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EARLY
LEARNING
COALITION

of Broward County, Inc.

Welcome to the Broward Provider Web Portal

The Broward Provider Portal allows childcare providers with internet access the
ability to submit their application for a School Readiness and/or Voluntary
Prekindergarten agreement online. The information for each provider is secure
and viewable only by entering your User ID and password.

The Broward Provider Portal is managed by the Early Learning Coalition of
Broward County. Please contact your Coalition System Specialists listed below for
any questions and assistance.

“*NAMES BELOW WILL BE RELEASED APRIL 20". Any questions during TESTING
phase need to be directed to providerportal@elcbroward.org

Vacant Position (Providers A-F)* Vacant Position (providers G-0)*

954-720-XXXX 954-720-XXXX

name@familycentral.org name@familycentral.org

Vacant Position (providers p-z)* Vacant Position (school & Family child care
Providers)

954-720-XXXX 954-720-XXXX

name@familycentral.org name@familycentral.org

* If you are a Family Child Care Provider your System Specialist is designated by your last name.
*If you are a Child Care Center your System Specialist is designated by the first name of your license.
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1.0 INTRODUCTION

This user guide provides information about the features and use of the screens on the Broward
Child Care Provider Portal, referred to as the Provider Portal.

1.1 About This Guide

Purpose
This user guide provides a basic description of the use and features of screens used in the

Portal.

Use of this Guide

This user guide provides step-by-step instructions for site navigation. It provides detailed screen
information and instructions for accessing and completing screens needed to submit a childcare
agreement application.

Graphics
The graphic illustrations in this guide are screen captures that show all of the provider portal

screens required to submit a childcare agreement application. The entries seen in the
illustrations in this guide are not actual provider data.

1.2 About the Broward Child Care Provider Portal

The Provider Portal is an online web based application designed for providers to create and
submit their childcare agreement application(s) online. It also allows the provider to upload
documents required to support their agreement application(s). All the screens on the Provider
Portal use drop-down menus and point-and-click techniques to provide an easy-to-use method
for providers.

2.0 PORTAL BASIC INFORMATION

2.1 Accessing the Provider Portal
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The provider must have access to the internet in order to use the Provider Portal.
Once connected to the internet, please follow the steps below:

1. Open your internet or web browser (i.e., Internet Explorer, Google Chrome,
Firefox, etc.).

2. Type the TEST site’s Provider Portal web address into the URL bar at the top
of the screen: elcbroward.bluejeanware.org

s i-;gLogI

2 o /elebroward lugeamare com

GE‘%M “ To e bildnen’s mectss W

BI COALITION

o Broard Gy

HOME

. C PROVIDER PORTAL

3. Press the Enter key. The website opens at the Login Screen.

2.2 Creating an Account

If this is the first time accessing the portal, you must create a User Name and
Password. The following are step by step instructions for creating a new account.
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CREATE ACCOUNT

Username (email)

Re-enter Username

Free email address are available through Yahoo or Google

Password

Re-enter Password

The following information will be used
to verify your Provider status

Provider Id

Provider Extension

1.

Open the TEST portal login screen

I ;—Q https://elcbroward.bluejeanware.com

2. Onthe right side of the screen find “Create
Account”

3. Enter User Name (email address)

4. Re-enter your User Name

5. Create a password. Passwords are required to
be at least 7 characters in length. They must
contain characters from 3 of the following 4
categories:
e Upper case letters,
e Lower-case letters,
e  Numbers 0-9, and
e Non-alphanumeric characters such as S,

#*,

*Remember passwords are case sensitive

6. Re-enter your password

7. Enter your provider ID.
This is either your EIN (Employer Identification
Number) or SSN (Social Security Number),
which can both be found on your W-9 form.

8. Enter your provider extension.

This information can be found on your
attendance sheets. If you do not know this
information, please contact your Coalition
System Specialist.
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Attestation: The undersigned represents and
warrants that he/she has full and complete authority
to access and submit information on behalf of the
entity listed below.

Name of the Child Care Business

Title |
Select one... v

First Name
Last Name
Phone Number

Email address to be used for
communications by the Coalition

Enter a Security Question and Answer
io be used in case of password reset.

