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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 5.7 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? 

New screenshots for Developmental Screening queues, SR Waiting List, Local/Match Funding Agency Maintenance, 

and VPK Provider Application submitted queue. 

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. 
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Logging on to the Coalition Services Portal  
The Coalition Services Portal allows coalition users to manage all School Readiness and VPK applications submitted 

through the Family Portal. Coalition admins will also be able to manage coalition user accounts and run ad hoc 

reports from the Coalition Services Portal. 

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

 

Creating a New Coalition Services Portal Account 
To access the Coalition Services Portal, the coalition user must first register an account. To get started, click the 

register link.   

 

The Access user name (email address) and Access password must be obtained from the Coalition Services Portal 

administrator. 

The coalition user must fill in all fields and click the Continue button to submit a request for approval to create an 

account.  

NOTE: It is important for the coalition user to select the correct Coalition Name to enable the coalition admin to 

find the correct account to activate.  
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The coalition user must wait until the coalition admin activates the account before the user can log on. 
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Re-Adding a Coalition User 
If a coalition user ended employment with the coalition, was inactivated from the portal, but then returned to 

employment with the same coalition, the user can be re-added by a coalition admin. The user will go to Coalition 

Services logon screen and click the forgot my password link. 

 

Once the user receives the new password and logs on to the Coalition Services Portal, the user must enter the 

Access user name and Access password. Then, the Coalition Admin will reactivate the user.  

If the user receives a new coalition email address upon reemployment, the user will create a new account.  

Password Recovery 
If the Coalition user cannot remember the password, the user can click the Forgot my password link. 
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Clicking the Forgot my password link will display the following page: 

 

The Coalition user must know the email address used for the account. Once the user enters an email address and 

clicks the Continue button, the following page will display: 

 

The Provider Portal user should then access the email account used for the account and find the email sent by 

DONOTREPLY@oel.myflorida.com. After clicking the here link in the email, the following page will display: 
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The Coalition user must enter the user name (email address), new password and confirm the new password. After 

entering the required fields, click the Reset Password button to continue.  

If the user successfully changes the password, the following page will display:  

 

Change Password Process 
A Coalition user can change the password at any point by clicking the Change my password link. 

 

Clicking the Change my password link will display the following page: 
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The Coalition user must enter the User Name (email address), current password, new password and confirm the 

new password. After entering the required fields, click the Change Password button to continue. 

If the user successfully changes the password, the following page will display:  

 

Updating Coalition User Account Information 
Coalition users are able to update their user information – name and phone number – associated with their email 

address.  Click on the gear icon. 

 

The following will display. Click the Account Information button.  

 

Enter the additional information and click Save.  
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Password Complexity 
Password complexity requirements for the Coalition Portal: 

− User will not be able to reuse their last 6 passwords 

− Password is good for 90 days before user is required to update it 

− User will not be able to change the password until 25 hours from when it is first set 

− Minimum password length is 8 characters 

− Passwords must use at least three of the four available character types 

o lowercase letters (a through z)  

o uppercase letters (A through Z)  

o numbers (0 through 9) 

o special characters: !, @, #, $, %, ^, &, +, =, ?, ~, -, _,  /, ., \, |, :, ;  (NOTE: quotes, commas, and 

brackets are NOT allowed) 

Coalition User Roles and Permissions 
Coalition Services Portal User Types: 

− Coalition User – Coalition Admin sets specific permissions to customize a user’s access 

− Coalition Admin – Full access to Coalition Services Portal 

 

Click on CoalitionUser, in Account Roles. 
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To change a coalition user's access permissions, the coalition admin will select a permission groups to grant sets of 

related permissions, and use the Override columns to grant or revoke individual permissions, as needed.  

 

… 
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FAMILY PROCESSES 

Creating a Family Portal Account 
First-time users must register for an account to access the Family Portal. 

 

Click the Click Here link to start the new account registration process and the following page will display:  

 

A valid email address is required for the registration process. If a Family Portal user does not have an email 

address, then the user can click one of the links to create an email address.   

The user must create a password. The password must contain at least eight characters with no spaces. 
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The user must click the Register my Account button to complete step 1 of the Family Portal account registration 

process.  

Once the Family Portal user submits a request for an account registration, the following page will display:  

 

The Family Portal user should access an email account and find the email sent by 

DONOTREPLY@oel.myflorida.com. 

Email Message: 

 

The Family Portal user must click the Activate My Account link to validate the email address and complete the 

registration process. 

After the Family Portal user clicks the activation link, the following page will display:  

 

The Family Portal user must then click the Continue button to log on to the account. 
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Family Portal Returning User 

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 the Sign in here link.

 

The following page will display: 

 

The Family Portal user must enter the User Name (email address) and Password and click the Log On button to sign 

in to the account.  

The following page will display: 
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Password Recovery 
If the Family Portal user cannot remember the password, the user can click the Forgot My Password link on the 

Logon page. 

 

Clicking the Forgot My Password link will display the following page: 

 

The Family Portal user must know the email address used to register for the account. Once the Family Portal user 

enters an email address and clicks the Continue button, the following page will display: 

 

The Family Portal user should then access an email account and find the email sent by 

DONOTREPLY@oel.myflorida.com. 
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Email Message:

 

The Family Portal user will find the new password within the email. The Family Portal user can keep the new 

password and click the Family Portal Logon or click the Change my Password link within the email. 

Change Password Process 
A Family Portal user can change the password at any point by clicking the Change my Password link on the Logon 

page to start this process. 
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Clicking the Change my Password link will display the following page:

 

The Family Portal user must enter the User Name (email address), current password, new password and confirm 

new password. After entering the required fields, click the Change Password button to continue. 

If the Family Portal user sucessfully changed the password, the following page will display: 

 

Change User Name Process 
A Family Portal user can change the User Name (email address) at any point by sending an email request to early 

learning coalition, who will then verify the request and send an email request to the OEL Service Desk 

(service.desk@oel.myflorida.com), listing the old email address and the new email address for the Family Portal. 
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Coalition Services Portal Main Page Navigation 
The Navigation Bar is near the top of the page. 

 

Home Button 
The Home button will take the coalition user to the Coalition Services Portal main page. 

 

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

 

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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VPK Enrollment > Enrollment 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.  

 

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.  

 

 

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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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. 

 

 

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. 

 

 

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

Coalition: 

• Pending Family Acceptance 

• Enrollment Rejected By Provider  

• Enrollment Ended  

• Enrollment Canceled  

• Pending Enrollment Timed Out (NOTE: after 5 days for the provider) 

• Enrollment Rejected by Parent  

 

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 or School Readiness applications in any status.  
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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. 

 

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. 

 

Coalition Custom Codes – Create custom codes for case notes, status records, and provider notes.  
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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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Admin Functions Tab 
Only coalition admins or DEL admins will be able to view and access the Admin Functions tab. 

 

Account Management > General > Reset password – Reset coalition user and coalition admin passwords.  

Account Management > General > Unlock account – Unlock locked coalition user and coalition admin accounts. 

 

Account Management > Coalition Portal > Activate accounts – Activate coalition user and coalition admin 

accounts. 

Account Management > Coalition Portal > Manage accounts – Modify coalition user and coalition admin accounts 

and inactivate accounts.  
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Account Management > Provider Portal > Activate provider accounts – Activate provider accounts. 

 

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).   

 

Rates Management – Manage SR Plan, PFP, Local QI, and VPK rates.  
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Calendar Management – Set reimbursable closure days for providers within the coalition service area and school 

district calendars. 

 

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

 

 

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. 
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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. In order 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. 

 

Select a coalition, or (All) from the Coalition Name dropdown menu, and a report will display, presenting the 

providers for the coalition, along with many filters to select a provider that meets the family’s needs. 

 

To see provider details, click a provider and links will display to Open Detail View or Open Detail in PDF. 
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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.  

 

 

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

 

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

household.  
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The saved form will display. Click Cancel to exit.  

 

To edit a record, click a CCR&R Number. 
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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.  

 

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

notes.  

In the Maintenance tab, click Coalition Custom Codes.  

 

The following screen will display. Select a Code Type and click Add Custom Code to create a new code. 
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Complete the Code and Description fields and enter a Start Date. An End Date is not required. Click Save.  

  

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

 

The following screen will display. Click Create New Referring Agency.  
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Select the Agency Category and complete the fields marked with a red asterisk. Click Save.  

 

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.  

 

Once edits are complete, click Save.  
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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.  

