Adjustments Pending Approval.

The Pending Adjustment work queue displays all adjustments created that have not been approved and are
currently in PENDING status. The Child Name, Provider ID, Provider Name, Service Period, Funder Type, VPK Class
ID, Adjustment Type, Adjusted Billing Group, Adjusted Unit of Care, Adjusted Days Paid, Adjusted Net Payment
Amount display along with the action buttons. The columns may be sorted by clicking on the column header. Each
column may be filtered by typing criteria in the column's filter field.

Approve
Clicking Approve opens the Confirm Approve Pending Adjustment pop-up.

= "Pending Adjustment” Work Queue

 Cick Here Fo Fieing Tios
St top] 10 adtments st

mmmm
Gianns Kemneay OUR CHLDREN

Soearmruer [JOSES

T —
Adjusted Unit of Care Amount Action

‘‘‘‘‘

zzzzzzz

Gianna Kennedy a4 ‘OUR CHILDREN'S WORKSHOP INC May 2028 ek aF2s

imogen Jaudat 16896 ‘CORALRIDGE CHRISTIAN ACADEMY  Dec 2023 Pk BF23 PP

‘‘‘‘‘‘‘‘‘‘‘‘ 25754 DAVIE CHRISTIAN SCHOOL

Hisein ki 15296 ‘CORALRIDGE CHRISTIAN ACADEMY  Dec 2023 3 Br23 PP

yyyyyyyyyyyyyyyyyyyyyyyyyyyy

Clicking Yes will remove the adjustment from the Pending Adjustment Work Queue and move it to the Payment
Verified Work Queue.

Clicking Cancel will close the pop-up window and display the Pending Adjustment Work Queue.

@ Confirm Approve Pending Adjustment

This will mark the adjustment as Payment Verified in the open
payment period. Are you sure you want to continue?

Are you sure you want to confinue?

Cancel

Void
Clicking Void opens the Confirm Void Pending Adjustment pop-up.
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= "Pending Adjustment” Work Queue

© Gick Here For Fiering Tips
o
T = . 5

Clicking Yes will:

Move the current period adjustment (MTH) back to Closed Attendance.
Delete the prior period adjustment (PPA).

Delete the line item adjustment (LIA).

Remove the selected adjustment from the Pending Adjustment work queue.

PwnNR

If the PPA or LIA is deleted, and an adjustment is still needed, then a new one must be created.

Clicking Cancel will close the pop-up window and display the Pending Adjustment Work Queue.

© Confirm Void Pending Adjustment

For Current Adjustments (MTH) the attendance record is returned to
Closed. For Prior Period Adjustments and Line liem Adjustments the
record will be deleted. Are you sure you want fo continue?

Cancel
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View Adjustment
Clicking View Adjustment opens the Adjustments History pop-up.

= "Pending Adjustment” Work Queue

 Gick Here For Fiterng Tips
Shawtop 10 adjustments resuts Search
S —— =L
Chia ame providertD Provider Name Service Peioa Funder Type 7 | ve cims o Jr—— Adjusted Biing Group | Adjasted Uni of Care Adasted Days Paia Amount Acton
G Kennedy suar OUR CHILOREN'S WORKSHOP NG Apr 2024 Ve wn oo 10201
—— aser OUR CHILOREN'S WORKSHOP G May 2026 K w2 oo e =
Vi acstment
mogen st 16096 CORALRIDGE CHRISTANACADENY  Dec2023 Ve o Y saa
i Fabce 2575 DAE GHRISTIAN SCHOOL way 2024 vex or2s oo o0
[ a9 CORALRIDGE CHRISTIAN ACADENY  Dec 2023 ve w2 oo o0
soty 0o s GharLes Peschoot s Chidear ofOakiand  Aug 2026 sweus e swpLs " : ors
Pk
Jr— 1006 [ —— s 202s < w oce " » asa
Sevar ynons o008 ickey Wi Miraces Academy LLC a0 2022 w " scs I » .
Adjustments History
Total Gross Child

Days to Payment Daily Parent Payment Less Parent Net Payment Gold Seal QPl Assessment Local QI CS

be Paid Rate CoPay Rate Amount CoPay Amount A t Amount Amount Amount Status

13 $13.60 51.60 $176.50 $20.80 $156.00 50.00 $9.36 50.00 $0.00 50.00 PAID

-9 $13.60 $1.60 -§122.40 -514.40 -5$108.00 50.00 -56.48 50.00 $0.00 50.00 Pending

Final 4 $1360 51.60 55440 56 40 54300 50.00 5283 5000 50.00 50.00
0Ok

The Adjustments History pop-up displays the original record at the top and then the adjustment(s) display in the
row(s) below.

The Status for the Adjustment is Pending. An additional adjustment (PPA or LIA) cannot be created for the
Reimbursement ID record, until it has a status of PAID.
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Reimbursement Closeout Process

The Reimbursement Closeout features are available under the Reimbursement menu item. The features included
in Reimbursement Closeout are Run Reimbursement Report, Run Match Assessment, Run 5045 Report, Run
Update Process, Run Payment Transmittal File, Review & Close Payment Period, and Bulk Billing Group Transfer.

Note: The Run Match Assessment process is not applicable to SR Plus.

- Reimbursement ~ Maintenance - Admin Functions - Reports ~

Affendance Processing »
Adjustment Processing »
Reimbursement Closeout ¢ Run Reimbursement Report )RI[

Vendor Number Entry Run Match Assessment E F
VPK Reimbursement Tools » Run 5045 Report

Reimbursement Search Run Update Process

Run Payment Transmitial File
Review & Close Payment Period
4 Bulk Billing Group Transfer

Run Reimbursement Report
Navigate to the Reimbursement Closeout > Run Reimbursement Report page. Click the Run Reimbursement
Report button from the appropriate funder type row.

Run Reimbursement Report

Payment Period Summary

Use this page to review and run Reimbursement reports

Have Closed Pending Payment Enrollments w/ Assessed Match Action
Funding Type Payment Period Attendance Attendance Adjustment & Verified Updated Paid Match Assessed Amount or Status
VPK August 2024 2423 1788 5 135 0 1] - - Run Reimbursement Report

SR August 2024 25687 264 221 38 7 0 20 0.00 Run Reimbursement Report

Local August 2024 - L] 14 0 0 0 - - Run Reimbursement Report

SR Plus August 2024 - Q 0 10 0 0 - - Run Reimbursement Report

VPK Advance-VPK August 2024 - - - 0 0 0 - - Run Reimbursement Report

VPK Advance-VPKS August 2024 - - - 0 0 0 - - Run Reimbursement Report

VPK SIS August 2024 - - - 0 Q ] - - Run Reimbursement Report
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A pop-up message appears to collect the report parameters.

# Run SRPlus Report

Funder Type

SRPlus
Payment Pericd

Current (August 2024) w
Report Type

Toal W

View

Summary (Report) ~

The Trial Reimbursement Report includes records in all statuses for the payment period and funder type selected.
The Final Reimbursement Report includes records that are in Updated and Paid statuses for the payment period
and funder type selected.

# Run VPK Report

Funder Type
VPK

Payment Period

Current (March 2019)

imbursement Report Reimbursement Report

To print a PDF of the report, click on the PDF Reports icon. Allow the print menu to display. Hover over the Get
Provider Reimbursement PDF link and click on it. The PDF report opens.

Payment Period

3/2020
L]
1
Starvfcel'ennd PCF Reports
] [ "]
& @
g ] B i Full 2 PDF Rzport
] ! e ¥ a u =5
2 =5 @ £ ER
o " o o o
r N L = - = =
o = :% i
3 z
~ Ll .t =T e =T AR LEN -3 #as1 s
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Run Match Assessment

Prior to July 1, 2019 the state required 6% local match participation for BG8 families and a 50% local match for
participants in the Child Care Executive Partnership (CCEP) program. The significant change in match for 2019-2020

is that now there is no requirement for local match at the coalition level for BG8 eligible families and the CCEP
program no longer exists.

The match assessment process must be run when all service period records are in Payment Verified status. Go to
Reimbursement > Reimbursement Closeout > Run Match Assessment.

Reimbursement = Maintenance - Admin Functions = Reports = CCR&R =

Attendance Processing b

AL]jLIS[I'ﬂenl F[OC‘ESSiI]-’;‘I 3

Reimbursement Closeout 4 Run Reimbursement Repert 'LEARNING
b [ Vendor Number Eniry | Run tiateh Assessment P 0 RTA L
# | wPK Reimburssment Toals » | RUN 5045 Repar

Reimbursement Search

Run Update Process
Run Payment Transmitlal File
Review & Close Payment Pericd

Q, search VPK Applicatiofiete L ACElsE Ly hrch SR Applications

Select the required fields and click Update.

E Reimbursement Match Assessment

) Payment Period: March 2020
€Y Match Funding Group: * BGa v
) service Period: * Diecember 2018 v
€Y Match Funding Source: * 4-SRMT: City of Jacksonville Ll
) Percentage: * ® | spo0 %
€) Fixed Dollar Match: * O | 5 | oo
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After clicking Update, a Confirm Update Match Funding pop-up displays. Click the Yes button to confirm.

@ Confirm Update Match Funding

Are you sure you want to update selected match funding?

The page refreshes with the assessed match amount. Match will only be run on monthly (MTH) records. The Run

Match process will not be applied to adjustments.

The expanded grid displays the number of records and amounts for the different Reimbursement Statuses. The
bottom row provides a total of all the columns. The percentage applies to the MTH records in Reimbursement
Status of Verified, Updated, and Paid. In the example below, 50% match was applied to the records in Verified.

E Reimbursement Match Assessment

Reimbursement
Status

Closed

Pending Approval
Verified

Updated

Paid

Total

) Payment Period: March 2020
) Match Funding Group: * BGe v
€ service Period: * Decamber 2019 v
€ Match Funding Source: * 4-SEMT: City of Jacksanville v
) Percentage: * ® | 5000 %
€ Fixed Dollar Match: *© 5 oo

Enrollment with Payment Amount on
Match Assessment which

Funds Match was Assessed
2 5457.32

o o

& 210115

o o

o o

] 5149912

Total Assessed

Match Amount

0

0

5505.92

0

0

5505.92
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This can be run again. This time, try a dollar amount.

Reimbursement Match Assessment

@ Match Funding Source: *

€) Percentage: * @

0.00 %

@ Fixed Dollar Match: * & | §

1000.00

) Payment Period: March 2020
€ Match Funding Group: * e -
€ Service Period: * July 2018 -

14-MATCH: The Children Trust- BGS Matcl v

Run 5045 Report

Current Payment Period: March 2019

Use this page to review and run 5045 reports for the current payment period.

Reimbursement Enrollment with Payment Amount on which W
Status Match Assessment Funds Match was Assessed Match Amount

Closed 4 $350.76 $21.04

Pending Approval 0 0 0

Verified 2 $281.95 $281.95

Updated 0 0 0

Paid 0 0 0

Total § $632.1 $302.95

Need Have Closed Payment Enrollments wi Assessed Match Action
Funding Type A d. A d: A : Verified Updated Paid Match Assessed Amount or Status
VK 1648 27 61 2 2 0
Locel 0 0 0

NOTE: All match assessment runs must be complete prior to initiating the Run Update process. The Run Update
process will change the record status to Updated, locking in the payment amounts. Match assessment can only be
run on records in the Payment Verified status. The amounts in place when the Run Update process runs is the final

match assessment. The Match Funder Report is available in Tableau.
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Run Update

To begin the process, go to the Reimbursement menu item. Select Reimbursement Closeout > Run Update
Process. Click Run Update for the appropriate funder type. The Run Update process completes and the total
number of records move from the Payment Verified column to the Updated column.

Run Update Process

Payment Period Summary

Use this page to run the update process for records that have had the payment verified in the open payment period.

Have Closed Pending Payment Enrollments w/ Assessed Match Action

Funding Type Payment Period Adji e Verified Updated Paid Match Assessed Amount or Status

VPK August 2024 2423 1788 5 135 0
SR August 2024 2687 264 221 a8 71
Local August 2024 0 0
SR Plus August 2024 10 0
VPK Advance-VPK August 2024 0 0
VPK Advance-VPKS August 2024 0 0
VPK SIS August 2024 0 0

Run Payment Transmittal File
Go to the Reimbursement menu item. Select Reimbursement Closeout > Run Payment Transmittal File. Click
Run File for the appropriate funder type.