Security Question (Create your own)

Security Question Answer

Do not register again if you have
previously used the site. Use the reset
password link in the Login panel if you

need to reset your passwordl

[/

9. Below the provider extension you will see an
attestation which states: The undersigned
represents and warrants that he/she has full
and complete authority to access and submit
information on behalf of the entity listed
below.

10. Enter the Name of the Child Care Business.

11. Select a title.

Please note: Only an Owner, Director, or
Authorized Representative of the childcare site
can create a Login Account.

12. Enter your first name.

13. Enter your last name.

14. Enter your phone number

15. Enter your e-mail address to be used by the
Coalition for future communication

16. Enter a security question.

You can use any question. It is recommended
you use a question that ONLY you will be able
to answer.

17. Enter the answer for your security question.

18. Select the blue “Create Account” button.

*Review all the information for accuracy
*User accounts can only be created one time
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2.3 Logging in

| 1. Open the TEST portal login screen

I 2 https://elchroward blugjeanware.com

LOGIN

2. Onthe left side of the screen find “Login”

Usemame (email)

3. Enter User Name (email address)

Password

4. Enter your password

*Remember passwords are case sensitive

Reset Password
LOGIN
5. Select the blue “Login” button.

For security reasons, if an incorrect password is entered too many times in a row,
you will be locked out of the portal. If a lockout occurs, you will need to contact

your coalition system specialist.
e |[f you forget your password, click on the reset password link.
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2.4 Resetting your Password

LOGIN

Reset Password

Select the reset password link on
the bottom right hand side of the
login window

Username (emalil)

Provider Id

Provider Extension

New Password

Re-enter New Password

RESET
PASSWORD

RESETACCOUNT PASSWORD X

Please provide the following information
to verify a Provider site assigned to your account.

Please provide a new password and retype to verify.

1. Enter User Name (email address)

2. Enter your provider ID.
This is either your EIN (Employer Identification
Number) or SSN (Social Security Number), which
can both be found on your W-9 form.

3. Enter your provider extension.
This information can be found on your
attendance sheets. If you do not know this
information, please contact your Coalition
System Specialist.

L 4. Create a password. Passwords are required to
be at least 7 characters in length. They must contain
characters from 3 of the following 4 categories:

e Upper case letters,

e Lower-case letters,

e Numbers 0-9, and

e Non-alphanumeric characters such as S,

#*.
*Remember passwords are case sensitive

> 5. Re-enter your password

[~ 6. Select the blue “Reset Password” button.

*Review all the information for accuracy
*User accounts can only be created one time
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3.0 Agreement Applications

3.1 The Home Screen

The Home Screen can be accessed at any time by clicking the “Home” button at
the top of your screen.

> Select Agreement Type Window

In this window you will see an icon for each type of application
» School Readiness
» Voluntary Pre-Kindergarten

l Select Agreement Type

' [2013-2015) '
&=School VPK

<~ Readiness VDLUMTARY

PREKINDERGARTEN
School Year July 12014 to June 30 2015 5 School Year July 1 2014 to June 30 2015

» Downloadable Documents Window
This window contains supporting documents for providers

10
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Downloadable Documents

» Helpful Information Links Window
This window has links to other web pages that are useful to providers

Helpful Information lLinks

3.2 New School Readiness Agreement

Starting on the Home Screen you will select the “School Readiness” icon. This

example will be for a School Readiness agreement application.

1. After selecting the School Readiness icon you will be taken to the School
Readiness dashboard

2. Select “New School Readiness 2014-2015 Agreement” or “New School
Readiness 2015-2016 Agreement”

Select Agreement Type » SR Dashboard

l SR DASHBOARD | Manage Site : + ADD ANOTHER SITE

Next School Year: July 1 2014 to june 30 2015

Agreements Document Library . ADD NEW
DOCUMENT

New School Readiness 2014 - 2015
Adreement

Accreditation and-or Gold Seal

Direct Deposit

Insurance - Auto

3. A window will appear and ask you to verify that this is the agreement you wish
to create.
4. Select “Yes”

11
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Confirm Agreement Creation

You are about to create the following type of agreement:
School Readiness 2014 - 2015

For Site:
Flease confirm this is %ﬂ agreement for your needs.

|' YES | NO

5. This will bring you to the Agreement Details screen.
6. The Agreement status will say “Creating”
7. Under Form, select “School Readiness 2014-2015”

AGREEMENT DETAILS

» Unread: 0/ Read: 0 Messages

Forms School Readiness 2014 - 2015

“Agreement 3tatus : Creating

The Agreement must be submitted to be processed by the ELC.