 

Select the Agency Category and complete the fields marked with a red asterisk. Click Continue.  
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The Household at a Glance screen displays. Click Upload Document and select a file.  
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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. 
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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 Active - Pending Documents 

Active - Eligible 

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, sign 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. 

 
Click to change the status of an application. 

 
Click to view all case notes regarding the application. 

 
Click to view all contact attempts. 

 
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.  

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. 
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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. 

 

Verify Attached Documents 

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.  
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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. 

 

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

 

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

 

  

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 

not use the Back button on the internet browser. 

 

Clicking the View Note button should display the following: 
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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.   
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The following page will display:  

 

Coalition Reviewing Status 
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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: With Release 4.5, coalition users can select families receiving RCMA services with a “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. 

 

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. 

 

The status has been updated at the top of the application. 
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Once in Rejected status, the coalition user or coalition admin 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. 

 

Click Save to proceed. 

  



 61 

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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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.  

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 will display on the waiting 

list, but cannot be sent a funding notification.  

 

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.  
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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.   

 

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.  
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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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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.  

 

 

Enter the first and/or last name of the parent or child, and click Search.  
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Click the Eligibility Verification (EV) Number of the child for whom the funding notification was sent.  

 

… 
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The EV status is Submitted – Eligibility Verification, and the child status is Pending Eligibility.  
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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.  

 

Enter the required child information and click Save.  
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The child now has a status of Added. 

 

Click Change Status for the child. 

 

Change the New Status to Pending Eligibility and click Save.  
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To allow the family to update the EV, set the EV Household Status to Pending Update. Click Change Household 

Status.  

 

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

 

The EV Household Status is now Pending Update – Update.  

 

The family will receive an email from DONOTREPLY@oel.myflorida.com. 
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The family will see an Update Eligibility button on their Family Portal Profile page.  

 

When the family clicks Update Eligibility, the Eligibility Verification Wizard is launched.  
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The family will click the green Yes or red No button in each section. 

 

The Next button is disabled until the family chooses a Yes or No button.  
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When the parent clicks Yes, the following confirmation message will display. Click Save.  
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The family can enter a search parameter and click Search to find a provider.  
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The family will select the provider returned from the search and select if the child is currently attending the 

provider.  

 

If the family selects that the child is not currently attending the provider, an Estimated Start Date must be entered.  
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To submit the Eligibility Verification, the family must check the Certify by Electronic Signature checkbox, enter a 

parent name, and click Submit Eligibility Verification. 
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The family will receive an email from DONOTREPLY@oel.myflorida.com. 

 

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.  
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Then, complete the missing required information in red and click Save.  
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To allow the family to update the EV, set the EV Household Status to Pending Update. Click Change Household 

Status.  

 

Select Pending Update for the New Status and click Save.  

 

The EV Household Status is now Pending Update – Update.  
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The family will receive an email from DONOTREPLY@oel.myflorida.com. 

 

The family will see an Update Eligibility button on their Family Portal Profile page.  
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When the family clicks Update Eligibility, the Eligibility Verification Wizard is launched.  
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After the family completes and submits the Eligibility Verification Wizard, the EV Household Status is Submitted – 

Update. 

 

The family will receive an email from DONOTREPLY@oel.myflorida.com. 
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Use the search feature and enter the first and last name of the parent or child or the EV Number. Click the EV 

Number.  

 

Eligibility Verification Review 
Once the family has completed the EV Wizard, the coalition must review the EV. Click Change Household Status.  

 

Select Active, or Coalition Reviewing if more review is needed. Click Save.   
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Assign Eligibility 
Set the Household Status to Active. The Eligibility button will then display. Click the Eligibility button.  

 

Click Add Eligibility Assignment… 
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Complete the Add Eligibility Assignment screen, and click OK. 
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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. 

 

 

 

 

 

 

 

 



 103 

After the OK button is clicked, the Update Eligibility screen will display. Click Save, or click the Update button to 

continue making edits.  
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Archiving Eligibility Documents 
An Archive button is available for all Eligibility documents on the Eligibility Verification screen. 

Eligibility Documents Sections 

• Contact Information – Proof of Residency  

• Child Edit Info – Proof of Age and Citizenship  

• Parent Edit Info – Required Document  

• Other Household Member – Proof of Identify  

• Employment – Proof of Employment  

• School Training – Proof of School/Training  

• Other Income – Proof of Other Household Income  

• 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. 
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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. 

 

The only household status option is Coalition Reviewing. Enter a Comment, and click Save.  

 

The status is now Coalition Reviewing – Eligibility Verification. After review, click Change Household Status to 

change the status.  
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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. 

 

Select Pending Eligibility under New Status and click Save. 

 

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.  

 

Now, the available household statuses are Active, Inactive, and Rejected. Select the new status and click Save.  
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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 of the child’s provider enrollments.  

 

Click Add Enrollment... 
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The Add Enrollments 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.  

 

The anticipated start date cannot be prior to the child’s eligibility start date. The anticipated 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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Initial Enrollment Action 
In the Initial Enrollment Action section, there are two options. 

• 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 enrollment request and the 

coalition user will be required to submit another enrollment request.  

• Option 2 – Enroll on behalf of provider. This option allows the coalition user to accept the enrollment 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. 
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Enrollment Option 1 
The coalition user has the ability to override the enrollment request and complete the enrollment 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.  

 

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 enrollment will not be completed and the provider will 

not be able to begin marking attendance for the child until the family completes the enrollment.  
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Additional SR Enrollment Functionality 

 

Notes: 

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.  

  



 112 

Cancel  
Click the Cancel button to initiate the Cancel process. 

 
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. 

 

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.  
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End Enrollment 
Click the End Enrollment button to initiate the End Enrollment process. 
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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. 

  

Click + Create New Calendar. 

 

Fill in the School Name field, select the County, and select the First Day and Last Day of instruction. Click Save. 
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Click + New Closed Date to select the days school is closed.  
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An individual day can be selected, or check the Date Range checkbox, and select multiple days.  

                            

Once all closed dates are entered, click Save.  
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Click the Show Calendars button to see all School Calendars under the Master School Calendar. 

 

 

In this example, the Master School Calendar 43 has Calendar IDs 1, 160, and 550 for each year.  
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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 
After the provider approves the enrollment, the family will receive the following email from 

DONOTREPLY@oel.myflorida.com. 

 

When the Family Portal user logs on to the Family Services Portal, click the Sign button for the Payment Certificate.  
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The following screen will display.  

 

After the parent reads each statement, and clicks the checkbox for each statement, the statement box will 

collapse, and a green checkmark will appear.  
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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.  
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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 enrollment.  

 

If the parent clicks Decline, a pop-up window will display.  

 

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.  

 

On the EV, the Eligibility Status will remain Eligible, but the Enrollment Status will change to Enrollment Ended 

(Terminated). 
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After clicking Accept, the payment certificate will display. 
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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. 

 

Then, click Submit.  

 

After clicking Submit, the following confirmation message will display. The parent will click Accept or Decline.  
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Once Accept is clicked, the parent may print the certificate by clicking the Print button.  

 

The Enrollment Status on the Family Portal profile page is now Enrolled.  

 

 

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.  
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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 

enrollment. 

2. Navigate to Maintenance > CCAA > Referring Agencies.  

a. Create New Referring Agency  

b. Agency Category: Select TAPP – Teenage Parent Plan 

c. Enter All Required Data  

d. Select TAPP as the Type of Referral. Click Save. 
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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 Enrollments 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. Set the Match Percent to 100% 

ii. Set Use Approved SR Rates for Provider to = NO 

iii. Backdate the Begin Date to the earliest enrollment that should be funded by the 

provider 

iv. Set the End Date if applicable 
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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.  

b. Enter All Required Data 

c. Enter the TAPP Enrollment Details  

d. Select E-TAPP to see only the local E-TAPP billing codes  

e. Select P-TAPP to see only the local P-TAPP billing codes  

f. Make the eligibility start and end dates the TAPP enrollment start and end dates  

g. Add the child(ren) data. Click Save. 

NOTE: The TAPP intake process allows coalition users to identify the physical county of residence and families 

receiving RCMA services.  
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5. TAPP EV opens. 

a. Verify all of the data input into the TAPP Intake form is correct 

b. Upload the TAPP Referral Document in the Additional Documents section 

c. There is 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 UI 

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 
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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. 

 

The E-TAPP Enrollment is not present on the Attendance Roster. 

 

 

P-TAPP Enrollments display on the Provider’s Enrollment Roster and Attendance Roster. 

