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Document Overview
This document provides a step-by-step guide to navigate the Provider Portal.

Purpose of this Document

The purpose of this document is to provide Provider Portal users with a reference document to successfully
navigate and perform business processes included in Release 5.10 of the Provider Portal.

Intended Audience

The intended audience for this document includes provider staff responsible for completing profiles, contracts,
enrollments, and attendance.

What’s New in this User Guide?
New text and screenshots for Temporary Closures and VPK & SR Reimbursement Details.

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 your local Early Learning Coalition.



Accessing the Provider Portal

The link to access the Provider Portal is https://providerservices.floridaearlylearning.com.

Creating a Provider Portal Account

First-time Provider Portal users must register for an account to access the Provider Portal. Provider Portal users
with multiple provider sites should begin by registering only one site location. This could be the provider’s primary,
flagship or main location. Once a Provider Portal account registration request is approved for one provider site, the
provider user will be able to create accounts for additional sites after logging on to the Provider Portal.

Provider Services Logon

Account Information

User name |must be a valid email address) Wat yet reglstered?

Cli ragifier 3 new provider acsadnt.

Password

o Nassiwand

Log on

gl i passwad

Share miy passwsid

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

Hegister for a Mew Provder Account

License Details Alreacy registersd?

Taxpayer or Provicer identification number® & Clizi hera bavleg Inwhth waur exlssing acceant Mfarmatian

Lizense/Regisiration/Exemption number, or EXEMFT™ L

A Provider Portal user must enter the taxpayer identification number (from the provider), the provider
identification number (from the early learning coalition) and the Department of Children and Families (DCF)
license, registration, exemption number or type the word “EXEMPT”. Providers may enter “EXEMPT” if they do not
have an exemption number from DCF.

The Provider Portal user must click the Verify License Details button to complete step 1 of the Provider Portal
account registration process.



https://providerservices.floridaearlylearning.com/

If a match is found for the submitted information, the following message will display:

Provider Data Found

We found the following Provider data which corresponds 1o the ficense information that you
entered, If we've correctly identified your provider, chick Yes (o pre-fil sections of the
registration form, Otherwise, click No and try again with different license information.

Business name: 4 Kids Academy
Doing Business As name: 4 KIDS ACADEMY
Owner name: SARINA

Is this your provider?

EE

If the information is not correct, click the No button and contact the local early learning coalition.

If the information is correct, click the Yes button. On the next screen, the registration information will be
populated by the system, with the exception of User Information.

If a match is not found for the provider information, the following message will display:

© No Matching Provider Data Found

Taxpayer or Provider ID:
License/Registration/Exemption #:

We were not able to find matching provider site or principal business data to the specified
taxpayer/license information. If you are a new provider, this situation is to be expected.

If you have reason to expect that your information should be in our provider system,
please re-enter your license information and try again or contact your early learning
coalition for assistance.



After filling in the required information (noted with a red asterisk *), the Provider Portal user must click the
Register button to complete the registration process.

Register for a New Provider Account

License Details
Taxpayer or Provider identification number* @

34234034245

License/Registration/Exemption number, or EXEMPT* (4]

EXEMPT

Business Details

Business name associated with your taxpayer identification number *
Owner/Operator name *

Principal Address line 1 *

Principal Address line 2

Principal City *

Principal State *

Principal Zip oode'*



Location Details
[] Redlands Christian Migrant Association (RCMA) Provider €9

Doing Business As name (DBA)*

Provider type *
Mot Selected

Legal status*

Contact person phone number®

Physical Address of Facility

[ Facility address is the same as principal address.

Address line 1%

Address line 2

City *

State

Florida

Zip code®

County of physical location®

—please select a value--



User Information

First name *

Middle name

Last name *

Account user name (must be a valid email address)*

Confirm account user name *

Password (must contain at least 8 characters)®

Confirm password *

10



After clicking the Register button, the following message may display:

© Address Verification

Principal Address of Business

USPS standardized address is:

Entered Address USPS Address
100 Example St, 100 EXAMPLE ST,
TALLAHASSEE, FL - 32399-0001 TALLAHASSEE, FL 32399-0001
_'Select this ® Select this

Apply

Click the Select this radio button to accept the standardized United States Postal Service (USPS) address or the
Entered Address if the USPS Address is not found. Then, click the Apply button to continue. If the Provider Portal
user clicks the Close button, the user will be taken back to the previous screen to re-enter the address information.

Once the Provider Portal user submits an account request, the following page will display:

Account Request Confirmation

Your registration/activation request was sent to an administrator for processing. You will receive an email when your account is approved.

Please click Continue ta pracesd ta the logen page

The Provider Portal user should access the email address used in the account and find the email sent by
DONOTREPLY@oel.myflorida.com.

Hala dirn Lednatiar

Yoou are raceiving Uiz ernal because aumesne wegsleied this eonal addies b ae acooon] o Flovds's alaleside eanly karnig Providien Poelal, Yoo sell recere an el Ueal vell reolly vou Fros o proceed alle pou reguesl s processsd by
wour kacal aary Iezrning coaklion

ELT ol the Big Beewd Ragon
(i3G5 4735000

Please do not reply to this message. Replies to this message are routed to an unmonitored mailbox. If you have any questions, please contact your Early
Learning Coalition at the number listed above.

If the registration request is approved, the following email will be sent by DONOTREPLY @oel.myflorida.com.

Hella Jim | ecbsSar

The Provider Partal regsiration request you submited for Jim's Heowse of Learnin® 2 has been approved. Yow may now log on 12 the Pravider Portal with the user name and password you registerzd with,

ELL of the Big Berd Ragion
(5} E7anAn

lyrira elcirchend gl

Pleaze do not reply to this message. Replies to this message are routed to an unmoenitered mallbox. If you have any questions, please contact your Early
Learning Coalition at the number listed above.
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The Provider Portal user can log on to the Provider Portal at https://providerservices.floridaearlylearning.com.

Troubleshooting a Provider Portal Account Error Message

If the Provider Portal user receives the following message, contact the local early learning coalition to verify that
the taxpayer identification number matches the OEL database.

The license number belongs to a provider/business that is associated with a different taxpayer identification number.

If the Provider Portal user receives either of the following messages, contact the local early learning coalition to
determine if a provider portal account has already been created.

The license number belongs to a provider that is already associated with a registered account.
The taxpayer or provider identification number belongs to a business that is already associated with a registered account.

If the Provider Portal user receives the following message, contact the local early learning coalition to determine if
the user name (email address) has been used in the Family Portal. The coalition may need to consult with OEL to
make this determination. If a user name has been used in the Family Portal, even if an application was not created,
OEL will have to remove the user name from the database so it can be used in the Provider Portal. If a provider has
improperly used a user name to complete SR or VPK applications for a parent, the provider must contact that
parent to get a replacement user name for that application so the provider’s user name can be used in the
Provider Portal. Another option is for the provider to pick another user name to use in the Provider Portal.

Account user name (must be a valid email address) *

oeldemonstration+pb@gmail.com

User name "oeldemonstration+pb@gmail.com" is not available.

12
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Provider Portal Returning User

Log on Process

Provider Portal users who have already created a user account can log on from the Provider Services welcome
page by entering the user name and password created during the account process. Click the Log On button to
continue.

Provider Services Logon

Account Information

User name (must be a valid email address)

Enter User Name

Password

Enter Password

Forgot my password

Change my password

Password Recovery
If the Provider Portal user cannot remember the password, the user can click the Forgot my password link.

Provider Services Logon

Account Information
User name (must be a valid email address)
Enter User Name

Password

Enter Password

Forgot my password

Change my password

Clicking the Forgot my password link will display the following page:

Forgot Your Password?

Account Information

Please type the user name of your account and then click Continue. A password reset link will be sent to the email address associated with your account.

User name




The Provider Portal user must know the email address used for the account. Once the Provider Portal user enters
an email address and clicks the Continue button, the following page will display:

Forgot Password Confirmation

If an account was found with the username/email provided, you will receive a password reset link to the email.

Please click Continue to proceed to the login page

The Provider Portal user should then access the email account used for the account and find the email sent by
DONOTREPLY@oel.myflorida.com.

DONOTROPLY @ocl.myflorida.com 514 B0 mnutes aga) -
o me (=
fou am recekeng this mezsags Decause veu or semeone clze from thiz emal address requested a new Provider Portal password

Picaze disregard tis emall i you did nat request a new passond,

|0 rasat your passsnr you must compishs tha tolowing staps

1 Flaasa rmzat your passsand by di:ll
> Frbar "

Rt Fvres — i1 il b | ckesss i tagistered for & provider accnet wilh

E LERtEn
Senlinn yuun ey peseeord

Cick the Resst Password buttor, & Resel Password Conliomsion soeen vl displey F the logor was sucoessiul

Jizk the Cominue butior. The Provder Sendces Logon paps displays and you are nows ready 1o sign in with the new passsord

Fleaze do not reply to this message. Replies to this message are routed to an unmaonitored mailbox. If you hawve any questions,
pleage contact your Early Learning Coalition at the number listed above,

Once the Provider Portal user clicks the here link, the following page will display:

Reset Your Password

Account Infarmation

Please typa the user name and new password for your account, and then cick Reset Password

User name

Passweord (must contain at least & characters)

Confirm passward

| Resel Password

14



The Provider Portal 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 Provider Portal user successfully changes the password, the following page will display:

Reset Password Confirmation

The password for your account was successfully reset.

Please click Continue to proceed to the login page.

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

Provider Services Logon

Account Information

User name (must be a valid email address)

Enter User Name

Password

Enter Password

Forgot my password
|Change my password

Clicking the Change my password link will display the following page:

Change Password

Account Information

Please type your account information below and click Change Password.
User name

Enter User Name

Current password

Enter Current Password

New password (must be at least 8 characters)

Enter New Password

Confirm new password

Confirm New Password

' Change Password I




The Provider Portal 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 Provider Portal user successfully changes the password, the following page will display:

Password Change Completed

The password for your account was successfully changed.

Please click Continue to proceed to the login page.

16



Provider Dashboard

After logging on to the Provider Portal, the following page will display:

M Home  Pismwos rudkes Slnda

nege Sitne
PRI Al R

Manage Usars
R R

Munugs UPK Applcatiane and Contrects
R O I R BN
VTG I b SOkt e Uheeaz
ik WP Fissk Cinied

L A LT |

Manmgs 5H Comimcis

b rmrnyzee T shaplyy

5= TN E R HL fal bstbedin kampscigmmanand - Blogon £

SO KRS

P st s o vlee 13 epley

ez b Lk

T SR R R e THEESA R HTH s doise i Enars ENQT BN N

5 Carned Saankiem Doty bedsishees on. T TR LT (RS TR T
Provssr D: 50 KD Pasas o
Lestns rurbar oty | roamt vy Basinncans [k Frogss
AAM 7 Erderal T rambes WAIIAIE Froeddar Frelal nsr ik

L RR P S k] oA R

Update Provider Portal User Account Information

Provider Portal users are able to update their user information — name and phone number — associated with their
email address. If the name associated with an email address is blank, the user can add the first and last name. If a
name associated with a standardized email address (e.g. Info@JimsHouseofSmarties.com) needs to be changed
due to a director or other staff leaving, the first and last name can be changed as long as another user has access
to that Provider Portal account. If no one has access to the Provider Portal account, contact your local early
learning coalition to submit a ticket to the OEL Service Desk.

Click on the gear icon.

Hello jim ledbetter@oel myfloridacom! (> Log Off |} | €

The following will display. Click the Account Information button.

Settings and Account Information

Hello jim ledbetier@oel myfloridacom!  (»LogOff £ &

2 Account Information
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mailto:Info@JimsHouseofSmarties.com

Enter the additional information and click Save.

2 Update User Account Information

Pisase pdate your acoount detalls o oontinie

First Hame* S

hiddle Hame Fafar Middle Mame

Last Name ™ Ledbetter

Suffing p
Phone Mumber® {#50) 717 BEOT
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Multiple Sites

If the Provider Portal user registered a provider site that shares a taxpayer identification number with multiple
sites, all of the sites with a shared taxpayer identification number will appear in a dropdown list for that Business
Administrator.

SHE{ Jim's House of Smarties Vv Profie; 2018 - 2019 v Hello ledbetter kiwanis+10@gmail. com! C* Log Off 6

Manage Sites

Providers with multiple site locations can use this feature to manage additional sites. Click the Manage All Sites
link to add new provider sites. Additional sites can only be added if the sites share the same taxpayer identification
number. This function will only be needed if the provider site is not found in the OEL database. Sites that share the
same taxpayer identification number will automatically be assigned to the Business Administrator who registered
the first provider site with the same taxpayer identification number.

Mhione  SEncieT  CRED T COONGn v CEROETENG v AEREbs v aieiE v Frobe) diig g o T R g sl Bregom R

i s _
Murape Se 4 e azen gy e T
Franage AL E ks

Mirmpu Usaia
Fearouge A Lesre

LETRT IRT TRRY .2 1Y

Meraps YPK Appicstcns and Sonteach
AR TR

TS 1R DTSTLR %, L ST, O LR
A I K TR Lo T

e _ ikt fmalish

Murage 58 Coramacks
Slabeadn 2 Proedn Grrimd
S Sonlas Snsaakiaad Doy basicw oo It Foan o Siw s ERLL TP EeH
Provizer 3. LEEY ELF 1faads
Lizaroe narbe; g Lt v Az lzarsancs Faragg D 1zpad
S5k Padurd 1T sumizer ILISERFTITE aradar ke e Lapds

P R TLA T ES BELIEFETR BT R A LT B

Herners e Jota P sl Sow e Hbl Eangs

L}

Manage Sites

Lisg Nis page 10 500 new prosvicer sies and o edit of inacivale provager sies .00 which you awe e Necessan seminsaive aciess

IT'8 bumon is dizankag, it means Wal vou aonT Rave suffcient Boess 10 wse nat incion Tor el parcular provicer sile. Piesse S8 vour Sie sominairator it you need aioilonal aciess.

Location manme License namber Address Actons
Jimis House of Leaming 2 EXEMPT B0 MARRIDTT DR TALLAHAESEE, FL 3230 Edit | Hanages Lmar
Ak T
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After clicking the Add Site button, the following message will display:

Add New 3ite

To add a new site for your business, first type the license, registration, or exemption
number of the new site, and then click Verify License to verify that the license number is

available for use with the system.

License/Registration/Exemption number, or EXEMPT*

Verify License

Save Cancel

If the new provider site matches, the location information will be pre-populated.

Edit Site
License/Registration/Exemption number, or EXEMPT®
X10POC

Legal status®

Exemipl

Doing Business As (DBA) name*

HEAVEN'S LITTLE

Provider type ®

Center

Address line 1%

620N Ave

Address line 2

City ™
Lakefand

State

Flonda

Zip code®

33801

County of physical location®

Polk

Save

Cancel

20



If the new provider site does not match, the location information must be entered by the Provider Portal user.

Add New Site

To add a new site for your business, first type the license, registration, or exemption
number of the new site, and then click Verify License to verify that the license number is
available for use with the system.

License/Registration/Exemption number, or EXEMPT*
8 Verify License

Legal status*

w
Doing Business As (DBA) name*
Provider type*®
w
Address line 1*
Address line 2
City*
State
Florida
Zip code *®
County of physical location®
w
Save Cancel
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After clicking the Register button, the following message may display:

© Address Verification

© USPS standardized address is 250 MARRIOTT DR TALLAHASSEE FL 32399-

B573

Would you like to use this address instead of entered address?

MO

Click the Yes button to accept the standardized United States Postal Service address. Click the No button to go
back to the previous screen to re-enter the address information.

Manage Users

Click the Manage All Users link to edit, add, and inactivate provider site users.

MHame  Hinza s b v Guriei v

Wanage BHes
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To edit the role of a Provider Portal user, click the Edit button.

Manage All Users

U=e this pape to add, edit, and inactwate users of anmy of the provider sites for which you have the necessary administrative sCCess.

IT a kutton & dizabled, it rmeans thal you don't have sufficient access 1o use that function for ihat panicular provider site Please see gour sile adminstrator fyon need additional accass

Jim's Hiouse of Leaming 2

Uzer name Role Marme Actions
oeldemorstration+3@omall.com Business Adminkstrator Jim Ledbetter @ nacivaie
And eer

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.

After changing the role, click the Save button to continue.

Edit User Permissions

Make the desired changes to the user's role and permissions, and then click Save.

Role®

Business Administrator
Site Administrator
User

Save Cancel

To add a user, click the Add User button.
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Manage All Users

s Dhis page 10 add, edil, and ingclivale wsers of any of the providen sites Tor whach you have e necessary adminisiialive access,

It 2 button |= diszbled, 1 means that you don't have sufficlent access 10 use that funclion for that panicular provider site. Please see your sie adminstrator if you need addiional access.

Jir's House of Learming 2

User name Role Hame Actions
GElUE‘ﬂ'rCC'IE"E‘IIDI’I*-&EgI'ﬂEIl.EJTn Business Adminisirator Jim Ledbstter Excit Irafivata
Ak User

Add New User

To add a new user to your site, first type the user name (email address) of the new user,
and then click Check User Name to see if the user is already registered with the system.

User name*

Check User Name

Save Cancel

In the user name field, the Provider Portal user will enter the email address of the new user. If the user already has
an account in the Provider Portal, the user role must be selected. Click the Save button to continue.

Add New User

To add a new user to your site, first type the user name (email address) of the new user,
and then click Check User Name to see if the user is already registered with the system.

User name*

oeldemonstration+5@gmail.com Check User Name

The specified user account already exists in the system, so no further account information
is needed. Select the role and permissions for the new user, and then click Save.

Role*®

Business Administrator
Site Administrator
User

Save Cancel
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In the user name field, the Provider Portal user will enter the email address of the new user. If the user does not
exist in the system, the user’s information and role must be entered. Click the Save button to continue.

Add New User

To add a new user to your site, first type the user name (email address) of the new user,
and then click Check User Name to see if the user is already registered with the system.

User name*

oeldemonstration+7@gmail.com Check User Name

The specified user account does not yet exist in the system. Please complete the form
below, and then click Save.

Password *

Confirm password*

First name*

Middle name

Last name *

Role®

Business Administrator
Site Administrator
User

Save Cancel

Once the new user has been added, an email will be sent to the new user by DONOTREPLY@oel.myflorida.com.

Hella Jamie Ledbesar,

You e recering Uis mesgayge because vou havs been given peariszion W acoess Jir's House of Learroyg 2 with pour usss sccounl in Fheida's qlaleswide sty learimg Provider Poelal,
You may now log o to the Provider Poral with yeur uzer name and parssword 1o get staked.

It wau do nok hawg your curment usEer nama or pasaword, Conlact im Lechsfar at osldemaraivaiodt el om tor your [og in imemsicn

ELC I.'HJ_I:- 5_-;; Berd Ragon

(B BTE-0030

httpeifwewrar wlcbvnberd ang

Please do not reply to this message. Replies to this message are routed to an unmonitored mailbox. If you have any questions, please contact your Early
Learning Coalition at the number listed above.

25



The User role has a set of permissions that can be individualized for each User. Each option is unchecked by default
and must be checked to add to the User. Click the Save button to continue.

Edit User Permissions

Make the desired changes to the user's role and permissionz, and then click Save.
Role*

e 13

Permissions

Aftach Profile Documents

Create Banking Information

Create Calendar

Create Profile

Create SR Contract

Create WVPK Coniract

Edit Banking Information

Edit Calendar

Edit Profile

Edit Site

Edit SR Contract

Edit WP Contract

MManage ASQ

MManage Document Library

Manage Messages and Moiifications
MManage Other

Modify and Submit SR Aftendance Rosters

Modify and Submit WP Attendance Rosters

Reports

AR S Y T N N N VR VR N VI N Y T R N M

Review Aftendance Rosters

Save Cancel
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To inactive a user, which will remove the user from the site, click the Inactivate button.

Manage All Users

Use this page 1o add, edit, and inaciivale users of any of the provider skes for which you have Ihe necessany adminsialve acess

I a bumon is disables, i means Tk you don't hawe suMicient access to use that funciion for thal particular proider site. Flease see your she adminsiior i you nesd addiional access.

Jim's House of Leaming 2

User name ol Hama Actions
cejdemonstation+ Egmal.com Business Adminstraior Jim Ledbatter =1
Arkd Liser

If the Provider Portal user discovers that an email address has an error after it has been entered, the user can add
the correct email address by clicking the Add User button, entering the required information, and then click the
Save button. Then, the user will click the Inactive button for the email address which has the incorrect email
address. For example, from the above Manage All Users screen, if the Business Administrator’s email address was
incorrectly entered as oeldemonstation@gamaial.com, the process would be to click the Add User button and
create oeldemonstration+3@gmail.com, click Save, and then click Inactivate for oeldemonstation@gamaial.com. It
is important to create the correct email address first before inactivating the incorrect email address.

Broadcast Messages (not yet available)
The Broadcast Messages section of the Provider Dashboard will display all messages sent by the local early learning
coalition to all providers in the coalition service area. Click the message title to see the full text of the message.
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Coalition Messages

The Coalition Messages section of the Provider Dashboard displays messages sent by the local early learning
coalition to a specific provider. This is a one-way communication; the provider cannot email the coalition directly
from the portal. Click the message title to see the full text of the message.

Fumnads - (IEHETRET D

M Home: o Tibenss - Pakke

ddrabics -

TraamnaEs -

Kanage Sites
Wi Al Sles

Wanoge Users
Matage & e

Kuanags ¥PE Applicabans and Comtracts
W Frra o feplrdnt
Hatage VRS Immmuchom, Calandas 277 Ceres
SIS VTR, POMEET SIS

% Uodica] Arsorakiani

Maniigre 27 Conlraclu

STNTAADD S TN LT
B bl Amandecl

T T LS5 0000 B0 B LZRA

Fmrlrans naree

Tren Lhiee ol Smardar

Lediag Dusdreess A58 A s Heess el gmanes
Frosw 10: -2 c

Licarza numier

EAH ! Faderal B numbher R S

Phudie RS- A lhin skt o e and - eiogolt B

HOTRIIRINS O I W AGI R,

TilzH Fagy =ringe

COfe SO PNk
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7% Fogwcer Read7ess e vezzsiz

Frequently Used Links

The Frequently Used Links section of the Provider Dashboard has links to web pages with information about
statewide provider requirements, training and services.
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Completing the Provider Profile

After registering as a provider, the next step is to complete the Provider Profile.