Run Payment Transmittal File

Payment Period Summary

Use this page to review and close
Have Closed Pending Payment w/ Match Action

Funding Type Payment Period d: A di Adj e Verified Updated Paid Match Assessed Amount or Status

VPK August 2024 2423 1788 5 135 0
SR August 2024 2587 264 221 38 71
Local August 2024 1] 0
SR Plus August 2024 10 0
VPK Advance-VPK August 2024 1] 0
VPK Advance-VPKS August 2024 1] 0
VPK SIS August 2024 o] 0
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A pop-up message appears. The Payment Transmittal File default criteria is set:

e  Payment Period is the current payment period
e  Summarization Option of Group by Billing Group
e Included Records Option is Updated Records Only

An Excel file downloads and the total number of records move from the Updated column to the Paid column. Click
Run Transmittal file. The file downloads and the total number of records display in the Paid column.

# Run SR Transmittal File

Funder Type
SR

Payment Period

Current (March 2020) v

Summarization Option

Group by Billing Group ¥

Included Records Option

Updated Records Only ¥

| Run Transmittal File Close

Run 5045 Report

Navigate to the Reimbursement Closeout > Run 5045 Report page. Click the Run 5045 Report button from the
appropriate funder type row.

Run 5045 Report

Payment Period Summary

Use this page to review and run 5045 reports

Have Closed Pending Payment Enrollments wi Assessed Match Action
Funding Type y Period Adjust it € Verified Updated Paid Match Assessed Amount or Status

VPK August 2024 2423 1788 5 135 0 0 - - Run 5045 Report

SR August 2024 2587 284 221 38 7 0 20 0.00 Run 5045 Report

Local August 2024 - 6 14 1] 1] 0 - - Run 5045 Report

SR Plus August 2024 - 0 0 10 1] 0 - - Run 5045 Report

VPK Advance-VPK August 2024 - - - 1] 1] Q - - Run 5045 Report

VPK Advance-VPKS August 2024 - - - 1] 1] 0 - - Run 5045 Report

VPK 8IS August 2024 - - - 1] 1] ] - - Run 5045 Report
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A pop-up message appears to collect the report parameters.

# Run SR Report

Funder Type
SR
Payment Pericd

Current (March 2020} v

Run Trial 5045 Report Run Final 5045 Report

The Trial Reimbursement Report includes records in all statuses for the payment period and funder type selected.
The Final Reimbursement Report includes records that are in Updated and Paid statuses for the payment period
and funder type selected.

To print a PDF of the report, click on the PDF Reports icon. Allow the print menu to display. Hover over the Get
Provider Reimbursement PDF link and click on it. The PDF report opens.

Payment Pericd

3/2020
1
1
Service Period -
POF Reports
* | [ * |
—4 w
[= T W ol = B S e e
- & ua-“ o EIE Pull 2 PDF Report
14 E = E o 3 P
3 == ul ] [
o W o U o
T N T = 3 ® 4=
§ ¥
o T
T

#as1 ne

y
]
n
4
F]
El
3
a
H
n
0
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VPK Advance Payment Process

VPK providers that indicate participation in advance payment in the VPK contract are included in the VPK Advance
Payment process.

Run Update (Part 1 - Trial)

To begin the process, go to the Reimbursement menu item. Select Reimbursement Closeout > Run Update
Process. Go to the VPK Advance — VPK row and click Run Update.

Run Update Process

Current Payment Period: December 2018

Use this page to run the update process for records that have had the payment verified in the open payment period.
Need Have Closed Payment Match Match Action
Funding Type Verified Updated Paid Total Applied or Status
VPK 59 2 8 31 0 0 - -
SR 233 17 0 0 0 0 0.00 0.00
Local - - 0 0 0 0 0.00 0.00
VPK Advance-VPKS - - - 0 0 0 - -
VPK SIS - - - 0 0 3 - -

A pop-up message appears. The service period displays at the top and payment information for each VPK provider
class (with advance payment) displays below.

Accept Payments for Update Process: VPK Advance-VPK

Payment Period: December 2018
Service Period: January 2019

Number of
Enrolled Total Hours Total
Provider Name ~ Class Children Paid Payment

Growing Up AF18 1 561 2333.76

—

strong

a. Total Payment = VPK Hourly Rate x .95 (rounded to the penny) x Total Hours Paid.

b. The service period for advance payment is set one month ahead of the current payment period.
For example, if the current payment period is August, the service period is October.

c. The provider's class calendar and each child's enrollment record is used to calculate the Total
Hours Paid for the service period.

d. Providers with fewer than four child enrollments cannot start a class so they are excluded from
advance payment. When the condition is met, the class is included. NOTE: After the initial

requirement to start the class is met, the enrollment number may be lower and still be included
in the reimbursement process.
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STOP! Click Cancel. (Clicking Accept completes the Run Update and locks the payment. To see a Trial 5045 and
Detail Report BEFORE completing the Update process, click Cancel.)

Click the refresh button on your browser or CTRL + F5. The total number of records display in the Payment Verified

column.

Run Update Process

Current Payment Period: December 2018

Payment Period Summary

Need Have

Use this page to run the update process for records that have had the payment verified in the open payment period.

Closed Payment

Match

Action

Funding Type Verified Updated Paid Total or Status

VPK 59 8 31 0 0

SR 233 0 0 0 0 0.00

Local 0 0 0 0 0.00

VPK Advance-VPK " o o |
VPK Advance-VPKS o o o

VPK SIS o o 3 -

Run Update

Run Trial 5045 Report

Next, go to the Reimbursement menu item

Advance — VPK row and click Run 5045 Report.

Run 5045 Report

Current Payment Period: December 2018

. Select Reimbursement Closeout > Run 5045 Report. Go to the VPK

Payment Period Summary

Use this page to review and run 5045 reports for the current payment period

Need Have
Funding Type

Closed Payment

Verified Updated

Paid

Match
Total

Match
Applied

Action

B
P
g
g

VPK 59 2 8 31 o 0 Run 5045 Report

SR 233 17 o 0 o 0 0.00 0.00
Local o 0 o 0 0.00 0.00
VPK Advance-VPKS 0 o 0
VPK SIS 0 o 3 _

Run 5045 Report

A pop-up message appears.

Click Run Trial 5045 Report.

# Run VPK-Advance-VPK Report

Funder Type
VPK-Advance VPK
Payment Period

Current (December 2018)

Run Trial 5045 Report Run Final 5045 Report

The Trial Advance Payment Summary Report opens.

a. Adetail report (with child information) is available by selecting Detail Report.
To print, click the Download button on the bottom right corner of the screen. A download pop-
up message displays. Select PDF, change the paper orientation to Landscape, and click Create
PDF. When the PDF file is generated, click Download. The file may be saved locally.

519



Run Update (Part 2 - Commit)

Go to the Reimbursement menu item. Select Reimbursement Closeout > Run Update Process. Go to the VPK

Advance — VPK row and click Run Update.

Run Update Process

Current Payment Period: December 2018

Payment Period Summary

Use this page to run the update process for records that have had the payment verified in the open payment period.

Need Have Closed
Funding Type

VPK 59 2 8
SR 233 17 [
Local [

Payment
Verified

Match Match Action
Paid Total Applied or Status
s
0 0.00 0.00
0 0.00 0.00

Run Update

VPK Advance-VPK

f—

Run Update

VPK Advance-VPKS

VPK SIS

Run Update
Run Update

¢ --

A pop-up message appears. Click Accept. The Run Update process completes and the total number of records

display in the Updated column.

Run Update Process
Current Payment Period: December 2018

Payment Period Summary

Use this page to run the update process for records that have had the payment verified in the open payment period.

Need Have Closed Payment Match Match Action
Funding Type Verified Updated Paid Total Applied or Status
VPK 59 2 8 31 0 0
SR 233 7 0 0 0 0
Local 0 0 0 0.00 0.00
[ 'VPK Advance-VPK 0 " 0

Run Update

Run Payment Transmittal File

Go to the Reimbursement menu item. Select Reimbursement Closeout > Run Payment Transmittal File. Go to

the VPK Advance — VPK row and click Run File.

Run Payment Transmittal File

Current Payment Period: December 2018

Payment Period Summary

Use this page to review and close the current payment period

Need Have Closed
Funding Type

VPK 59 2 8
SR 233 17 0

Local

VPK Advance-VPK

—

VPK Advance-VPKS

VPK SIS

Payment
Verified

Updated

Match Match Action
Paid Total Applied or status

¢ --

: --
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A pop-up message appears. The Payment Transmittal File default criteria is set. Click Run Transmittal File.

# Run VPK-Advance-VPK Transmittal File

Funder Type

VPK-Advance-VPK

Payment Period

Current (December 2018)

Summarization Option

None

Included Records Option

Updated Records Only

Run Transmittal File

The file downloads and the total number of records display in the Paid column.

Run Payment Transmittal File
Current Payment Period: December 2018

Payment Period Summary

Use this page to review and close the current payment period

Need Have Closed Payment Match Match Action
Funding Type Verified Updated Paid Total Applied or Status

e “ ? ¢ ” ’ ’ --
0 o o 0.00 0.00

0 [ [ 0.00 0.00

o
o
s --- ’ ’ ‘ --

SR 233 17

Local

VPK Advance-VPK

—

VPK Advance-VPKS

Save the downloaded file locally. See Payment Transmittal File Layout below.

Run Final 5045 Report

Go to the Reimbursement menu item. Select Reimbursement Closeout > Run 5045 Report. Go to the VPK
Advance — VPK row and click Run 5045 Report.

Run 5045 Report
Current Payment Period: December 2018

Payment Period Summary
Use this page to review and run 5045 reports for the current payment period

Need Have Closed Payment Match Match Action

Funding Type Verified Updated Paid Total Applied or Status
VPK 8 13 8 31 [ Run 5045 Report
SR 233 17 [ 0 [ Run 5045 Report

Local - [

[ VPK Advance-VPK

0 [ 0 Run 5045 Report

0 [ i Run 5045 Report

Run 5045 Report

Run 5045 Report

VPK Advance-VPKS

s --- ’ ’ :
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A pop-up message appears. Click Run Final 5045 Report.

# Run VPK-Advance-VPK Report

Funder Type
VPK-Advance-VPK
Payment Period

Current (December 2018)

The Final Advance Payment Summary Report opens.

a. Adetail report (with child information) is available by selecting Detail Report

b. To print, click the Download button on the bottom right corner of the screen. A download pop-
up message displays. Select PDF, change the paper orientation to Landscape, and click Create
PDF. When the PDF file is generated, click Download. The file may be saved locally.

Bulk Billing Group Transfer
NOTE: See Bulk Billing Group Transfer in Family Processes for CCEP and SR Match changes.

Closed Attendance Check
Once the new funder and funding allocations are created (see Bulk Billing Group Transfer in the Family section), at
the end of the payment period, go to Reimbursement > Attendance Processing > Closed Attendance.

REIMOUTSEMENt « AafiEnace - A Funchions = Reguris = RER =

[ Crogon & O

IE vruses

Il.*:’":“::"_":_iw. _CES PORTAL

Select the Funder Type (SR) from the funder type drop down menu and click Submit. Then, click on the Review link
to open a provider’s Closed Attendance records for a service period.

‘Closed Altendance™ Work Queue + RETM 0 Searen

@ Click Here Fer Fittering Tips

County: Funder Type:

Show 10 v search results ooearaFners R
VPK
Frovider Funder Class
Action (1] 1k | Provider Name County Service Period Type o Status
Filter Filter Filter Filter Filter Filter Filter
Review 16 SUNCOAST CHRISTIAN ACADEMY, INC.. Palm Beach Oclober 2019 &R Closed Allendance
Review 20 PROCHILD EARLY LEARNING CENTER INC Palm Beach Oclober 2019 SR Closed Aliendance
2 PLANET HID3 AT WELLINGTON Baim Beacn October 201 R Closed Aftendance
Review ) Salem Child Learning Center Palm Beach October 2019 SR Closed Atiendance
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Review the records. Are there are CCEP records? If so, STOP!