Form Complete? Last
Modified

School Readiness 2014-2015 MNo 4/24/2014
4:41:01 PM

8. This will bring you to the first page in the application.

12
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NEXT?

9. Fill out the agreement page by page. To move onto the next tab, click “Next”

Agreement status: Creating
1. License Info Florida Child Care Resource & Referral Provider Update Form.
2. Accreditation (a)
Mame of Person filling out form®:
3. Accreditation (b)
) Date form was completed:
4. ggri macanc , Do you wish to have your program referred to families seeking child care listings from the ELC.
5 Sefting
Family Child Care Home or Business
6. Fees Mame (as it appears on Licensej*:
: 148 C e (DBA Name)*:
7. Meals/Participation ARG (DBARAME)
8. _Rates Provider Type (check one}: Center " 'FCCH "“'Large FCCH "'School-age Only "'Private Schoal ““'Public School
9. Days/Schedule Legal Status (check one): Licensed " 'Registered ' 'Exempt
10.Services/Staff = : :
g Exemption Type (check one}: MNone ‘“/Religious Exempt '“'/Camp "~'Nen Public School '“/Public School "'School Age
11 Additional e
: Affiliation - Not For Profit: ves ©No
12 Holidays
13.Insurance

at the top of the screen.

1. License Info

2. Accreditation (a)

3. Accreditation (b)

4 Curriculum /

Capacity&Vacancy
5. Setting
6. Fees

7. Meals/Participation

8. Rates

—

N

NN NG NN

The information you will enter in this tab will be based
on licensing requirements.

Captures your accreditation and Gold Seal
information

Curriculum, licensed capacity, and vacancy information

The setting and the environment of your facility

Any additional fees your program charges

Meals provided and other facility information

These are the rates you charge the public.
*As a reminder, the Coalition cannot pay more than its
maximum rate.

13
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Information about your program’s operating hours and
schedule

9. Days/Schedule

Is for extra services you may provide and for staff
education

10 _Services/Staff

Additional information including financial assistance and

11_Additional

transportation

This tab has 6 pre-populated designated holidays. Also, if
applicable, it has room for up to 6 additional
reimbursed “floating” holidays. Non-reimbursable
closures are also entered here.

12 Holidays

13.Insurance

VA NN

Insurance information: general liability, which is required
Auto and worker’s compensation, if applicable

14 Signature

Prior to entering your electronic signature please view the printable form for
accuracy. Then review the contract terms and conditions. Once you have read the
“electronic signature statement” click the acknowledgement box. In the Signature
of Authorized representative field, please enter your first and last name. Enter
your title and then the date.

Wiew Printable Form
Wiew Contract Terms and Conditions

When you enter your name and click the acknowledge electronic signature check box this contract will be electronically signed as
per Fl statute 668.004, Force and effect of electronic signature. Unless otherwise provided by law, an electronic signature
may be used to sign a writing and shall have the same force and effect as a written signature

| have examined this application and, to the best of my knowledge and belief, the information provided is true and correct. As the
responsible agent/person forthe agency li i herein, | agree to the terms and conditions as listed in the link above
— e —1

Signature of Authorized Representative:
Title:

Date:

10. Scroll to the top of the screen and select Save and Close.

Agreement status: Creating PREVIOUS ({8 SAVE AND CLOSE b

11. This will bring you back to the Agreement Detail Screen.

=4
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12. The Agreement Status still says “Creating” and you will see a gray button

titled “Submit Agreement.”
13. Select the “Submit Agreement” button.