Request Assistance
If a Provider Portal user needs assistance filling out any information in the Provider Profile, click the Request
Assistance button.

THE GODDARD SCHOOL Profile 2020 - 2021 Program Year

Swrnouur  FeesSDhscourls Hourmof Opesalon  Safisg 2Capadty Frival=FayAxer.  ClomuresCaencyr  Dotumemss:  Resew 3ps B Zedly

7. D0 0L AN 03 N3Ae VOur program rearrad fo fandles seaking ahka care dsings? @
A Yew [ AN

2. Do You wand o2 compkie 2 coniret 1o pampate Is the S2hool Readingss Fregrans
ek 10

1 Hava yeu conpleiad the Fesith & 3afery iInspecdan 2y Depanment of Shikaren and Familes?
W Ve )RR

2, 00 YoU wahl 02 compRis 3 SOt 1D Eamcpats i tie Yelumary Prakndergansn (VPK) Exucation Progam?
e

4, 00 OU Wand 08 CHMpRia o CORDar 1o Feeve keal Tundng?
e M

5. Are wou 3 Soid Seal presiser?
@ Yum Ty M

%1 Grls Sasl fccradrshnn jeekerare

g Baa for Dt in 5

. A1 You an aceredied orveldars
Tk

E1 Azorodimion cades! af Unkagpty)

OIS

Then, complete the field, briefly describing the need for assistance. Click the Submit button to send the request.

© Request Frofie Assistance

Wi as rRqueeaiing asaiElang e fom i eark-leaming ok Wil your Prosddia
Panfia Yol will i B2 ahke i ke CNamages W Y O0T Brofe sdbe 0 cia o i
TevswliE] piuil IEgiE

I Eucicfty desciibe e leaus that you need aesssiance with

After clicking Submit, the following message will display:
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@  Message From Gtion of Early Leaming

TRt IMEa e aEasianGs

The Provider Portal user will not be able to edit the profile once the request for assistance is submitted; however,
coalition staff will be able to edit information in a profile while providing assistance to a Provider Portal user.

The request for assistance can be cancelled by the Provider Portal user by clicking the Cancel Assistance Request
button.

Jim's House of Learning 3 Profile | © cancel Assistance Request

If a Provider Portal user cancels the assistance request, the following message will display and the user will
complete the field, briefly describing the reason for cancelling the request. Click the Submit button to continue.
E Cancel AssIstancs Request

Tiou hiave Selecled o cancel your reguest on assistance prio i the sarly Earming

Coalbon reviawing f.

W pleaze proside the rezson for your canceliation.

| Submit ’ Cancel

After cancelling the request, the following message will display:

L Massage From Oice of Early Leaming

The profile assislance requesk 1o your eany Eeaming coalitizn ks baen cancelzo
YU AT e abic 1o ol your profiks

2k
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Business

The Business Information page collects business information about the provider, including business name and
address information, and it is shared among additional sites (if any). Only a Business Administrator may edit the

information on this page.

NOTE: This information was previously captured in the Business tab of the provider profile. Although the Business
Information page is now separated from the provider profile, it must be completed before the profile may be

submitted.

Tool tips, indicated by the

o

specific terms in the Provider Profile. Click the® to see the message.

symbol, are available to provide useful information to Provider Portal users about

To complete the Business Info page, click the Business dropdown menu from the Provider Dashboard.
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Busingss informmanon

1. Burkiness kime AASosse with Your Tacpaysr isenlificatan Numos ™ £
A House: of Learming: 3

2. Tuxpayes eedilication Numese® €
ELLLEEE

3. Craess Indormation

Owner Nama ™ Cwener Telephone Mumbar™®
Jim: Lagheger ) N
‘Owner Email Addness ™ Owmer Phone Type ™
Take{ion, com Iobie Prone -

A O’y Deugines of Cantsst Persen irdermation i

Desgnen'Conizct Mamo ™ DesigneniContact Telephone Numier*
Jim Ledmeier [l e e
Designee!Contscd Ermsl Address® DexignaeiContact Fhone Type *
lakeEten com Lnknown B

& Businens Ownsraiig Type® I8

Coiporainm L

& Phyical Adgress informstion
Addresn Line 1%
260 MARRICTT OR

Address Ling 2
Cy ™ Shate™ Zip Code™
TALLAHASEEE FL W 223m

7. Mailing Address infermatian £
i Mailing addness is the same as the prncipal address.
Address Line 1*
2 MARRICTT DR
= Adweng ther o may baper USES verficabon

Addres Line &
ciy® Saan* Iip Code™
TALLAHARSEE L W 32301

£ Payment Mailing Address information )
Bl Payment address |s the same as the mailing address.
Address Line 1*

2560 MARRIOTT DR
* Adeeng e scldress may bagper LSPS verficaling

Address Line 2
City*® St * Fip Code®
TALLAHASEEE FL W 2230
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Profile

A Provider Portal user must fill out all information in each tab, and click the Next button to continue filling out the
provider profile information. Click the Back button to return to the previous tab.

Tool tips, indicated by the i symbol, are available to provide useful information to Provider Portal users about
specific terms in the Provider Profile. Click the ® to see the message.

To complete the Provider Profile, click the Profile dropdown menu from the Provider Dashboard.

P Hame Bisase s Copaks = Foliesses Aluekiss barsewrh =

Wanege Sites
Aanage e

Munagu Lan
SRS UG

Wanzge VFH Apsdlcafions and Comracis
WK nrdtar Agpiralon

ARTIZR VI el ciw T endace aTe O mesr
Sral=aide YFE Frowider Contract

VPRSI AT

Manage 3R Conbracks
Sulraib SR Purdden Covhd
S Crevrsed Armarcir el

K1 mhookfes I tmpbey

Eusmsas num;

Cong tusnsas sa:
Provaider T

lranee runter:
Aud i Feaenl 1D numaer

Bri Fuaeas o Sirsied
R EICRRETTRL ER LA BE
uss

EECC )

WO, IE-TIY | b ndb ks lERpaaand - BLogow 3

LEIRT T RS SET SR AR T o HE T

Eigde Saquamiga

Cins Clngs e

M Fnrdder Toanky

Farty | samig Sefemiares Tind ey B set
Frowider Fona U Gapoe

1R T DA 10 OS5 [0 WIS

Then, click Provider Profile.

Business -

A Home

Profile -

Provider Profile

Confracts =

Enroliments -
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Yellow Warning Symbols

Yellow warning symbols will appear on certain fields on the following tabs: General, Facility, Services, Curriculum,
Staffing & Capacity, and Documents.

If the Provider Portal user hovers over the yellow warning symbol, the following message will display.

General Fac|||t}.' Qonirae urrielim Eaac & Miscounts
Waming!

Guniculum {zelect ai This _|nf0nnat|pn is included in the VPK
Provider Application (VPK 10, 11A,

11B). Editing this information after an

Curriculum application is created will result in an
: update to the forms. The Early
il | eaming Coaltion will notify you to -

Beyond Centers & C  review the updated forms and re-

submit as needed.
Beyond Cribs & Ratt

Complete Program for Early Literacy Success - Level Two

If a change is made, the coalition will review the change and change the profile status to Incomplete to allow the
Provider Portal user to re-submit the VPK-APP. The user will receive the following email from
DONOTREPLY@OEL.myflorida.com.

Crom: <OCLSvslemTact 2Lt

Diate: Wed, Aug LG 2007 &t L2085

Syt gt - YRR Fresaks applicaien Upshnt
Tz alaltrn T3 il cien

Ce: MC#mowhere. com

aanse Re

Hello.

The: WPE Praewcder Applization (VFE 101 LA LT Baog have on voelatal B Mapgoe Mee Thiyeane, Yoor vevire s sipnatucy is oo, Phesse Sog b Provicer Pordal acd gote e ool s, el stonse Rlangs
Cantraces, On s page, leezts vour YPR-APP and click Edit. Revien: the VPK Provider Application information and suboaic vour sigrarme on che Cemify and Sabms tab.

[lease revien 2ad subwit vour siguature 25 quickly 25 passiale,
Thank wee,

ELC ol the Brg Bemd Raginn

THOG] 935000

hepe e 2lebighend. erg’

Phestse du nal reply b Uhis msssape. Brpliss o his meoame el oo momeniinrsd maillies. Iy ae gquestions, plese contaet pome sy laming coaliton.
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Step 1 — General

The General tab collects basic information about the provider, including provider types and whether or not there is
interest in contracting with the early learning coalition to provide School Readiness or Voluntary Prekindergarten
(VPK) Education services.

General
1. Do you want to have your program referred to families seeking child care listings? €

8 Yes No

2. Do you want to complete a contract to participate in the School Readiness Program?
8 Yes No

2.1 Have you completed the Health & Safety Inspection by Department of Children and Families?
® Yes () No

3. Do you want to complete a contract to participate in the Voluntary Prekindergarten (VPK) Education Program?
® Yes No

4. Do you want to complete a contract to receive local funding? €}
® Yes No

5. Are you a Gold Seal provider? §)
® Yes No

5.1 Gold Seal Accreditation (select one)

Gold Seal for Birth to 5

6. Are you an accredited provider?
® Yes No

6.1 Accreditation (select all that apply)

OTHER x
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Step 2 — Facility

The Facility tab collects contact information for the provider. The Provider Portal user is required to enter contact
information for staff responsible for different aspects of the business. If the staff person is an Authorized Contract
Representative or VPK Authorized Contract Representative, click the checkbox below each section (Director, VPK
Director, etc.).

NOTE: If the provider is certified by the U.S. Department of Defense and is operating on a military installation, an
additional question will display after question 8, but only if the provider meets one of the following conditions:
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When the Add New Contact button is clicked, the Provider Portal user can create additional provider contacts for
the profile.

Sk Fess Conlaci

Contact Type
Name Email
Frimary Telaphone Humbsr Primary Telaphons Extension

Pnmary Fhons Type

| Sepe Type L

Sacondary Talaphons Mumbar Sacandary Talephona Extansian

Secandany Phone Type

Geles Type e
Fax
C Aulnoieced Conlisct Repy

Contact Type Contact Type
| - .
| General Contact Information | Before School Contact n
SR Contact After School Contact
CCRR Contact Finance
Assistant Director Food & Nutrition
Facility Director Attendance
Operations Manager Camp Contact
Principal Admissions
Assistant Principal v Enroliment ob

Extended Day Contact Administrator

Associate Director -
Other Contact
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Step 3 — Services
The Services tab collects information on the ages of the children in provider care, as well as different provider
services.

1. Agecal Chiklimn foo whuch Canm is Prannded ™

Wi g™ Wagimum Ape™

1 Knlhe - 2 Muomihe -

1. Progenims Offcred [ssiscs all thard spply]
‘Befone Schosiw  Wigran bead Stat=  Piaygroupe ®

L Alsut My Prosiaes [ssiscs all tras sppty] ™
Musickmoms  Oosecx au'lnlulnn“

4, L anguagar Spoken by SEi e 2l et opphd ®
Frubhs Sk afbanbenkie

& Chher Speodoan Languagas

B, Mizala fnsinct o that appigg ®
Momiag Snack:  Afemoo Snack s
7. Do DU provide mansportation serices?™
o Tes- 3 No
B Vramepertabson (ool B e appdyl
Trurmpotatian tinthom lecal schonle =

B4 Trarapostatron totrom Local School

Scaaol Transpartatan To Transpoetados From
A 3cbsal A
M g —
£ Tl yan curaniby imy # rhurschar I g

% Ve 3 Mo
B Demicripcon of Cheirsener Doy dlopant Progiom {2850 chapolors max)

biah

Al 1e your progeam aquppad e carm tor childres weth spacial nesde 7™
iy Fes 6 Ho

M. ey dscilily wivsslcheme-acom ek P ®
i Fes 3 No

12, Do ol prograsacility offor therapsithe seiveses o ehildrea?™
0 e 3 Hn

13. Do you particigate in & guality rating syacem > *if
® Wea 1 Mo

14. Affilladion - Mot for Prodn™
e ® Mo

16, Walitary Child Care ™ E)
@ ¥ea (3 Ho

38



Step 4 — Curriculum

The Curriculum tab collects information about the provider’s curriculum. A provider may choose multiple curricula
from the list. If the provider is a school readiness provider, an approved curriculum must be chosen. If no approved
curricula are being used by the provider, the Provider Portal user should select “Other.” If a provider does not see
their curricula listed, choose “Other” as the curriculum.
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Step 5 — Fees & Discounts

The Fees & Discounts tab collects information about fees the provider assesses the parent. The Provider Portal
user should enter all applicable fees. All amount fields must have either a dollar amount or zero entered. If a fee is
not applicable, the amount entered must be “0.” If there are no family discounts offered, the selection must be
“None.”
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Step 6 — Hours of Operation

The Hours of Operation tab collects information on the type of schedules offered for care. The Provider Portal user
must click the checkbox next to the desired day of the week before inputting hours of operation for that day. The
default hours of operation for each day are 6:00 a.m.— 6:00 p.m. An Enhanced Schedule is available.

Facility Hours of Cperalion

1. Enhanced Schedule (sesect afl that apply)

24.noarr Care A
Cop in Care
Earv/Extended Carne
EmergencyTemporary
Exening
Full Year
Full-time:
Cernight w
Far fime
[S - rrmrarr ey P
[ Tuesday B 24 howrs 1200 AM o] 1158 P 0] 73498
Oped Closa Tolal Hoars
¥ Wednesday b 24 howrs 12:00 AM @ 11°45 Fid @ 2375
Open Close Tolal Hows
| Thursday | 24 hours 17:00 AM @ 1200 AM @ o
Qpen Close Todal Hows
|| Fnday | 24 hours, 200 Ak ] 1200 AM (5] 1}
Open Closo Tolal Hows
L] Saturday | 24 hoters 12:00 AM @ 1200 AM & o
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Step 7 — Staffing & Capacity

The Staffing & Capacity tab collects information on how many children the facility will or can care for. These
questions are asked by age group. For each care level, the Provider Portal user should enter the highest number of
teachers and children for all classrooms for each care level. This tab does not calculate staff-to-child ratios, but
stores staffing and capacity numbers for local early learning coalition review.

Staff-to-child Ratio is the number of children that an individual teacher is responsible for. To reflect the actual
ratio, the “Teachers in Classroom” column should always be 1. For example, if you have 2 teachers with one class
of 20, you should list 1 “Teacher in Classroom” with 10 “Children in Classroom” and a “Group Size” of 20. If you
follow the state mandated ratios for a center or facility, please see the example below. You can omit the age
groups you do not serve.

Group Size is the maximum number of children, by age, that can be in a single classroom at any given time. If you
follow the state mandated group sizes for a center or facility, please see the example below. You can omit the age
groups you do not serve.

Sating and Capacky

1. Saaffao-Child Ratio in Your Pregram: €8

Ty Lerwnl Teuchery in Tl Chililyen i Chepsroom Gruup Sioe €9
=12 Merths

12 = 24 Munihrs ] i ] 4

4w 8 Manlhs ] g 1] 1]

i = Al fanths 1] H 0] il

48 = &0 Menihs ] i ] ]

6= 72 Munths 1] i ] ]

In Schon ] g ] ]

Hpeodad Nands 1] H n ]

WP Class 1] H 1] ]
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[ORECTOR CREDENTIAL ALY i
DORECTOR CREDENTIAL LEVEL 1 1
[RECTOR CREDENTIAL LEVEL 2 1
BB MOMCHILD RELATED i
B EAFILY CHILDHOOD DR RELATED FIELD i
BEHANMICR DESERVATION 1
CORECTOR (NON VRE) a
GEDVHIGH SCHOOL i
EARLY (EMERGENT) LITERACY i
FOCPOECPOICCALTIAE 1
W DEGREE EARLY CrILDHCC0 1
W NORCHLD RELATED 1
RATL EARLY CHILDHODD CERT i
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Example: Child Care Center 1
This example uses the state mandated minimum staff-to-child ratios and maximum group sizes permitted for
centers.

Gener Faciy Services o Fees & DEcounts Hours ol Dpershan Staffing & Tanacty Prrarie Fay Raxes Chsumes Caenda

1. Saffte-Child Rato in Your Program §)

Care Level Teachers i Classsoam Chismn i Classroom Group Size €§
« 11 Ionihs 1 - 4 12

12 = Ed Monthe 1 [} 12

24 = 05 Momihs 1 5 1t =2

6 < 45 MomnE i L] = 1]

42« EO Monife 1 : a0 40

&0 77 Manite | ) a0

I Schol 1 ] =0

Spmcal Nests

WEK Chass 1 5 i al

Example: Child Care Center 2
This example uses more stringent staff-to-child ratios and group sizes that are smaller than the state mandate for
centers.

%, Samilie-Chile Mats in Yeur Program )
Care Levei Teachers in Clakaream Ciires in Clstiroam Graup Sige
= 18 Munins 1 3
1Z « 24 Momnths ] : 5 5]
24 = 36 Wi 1 g =]
¥ < 42 Monihs 1 : Iz 1
A8 = B Winaviie 1 e | =
&0 < 72 Manths 1
i Semool ]
Epecal Kesds 1
VPK, Chass 1

For more information on staff-to-child ratios and group sizes for facilities, please visit the School Readiness Health
and Safety Standards Handbook.
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Example: Family Child Care Homes 1

A family day care home is allowed to provide care for one of the following groups of children, which includes
household children under 13 years of age. Below are examples of how to fill out this table using the state
mandated minimum ratios.

**The group size column should never exceed 10 for a family child care home.

This example uses the maximum of four children from birth to 12 months of age.

1. Staft-to-Child Ratio In Your Program

Care Level Teachers in Classroom Children in Classroom Sroup Size €

<12 Manihes : : 1 4 .
12 = 24 Woninhe

24 < 35 Months

36 = df Koning

48 < 60 Months

B = T2 Woning

In Echoal

Special Neads B

WP Class

Example: Family Child Care Homes 2
This example uses the maximum of three children from birth to 12 months of age, and other children, for a
maximum total of six children.

1. Btaft-fo-Child Ratio in Your Frogram il

Care Lewel Teachers in Classroom Children In Classroom Group Size €

< 12 Martrs 1 : 3 3

12 = 24 Woning 1 3 q =
24 < 36 Months [ £ [ o

36 = df koning 1] [ 0

48 < 60 Mlonths [ £ [ o

B0 = 72 koning 1] [ 0

In Echoal [ £ [ o

S pecial Meads [H [H i

WP Class o . o o
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Example: Family Child Care Homes 3
This example uses the maximum of six preschool children if all are older than 12 months of age.

Staffing and Capacity

1. Staff-4o-Child Ratio in Your Program )

Care Level Teachers in Classroom Children in Classroom Group Size £
= 12 WManths o : o o
12 = 24 Bonihg 1 ' 2 2
24 < 36 Months 1 E 2 2
36 = db soning 1 ' 2 2
48 < 60 Months [ g [ o
B0 = 72 Boning 1] H 1] 1]
In Echoal [ g [ o
Special Neads [ H [ [
WP Class 0 - 0 0

Example: Family Child Care Homes 4
This example uses the maximum of 10 children if no more than 5 are preschool age and, of those 5, no more than
2 are under 12 months of age.

StafMing 2nd Capachty

1. Swaftto-Chid Ratio in Your Program

Care Lavel TFeschirs in Classroom Chitdren in Classroom Growp Sizs

< 42 Mand= 1 : 2 2

12 < 24 Monifte 3

24 < 05 Mondhs

3« df Moning (| £ [ it

48 < 50 Months 1d B i

Gl = T2 Mondhg i i it it

in Schoai 1 z B <] =
Spedi Needs il i 1} [

WP Class n i n n
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Example: Large Family Child Care Homes 1
A large family child care home is allowed to provide care for one of the following groups of children, which
includes household children under 13 years of age.

**The group size column should never exceed 12 for a large family child care home.

This example uses the maximum of 8 children from birth to 24 months of age.

1. Btad#f-ip-Child Ratio in Your Fm-grarrﬂ

Care Lawel Teachers in Classroom Children in Classrsom Sroup Size )
< 12 Manits : : 3 3
12 = 24 Waonihe . 5 5
24 < 35 Months [ £ [ o
36 = af soning 1] [ [
48 < 50 Months o g o o
B0 = T2 soning 1] [ [
In Echoal [ £ [ o
Special Needs i} K I
WP Class [ £ [ o

Example: Large Family Child Care Homes 2
This example uses the maximum of 12 children, with no more than 4 children under 24 months of age.

1. Btaff-dp-Child Ratio in Your Pm-gr.:rrf_l

Care Lewel Teachers. in Classroom Children in Classroom Group Size ﬂ

< 12 Maonihs

12 = 24 bonihe

24 < 35 Months 1 : 2 2

36 = dB soning i 4 4

48 < &0 Months 1 = El 4 =3
B = 72 shoning [ i} [

In Echoal o g [ o

Special Needs [ i i

WP Class o : o o

For more information on staff-to-child ratios and group sizes for family child care homes please visit the School
Readiness Health and Safety Standards
Handbook.http://www.floridaearlylearning.com/sites/www/Uploads/files/Statewide Initiatives/Health and
Safety/HS Handbook Facilities OEL-SR-6202 ADA.pdf
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Step 8 — Private Pay Rates

The Private Pay Rates tab collects information on the provider’s private pay rate based on unit of care and care
level. The Provider Portal user must enter in the private pay rates for each “Unit of Care” and “Care Level” offered
by the provider. Shaded cells do not permit entry. If care is not provided for that Unit of Care and Care Level, no
entry is needed.