PLANET KIDS AT WELLINGTON - Nov - 2019

= Reimbursement Record for PLANET KIDS AT WELLIN N

103 Total Records

# Funder Type: SR & Payment Period:  Nov -2018 £ Service Period:  10/01/2018 (o 10/3112019

Status: Closed Attendance B Provicer Typs: Center £ Provider I 21

$ vendor Number: APOVicer Name. PLANET KIDS AT WELLINGTON A Pnone (861) 434-9098

A Sit= Address: 9136 LAKE WORTH RD LAKE WORTH, FL 33467 A County: Palm Beach

poa Billing Eligibili Days
up  Cods to be| Payment Far
Paid
i P1 INF FT 23

zTi2019 | CCEP 33

2. 12/10i2018 | CCEP |P1 INFFT 23
—
3. 4192019 BGE ECOM  INF FT 4
INF TOTALS
4 72018 | CGEP |P1 TOD FT 4

PFP
CA
Amount|

-]
Amount Amount

o “

Adust

$2753 $000 3000 $000 AT
Adust
$27.53  $0.00 3000 5000 A
Adfust
3484 $0.00 3000 $0.00
$60.50  $0.00 §0.00  $0.00
Venfy
2164 $21.20 8424 $000 3000 $0.00 Adust

o Have'

i

The CCEP records must be changed with the bulk billing group transfer process before verifying.

Go to the Reimbursement menu and select Reimbursement Closeout > Bulk Billing Group Transfer.

A Home VPKFrogram - SRPmgam e TAPP-  Provider - Relmbursement

ATlENCANCE PIOCESSNg v
Adjusiment Processing
Feimbursement Closeout 4
endar Numbsr Entry

VPK Relmbursement Tools

Reimbursement Scarch

The Bulk Billing Group Transfer Search
screen displays. Select the Funder Type,
Billing Group, Eligibility Code, and Service
Period that need to be updated and click the
Search button.

Note: Each selection is a filter that must be
selected (in order) before the search can be
initiated.

The Billing Group dropdown menu displays
all of the billing group codes that are
associated with the selected funder type.

The Eligibility Code dropdown menu displays
all of the eligibility codes that are associated
with the selected funder type and billing

Maintenance -

group code.

The Service Period dropdown menu displays
all service periods that are associated with
the selected funder type, billing group, and
eligibility code AND are in the Closed
Attendance status.

Admin Functions = Feports »  CCRER =

WELCOME TO FLORIDA'S EARLY LEARNING

JALITION SERVICES PORTAL

Run Remburszment Report
Run Malch Assessment

Run 5045 Report

Run Update Process

Run Fayment Transmital File
Review & Close Payment Period

Bulk Eiling Group Transfer

[\ Search VPK Applications Q Search SR Applications

Bulk Billing Group Transfer Seal

Bulk Billing Group Transfer Search

Funder Type

=R v
Billing Group

CCEP v
Eligibility Code

P -
Sarvice Period
| 10M/2019 v

i
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The results display all records in Closed Attendance that have the funder type, billing group, and eligibility
combination for the service period selected. Use the Search feature and column filters to narrow results. Scroll to
the right to see more.

Bulk Billing Group Transfer Search

Service Period October 2019

Show| 10 v
Mm Provider ID | | Provider Name Billing Group Code || | Eligibility Code || | Eligibility Start Date || | Elgibility End Date || | AssesedFes || | Unitof Care || | Days Attended

entries Search

Filter Fuiter

PLANET KIDS AT WELLINGTON  CCEP P1 01122/2019 01722/2020 276 FT 23
2 PLANET KIDS AT WELLINGTON  CCER 21 0313/2019 05/13/2020 6.20 FT 23
21 PLANET KIDS AT WELLINGTON ~ CCEP Pl 06/22/2019 037302020 0.00 FT 23
21 PLANET HIDS AT WELLINGTON  CCEP P1 07M02/7019 077027070 276 FT 23
21 PLANET KIDS AT WELLINGTON  CCEP P1 07102/2019 07702/2020 276 FT 2
21 PLANET KIDS AT WELLINGTON  CCEP P1 04/10/2019 04/10/2020 7.40 FT 2
21 PLANET KIDS AT WELLINGTON  CCEP B 04110/2019 047102020 7.40 FTV 21
21 PLANET HIDS AT WELLINGTON  CCEP Pl 0282018 107282019 245 FT 2
21 PLANET KIDS AT WELLINGTON  CCEP P 10/28/2018 10/28/2019 245 PT 17
21 PLANET KIDS AT WELLINGTON  CCEP 21 1012812018 10/28/2019 245 FT 2

i 3

Showing 110 10 of 31 entries (fitered from 2,73 total entries) - Previous - 28 4 Nemt

i

The Update button is B

disabled until records are
selected.

Cancel

Select each row that needs to be updated by clicking the row. The row becomes highlighted blue and the total
number of rows selected display at the bottom of the screen. Click the Update button.

21 PLANET KIDS AT WELLINGTON  GGEP P1 06/03/2019 051032020 6.20 FT 2
k1 PLAN P1 09/05/2019 0910512020 245 FT 23
Click on each child name so that
21 PLANE the row becomes highlighted blue. P1 09/05/2019 09/05/2020 245 FT 2
21 PLAN " PR P1 09/05/2019 0910512020 245 PT 21
A "select all" cption is planned.
. al PLANE P1 09132019 032112020 245 FT 2
Fal PLANET KIDS AT WELLINGTON  CCEP P1 09132019 032112020 245 PT 2
Fal PLANET KIDS AT WELLINGTON  CCEP P1 09092019 090912020 260 FT 4
. al PLANET KIDS AT WELLINGTON  CCEP P1 10/28/2019 1012812020 220 FT 4
2 PLANET KIDS AT WELLINGTON  CCEF P1 107282019 1012812020 220 FT 2
21 PLANET KIDS AT WELLINGTON  CCEF P1 107282019 1012812020 220 FT 1

Shewing 1 to 31 07 31 entries (fitered from 2,750 total entries) 31 rows selzcted — Previous n Next

The Update button is now

enabled. @
Caneel
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The Update Billing Group Assignments pop-up displays. The Current Information area displays the current funder
type, billing group, eligibility code and match funder name. Coalition users input the changes needed in the New

Information area. Then, click the Run button.

Update Billing Group Assignments

Current Information

Funder Type
SR

New Information

Funder Type™
® SR Local

Billing Group Code
CCEP

Billing Group Code™

Eligibility Code Match Funder

P P

Eligibility Code™

Match Funder®

BGSE

T
v

Choose BG8-Econ or BGS8-
SRMT; separate match
funders must be set up.

ECON - Economically Disadvantage
SRMT - SR Match Program

m c ance'

The Results window displays a preview of the updated reimbursement records. Notice the changed billing group,
eligibility code. If correct, click the Save button. Otherwise, click the Cancel button to abandon the changes.

Child Name Child ID

Fliter Filter

Provider

21

21

21

il

pal

21

2

21

21

21

Provider Name

Fliter

PLAMET KIDS AT
WELLINGTON

PLAMET KIDS AT
WELLINGTON

PLANET KIDS AT
WELLINGTON

PLAMET KIDE AT
WELLINGTON

PLANET KIDS AT
WELLINGTON

PLAMET KIDZ AT
WELLINGTON

PLANET KIDS AT
WELLINGTON

PLAMET KIDZ AT
WELLINGTON

PLAMNET KIDS AT
WELLINGTON

PLANET KIDS AT
WELLINGTON

PLAMET KIDS AT
WIELIINGTON

Billing Group Eligibility Start Eligibility End Assesed
Code ENgibiiity Code Date Date Fee
Filter Filter Filter Filter Filter

BGE SRMT - SR Malch | 06/22/2015 03FA0/2020 0.00
Pragram

BGB SRMT - SR Maltch | 1002872018 100282019 245
Program

BGB SRMT - SR Match | 1002872018 10/28/2019 245
Pragram

BGE SRMT - SR Match | 10/28720) X
Frogram Confirm the changes made.

Click the Save button to

acs SAMT - SR Match | 10025120 continue.,
Program

BGE SRMT - SR Match | 09/12/2019 0ar21/2020 245
Pragram

BGB SRMT - 3R Match | 09/1572013 0372142020 245
Program

BGE SRMT - 3R Match | 01/22/2019 f22/2020 275
Program

BGB SRMT - SR Match | 1072672019 10/28/2020 220
Program

BGB SRMT - SR Match | 1072872013 10/28/2020 220
Pragram

BGB SRMT - SR Match | 1002872019 102802020 220

Prreram

==
Care Attended

Fllter Firter Fil
FT 23 0
FT 2 0
FT 17 0
PT 17 o
FT 2 o
FT 2 1]
PT k3| 0
FT 23 0
PT 1 o
FT 2 o
FT 4 0
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Next, a confirmation message displays. Click the Yes button to commit the changes. Otherwise, click the Cancel
button to abandon the changes.

@ Confirm Submit Reimbursement Updates

This will save all changes and make the reimbursement updates final.

Are you sure you want to continue?

@mm

Then, a success message displays with the total number of records that were updated. Click the OK button.

@ Bulk Billing Group

21 Reimbursaments were updated successfully.

L

When the message is closed, the screen returns to the Bulk Billing Group Transfer search page. The changes can
now be verified in Closed Attendance.

Review the records. Now that there are no CCEP records, continue to verify records as usual. Repeat for all service
period rosters.

eimbursement Record for PLANET KIDS AT WELLINGTON

W Funder Typs: SR B Payment Period:  Now - 2019 EE Service Period: 10/01/2019 w0 1013112019
@ stalus Closed Attendance & Proviger Type: center B Provioer ID 21
$ vendor Number & Provider Name PLANET KIDS AT WELLING TON A Phone: } 424-9088

4 Ste Address: 9135 LAKE WORTH RD LAKE WORTH, FL 23487 ﬁccunry Palm Beach

2 Refiesh Calculations

Child Name DoB Billing| Eligibility| Care | Unit Days Total Daily Gross <
Group Code |Level| of |tobe Payment|FarentCoFay| Payment |ParentGoPay Amount | Amount|
Care|Paid|  Rate Rate Amaount
1 BGE

Adjust

Back lo Have'

F2Ti2019 SRMT INF FT 23 85740 §4.91 $361.35 £112.93 [ 92 §27.83 000 5000 3000

The CCEP records Adust

bl 1210/20M18 |BG8  SRMT INF FT $27.83 $0.00 50,00 $0.00 o Veerifed

' have been changed to eas==il m
BG8 - SRMT.

Adiust

3 4192019 BGS ECGM  INF FT s484 5000 8000 $000

| 58050 30.00 5000 3000

Varify
4 aT2018 BGE& SRMT TOD FT 4 8§3z8T7 $2.46 $131.48 59.84 5121.64 $21.20 5424 %000 5000 %000 Adust

Back to Have'
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VPK Specialized Instructional Service (SIS) Process

VPK SIS providers are paid through the Coalition Services Portal by enrolling and building a schedule of services for
a child. To use this feature, users must be VPK Contract Manager. In addition, VPK SIS Providers for each coalition
must be created and the VPK child application must be approved with a SIS session type.

Add VPK SIS Provider

VPK SIS providers do not require a traditional provider profile or document submission; however, Coalition staff
enter abbreviated profile information to create VPK SIS providers. To add a VPK SIS provider, navigate to VPK SIS >
Manage Provider.

ﬁ Home VPK Program - VPK SIS~ SR Program TAPP - Provider - Reimbursement ~ Maintenance - Admin Funclions - Repors ~ CCRER ~

Manage Provider

M Invoi
= VPK SIS Provider Search M

Click the +Add VPK SIS Provider button in VPK Search Provider Search Page.

frHome VPKProgam -  VPKSIS-  SRProgram - TAPP~  Provider-  Reimbursement - Maintenance - AdminFunclions - Reports - OCRER - Hello heesar@ekbroward org!  CrLog OFF £ @

[P
= VPK SIS Provider Search
SIS Provider Name: County Names ip Code:
Select v ® Just my coalivon O Clear m
O Al eoaitions.
Show| 10 v |enies Searcn

VeK s Provider 1D [— 17 | Provider Adaress Provider Zip code Provider Phone Provider Email Caalion Name
. . . . .

Filter Filte Filter Filte Filte Filte Filte Filter

No data availabie in table

Showing 0 1o 0 of 0 eniries Previous | Next
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The Add VPK SIS Provider page displays.

= Add VPK SIS Provider

Mame of Person / Organization™

Street Address®

City™
L
State Florida hd

Zip Code™

Phone Number®
Fax Number
Email Address®
Website

: -
Counties Served All Counties «

(select all that apply)
—
Hours of Operation™ € Monday - Friday, 8:00 AM — 5:00 PM
(days and tims)
Vendor Number®
Organization Type*® 2 Community-based/Faith-Dased organization
(ssisct ane) O For Profit Company
O Institufion of Higher Education
O Individual Provider
O Non-Profit Crganization
(& Private School
O Other Crganization Type (please specify)
Delivery Model® O Individual
(ssisct all that apply) O Small Group (two fo five students)
O Large Group {six fo fen students)
Languages Spoken® O English
(selzct all that apply) O Spanish

O Haitian Creole

Fill in the information and press Save. A confirmation message displays.