 

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 enrollments. 
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Developmental Screening 
Developmental Screening menu is available at SR Program > Preschool Development > Developmental Screening.  

 

Search 
The search function allows coalition users to search by multiple criteria: 

• Screening ID – the ID assigned after a screening is started.  

• Child ID 

• First Name – of child 

• Last Name – of child 

• Screener Type – Coalition, Family or Provider 

• Screening Status – Approved, Incomplete, Coalition Reviewing 

• Begin Date  

• End Date 

To see all children with screenings in a coalition, click the Search button without entering any search criteria.  
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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.  

 

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.  
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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.  

• Add New DSR – add a new developmental screening request 

• Change Status – change the status of the screening 

• View Screening History – view the screening history of the child 

• Cancel Screening – cancel the screening. This functionality is coming soon. 

• Post to Family Portal – share the results of the screening on the Family Portal 

• View Screening Notes – view any screening notes entered by the screener, provider or coalition 

• Assign Counselor – This functionality is coming soon. 

• Add Screening Notes – add a new screening note 

• Status Change History – view the status changes for the screening 

• Screener Change History – view the screener changes 

• Change Screener – change the screener for an incomplete screening 

The details on the screening display in the Screening Info box: 

• Status 

• Screener 

• Provider 

• Request Date  

• Completed Date 

The results of the screening(s) display with scores.  

• Typical – the child’s scores are on or above the typical cutoff range 

• Monitoring – the child’s scores are below the typical cutoff range but above the concern cutoff range 

• Concern – the child’s scores are below or at the concern cutoff range 
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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. 

 

Select the Screener Type, Questionnaire Type and Start Date. Then click Add Screening.  

 

The Confirm Successful Insert pop-up window opens. The screening will now appear in the queue for the selected 

screener.  
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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 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.  
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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. 

 

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.  
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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.  

 

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.  

 

Screener Change History  
From the Screening Results, clicking the Screener Change History button opens the Screener Change History pop-

up window. 
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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. 
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Make sure that a SRMAT funder is created with an allocation. 

 

 

If no BG8 SRMAT funder exists, click the Create Local/Match Funding Agency button and complete the required 

fields.  
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Locate the newly created funding agency. Check the View Allocations box and click the View Funding Allocation 

button. 

 

If no BG8 SRMAT allocation exists, click the Create New Local Funding Allocation button. 

 

Complete the required fields. 
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SR Match Program Changes for 2019-2020 
Go to Maintenance > Local Funding > Local Funding Agencies > Edit Agency. 

 

For Local Funding, the same questions for CCEP will display for BG8. CCEP can only have a start date prior to July 1, 

2019. 

• Federally Eligible 

• Match Funding Type 

• Business Type 
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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. 

 

Create New Local Funding Allocation 
Clicking the Create New Local Funding Allocation button opens the Local Funding Allocation – Edit Record screen. 
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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.  
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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. 

 

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. 

 

Review the records. Are there are CCEP records? If so, STOP! 

 

The CCEP records must be changed with the bulk billing group transfer process before verifying.  

Go to Reimbursement > Reimbursement Closeout > Bulk Billing Group Transfer. 
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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. The Update button is disabled until a record is selected.  
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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. 

 

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. 
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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. 

 

Next, a confirmation message displays. Click the Yes button to commit the changes. Otherwise, click the Cancel 

button to abandon the changes. 

 

Then, a success message displays with the total number of records that were updated. Click the OK button. 

 

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. 
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Review the records. Now that there are no CCEP records, continue to verify records as usual. Repeat for all service 

period rosters. 
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Create a Review Period 
A coalition admin 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: 

• There must be a least one day between the review period start and end dates. 

• The start date must fall within the current authorization period and must be within the existing eligibility 

assignment. 

• If the review period extends past the current authorization period, the next authorization period is 

created. 

• If the current eligibility assignment corresponds to a TANF billing group, a new eligibility assignment is 

created. 
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Select the Review Period Reason.  

 
 

Select the Review Period Start Date and Review Period End Date. Enter Comments and click Save.  

   

 

 

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.  

 

The following screen will display.  
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Select a counselor from the Counselor dropdown. The list of counselors is generated from coalition users who are 
given the Manage SR Applications and Manage Eligibility permissions for their user role or coalition admins.  

 

 
 

Click Assign to assign the counselor.  

 

The counselor is assigned.  
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Change an Assigned Counselor 
From the EV Search page, select the current Assigned Counselor from the dropdown.  

 

 

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.  

 

 

  



 162 

Select the new Counselor from the dropdown and click Assign.  
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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.  

 
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. 
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Select “Assign Counselor” from the dropdown and click Assign.  
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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.  
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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.  

 

 

 

Coalition A will change the Household Status to Pending Update and request the family to update their address. 
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The Household Status is now Pending Update. 

 

The family will see a blue Update Eligibility button on their dashboard.  

 

The family will update the address in the Eligibility Wizard from the old address… 
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…to the new address and click Save.  
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Once the family clicks Save, the following will display. The family will click Yes to continue.  

 

 

 

Coalition A will now see a “Transfer Household For Services” banner at the top of the EV.  
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Coalition A will note that the Transfer Household button is grayed out.  

 

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.   

 

To end an enrollment, go to the Children Needing Care section and click the End Enrollments button for each child.  
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Then, click the End Enrollment button.  
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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.  

 

Then, click Yes.  
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The Enrollment Status is now Enrollment Ended (Terminated). 

 

To initiate the transfer process, Coalition A will click the Transfer Household button and click Yes when the 

confirmation message displays.  

 

 

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.  
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Coalition B will click the Coalition Transfer Received link. 

 

Coalition B will search for the desired EV record that was transferred from Coalition A. 

 

Coalition B will now see a “Household Transferred Services” banner at the top of the EV. Click the Change 

Household Status button.   
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Change the status to Active and click Save.   

 

Then, click the Eligibility button. 

 

Click the Add Eligibility Assignment… button. 

 

  



 176 

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.  
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The Eligibility Assignment is now created within the Authorization Period. Click Save.  
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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. 

 

 

 

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: 
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Verify Attached Documents 
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.  

 

When the document is verified by the coalition user and the user clicks Save Changes, a green check mark will 

appear in the checkbox.     

 

  



 180 

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. 

 

Once an eligibility decision is made, the coalition user will then either click the Approve or Reject button.  

Approved Applications 
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. 
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Rejected Applications 
If supporting eligibility documents do not meet VPK program requirements, the coalition user will click the Reject 

button to reject the application.  

 

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. 

 

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. 

 

View Case Notes 
To view all Case Notes for an application, the coalition user can click the Status Records button.  
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VPK Application Transfer Process – Change in County of Service 
If a child has not used any VPK hours, applications can be transferred by a coalition admin 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.  
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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. 

 

Click the Save Changes button.  
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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.  

 

 

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. 
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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. 
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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 Reenrollment 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.  
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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 reenrollment. See examples below.  
 

 



 190 

 
 

 
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.  

 

After the reenrollment application is approved, the child can be enrolled by clicking the Enrolled button.  
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If the reenrollment application is rejected, the coalition user will click the Reject button.  

 

After clicking the Reject button, the coalition user will select the rejection reason and fill in the comments section.  
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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.  
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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. 

 

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:  

 

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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The application status will be set to Approved, and the parent will receive an email from 

DONOTREPLY@oel.myflorida.com. 

Email Message:  

 

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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Postponed applications can be inactivated following the same process as a standard VPK application. 
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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. The child must exist in EFS-Mod 
b. The transfer process will not transfer a child that is on the SR Waiting List 
c. The transfer process will not transfer a child that has an Approved VPK application 
d. 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 

e. 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 

b. 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 

c. If the VPK enrollment status is Enrollment Submitted, the coalition must complete enrollment 
request before a guardianship transfer can be completed 

d. 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 

e. 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  

f. 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. In the Guardianship Transfer process, only one child can be transferred from a household at a time.  
a. 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.  

b. 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  
c. 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 enrollment. 

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. 
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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. 

 

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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Verify the New Guardian is displayed in the New Selected Parent/Guardian section. Select the child to transfer.  

 

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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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 enrollment. Click the End Enrollment button.  

 

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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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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When the household dashboard refreshes, the child will be removed from the household.  
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Click Case Notes to view the new household case note. 

 

Search for the child that was removed from the household. 

 

The child shows up in the search results in the new guardian household. Click the EV number. 
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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. 
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Click the Eligibility button to verify the child’s eligibility is still intact.  
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Add New Guardian 
Click Add Guardian.  