Providers that indicate they want to complete a contract to participate in the school readiness program on the
General tab will also have a section on the Private Pay Rates tab to enter the Daily Rates for the School Readiness
Program. The Provider Portal user may edit the $0.00 amount for each “Unit of Care” and “Care Level” offered by
the provider or click on the SR Daily Rate Helper button. The Helper button will automatically calculate the rates
based on the Full Time Monthly Rates or Full Time Weekly Rates, and the Part Time Weekly Rates entered in the
Private Pay Rates section. The rates are also editable after calculation. These rates will be utilized in the
contracting process if the provider enters into a School Readiness contract with an early learning coalition.

NOTE: With Release 3.5, School Readiness providers must now answer a question regarding the family’s
responsibility to pay the differential between the Approved Reimbursement Rate and the Private Pay Rate.

Private Pay Rates
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Step 9 — Closures Calendar

The Closures Calendar tab collects information on any days the provider will be closed. The Provider Portal user
will select all closure days for the provider. Once selected, the date will change from white to blue. The local early
learning coalition may define reimbursable holidays for the School Readiness program, which will be shaded gray.
When a provider closure date and a coalition-defined reimbursable holiday are the same, the date will be shaded
dark blue. A Provider Portal user does not need to include Saturdays and Sundays on the Closures Calendar if
services are not provided on those days.

NOTE: Actual reimbursable holidays will be selected during the contracting process if the provider enters into a
School Readiness contract with an early learning coalition.
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Step 10 — Documents

The Documents tab allows the Provider Portal user to upload documents for the local early learning coalition to
review. Based on provider answers in the provider profile, the Documents tab will display types of documents that
may be uploaded to support a contract to provide School Readiness or VPK services. Users may enter up to five
documents for each document type. Documents uploaded in this tab will also populate in the Document Library
and will be utilized during the contracting process.

Supporting Documents

Certificate of Accreditation

Upload Document...

Certificate of Licensure

Upload Document...

Private Child Care Pay Rates

Upload Document...

IRS Form W-9

Upload Document...
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Step 11 — Review
After reviewing the information for each section, the Provider Portal user must click the Next button to continue.

Click the 4+ to expand and the = to collapse each section below.  Click the m to navigate back to that section.
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Step 12 — Sign and Certify

To submit the Provider Profile, the Full Name must exactly match (and is case-sensitive) the name entered on the
Manage Users page. The Provider Portal user must then check the “Check box to certify by electronic signature”
check box and click the Submit button.

licin fried Submiial

By =igning this form | cerlify that:
= | have examined this applisaten and, 16 the BSSt of my Encwisede and balies, e information provised is e and sormect.
= [fany ot the msormation lted changes, | underatand Btk | mustiog into my provider portal accoum and update my infsrmation within 14 days of the changs,

» | undarscang tat my proyider profie informaton will be sharad wit dw Degarimest of Chidron and Famites, Stfles of Ghild Care Reguliton. for ingusion in the CARES syssem.
= | alwe under=sand that it | make changes prior ko the coakbon approving them, | may b= out of compliance with the requirements of the ¥FE and or R programs.

f Authorized Electonic Sigralure:

Ful Mame:

'm:k 2oy o carify by secimnic sigrahes

Sl tha e, WIREIT

Once the Provider Portal user submits the Provider Profile, the following page will display:

1> You Have Successfully Completed and Submitted your Provider Profilel

Your early learning coalition will process your profile.

Please check your email for important information about your profile.

You can click on the button below to return to the home page.

4 Retum to home page

The Provider Portal user should then find the email sent by DONOTREPLY@oel.myflorida.com.

Helba Jim | sohefor

The previder profle vou completed for Jim's House of Learning 2 wes submitted successhlly. You will receie an emal thal will nodfy you how o procesd afler your provider profile is reviewsed and processed by vour lucal earky leaming
coaltian

ELC of the Big Bene Ragion
) HT-a030

it ifvwewras clcbigbend ang'

Please do not reply to this message. Replies to this message are routed to an unmonitored mailbox. If you have any questions, please contact your Early
Learning Coalition at the number listed above.
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Managing a Profile as a Provider Portal User

Provider Dashboard

On January 1 of each program year, a button will appear next to the current program year that will allow the
Provider Portal user to migrate all profile information from the current program year to the next program year
(except Closures Calendar dates). To migrate profile information to the next program year, the Provider Portal user

will click the button. In this example, the provider is migrating profile information from the 2018 —
2019 program year to the 2019 — 2020 program year. All information from the 2018-2019 profile will migrate to
the 2019-2020 profile, with the exception of the Closures Calendar. The provider can also skip a profile year and
still be able to create a profile for the current year. For example, the provider had a 2017-2018 profile, but skipped
the 2018-2019 profile. In order to create a 2019-2020 profile, the provider will go to the 2017-2018 profile, click
the Create 2018 button, then go to the 2018-2019 profile, and click the Create 2019 button. The skipped profile
2018-2019 can remain Incomplete.

Florida Public School C Profile 2018 - 2019 Program Year-l

© Request Assistance
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After a provider is active, a Provider Portal User can edit the Provider Profile, by clicking the Profile dropdown
menu and then clicking the Provider Profile button.

ﬁ Home Business - Profile - Contracts - Enroliments -

Provider Profile

Provider Portal users can manage School Readiness and VPK contracts from the Provider Dashboard.

Business ~ Profile - Contracis - Enrolimenis -

Manage Contracts

52



Provider Portal users can manage School Readiness and VPK enrollments from the Provider Dashboard.

s e ]
Profile =  Comlracks = Enmaments = Afendance - Contracts =  Enfolments =  Afiendance =  Documents =
hianage WI'E Enroliments k haanage VEK Trmlments b oy eanchanges Frisdment

Manzge SR Enrtments  k - laanage SREMRIMEL: b 5y File Upioad '

Conlracds = Enrilments = Allemdire: - Linczime s -

|E

Profile = Contracts = Enroliments = Alteniance. =
Banage WK Enmiiments ¢

Manage YRR Enrolirmenils » - Banage SR EMAImCnts ¥ oo capnliment Requesis H
View'Fial SR Frnalinenls

KManage SR Enmllments.

|

| | Mo mcssages o ospl

Provider Portal users can manage School Readiness and VPK attendance, as well as view reimbursement details for
paid attendance rosters, SR Reimbursement Rates, and Temporary Closures, from the Provider Dashboard.

Frwritnisits - Allenigans - Irinreigs -
Manags VPK Atlend2nce p

Manags SR Allendance m
Reimauisemean el

SH Reanburstsren Ralass sasages

lemparary Closures

Provider Portal users can click the Documents dropdown menu to access the Document Library Management
function and view and upload additional documents for coalition review.

Enrolimenis - Altendance - Documents =

View/Update

Broadcast Messages
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Managing Contracts

Provider Portal users can view contract statuses and edit/download contracts through the Manage Contracts
function.
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Managing Documents

Documents can be added to the Document Library for coalition review. The folder list within the Document Library
is standard for all providers, but coalitions have the ability to re-name or add new folders. Documents uploaded to

the Documents tab of the provider profile will also populate in the Document Library; however, documents
uploaded to the Document Library will not populate in the Documents tab of the provider profile.

Viewing/Uploading Documents
To view or upload documents in a folder, the provider portal user will click the View Files or Upload New File
button, respectively.

Document Library Management
Faolder List
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Document Library Management

Change Falder: Cantracts e

Total Files: Diat Craated: 126116
Folder Detail - Contracts
Filer Marue: vkl Crabes Liploadest Uplcaded By

Hinala jag 1207208 ledhaiiar meanisiipma! som
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Add New File

Select a document to upload.

+ Select the folder from the drop down list to which you would like to upload a file to.
+ Click the Browse... button to browse your documents and select the one that you want to upload to the folder.
+ You may give a description to the file you are uploading.

Upload file to site: Jim's House of Learning 2

Select Destination Folder # Contracts v

Select File %

Attach your document.

Click the Atiach Selected Document button below to upload the selected document to your selected folder. This will
upload a copy of your document and store it in the chosen folder. The upload process may take from several
seconds to a minute, depending on the size of the document and the speed of you internet connection.

Attach Selected Document

Cancel
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Provider Portal users can move within the Document Library by clicking the Change Folder dropdown menu. Files

can also be renamed within each folder by clicking the Rename File button.

Document Library Management

Change Folder: Conbracls b

Todal Filas- 1 Date Created: 1002520796
Folder Detail - Contracts

| ile Mame | Fevdamilinat [ hate | ipbsded | ipiaaded Hy

Koeala.jpg m 12073096 ischelter Mivwarisfignsd com

Enter the new file name in the New File Name field and click the Save Changes button to continue.

Rename File

Select Folder: Contracts hd

Select File: ‘ Koala jpg hd ‘

New File Name: | |

Cancel Save Changes

Archiving Documents
Click the Remove button to remove a document from the profile documents screen and archive it in the

appropriate Document Library Management folder.

e

Profle 2020 - 2021 Program Year m Current Status: Pending Update

© Grguast Msatarrs
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Document Library Management
[ (raa))

A Frequently Asked Questions pop-up message is available for the Provider Portal user. Contact the local early
learning coalition if additional help is needed.

Frequently Asked Questions

How do | create a new folder?

A Folders can only be created by your Coalition. In case you need to add files that cannot
be assigned to one of the pre-defined folders please put them in the 'Miscellaneous' folder.
Call your coalition for further information.

How do | upload files to a folder?
A Click 'Upload New File’ button which will open a dialog box that allows you to upload a
file to a folder you select.

If | misspelled a word when naming a file, how can | correct it?

A: Files can be renamed from the 'Folder Detaiis' screen. Click on the "View Files' button to
navigate to the ‘Folder Details’ screen, here you have to click on the 'Rename Fiie' button
that would open a dialeg box that allows you to select the Folder and the files within it that
you wish to rename.

Note: You can only change the name of an existing file and not its type or extension.

What format does a document have to be in to be uploaded?
A Any of the following formats are permitted: .bmp, tiff, .pdf, .jpg, .gif, .png. .doc, .docx, .txt

Is there a size limit on the documents to be uploaded?
A Afile's size cannot exceed 2MB.

Who can | contact for technical assistance?
A: Please call your coalition office for any further assistance. Ga coalition map

How can | reduce the size of my document?

A To reduce the file size of a PDF, print the file using Adobe PDF as the printer, select the
smallest file size option under the Default Settings menu and click OK on all open dialog
boxes. The PDF is then converted to a smaller file. Upon completion, save the new file.

Close

58



Provider Contracting

NOTE: Provider contracts are populated by information in the Active profile. As a result, the profile is read-only
once the contract status is Initiated, Incomplete, or Submitted. If any changes need to be made to the Active
profile after a contract is initiated or there is an error found in the profile once the contract is being edited (the
contract status is Incomplete), contact your early learning coalition.

Jim's House of Smarties Profile 2019 - 2020 Program Year Current Status: Active

0 Haquedd Mesdmace

Read Only Mode
This sk b hichad of 0 S0 2000s2e 0 CONTOn 2 cumonty Bonding, M prafi chasges '@ 000iod fed 16 Conrol, piiast o te cediion

SR Contract
After the coalition has initiated an SR contract, the user will navigate to Contracts > Manage Contracts from the
Provider Dashboard.

|

A& Home Business - Profile « Confracts - Enroliments -

Manage Contracts

The Manage Contracts page displays. Click the Edit button for the initiated OEL-SR 20.

= Mansgs Contracts

aliwy| 10 A el O Clear All Flers: L e

Comtract Type ot gnirac Veew
o IF | Contract 3 Contract
Flleer Filtes Finer Filter Filter Flleer Elleer Filter Filer Flleer Firter
7580 3R QEL-ER 30 LLE qizrianzt THEea 203 - 222
n s HH FEL-ER 20 Certfe At m 1A AFD A
Shewsing 110 2 of 2 enlres First | Prosdoes n Heat Lasl
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Provider Eligibility and Notification
After clicking the Edit button, the following page displays. Review the options in the dropdown menus and update
the provider representative information, if needed.

School Readiness: (5R) Conlract Redurn far Edt Fresiew Conlract

Provider(s):

Learhy Canter

II. PROVIDER ELIGIBILITY

ez s s s B Sl 8
lIl. PROVIDER RESPONSIBILITIES AND SCOPE OF WORK

1nan IFappieahie, does she mbgisie FROVEIER persuantin pasagrap® & slect 3o pariicizas in the Contracted Bots Frogram? 8 | Selad =
X|.NOTIFICATION

E{E ] The represenixies for PROVIDER for the purpoess o dis I:qfﬂm:tll!_:':.gp_lrh_ _'_ % whn can he coniacsed all-—_orh:;l-n:d at

fEomal oare
SIGNATURE AUTHORITY
Galars af sipraiure yusharty canddanes that apphy:
e

£ Pravins Slen m

Provider Responsibilities and Scope of Work

If the provider is eligible to participate in the contracted slots program, the provider must select if they want to
participate in the program. If the contracted slots program is not applicable, the option to participate in the
contracted slots program is not displayed.

If this question is displayed, make a selection, then click Next Step to continue.

Schood Resdinezs (SR} Comiract Reshurm for FdE

Pravider{s);

Lo ey

Il PROVIDER ELIGIBILITY

122 The Coaiden pancipaies b Tz Carimcte S Frogrm | o -
[Il. PEOVIDER RESPOMSIBILITIES AND SCOPE OF WORK
[[E5Y IFappivabos. doas mip ¢ipile PROVIDER, pursuamm 3o parapmeh §, ekos w pandoipace: in 16 Sorrmard ghoos Frogram # [Fr «
FLNOTIFICATION
wim = The reprzsemadse for FROVIZER for the purposes of this Sonsrmet is | fngedz 4wz can be conteied ac! o 3y arsall ar
L Lom
SIGMNATURE AUTHORITY

Zeher ¥l skpnahire authortty cansldares hat appiy:

Bzt =

£ Previois Bap
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Signature Authority

Providers must designate all users who are authorized to sign the SR contract for the listed provider(s).
Provider portal users who have full permissions to manage SR contracts are included in the dropdown.

NOTE: Users who also have coalition portal access (e.g. ELC, RCMA, and DEL users) are excluded from
the list as authorized provider signators.

Click the dropdown field to view all provider users who are eligible to electronically sign the SR contract.
Select all users who should have authorization to sign the contract for the listed provider(s).

NOTE: In order for the user who is currently editing the contract to be able to electronically sign, their
username must be selected.

When the authorized signator(s) are selected, click Next Step.

Schonl Readinass (SR} Gonlact Rehum for Edk

Provider(s):

Lzaming Cetlzr

[l. PROVIDER ELIGIBILITY
;: ":;-I_:I'urlll I'i:;'l';:nl :'-.:I:::-; -:'I:::III'.- ID-E-‘. :-I;'s:r'n.' S reted Boor Frograme Y
[l PROWIDER RESPONSIBILITIES AND SCOPE OF WORK
130, IFappirahie, dnes the sigils FROVIOSR, 5 42 parag B slecd o pare in fha Comocied Sl Program= # [T ]
KLNOTIFICATION
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anraloem
SIGNATURE AUTHORITY
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Exhibit 1: Program Assessments

After clicking the Next Step button, the Exhibit 1 page displays. If the provider is exempt from program assessment
requirements, the provider must select if they want to waive the exemption. If the provider is not exempt, the
option to waive exemption is not displayed.

School Readiness (SR) Contract Return for Edit Preview Contract

Exhibit 1

Provider Name:

PROVIDER ELIGIBILITY

The COALITICON has determined the PROVIDER is exampt from the program assessment requirement pursiant o Rule 6M-4 740, FAC

The PROVIDER waives the PROVIDER'S exemption and agrees to comply with requirements of Rules SM-4.740, F.A.C. # [Seiectv |

NOTE: If the provider is exempt from program assessments and selects “Yes” to waive the exemption, the contract
will be sent back to the coalition for review.

& Confirr

Haair b sl Uit you sl o wane e Soaders soenplon
I o assesmenls, The oozt st o beravicesd by
e Corafizion Bedare pau imay canlinue. CHekng *ves® vall send Te
Coeract back 1o B Coslimon. You will ol De signing ar agrasing o
any lerms by pertomreng 1his acticn

EHx i wash 1o mend e o] S e Cnalban o e’

The Composite Program Assessment Score displays under Provider Eligibility. If the score is greater than or equal
to 5.00, select whether the provider wants to waive their biennial status and receive an annual program
assessment. If the composite program assessment score is below 5.00, the option to waive biennial status is not
displayed.

Rebarn for Edit

Exhibit 1

Praylder Mame Leaming Ceater

PROVIDER ELIGIBILITY
The COALITICA o delomiad e FREVIDETL (5 Smmpl o N0 pResram 25525 ne e uUiPced] pursuan s M S 23l a
Cmnped A S Secerraer ] Sonan L8 S0

The FROMVDER walves tha PROVIDER S bRnnia Staius Ind AFees 10 Faoalve an Stnual Droran assasstest pUruant o AUk 4M-4 740, FA.C. & Sckow
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Exhibit 1: Child Assessments
On the Exhibit 1 page, select if the provider elects to conduct child assessments.

Hehum for Edit

Prey

Exhihit 1
Pravier Name Leamng Cemter
PROVIDER ELIGIBILITY
T LA T 10 7 QTR T Ll LS 15 220 00 0T 100 INVRTAT 55 i IRy R o] Porshiant o | i 54, 0l F L
O S S Foe (800

T FROV-DER wiives the BROVIDER S pkinfla SEI10E 208 34rees 10 Foalee a7 SN 06 s a55a55H et pLESUDet o RUK GH.C 740, FA.C. &

PROVIDER RESPONSIBILITIES AND SCOPE OF WORK

t*m chid axzsxamarm ditwranbal
& e
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If “Yes” is selected, a pop-up message appears for the provider to confirm that they have/will upload the reliability

certification.

@ Contrm Grile Assassmenl

ol azlodind s talnd e pou vt o Imzkcrentcriid
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If the provider selects “Yes” to conduct child assessments, select a child assessment tool. Click Next Step to
continue.

Schoal Readine L= Rebain for Edil

Extribsit 1

Provaicer kame: Leamning Cenler

PROVIDER ELIGIBILITY

The COALITION e telentins] e SRCACER ressmnol i e gy an s ehpement arsan] rRsle oW 740 DA G
CIMEIERE TN T RSSO ST BT gD

The FROWIDER aaieex e PROVIOER'S ienmial slatox ans sgrese 5o receys an anrual pmgrem acescamam purcean & Ruls SR-1.740, F.o.C g -

FPROVIDER RESPONSIBILITIES AND SCOPE OF WORK
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Exhibit 3: Quality Improvement Plan Selection
After clicking Next Step, the Exhibit 3 page only displays if the provider is required to participate in a quality
improvement plan. Enter the user’s initials in each box that has a check mark, then click Next Step to continue.

Fax=itvk % Qeably Iepmyanant Plan Sakactioe

Sueclice Shutugry Lhsizinpiamn [estmmary)

Frecader Inklle coalTioH approved strplegy Daszrpdan insuded h GIF Hibos

Teacher

Harmsin

Frovtier Inbak: cosgag Cazching Wists Each sshedier sassrzom wil parkzipmis in 30 houss of certites coasiing crodded o T2 ELC o Be deiegals

Tewaey

(1 ARS Grein Daarhisq IDAN] Pach salketss ndnese oo sl eoms s sibar Ha SR Pl 34 hair coame o e GG et Todelar 7 hour
lowcmar Dy sturan puaded Sy Be COALET I G ut ihe dekeguiia SUC Sctichal

Euit srkecied andicanbiodn m swoceaslely sompkle bz Baly Gl ranieg S udis oo by e
ELS. Caures ozbons [rdhace fakdrg an oelne carrse alone, wih TA caaching suzspar 310700 2% a reemizer of 2 COALITOR-
i sarad Cammcnty o Fracio

Erovader Inplyle. T2 CRizhasd Tramrg Sonem
JEGTS: Sounins
Teauer
Hiarieing

Froider [nilak F0000s af lAEET o OEL
spzitd amiry

Fach sakicies oo sl rmgs e or end sazcrmully eompisls X hoocs of lamabonsl Areceakon fro
Cothiving Beueation & Traniag (SCET) 2paitved 0 rag Lo ohar SEL-Sgmieaed SEU braining) 2iovidod s Mz ELG
fredt delarrs

[E
Harieini

Each sakecied meinucoednector shall reghter n the Flandz Ezrly Care 2na Edusalion Praksskadl Deveopment Reg sty

Fiedder etk gy
marArTie 1 s el raeskanmaT] [ i BT s el ard eoer et the raci e peerrane e akinn Ina rateer Ty

kAl Durec bzt

sk i
Harieis)

65



Exhibit 5: Provider Reimbursement Rates
If the provider charges an annual registration fee (Profile > Provider Profile > Fees & Discounts), the following
page displays. Select the annual fee details, then click Next Step to continue.

NOTE: If “Month” is selected, another dropdown field appears for the provider to select a month. If “Other” is
selected, the provider must provide a description.

Schaal Readiness (ER) Conract Return far Edit

Exhibit 5: Provider Reimbursemeant Rates

Provider Maire:

IF FROMIDES, changes = regsiralion fee olsase check one 2t oovals e amoum. £ 51 N
DO e lans Tea et mraobimen|

Eamustr #

Uoon Enmilent

O Tiner Deszring Wl
Ciher

Exhibit 6: Holiday Schedule

After clicking Next Step, the following displays. The dates are based on any coalition-defined holidays and the
closure dates from the profile Closure Calendar.

If fewer dates are listed than the coalition maximum total paid closure dates, additional provider holidays can be
added to the holiday schedule exhibit if applicable. Click the Edit button on the holiday table.

Schond Resdiness {Sh) Contract it el = Provicw Condracl

Exhibit & Holiday Schedule

ProviderMame: @—
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After clicking the Edit button, a pop-up window appears with an editable holiday table. On a blank row, enter the
holiday name, then select a date from the dropdown in the Date column. Duplicate dates cannot be used. When
done editing, click Save. Then, click Next Step to continue.
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Preview Contract

Prior to executing the contract, click Preview Contract to view the contract. This allows the user to view all the
information input into the contract and exhibits from the profile. Information added by the coalition and provider
should be reviewed as well.