@ Add / Edit VPK SIS Provider

VPK 515 Provider successfully added.
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Search VPK SIS Provider

To search for a VPK SIS provider, navigate to VPK SIS > Manage Provider.

VPK SIS Providers can be searched for by SIS Provider Name, County Name, Zip Code, All Coalition / Just my
Coalition.

To search providers only in the logged in user’s coalition, click the ‘Just my coalition’ radio button from the search
criteria. Only VPK SIS providers who are registered in the Coalition user’s service area are displayed. To search all

VPK SIS providers, click the ‘All coalitions’ radio button.

M Home  VPKProgram

= VPK SIS Provider Search

SIS Provider Name:

Show 1o v entries

Fiter
207
205
204
203
%
124
154
142
185
%

Showing 110 10 f 23 entries

SRProgram »  TAPP~  Provider ~

Filter

Tesi1 academy

TestSiS2

Test 5152

Test SIS

Talkto Me Therapy, LLC

Talk 1o Me Therapy, LLC

Sandra Savineli. Inc

Optimum Behavieral Services, LG
Littie Therapy Central

Konfetii Kidz Therapy LLC.

Reimbursement +

Filter

234234
123 Main Street 24

123 Main Strest

123 Main Street

1470 SV 96th Tem,

1470 SV 96ih Terr,
5400'5. University Diive:
14201 West Sunrise Bivd,
4545 smith street

17901 NW Sth Street

Maintenance ~

‘Admin Funciions «

County Name:

Select

Filter

32312

33328

33308

33328

33324

33324

33328

33323

32303

33029

Zip Code:

Filter

(333) 3333333
(850)321-5286
(850} 3215288
(850) 3215286
(408) 650-8324
(268) 568-8865
(308) 400-4325
(517} 690-1486
(588) 868-8888

(401)908-1365

Just my coaliten

Filter

abc@gmail. com

alatham?7 @omail.com

aiatham 77 @gmai com
alatham77@gmail.com
talktometherapy@gmail. com
talkiometnerapy@gmai com
sandra@socialmindcenter com
infe@optimumbehavioralservices.com
emma jones@gmai com

info@konfetiikidz com

Hello heesar@elcbroward org!

Filter

ELC of Broward

ELG of Broward

ELC of Broward

ELC of Broward

ELC of Broward

ELC of Broward

ELC of Broward

ELC of Broward

ELC of Broward

ELG of Broward

Eclezml Fiters IR

o o DT T e

Filter

6935

103983

03983

Ti23d5

69300

68300

E69447

E69408

5767646

E69345

Previous n 23 Ned

Clogofif § @

To edit the VPK SIS provider Information, click the VPK SIS provider id link.

NOTE: Only the coalition that created the VPK SIS provider can manage it.

Show| 10 v entries

oo s e e e

Filter

204
203
%

124
154
142
185
E3

Showing 110 10 of 23 entries

Fiter
Test1 academy.

Test SIS3

Test SIS2

Test SIS

Talk to Me Therapy, LLC.

Talk to M Therapy, LG

Sandra Savinel, Inc

Optimum Benavioral Servicss, LG
Little Therapy Central

Konfet Kiz Therapy LLC.

Filter
234234

123 Main Street #4

123 Main Strest

123 Main Strest

1470 SV 96th Terr.

1470 SV 96th Terr.
5400'S. University Drive
14201 West Sunrise Bivd
4545 smith strest

17901 W Sth Street

Filter

32312

33328

33328

33328

33324

33324

33328

33323

32303

33028

Filter
(333) 3333333
(850) 321-5286
(850) 321-5288
(850) 321-5286
(408) 650-8324
(268) 568-8665
(308) 400-4325
(517) 690-1488
(383) 8338858

(401) 908-1365

Filter

abo@gmail com

alatham77@gmail com
alatham77@gmail com
aatham77@gmail com
talktometherapy @gmail.com
talktometherapy @gmail.com
sandra@seciaimindeenter.com
info@optimumbehavioralservices com
emma-jones@gmail.com

info@konfetiikiz com

Filter

ELC of Broward

ELC of Broward

ELC of Broward

ELG of Broward

ELC of Broward

ELC of Broward

ELC of Broward

ELC of Broward

ELC of Broward

ELC of Broward

5CblAl L Search

Filter
6935
103983
103983
T12345
69300
69300
E89447
89408
767848

E69346
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Locate VPK Child Application with SIS Session Type
To begin, locate the VPK child application in need of enroliment. Navigate to VPK Program > VPK Application >
Search.

A Home  VPKProgram ~  VPKSIS~ SR Program -

VPK Application » Submitted
VPK Enroliment » | peenroliment Submitted
Coalition Reviewing

Pending Postponement

[ Q search ]

Q, Non-migrated search

VPK Application Search page displays. Select Program Year and VPK Session > School-year Specialized Instructional
Service (SIS) or Summer Specialized Instructional Service (SIS). Click the Search button. Results display. The child’s
COE number, first name, last name, and date of birth are needed for enroliment.

a. Ifachild’s application has the incorrect session type, it may be re-opened to have the session

type changed.
By Person Info By Application Info
Person Type  ® Child Primary Parent Certificate Number
First Name County for Services Leon
Last Name latham Program Year 2018 - 2019
Date of Birth VPK Session School-year Specialized Instructional Service (SIS)
Record Phase  ® VPK Application VPK Reenroliment
Application Status
Reset m
Show 10 v eniries Searcn
[ cocvemr i cverrme— ovessars L omeoes o ors oy e[ ]
Filter Filter Filter Filter Filter Filter Filter Filter Filter
[ VPK1169112-2018 Candy Latham 4/4/12013 ]Andrea Latham Leon 2018 - 2019 Approved
Showing 1 to 1 of 1 entries. Previous - Next
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Enroll VPK SIS Child/Build Schedule of Services
Navigate to VPK SIS > Manage Invoice.

M Home  VPKProgram ~  VPKSIS»  SRProgram ~ 1

Manage Provider

iManage Invoice

The Invoice page displays. Enter the Certificate Number (VPK#####-YYYY), Child First Name, Child Last Name, and
Child Date of Birth. Click the Search button.

Manage VPK SIS Invoice

1 SEARCH CHILD INFORMATION

Certification Number vpk1169112-2018 Child First Name. candy Child Last Name latham ChildDOB | 04/04/2013

=

Child is not enrolled in VPKSIS. Please enroll the Child.
1 CHILD AND PROGRAM INFORMATION

# VPK SIS Appointment | 4 Enroll Child

E CHILD APPOINTMENT DETAILS

a. Message "Child not found." = Re-enter the information because no matching child information
was located.

b. Message "Child is not eligible to receive VPK SIS services. Please review the application." = Child's
VPK application was not approved for a VPK SIS session.

c. Message "Child is not enrolled in VPK SIS. Please enroll the child." = Continue to enroll the child.

Click the Enroll Child button. The child and program information displays. The VPK SIS Appointment button
becomes enabled.

NOTE: The date of the IEP will not be populated until a future enhancement. Total available funding reflects the
maximum provider payment for the county on VPK Max Rates. Click the VPK SIS Appointment button.

Manage VPK SIS Invoice

1 SEARCH CHILD INFORMATION

Certification Number Vpk1169112-2018 Child First Name candy Child Last Name Iatham ChildpoB | 04/04/2013
[oma Lo |
7* CHILD AND PROGRAM INFORMATION
Child Name: candy latham Child DOB:  04/04/2013 Certification Number: vpk1169112-2018 VPK Program Year: 20182019 Session: School-year Specialized Instructional Service (SIS)
Parent Name: Andrea Latham Phone Number: Date of IEP: Total Available Funding: $2,365.20

e
[E CHILD APPOINTMENT DETAILS

sis sis
Appointment | Appointment Reviewed By and Parent's Payment Submitted By
SIS Provider Name Date Time. Date/Time Initials. Date SIS Received Remaining Funding and Date/Time
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A pop-up message displays to add the VPK SIS appointment.

Add VPK SIS Appointment

[sis Provider Name Scheduled Availability Phone Number |

| Au Some Behaviors 0 ‘ ‘ |

sis Date 10/10/2018
SIS Appointment Time

SIS Service Cost 250.75]

a. Type SIS provider name in field and click Search.
b. Click on the SIS provider name so that it is highlighted.
c. Enter SIS appointment date, time, and cost. Click the Save button.

Pop-up message closes. Appointment details display. Cost for service is deducted from the total available funding.
Reviewed By information displays. Remove and Verify Payment buttons are enabled. Remaining Funding is
updated.

1* CHILD AND PROGRAM INFORMATION

Child Name: candy latham Child DOB: 04/04/2013 Certification Number: vpk1169112-2018 VPK Program Year: 2018-2019 Session: School-year Specialized Instructional Service (SIS)

Parent Name: Andrea Latham Phone Number: Date of IEP: Total Available Funding: $2,36520

CHILD APPOINTMENT DETAILS

sis sis
Appointment | Appointment Reviewed By and Parent's Payment Submitted By
SIS Provider Name Date Time. Date/Time Initials Date SIS Received Remaining Funding and DatefTime
D L]

Au Some Behaviors 0 1011012018 09: 00-AM $250.75  alatham?77+0099@gmail.com 12/9/2018 :] 2114.45

4:19:49 PM

E CASE NOTES [ PAYMENT INFORMATION

Total Available Funding: $2365.2
Total Gost for Service: $250.75
Remaining Funding: $ 2114 45 as of 12/9/2018

4

Status Records Add Case Note

a. Saved appointments with incorrect information may be removed and re-added with corrections.
NOTE: Once a payment is verified, the appointment cannot be removed.

b. Repeat as needed to save more appointments. Cost for services cannot exceed the remaining
funding.
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Manage VPK SIS Invoice and Verify Payment
Navigate to VPK SIS > Manage Invoice.

ﬁ Home VPE Program - VPK SIS~ SR Program - TAPP~ Provider - Reimbursement ~ Mainfenance - Admin Funciions - Reporis ~ CCRE&R ~

Manage Provider
:
Q. Provider Search _

The Invoice page displays. Enter the Certificate Number (VPK#####-YYYY), Child First Name, Child Last Name, and
Child Date of Birth. Click the Search button. The saved child enrollment and Schedule of Services display.

To initiate payment, check off the Parent’s Initials box. The SIS appointment date populates in the Date SIS
Received field; however, it may be edited if the appointment date changed.

1 CHILD AND PROGRAM INFORMATION

Child Name: candy latham Child DOB: 04/04/2013 Certification Number: vpk1169112-2018 VPK Program Year: 2018-2019 Session: School-year Specialized Instructional Service (SIS)

Parent Name: Andrea Latham Phone Number: Date of IEP: Total Available Funding: $2,365.20

i Ao | St Enotcl |

CHILD APPOINTMENT DETAILS

SIS Sis
Appointment Appointment Reviewed By and Parent's Payment Submitted By
SIS Provider Name Date Time Date/Time Initials Date SIS Received Remaining Funding Submit for Payment and Date/Time

AU Some Behaviors 0 10/10/2018 09: 00:AM $250.75 alatham77+0099@gmail.com 12/9/2018 1 012018 2114.45 Ve“fv Pavmerll
4:19:49 PM
Au Some Behaviors 0 10/20/2018 09: 00:AM $250.75  alatham77+0099@gmail com 12/9/2018 C] @ l:l 1863.70
4:43:32 PM -
Au Some Behaviors 0 11212018 02: 00:PM $390.25 alatham77+0099@gmail.com 12/8/2018 C] 5] |:| 1473.45
4:44:04 PM -
AU Some Behaviors 0 11/16/2018 10: 00:AM $250.75  alatham77+0099@gmail.com 12/9/2018 :] o l:l 122270 [ —
4:44:40 PM -
CASE NOTES PAYMENT INFORMATION

Total Available Funding: $2365.2
Total Cost for Service: $1142 50
Remaining Funding: $ 1222.70 as of 12/2/2018

a. Checking the Parent’s Initials box is required. A payment cannot be verified without this check
box.

b. NOTE: This is the last opportunity to remove the appointment if corrections are needed. Once a
payment is verified, the appointment cannot be removed.