School Readiness 2014 - 2015

Forms

Agreement Status : Creating

SUBMIT AGREEMENT

The Agreement must be submitted to be processed by the ELC

Complete? Last

Form
Modified
School Readiness 2014-2015 Yes 4/25/2014
4:41:53 PM

14. In the “Submit Confirmation” window select “Yes.”

Submit Confirmation

You are about to submit the following type of agreement:
A School Readiness 2014 - 2015

PlEWﬁ iz the correct agreement for your needs.
YES HO

15. The Agreement Status will change to “Submitted.”

Agreement Status : Submitted

16. Upload all of your supporting documentation into the document library

(Section 3.4)
*Contracts are not fully executed until the Agreement Status says certified.

15
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3.3 New Voluntary Pre-Kindergarten Agreement

1. Start on the Home Screen

2. Select the icon that says VPK. This will bring you to the VPK Dashboard.

3. Select “New VPK Fall 2014-2015 Agreement” or “New VPK 2015-2016
Agreement”

VPK DASHBOARD Manage Site : + ADD ANOTHER SITE

ear: July 0 June 30 2015

Agreements Document Library ,  Abbhew

DOCUMENT

New VPK Fall 2014 - 2015 Aareement

Accreditation and-or Gold Seal

Direct Deposit

4. A window will appear and ask you to verify that this is the agreement you wish
to create. Select “Yes”

Confirm Agreement Creation

You are about to create the following type of agreement:
A VPK Fall 2014 - 2015
For Site:

FIEWE is the correct agreement for your needs.
YES HO

This will bring you to the Agreement Details screen.
Scroll down to Agreement status which should say “Creating.”

.O\.Lrl_

“Agreement Status : Creating

16
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7. Under FORMS you will see 5 forms. In order to submit your application you
must complete all 5 forms.

AGREEMENT DETAILLS

+ Unread: 0/ Read: 0 Messages

Forms VPK Fall 2014 - 2015

Agreement Status : Creating

The Agreement must be submitted to be processed by the ELC

Form Complete? [Last

Modified
OEL-VPK 10 No 4/28/2014
11:13:28 AM
o e il No 4/28/2014
OEL-VPK 11A B R
e No 4/28/2014
OFL-VPK 118 @ 11:13:28 AM
OFL_VPK 20 No 4/28/2014
11:13:28 AM
VPK Guidelines MNa 4/28/2014
11:13:28 AM

8. First Click OEL-VPK 10.
OEL-VPK 10

This will open a fill-able VPK 10 form. The VPK 10 form is for
licensing and director requirements.

17
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AGREEMENT FORM OEL-VPK 10

M Ay A

V4 EDIT MODE
Florida's Office of Early Learning Program Year: 2014 - 2015
[E] New Applicati [ M change
[l updated Application & Date:
I PRIVATE PROVIDER/ PUBLIC SCHOOL INFORMATION Type ar print in black or blue ink
1. Provider Name (a3 on DCF licerse of accreditation (E‘ﬂli“ﬁ]i
2. Employer identiication Number (EIN') 3.0CF identification Nurmiber or Cxemption Number
4, Address of VPR Site (number and street)
5. Gy 6. County 7.2ip Code
Paim Beach
5. Daytime Phone Number 9, Fax Number I 10, Email Address (VX site)
11_ Mailing Addrecs |if dfferent from VI Site) [[] same ac ve site.
12. City 13, State 14, Bip Code
15. Crwner or Schoal Destrict S2aff 16. Owner Carporate Name (if applicable) 17. Daytime Phane Number

"NOTE - See the r

Before signing the forms please read the electronic signature statement, and then
click the “By Electronic Signature” box.

I have examined this application and, to the best of my knowledge and belief, the information provided is true and correct. If any of this information
changes, | understand that the provider must submit updated information to the coalition in writing within 14 days of the change. 1 also understand
that the provider is encouraged to submit updated information before a change is implemented as the provider may be out of compliance with the
requirements of the VPK Program if the changes are implemented before the coalition approves of the changes.

32, Signature of Authorized Representative %y Electronic Signature | 33. Date

34, Print Name of Authorized Representative 35. Daytime Phone Number

OFFICIAL USE ONLY

Process Agent Date Process Manager Date

9. When you are finished, select the Save Changes button

Save Changes [

10. If any fields were missed a window will be displayed asking you to complete
the required fields.

11. This will bring you back to the Agreement Details Screen.

12. Next, click OEL-VPK 11A.

18
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OEL-VPK 11A B

The VPK 11A form is for instructor credentials.