 

The Add Guardian screen displays. Fill in the required fields and click Save. 
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After clicking Save, a confirmation message displays: Added New Parent/Guardian Successfully. Click OK.  

 

 

 

 

 

 

 



 209 

Search for the newly-added guardian and they appear in the search results. 
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PROVIDER PROCESSES 

Coalition Services Portal Main Page Navigation 
The Navigation Bar is near the top of the page. 

 

 

Home Button 
The Home button will take the coalition user to the Coalition Services Portal main page. 

 

Provider Menu 
Clicking the Provider menu will activate the dropdown menu.  
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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.   
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Contracts & Amendments 
The Contracts and Amendments functions allows a coalition admin 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 coalition 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.  

 

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.  

 

To view the Manage Users screen, which displays the users and user roles for the provider, the user will click the 

Provider ID link of the desired record.  

 

The following will display. Click the Manage Users button to view the users.  

NOTE: Manage Users information is not available for providers outside of a coalition’s service area.  
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Provider User Roles: 

− Business Administrator – Able to edit the provider profile and principal business information that is 

shared among associated provider sites; able to add provider sites and users; submit profiles and 

profile updates; and create contracts. This role would typically be assigned to an owner.  

− Site Administrator – Able to edit the provider profile associated to their site add provider users for a 

site, but cannot create a new site. This role would typically be assigned to a principal or director.  

− User – Able to perform administrative tasks based on permissions granted by the Business 

Administrator or Site Administrator. This role would typically be assigned to teachers and aides.   

NOTE: With Release 5.4, Coalition Admins can promote a Site Administrator or User to Business 

Administrator by clicking the Edit button on the Manage Users page.  

Document Library Management 
The Document Library Management function allows a coalition user to review documents uploaded to the provider 

profile.  
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Admin Functions Menu 

 

Admins will be able to do the following functions for providers: 

− Account Management – Manage accounts for coalition staff and 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 coalition admin or DEL admin users will be able to view and access the Admin Functions menu. 
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Reports Menu 
Clicking the Reports menu will display the list of available reports.  

NOTE: Only coalition admin or DEL admin users will be able to view and access the Reports menu. 
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The Provider Status Tracking Adhoc Report generates a report that displays profile, contract, and principal 

information for providers in a coalition service area.  
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Activating a Provider Account 
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, click on the corresponding entry in the table below to 

show the full details of the request. 

 

When a provider account is activated, an email will be sent by DONOTREPLY@oel.myflorida.com. 
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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.   



 220 

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. 

 

 
Click to view or add a case note. 

 
Click to log a provider contact attempt. 

 
Click to view or upload inspections. 

 
Click to update provider information. 

 
Click to manage contracts.  

 
Click to manage contracted SR provider paid holidays. 

 
Click to manage contracted SR provider reimbursement rates. 

 

Click to input child assessment data (not yet available) and 
reimburse child assessment differentials. 

 

 

 
Click to assist a provider with profile changes. 

 
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.   

 

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.  

 

Click the Return to review button to go back to the Administrative Review page.  

 

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.   
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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.  

 

Click the Return to review button to go back to the Administrative Review page.  

 

Adding an Inspection 
The coalition user must click the Inspections button to add a Provider Inspection.   

Then, click the +Add Provider Inspection button.   
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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.  

 

Click the Return to review button to go back to the Administrative Review page.  

 

Adding Administrative Information 
The coalition user must click the Administration button to update administrative information.   

 

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. 

 

Enter the Holiday Date and Holiday Name. Then, click the Save button.   

 

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.   
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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.  

 

 

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.  
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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). 

 

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. 
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Click Reimbursement Rates.  

 

The provider’s rates for the rate plan appears.   

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. 

 

• 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).   

• Column B = displays amounts from the Coalition's SR Plan Rates (established on the Admin Functions > 

Rates Management > SR Plan Rates page).   

• Column C = displays the approved provider reimbursement rate without Gold Seal (the lower of column A 

or B). 

• Column D = displays the Gold Seal differential (column C x the percentage established on the Admin 

Functions > Rates Management > SR Plan Rates page). 
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• 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). 

• Column F = displays the provider's private pay rate upper limit (column A x 20%) 

• Column G = displays the QPI differential rate (column C x tier percentage; QPI participation is established 

on the Edit Differentials tab). 

• Column H = displays the Local QI differential rate (column C x tier percentage; QI participation is 

established on the Edit Differentials tab). 

• Column I = displays the total payment to provider (column E + G + H; cannot exceed column F). 

• Column J = displays the total contracted slot differential rate available to selected children (Contracted 

Slots participation is established on the Edit Differentials tab). 

• Column K = child assessment differential rate (column C x tier percentage; child assessment participation 

is established on the Edit Differentials tab). 

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.  

 

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. 
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Edit Differentials 

Next, click the Edit Differential Rates button.   

 

The differential rates page displays.  Review and/or edit the differential rate settings (columns E, G, H, I, 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. 
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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. 

 

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. 

 

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.   
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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.  

 

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 Enrollment work 

queues.  Search by provider name.  The number of contracted slots for the provider are displayed.  
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Providers that do not have contracted slots will not have the checkboxes to select a child for contracted slots 

enrollments. 

 

Providers that have contracted slots will have checkboxes to select a child for contracted slots enrollments, and 

the number of available contracted slots is displayed. 

 

 

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.   

 

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. 

 
 

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. 

 

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 enrollment and attendance roster. 

The coalition will see the child’s contracted slot enrollment and rate in the provider’s Closed Attendance, 

Reimbursement Record. 
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Processing a Provider Portal Profile 
From the Home screen, the coalition user will click the Provider menu.  

 

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.    

  

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.   

 

Next, coalition staff may select the Cancel Assist button or Assist Provider button.  

 

  

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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Once the coalition user has finished editing the provider profile, click the Assistance Complete button.  

 

Then, the coalition user will fill in the Comments section of the Assistance Request Completed pop-up and click 

Submit.   

 

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.  

 

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 
Necessary 

Resulting Status 

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. 
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Enter the provider ID, Click Search. 

 

Identify the Program Year / Profile Status that needs assistance. Click the Profile ID. 

 

  



 239 

Click the Assist Provider button. 

 

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. 

 

A provider note is added: “Coalition initiated Request Assistance to assist provider” 

 

Make any necessary edits to the profile. 
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Save all changes and click Back to Review Page. 

 

 

 

Click the Assistance Complete button. 

 

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. 

 

The current status changes back to Active. 
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A provider note is added: “Provider assistance completed. Message sent to provider.” The provider note will also 

include any comments entered. 

 

 

Coalition Reviewing Status 
To process a provider profile, the coalition user will select the Submitted work queue.  

 

Then, the coalition user will click the Provider ID link of the record assigned to review.  

 

The Administrative Review page will display. Click the Change Profile Status button to change the profile status to 

Coalition Reviewing.   
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Then, click the Save button to continue.  

 

Once the status is changed to Coalition Reviewing, the following page will display:  

 

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.  

  



 243 

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. 

 

 

 

The status has been updated at the top of the review page. 

 

Once in Rejected status, the coalition user or coalition admin 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. 

 

 

The status has been updated at the top of the review page. 
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Changing Profile Status 
Once the coalition user is ready to update the status of a profile, click the Change Profile Status button.  

 

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

 

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.  

 

To see what the previous answer was, hover over the red flag.  
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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.  

 

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.  

 

 

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.   
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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.  

 

The coalition user will then create the new folder name and click the Save Changes button.  
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To rename a folder that is not predefined, coalition users will click the Rename Folder button.  

 

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.  

 

Coalition users can view a provider’s documents by selecting a provider and folder, then clicking View Files. 
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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.  
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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.   
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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. 
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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.  
 

• Scenario 1: NEW DCF license number/local licensing number/registration number, SAME owner 

• 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 

• 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.  
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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 establish the SR Plan Rates (under Admin 
Functions > Rates Management > SR Plan Rates) and the SR Holiday Schedule (under Admin Functions > Calendar 
Management > SR Holiday Schedule).   
 

Initiating a Contract 
Only providers with an Active profile are eligible to have an electronic contract initiated, and only coalition admins 

have the ability to initiate a contract. On the provider Administrative Review page, the coalition admin must click 

the Contracts button, then, on the manage contracts page, click the +Initiate Contract button.   

 

 

Select a contract type from the Type dropdown menu. 
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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). 
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The contract end date defaults to the end of the fiscal year.   

 

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.  

 

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. 
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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.  