Click the Verify Payment button. Payment submitted by and date/time displays. This record now appears in the
Payment Period Summary in the Payment Verified column.
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& CHILD AND PROGRAM INFORMATION

Child Name: candy latham

Parent Name: Andrea Latham

Child DOB: 04/04/2013

Phone Number:

El CHILD APPOINTMENT DETAILS

Au Some Behaviors 0

Au Some Behaviors 0

Au Some Behaviors 0

Au Some Behaviors 0

El CASE NOTES

10/10/2018

10/20/2018

11/2/2018

1/16/2018

09: 00:AM

09: 00-AM

02: 00:PM

10 00-AM

Certification Number: vpk1169112-2018

Date of IEP:

$250.75

$250.75

$390.25

$250.75

alatham77+0039@gmail.com
12/9/2018 4:19:49 PM

alatham77+0099@gmail.com
12/9/2018 4:43:32 PM

alatham77+0099@gmail.com
1219/2018 4:44:04 PM

alatham77+0089@gmail.com
12/9/2018 4:44:40 PM

VPK Program Year: 2018-2019

Total Available Funding: $2,365.20

10/10/2018

PAYMENT INFORMATION

Session: School-year Specialized Instructional Service (SIS)

211445

1863.70

147345

122270

alatham77+0099@gmail.com|
By 12/9/2018 4:45:35 PM

Total Available Funding: $2365.2
Total Gost for Service: $1142.50
Remaining Funding: $ 1222 70 as of 12/9/2018

Run Update

Go to the Reimbursement menu item. Select Reimbursement Closeout > Run Update Process. Go to the VPK SIS
row and click the Run Update button. The total number of records display in the Payment Cycle Summary
Updated column.

Run Payment Transmittal File

Go to the Reimbursement menu item. Select Reimbursement Closeout > Run Payment Transmittal File. Go to
the VPK SIS row and click the Run File button. A pop-up message appears. The Payment Transmittal File default
criteria is set. Click Run Transmittal File. The file downloads and the total number of records display in the
Payment Cycle Summary Paid column. Save the downloaded file locally.

Run Trial/Final Reimbursement Report

Go to the Reimbursement menu item. Select Reimbursement Closeout > Run Reimbursement Report. Go to the
VPK SIS row and click the Run Reimbursement Report button. A pop-up message appears. Click the Run Trial
Reimbursement Report button or Run Final Reimbursement Report button. The Provider Reimbursement Report
opens.

o

A detail report (with child information) is available by selecting Detail Report

b. To print, click the Download button on the bottom right corner of the screen. A download pop-
up message displays. Select PDF, change the paper orientation to Landscape, and click Create
PDF. When the PDF file is generated, click Download. The file may be saved locally.

Run Trial/Final 5045 Report

Go to the Reimbursement menu item. Select Reimbursement Closeout > Run 5045 Report. Go to the VPK SIS row
and click the Run 5045 Report button. A pop-up message appears. Click the Run Trial 5045 Report button or Run
Final 5045 Report button. The 5045 Report opens.
a. Adetail report (with child information) is available by selecting Detail Report
b. To print, click the Download button on the bottom right corner of the screen. A download pop-
up message displays. Select PDF, change the paper orientation to Landscape, and click Create
PDF. When the PDF file is generated, click Download. The file may be saved locally.
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Financial Reports

Financial Reports are available in EFS Mod. These reports display the same information as the same reports in
Tableau. Navigate to Reports > Financial Reports.

NOTE: The reports will also remain in Tableau until all functionality is available in EFS Mod.

Financial Reports

Report Name Action

==
o]

5045 Report

Coalition Invoice

5045 Report
The 5045 Report is available in EFS Mod. Navigate to Reports > Financial Reports. After clicking the Run Report
button for 5045 Report, the Run 5045 Report pop-up window opens.

Select the Report Parameters from the dropdown. Each dropdown is required.

Funder Type (SR, VPK, Local or SR Plus)
Payment Period Year

Payment Period Month

Report Type (Pending, Closed, Trial, or Final)
View (Summary or Detail)

ke wnN e

Additional filters can be selected when the Summary view is selected. If no option is selected, then all records that
meet the Report Parameters will display.

1. Service Period
2. County of Service
3. Reimbursement Detail Type

Additional filters can be selected when the Detail view is selected. If no option is selected, then all records that
meet the Report Parameters will display.

Reimbursement Detail Type
Obscure Child Name

1. Service Period

2. County of Service
3. ProviderID

4. ChildID

5.

6.
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Run 5045 Report

Enter report parameters then click the run bution to generate a 5045 report,

Report Parameters

Funder Type®

Payment Period Year*

Report Type *
Trial

Report Filters

Service Period

Reimbursement Detail Type

Payment Period Month*

View®

Summary

County of Service

The 5045 Report opens in a new browser tab and displays the information based on the criteria selected.

A. Use the arrows to navigate pages.

B. Click the

14 |<f

of 3 >|

County: 6

Fiscal Year Report Type

Al FINAL

5045 SR FINAL Detail Test Alpha
Report Run Date: 8/7/2023 1:32:43 PM

aarvice Dais 0f
County Fericd  Chilld Nams  Eirth
1z0z3

Elling
Group

Elig

HOME

bl

O ©®

Service Period

All

Reimb Reimb bR

Payment Period
212023
Uit cane
of  Level Adl Type
FT PRI No MTH
FT  SCH  No MTH
FT  SOH  No MTH

Defall D Funder

BGE MATCH
Maich D:
147

BGE MATCH
Maich ID:
147

icon and save the report to Excel or PDF.

100% hd
County
All
Dally
Days  Toisl Parent aroce
tobe Peymi CoPay  Payment
Faid  Rafe  Ami amt
22 4173 5000 $E1E06
5 OSE14T F1AT F30735
1T BEZE $147  $Em4Z

536

Less
Farent
CoPay

Amt

§19.89

=

Reimb Detail Type

All

et
Amount

SO18.05

5301.50

$800.53

Lass
Matoh

5000

S0.00

§0.00

Find | Next

Reporting Period: 1/2023

Billing Group Payment Period 5tatus

All CLOEED

Epsolal

Net Lacs Cntratd chid  Hesds oca
Matoh  Goid Beal  Local @l Fate QP Accmnt  Quellty Payment
Amaunt Total Total Total Total Total Total Amaunt
SOEDE s0.00 0.00 5000 EODE 50.00 sa.00 SEEEC0
5301.50 000 s0.00 S0oC F1695 5000 5eH.4D S23E15
$800.53 s0.00 $0.00 soC0 §4522 $000  $129.20 62611



Coalition Invoice Report
The Coalition Invoice Report is available in EFS Mod. Navigate to Reports > Financial Reports. After clicking the
Run Report button for Coalition Invoice, the Run Coalition Invoice Report pop-up window opens.

#'Run Coalition Invoice Report

Funder Type

Payment Period Year

Payment Period Month

Select the items from the dropdowns, then click the Run Report button.

1. Funder Type (SR, VPK, Local or SR Plus)
2. Payment Period Year
3. Payment Period Month

The Coalition Invoice Report opens in a new browser tab and displays the information based on the criteria
selected.

C. Use the arrows to navigate pages.

D. Click the = icon and save the report to Excel or PDF.

1< < oh of7 > O @ o v v | B Find | Next
Test Delta Caoalition Invoice Report
- Payment Period Status
Invoice Period cLosED
22021
Funder. SR Report Run Date

TI202021 1027:51 AM

Fiscal  Service OCA

Year Peaiod Code Brevard Broward  Miami-Dade OCA Total
1820 Tzole  97GSD 50.00 50.00 s0.00 $0.00
OTR00 50.00 -5323.00 50.00 -5323.00
o7ces 50.00 50.00 50.00 $0.00
7L 50.00 50.00 50.00 50.00
QFIFD 50.00 50.00 50.00 $0.00
QFIcA 50.00 50.00 50.00 $0.00
o7Gsa 50.00 50.00 50.00 $0.00
07Cs0Q 50.00 30.00 30.00 30.00
o7L.00 50.00 50.00 50.00 $0.00
QFIFQ 50.00 50.00 50.00 $0.00

aFica 50,00 30.00 30.00 30.00
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Temporary Closures

Coalition Portal users can edit, view, remove and process temporary closure records created by Providers. There
are Incomplete, Submitted and Processed queues to view, edit, process and remove the records.

Provvicer - Fesrsbammamant - WMunienares - Adrmin Funcions - Feperis - CRaR -

Prosidar Prolios ¢

Local Confrads §

SR Cortrects » TO FLORIDA'S EARLY LEARNING

VPG JN SERVICES PORTAL

WPE Arandrents »
WP Applicatians. »
WP 55 Contracte ¢

Teirgeary Chcases 4 [—r—

O, Search SR Applicali

Sytaviied

e

& Saarch

8 Diorurmsat Lty Wmnagemani

Submitted Closures Queue
A Home

VPK Program - VPK SIS~ SR Program - TAPP~ Provider = Reimbursement « Maintenance ~ Reports ~

Provider Profiles »
Local Contracts »
SR Contracts »

_ SR Amendments »
Submitted Closures
WPK Contracts »

VPK Amendments »

Show 10 ~ | entries VPK Applications »

VPK SIS Contracts p 23 Clear All Filters

m Closure ID |f | Date of Closure E Temporary Closures d | Incomplete
' a Submitted %
e L Search
Filtet Filter A Processed

Edit| Remove | 34987 0811612022 - 081182022 Sup 5 DOCUMent Library Management

fideruser  Kim's Test Daycare
Edit | Remove | 343984 10/01/2022 - 10/02/2022  Submitted Closure added by provider user  Conscious Minds It
Edit Remove — 34983 09/01/2022 - 09/30/2022 Submitted Closure added by provider user ~ Conscious Minds Ir
Edit | Remove =~ 34982 08/22/2022 - 068/31/2022  Submitted Closure added by provider user  Conscious Minds It
Edit Remove — 34981 08/24/2022 - 08/25/2022 Submitted Due to power outage the wee Learning Empower

The Submitted Closures queue lists closures submitted by providers and the closures that are in Coalition
Reviewing or Submitted status. From the Submitted queue, Coalition users can:

e  Edit temporary closures

e Remove temporary closures

e Change the “Possible Days to be Paid”
e Approve temporary closures

Clicking the Edit button will open the Edit Temporary Closure pop-up window.

Clicking the Remove button will remove the temporary closure.
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NOTE: A temporary closure cannot be removed if at least one provider has a submitted attendance for the service
period with the closure.

Submitted Closures + Add Temporary Closure

Show| 10w eniries.

£ Clear All Filters Search: 2 Export to Excel
Fitter Filter Filter Filter

Filter

Filter Filter

34987 08/16/2022 - 08/19/2022 Submitted Closure added by provider user more | 8/25/2022 7:44:17 PM

Edit Remove @ 34984 10/01/2022 - 10/02/2022 Submitted Closure added by provider user B25/2022 4:55:43 PM

Processing Whole Site Temporary Closures
Clicking the Edit button from the Submitted Closures queue for a Whole Site Closure opens the Edit Temporary

Closure pop-up window.

Coalition users can click on CR and change it to CN and vice versa. Upon clicking the Approve button the closure
gets a “Processed” status.

Click the Approve button to approve the closure. NOTE: The closure status is updated to ‘Processed’. The CR or
CN days will now display on the provider’s attendance roster for the month of the closure.

| Edit Temporary Closure |

Closed Provider Site(s)

Select Providers *

Closure Details
Closed From @ * Closed To*
07/25/12022 07/26/2022

b

Reimbursement Requests*
For each provider, indicate whether all services were stopped, and then select one or more classes and care levels involved in the closure, along with the corresponding reimbursement request per closure day. If VPK classes were involved in the

closure, please review the corresponding VPK provider applications. €
- — . — CS21 July 2022

No @ VPK Classes (1 of 1) SR Care Levels (6 o7 6) Sun Mon Tue Wed Thu Fri sat
1 2

Services Provider

3 4 5 6 7 8 9

Providers

10 1 12 13 14 15 16

17 18 19 20 21 22 2

24 25 2 27 28 29 30
[ _cr | CrR ]

31

Save Cancel
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Clicking the No Services checkbox will select multiple providers with whole site closures and a pop-up will indicate
that all classes and care levels are selected for all providers
All Classes and Care Levels Were Selected

By selecti Il providers, all classes and care levels have been
automatically selected e closure.