AGREEMENT FORM OEL-VPK 1A

sa cranges a1 o

LWL e

V4 EDIT MODE
Florida's Office of Early Learning New Application
Voluntary Prekindergarten Education Program []updated Application & Date:
Class Registration Application - Instructors D No Change é
Provider Name: Program Year: Emplover Identification Number:
2014 -2015
1. Class ID: | 2. Legal Name: 3. Calendar: 4, Type: 5. Credential: | 6. Curriculum: | [JFs[]ss[JLs | changed By:
5 = v v v | Oc Ou Oe
) = 7: SSNT: 8. Cert: 9. Degree: 10. Start Date: End Date: Date Changed:
4 v v
1.Class ID: | 2. Legal Name: 3, Calendar: 4. Type: s. Credential: | 6. Curriculum: | [JFs[]ss[JLs | changed By:
v U u Y Y| Oe L [e
LA el ™ ™IS R— —

Before signing the form please read the electronic signature statement. Then
click the “By Electronic Signature” box.

1 certify that:

*  Each instructor listed above has submitted an attestation of good moral character, has provided documentation to be maintained in the files of
the PROVIDER/DISTRICT and the COALITION documenting that the individual has undergone a Level 2 background screening within the previous
five (5) years in accordance with section 435.04, F.5,, including a federal (Federal Bureau of Investigation), state (Florida Department of Law
Enforcement), and local (county of the instructor’s residence) screening which demonstrates that the individual is not ineligible to act as a VPK
instructor; and is not ineligible to teach in a public school because the instructor's educator certificate has been suspended or revoked;

*  Each credentialed instructor listed above has the credentials and emergent literacy training required for the VPK program; and

*  To the best of my knowledge and belief, the information provided is true and correct. If any information changes, the provider will notify the
coalition within 14 days. Changes implemented prior to receipt of coalition approval may result in noncompliance with VPK requirements.

11. Signature of Authorized Representative: vr@'l By Electronic Signature 12. Date:

13. Print Name of Authorized Representative: 14. Daytime Phone Number:

13. When you are finished, select the Save Changes button. | sueciescea |

14. If any fields were missed a window will be displayed asking you to complete
the required fields.

15. This will bring you back to the Agreement Details Screen.

16. If you need more room on your VPK 11A click the yellow button next to the
OEL-VPK 11A form.

OEL-VPK 11A BY h

17. This will open a new OEL-VPK 11A form.
18. Next Click OEL-VPK 11B.

OEL-VPK 11B BY

The VPK 11B form records all of your VPK Class Calendars.

19
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AGREEMENT FORM OEL-VPK 11B
| Close Form Save Changes [ Page 1 of 1 J
V4 EDIT MODE f
3
p
Florida's Office of Early Learning New Application '
Voluntary Prekindergarten Education Program [[J Updated Application & Date: '
~ Class Registration Application - Calendars [ Ne Change
Provider Name: Program Year: Emplover Identification Number: '
2014 - 2015
Class Calendar [enter letter): ¥ | class Calendar {enter letter): v '
Program Type: Start Date: End Date: Program Type: Start Date: End Date:
School Year (540 hours) School Year (540 hours) )
[ summer (300 hours) ] summer (300 hours)
VPK Days Per Week Times of VPK Instruction VPK Days Per Week Times of VPK Instruction
L_| Monday L_| Monday
|| Tuesday || Tuesday j
=
- oy ‘.—'ﬂ#m—, =%‘“wﬂ it

Before signing the form please read the electronic signature statement. Then click
the “By Electronic Signature” box.

| certify that to the best of my knowledge and belief, the information provided is true and correct. If any information changes, the provider will
notify the coalition within 14 days. Changes implemented prior to receipt of coalition approval may result in noncompliance with VPK
requirements.
Signature of Authorized Representative: @ By Electronic Signature Date:
Print Name of Authorized Representative: Daytime Phone Number:
19. When you are finished, select the Save Changes [t | button.