 

After clicking the Save & Initiate button, the following displays. Click Yes to continue.  
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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.  

 

 
 
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.   

 

 
 

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.  
 

 
 

To edit a “Drafted” contract, navigate to the provider manage contracts page. Click the Edit Draft button for the 
drafted contract.  
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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. 
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After the Save button is clicked, the following page displays. Select the EIN or SSN radio button. Update the 

coalition representative contact information (if needed). Then click Save & Initiate.    

 
 

After clicking the Save & Initiate button, the following message displays. Click Yes to continue.  

 
 

After clicking Yes, the following displays. Select email recipient(s) from the Email Notification To: dropdown, then 

click Send & Initiate.  
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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. 

 

 

VPK-APP 
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.  

 

 
The VPK-APP has a status of Initiated and is available on the provider portal for the provider to edit. 
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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.  

 
 
After clicking the Cancel Application button, the following message will display. Click the No or Continue button.  
 

 
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.  
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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.  

 

 

SR, VPK and VPK Provider Application contracts share most of the same contract statuses, while Local contracts 

have a limited number of statuses.                               
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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.  

 

Click the Contract ID of the desired contract.  

 

Then, the following displays. Click the Change Contract Status button.  
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The following displays. Select Coalition Reviewing from the Contract Status dropdown menu and click Save.  

 

Signing a Contract 
While on the signatures page, the coalition admin 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. 
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To electronically sign the contract, click the By Electronic Signature checkbox.  
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After clicking the checkbox, the following message displays. Enter the Title of Signator and click Yes.  

 

After clicking the Yes button, the electronic signature of the signatory, printed name, title, and the date/time will 

populate, highlighted in yellow.  
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Certifying a Contract 
Once the contract has been electronically signed by the coalition representative, the coalition admin can certify 

the contract by clicking the Change Contract Status button. 

 

After the Change Contract Status button is clicked, the following will display. The coalition admin will change the 

Contract Status to Certified and click Save.  
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After the Save button is clicked, the following displays.  

 

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.  
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Rejecting a Contract 
To reject a contract, the coalition admin will select a Contract Status of Rejected, select a Rejection Reason and 

click Save. 
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Terminating a Contract 
To terminate a Certified SR or VPK contract, from the provider manage contract page, the coalition admin will click 

the Change Status button.  

 

Select a Contract Status of Terminated. The following message displays. Click the Ok button to continue.  
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Next, select a Termination Type and corresponding Termination Reason. 

 

 

 

 

 



 276 

 

 

 

 

 

 

 



 277 

 

 

Enter comments, then click the Save button.  
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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.  

 

The amendment queues correspond to each of the amendment statuses:  

• Drafted 

• Initiated 

• Incomplete 

• Submitted 

• Coalition Reviewing 

• Reviewed  

• 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.  

 
 

 
 

Manually Initiating an Amendment (Non-Profile-Related Changes) 

From the provider profile Administrative Review page, click Contracts.  
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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. 

 

 

Click Yes to confirm and initiate an amendment, or click Cancel to close the confirmation window. 
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When Yes is clicked, the Initiate SR Amendment page for coalition-relevant changes displays.  

 

The coalition-relevant changes that can be manually selected are: 

• Change in Party Responsible for Administering Initial Developmental Screenings  

• Change in Party Responsible for Administering Subsequent Developmental Screenings 
• Change in PROVIDER’S eligibility for the Contracted Slots Program 
• 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  

 

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.               

 

The Add or Remove Providers page displays for adding or removing provider(s) from the contract, if applicable. 
Click Next Step to proceed. 

 

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. 
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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. 

 

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 
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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. 

 
 

 

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. 
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When the profile status is set to Active, the option to initiate an SR contract amendment appears (checked). 
 

 
 

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.  

 
 

Navigate to the provider’s Administrative Review page and click the Contracts button to access the Manage 
Contracts page.  
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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.  

 
 
Click the Next Step button on the coalition-relevant changes page. 
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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:  

• Location of the Provider’s Principal Office – This is selected if the principal business physical address was 
modified 

• Doing Business As Name (DBA) 

• Curriculum 

• Character Development Program 

• Change in Signature Authority 

• Gold Seal Status 

• 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 

• 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 

 

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 Add or Remove Providers page displays for adding provider(s) or removing provider(s) from the contract if 

applicable. Click Next Step to proceed.  

 

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. 
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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. 

 

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. 

 

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. 

 
 

 

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: 

• The provider has a certified or in-progress SR 20 contract with the initiating coalition for the same 
program year 

• The provider did not complete the health and safety inspection by DCF (question #2.1 on the profile 
General tab is “No”) 

• The provider has invalid (expired) curricula 

• 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. 
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After selecting the provider(s) and clicking Save, then click 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.   
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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. 

 
 

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 

 
 

Click the Amendment ID link for the provider. 
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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. 

 

The SR Amendment Electronic Signature pop-up window appears. Enter the Title of Signator (NOT the Signator’s 
name), then click Yes. To close the window without signing, click Cancel. 
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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. 

 

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 or Reviewed 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 queue. 

 After electronically signing the contract and clicking Change Amendment Status, set the amendment status to 

Certified. 
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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. 

 

 

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. 
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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. 

 

 

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. 

 

 

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. 

 

 

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. 
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VPK Contract Amendment 
To access the VPK contract amendment work queues, navigate to Provider > VPK Amendments.  

 

The amendment queues are:  

• Drafted 

• Initiated 

• Incomplete 

• Submitted 

• Coalition Reviewing 

• Reviewed  

• Certified 

NOTE: The queues correspond to each of the available amendment statuses.  

 

Initiating a VPK Amendment 

From the provider profile Administrative Review page, click Contracts.  

 

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. 
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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. 

 

After clicking Yes, the Initiate VPK Amendment page for provider-relevant changes displays.  

 

 

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. 
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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: 

• The provider has an in-progress or certified VPK 20 contract for the same program year 

• The provider has invalid (expired) curricula 

• 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.  

 

 

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. 
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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.  

 

 

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. 
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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. 

 

 

 

 

 

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.  

Reviewing and Certifying a VPK Amendment 
When the provider has signed and submitted the VPK amendment, navigate to Provider > VPK Amendments > 

Submitted. 
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Click the Amendment ID link for the provider. 

 

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. 

 

When the By Electronic Signature box is selected, the VPK Amendment Electronic Signature pop-up message 

displays. Enter the Title of Signator (not a name), then click Yes. To close the message without signing, click Cancel. 
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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.  

 

Set the amendment status to Coalition Reviewing or Reviewed, if applicable. 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. 
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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. 

 

 

 

 

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. 
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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. 

 

 
 

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. 

 

 

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. 
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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.  

 

Click the Contract ID of the desired VPK-APP.  

 

Then, the following will display. 
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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.  
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After clicking the Verify button, the coalition user’s email address and verification date will populate in each tab.  

 

 

 

Viewing VPK-APP Removed Items 
Items that have been removed from the VPK-APP by the provider can be viewed on the following tabs: 

• VPK Director 

• VPK Instructors 

• VPK Calendars 

• VPK Classes 

• Review 
 

On the VPK Director, VPK Instructors, VPK Calendars, and VPK Classes tabs, click the checkbox to show any 

removed items on each tab. 

 



 313 

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.  

 

If edits are made to a tab, the coalition user must click the Update button to save the changes. 
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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. 

 

Then, select a new status.  

 

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.  

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.  

 

After the coalition user clicks the Change Profile Status button…  

 

…the following will display.  
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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.  

 

 

The provider owner and VPK director will receive the following email from DONOTREPLY@oel.myflorida.com. 
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After the Provider Portal user submits the edited VPK-APP, the coalition user will click the Change Status button… 
 

 
 
 
…and change the VPK-APP status to Certified.  

 
 

The coalition user can also refresh the VPK-APP by clicking the Initiate Contract button.  
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This will change the status of an existing VPK-APP to Incomplete from any status.  

 

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.  
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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. 

 

A provider search page displays.  Enter search criteria for a provider and click Search. 
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Results display.  Click the View Vendor Number button. 

 

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. 

 

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) 
c. 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. The vendor numbers created may be assigned to attendance rosters for reimbursement.   
b. It is possible to create multiple vendor numbers for the VPK program that can later be assigned to 

specific classes (if needed). 
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When complete, click the Add Vendor Number button.  The saved vendor number list updates with the new 
information. 

 
 

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.  
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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. 

 
 
On the provider's Administrative Review task bar, click the Contracts button. 