Unchecking the No Services checkbox will deselect all providers, but all classes and care levels for each provider
are still selected. The user will need to deselect classes and care levels for each provider that should not be
included in the closure.

Class and Care Levels Selections Need Review

ckbox has been deselected for all provider
re not modified. Please deselect the classes and care levels
that should not be included in the closure.




Processing Partial Closure
Clicking the Edit button from the Submitted Closures queue for a Partial Closure (VPK or SR) opens the Edit
Temporary Closure pop-up window.

Coalition users can click on CR and change it to CN and vice versa. Upon clicking the Approve button the closure
gets a “Processed” status.

NOTE: If there are Closure Non-Reimbursable days in the closure, the closure days are written in the calendar.

VPK

Edit Temporary Closure

Closed Provider Site(s)

Select Providers *

Closure Details
Closed From @ * Closed To*

03/31/2022 03/31/2022

Reimbursement Requests *
For each provider, indicate whether all services were stopped, and then select one or more classes and care levels involved in the closure, along with the corresponding reimbursement request per closure day. If VPK classes were involved in the
closure, please review the corresponding VPK provider applications. @

Providers — - —— - e AF21 March 2022
No @ VPK Classes (30f5) SR Care Levels (0 07 0) Sun Men Tue Wed Thu Fri sat
Services Provider 1 2 3 4 5
[m]
BF21-B 6 7 8 9 10 1 12
[JCF21-C
[0 DF21-D 13 14 15 16 17 18 19
EF21-E
20 21 22 23 24 25 26
27 28 29 30 31
[ _crR_J
Total Processed Closure Reimbursable (CR) Days in Class: 0 €
= Closure Reimbursable. [[&] = Closure Non-Reimbursable o
Save Cancel Approve

541



SR

Edit Temporary Closure

Closed Provider Site(s) Document was last saved: Ju
-

Select Providers™

Closure Details
Closed From @ * Closed To*

07/29/2022 07/29/2022

Reimbursement Requests ®
For each provider, indicate whether all services were stopped, and then select one or more classes and care levels involved in the closure, along with the corresponding reimbursement request per closure day. If VPK classes were involved in the
closure, please review the corresponding VPK provider applications (1]

Providers - " - — - SCH July 2022

No @ VPK Classes (00f0) SR Care Levels (4 of 7) Sun Mon Tue Wed Thu Fri sat

Services Provider

O
3 4 5 6 7 8 9

TOD - 12 < 24 Months
2YR - 24 < 36 Months

[ PR3 - 36 < 48 Months 10 " 12 13 14 15 16
PR4 - 48 < 80 Months
[ PRS- 60 < 72 Montns 17 18 19 20 21 22 23
W SCH - In School

24 sk s 27 28 29 30

kil

Save Cancel prove

NOTE: Individual students, not affected by a temporary closure, may be edited by the provider in attendance. For
example, a 2 Year Old class has 6 children showing a CR for the temporary closure, but 3 of them were present on
the CR days. The provider can change the CR days to an X to mark the 3 children present.

542



Incomplete Closures Queue

The Incomplete closures queue displays all the temporary closures created by providers within the coalition that
have not been submitted. Coalition users can view and assist providers with questions before the temporary
closure is submitted for approval.

A Home

VPK Program ~ VPK SIS+ SR Program ~  TAPP~ Provider = Reimbursement ~ Maintenance ~ Reports =

Provider Profiles »
Local Contracts »
SR Contracts »

_ SR Amendments »
Submitted Closures
VPK Contracts »

VPK Amendments »
VPK Applications »
VPK SIS Contracts »

[sctons | conuer> 17 poecrcire | s LRI
Fifter Filter

Show| 10 ~ | entries.

£ Clear Al Filters|

Incomplete [

Submitted

Q search
A Processed

Document Library Management

Edit | Remove 34987 08/16/2022 - 08/19/2022 Sub fideruser  Kim's Test Daycare

Edit | Remove — 34984 10/01/2022 - 10/02/2022  Submitted Closure added by provider user ~ Conscious Minds It

Edit | Remove 34983 09/01/2022 - 09/3042022 = Submitted Closure added by provider user ~ Conscious Minds It
Edit| Remove = 34982 08/22/2022 - 08/31/2022  Submitted Closure added by provider user ~ Conscious Minds It
Edit| Remove — 34981 06/24/2022 - 08/25/2022 Submitted Due to power outage the wee...  Learning Empower

Clicking the Edit button will open the Edit Temporary Closure pop-up window. The coalition can make edits and
save changes made to the temporary closure. The provider will need to submit the closure for approval.

Clicking the Remove button will remove the temporary closure.

Incomplete Closures

Add Temporary Closure

Show | 10 v | eniries.

£ Clear All Filters Search: 2 Export to Excel
Fiiter Filter Fiiter Fiter Filter Fiter Fiter

seare

Edt | Remove 34974

08/08/2022 - 08/09/2022 Incomplete Old TC - Single SR only B8/25/2022 11-40:38 AM

08/29/2022 - 08/29/2022 Incomplete Closure added by provider user k  8/25/2022 8:20:59 AM
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Processed Closures Queue
The approved temporary closures display in the Processed Closures queue.

A Home
VPK Program - VPK SIS~ SR Program ~ TAPP~ Provider « Reimbursement ~ Maintenance - Reports -

Provider Profiles »
Local Contracts »
SR Contracts »

. SR Amendments »
Submitted Closures
VPK Contracts »

VPK Amendments »
Show | 10 v | entries VPK Applications »

VPK SIS Contracts »

W Closure ID |F | Date of Closure E |Temp0rary Closures 4 | Incomplete
Filter Filter

£ Clear Al Filters|

|__submitted

£ Qsearcn
e 1 Processed

Edit| Remove | 34987 08/16/2022 - 08Hoz022 | Sup = Document Library Management

fider user ~ Kim's Test Daycare
Edit| Remove =~ 34984 10401/2022 - 10/02/2022  Submitted Closure added by provider user |~ Conscious Minds Ir
Edit | Remove | 34983 09/01/2022 - 09/30/2022  Submitted Closure added by provider user |~ Conscious Minds Ir
Edit | Remove = 34882 08/22/2022 - 08/31/2022  Submitted Closure added by provider user | Conscious Minds Ir
Edit | Remove | 34981 08/24/2022 - 08/25/2022  Submitted Due to power outage the wee... | Leamning Empower

Clicking the View button will open the Temporary Closure pop-up window in read-only.

Clicking the Remove button will remove the temporary closure.

NOTE: A processed closure cannot be removed if at least one provider has submitted attendance for the service
period with the closure.

Processed Closures + Add Temporary Closure
Filter Filter Fifter Filter I Filter Fiiter

View || Remove | 1 11/30/2018 - 11/30/2018 | Processed |Smoke test more | S/29/2019 8:53:36 PM

View | Remove | | 2 09/04/2018 - 09/04/2018 | Processed |Tropical Storm Gorden more 12/9/2015 8:59:43 PM
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Closure Reimbursable (CR) or Closure Non-reimbursable (CN) Days in Have Attendance

On the provider portal Manage SR Attendance or VPK Attendance pages, temporary closures that were processed
by the coalition are displayed as a CR or CN on the attendance calendar.

& Home Business ~  Profile ~ Contracts ~  Enroliments ~ | Aftendance ~  Documents ~

Manage VPK Aftendance »§>HILD Center for Early Leaning v Profile; 2022-2023 v | Hello emilys@o2bkids.coml  C+Log Off £% €@
Manage SR Attendance

Reimbursement Details

Temporary Closures

Program Type*:  gsp v School Readiness (SR) © Roster was verified at ELC of on 2/10/2022 by org
Service Period™: | Januay 2022 «| DueDate: @ 2/3/2022 ST (T el AR, FRE, (PRKE (PR, £
Hours Of Operation M-F 6:30am-6:00pm
ition* :
Coaltion™ : ELC of v SRILocal Funding Students 19
[ At-Risk Enroliments Paid Holidays 01/17/2022
Temporary Closures 01/03/2022-01/04/2022, 01/07/2022-01/14/2022
Search:
1t0 19 of 19 enrolled # Indicate the child's attendance below. Supporting documentation may be uploaded to the Document Management Library as
needed
|| childName | DOB_| Care /Agel BG [status|
1 8/15/2017 PR4@35y BGS v APP Attendance Calendar
2 2112015 FR3@4y BGE v AFP
3. 6192018 PR3IQ@4y BGE v AFP
n 7H0P017 FR‘,g&; BGE :APF January 2022 Ghild's Gurrent Information
5. 11/612016  PRS@ 5y BGS v APP - (oo
6. 12202018 FR3I@3y BGS W APP Sun Men Tue Wed Thu Fri sat
7. 51212017 PR4@5y BGS v APP DOB 8152017 Age 5
8. 21132017 PRA@5y BGS v APP
9 7200017 PRA@S, BGE wAPP (SepEs I EGIPRECE
10 1142021 INFQ@ 1y BG8 ¥ APP 5 3 4 5 6 7 3 status Enrolied
11 1142021 TOD @1y BGS v APP
12 32012018 PR3I@4y BGE vAFP Has Special Needs No
13 32012020 TOD @32y BG1 v APP
Monthly Attendance Summary
14 5232021 INF@ 1y BGE wAPP
Anticipated Start Date  10/1/2021

15 111112018 PR3I@ 3y BGS v APP
16 111112018 PR3I@3y BGB v APP Days Absent 5
17 611412017 PRAQS5y BGE vAPP Days Present 15
18 41772019 2YR@3y BG1 v AFP Reimbursed Holidays 1
19 10282017 PRA@dy BOS W APP
20 Non-Reimbursable Days 0

Previous | Next (PTVAD (NPTVED BRI WPV W RWA No

NOTE: The red circle with a slash next to the child’s care level indicates it was impacted by a temporary closure.

When the provider submits attendance with temporary closures during the service period, navigate to
Reimbursement > Attendance Processing > Have Attendance

Select Funder Type VPK or SR & Local & SR Plus then Submit. The submitted attendance record appears in the
Have Attendance queue. Click on the Review link to view the roster with temporary closure days.

AHome VPKProgam- VPKSIS- SRProgam- TAPP+  Provider~ Reimbursement= Maintenance -  AdminFuncions~ Reporis ~  CORSR = Hello GlogOfi & @
Registration Fees »
Attendance Processing ¢
ve Attendance” Work Queue 2 Need Atendance
Adjustment Processing » W
Reimbursement CIossout » | Crosed Afiendance
© Click Here For Filtering Tips Vendor Number Entry View Payment Verified
VPK Rei Tools »
Reimbursement Search

Show| 10 v search results. £ Clear All Fiters  [ISICE

VPK
rovid Provider under | Class Received
Name County Service Period ype D Date

5454 Filter Filter Filter Filter Filter Filter Filter Filter Filter
(Review ) September 2021 SR HaveAftendance 1012212021 102212021
a
Showing 1101 of 1 search results. (ftered from 4 total entries) Previous Next
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For SR and SR Plus, all closure days marked CR (closure reimbursable) are included in the Days Paid column.

ElAttendance Record for

& Funder Typ:

@stas

A Provider Name

Asite Address:

Filter
s202020 1y
s8015 6
54010 1y
sap1 oy
542021 0y

Filter

e

et

Bas

Beaw

BGIW

51 Total Records.

R

Have Attendan

& Payment Period: Oct- 2024
0w ate 1010512021
#AProvider ID:

A County

T T T
x x
i~ a8

EE
x
T

T T
x| x
[ad - N

- & 09/01/2021 to 09/30/2021

& Senice Period:
& suomitted Date
2 submitted By.
4 Phone:

x X x
[ad [ad [ad
x

T T T T T
x

o

. [x]

gE88ds
. B [x] .. B
HEdH88

Fiter
x|
. 2 Refct
] ]
B 2 = e
= = 2
2 e
= = ject
T T T 3 pmm | e
o0 B o P,
. FT FT. FT FT 19
Refct

0910412021 to 08/3012024

10222021 &

@hotmail.com

(555) 555-6555

o

For VPK, all closure days marked CR (closure reimbursable) are included in the CR Days column.
AF21 - VPK A - Sep-2021

Bl attendance Record for

Fiter | Filter

‘Showing 110 11 of 11 search resuits
W egens

1 Tota Records.

& Funder Type:

@stas

A Provider Name:

#site Address:

= Classroom

Filter

T

> % %k X x % x> =

X
x
x
x
x
x
x
x
X
x
X

ling Fri
oup 93
Fiter

VPK

Have Attendance

AF21-VPKA

X
x
x
x
x
x
x
x
X
x
X

Tue | Wed
a7 | w8

X X X x % X X X X x %
%% x kX% x % x| =

X
x
x
x
x
x
x
x
X
x
X

Tue Thu | Fa | Sat
ana 916 | 947 | om8

> %%k X% x % x>

& Payment Period: Oct-2021
Soue s 100572021
A Provider ID:

A County.