B Foim QEL SR 20

STATE OF FLORIDA
STATEWIDE SCHOOL READINESS PROVIDER CONTRACT
FORM CEL-SR 20

o, EXECUTION OF CONTRACT a

Sagrnlure of PreaigantVice Presiaenl Secrtary CECen GwnenPrnsipalar

Other Authorzed Repressntative FLhme
| By Electronic Signature

Titie Cate

Froviger's Addrional Signatory (I requened by the Frovider] Print Hama

0 By Elecronc Sgralure

EH‘ Bars

COALITICN has caused Ihis Contract 10 ba execubed 85 of the dale & 1arth in Paragraph 1

Eignature of Authorzed Ceallion Rep Print Mame
By Electronic Signalure
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After clicking the Preview Contract button, the following displays in a new browser tab.

<] <N g2 > =] I B 100% - ]

STATE OF FLORIDA
STATEWIDE SCHOOL READINESS PROVIDER CONTRACT
FORM DEL-SR 20

L PARTIES AND TERMS OF CONTRACT

L Parties. This Conlract 13 moade and eotered oo tes _ Lag day of _July |, 2022 by amd

henwesn the Farly Learnicg Coalrion of Connty (herein referred 10 as
"COALITION™), and SR T LEARNING CENTER, INC,
doit busmess as (if applicable), Lenming Center  (herzin

referred to as “FROVIDER ), vath s prncipal offices located at
ad e provider physical site addresa (if the single site
proevider physecal site address o different from prnincipal office address) located at

a. Mulitple Public School Locatwns. [EFROVIDER 15 @ school disizict executing a smele
Caonrraer on behalf of mulnpls public school School Readiness (5R) Program
FROVIDERS, a list of thex names and thew physical addresses are meluded in Extub 1:
PROVIDER Locanon List. Thercafics, PROVIDER shall irclude cach locatien lusted @
Exhibaz 1

h. Alultiple Private Lacations. [f PROVIIDER = execuming 2 single Contract an hehalf of
muluple prvate 3B PROVIDER sites wathun COALITIONS seavive arew, u list of then
namnes and their physical addresses are inchaded in Exhibit 1: PROVIDER Location List
Thereafter, FRUOVIDER shall meluds each locaton hsted m Bxhibet 1

e Tdentification Number, Tnsert FROVIDER's [%] BNV or [] 553 heee:

PEROVIDER = EIN {Employer ldestifization Mumber) ar 858 (Sacial Securiry Numhber) =
reguested m accordanee with as. 11007 103Ma)2 and 119,082, F5. fon use m due seconds
and data systeme of the Divizien of Early Learning ard COALTTION. Suhmission of
PROVIDER. s EIN or 55N 15 mandatory. FROVIDER s EIN oo 55N wall be used foc
procesana pavenents 1o FROVIDER as an SR PROVIDER, for reporting thoss paymetits
for federal tax purposes, and tor routine Wentificanan. I£ FROVIDER completss Exhibat 1
Listityr muliiple locarions with muliple EDY aumbers, this parageaph may be left blank,

2. Purpose, This Contact is designed 10 ieform PROVIDER. of the requaements of palicipation

i the ER Program Pavment is not comveyed to PROVITYER thronzgh this Contract Tnstead
PROVIDEE. must astes to comoly with the tenmns and conditions of this Contract m ooeder 1o
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Contract Execution

To electronically sign the contract, check the By Electronic Signature checkbox.

NOTE FOR PUBLIC SCHOOLS: If a school board or school district needs to manually sign a contract, the contract can

be downloaded as a .pdf and printed. An authorized representative should electronically sign and submit the
contract.
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After clicking the checkbox, the following message displays. Enter the Title of Signator, then click Yes.

NOTE: The Title of Signator is not the provider’s name, but the business title, e.g. Owner, Director, Principal.

€ Form OEL-SR 20 Electronic Signature

You are about to electronically sign the Form OEL-SR 20

Title of Signator; ¥ | |

Click "Yes" to confirm your electronic slgnature,

¥rs canczl

After clicking the Yes button, the electronic signature of the signatory, printed name, title, and the date/time will
populate, highlighted in yellow. Click Next Step to continue.

NOTE: The electronic signature and printed name of the user is based on the user who is logged on to the portal.

Please ensure that the proper user is logged on to electronically sign the contract. If the incorrect name is used for
the electronic signature, the checkbox can be un-checked.
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O Form OFEL-VPK 20 Electronic Signature

Youare about ta remowve your signature from the Foom OFL-VPK 20

Click *Yes" to continue.

B -

STATE OF FLORIDA

FORM OEL-SH 20

STATEWADE SCHOOL READINESS PROVIDER CONTRACT

. EXECUTION OF CONTRACT

- evectoni S ——
i e of F F Y
Other Awthorized Representa Frint Hame
B By Elecimnic Sgnanre
Owner A0 1:00:34 FM

Tite Date
Prowider's Additicnal Signatory (i required by the Provider) Print Hame

By Eleclionic Sgnanrs
Title Dats

COALITION has Caused this Contract ho be executed a5 of the date sed torfh in Paragraph 1.

Signature of AuThorizes Cosssian Repressmtative Prird Name
By Elsclonic Sgnatas
Titie: Date
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Contract Certification

After clicking the Next Step button, the following page displays. Enter the full name of the user who is logged on,
title, and click the Certified by electronic signature checkbox. Click Submit.

I accredome witn. B0 B3 D). F 5. PROVIDER bas copaed thas Coneart o b ssscuted e of He dats et forih i Foregeaph © By wignnp bskrw,. PROVEDER Bestry conifies e PROYIDER o ol oo sncesiond Bis Conres
PRIACED cortlien thont alf arlsrmarion prowkiod o e and tomect and agress i i weith Fhee e y of e Sochosl Rediomss Drogeram inchding. bt not i=vind o e requeirsments of foby Comtact and sl Exhibste-anil
nuthericed atiacthmeris. shnll ook = comectrer scion. wathholding of ks o0 ol by Coniepct at e dinceebion of COSLITICN, m acoordace with Sectian X
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By signing this form | certify that
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# | hiws eoussimmind This contiact and, 1o e bisi of my Koowhees and talial, e lefoomition providad
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S Bl

= by airthvod e b sign and Rind S st farry b e contrace.

Subwmll Contract
& Full lame
- Tk
- h'r plerirnm sigraiune
Canract moe dais WEQDD

After clicking the Submit button, the following message will display and an email will be sent by
DONOTREPLY@OEL.myflorida.com.

o il v Successiuly Complesd, Sgned, Cerbfied sl SubimiBed your Stalewite 57 Praviter Contct!

¥our earty lmaming coalibson will review and process your contract,
Pleéase check your emall far important infarmation regarding your soniract.

ol ek e (e Dl bestow do retanm (o voor benees pespe

A R b b pag:

Statewide SR Provider Contract Submitted  ses o AN

OELTestSystems OELTeatSymmmmidont myforda con ¥\ sevmyfood 1045 PM (27 minisos 2g0) - -

Hello Jim Lodbetter.

The Statewide SR Proviser Contract (Forms OUL-GR 20, 20/FFIWLE/L) you submittas for
Jimini & the Monitor nas been deffvered to the ELC of St Lucie, The cantract wil be
reviemed and you Wil recetve an emal with further netructons,

Remember, you must zeceive 3 copy of the Statemde SR Provider Conkract signed by the
cusition before receiving puymiart or baginfeng SR classes.

Thank you,

ELC of 5. Lucie

[772] S85:642%
LN TS L

Plaase do net reply 1o Ihis message, Repls O tha meisage e reuted 1o an
unmenitored matbor, Tf you have guestions, plesse comact your sary leamning cosltion
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Navigate to the provider manage contracts page (Contracts > Manage Contracts). The SR contract will have a
status of Submitted for the coalition to review.

[ Eprmsinmian
Thipee o Cisiiriaed Cunlict Raima 5 Lt Uil | Cinmiract Etinctivu D o

Fitkes - Files
. TE0 SR CEL-SH 20 wTn [ 1hev | TR 2001 - AiE

u T SR CEL-BR 20 Certied ST ST 2020 -

Shawing 1422 o1 2 anirles Fd | Perdeln . | ol
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VPK Contract

After the coalition has initiated a VPK contract, the user will navigate to Contracts > Manage Contracts from the
Provider Dashboard.

OFFICE OF

Early Learning

LEARN EARLY. LEARN FOR LIFE.

A& Home Business ~ Profile « Contracts ~ Enroliments ~

Manage Contracts

The manage contract page displays. Click the Edit button for the initiated OEL-VPK 20.

2 Manage Contracts

Shres h BTy Search
Coniract Ty psa of Cantrct Last Winw | Termmagcn
{ 1n} II' Contraci FMaimaa Coalibon Stabus Updaxted | Action Contract Eftective Date | Date
Fiftar Filtar FHbar Fiftar Fifer Filimr Fuitar Fiibar Filtar Filoar Fiftdr
n fial et WER [IFL -YPE #0 m e LA P D | bl ey s
75320 == OEL SR 20 Certiled L7021 m ity 202 2029
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Compensation and Funding: Advance Pay Options
After clicking the Edit button, the following page displays. When the user’s pointer hovers over the dropdown
fields, a tool tip informs the user that the advance payment selections will apply to all sites on the contract.

Select an Advance Payment Option for the school year and summer programs. Click Next Step to continue.

Volunkry Prekindergarien [VPE) Condrac Pravizw Contract

Provider{s):
VIE COMPENSATION AND FLINDHIRG

Wilan Advasce Pagment Opton
Setioot Yazr Fragram

Hpecdon apalizs o any-ohe Mcuses o cosiract

Penci gy Yoo ik ool PInakm s Teq iy Tk advance pavirars docdon alecta al sies an the
Fummer Progrem conbadt Fats 500 3 ke proddar and vau
sefottion dois v appk: 10 al shas o he cantract

tomisct
onlack pour CedkFon 1 Eomane hisd alela] Yo ihe
AEARIE TR b SO en s R i) o Rt & focardic comracl il reod W ke cuesuied
farmie pressdar shels) 1at oz removdd from i
zoAlact

£ Fravious Step

School Year Program

Select

PROVIDER elects to receive monthly advance payments for the school year program.
PROVIDER elects not to receive monthly advance payments for the school year program.
PROVIDER does not intend to offer the school year program.

Summer Program

Select

PROVIDER elects to receive monthly advance payments for the summer program.
PROVIDER elects not to receive monthly advance payments for the summer program.
PROVIDER does not intend to offer the summer program.
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Exhibit 1: Provider Location List Attachment
After clicking the Next Step button, the following displays. Select the School Year and/or Summer checkbox if the

session is offered. Click Next Step to continue.

Voluntary Prekindergarten (WPK) Contract

Exbubai 1 - Proveder Locahon List Attachment

Emgloyer D Qffcial Use

Lacanien
Mumbar Locaban Legal Mame  Doing Susiness As Physical Addrass Mumbaer|{ElN| | School ¥ear  Sumimar only

Mext Step ¥

Preview Contract
Prior to executing the contract, click Preview Contract to view the contract. This allows the user to view all the

information input into the contract and exhibits from the profile. Information added by the coalition and provider

should be reviewed as well.

12 Fonn DEL-WFH 20

STATE OF FLORIDA
STATEWIDE VOLUNTARY PREKINDERGARTEN PROVIDER CONTRALT
FORM CEL-VPH 20

L . -
Preview Conbraci

X, EXECUTION OF CONTRACT =

Slgnacure of President'Vice

Prazident/Secmetary' OficerDwmenPrinzipaliar Other Avtharfzed Prinik Mama
Represeniative
O Dy Chechioric Sigrasire
Title Dabs
Frirt Mame

Provider's Addiional Slgnatory [If required by the Provicer|
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After clicking the Preview Contract button, the following displays in a new browser tab.

of 10 > O ® 100% v =

Fa
et
-

STATE OF FLORIDA
STATEWIDE VOLUNTARY PREKINDERGARTEN
PROVIDER CONTRACT
FORM DEL-VPK 20

L PARTIES AND TERMS OF CONTRACT

1. Parties. This Contract is made and entered into this _ lst dayvof _July  20_22 _byand
between the Early Learning Coalition of _ TAITAHASSEE  (herein referred to as
“COALITIONT), and _ KIM TEST PROVIDER _ (doing business as, if applicable) _ Kim's
Test Daveare #3  (herein referred to as “PROVIDER™), with itz principal office located at __
2305 HOME CT TATTLAHASSEE FL 32303  and 1ts provider phyvsical site address (1f the
single site provider physical site address is different from principal office address) located at __
1835 N MONROE ST TATLAHASSEE, FL 32303 .

a. Multiple Public School Locations. If PROVIDER is a school district executing a
single Contract on behalf of multiple public school Voluntary Prelkindergarten (VPK)
Education Program providers, a list of their names and their physical addresses are
mcluded 1n Exhibit 1: Provider Location List. Thereafter PROVIDER shall include

each entity listed in Exhibit 1.

b. Multiple Private Provider Locations. [f PROVIDER 1z executing a single Contract
on behalf of multiple private VPK provider sites within COALITION s service area, a
list of their names and their physical addresses are included i Exhibit 1: Provider
Location List. Thereafter PROVIDER. chall include each entity listed in Exhibit 1.

c. Identification Number. Insert PROVIDER'S [] EIN or SSN
here: _ TESTI111

PROVIDER s EIN (Emplover Identification Number) or S5N (Seocial Security Number)
is requested in accordance with 55.119.071(3)a)2. and 119.092_ F.5 | for use in the
records and data svstems of the Department of Education and COALITION. Submission
of PROVIDER s EIN or SSN iz mandatory. PEOVIDER s EIN or SSN will be used for
processing payments to PROVIDER as a VPK provider, for reporting those pavments
for federal tax purposes, and for routine identification.

2. Purpose. This Contract 1s designed to inform PROVIDER of the requirements of participation
in the VPK Program. Payment iz not conveved to PROVIDER through this Contract. Instead,
PROVIDEE. must agree to comply with the terms and conditions of this Contract in order to be
eligible to participate in the VPK Program. This Contract 1s to engage an eligible provider to
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Contract Execution
To electronically sign the contract, click the By Electronic Signature checkbox.

NOTE FOR PUBLIC SCHOOLS: If a school board or school district needs to manually sign a contract, it can be
downloaded as a .pdf and printed.

STATL OF FLOHIDA
STATEWIDE WOLUNTARY PREKINDERGARTEN PROVIDER CONTRACT
FORM OF1LVPK 20

XV, EXECUTION OF CONTRACT a2

signature of President/Vice President'Secretary/Office mOwner’Pancpalior

Othar Authorized Representatve Friatime
L By Elcctronic Sgnatuna

Titie Date
Froveder's Addimonal Signatory {If required by the Frovider) Frint Kame
I Ry Flechmnic Sigraiue

Titie Date
Provider's Additianal Signatory (If required by the Provider) Brint Name
[0 By Elechomc Sgatue

Titse Date

COALITHON has caused this Contract to be executed as of the date set forth in Paragraph 1.

Signature of Autnonzed Coalltion Represantative Print Rame
By Electranic Signature

Thtbe Date

After clicking the checkbox, the following message displays. Enter the Title of Signator, then click Yes.

NOTE: The Title of Signator is not the provider’s name, but the business title, e.g. Owner, Director, Principal.

© Form OEL-VPK 20 Electronic Signature

You are about to electronically sign the Form OEL-VPK 20.

Signature Title for Form OEL-VP

Title of Signator: % | |

Click "Yes" to confirm your electronic signature.
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After clicking the Yes button, the electronic signature of the signatory, printed name, title, and the date/time will

populate, highlighted in yellow. Click Next Step to continue.

NOTE: The electronic signature and printed name of the user is based on the user who is logged on to the portal.
Please ensure that the proper user is logged on to electronically sign the contract. If the incorrect name is used for

the electronic signature, the checkbox can be un-checked.

O Form OFEL-VPK 20 Electronic Signature

Youare about ta remowve your signature from the Foom OFL-VPK 20

Click *Yes" to continue.

B -

ETATE OF FLORIDA
STATEWIDE YOUUNTARY PREKINDERGARTEN PROVIDER COMTRACT
FORM CEL-VFE 20

. EXECUTION OF CONTRACT

- [ ] . .

Signarune of PrasidentVice Prasden D Secretary Ofoer O [ Prio cpalion

hir Kulerided Reprasestalig Pt Hams
W By Becrosi: Signaleng
Chfsei’ ABEE 101 0E P

Tiile L)
Prowisars Additienal Sigaaiony (I eguined by the Provedin) Pl e

Hy Bcrsic Sgnalerg
Ttk Date
Prowisars Additienal Sigaaiony (I reguined by the Prosedin) Pl e

Hy Ecisic Signalerg
Tiile L)

COALITION s cawsed this Conlract fo be mxecuted 2= of the dals 5= forth in Paragraph 4

Signature of Aurthorized Cositlion Ropersenisavs Pring Mams
Hy St Signalera

Tith Dt

78




Contract Certification
After clicking the Next Step button, the following will display. Enter the full name of the user who is logged on,

title, and click the Certified by electronic signature checkbox. Click Submit.

F& | FRIVEER Nas rassed 98 Conmpct 18 b eapasted o o1 By e ool Lotk o Fapam | By skjias beiss PROIDER ey seribes B2l PRTVIDER w38 vl 3904 prdorsised i Levias

w apolaes WS VDR SEANL WEEE1HE| s 1EEPA) I
AIEE s Imin ] EOATPE] A0 BRIRES NIl RAAATREEETS T D8 (o) erasatd ol Fre WPE PIagian wish mimes By reiseetesrs of Tis Corlan, 2 o £ outey sl srbafind puyiaeerls s 5w ) s ohe 205
e oo COALTTON @ St lines mith Bepliony

EROMATIER crathes Mial 3 it o
i of feiad, 17 Sapaeaten o 5 Covian o Ihe 480

B i e e 10 ] (B =it BarT B B ondien

Wharmierty of Asmioitiy, Eave marn s o swTan i wh i Al

Iy wigiming this farm | certily that

= | ol Hem g ' WP} Peawiser Comirsci.
= | hawe eamminad tis corrizact end, o e el ol ey rerwieipe and balied, e infnmmeiion pravided is true ma

o,
- Farderatand Sl upea #w appezvsl al my prosider's cortrec, | will recesve naficrinn e oo s in o

= Lum dhaly sfaorstad b aign and hind s mpacivs pary W e contrect.

Eaeni| Cniradl
W Ful e
® Tidz
- Bnmwmﬂmwwqmt
ConiTam sags i T

After clicking the Submit button, the following message will display and an email will be sent by
DONOTREPLY@OEL.myflorida.com.

5 o Hawe: Suzcesshully Compielcd, Signed. Corttind ond Stiined yaur Slabewite VPH Srosdor Gonlrac

Waur garly leaming coalition wWill review and process your contract
‘fou may nat otter VEF seneces urthl you kave received nofrthcabion that your comtract has been approwved and tully executed by your coaishon.

[Flearse check your email tor snportant informabon regarding your contrack.

¥mian click nn e button beinw i relim 3 yrer home: pape

Sratewide VP Proveder Contrract Submitted D e =
NELSyshamTantwizen avins agwnd o1s 00 v LA [T s S
4 bkt 2 anrbia i prinlezen =

Helo Jim Lecozter

tal i vt B o S Jams s Donsn e 0 G s b (P06 w0y B Figamn 1

tlone

aakn Emi L Cmanees ER=LeATR 2L

carbract o | ba reswand ard vou sl recekra an amael s th b

FATIRTIERE. % TAR aDa o8 @ zaps o] e Siaaakde WPK Srovidar Carlrach oned cx the czaliion baloes receleing sasment o bashichg VP cesean

v vrimstumed e brom, s boae i, phoras condat som ke Lo v bl

Vowvrun g s, tar i v spee

Vheas b ok s 1
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Navigate to the provider manage contracts page (Contracts > Manage Contracts). The SR contract will have a
status of Submitted for the coalition to review.

Termination

Effecirve Date Dt

Fifter Fliter Filtar Fitter Fllkar Fllgar FiHer Fittsr Flltar Fligar Filtar

i =" OCL-wPK 20 l Sutenilles 42T m TP 2021 . HED

n TEIH SR OCL-5R 20 Cetlifiend 4 m A0 i (1
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VPK-APP

The VPK-APP replaces forms OEL-VPK 10 (Provider Application), OEL-VPK 11A (Class Registration — Instructors), and
OEL-VPK 11B (Class Registration — Calendars). The tabs must be done in order of appearance (Attendance Policy,
then VPK Director, etc.); the answers in one tab populate information in the next tab.

After the coalition has initiated the provider application, the Provider Portal user will click Manage Contracts from
the Provider Dashboard.

OFFICE OF

Early Learning

LEARN EARLY. LEARN FOR LIFE.

ﬁ Home Business ~ Profile « Contracts « Enroliments «

Manage Contracts

The following will display. Click the Edit button to review the contract.

Manage contracts for Jimini & the Monitor 1 ot records

Show 10 entries ~

Comracl D 1} Type of Conbrack Conraci Hame Status L=l Updabed iew Comract Etarl Dwade Teminaton

[ VRK-AFF WFH 10,114,118 ELC of horth Floridas Eptscopal Init = AT TEIBHT
CTNITRIGS BEDArRE

Step 1 — Attendance Policy

The Attendance Policy tab allows the Provider Portal user to upload the provider Attendance Policy. The document
that is to be distributed to parents must be uploaded by clicking the Browse button, finding the document in the
electronic files and clicking the Upload button.