 
 
Then, click the View button for the VPK Provider Application (VPK-APP) for the applicable program year. 

 
 
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. 

 
 
A window displays with the available VPK vendor numbers.  Choose the vendor number can click the Select button. 
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Now, the vendor number is assigned to the specific VPK class.  Repeat as needed. 

 
 

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 coalition 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, coalition admins will click the Admin Functions button, 

select Messaging Management and then Broadcast messages.  

 

Then, click the Create New button.  

 

The coalition 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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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 coalition admins and DEL admins.  

To access the Provider message management function, coalition admins will click the Admin Functions button, 

select Messaging Management and then Provider messages. 

 

Then, click the Create New button.  

 

 

  

 

 

 



 325 

The coalition 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.  
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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.   

 

Clicking on the child's COE number opens their application record.  
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Within the application record, click the Enroll button. 

 

Now, the enrollment record opens for the child.  

 

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.  

 

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.   

 

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 enrollment method described in “Creating New Enrollments through the Coalition Services 

Portal” coalition users may submit enrollment requests on behalf of providers via a file process.  To begin, click the 

VPK Enrollment menu item, then Bulk File Upload.  The bulk file processing page displays. 

 

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.  

 

Open the file and expand the columns.  Each column is explained below. 

 

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####-YYYY). 
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C. Child First Name = this is the child’s first name listed on their COE.  The field is not case sensitive. 

 

D. 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. 

 

E. 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. 

 

F. 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.   

 

G. 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.” 

 
 

H. 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. 

 

I. 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. 

 

 

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. 
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Click the Upload button.  A window displays.  Select your file and click Open.  

 

The file upload will begin.  The file details will populate on a row and turn green.  Click the Refresh button to 

populate the 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.   

 

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 enrollment file process.  

 

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. 

 

 

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.   
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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.  
 

 
 
In the below example, the VPK application information is entered by the provider, and the + Enroll to this Class 
button is clicked.   
 

 

 

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.  
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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. 

 

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. 

 

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. 

 

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.   
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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.  

 

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.   

 

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 Enrollment Ended (Terminated), a coalition admin 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.  
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Fill out the required fields and click Save.  

 

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 enrollment. 

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. 
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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. 

 

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.   

 

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).   

 

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.  
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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.   

 

The View Class Rosters page displays. 

 

Enter the provider name or provider ID and click the Search for Provider button.  Next, the provider information 

and class selections appear. 
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Select the VPK program year, session, and class to view the roster.  When selected, class information displays.  

 

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.  
 

 
 

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. 

• 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 

• 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 enrollments 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.   

 

Viewing Enrollments in Pending Family Acceptance 
To view enrollments in Pending Family Acceptance, navigate to Enrollments > Manage SR Enrollments > 
View/Edit SR Enrollments.  
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Then, enter “Pending” in the Status column filter. 
 

 
 

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.  
 

 
 
A confirmation pop-up window displays. Click Yes to continue or No to stop the End Enrollment process.  
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After clicking the Yes button, the following pop-up window displays. Complete the required information and click 
Save.  
 

 
 
After clicking Save, a confirmation pop-up window displays. Click Yes to end the enrollment or Cancel to cancel the 
End Enrollment process.  
 

 
 
After clicking the Yes button, a pop-up window displays a message that the enrollment is ended. Click Ok to 
continue.  
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Cancelling Enrollments in Pending Family Acceptance 
Providers can cancel enrollments 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 enrollment. 
 
Search for enrollments in Pending Family Acceptance, as detailed above, then click the Cancel Enrollment button.  

 
 
 
 

   
 
Click Yes to cancel the enrollment and remove it from the SR Enrollment 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 Enrollments > 
Manage SR Enrollments > Redeterminations > Upcoming Redeterminations. 
 

 
 
Redetermination records will only appear in the Provider Portal Upcoming Redetermination queue when: 

• Child eligibility status is Eligible 

• Child enrollment status is Enrolled or Pending Family Acceptance 

• 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. 
 

 
 
Redetermination records will only appear in the Provider Portal Past Due Redetermination queue when: 

• Child eligibility status is Eligible 

• Child enrollment status is Enrolled or Pending Family Acceptance 

• 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 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. 
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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.   

 

 

 

 

1. Need Attendance – Outstanding attendance for a service period not yet submitted. 

2. Have Attendance – Submitted attendance.  

3. Closed Attendance – Approved attendance. 

4. Payment Verified – Verified reimbursement detail. 

5. Have Adjustment – Approved attendance in need of reimbursement detail correction. 

6. Pending Adjustment – Reimbursement detail corrections pending approval. 

7. Updated – Locked reimbursement detail. 

8. 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).   

 

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 20th 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.   

Need 
Attendance

Have 
Attendance

Closed 
Attendance

Payment 
Verified

Updated Paid

Have  
Adjustment 

Pending  
Adjustment 
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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 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).  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). 

 



 356 

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. 

 

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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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.    
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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. 

 
 

 

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 

H - Paid Holiday – Does Not Allow Date Span Absence 

T - Terminated/Enrollment 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. 

 

Need Attendance 
The Need Attendance work queue displays all of the outstanding attendance rosters for providers by service 

period and funder type.  Each provider that has an un-submitted attendance record for a child enrollment 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.   

 

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. 



 360 

Have Attendance 
The Have Attendance work queue displays all of the submitted attendance rosters for providers by county and 

funder type.  Each provider that has submitted attendance records for a child enrollment 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 ( ) 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. 

 

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 ( ) to indicate late submission.   

Each record must have a status of Approved or Rejected in order 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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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.   

 

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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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.   

 

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 of the children on the 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.    

   

SR & 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 & Local rosters include a 

reimbursement code for each absence and display the unit of care per day. 

 

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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 The system will code absences one to three as “E” for excused.  The system will code absences four to seven 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 & 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. 
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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.   

 

 

Coalition staff can see a quick summary of SR enrollment details in Have Attendance. Click a Child Name link.  

 

After the Child Name link is clicked, the following will display.  
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Closed Attendance 
The Closed Attendance work queue displays all of the approved attendance records for providers by county and 

funder type.  At this point, reimbursement calculations are run.  The School Readiness funder type and Local 

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. 

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.   

 

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.  

 

 

After the Child Name link is clicked, the following will display.  

 

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.  
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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.  

 

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.   

1. Click on the webpage (anywhere) 
2. Hold the CTRL key and press A (CTRL + A) 
3. Then, hold the CTRL key and press C (CTRL + C) 
4. Open Excel 
5. Then, in the Excel document, hold the CTRL key and press V (CTRL + V) 
6. Save file locally (remove header/menu information that was included in copy/paste if needed)   
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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.   

• Total Instructional Hours are the sum of instructional hours scheduled for the child’s enrollment during 

the service period. 

• 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.   

• 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) 

Bulk1 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)  
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SR Calculations in Closed Attendance 

SR 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. 

 

This opens a new browser tab with the provider’s reimbursement rate plans.  Click on the Reimbursement Rates 

button.  

 

Now, the rates appear. 

 

• Column A represents the provider’s private pay rates (source = Edit Provider Rates). 

• Column B represents the coalition’s maximum reimbursement rates for the provider type and county 
(source = Admin Functions > Rates Management > SR Rate Plans). 
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• Column C represents the approved reimbursement rate (lower of columns A or B) without Gold Seal (or 

other differentials). 

• 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. 

• 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. 

• The Total Payment Rate multiplied by Days to be Paid equals the Gross Payment Amount. 

• The Daily Parent CoPay Rate multiplied by Days to be Paid equals the Less Parent CoPay Amount. 

• The differential amounts (i.e. Gold Seal Amount, PFP Amount, PFP CA Amount, QI Amount, and CS 

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 a rate 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 a rate 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 a rate 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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This opens a new browser tab with the provider’s reimbursement rate plans.  Click the Reimbursement Rates 

button for the appropriate reimbursement rate plan.  

 

In this example, the Part-Time Daily Rate for SCH is $0.00. Click Edit Provider Rates.  

 

Enter the correct rate. For this example, the rate is $20.00. Only $0.00 rates are editable. Click Save.  
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A confirmation window will display. Click Yes or Cancel.  

 

For each affected record, click the Back to Have button.  
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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. 
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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:  

• For MTH records, selecting the record will move the record back to Closed Attendance 

• For MTH records (current period adjustments), selecting the record will move the record back to Closed 

Attendance and delete the adjustment information 

• 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. 