20. If any fields were missed a window will be displayed asking you to complete
the required fields.

21. This will bring you back to the Agreement Details Screen.

22. If you need more room on your VPK 11B click the yellow button next to the
OEL-VPK 11B form.

OEL-VPK 118 P h

23. Next click OEL-VPK 20.
OELVPK 20

This will open a new OEL-VPK 11B form.

The VPK 20 form is your State of Florida Voluntary Pre-
Kindergarten Education Program Statewide Provider Agreement.

20
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AGREEMENT FORM OEL-VPK 20

7 EDIT MODE

STATE OF FLORIDA
VOLUNTARY PREKINDERGARTEN EDUCATION PROGRAM
STATEWIDE PROVIDER AGREEMENT

I. PARTIES AND TERM OF AGREEMENT

1. THIS AGREEMENT is made and entered info this day of .20, by and between the Early Leaming
Coalition of _Palm Beach County ("COALITION"), and
(hereinafter referred fo as “PROVIDER"), with its principal offices located at N
PROVIDER 1s a school district executing a single Agreement on behalf of multiple public school VPK providers, a list of the
public school VPK providers with which the COALITION enters into this Agreement and their physical addresses are included %

in Attachment . f PROVIDER is the owner of multiple private providers or multiple sites executing a single Agreement
on behalf of multiple private VPK providers or multiple VPK sites, a list of the VVPK providers or VPK sites and their physical
addresses are included in Attachment |

-2015__ Voluntary Prekindergarten Education (VPK) program year. PROVIDER shall

This Agreement applies to the 2014
a I ol nd/ progra

Before signing the form, please read the document fully and enter any applicable
information into the fields. Then click the “By Electronic Signature” box.

{7 By Electronic Signature

Signature of Authorized Provider Dale
Representafive

Print Name and Title

24.When you are finished select the Save Changes button.

25. If any fields were missed a window will be displayed asking you to complete
the required fields.

26. This will bring you back to the Agreement Details Screen.

VEK Guidelines

27. Next click VPK Guidelines.
This document outlines the procedures for making changes to your VPK program.
Before signing the form please read the document fully.

28. When you are finished, select the Save Changes button.

29. If any fields were missed a window will be displayed asking you to complete
the required fields.

30. This will bring you back to the Agreement Details Screen.

21
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31. You will notice that the Agreement Status is still “Creating,” but now you will
be able to see a gray button “Submit Agreement”.
32. Select the “Submit Agreement” button.

Forms VPK Fall 2014 - 2015

Agreement Status : Creating

SUBMIT AGREEMENT

The Agreement must be submitted to be processed by the ELC

Form Complete? Last
Modified
OELVPK 10 Vo 4/28/2014
115629 AM
| Yes 4/28/2014
QEL-VPK 11A 11765 67 AM
TR Yes 4/28/2014
OELVPK11B @ 11.56.22 AM
OELVPK 20 Yes 412812014
11.56.51 AM
VPK Guidelines Yes 412802014
11:57.01 AM

33. In the submit confirmation window select “yes.”

Submit Confirmation

You are about to submit the following type of agreement:

VPK Fall 2014 - 2015

Wis is the correct agreement for your needs.
YES NO

34. The Agreement Status will now change to Submitted.

Agreement Status : Submitted

35. Upload all of your supporting documentation into the document library

(Section 3.4).
*Contracts are not fully executed until the Agreement Status says certified.

22
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3.4 Uploading Documents

Start on your home screen. The document library can be accessed from any
agreement application. For example, if you upload any documents with your
School Readiness Agreement Application or your VPK Agreement Application.