Jim's House of Canes & Gators (and Nales) w0 ansimensaes

P :
| APy | TeSrdy WRrnabie VRO Db URnesed ] Gedew B Cethoec Sl oy

W Atlendance Palicy Schmission

AYPK Pravider muet
W AZOP N OO PORCY TR e W I, LD SHALIZS T (TTLRCS DO TE 0 el T 2 AT SREORNNCE SE0% WORLT 001 KITTE N0 120 O 11K S0 300, F AL
wF FTI0 I 3 COP 0 B TREFAMNE DOBCH T T B2 CZEITIG DOW0N T2 SNECINTZ 3 QXTI DY 10NN I T JONA (AT
o Frw o ngw rtohis ooy 30 sarmei s each VEH Ch st infs e ol sare WK [enare O e e o e rmiimanly
o ok mand Be sbwndaea ok b 10w g 4 mEss o e 0SK e

0 Fleass Mo

Bmtion 1106 T4, T A abres 8 prvals rekdwesg 1 oen oo e [ £o1n = Tow 771 ML 7 T T8 AR PP R S, TAdas frra rrI Anmiet 1 ST T 8 R et AN TS VTR o e chb 1 A e 1T e 21Tt ang Pae
=14 P12z IMTArlY apirer s 1 condHan of AdTHTE 2 e b sl et 17 e ORK s

o o :lr\-o-c-_p_ug,lh!cﬂ.r

Fik: KA U S S A
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Step 2 — VPK Director

The VPK Director tab allows the Provider Portal user to add information and upload documents for the primary
VPK Director that will be listed on the OEL-VPK 10. Click the Add New Director button to begin.

Jim's House of Smarties | 2017 - 2015 {incomplele) v

Attendance Policy P

=+ Addd New Difector

[ Show removed dircchars

WEK Direckor oy VPK instruciors & VR Calendars B VPK Clags(es) Ji Review = Certely 2nd Sunmit

Click the Save button after all information is entered for the director.
Jim's House of Smarties  #017 - 7118 (ncampiztc)

Alterdance Policy W V=6 Direclor oy VPE Instnctos & VRSl Cakenders B VPR Classies; ffi Review = Seniy ard Submil ig

VPK Directar | | ]
Harme:

Telephone | e

e R il |
Humbar:

Email; | Eru

Credentlal Type: | Sk el Typs - ]

Crorahial Camicais b

Cradential | B
Cartificata
Number:

Cradential kssua |
Date:

piE o Belecd Shad Dale

Credental
Expiration Dare:

x Cancel
NOTE: The Credential Type, Credential Certificate Number, Credential Issue Date, and Credential Expiration Date

will not appear for public schools.

Once the VPK Director is added, the supporting documents may be added by clicking Edit.

Jim's House of Smartles @ easpramo

Abendana Foi B WK EaTTedy R bt g VPR GRetm ) URK e fff Fedes S Caiboan Sty

LI S b ks shsec ek

e eceser (TR TR suspartn sceum s [T

TehgLr Mt RS Flie Karee Daprve Type Igeae an Eupires 0 lipieasien fn
Ertsk tasraber ST AT I

BT SR WE LAk L

ST AL A Pt i

Szt e e A FAT

RN ST Uit WAL
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The Provider Portal user will select the document type, browse to select a file, enter the document issue or
expiration date (if applicable), and click Upload. Then, click Save. At least one document should be uploaded.

Jim's House ol Smarles

detepoane oo B

WP irEer
Waree

Tarpanns
Kumizer:

Eral:
GIeI2EI 1P
Cradarhal
Crtzhrote

Kurmizer:

Civalablial Eredil
<0

Gredzrml
Eepiratian e

Jim's House of Smarties

T Y AL B 1

| il srbertan
AR

Raknsbe hmamas g Lo

WK Mwc e Crereris

- TS e s

VoI EE WHGme i R =

w | Copuve Tyge:

w | ChoaceFilee:
Coazurwnl fas sl Dufs,

Dazurant Eapimtan
Cors

Filw Heraw

Step 3 — VPK Instructors
The VPK Instructors tab allows the Provider Portal user to add information and upload documents for each
instructor. Click the Add New Instructor button to begin.

2017 - 2018 (Incomplete) v

Sanr v S

10 Parzpros Srsarn B

T T RRRT TR U (s T | )

12 Fredenttd @

AZUERE LA L2 R

EF R OF i -

Drwummrl Tops R T Exzras Or Upiuded Cn

Attendance Policy @ VPK Director i VPK Instructors & | VPK Calendars @ VPK Class(es) it Review = Certify and Submit #f

=+ Add New Instructor

[[] Show removed class instructors

Click the Save button after all information is entered for each instructor.

Jim's House of Smarties

Allendanue Policy B

Legal Name:

Degree:

Type:

Cradential:

W Direclor e

2047 - 2018 (Incomplele) v

VPR heslructons B W Cabendans YPK Clssies) TE Reviziw = Cerlify and Submil

| Ergel 35h

| Select Highest Degree

| seiect Tyne

| Select Credential

7] Cartfled teacner

83

e



Once the VPK Instructor is added, the supporting documents may be added by clicking Edit.

& Jir Ledkellsr mm e
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The Provider Portal user will select the document type, browse to select a file, enter the document issue or
expiration date (if applicable), and click Upload. Then, click Save. At least one document should be uploaded.

Jim's House of Smartles o pssmne v

T Rt Ty R T T R T
Lapal Sdama [bo balnibe W || Doeomem T aziapinrel S g B
s ey 1 AT r 00 Wond Crander €
skl
Cagrea: SraerdmH A wEIH »
s Does maTin
T an= -
Chzass Flan: m T Fokl T I e W Rvat CaE
Kl Wt M s btz LR Al i s G T R L e -
LU b3 L e ket Tare i
I et deacter

Doazursnt Ceprehir Dale: S m

(Coi=

Flis Hare Cazuresm Tize texand On Sxpires On Upizadsz &n Sica

NOTE: If a VPK Instructor achieves new certifications and moves from a sub to an aide, create a new record for
that Instructor. If the Instructor Type is only changed from sub to aide, the maximum class size will not increase to
20 in a class that already has a Lead Instructor.

Step 4 — VPK Calendars

The VPK Calendars tab allows the Provider Portal user to provide information regarding each unique class calendar
which will be offered at the VPK site. If classes are offered at identical times on identical dates, they utilize the
same class calendar (e.g., all classes are scheduled from 8:00am to 11:00am, Monday through Friday, starting on
January 11). If classes are not offered at identical times on identical dates, they utilize unique class calendars which
must be created separately. Click the Add New Calendar button to begin.

Jim's House of Smarties 2017 - 3018 {Incompiete) v

Attendance Policy w WP Direcsor * WPK Instnactors *

4 Add New Calendarn

] Show remaved calendars

VPK Calendars B8y | VPK Classies) Il Review = ity and Subm i
i
i

The Calendar ID will automatically populate with a letter beginning with A. Each additional calendar will receive a
sequential Calendar ID.

The Calendar Name is an optional field. It may be used for a short nickname such as “Fall AM.”
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The program type selection of School-Year (540 hours) or Summer (300 hours) is required. The program selected
will determine the valid calendar date range. The Calendar Start Date and Calendar End Date must be within the
valid calendar date range. The Calendar Start Date and Calendar End Dates should reflect the first day VPK
instruction will be delivered and the final day VPK instruction will be delivered.

Next, the instructional days, start time and end time must be added by checking the box by the days of the week
that VPK instruction will be delivered and entering the times of VPK instruction for the days of the week that VPK

instruction will be delivered.

- w & s iy - = .
[
e b, B
vt Typm:
Censind et Dot B s et s 8
s
' ¢ - Fabiuy J18 » =
=] @
i e [ s ™ .
i 1

After the instructional days, start time and end time are added, the Total Calculated Hours and Total VPK
Instructional Days sections will populate.

- 3 = [T 3 &

i itk e i s iy il e . gt s oy g s gl v
a i Fobruscep 2016 & —

T hm s Tt i [

B
Providers are to use the calendar to note any non-instructional days on which VPK instruction will not be delivered
(such as vacations or holidays) and exceptions to normal instructional days that occur during the defined calendar

start and end date. Entering Non-Instructional Days and Instructional Day Exceptions can increase or decrease the
Total Calculated Hours.
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For example, if the Total Calculated Hours exceed 300 hours for the summer program type or 540 hours for the
school-year program type (as shown in the example above), the user may remove a day (or more) by labeling it a
Non-Instructional Day. Each Non-Instructional Day entered will deduct the hours assigned to that day, thereby
decreasing the Total Calculated Hours. Instructional Day Exceptions can be used to change the hours assigned to
that day (to increase or decrease the hours). For example, if the calendar is a few hours short, an instructional
day’s hours may be extended to increase the Total Calculated Hours. To add a Non-Instructional Day or an
Instructional Day Exception to the calendar, click on that date on the calendar. Multiple days can be selected by
clicking and dragging across multiple days on the calendar.

il B ey s L LRt 4 i e oy i Bomal St Mool sy iy b ey e e o gy A

Duscadtibiag J040T

N

After clicking on a date, a pop-up message will appear. The Provider Portal user must select the Event Type and
enter a short description. When an Instructional Day Exception is selected, the user must also enter the time range
for the day.

Modify VPK Instructional Day

Event Type: @

Non-Instructional Day
Instructional Day Exception

Description:

—

Click the Update button to save changes. Click the Remove button to remove an existing Non-Instructional Day or
Instructional Day Exception created on the calendar.
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When the Total Calculated Hours match the hours for the VPK program type, the user will click the Save button.
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NOTE: The hours must equal, or be fewer than, 300 hours for the summer program type or 540 hours for the
school-year program type for the calendar to save.

87



Step 5 — VPK Class(es)
The VPK Class(es) tab allows the Provider Portal user to build VPK classes and assign instructor(s) to them. Click the
Add New Class button to begin.

Jim's House of Smarties 2017 2012 (incomplets) &
Attendance Pollcy @ VK Director o VPE Instructors & VP Caleniars 84y | VPR Class{es) Jif Review = Cerity' and Submit

A Mew Ciass

_| o removed classes

The Class ID will automatically populate after the Class Calendar is selected. The Class ID is created using a
sequential letter beginning with A. In the second space, either an “F” for school-year (fall) or “S” for summer will
appear. The F and S is derived from the calendar’s program type. The last two digits represent the last two
numbers of the program year. Each additional class will receive a sequential Class ID.

The Class Name is an optional field. It may be used for a short nickname such as “Blue Room.”
The Main Curriculum drop down is populated with selections made from the provider’s profile.
The Class Start Date and Class End Date are populated with the Calendar Start Date and End Date.

The Instructors are populated with individuals from the VPK Instructors tab. Check the checkbox in front of the
instructor to add them to the class, then enter the Instruction Start Date. If the class has not started, the
Instruction Start Date defaults to the Class Start Date. For each class, one Lead Instructor must be selected. Click
the Save button after all information is entered for each class.

ClassID: € CF17
Class Name: @ Enter Class Name

Class Calendar: @ A-1

Main Curriculum: € BABY DOLL CIRCLE TIME
Class Start Date: @ 01/01/2018 =
Class End Date: @ 06/29/2018 =
Instructors:

& .im Ledbetter (Received an M.A. or an M.S, Lead, M.A. or M.S. in an approved field with required minimum hours and experience )

Instruction Start Date: 01012018 -

O Mot Jim Ledbetter (Received an M_A_ or an M5, Lead, M_A_ or M.S. in an approved field with required minimum hours and experience )

| Save Cancel
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Step 6 — Review
During the review process, the Provider Portal user can click the Edit button to make any changes to a section.
After reviewing the information for each section, the user must click the Certify and Submit tab button to

continue.
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Step 7 — Certify and Submit

To submit the VPK-APP, the Signer’s Name must exactly match the name entered in the Provider Profile, the
Provider Portal user must fill in the phone number, check the “Check box to certify by electronic signature” check
box and click the Submit VPK Provider Application button.

& Loy el utenn

By signing this form | cortify that:

= Ta me hesrod my knowiedpe and Seflel, the nforradne peovided b mie and comezt,
I g tlutriuRon ENdlga, | FROVIDERD wil STy He DTALITION witin 14 diye of e chiang.

=1 kot I chang e iy priar m recwipt oF QOALITIOK approval morg seah in | with W rana £

* BIEN WFH INGITLEI0T S0 Hirs Se0miTe D on A00S3I1aN of Jood MOfa1 CAFaome. 135 o i ed SOCUTIETIAN0N 32 t4 MAB GO (N1 SRS 01 0 FSUDERTIE THIG 1 300 T8 GOAL IOR T I T D03 1 L) 2 DAOR
acresning mehin tha previcus trs (3] yazrs in azcomance with zaction 4504, F.5., which Ahuri e =i 42 ack am 3 WPK izarucior; and in nok nelgibe Io leach in 3 pobic sctool tecuse the ixtucor's sdecrior cartricats ks
0N SUSpENDed oF FEvakd.

# Cach cratsnizmisd VPK matnicior bated has the cosdantois ezursd kor the WPH progranm.
= T umdersiared than ey Imfsrmation will b shaeed widy the Depannient of Chidren and Familes OfMfce of Ghik Sare Repulation. fornclistan In the SAREE =ysizm
Provider Skaneire

Sigzare Hameie

Framiam s O |

[y Time Fhoae Murhari

i T |

Eleoormanbe Bgraiur: &
l.'!h:-.'.li rhis o do cerify by 2k2cmani Sgraters

Appbealan Cenghilen Dale %

TLFTINIAT

1> You Have Successfully Completed and Submitted your VPK Provider Application!

Congratulations, you have successfully submitted your VPK Provider application.
Your early learning coalition will process your application.

Please check your email for important information about your application.

From here you can:

Return to dashboard

Log off
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Updating a VPK-APP

A Provider Portal user can edit a VPK-APP by clicking the Edit button on their Manage Contracts page. Clicking the
Download button will export the information in the VPK-APP to a .pdf document.

Manage contracts for Jim's Housa of Canes & Gators | eisl mesme

Show 13 eninies -

Coabract 1D L} Twpe of Comirac] Conrac Hame Last Updabed

=t Dake Eredl Db

a5 WP AFF WE 10,118 1E ELE of Paim E=ach Cerilied [EFEFIE ORET OTHTIBIE

VPK Director

To edit the current director’s information in the VPK Director tab, click the Edit button. To remove a director, click
the Remove button. To add a new director, click the Add New Director button. To edit the current supporting
document, or add a new document, click the Edit button.
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When the Remove button is clicked, the following message will display.

Remove Mot Jim Ledbetter?

© You are about to remove this director and make him/her inactive. All information
and documents (if any) will be retained. You may re-add this director at a later time if

needed. To continue, enter the last day this individual served as VPK Director and
click Remove, otherwise click Cancel.

Enter or Select Date HH

Cancel

Once the director’s last day is entered and the Remove button is clicked, the director will no longer appear on the

VPK Director screen, unless the Show removed directors checkbox is checked. The director can be re-added by
clicking the Re-add button.
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VPK Instructors

To edit the current instructors’ information in the VPK Instructors tab, click the Edit button. To add a new
instructor, click the Add New Instructor button. To remove an instructor, click the Remove button. To edit the
current supporting document(s), or add a new document, click the Edit button.
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If the instructor has not been assigned to a class, when the Remove button is clicked, the following message will
display.

¥ Remove Not Jim Ledbetter?

® *vou are about to remove this instructor and make him/her inactive. All information
and documents (if any) will be retained. You may re-add this instructor at a later time if
needed. To continue, click Remove, otherwise click Cancel.
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Once the Remove button is clicked, the instructor will no longer appear on the VPK Instructors screen, unless the

Show removed class instructors checkbox is checked. The instructor can be re-added by clicking the Re-add

button.
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If the instructor has been assigned to a class, when the Remove button is clicked, the following message will

display.

@ Intructor is currently assigned

© This action cannot be performed because the instructor is currently assigned to a
class. Please remove the instructor from all classes first.

Ok

To remove an instructor from a class, go to the VPK Class(es) section and click the Edit button for the class.
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In the Instructors area, uncheck the instructor’s name. Once un-checked, enter the Last Taught Date, or click the
Never began instruction of class checkbox if the class has not started. Click Save.
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The VPK Classes tab will now show that the instructor is removed from the class.
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Now that the instructor is no longer assigned to any class, the Provider Portal user may go to the VPK Instructors
tab to remove the instructor by clicking Remove. The following message will display:

X Remove Not Jim Ledbetter?

© You are about to remove this instructor and make him/her inactive. All information
and documents (if any) will be retained. You may re-add this instructor at a later time if
needed. To continue, click Remove, otherwise click Cancel.
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Once the Remove button is clicked, the instructor will no longer appear on the VPK Instructors screen, unless the
Show removed class instructors checkbox is checked. The instructor can be re-added by clicking the Re-add
button.
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VPK Calendars
To edit the current calendar in the VPK Calendars tab, click the Edit button, make any necessary edits, and click the
Save button. To remove a calendar, click the Remove button. To add a new calendar, click the Add New Calendar
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If there are no classes assigned to a calendar, when the Remove button is clicked, the following message will
display.

Remove 7

© You sre about to remaove this calendar and make it inactive. You may re-add this
calendar at a later fime i needed. Are you sure you want to remove this calendar?

Cannell Remowe I

If there are classes assigned to a calendar, the following message will display:

& Calendar iz cumantly assigned

0 Thiz action cannod be parfomed because he ceiender i3 curantly assignedto s
class: I the class has not atared yal, vou may remaove he calendar from the class
&nd try this action again
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Once a calendar is removed, the calendar will no longer appear on the VPK Calendars screen, unless the Show
removed calendars checkbox is checked. The calendar can be re-added by clicking the Re-add button.
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NOTE: Calendar End Dates and Class End Dates are editable.
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The Calendar End Date can be changed to reflect changes in Non-Instructional Days or holidays that are added
after the calendar begins. Changing the Calendar End Date will update the Class End Date and the Instructor Last

Taught Date.
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After the calendar is changed, if the provider needs to change the Instruction Start Date of an instructor, the
provider will un-check and re-check the checkbox for each instructor and edit the date.
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The Calendar Name can be added if the provider did not add a Calendar Name when the calendar was created.

Jim's House of Smarties | 2018- 2010 {Certfied) v

Aftendance Palicy Q. WP Director oy VPK Instructors & VPK Calendars % WPK Class{es) m Review= Certify snd Submit

= Add New Calendar

[ Show removed calendars

m A Hei=s M Remove HNon-instructional, Site Closures and Exceptional Instructional Days:
Calerdar Name:

e hours)
Calendar Start Date: 08/13/2018 Sun Mon
Calendar End Dafe: D421/20192

Instructional Days:

Day Start Time End Time

Monday 02:00 AM 11:00 AM

Tuesday 02:00 AM 11:00 AM

Wednesday 08:00 AM 11:00 AN

Thursday 08:00 AM 11:00 AM

Friday 08:00 AM 11:00 AM

5 8

Saturday

Sunday

Total Caleulated Hours: 540.00
Total VPK Instructional Days: 180
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VPK Class(es)
To edit the current class information in the VPK Class(es) tab, click the Edit button. To add a new class, click the
Add New Class button. To remove a class, click the Remove button. After all edits have been made for each class,

click the Save button.
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If the class has not started, when the Remove button is clicked, the following message will display:

FRemove ?

B Sy SUre you wand 10 remove (s cassioom?

Cancel

Once the Remove button is clicked, the class will no longer appear on the VPK Class(es) screen, unless the Show
removed classes checkbox is checked.
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To end the class, click the Edit button and the change the Class End Date to reflect the last day that VPK instruction
was provided. The Instructor Last Taught Date will be updated to the Class End Date after clicking the Save button.
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The Review tab will now reflect the updated class information.
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Editing an SR Contract Amendment

Navigate to Contracts > Manage Contracts.
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The Manage Contracts page for the provider site displays. Click the plus “+” sign to the left of the OEL-SR 20
contract to expand the amendment section. The amendment is in Initiated status. Click the Edit button.
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NOTE: The amendment status changes from Initiated to Incomplete while the amendment is being edited.
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Review the Provider(s), Provider Eligibility, Notification, and Signature Authority sections.

e  PROVIDER RESPONSIBILITIES AND SCOPE OF WORK — If applicable, the contracted slots question displays.
Select a response.

e NOTIFICATION — Enter any changes to the provider contact information, if applicable.

e SIGNATURE AUTHORITY — If any changes are needed to the existing signature authority selections, click
the dropdown menu. Select all users who are authorized to sign contracts and amendments. To remove a
Signator, deselect the user(s) to be removed.

o NOTES:
= Any previously selected users should remain selected if they are still authorized
signatories.
= Users with coalition portal aces will not be on the authorized signators list.
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Click Next Step to proceed to the Exhibit 1 page.
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Below is an example of an amendment for a multiple-site provider where a new site is being added to the contract.
The page displays both providers currently on the contract and the new site being added to the contract.

Original Provider

e  PROVIDER ELIGIBILITY — If the provider’s Composite Program Assessment Score is 5.00 or greater, the
provider can change their selection for waiving their biennial status and enter a reason for modification.
NOTE: If the provider is answering the question for the first time, a response (Yes or No) is required.

e  PROVIDER RESPONSIBILITIES AND SCOPE OF WORK — If a change is needed to the provider’s selection to
conduct child assessments (ONLY during the appropriate child assessment period) or the child assessment
tool needs to be changed, make the new selections and enter the reason for modification.

Added Provider
If a provider is being ADDED to the contract:

e  PROVIDER ELIGIBILITY
o Ifthe provider is exempt from Program Assessment requirements, select if the provider wants to
waive their exemption and receive a program assessment.
o Ifthe provider has a Composite Program Assessment Score of 5.00 or greater, select if the
provider agrees to waive their biennial status and agree to an annual program assessment.
e PROVIDER RESPOONSIBILITIES AND SCOPE OF WORK — Select if the provider conducts child assessments.
If yes, select the assessment tool.
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Click Next Step to continue.
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The Exhibit 3: Quality Improvement Plan (QIP) Selection page displays if the coalition selected a new QIP strategy.
If Exhibit 3 displays, initial the selected strategy. Then, click Next Step.
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The Exhibit 5 page for registration fee displays if the provider charges an annual registration fee. If a change is
needed to the annual fee collection frequency, make a new selection (Month, Upon Enroliment, or Other).

If a new provider site is being added to the contract and they charge an annual registration fee, an annual
collection frequency is required (Month, Upon Enrollment, or Other). Click Next Step to continue.