 

SR  

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 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: 

• Child Name 

• Provider ID 

• Provider Name 

• Service Period 

• Care Level 

• Unit of Care 

• Billing Group 

• Match Funder ID-Name 

• Match Funder Amount 

• VPK Class ID 

• Enrollment ID 

• Is Adjustment 

• Record Type 

• 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.  

 

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: 

• PPA records will be deleted 

• LIA records will be deleted 

• MTH records will be moved to closed attendance 
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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 

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 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: 

• Child Name 

• Provider ID 

• Provider Name 

• Service Period 

• Care Level 

• Unit of Care 

• Billing Group 

• Match Funder ID-Name 

• Match Funder Amount 

• VPK Class ID 

• Enrollment ID 

• Is Adjustment 

• Record Type 

• 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.  

 

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: 

• PPA records will be deleted 

• LIA records will be deleted 

• MTH records will be moved to closed attendance 
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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: 

• Child Name 

• Provider ID 

• Provider Name 

• Service Period 

• Care Level 

• Unit of Care 

• Billing Group 

• Match Funder ID-Name 

• Match Funder Amount 

• VPK Class ID 

• Enrollment ID 

• Is Adjustment 

• Record Type 

• 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: 

• Open the Confirm Submit for Reimbursement modal 

• For MTH records, selecting the record will move the record back to Closed Attendance 

• For MTH records (current period adjustments), selecting the record will move the record back to Closed 

Attendance and delete the adjustment information 

• For PPA and LIA records, selecting the record will delete the adjustment 
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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: 

• PPA records will be deleted 

• LIA records will be deleted 

• MTH records will be moved to closed attendance 

 

Clicking the Cancel button will close the modal and the entries will remain in the Payment Verified Work Queue. 
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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. 

 

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. 

 

On the Confirm Registration Payment Approved pop-up window, click Yes. The Registration Fee record’s status is 
now Updated. 

 

 

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 
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Reject to reject the records. The Registration Fee record gets the status of Reject.  Provider would be able to re-

submit the record for payment. On the Confirm Registration Payment Rejected pop-up window, click the Yes 

button. Hovering over the Reject button will display the following message: “These records will go back to the 

provider so they can re-submit.” 

 

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. NOTE: The Registration Fee record gets the status of 

Ineligible with $0 payment. Provider will NOT be able to re-submit these records for payment. Hovering over the 

Ineligible button will display the following message: “This writes a $0 payment record with Ineligible status – 

similar to the provider’s Dismiss status and provider won’t be able to re-submit.” 
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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.  

 

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.  
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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.  

 

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.  

 

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. 
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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. 
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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 

 

The Process Complete pop-up window opens. Click the OK button.  

 

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 

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. 
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Child Assessment 

Eligibility Criteria 
In the Coalition Portal, Providers meet the following criteria: 

• Provider has an SR 20 contract/amendment 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 

• At least one service period reimbursement record marked Paid within the assessment period and child 

assessment processing has not been submitted 

• No pending adjustments can be created for a MTH record within the assessment period (status of the 

adjustment must be Updated or Paid) 

• Has not already been processed for the assessment period 

Child Assessment Differentials 
On the Provider Profile Administrative Review screen, click Child Assessment.  

 

The children that meet the eligibility criteria will display on the Child Assessment screen.  
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There are three assessment periods: 

Assessment Period Service Period Payment Period 

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 

• The Service Period are the months in which assessments may occur  

• 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.  

 

If the Service Period is in the past, then all months will be included in selecting the children.  

• 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. 

• 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. 

  

Payment Verified Work Queue 
The child assessment records can be seen in the Payment Verified Work Queue.  

 

Each child will have two rows for each month in the assessment period: 

• Record Type: CAA (Child Assessment Adjustment) – This record creates a new reimbursement record to 

include the child assessment differential 

• 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. 

 

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.  

 

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. 
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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. 

 

The adjusted record now has a status of Adjust on the Reimbursement Record screen. When all of the records 

have a status, the Continue button will display. Click Continue.  
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After clicking Continue, a Reimbursement Processing pop-up will display a summary: 

• Records for Adjustments 

• Records for Reverting 

• Total Verified Record for Final Reimbursement 

• Children needing adjustment 

Review the Child(ren) needing adjustment listed for accuracy. Enter a comment for the provider case note. Click 

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. 
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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.  
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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 

• 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)] 
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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.  

 

 

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. 
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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. 

 

 

The adjusted record now has a status of Adjust, on the Reimbursement Record screen. When all of the records 

have a status, the Continue button will display. Click Continue. 
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After clicking Continue, the Reimbursement Processing pop-up displays a summary: 

• Records for Adjustments 

• Records for Reverting 

• Total Verified Record for Final Reimbursement 

• Children needing adjustment 

Review the Child(ren) needing adjustment listed for accuracy. Enter a comment for the provider case note. Click 

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. 
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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.  

 

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: 

• 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 
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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 MOD 

Adjustment.  

Create Prior Period Adjustment for SR/Local 
On the Create Period Adjustment for Reimbursement screen, users will enter in criteria to search for paid records 

eligible for a PPA.  
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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.   
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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.  
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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.  

 

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] 

• Gold Seal Amount = [Days to be Paid * Gold Seal Amount (from SR Rate Plan)] 



 405 

• 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)] 

• OCA Amount  

o CCEP Billing Group = [Net Less Match – (QPI Amount + Child Assessment Amount + Local QI 

Amount + CS Amount)] 

o All other Billing Groups = [Net Less Match – (Gold Seal + QPI Amount + Child Assessment Amount 

+ Local QI Amount + CS 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.  

 

 

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.  

 

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: 

• 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 
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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 
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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.  

 

 

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.  

• 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.  
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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.  

 

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.  

• The new detail type of PPR (Prior Period Reversal) will display if applicable with a related PPA.  

• If the results are correct, then approve the adjustment in the Pending Adjustment Work Queue.  

• 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: 

• MTH (approved from Closed Attendance) 

• PPA 

• LIA 

• EOC/EOCR – VPK End of Class Records 

• CAA/CAR – Child Assessment  

 

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.  

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: 

• PPA records will be deleted 

• LIA records will be deleted 

• MTH records will be moved to closed attendance 
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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.  
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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.  
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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 or Local Line Item Adjustments 
To create a Line Item Adjustment, navigate to Reimbursement > Adjustment Processing > Create Line Item 

Adjustment > SR/Local  

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.  

 

Search  

Before creating a Line Item Adjustment, search using the Reimbursement Detail ID or the Enrollment 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: 

• Service Period Month 

• Service Period Year 

• Provider ID 

• Name of Provider 

• Principal ID 

• Name of Principal 

• Vendor ID 

• Provider Type 

• Provider County 

• Child ID 

• Name of Child 

• Name of Parent 

• County of Parent 

• Enrollment ID (dropdown selection of available enrollment dates) 

• Purpose of Care 

• Funding Type 
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• Unit of Care 

• Billing Group 

• Eligibility 

• Care Level  

• Days to be Paid 

• Total Payment Rate 

• 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. 

 

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: 

• Service Period Month 

• Service Period Year 

• Provider ID 

• Name of Provider 

• Principal ID 

• Name of Principal 

• Vendor ID 

• Provider Type 

• Provider County 

• Child ID 

• Name of Child 

• Name of Parent 

• County of Parent 

• Enrollment ID 

• 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.  

 

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.  

 

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. 

• 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.  

• 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. 

• 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. 

• The Provider Type dropdown field displays the available Provider Types.  

• The Provider County dropdown displays all Florida counties.  
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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. The Enrollment ID will be a dropdown menu and display any 

enrollment dates the child was enrolled.  

 

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. 

• The Name of Child is a text field.  

• The Name of Parent is a text field. 

• The County of Parent dropdown displays all Florida counties.  

• 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. 

• The Purpose of Care dropdown field displays the available Purposes 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 – (QPI Amount + Child Assessment Amount + Local QI 

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 the following: 

a. 2018-2019 and Prior Years 

i. Gold Seal Amount 

ii. PFP Amount 

iii. PFP CA Amount 

iv. QI Amount 

v. CS Amount 

b. 2019-2020 and Future Years 

i. Gold Seal Amount 

ii. QPI Amount 

iii. Child Assessment Amount 

iv. Local QI Amount 

v. CS 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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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 – (QPI Amount + Child Assessment Amount + Local QI 

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 

1. Direct (Under) 

2. Quality (Over) 

iii. Child Assessment Amount 
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1. Direct (Under) 

2. Quality (Over) 

iv. Local QI Amount 

1. Quality (Over) 

v. Contracted Slots Amount 

1. Direct (Under) 

2. Quality (Over) 

b. 2019-2020 and Future Years 

i. Gold Seal Amount 

1. Direct (Under) 

2. Quality (Over) 

ii. QPI Amount 

1. Direct (Under) 

2. Quality (Over) 

iii. Child Assessment Amount 

1. Direct (Under) 

2. Quality (Over) 

iv. Local QI Amount 

1. Direct (Under) 

2. Quality (Over) 

v. Contracted Slots Amount 

1. Direct (Under) 

2. Quality (Over) 

For 2019-2020 and future years, the differentials have under and over fields.  