1. First select your agreement type.
2. This will bring you to the agreement dashboard.

3. The document library is on the right side of the screen
-

ADD NEW
DOCUMENT

Document Library

Accreditation and-or Gold Seal

Diirect Deposit

Insurance - Auto

Insurance - Liability

4. Each folder is for a specific type of document to upload required by the
agreements.

i i Accreditation and gold seal certificates
Accreditation and-or Gold Seal

Completed direct deposit form
Direct Deposit

VoA

Auto insurance certificate if your program transports

a2 - Aute .
Insurance - Auto children

23
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Liability insurance certificate: General Liability insurance
Insurance - Liability \ is required by all providers.
* As a reminder the coalition must be listed as
additionally insured
Insurance - Woarker Comp
— Worker’s compensation certificate if required by law
License or Exemption — License certificate or exemption letter
! . Rates you charge the public
ovide b e Shee
Frovider Public Rate Sheet — *provider name must be on it
WPK Curriculum I—
Submit Curriculum Proof
VPK Affidavit of Good Mo . .
/PK Affidavit of Good Moral Character / All VPK instructor background screenings
VPK Background Screenings / All VPK instructor affidavits of good moral character
VPK Curriculum | Providers on Probation who have chosen curriculum or
staff development plan

» VPK Provider: If you have chosen to purchase an approved curriculum it
must be the package that is listed on the Florida Office of Early Learning’s
website. Providers must show proof of purchase and proof that staff have
participated in training by the publisher. To do this, upload a receipt and
certificate from the training for at least one staff member.

» If you have chosen the staff development plan you must upload the
transcripts for the VPK Director, Lead, and Assistant instructors
documenting that all of the required staff development trainings have been
completed.

Director Credentials Certificate and/or DCF transcript

VPK Director Credentials

VPK instructor education information

L

VPE Instructor's Credentials

24
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WWa

/

5. Select the “Add New Document” button.

Completed W-9 form

Document Library

ADD NEW

DOCUMENT

Select file:

Select Category:
Description -

Expiration Date :

UPLOAD DOCUMENT

Select one...

» CANCEL UPLOAD DOCUMENT

6. To find the document on your computer select “Browse.”

7. Select the file, and click the “open” button at the bottom of the search window
8. Select the folder you wish to upload the document in by using the “Select
Category” drop down menu.

Description -

Select Category: | Select one...

Select one...

Direct Deposit

Expiration Date - Insurance - Auto

Insurance - Liability

i License or Exemption
Miscellaneous

Accreditation and-or Gold Seal

Insurance - Worker Comp

Provider Public Rate Sheet

9. Please enter a document description and expiration date, if applicable

10.To finish, select the “Upload Document” button

- UPLOAD DOCUMENT
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11.You will now see that the folder you uploaded a document in is black. This
means there is at least one document in the folder.

12.1f you would like to view the document you uploaded click on the name of the
folder.

13.All documents uploaded in that folder will be listed.

3.5 Accessing an Agreement in Creating mode, or Submitted
mode

1. From your home screen click the desired agreement icon (SR or VPK).
The status of your agreement will be displayed.
3. Ifan agreement is in “Creating,” “Submitted,” or “Rejected” mode you can
make changes to it.
*You can always upload documents into the document library.
4. Click “View the Agreement Details.”

N

View the Agreement Details

m Status: Cenified
m Created: 4M16/2014

m Last Modified: 4/21/2014 3:32:46 PM

5. For School Readiness click the blue link at the bottom of the screen. For
Voluntary Pre-Kindergarten click on the form you wish to view or edit.

3.6 Agreement Status Definitions

» Creating: Provider is in the process of completing an initial application

» Submitted: Provider has submitted the agreement to the Coalition for review

» Reviewing: Coalition is reviewing the agreement, provider can no longer make
changes
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>

Reviewed: Coalition’s review found no errors or missing information on its

initial review and is sent for certification

> Rejected: Coalition’s review found errors or missing information and sent the

>
>

application back to the provider for editing.

Certified: Agreement has been certified and executed by the coalition.

Documents can be uploaded into the document library during any status of the
agreement. Including, after the agreement has been certified.

3.7 Flow Chart

PwnNeE

Provider creates an agreement
Provider submits agreement
Coalition reviews agreement (provider can no longer make changes)
Coalition accepts for certification or rejects the agreement back to the
provider.

a. If rejected the provider makes changes and re-submits
If the application is complete it will be certified
If the application is not complete it will either go back to the provider for re-
submission or continue to be reviewed by the coalition

a. Once the agreement is complete it will be certified

b. Only when the agreement is certified can children be paid for

- ---- SEE CHART BELOW - - - -
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