Exhibit 5: Provider Reimbursement Rates

Provider Name:
Registration Fee

If PROVIDER charges a regisiration fee please check one and provide the amount:| § 200.00
O One time fee upon enroliment.
& Annual fee.| Upon Enrollment  ~

O0ther Describe:
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The Exhibit 6: Holiday Schedule page displays. Click the Edit button to add or remove holidays, if applicable.
NOTE: Coalition paid holidays cannot be edited by the provider.
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E Paid Holidays for Multiple Sites

1 Al sites use this holiday
scheduie?

Frovider Name.

Haoliday Date

Independence Day Observed 52021

Labor Day 9/6/2021

Thanksgiving Day 1112572021

Christmas Eve 12/242021

New Years Eve 12/312021

Good Friday 411502022

Memoriall Day 573042022
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To save your changes, click Save in the edit window, then click Close to close the window. Click Next Step to
proceed.

Exhilrit 6: Holidey Schadule

Frasizsrbame: = | “
ol [ et DaserEn
1. | Inzepenence Doy ctmanet T
|1t oy AT
o | indresgang vy [
PR [ [ THa
| R e P EEIESH
[P s
3 | mertznaromy LN
w
|
1

On the Amendment Signatures page, click the Preview button to review the OEL-SR 20A form to verify changes
before signing and submitting the amendment. Click the “By Electronic Signature” box to electronically sign the
amendment
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Enter the Title of Signator (NOT the Signator’s name), then click Yes to proceed with electronically signing the
amendment. Click Cancel to close the window without signing.
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NOTE: To add an additional signature, click Cancel and have the other Signator log in with their username to sign
the amendment before submitting. To remove the provider’s signature before submitting the amendment,
deselect the “By Electronic Signature” box and click Yes in the confirmation pop-up window.

When Yes is clicked in the pop-up window, the signator’s signature, printed name, title and the date are populated
and saved. Click Submit to proceed.
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On the SR Amendment Certification page, enter Full Name and Title, then click the “Certified by electronic
signature box.” Click Submit to submit the amendment to the coalition.
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A message that you have successfully completed, signed, certified, and submitted your SR amendment displays.
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Navigate to Contracts > Manage Contracts to view the submitted amendment. Click the plus “+” sign to the left of
the OEL-SR 20 contract to expand the amendment section. The amendment is in Submitted status. Click the View
button to preview the amendment in a new browser tab.
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Viewing a Certified SR Contract Amendment

After the coalition certifies the SR amendment, navigate to Contracts > Manage Contracts.
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The Manage Contracts page displays. Click the plus “+” sign to the left of the OEL-SR 20 contract to expand the
amendment section. The amendment is in Certified status.

To download a PDF of the certified OEL-SR 20A and any associated exhibits, click the Download button.
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Editing a VPK Contract Amendment

Navigate to Contracts > Manage Contracts.
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Manage VPK Applications and Coniracts

The Manage Contracts page displays. Click the plus “+” sign to the left of the OEL-VPK 20 contract to be amended
to expand the amendment section. The amendment is in Initiated status. Click the Edit button.
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NOTE: The amendment status changes from Initiated to Incomplete while the amendment is being edited.
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The Compensation and Funding page displays. The advance payment selections default to the selections on the
VPK contract or latest amendment. If a change is needed, select the new advance payment option for the school
year and/or summer programs. Click Next Step to continue.

Voluntary Prelcindergarten (VPK] Cantract Amendment

Provider(s):

VIl COMPENSATION AND FUNDING
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NOTE: For VPK contracts with multiple sites, changing the advance payment selection will affect all sites on the
contract. If you are a provider on a multiple-site contract and you intend to change the advance payment
selection(s) for specific sites, but not all, contact your coalition to remove those sites from the contract. A separate
VPK contract will need to be executed for the provider sites that are removed from the contract.

If one or more provider is being added to the contract, the Exhibit 1: Provider Location List Attachment displays.
Select the box for school year and/or summer if the provider will offer the session, then click Next Step.
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The Amendment Signatures page displays. To preview the DEL-VPK 20A form, click Preview Amendment.

Woluniary Prekindergarten (W) Amendment Fresdew Aserelirenl

Amendment Signatures
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The DEL-VPK 20A loads in a new browser tab.
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STATE OF FLORIDA
AMENDMENT TO STATEWIDE VOLUNTARY PREKINDERGARTEN
PROVIDER CONTRACT
Form DEL-VPK 20A

L. General Amendment Information

Amendment Number: | 28718

IL. Parties and Terms of Contract Amendment

This AMENDMENT to the Statewide Voluntary Prekindergarten (VPK) Provider Contract 1s entered into
between the Early Learning Coalition of __Alachua and
INC . VPK provider (PROVIDER).

WHEREAS, on _ 7/1/2022 the Early Learning Coalition of _ Alachua entered into the Contract with
this Provider to provide VPK services; and

WHERAS. PROVIDER. desires to amend this Contract to replace, delete. or supplement one of the
following provisions of the existing Contract; and

WHEREAS, the Early Learning Coalition of _ Alachua agrees to amend the Statewide Voluntary
Prekindergarten Provider Contract as indicated in Section 111

III. Amendments

The Contract 1s hereby amended to replace the following as noted below (check each applicable box for
the modified term(s).

X Location of the Provider’s Principal Office. The deleted address is:
GAINESVILLE. FL 32609-2169

The replacement address 1s:
GAINESVILLE. FL 32609-2169

Reason for modification:
Removed duplicate Address 2. .

T 1 Dunrridae Tema Afadificatian +a NET VDT INDDY Tha asininal neacidas fona calantad ios
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To sign the amendment electronically, on the Amendment Signatures page, click the box for the provider
authorized representative.
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When the electronic signature box is checked, a pop-up window displays. Enter the Signator’s title (not the name),
then click Yes to proceed with electronically signing the amendment, or click Cancel to close the window without
signing.

B VP Ameninmen: Electtoois Signahue

¥ou o about oo afestrerially slgn the WK amendriom

Title of Rgnatar- % | Cascio

Gl et 1 HonIm your akemoalo SRR

115



When Yes is clicked, the signator’s signature, printed name, title and the date/time are populated and saved. Click

Submit.
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To remove the provider’s signature before submitting the amendment, unselect the By Electronic Signature box
and click Yes in the confirmation pop-up window.

NOTE: To add an additional signature, have the other Signator log in to sign the amendment before submitting.

When the Submit button is clicked on the signatures page, the VPK Amendment Certification page displays. Enter
Full Name and Title, and click the “Certified by electronic signature box.” Click Submit.
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The successfully completed, signed, certified, and submitted message appears.
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Navigate to Contracts > Manage Contracts.
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The Manage Contracts page displays. Click the plus “+” sign to the left of the VPK contract that is being amended to

expand the amendment section. The amendment is in Submitted status.

To preview the submitted DEL-VPK 20A form and any associated exhibits, click the View button.
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Viewing a Certified VPK Contract Amendment

Navigate to Contracts > Manage Contracts.
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Manage VPK Applications and Coniracts

The Manage Contracts page displays. Click the plus “+” sign to the left of the VPK contract to expand the
amendment section. The amendment is in Certified status.

To preview the certified DEL-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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NOTE: The amendment status changes from Initiated to Incomplete while the amendment is being edited.
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Enrollments - VPK

VPK Providers may manage VPK enrollment online by going to Enrollments > Manage VPK Enroliments. Two
options are available: Request/Change Enrollment and Bulk File Upload.

Contracts ~ Enrollmenis ~ Attendance - Documents «

Manage VPK Enroliments »  paquest/Change Enroliment

- Manage SR Enrollments » gk File Upload '

Request/Change Enrollment

This feature allows VPK Providers to request or change enroliment for children in verified classes submitted
through the VPK Provider Application. To begin, select the VPK Program Year, VPK Session, and VPK Class.
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With the VPK Program Year, VPK Session, and VPK Class selected, the class start date and end date appear as well
as the max class size. This information is directly tied to the VPK Provider Application. For example, if there is one
lead instructor for the school-year session submitted and verified on the VPK Provider Application, the max class
size will be 11; if there are two instructors for the school-year session submitted and verified on the VPK Provider
Application, the max class size will be 20.

Next, the VPK children count and Non-VPK children count are displayed. These two counts (summed together)
cannot exceed the max class size. The Non-VPK children count is used to anonymously indicate private pay
children participating in the VPK class. The Non-VPK children count defaults to zero. When the Non-VPK children
count is used, the number of VPK children permitted in the class is reduced to maintain the max class size limit.
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The class roster records are also displayed. If there are no children enrolled in the class, a “No records found for
this class” message displays.
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If there are/were children enrolled in the class, the records are listed with the current enrollment status (Enrolled,
Enrolled-Change Requested, or Enrollment Ended (Terminated)).
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Enrolling a VPK Child

Using the child’s approved Certificate of Eligibility (COE) provided by the family, enter the Certificate Number, Child
First Name, Child Last Name, and Child DOB. Then, click Enroll to this Class.

NOTE: The fields are 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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STATE OF FLORIDA
VOLUNTARY PREKINDERGARTEN (VPK) EDUCATION PROGRAM

Child Certificate of Eligibility

I. CHILD CERTIFICATE OF ELIGIBILITY (/ssued by Early Learning Coalition, through the Family Portal)

1. VPK program year 2. Certificate number 3. Certificate issue date 4. Parent email address
2018-2019 VPK737-2018 772018
5. Parent name 6. Primary contact number 7. Secondary contact number
8. Child’s full name 9. Child’s date of birth 10. County
Apple Latham 09/09/2013 Clay

The system verifies that the information entered matches a child with an approved COE for the VPK program year
selected and that the child is not already enrolled (or in a non-eligible status for enroliment).

NOTE: The county on the COE does not have to match the provider’s county because the child has been deemed
eligible to participate in the VPK program. The enrollment process automatically updates the child’s county for
service to the provider’s county so the corresponding early learning coalition may manage the child’s enroliment
with the provider.

When a matching child is found and validations checks are successful, a confirmation message appears. To
continue, click Yes.

2 Request Ercclimant

« Child Found. Please Confirm Detalls.

Next, the system asks for the Anticipated Start Date. 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 (as displayed on the child’s COE and listed in the
enrollment window).

121



The system validates each enrollment request to make sure the max class size is not exceeded (based on the
number of instructors assigned, the VPK session type, and current class enrollment count). To continue, click
Enroll Child.

1= Racgant Ervotlorant

Pleaso Fill Form and Ciick Entoll Child

A7 10 MM Restezs

When the enrollment request is successful, the child appears on the class’s enrollment roster as “Enroliment
Submitted" and the coalition receives the enrollment request for review/approval/rejection. In addition, the
family receives a notification that their child’s enrollment is in progress.
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While the enrollment request is being processed by the coalition, the status is updated on the enrollment roster.
For example, the coalition has changed the status to Coalition Reviewing.
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If the coalition rejects or cancels the enrollment request, the child will no longer appear on the class roster. The
VPK Director and family will receive an email notification. The family is instructed to download their child’s COE
from the Family Portal and re-start the enrollment process.
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When the enrollment process is approved by the coalition, the child’s status is Enrolled.
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Managing VPK Enrollment

The class roster has several features for managing enrollment. Providers may change the anticipated start date,
request to move the child to another class, remove the child entirely from the roster because they never attended,
or request a termination of services.

Change Anticipated Start Date

To change the child’s anticipated state date, click Change within the Anticipated State Date column. A window
displays. The current start date populates in the From field; enter the new start date in the To field. This feature
does not require coalition approval. Click Save to commit the new date or click Close to abandon the date change
and close the window. 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 Change button is no longer available.
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Class Change

Once the child's status is Enrolled, a class change may be requested. To change the child’s class, click Class Change
within the Actions column. A window displays. The current class populates in the From field; select the new class
in the To field and enter the Transfer Effective Date. The Transfer Effective Date should be the first day the child
will attend the new class. This feature requires coalition approval. Click Submit Request to send the request to
the coalition or click Close to abandon the class change and close the window.

NOTE: Once a class change request is submitted to the coalition, a subsequent class change request for the same
child is not allowed until the initial class change request is processed by the coalition.
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Now that the class transfer request is submitted, the child appears on the roster for both classes. In the From
class, the child’s status is Enrolled.

Daisy Mae Daycare
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In the To class, the child’s status is Enrolled - Change Requested.
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When approved, the From class has a termination effective date (same as the transfer effective date). If the
termination effective date has not passed, the status is Enrolled. When the termination effective date occurs, the
status will be Enrollment Ended. No further actions can be taken on this enrollment.
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When approved, the To class is Enrolled with an anticipated start date and actual start date (same as the transfer
effective date).
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NOTE: A class transfer request cannot be submitted for a child if the transfer effective date overlaps an existing
enrollment period for that child. If the transfer effective date is BEFORE the termination effective date of the last
enrollment, an error message appears, “The class transfer effective date overlaps an existing enroliment period for
this child."

When rejected, the request no longer appears in the To class. The child remains enrolled in the From class.

Class Change to a Full Class
If a provider wants to move a child from class BF18 to class AF18, but class AF18 is full, the class change can still be
done.

Class BF18 is not full.

Daisy Mae Daycars
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Class AF18 is full.

Daisy Mae Daycare

& Request'Change VPK Enrollment ® Bulk VPK Enrollment

VPK Program Year:  201E-2010 v VPK Sesscion: Schoolk-year (540 hours) v VPK Class: | AF13 - Flower Room v Class Start Date: 08/132012 Class End Date: 05032010
Max Class Size: 11 VPH Children Count: 11 Non-WPK Children Count: 0w

¥ Please Mote: Based on the VK session and instructors assigned, the neecdmum cless size is 11. The ciass must have a minimum of 4 WPK children to start.

Certificate Mumber : Child First Name : Child Last Name : ChildDOB ;| MMDDAYYY
Ariel Latham ay

VPKT48-2018 0200212014

WPKT51-2018 Bamibi Latham D1/01/2014 dy
VPKTS3-2018 Pinocchio Latham 12212013 sy
[  Class changs | WPKEZ0-2018 Turtle Latham 4042014 4y
VPKB32-2018 Happy Latham 08/08/2013 Sy
WPKB33-2018 Bashful Latham 010112014 5y
VPKB34-2018 Grumpy Latham 0201212014 4y
VPKE35-2018 Dopey Latham 02142014 1y

VPHE3E-2018 Sneezy Latham ERGET- S 5y
m VPKBE3-2018 Sesharse Latham 01/01/2014 4y
VPKBS4-2018 Dolghin Latham 010112014 4y

The provider wants to move Blue Fairy Latham to AF18 from BF18.

1® Change Child Enroliment

Certificate Number: VPHTH2-2018 Certificate Issue Date: 072802018
Child Name: Blue Fairy Latham Child Date Of Birth: 03/082013
Anticipated Start Date: 12/10/20138 Class ID:  BF13 - Forest Room

= Transfer Child Class €}

Coaition apprval requied
Fromc BF18 - Forest Room | Ta: —Selact- e
Transfer Effective Date: PR DD ™Y i

& Submit Request
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The provider selects AF18 in the To field and enters the Transfer Effective Date. Once the Submit Request button is
clicked, the provider receives a red message.

1% Change Child Enroliment

Certificate Number: VPKTS2-2018 Certificate Issue Date: 07/28/2018
Child Name: Blue Fairy Latham Child Date OFf Birth: 03/0&/2013
Anticipated 5tart Date: 127102018 Class ID:  BF12 - Forest Room

= Transfer Child Class €}

0 Coaltion spproval reguired
Fromc EF18 - Forest Room | Ta: | AF12 - Flower Room W
Transfer Effective Date: D2/2Tr2ME i

[ Swap spot with enrolled child from selected class.

Tarnget class is full. Please choose a valid class or select the swap child feature.

& Submit Request m
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Now, the provider can either select a class that is not full, or select a child to swap with in the full class. Click the
Submit Request button to complete the class change.

1® Change Child Enroliment

Certificate Number: VPKT52-2013 Certificate Issue Date: 07282018
Child Name: Blue Fairy Latham Child Date OF Birth: 08/0&2013
Anticipated Start Date: 12/10/2018 Class ID:  BF12 - Forest Room

= Transfer Child Class )

0 Coaltion spproval reguied
Fromc BF18 - Forest Room | To: | AF12-Flower Room &
Transfer Effective Date: 020272019 &

A Swap spot with enrolled child from selected class.

S——---- 3

Target class is full. Please choose a valid class or select the swap child feature.
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Never Attended

To remove a child from a class completely because they never attended, click Never Attended within the Actions
column. A window displays. This feature does not require coalition approval. Click Yes to remove the child or click
No to abandon the removal and close the window. 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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NOTE: Be very careful with the Never Attended feature. If the intention is to transfer the child to a different
classroom, use the Class Change feature. If the child attended class, VPK instructional hours were used, and
reimbursement is needed, use the Terminate feature.
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Terminate

To terminate a child’s enrollment, click Terminate within the Termination Effective Date column. A window
displays. 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. This feature requires
coalition approval. Click Submit Request to send the request to the coalition or click Close to abandon the
termination request and close the window.
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NOTE: A child’s enroliment cannot be terminated before the class start date. If the provider enters a date in the
Last Day of Services that is BEFORE the class start date, an error message appears, “Termination effective date
cannot be prior to the class start date. If the child never attended, click the Never Attended button to cancel the
enrollment.” Either enter a termination date that is after the class start date (and on or after the COE issue date),
or click Close to abandon the termination request and close the window.

When the termination request is submitted, the child appears on the class’s enrollment roster as “Enrolled -
Change Requested.” The coalition will receive the termination request for review/approval/rejection.
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When the termination request is approved and the termination effective date has not passed, the status is
Enrolled. When the termination effective date occurs, the status will be Enroliment Ended. No further actions can
be taken on this enroliment.
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When rejected, the child remains enrolled in the class.
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VPK Bulk Enrollment Process

In addition to the enrollment method described in “Enrolling a VPK Child,” providers may submit enrollment

requests to the coalition via a file process. To begin, click the Bulk VPK Enrollment tab. 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.

Sommmme Mecores Count #2iws Reconds Coum
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Open the file and expand the columns. Each column is explained below.
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A. Provider ID = this is the provider ID for the site displayed on the Provider Portal home page/dashboard.

Prosder Site Summarny Freguenthy-LIsed Links

Business name: Crowing Up Strong. LLC Bright Begirnings
Doing business as: Grvwing] L Sirong Cane Comgretenors
| Pravider 10 19445 DF Providor Trairmg
License pumbssr Eary L=aming Pedormance Funding Froject
S5 ! Federal 1D nuember: _ Pliepatiar Pintal Llsss Gukle
WHE Fronodsr Reaniness Rans Websng

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.
VPKH#HH#-YYYY).

LI

STATE OF FLORIDA
VOLUNTARY PREKINDERGARTEN (VPK) EDUCATION PROGRAM

Child Certificate of Eligibility

I. CHILD CERTIFICATE OF ELIGIBILITY (Issued by Early Learning Coalition, through the Family Portal)
1. VPK program year e 2. Certificate number @ 3. Certificate issue date 4, Parent email address

2017-2018 VPK1095621-2017 6/30/2018
5. Parent name 6. Primary contact number 7. Secondary contact number
8. Child"s full name 9. Child"s date of birth 10. County

KitKat Latham e 0 09/09/2012 e

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
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2017. Generally, the 4-digit VPK program year matches the year included at the end of the child’s COE
number.

Class ID = this is the desired class’s 4-digit ID. The class ID must be entered as the 4-digit assigned ID. Do
not include the class name (if any). Looking at the example below, the entry would be “AS17” not
“Songbirds” or “AS17-Songbirds.”

shCharge YPK Errslimerd @ Blulk WPK Enmlsrenl

YPK Pragram Year WATAR WPH Ssmmion Srmmse AN et - VOK Clame: | &5°7 - Senghinle = Clasa Start Date: CR2200  Clame End Datm: (72625000

Anticipated Start Date (MM/DD/YYYY) = this is the date the child will begin attending class. Typically,
this is the class start date unless the child is starting after the class begins.

NOTE: An anticipated start date cannot be before the class start date or after the class end date. And, an
anticipated start date cannot be before the child's COE issue date. The field will accept M/D/YYYY as well.

MSID (XX-XXXX) = this field is for public schools only. Public schools may enter their Master School
Identification (MSID) number in a 6-digit format, where the first 2 digits are the district number followed
by a hyphen and 4-digit school number. The MSID number can be used in lieu of the Provider ID in
column A. Both IDs are accepted.

When the file is complete, name it and save it as a CSV file type.

NOTE: It may be helpful to include the provider name and class in the file name if troubleshooting is ever
necessary.
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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.
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The file upload will begin. The file details will populate on a row and turn green. Click the Refresh button to
populate the results.
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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.
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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.
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The three committed records are displayed on the class’s enrollment roster as “Enrollment Submitted" and the
coalition receives the enrollment requests 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 enroliment 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.
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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 provider, and the + Enroll to this
Class button is clicked.
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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.

I® Request Enrollment

Enrcliment cannot be submitted without a certified VPK-20 contract. Please contact your early
learning coalition for assistance.
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Enrollments - SR

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 OEL every five days until these steps are completed and the
enrollment status changes from Pending Family Acceptance to Enrolled.

New enrollments in Pending Family Acceptance will not be visible on provider attendance rosters and will only
appear once the family signs the payment certificate; however, there are exceptions.
e New enrollments for at-risk children (BG1) or at-risk children in relative care (BG3R) billing groups in
Pending Family Acceptance will populate on attendance rosters
e Existing enrollments in Pending Family Acceptance that have already been submitted for attendance in
previous months will continue to populate on attendance rosters

Providers will be able to process attendance and be paid for these enrollments, but not until the payment
certificate is signed by the family.

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.
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Viewing Enrollments in Pending Family Acceptance
To view enrollments in Pending Family Acceptance, navigate to Enrollments > Manage SR Enrollments >
View/Edit SR Enrollments > Pending Family Acceptance.