The Comments field is a text field.  
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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. 

 

Clicking the OK button will close the Line Item Adjustment modal. 
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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.  

 

Search  

Before creating a Line Item Adjustment, search using the Reimbursement Detail ID or the Enrollment 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: 

• Service Period Month 

• Service Period Year 

• Provider ID 

• Name of Provider 

• Principal ID 

• Name of Principal 

• Vendor ID 

• Provider Type 

• Provider County 

• Child ID 

• Name of Child 

• Name of Parent 

• County of Parent 

• Class Name 

• Billing Group 

• Hourly Payment Rate 
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• Total Instructional Hours 

• 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: 

• Service Period Month 

• Service Period Year 

• Provider ID 

• Name of Provider 

• Principal ID 

• Name of Principal 

• Vendor ID 

• Provider Type 

• Provider County 

• Child ID 

• Name of Child 

• Name of Parent 

• County of Parent 

• 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.  

 

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.  

 

Service Period Prior to 7/1/2018 

Required fields are marked with an asterisk *.  

• The Name of Provider is a text field. 

• 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. 

• 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. 

• The Provider Type dropdown field displays the available Provider Types. 

• The Provider County dropdown displays all Florida counties. 
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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). 

 

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). 

 

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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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.  

 

Clicking OK will close the Line Item Adjustment modal. 
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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.  

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.  

 

 

  



 427 

Scenarios - Adjustment Fixes Needed 
Below are some scenarios that a Coalition may encounter.   

 

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 or Local 

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 or Local 

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.  

 

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.  
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Void 
Clicking Void opens the Confirm Void Pending Adjustment pop-up.  

 

Clicking Yes will: 

1. Move the current period adjustment (MTH) back to Closed Attendance.  

2. Delete the prior period adjustment (PPA).  

3. Delete the line item adjustment (LIA).  

4. Remove the selected adjustment from the Pending Adjustment work queue. 

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.  

 

 

 

 

 

 

 

  



 430 

View Adjustment 
Clicking View Adjustment opens the Adjustments History pop-up.  

 

 

 

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. 

  



 431 

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.   

 

Run Reimbursement Report  
Navigate to the Reimbursement Closeout > Run Reimbursement Report page.  Click the Run Reimbursement 

Report button from the appropriate funder type row.   
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A pop-up message appears to collect the report parameters.   

 

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. 
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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.  

 

Select the required fields and click Update. 
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After clicking Update, a Confirm Update Match Funding pop-up displays. Click the Yes button to confirm. 

 

 

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.  
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This can be run again. This time, try a dollar amount. 

 

 

 

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 Payment Transmittal File 
Go to the Reimbursement menu item.  Select Reimbursement Closeout > Run Payment Transmittal File.  Click 

Run File for the appropriate funder type.   
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A pop-up message appears.  The Payment Transmittal File default criteria is set: 

• Payment Period is the current payment period 

• Summarization Option of Group by Billing Group 

• 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 5045 Report  
Navigate to the Reimbursement Closeout > Run 5045 Report page.  Click the Run 5045 Report button from the 

appropriate funder type row.   
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A pop-up message appears to collect the report parameters.   

 

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. 
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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. 

 

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.   

 

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 Trial 5045 Report  
Next, go to the Reimbursement menu item.  Select Reimbursement Closeout > Run 5045 Report.  Go to the VPK 

Advance – VPK row and click Run 5045 Report.  

 

A pop-up message appears.  Click Run Trial 5045 Report.   

 

The Trial Advance Payment Summary Report opens.   

a. 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. 
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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. 

 

A pop-up message appears.  Click Accept.  The Run Update process completes and the total number of records 

display in the Updated column.  

 

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.  
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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 Paid column.   

 

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.  

 

  



 443 

A pop-up message appears.  Click Run Final 5045 Report.   

 

The Final Advance Payment Summary Report opens.   

a. 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. 

 

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. 

 

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. 
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Review the records. Are there are CCEP records? If so, STOP! 

 

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. 
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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. 

 

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. 
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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. 

 

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. 
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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. 

 

Then, a success message displays with the total number of records that were updated. Click the OK button. 

 

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. 
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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 Coalition Admin or Coalition User with "Manage Reimbursements" 

permissions.  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.   

 

Click the +Add VPK SIS Provider button in VPK Search Provider Search Page. 
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The Add VPK SIS Provider page displays.  

 

Fill in the information and press Save. A confirmation message displays. 
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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.   

 

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. 
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Locate VPK Child Application with SIS Session Type 
To begin, locate the VPK child application in need of enrollment.  Navigate to VPK Program > VPK Application > 

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 enrollment.   

a. If a child’s application has the incorrect session type, it may be re-opened to have the session 

type changed. 
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Enroll VPK SIS Child/Build Schedule of Services 
Navigate to VPK SIS > Manage 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.  

 

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.   
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A pop-up message displays to add the VPK SIS appointment. 

 

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.  

 

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.  

 

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.   

 

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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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.   

a. 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. 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. 
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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. 

 

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.  

1. Funder Type (SR, VPK or Local) 

2. Payment Period Year 

3. Payment Period Month 

4. Report Type (Pending, Closed, Trial, or Final) 

5. View (Summary or Detail) 

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. 

1. Service Period 

2. County of Service 

3. Provider ID 

4. Child ID 

5. Reimbursement Detail Type 

6. Obscure Child Name 
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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 icon and save the report to Excel or PDF.  
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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.  

 

 

Select the items from the dropdowns, then click the Run Report button. 

1. Funder Type (SR, VPK, or Local) 

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.  
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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.  

 

Submitted Closures Queue 

 

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: 

• Edit temporary closures 

• Remove temporary closures 

• Change the “Possible Days to be Paid”  

• 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.  
 
NOTE: A temporary closure cannot be removed if at least one provider has a submitted attendance for the service 
period with the closure. 
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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.  

Possible Days to be Paid represents the total number of calendar days for the closed from/to dates that may be 
paid. This field only displays for Whole Site Closures.  

a. The actual number of paid closure days may differ based on the provider’s hours of operation. 
b. Coalition users may designate all or some of the possible days to be paid as non-reimbursable by 

reducing the total number of days here. 
c. Coalition users may override the reimbursable closures (CR) to non-reimbursable closures (CN) in Have 

Attendance as needed.  
d. It is not necessary to reduce the total number of possible days to be paid for weekends; this is 

automatically handled in Have Attendance based on the provider’s hours of operation. 
 

 

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.  
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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 
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SR 

 

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.   
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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.  

 

 

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.  
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Processed Closures Queue 
The approved temporary closures display in the Processed Closures queue. 

 

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. 
 

 

 

  



 465 

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. 

 

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 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. 
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For SR, all closure days marked CR (closure reimbursable) are included in the Days Paid column.  

 
 

For VPK, all closure days marked CR (closure reimbursable) are included in the CR Days column. 

 

Click Approve Roster. 

 

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. 

 

Click the Add Closure button. The temporary closure form appears. 
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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. 

• Temporary Closure Type – When an entire site is temporarily closed due to emergency circumstances, 

where all programs and children are impacted, select “Yes, the whole site was closed.  Services were not 

provided to any children.” 

• 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.  

• 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. 

• Closure Reasons – Select the applicable reasons.  If the ‘Other’ option is checked, enter comments. 

• Documentation – Click the Upload Document button to upload necessary documents (not mandatory). 

• Comments – Enter comments (not mandatory). 
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When Approve is selected, the closure is processed and the record is moved to the Processed queue. 

 

 

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. 

 

On the Manage Contracts page, click the Edit button for the incomplete VPK-APP.  
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Click the VPK Calendars tab to open the calendars page. 

 

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.  

 

The Totaled Calculated Hours will be reduced for each non-instructional day based on the hours defined 

for the day.  
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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:  

• Canceling previously identified future non-instructional days 

• Extending the class end date 

• 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.  

 

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. 

 

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. 

 