= Ciass Siart 082372021

> %% kX% x % % x
> % %k X x % x> =

X
x
x
x
x
x
x
x
X
x
X

R

o=

o=
o=

o=

& Senvice Period

& submitied Date:

& Submitted By:

$ Advance Payment.

= Class End

0010412021 to 0913012021

10142021 A

%o
0810812022

L3 B0 \cvwal Wed st | Thuorz | Friors |55 Tue 97 | Wed 918 Sat| SN pon 9113 Tue 914 Thuons| Frignt Tue 9721 |Wed 9122 Thu 9123/ O e
Name (Group 914 Paid
x

e oz Wed | Thu Mon | Tue Thu | Days Days | CR
ue S 9pa | an3 97 | 928 9730 | Present | Absent | Days

Filter

el x| x| x| - x [ x| x[x ” 0 1 Rese
o] x| x| x x| x x| x 1 0 1 Reisec
g x [ x [ x x [ x| x| x 4 0 1 o
o] x| x| x x | x x| x Ed 0 1 o
g x [ x [ x x [ x [ x [ x 4 0 1 o
o] x| x| x x | x x| x Ed 0 1 o
s x | x [ x x [ x| x| x 4 0 1 R
el x x| x X xoxx ™ 0 1 R
e x| x| x x [ x| x|x ™ 0 1| em Rt
o x x| x X x ox  x ™ 0 1| 3
fon] x x| x x [ x| x|x " 0 1 Reset

Click Approve Roster.

‘Shoving 110 20 of 20 search resus. fitered from 91 total enties)

Wiegens

ETT--VV s s [ [l @ s [ el (o] 2w ==+ [
. E g il 3| il = z|%

T T T i
e kal
e T

1

2

[ sprova 7 | Refect
= Refect

NOTE: Temporary closures that go through the end of the month will not automatically be included in hours paid.
If the closure days should be paid, an adjustment can be done. While processing attendance for a service period

where the temporary closure goes to the end of the month, a current period adjustment (CPA) can be done if the
coalition knows for certain that the child returned to the program following the closure. Otherwise, a prior period
adjustment (PPA) can be done to reimburse for those closure days if the child attends after the closure.
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Creating a Temporary Closure On Behalf of the Provider
Navigate to any Temporary Closures queue.

Provider Profiles »
Local Contracts »

SR Contracts » WELCOME TO FLORIDA'S EARLY LEARNING

PrComsen COALITION SERVICES PORTAL

VPK Amendments »
VPK Applications »

Reimbursement ~ Maintenance ~ Admin Functions ~ Reports ~ CCR&R ~

VPK SIS Contracts p
Incomplete VPK Applications Q Search SR Applications
Submitted
Q Search
Processed

Document Library Management

Click the Add Temporary Closure button. The temporary closure form appears.

bmitted Closure =+ Add Temporary Closure

Show 10 v entries

£ Clear All Filters Search: 2 Export to Excel
it .

iter Filter Filter Filter Filter Filter

Edit| Remove = 34987 08/16/2022 - 08/19/2022  Submitted Closure added by provider user ore | 8/25/2022 7:44:17 P
Edit  Remove | 34984 10/01/2022 - 10/02/2022 = Submitted Closure added by provider user 8/25/2022 45543 P
Edit Remove | 34983 09/01/2022 - 09/30/2022 Submitted Closure added by provider user 8/25/2022 4:55:21 P
Edit Remove | 34982 08/22/2022 - 08/31/2022  Submitted Closure added by provider user 8/25/2022 4:54:56 P
Edit  Remove = 34981 08/24/2022 - 08/25/2022 Submitted Due to power outage the wee... 8/25/2022 2:04:16 P
Edit  Remove | 34980 09/19/2022 - 09/20/2022  Submitted Closure added by provider user 8/25/2022 1:03:35 P
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Add the closure details in the fields. The Possible Days to be Paid is populated when the closure dates are entered.
Click Save to save the details and close the form, Approve to process the closure, or Cancel to close the form
without saving.

NOTE: If the provider submitted an attendance roster for the period with the closure days, the closure cannot be
created.

e Closed Provider Site(s) — Select the site(s) that were completely temporarily closed due to emergency
circumstances. Only active providers with contract statuses ‘Certified’ and ‘Terminated’ i.e. Providers
who are currently under contract or was up to a certain date are listed. Provider Name is listed in
alphabetical order with provider id. NOTE: If providers were closed for different dates, they should be
unchecked and have separate closure events created.

e  Closure Details — Enter the closure date range. The “From” date is the first day of the closure and the “To”
date is the last day of the closure. A single day closure would have the same “From” and “To” date. No
services are rendered on dates included in the closure date range. NOTE: The closure date range is limited
to a single month. If the closure crosses into the next month, you will need to create an additional closure
to cover that time period.

o Closure Reasons — Select the applicable reasons. If the ‘Other’ option is checked, enter comments.

e Documentation — Click the Upload Document button to upload necessary documents (not mandatory).

e Comments — Enter comments (not mandatory).

Report Temporary Closure

Closed Provider Site(s)

Select Providers™

Closure Details
Closed From @ * Closed To*

08/03/2022 08/03/2022

Reimbursement Requests*
For each provider, indicate whether all services were stopped, and then select one or more classes and care levels involved in the closure, along with the corresponding reimbursement request per closure day. If VPK classes were involved in the
closure, please review the corresponding VPK provider applications. €

Providers PR3 August 2022
No @ VPK Classes (00f0) | SR Care Levels (2 of 6) Sun Mon Tue Wed Thu Fri sat
Services Provider 1 2 3 4 5 6
O [ CR |
7 8 9 10 1 12 13

TOD - 12 < 24 Months
[] 2YR - 24 < 36 Months.
0 PR4 - 48 < 60 Months
[J SCH - In School 21 22 23 24 25 26 27

28 29 30 31

Total Processed Closure Reimbursable (CR) Days in Program Year: 0 €

&3 - Closure Reimbursabie. [[EJ] = Closure Non-Reimbursable. >

Save Cancel

When Approve is selected, the closure is processed and the record is moved to the Processed queue.

Actions. Closure 1D 17 Type Date of Closure Payable Status Comments

‘View | Remove 12544 Whole Site 07/14/2020 - 0711512020 Yes
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Updating VPK Class Calendar

Providers must revise their VPK class calendar(s) in their VPK-APP to make up the hours for the non-
instructional day(s) due to temporary closure (CN days). In the Provider Portal, navigate to the Contracts
> Manage Contracts. Or, on the home page Common Tasks section, click the VPK Provider Application
link.

A Home Business Profile - Contracts « Enroliments « Attendance ~ Documents - Profile: 2019 - 2020

© Manage Contracts ¥

B

Common Tasks . ' Broadcast Messages

Manage Sites No messages to display
Manage All Sites

Manage Users
Manage All Users

Manage VPK Applications and Contracts
['VPK Provider Application

Manage VPK Instructors. Cal lasses

Statewide VPK Provider Contract

On the Manage Contracts page, click the Edit button for the incomplete VPK-APP.

Manage Contracts

Show 10 v entries Search:
P e O O =
ID 1¥ | Type of Contract Last Updated Contract Effective Date Date Year

Filter ‘ VPK-APP| ‘ Filter Filter Filter Filter Filter Filter Filter Filter Filter
29683 VPK-APP VPK 10,114,118 Incomplete 812912021 2021 - 2022
24341 VPK-APP VPK 10,1118 Certified 6/30/2021 81012020 2020 - 2021
16030 VPK-APP VPK 10,11A,118 Certified 6/24/2020 81212019 2019 - 2020
7313 VPK-APP VPK 10,11A, 118 Certified 7011712019 GEdit 81312018 2018 - 2019
7110 VPK-APP VPK 10,11A,11B Certified 711112019 5/129/2018 2017 - 2018
Showing 1 te 5 of 5 entries (filtered from 17 total entries) First Previous - Next Last
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Click the VPK Calendars tab to open the calendars page.

2021 - 2022 (Incomplete) v

Attendance Policy @y VPK Director gy VPK Instructors & VPK Class(es) Tl Review = Certity and Submit

@ Attendance Policy Submission

A VPK Provider must

+ Adopt an attendance policy that aligns with VPK rules and statutes and requires parents to verify the child's attendance each month on forms required by Rule 6M-8.305, FA.C

« Provide a copy of its attendance policy to the early learning coalition before executing a contract by uploading to the portal (below)
« Provide a copy of this policy to parents of each VPK child admitted into the provider's VPK program (at the time of enroliment)

+” Not amend its aftendance policy for its VPK program duration of the VPK contract

Identify the calendar(s) with the non-instructional temporary closure days. Click the Edit button to make
changes to a calendar. The system defaults to the first calendar month of the class. Click the forward

arrow if needed to view the month with the closure.

= I
GCalenaar Name: rAM

Non-Instructional, Site Glosures and Exceptional Instructional Days:

>

August 2021
Program Type: School Year (540 hours)
Calendar Stari Dafe: 08/10/2021 sun Men Tue Wed Thu
Calendar End Date: 05/27/2022 1 2 3 4 5
Instructional Days:
start End  Total
Day Time Time Hours
Monday 0815 1115 3
A Al 8 9 10 1 12
Tuesday 08:15 1115 3

Fri

month  list

sat

The Totaled Calculated Hours will be reduced for each non-instructional day based on the hours defined

for the day.

Calendar Name: @

3hr AM

Program Type: & School-Year (540 hours) e
Calendar Start Date: @ 08/10/2021 ] Calendar End Date: @ 05/27/2022 ]
Instructional Total Click a date to modify instructional hours. Multiple days may be selected by clicking and dragging days.
Days: © Day Start Time End Time Hours August 2021 > month | list
Monday 0815AM @ 1M115AM @ 3 Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 5 3 7
Tuesday 0815AM @ 1M115AM @ 3
Wednesday | 08:15AM O 1M15AM O 3
8 9 10 1 12 13 14
Thursday 08:15AM | O 1M15AM O 3
Friday 08:15 AM (c] 11:15 AM (e] 3
15 16 17 18 19 20 2
Saturday (e} o] 0
Sunday ® (o] 0
22 23 24 25 26 27 28

Total Calculated Hours are
reduced by the
Nonlnstructional Day(s) due
to the temporary closure.

31

Total Calculated Hours: 537.00

The Total Calculated Hours are less than the hours allotted for the VPK Program Type selected. Please correct if needed
Total VPK Instructional Days: 179
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Make adjustments to the calendar to restore the hours to 540. This can be accomplished in a variety of
ways such as:
e Canceling previously identified future non-instructional days
e Extending the class end date
e Extending the time on instructional days by creating Instructional Day Exceptions with different
class hours

When the changes are done and the calculated hours are restored, click the Save button.
NOTE: These steps must be completed for each impacted calendar.

When all impacted calendars are updated, click on the Certify and Submit tab. Complete the signature
information, then click the Submit VPK Provider Application button.

lendance Policy Jirector nstructors alendars lass(es) eview = ertify and Submi
Attend: Poll VPK Direct VPK Instruct VPK Calend VPK CE iy Ri = Certi d Submit

# Certify and Submit

By signing this form | certify that:

« Tothe best of my and belief, the i p is true and correct.

« If any information changes, | (PROVIDER) will notify the COALITION within 14 days of the change.

« lunderstand that if changes implemented prior to receipt of COALITION approval may resuit in i with VPKT

« Each VPK instructor listed has submitted an attestation of good moral character, has provided documentation to be maintained in the files of the PROVIDER/DISTRICT and the COALITION documenting
that the individual has undergone a Level 2 background screening within the previous five (5) years in accordance with section 435.04, F.S_, which ates that the indivi is not to actas

a VPK instructor; and is not ineligible to teach in a public school because the instructor’s educator certificate has been suspended or revoked.
+ Each credentialed VPK instructor listed has the credentials required for the VPK program.
« lunderstand that my information will be shared with the Department of Children and Families, Office of Child Care Regulation, for inclusion in the CARES system.