ﬁ Home Business ~ Profile ~ Contracts ~ Enroliments - Attendance ~ Documents ~ Sites

View/Edit SR Enroliments »  Active Enroliments

Manage Sites Preschool Development b Torminated Enroliments
Manage All Sites Registration Fee »  Pending Family Acceptance
Redeterminations 7y

Tt

Manage VPK Enroliments »
Manage SR Enroliments »

Manage Users

Mansaa All Hleare

Ending Enroliments in Pending Family Acceptance

Providers can end enrollments in Pending Family Acceptance. Navigate to Enrollments > Manage SR Enroliments
> View/Edit SR Enrollments > Pending Family Acceptance. Find the enrollment, then click the End Enrollment
button.

£ Clear All Filters Search:

Attendance Enroliment
Start Date End Date
Filter Filter Pendir
Pending | |
Family
Acceptance

A confirmation pop-up window displays. Click Yes to continue or No to stop the End Enrollment process.

End child SR enrollment

Do you want to end this Provider Enrollment?
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After clicking the Yes button, the following pop-up window displays. Complete the required information and click
Save.
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Cancel

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

End: @ Confimm Cnd Enroliment I

Ending e ennaliment on Bis day means thal reimburssmants sl ol
be providac dor gervices after this date
Cnd | End this ancalmant with the specified dates?

Last Y= Cancol

After clicking the Yes button, a pop-up window displays a message that the enrollment is ended. Click Ok to
continue.

Child enrolimant was succasstully endsd.
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Cancelling Enrollments in Pending Family Acceptance

Providers can cancel enrollments in Pending Family Acceptance, but only if the enroliment 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.

Navigate to Enrollments > Manage SR Enrollments > View/Edit SR Enrollments > Pending Family Acceptance.
Find the enroliment, then click the Cancel Enroliment button.

£ Clear All Filters Search:

Attendance
Start Date End Date
Filter Filter pend
Pending | |
Family

Acceptance Cancel Enrollment

A confirmation pop-up window displays. Click Yes to cancel the enrollment and remove it from the SR Enroliment
queue. Click No to stop the Cancel Enrollment process.

& Cancel Pending Enrolimeant

You have selacted 1o cancel this srraliment for r - Enrolment Start Date
226029

Yau shaukd only cancal this emrofiment if tha child navsr sitandsd on or atter the anrolimsnt
start date fisted abowva

Upaon canceling this enroliment

This enroliment record will no fonger apoear in youor =nrollment listing or on youwr
aftandance rosters

Any aftendancea that has bean saved but not submiited for this anrofmant will ba
removed from your attondance roster

Tou will not be able torecord or subinmit attendance for reimbursement once
cancalad

i woun want tn procsad with cancallng this anrodimeant fior i
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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, navigate to Enrollments > Manage SR
Enrollments > Redeterminations > Upcoming Redeterminations.
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Redetermination records will only appear in the Provider Portal Upcoming Redetermination queue when:
e  Child eligibility status is Eligible
e Child enrollment status is Enrolled or Pending Family Acceptance
e The redetermination is within 45 days from the due date

Past Due Eligibility Redeterminations
To see the enrollments with past due eligibility redeterminations, navigate to Enroliments > Manage SR
Enrollments > Redeterminations > Past Due Redeterminations.
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Redetermination records will only appear in the Provider Portal Past Due Redetermination queue when:
e  Child eligibility status is Eligible
e  Child enrollment status is Enrolled or Pending Family Acceptance
e The redetermination is at least one day past the redetermination due date

After clicking the Upcoming Redeterminations or Past Due Redeterminations link, the following appears.
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Click 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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Temporary Closures

Temporary closures must be created when the whole site or program or specific classroom is
temporarily closed due to emergency circumstances. Provider and Coalition users can initiate temporary
closures.

NOTE: Temporary closures must be created BEFORE attendance is submitted for the month in which the
closure occurs.

To add a closure, navigate to Attendance > Temporary Closures.

=

#& Home Business - Profile = Contracts - Enroliments - Aftendance - Documents -

Manage VPK Attendance »

Manage SR Attendance
ssages
Reimbursement Details

Manage Sites SR Reimbursement Rates

i to display.

Manages All Sites Temporary Closures

Manage Users
Manage All Users

Click the Add Closure button.
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The Report Temporary Closure pop-up window opens.

et Temporary Cloaure
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Creating a Temporary Closure for a Whole Site Closure

Complete the form. Hover over the information icons € for additional information.

e Closed Provider Site(s) — Select the site(s) that were temporarily closed due to emergency
circumstances. Each site that the user has access to is listed. Only providers with VPK or SR
enrollments display in the dropdown list.

NOTE: If providers were closed for different dates, they should be unchecked and have separate
closure events created.

o Closure Details — Enter the closure date range. The “Closed From” date is the first day of the
closure and the “Closed To” date is the last day of the closure. A single day closure would have
the same “Closed From” and “Closed To” date. No services are available 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, an additional closure is needed to cover that time period.
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Clicking the No Services checkbox will select multiple providers with whole site closures and a pop-up will indicate
that all classes and care levels are selected for all providers

Levels Wene Zejeciad

Er b g T SIS T O POl D Sl R G B Tl Dl
[LUECTEY ES ARPS EE ST R [TRE 12T

Unchecking the No Services checkbox will deselect all providers, but all classes and care levels for each provider
are still selected. The user will need to deselect classes and care levels for each provider that should not be
included in the closure.
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e Closure Reasons — Select the applicable reason(s) for closure. If ‘Other’ is selected as the
closure reason, then a comment is required.

e Documentation — Click the Upload Document button to upload necessary documents (optional).

e Comments — Enter comments related to the closure. If no comments are entered when the form
is saved or submitted, the system will enter “Closure added by provider user” in the comments.

Clicking the Save button on the Report Temporary Closure form saves the record in “Incomplete” status.
Incomplete closure forms can be seen by the coalition for assistance. To edit a temporary closure
record, click the Edit button on the incomplete record.
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Edit the closure details and click Submit to Coalition. After clicking the Submit to Coalition button, the
Sign and Certify message appears. Complete the authorized electronic signature fields, then click
Submit.

Temporary Closure ~ Sign and Cerfify

By signing this fom | cerify that:

= | cedify thet the tamporary closure was due to the choumstances g5 described above
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& | ungarstand child sitendance records will not be cofledied for dosure days

» | undiarstand the WPK Provicdar Applica®on tiassroom catandars must be modifisd ta
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Authorized Eleciropic Shgnature

Full Hams ®
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Subemigsion Date
2020

“Satarmit

Canoal

The temporary closure is submitted to the coalition. The record appears in the Submitted closures
queue in “Submitted” status.
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Creating a Temporary Closure for all or some SR Care Levels.
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Complete the form. Hover over the information icons € for additional information.

Closed Provider Site(s) — Select the site(s) that were completely, temporarily closed due to
emergency circumstances. Each site that the user has access to is listed. Only providers with a
certified contract display in the dropdown list.

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 “Closed From” date is the first day of the
closure and the “Closed To” date is the last day of the closure. A single day closure would have
the same “Closed From” and “Closed To” date. No services are available 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, additional closure is needed to cover that time period.

Reimbursement Requests — Select the care level(s) impacted by the closure. Check the
checkbox for the care levels to include it in the closure.

NOTE: The days default to ‘CR’.
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e C(Clicking on CR changes the value to CN and vice versa.

e Closure Reasons — Select the applicable reason(s) for closure. If ‘Other’ is selected as the
closure reason, then a comment is required.

e Documentation — Click the Upload Document button to upload necessary documents (optional).

e Comments — Enter comments related to the closure.

e Clicking the Submit button submits the closure to the coalition. The record appears in the
Closures grid with “Submitted” status. It is available in Coalition’s ‘Submitted’ queue.
NOTE: Save button saves the record in ‘Incomplete’ status.

e Complete the authorized electronic signature fields, then check the Certify by Electronic
signature box, then click the Submit button.
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e Clicking the Submit button submits the closure to the coalition. The record appears in the grid
with “Submitted” status. It is available in Coalition’s ‘Submitted’ queue.

- i i am D all o atm (== [ Prinmms [Py T (I S

Once the submitted record is processed by the coalition, the record changes to Processed status.

NOTE:

1. When the status of the record is submitted, there is only a View button. The provider cannot
edit or delete a temporary closure record that is in Submitted or Coalition Reviewing status.

2. Incomplete and Processed records can be deleted.
3. If a coalition adds more providers to the closure that the provider user does not have access to,

there will not be a Remove button.
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4. Individual students, not affected by a temporary closure, may be edited in SR 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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Creating a Temporary Closure for all or some VPK Classes.
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Complete the form. Hover over the information icons € for additional information.

e Closed Provider Site(s) — Select the site where some or all VPK classes were temporarily closed
due to emergency circumstances. Each site that the user has access to is listed. Only providers
with enrollments display in the dropdown list.

e Closure Details — Enter the closure date range. The “Closed From” date is the first day of the
closure and the “Closed To” date is the last day of the closure. A single day closure would have
the same “Closed From” and “Closed To” date. No services are available 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, an additional closure is needed to cover that time period.
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e Classes and Reimbursement Requests — Select the class(es) impacted by the closure using the
checkbox.
o The Missed Instructional Hours pop-up window opens.
= Selecting ‘Yes’, marks the day as ‘Closure Non-Reimbursable’ (CN) in the
calendar.
= Selecting ‘No’, marks the days as ‘Closure Reimbursable’ (CR) in the calendar.

Mizsed Inslructional Hours

Lt {0 B i 150 31y ol e 1=k R R

= The days populate as CN — Closure Non-Reimbursable or as CR — Closure
Reimbursable.
=  (Clicking on CN changes the value to CR and vice versa.

151



Report Temporary Cinsun:
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Closure Reasons — Select the applicable reason(s) for closure. If “Other” is selected as the

closure reason, then a comment is required.

Documentation — Click the Upload Document button to upload necessary documents (optional).
Comments — Enter comments related to the closure. If no comments are entered when the form
is saved or submitted, the system will enter “Closure added by provider user” in the comments.
After clicking the Submit to Coalition button, the Sign and Certify message appears.

NOTE: Clicking the Save button saves the record in “Incomplete” status. The coalition can view

incomplete forms.

152



Report Temporary: Closue

FEH Flaeer
13 10 2 * W = 1
1] i u = H iy E
v i 1 E
Ttz) s el LAC 540 e TS SRk 1ok 0ps I s 2
B - e ook [ = Lhae MOH 0 LLGEDE
Clzeare RExsans jraer %01 2y *
T ERpREL X LUl
i T R e Ry CRR I T )
T Lack o Ll ket
L Lol sbad s sy
Frbdaras s vle oo erasters i tee BAr SOAT A it ae 0 bk L
e
Cuzurmmrlzbizn
AEEA IR b EIFTRE R 1B 30RRN 1) ke R P 1 BraEn

Cleaune Toumesis

Liphcad Lhezazesil

CARITISIS (Tt 10 pRanscaeEs

Temporary Clos

By sigming this Tonm | cerlily that:

= | cerlify that the lemporany doswe was dee 1o the droumslances as descibed above
ard the Informatlon provided & fnes and corract.

| sndersiardd he coallion will ded ne seimbursemend eligibifity bosed on 6M-E. 204
Uinfamn Attendance Polioy for Funcing the WPK Program and Shi-1 501
Resmburscment Duning Emergency Clesures for the SR propram

| undersiand child stiendanca recerds wil not ba collected for closure days

| vndessiand the WK Provider Application classioom calendars must be modificd o
rastore Instructonal hours in excess of the allothad emergency cosurs days inorder
1o reccive: emburscmend

Authorized Electronic Signature
Full Mame ™
Carttfy by Elactronk: Skgnasura ®

Submisgion Uade
102220

Cancal

Clicking the Submit button submits the closure to the coalition. The record appears in the grid
with “Submitted” status. It is available in Coalition’s ‘Submitted’ queue.
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VPK Non-Reimbursable Temporary Closures

After the coalition approves a temporary closure that has non-reimbursable (CN) days, VPK providers

must take additional steps to complete the process. When the temporary closure with non-reimbursable
days is set to “Processed”:

1. The provider’s VPK provider application (VPK-APP) is changed to “Incomplete” status.

2. If the class(es) associated with the non-reimbursable closure shares a calendar with another class,
the system separates the calendar so that each class that shared the calendar will have its own
calendar. In other words, the original class calendar is cloned as many times as needed and each
cloned calendar is assigned to a class so that all classes involved in the closure have its own
calendar. (One of the classes will keep the original calendar.)

e A new cloned calendar’s name consists of the word “Revised:” followed by the original
calendar’s name and the associated class’s name in parenthesis.

o If the original calendar does not have a name, the cloned calendar’s name will only consist of
“Revised:” and the associated class’s name in parenthesis.

Example:

Original Calendar:

r-n-l A m i Remove MNon-Instructional, Site Closures and Exceptional Instructional Days:

” | August 2021
Calendsr Name: M - F 8:30 - 11:30

Frogiam Tppe. School rear (540 holrs)

Calendar Start Date. 0B10/2021 Sun Man Tue Wed
Caendar End Date: D527/2022

Pt

Cloned Calendar assigned to class AF21:

rj A m i Remove Non-instructional, Site Closures and Exceptional Instructional Days:

: August 2021 »
Ciandar Mame. B M- F 830 - 1130 {AF2t)
Frogran e, - Floal nours)

Calendar Start Dare: DB/ 10/2021 Sun Man Tue Wed
Caendsr End Date: 052712022 1

4]

3. The non-reimbursable temporary closures for each class are automatically written to the original

and/or cloned calendar as “Non-Instructional: Temporary Closure Added” in the correct service
period month.

NOTE: When non-instructional temporary closure days are added to a VPK calendar, the Total Calculated
Hours are reduced, so the provider must adjust the calendar to restore the calculated hours to “540”.

4. An email notification is sent to the provider advising that their VPK-APP is in non-certified status due

to a temporary closure. The provider is instructed to log into the account to update and submit the
VPK-APP to the coalition.
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Update 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.

ﬁ Home Business « Profile - Contracts « Enroliments « Attandance « Documents « Profile. 2019 -2020

A
Manage Contracts

Common Tasks Broadcast Messages

Manage Sites
Manage All Sites

No messages 1o display

Manage Users
Manage All Users

Manage VPK Applications and Contracts

[VPK Provider Appication §
Manage VPK Instructors, Ca 1asses
Statewide VPK Provider Contract

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.
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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.

Masdnerucharal, Site Cicxwrex and Eczeprans nxinicicnal Caye

Augusl 2021 5 - Pt | e
Sun Mon Tus Visd Thu Fn S
H 3 1 ] i T
nwinicsanal Daye
E{RY Enu Tordal
Diary Timz Timz Hours
Monca | 0EE |15
M ik i E] 10 1 H 17 N
TuCsday Ak 1115

The Totaled Calculated Hours will be reduced for each non-instructional day based on the hours defined
for the day.
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Saeraar Awet Loz B CRIT ] Cakendar End Dua: 8 A H
nedrucdonal pat MR A 50 Iy AL DO, MUREIE O3V3 R e SRR B IR i dagang 0
Darge: B fo At Tirna Exd Tims Héiirs August 2021 ncarh |
Wiy oE1ZAd T MWised | 3 sin Wan T vl Thu L il
i ] 1
Tuesney [ B Y R HisAd @
Worinnnday:  dHTsad 0 1 iakd |0
5 H i 1z i
Thuraday eEiamil. o THATAY |
Trisay (TR P R Hotsdd
! i " 21
s & o
Siraksy w &
b % ] F
Total Calzuleted Howrs are
reducsd by the
Honinstructionad Dayis) dus
e the Dainporary cloauns
Total Caloulided Hows: 557,00
=The Told T |l e ey oo e =gt o rle] e s VER Fingiae Tepe vslanis] Sl coiic] i nesdiat

Tota WP Instractional Days: 172

Make adjustments to the calendar to restore the hours to 540. This can be accomplished in a variety of
ways such as:
e Canceling previously identified future non-instructional days
e Extending the class end date
e Extending the time on instructional days by creating Instructional Day Exceptions with different
class hours
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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.
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Bubmit VPH Provder Applcation

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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Attendance Rosters
After the temporary closure is processed by the coalition, the temporary closure days will show on SR
and/or VPK attendance rosters as CR or CN.

NOTE: For VPK, if there were any CN days, the coalition must review the provider’s updates to the VPK
calendar and set the VPK-APP status to Certified before attendance can be done.

In the blue header, the temporary closure details display the closure dates.

SR Attendance Roster:

Program Type™ ¢ sA v School Readiness (SR} O Antendance has NOT besn submitied o ELC of St Lich.

Sacvice Pariod®: o e, RN oy Carn Level 100, IR PR3, PRY PRS
Heurs Of Operabon M-F 7 0Gam-5 3opm

Coalition™ ¢ ELC of 51 Lucie ~ m SRiLocal Funding Shadents (3

Paid Hobdays 20210705

Temporary Closures 07282021 - 07272021
Temporary Closures 07232021 - 07202021

Seanch
110 6 of & enrobed = Indicate the Enas a Below. Sugporteg d tion may be uglcaded 1o 1he Decument Manageenent Lirary as needed
| Chald Mame D08 |Age] Biling Group | Status.
1 Iy BGE -
# o JUW 2021 Chile's Current Information
4] W e
4 ¥y BGE Mame
" o DOl Sun Mon Toe Wed Thu Fri Sat
e » boe 1 2 3 DoB Age 3
F X . ! Copay 3530 BGm  EGI
’ ==}
?. Status  Ervoled
= i s [} 7 [ ) 10 e .
@ o NI X X x % . o
1 T T T AR T Anticipated Start Date 72021
1
ET " 7 (i} " 15 % i Days Absent 2
" . I ok x x X Days Prasent %
i T EETES EIRET EEAEE EnEEs
1 Reimbursed Holidays 1
" "® % 0 H 2 2!
=1 —— i u ¥ Mon-Reimbursable Days (]
z . X x x i) -
S R S R B
3 £ s £ Schedule Note
L ca =] =3 | A
Emm——
Reject Reason

A “@” symbol indicates that the child’s care level is impacted by a temporary closure during the service
period.

|| Grila Name | DOB | Care |age/B/status NSNS

. PR4 5y BGS
2 PR5 @ 5y BGS

. PRL_th_ B March 2022

4. PR4 4y BGS

5 2YR 2y BGS =
8. FR4 4y BGS Sun Mon Tue Wed Thu Fri
& 2YR 2y BGS 1 2 3

8 2YR 2y BGS |__.k_'_| |—,(f| N (e
- O o i EPES) ESRE EmEE
10. INF iy BG8

" TOD @2y BGS 5 7 8 9 10 5
:j Indicates the child's care level is impacted by a temperary closure during the service period.
14

L 13 14 15 16 17 1
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VPK Attendance Roster:

‘' Prekindergarten (VPK]

Due Date : 553/2021 Class
Btart Data
Currieulum

AF21-3hr AR

B NENE

Hother Goose Time

@ Class attendance has NOT been submitted fo Coalition at this time.

Max Class Size 20
End Date 202

Edition 2017

Temparary Clasure (ID: 25242) 081372021 - 08/20/2021

2 Indicate the child's 2Rendancs beiow SUFID{TII'FI"I;] docimentation may be upeased to the Docoment 2anagement Lihrary as nesded

Attendance Calendar

August 2021

Sun e Tue Wed Thu Fri sat
1 i 3 4 3 & 7
" | - w * - = I |
& @ 10 n 12 13 14
N T B R | R [
15 15 17 1@ 13 ] 4
=l cr | cr: |[ cR|[ cm o | ®
22 23 24 24 26 T 28
L m | X X ¥ H Ol ®
z an a
.

Child's Current Informatian

Name

DOB Age 4
Status Eneolied BGrp VPK
Cert VR -2021

Class AF21-3hr am
Monthly Attendance Summary
Days Present a
Days absent 0
Reject Reason
WA
Reject Commaent

WA

After each child’s attendance for the month is reviewed, it can be submitted to the coalition.
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Attendance - VPK

Providers manage VPK attendance online by navigating to the Attendance menu item and selecting Manage VPK
Attendance. Providers may submit their attendance through the web page or using a bulk file upload, similar to
the bulk enrollment file upload. It is important to note that changes to enrollment, such as entering a termination
date, or changes to the class schedule, such as reporting a site closure, cannot be performed in attendance.
Enrollment information must be corrected in the Enrollments area. Class schedule information must be corrected
in the Contracts > VPK Provider Application area. Any changes to source data should be done prior to submitting
attendance. Coalitions may assist as needed.

Enrollments ~ Aftendance - Documents Sites

Manage VPK Attendance »  yanage VPK Attendance
- Manage SR Attendance Bulk File Upload l

Reimbursement Details

SR Reimbursement Rates  sssages to display.

Temporary Closures

Submitting Attendance Online

Select the Manage VPK Attendance menu item. The VPK Attendance Roster displays, defaulting to the current
service period and first class. The blue summary box to the right contains class details such as the class full name,
start and end dates, and max class size. If necessary, use the drop downs to select a different service period
and/or class.

Togpm Iyps WP - Woluln o e AT B Ol i oAk MV ot b o S £ 50 W e
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Clan D" : rin ' m Comiuleh Srpsui BjDrydwFel Cakine T R AEEHE
=

i # i b ke 2ER T PSS s er ST rLy b e e Do T e ey 1 maeried
gk ok October 2015 B AR el i

LR EEEE T

| o eteim | L5 CEEE B T

NOTE: A service period is the month in which services were rendered. Child absences for the service period must
be marked, saved, and submitted to the coalition for payment. A due date is displayed for each service period.
Providers with multiple classes must submit an attendance roster for each class for payment.
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The search feature may be used to search for any criteria included in the roster (i.e. a name, DOB, age, billing

group, or status). The summary feature shows the current/saved attendance information for all children in one
view.

To record attendance, click on a child’s name to view their attendance for the month.
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e Days the site is closed are marked with an asterisk “*.”
e Days the child is scheduled to attend are marked with an “X” for present.
e Alegend is provided in the bottom right for more code descriptions.