Provider Signature

Signer's Name ¥

Day Time Phone Number#

5555555555

Electronic Signature ¥

Check this box to certify by electronic signature

Application Completion Date %

08/29/2021

Submit VPK Provider Application

After clicking Submit VPK Provider Application, the VPK-APP status changes to “Submitted” and the
application is available for the coalition to review.

NOTE: Since reimbursable temporary closure (CR) days do not reduce the total class hours, they will not
be added to the VPK calendar.
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Verifying VPK Class Calendar
Coalition users should monitor the Provider > VPK Applications > Submitted work queue for Submitted VPK
provider applications. Click on the contract ID to review changes.

Provider ~ Reimbursement - Maintenance ~ Admin Fi

Provider Profiles »

Local Contracts »

SR Contracts »

SR Amendments » C
VPK Contracts »

VPK Amendments »

VPK Applications « Initiated
VPK 313 Contracts » Incomplete
Submitted

Temporary Closures b . ]
Coalition Reviewing

Q search Request Assistance
Reviewed
Document Library Management Rejected
Certified
Terminated

Not Eligible

New or changed items requiring verification, such as calendars, classes, and documents, display a Verify button.
Each tab should be reviewed for changes. For closure specific changes, go to the VPK Calendars tab to review
calendar changes. Click Verify to accept the changes. When all tabs have been reviewed, click the Change Status
button to change the contract status back to Certified. Remember, calendars and classes must be verified and have
a Certified VPK provider application status in order for providers to process enrollments or attendance.

2019 - 2020 (Submitted) - 3 Change Status

sttenaance Folicy W WFIK DIrector g VPK Instructors & VPR Calenaars [f VPK Glassies) if EeVIew = My and SuDmit i

@A CED

Uaerdar fuarre. Fal
Program Type” School Year
Calendar Start Date: 0812201

Non-Instructional, Site Closures and Exceptional Instructional Days:
< September 2019 | »

Sun Mon Tue Wed Thu Fri

Calendar End Dafe: 05/28/2020

Instructional Days:

Day

Manday

Tuesday

1 5
Start End  Total
Time Time Hours
090D 12:00 3
A = 8 9 10 " 12 13

bo0d 1200 3
Ak P
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month

Sat

list
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Manage External Service Users — Authorized Renaissance VPK FAST
Users

The Manage External Service Users page in the Coalition Portal is a way to assign unique Service User IDs to
authorized coalition, provider, and DEL users of the Renaissance VPK Florida Assessment of Student Thinking
(FAST) Star Early Literacy system. This will allow Renaissance to easily create accounts and login credentials for
users of their system.

Coalition authorized users are ELC FAST contacts that are responsible for the administrative tasks for FAST Star
Early Literacy implementation and compliance.

Provider authorized users are VPK Program owners, directors, or VPK directors that are responsible for the
administrative tasks for FAST Star Early Literacy implementation.

Managing External Service Users at the Coalition Level

To access the Manage External Service Users page at the coalition level, a CP VPK FAST Manager navigates to
Provider > External Service Users > Renaissance.

Provider - Reimbursement - Maintenance « Rep

Provider Profiles p

Local Contracts »

SR Contracts » : TO FLORIL
SR Amendments » D N S E F
WPK Contracts »

VPK Amendments p

VPK Applications »
WVPK SIS Contracts »

Temporary Closures » M_

External Service Users 4 Renaissance

Q, Search

Document Library Management
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Coalition, provider, and DEL users who are authorized to have access to the Renaissance VPK FAST system are
listed.

Manage External Service Users for ELC of
The users listed below are authorized to have access to the Renaissance sysiem
Show| 10 ~| entries Search:
T S S N e S
Filter Hiter Filter Filter Filter

G Edi i Delete NS Renaissance

@ 1 Renaissance

@ Edit 12 Renaissance

GEdt| IR 24 Renaissance

[E13 i Delete RN Renaissance

G Edit 49 Renaissance

oo I =n - Danaiceanna

DEL users may select a coalition to filter the results per coalition.

Manage External Service Users for all Coaliions Add User
The users listed below are authorized to have access to the Renaissance system
Select Coalition* l - All Coalitions -- “]
— All Coalitions — A
1- ELC of Alachua [
Show 10 v entril 5 _ g ¢ of Brevard 3 Clear All Filters Search: Export to Excel
3 - ELC of Broward
4 - ELC of Duval
5 - ELC of Escambia
6 - ELC of Flagler and Volusia
7 - ELC of Florida's Gateway Filter Filter
8 - ELC of Florida's Heartland
- 9 - ELC of Hillsborough
(=103 T Delcte 10 - ELC of Indian River, Martin, Okeechobee Renaissance
11 - ELC of Lake
[A4 i Delete 12 - ELC of Manatee Renaissance
13 - ELC of Marion
(I 40 1 Delete 14 - ELC of Miami-DadefMonroe Renaissance
— 16 - ELC of North Florida/Episcopal Children's Services
. = 19 - ELC of Northwest Florida
% Edit Delet Renaissance
GEdt 20 - ELC of the Emerald Coast
§ . 21-ELC of Orange
[=JI90 1 Delete 22 - ELC of Osceola County g Renaissance
& Edit 6 —— Renaissance
@ Edit 7 Renaissance
@ Edit 3 Renaissance
& Edit El Renaissance
@Eat 10 - Renaissance
‘Showing 110 10 of 9,768 entries. Previous . 2 3 4 5 77 Next
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Adding an Authorized Service User

To add a user, Click the Add User button.
Manage External Service Users for ELC of

The users listed below are authorized to have access fo the Renaissance system

Show| 10 v entries 43 Clear All Fitters Search: 3 Export to Excel

Filter Fitter Filter Filter Fiiter

@ Edit 7 Renaissance
The same user can be authorized to access multiple providers on Renaissance. In the pop-up window:

e  Enter the user’s first name, last name, and email address.
e Then, select providers for which the user should have access to in the FAST system. For convenience,
there is a provider search bar and a “Select all” option.
o The added user will have the same Service User ID across all providers for which they are an
authorized user.

Add User

First Name #

Last Name # Doe

Email ¥ jane doe@mailinator.com

Select Providers #

Service Name Q

[ selectall

(] Elliott, Patricia dba Little Sweethearts Leamning Daycare Center (23145)
[J GENTLE HUGZ PRESCHOOL AND CHILD CARE, LLC {2978)
[J ACHANGE IN THE GAME (19582)

[ AcChildren's Carousel (24455)

[] AFAMILY CHILD CARE, INC. (4928)

(] AKIDS WORLD ACADEMY (5881)

[J AWORLD OF DISCOVERY (16898)

[ AWORLD OF KNOWLEDGE PRESCH. (9063)

[ AAACADEMY LEARNING CENTER LLC (20848)

[] ABC DAY CARE & LEARNING CENTER INC (5429)
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Click Continue, or click Cancel to quit.

Add User

First Name %

Last Name # Doe

Email # jane doe@mailinator.com

Select Providers # 665 providers selected... =

Service Name Renaissance

NOTE: If an email address is attempted to be used for a new account but it belongs to an already created account,
a message will display. For example, “This email address is already in use by ‘John Smith'.” The administrator will
need to:

e Enter a different email address, or

e Assign the existing user account to the center(s), or

e Cancel to quit

Add User

First Name #

Last Name #

Email % a a@aol.com

This email address is already in use by 'l

Select Providers # 665 providers selected. . ~

Service Name Renaissance
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When Continue is selected, the Confirm Add User pop-up displays. Click OK to add the user or Cancel to quit.

© Confirm Add User

The user Jane Doe (jane doe@mailinator.com), will be granted access to
Renaissance. Click OK to continue or Cancel to go back.

The added user displays on the external service users list and can be edited or deleted. The user now has a unique
“Service User ID.”

Manage External Service Users for ELC of Broward

The users listed below are authorized fo have access to the Renaissance system.

Show 10 | entries £ Clear All Filters Search: 2 Export to Excel
Fiiter Filter

F | Dod| | Filter Filter
@ Edit 9785 Jane Doe jane doe@mailinator.com Renaissance
Showing 1to 1 of 1 entries. (filtered from 982 total entries) Previous - Next

Editing a Service User

Click the Edit button under the Actions column to edit an existing user’s name, address, email, or provider
selection.

Fiiter Filter

Doe Fiter Fiter
_—
@ Edit 9785 Jane Doe Jane doe@mailinator com Renaissance
Showing 1to 1 of 1 entries. (filtered from 983 total entries) Previous - Next

In the pop-up window, modify the user information or provider selections, then click Continue to save the changes
or Cancel to quit.
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Edit User

First Name # Jane

Last Name % Doe

Email ¥ jane doe@mailinator com

Select Providers # 9 providers selected . ~

Service Name Q ®

[] selectall
+ Elliott, Patricia dba Little Sweethearts Leaming Daycare Center (23145)
+ GENTLE HUGZ PRESCHOCL AND CHILD CARE, LLC (2978)

« A CHANGE IN THE GAME (19582)
+ A Children's Carousel (24455)

[l A FAMILY CHILD CARE, INC. (4926)
¥ AKIDS WORLD ACADEMY (5981)
¥ AWORLD OF DISCOVERY (16898)
¥ AWORLD OF KNOWLEDGE PRESCH. (9063)

v AAACADEMY LEARNING CENTER LLC (20848)

« ABC DAY CARE & LEARNING CENTER INC (5429)

[ | ABC DAYCARE AND LEARNIN NTER

Deleting a Service User’s Access

To remove a user’s Renaissance FAST access (from ALL the providers they have access to), click the Delete button
under the Actions column.

Doe

Filter Filter Filter Filter

& Edit 9785 Jane Doe Jane.doe@mailinator.com Renaissance

Showing 1te 1 of 1 entries. (filtered from 983 total entries) Previous - Next
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The Confirm User Removal pop-up displays. Click OK to remove the user from ALL associated providers or Cancel
to quit.

© Confirm User Removal

You are about to remove .Jane Doe (jane doe@mailinator com) from ALL associated
providers. Are you sure you want to do this?

NOTE: To remove this user's Renaissance access to some but not all associated
providers, click Cancel below, then use the Edit function to deselect the provider(s).

NOTE: To remove this user's Renaissance access to some but not all associated providers, click Cancel, then use the
Edit function to deselect the provider(s).

Managing External Service Users at the Provider Site Level

External service users can also be managed at the provider site level. To access the Manage External Service Users
page for a specific provider, click the External Service User button on the provider’s Administrative Review page.
This button is only available to Coalition or DEL Administrators.

ﬁ Home 'VPK Program ~ VPK SIS~ SR Program - TAPP~ Provider ~ Reimbursement ~ Maintenance ~ Reports ~ CCR&R ~ Grant Application ~ Admin Functions ~
Hello GLogorr ¥ @
2023 - 2024 Program Year Current Status: Active
Profile
General Facility Services Curriculum Fees & Discounts Hours of Operation Staffing & Capacity Private Pay Rates Closures Calendar Documents Review

Administrative Review

e E— Adminisiration SR Peid Holidays | SR Reimbursement Rates [l Child Assessment [l Registiation Fees || Extemal Sorvice User [l Assist Provider il Change Profile Status
Click the headers or the 4 to expand and the = to collapse each section below.  Click the to navigate (o that section

:
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Users who are authorized to access this provider in the Renaissance VPK FAST system are listed.

Manage External Service Users for - 5 Total Records. Add User

The users listed below are authorized to have access to the Renaissance system

Show 10 v entries. £ Clear Al Filters Search 2 Export to Excel
Filter Filte Filter Filter Filter Filte: Filte

G Edit| pEES 608 ) AT713741 Renaissance
Geat| [REEg 642 9 AT13741 Renaissance
@ Edt 896 9 AT13741 Renaissance
@ Edt 4595 9 AT13741 Renaissance
[A=A i Delete [INEEE 9 AT13741 Renaissance
Showing 1 to 5 of 5 entries. Previous Next

AT THE PROVIDER LEVEL:

» When adding a user at the provider level, it will only add the user to this one site.

e Ifthe user should have access to multiple sites in Renaissance, the most efficient way to accomplish this is
at the Coalition level: Provider > External Service Users > Renaissance. The added user will have the
same Service User ID across all providers for which they are an authorized user.

» When deleting a user’s Renaissance access at the provider level, it will only be removed from this one site.

e To remove the user’s access from additional sites, the most efficient way to accomplish this is at the
Coalition level: Provider > External Service Users > Renaissance.

» When editing a user’s first name, last name, or email address, the changes will be applied for that user across

ALL sites they have access to.
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