To change a present day to absent, click on the “X.” The “X” for present will now appear as an “A” for absent.
NOTE: Absences entered by mistake can be changed back to present by clicking on the “A.”

While not required, it is recommended to click Save (below the calendar) before moving on to another child.
When all child absences are marked for the month, click Save and then click the Submit to Coalition button. A

window may appear if the attendance is being submitted early or late, or if no absences have been recorded. To
continue to the Sign & Certify page, click Continue.
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The Sign and Certify page displays the class summary with the total number of days absent and days present. At
this point, providers may want to print this page using the browser print function. When ready, review the
certification statements and complete the Authorized Electronic Signature portion by entering the user's Full
Name, checking the box for Certify by electronic signature, and clicking Submit. To abandon the submission, click
Cancel.
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Submitted Attendance

Upon submission, the screen returns to the VPK Attendance Roster view with the current service period displayed.
Select the submitted service period from the drop down. The submitted roster now has a submitted message and
each child shows “SUB” for submitted in the status column. This status will change as the child attendance is

processed by the coalition.
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Rejected Attendance

Coalition staff may reject submitted attendance. In this case, the individual that submitted the roster will receive
an email notification. Instructions are provided to log in to the Provider Services Portal, review the roster, make
necessary changes to rejected records, and re-submit. The rejected child records are displayed at the top of the
roster list in red and show "REJ" for rejected in the status column. Only records with "REJ" may be edited.
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To edit, click the name of a rejected record. Any absences previously recorded appear. Make changes as needed.
After the last record is corrected, click Save. Then, click the Submit to Coalition button and continue to the Sign &
Certify page. This time, the Sign & Certify page only shows the rejected records that are being re-submitted to the
coalition. Complete the Authorized Electronic Signature portion and click Submit.
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Upon submission, the rejected "REJ" records appear on the roster as submitted "SUB."

Approved Attendance
Coalition staff will continue to work submitted attendance until the records are approved for payment. Approved
records appear on the attendance roster as "APP" for approved in the status column.
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When records are paid by the coalition, the reimbursement details are posted on the Provider Portal under
Attendance > Reimbursement Details.

Enrodimeants = AlEndance = Documerts «
Wgnagpe VPR Allenznoe »
rianaps SR Attendance

3 cagt
Remiursement Detals
2R Relmioussment Ralse ey

Temparary Closures
|
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Providers can run a Payment Period or Service Period Reimbursement Report.
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Uploading Bulk Attendance File
Providers may submit their attendance via a bulk file upload (similar to the enrollment bulk file upload process).
To begin, go to the Attendance menu item, choose Manage VPK Attendance, and then select Bulk File Upload.

Enroliments ~  Attendance ~ Documents « Sites

Manage VPKAtlendance »  jjanage VPK Attendance
- Manage SR Attendance Bulk File Upload l

Reimbursement Details

SR Reimbursement Rates  sssages to display.

Temporary Closures

The Bulk VPK Attendance page displays.
(B Buks WK Atleiancn
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Click the CSV file template link. A window appears. From this window, select the service month and year to
generate a file for all of the enrollments (for all classes) at the site that month. Alternatively, multi-site providers
may check the "Include all providers for provider principal” box to generate a file for all of the enrollments (for all
classes) at all sites associated to the account for that month. Then, click the Download button.
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Open the downloaded file. The enrollment information for each class is pre-populated. Each instructional day
during the student's enrollment defaults to present (X).

a a C ] E F [} H | 1 K L L1 ] Lx] I Q R 5
1 Providend MEID Providarvama COBSSveer FLEID ChildlastMars ChildFistNare CrildDataOfgrth Atandanceddonth Atendancevos Day 1 Day I Day 3 Day & Day 5 Duy 6 Day 7 Day E Day &
F B33 Daisy Mas Daycare Wored-300E Lathamn At 322044 0= a 20iE * - - - - - - - -
el B4E3 Daisy Mass Daycare WPsT50-200E Lathamn Sambi 1783044 0200 a 201E *
4 B4E3 Daisy Mass Daycare WPsT52-200E Lathamn S Fairy B 3043 020 a 201E *
5 B4E3 Daisy Mass Daycare WPsT53-200E Lathamn P 12/13/ 5043 0:0) a 20iE *
& B4E3 Daisy Mass Daycare WPsTET-200E Lathamn Aladin 1783044 0200 a 201E *
7 B33 Daisy Mas Daycare WosT57-200E Latham Chip 332013 0= a 201E *
a B4E3 Daisy Mass Daycare WPsT5-200E Lathamn Cardeialla T 013 a0l a 201E *
9 B4E3 Daisy Mass Daycare WPET5E-200E Lathamn Crualla da 272/ 3043 02D a 201E *
1 B433 Daisy Mas Daycare VETS3-300E Lathamn Dakar 11044 0= a 3DiE *
14 B4E3 Daisy Mass Daycare WPsTe3-200E Lathamn Hianoukes 1783044 020 a 20iE ™
L w W ) i . ST I S GO S . B & ] &) BE AL | AW &M | &) El = | ax £ | )
Dy U2 Zws LL Dy 13 Dew L3 Dy 04 Zww 15 Rwy A2 Tww 17 Ry JR Dww D9 Dy 30 Duw 3L Day 33 Dww 23 Day 34 Dew 35 Lay 36 ey 37 Cay 36 Doy 39 Cay 20 Day 3L Ceevzomld desrazriems ooy Do nezieenss Rl FrsdzedantsD
- . - ] ¥ ] ¥ ] - . ¥ ] ¥ ] 3 - " ] " 3 " HEF n” 1 L
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] 5 ] >. * .c * .c c ;c c ] ] S ] (B a Ea a0
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e = c = c = c - c - s s 1 R 4 i T
c = c = c = c = c = = = 1 R 4 n e
c = c = c = c = c = = 1 w1 e e
c = c = c = c = c = 1 ke ! o

a. Legend: present (X), site closed (*), student not started (_), student terminated (T).

Day_1 = first of attendance month, Day_2 = second day of attendance month, Day_3 = third day
of attendance month, etc. In this example, Day_1 = August 1, Day_2 = August 2, and Day_3 =
August 3.

c. Regardless of the month/year, columns for Day_1 to Day_31 are included in the file and are
necessary for the upload; none should be removed.

d. Itis critical that only the content of "Day_#" columns are changed (i.e. changing an X to an A).
Attempting to add students or edit/remove system generated columns will cause errors. The file
is a reflection of the enrollment information for the class when downloaded. If issues are
identified, please contact the local early learning coalition for assistance.

Scroll over to the days and record absences by changing a present day (X) to absent (A). Tip: (In Excel) Open the
View menu, select column H, and click Freeze Panes. This will keep the student's name and demographic
information in view while scrolling through days.

F H 1 J K L 2] L] 2] F Q R 5 T u v w ES ¥ z ah 28 A
i |ChildFirstvama  Atandancetdonth Sfandarca¥aar Day 1 Day 2 Day 3 Day 4 Day 5 Day 6 Day 7 Day & Day 9 Day 10 Day 11 Day_12 Day 13 Day_14 Day 15 Day 16 Day 17 Day 18 Day 19 Day 20
2 | Cruech a 201E _ | _ N N _ _ _ _ _ - N x " x " x N " ®
3 | Gocdoar ] 0B _ _ _ _ _ _ _ u L] L E u %
4 Krackes a 0B _ _ _ _ _ _ _ u E u ® u H
5 |Mantos a 0B _ _ _ _ _ _ _ u L] L Ed u H
& | Milkey Wiy ] 0B _ N _ _ _ _ _ _ u L] L E u %
T Payday a 201E _ _ _ _ _ _ _ = £ x L = £
# Reasa'sPlacas ] 0B _ _ _ _ _ _ _ u L] L E u %
@ Seackars a 0B _ _ _ _ _ _ _ u E u ® u H
10 Theaa boatesrs a 0B _ B _ _ _ N _ _ u L] L Ed u H
11 Twix a 0B _ = L] L b = %

(In Excel) When complete, un-hide and/or un-freeze any columns. Click File > Save As. Re-name file and save
locally. Be sure the file type is .csv.

File name: - AF18 - Growin . w
Save as type: | CSV (Cormma delimited) (*.csv) e
Authors:  Andrea Latham Tags: Add atag Title:  Add a title

~ Hide Folders Tools - Cancel
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On the Provider Portal, click the Upload button. A file manager window opens. Locate the saved file and click
Open.

& Buk wPR Attendance
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The uploaded file displays in the Bulk VPK Attendance log.
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Dzasndoad TSV Gk tarplotn add child delaife. end chck ha Upinad bution. All Blec sdll ba ramed afar 15 caléndar daes. Mota: Tha BEID cobimn i far putlc schodl s only. Sea thi Provider Pamal ke Guids for more

=lomalan
[ & o] —

Upbrsdest (n | Diocumment

firhions

Click the Refresh button to get final results.
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The successfully submitted attendance is now reflected on the class attendance roster. Each record shows "SUB"
for submitted.
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Attendance - SR

Providers manage SR attendance online by navigating to the Attendance menu item and selecting Manage SR
Attendance. Providers may submit their attendance through the web page. It is important to note that changes to
enrollment, such as entering a termination date, cannot be performed in the attendance module but rather the
Manage SR Enrollment area. Also, when issues appear on the attendance roster (such as incorrect enroliment
information, missing children, duplicate children, missing paid holidays, duplicate absences on the same day, etc.),
the issues should be communicated to the coalition before submitting the attendance roster. Coalitions may assist
in addressing the issues so that the attendance records have accurate information.

Enroliments = Aftendance - Documents -

IManage VPK Attendance »
IManage SR Attendance
cast Messages
Reimbursement Details
SR Reimbursement Rates  agsages to display.

Temporary Closures
]

Submitting Attendance Online

Select the Manage SR Attendance menu item. The SR Attendance Roster displays, defaulting to the current
service period. The blue summary box to the right contains provider details and paid holiday information for the
service period.
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NOTE: A service period is the month in which services were rendered. Child absences for the service period must
be marked, saved, and submitted to the coalition. A due date is displayed for each service period. Providers that
contract with multiple coalitions must submit an attendance roster to each coalition.

Children that are “Enrolled” are included on the SR attendance roster.
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New enrollments in “Pending Family Acceptance” will not be visible on attendance rosters and will only appear
once the family signs the payment certificate; however, there are exceptions.

e New enrollments for at-risk children (BG1) or at-risk children in relative care (BG3R) billing groups in
Pending Family Acceptance will populate on attendance rosters

e Existing enrollments in Pending Family Acceptance that have already been submitted for attendance in
previous months will continue to populate on attendance rosters

If a provider has new enrollments in “Pending Family Acceptance”, when the provider clicks the Manage SR
Attendance menu item, a pop-up window will display with a count of those new enrollments and a link to the
Manage SR Enrollment queue.

P 0 Pending Payment Cerifleate(s)

Thera E-.‘ﬂ enrcdments that are siill in Pending Famiy
Acceptance | hese cheddren may nol be nolel on ihe atencEnos ==

rdes tos) Al Church of SGod o

Mizarse ramind parcntsiguarans o 1og into o -Family Poral 1o
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At e pay el cerhfcsle e 0

Begin 1rac ance i Mase anrliments: Falle fo gign the
paymment ¢ 2 will gelay TelmbUrSEmens payments for tha
CEDEmCE
 Readiness [SRY- | 5 iy cnilaren in Pending Family Accaptance. visi e Bor Martvest Ronds o 33
| cnroament rostar find fiter the States colmn

Kate ; A4/5{20217

See the Pending Family Acceptance Status section in this user guide for more information.
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The search feature may be used to search for any criteria included in the roster (i.e. a name, DOB, age, billing
group, or status). The summary feature shows the current/saved attendance information for all children in one

view.

To record attendance, click on a child’s name to view their attendance for the month.
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Days the site is closed are marked with an asterisk
Days the child is not scheduled to attend are marked with “NS”. If the entire month for a child is
marked “NS”, contact the local early learning coalition to correct the care days.

Days the child is scheduled to attend are marked with an “X” for present along with his/her
scheduled unit of care

Paid holidays where a child is also scheduled to attend are marked with an “H”

A legend is provided in the bottom right for more code descriptions

NOTE: The “Child’s Current Information” displayed on the right is current as of today. When working prior months,
the information displayed may not align. For example, if a child’s enrollment was terminated in February 2019, the
current enrollment status is Enrollment Ended. Each month (prior to February) will also display Enrollment Ended
in the “Child’s Current Information” area because it is the current enrollment status. This does not impact the
ability to record attendance for those prior months. Enhancements are planned to address the display.

To change a present day to absent, click on the “X.” A pop-up message appears to collect more information.

D oo T W

Select an absent reason from the dropdown.

Include a message to the coalition regarding the absence in the Note area. (optional for most reasons)
Attach a file for supporting documentation by clicking Choose File. (optional)

Click Save when done and the pop-up message will close.

The “X” for present will now appear as an “A” for absent.
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f.  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.

g. Absences entered by mistake can be changed back to present by clicking on the “A.” The below pop-up
message appears. To undo the absence, click the Remove Absence button. That day will show an “X”, the
absence reason is removed, and the attachment is removed.

Absence From & [

Absence Tnf 1 OnRrT O

Enzo Celestino
-
Reazon PRy Depsoy et -

Mote

Max fengrh alfowsd is 500 charscters: SO0 remrarrimr.

ARtach yowr docurment

PaySwbh? docx

B drdiale tie chilfs atiendemnse bk Supsoivg dosisssnbation meey be uploaded G he Docareed Marsgemec Libnary as testfed

Arpendance Calendar

OCtDber 202 1 Child's Current Informaton
Sun Man Tue Wed Thu Fri Sar rame |

1 = DOB  Wa2018 Age 3

Capay $2.15 BGrp OOE
u Status Corclled

» Monthiy Attendance Summary

Anticipated Start Date BSIRDET

- Absences

OMSE0ET TOMATIEDE
23 | =

SOAIGEE2

an Days Absent =
Days Present T4

Reimbursed Holidays (K]

Non-Relmbursable Days U
WA, Fo

Schedule Mote

LIRS

Note:

X - Enrolled/Present — Allows Date Span Absence

A - Absent — Allows Date Span Absence

CR - Reimbursable Temporary Closure Day - Partial — Allows Date Span Absence

CN -Non-Reimbursable Temporary Closure Day — Partial — Allows Date Span Absence

N - Non-Reimbursable Day — Does Not Allow Date Span Absence

NS- Non-Scheduled Day — Does Not Allow Date Span Absence

.Paid Holiday — Does Not Allow Date Span Absence

T - Terminated/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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While not required, it is recommended to click Save (below the calendar) before moving on to another child.
When all child absences are marked for the month, click Save and then click the Submit to Coalition button. A
window may appear if the attendance is being submitted early or late, or if no absences have been recorded. To
continue to the Sign & Certify page, click Continue.
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The Sign and Certify page summarizes the information for each child and an electronic signature is required.
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Submitted Attendance

Upon submission, the screen returns to the SR Attendance Roster view with the current service period displayed.
Select the submitted service period from the drop down. The submitted roster now has a submitted message and
each child shows “SUB” for submitted in the status column. This status will change as the child attendance is
processed by the coalition.
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Rejected Attendance

Coalition staff may reject submitted attendance. In this case, the individual that submitted the roster will receive
an email notification. Instructions are provided to log in to the Provider Services Portal, review the roster, make
necessary changes to rejected records, and re-submit. The rejected child records are displayed at the top of the
roster list in red and show "REJ" for rejected in the status column. Only records with "REJ" may be edited.

Frogramn e op g Stncl Readinea (SR 0 THr mnir bag macren asasanse o FLG af B Rig Rend Ragion
AT 00 RRAL SET STTCTURY S ATTTK,
sarwie PN ® T3 by BT . Dik DR EL R
it e - Zarm Lassd INF TER 7R ERG 2R
Goarimi®: £ i By B iz 7 m Azars OF Operaikn WoF R R
SR ocal Fanzing Sudens [
Faid Holknys
e
m F S lrchonn i b W b b s 2R D T ST 1 B s 1 D eaamnsan Bana e Ay s esab
m o s [ L et
Grmp | P
;: L e 3‘:‘ J&lUQUSt 2018 sl a el dom enmiless m
i LR H T
Tin warr fup Mo TH e i Fi LS|
WA 0 S !
HaxdHy CE1 warm
R 3 i

173



To edit, click the name of a rejected record. Any absences previously recorded appear. Make changes as needed.
After the last record is corrected, click Save. Then, click the Submit to Coalition button and continue to the Sign &
Certify page. This time, the Sign & Certify page only shows the rejected records that are being re-submitted to the
coalition. Complete the Authorized Electronic Signature portion and click Submit.
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Upon submission, the rejected "REJ" records appear on the roster as submitted "SUB."
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Approved Attendance

Coalition staff will continue to work submitted attendance until the records are approved for payment. Approved
records appear on the attendance roster as "APP" for approved in the status column.
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When records are paid by the coalition, the reimbursement details are posted on the Provider Portal under
Attendance > Reimbursement Details.

Enroliments - Atftendance - Documents «

IManage VPK Attendance »

IManage SR Attendance
- g

Reimbursement Details

SR Reimbursement Rates

355ages
Temporary Closures

Providers can run a Payment Period or Service Period Reimbursement Report.

& Final Reimitrseincnd Ruepod
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NOTE: These reports have been enhanced to include children who are dismissed to get the registration fee. A
dismissed child will show as $0.00 in the reports.
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Request for Registration Fee Payment

Registration Fee Payments can only be requested by a provider. To request a Registration Fee, navigate to
Enrollments > Manage SR Enrollments > Registration Fees > Eligible for Payment

Conlriaisds - Enraiiments = Allendance - Dacuinerls - Sites
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Regeierminaiions L

] I

Eligibility Rules for Registration Fee payments:

e  Children are/were enrolled during the 2020-2021 program year.

e  Children have not been paid more than 2 times in 5 years (or three with a hardship). Payments from 2019-
2020 are excluded.

e  Children with the BG1-ESS billing group and eligibility code are not eligible.

e  Children “dismissed” by the provider for payment for the program year are not eligible.

e  Children enrolled 3 months or less with expulsion reasons (Safety of Other Children or Behavior Problems)
are not eligible.

The Registration Fee Payments screen lists children who are eligible for Registration Fee payments. To request a
payment, check the checkboxes and click Request Payment button.
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On the Request Payment pop-up, check the I certify checkbox and click OK. The record will be available for the
coalition to Approve, Reject, or mark Ineligible.
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Dismiss Children

If the provider has collected the registration fee from the family, the child is not eligible for a registration fee
payment. To dismiss children from the list of registration fee payments, check the checkbox and click Dismiss
Children button. Hovering over the Dismiss Children button will display the following message: “Remove all
selected children from this list and indicate that payment is not expected from the coalition.”

Regisiraion Fee Payments

Program Year: 2020 - 2021 Payment Period: January 2021

The children below are eligitle for regisiration fee payments based on the following criteris;
s The Provides has an onlne 5R-20 confractlamendment wiih & regisiraion fee grasier ian 30.00 for the curment
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The Dismiss Children pop-up window opens. Click the OK button to confirm dismissing the child(ren) from the list
of registration fee payments. The Provider won’t be able to resubmit these children for registration fee payment.

Dismiss Children
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SR Reimbursement Rate Plan

Providers can view their reimbursement rate plans in the Provider Portal. Navigate to Attendance > SR
Reimbursement Rates.

Enroliments - Attendance - Documents ~

Manage VPK Attendance »
- IManage SR Attendance l
cast
Reimbursement Details
SR Reimbursement Rates assage

Temporary Closures

The Coalition dropdown shows all the coalitions the provider has a contract with. The Rate Plan Period dropdown
displays all the rate plans available based on the selected coalition. Clicking the Reimbursement Rates button will
navigate to the SR Reimbursement Rates screen.

5R Reimbursement Rates

Coalition: ELC of Palm Beach v

Rate Plan Period: 07/01/2022 - 12/31/2022

Reimbursement Rates
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After clicking Reimbursement Rates, the SR Reimbursement Rates show for the selected coalition and rate plan

period. The rates show the rates and differentials used to calculate reimbursement for the provider as shown in
Exhibit 5 of the contract. The provider can view the rates for different units of care by selecting an option from the
Unit of Care dropdown menu. Clicking the View Provider Rates button will navigate to the Provider’s Private Pay
Rates.
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The rates are read-only. The rates in the Provider’s Pay Rates screen are the rates that display in Column A of the
SR Reimbursement Rates screen. Clicking the Back button will navigate to the SR Reimbursement Rates screen.
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From the SR Reimbursement Rates screen, clicking the View Differential Rates button will navigate to the

Provider’s Differential Rates screen. Clicking the Back button will navigate to the SR Reimbursement Rates screen.
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From the SR Reimbursement Rates screen, clicking the Sample VPK Wrap Calculation link opens a pop-up with a
sample calculation. Clicking the Back button will navigate to the SR Reimbursement Rates screen.
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Sample VPK Wrap Calculation

This is an example of a VPK wrap calculation for a child enrolled in both SR and VPK. The
VPK class is 3 hours long and the child has full time care.

NOTE: The calculations are to 4 decimal places until the Gross Payment Amount, where it
is rounded.

How are wrap rates calculated?
1. Provider Contract Approved Rate
2. Hourly Rate = Daily Rate/Max SR Hours [calcuisted to 4 decimal pisces]
3. Payable Hours = Max SR Hours - VPK Hours
4. SR Daily Rate = Payable Hours * Hourly Rate [caiculated to 4 decimal places]
5. Gross Payment Amount = SR Daily Rate * Total Days Paid [calcuisted fo 4 decimal
places]

Example:
1. Provider Contract Approved Rate (PR4): 524.50
2. Hourly Rate: $24.50/11 = $2.2273
3. Payable Hours: 11-3=8
4. SR Daily Rate: 8~ §2.2273 = $17.8184
5. Gross Payment Amount: $17.8184 * 20 = $356.3680

For this record on the 5045, the provider is reimbursed for $356.37.
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