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Document Approval

Reviewers’ Signatures

Your signature indicates that, as a content expert, you have reviewed this document and that it
accurately reflects the level of detail needed for the impacted systems.

Sighature

Approvers’ Signatures

Your signature indicates that you acknowledge your responsibilities, agree with the purpose and
scope of this document, and that the document has been reviewed by appropriate personnel to

ensure successful completion of this procedure.

Name Title Signature Date

Before you Proceed:

If in the course of processing this document, your selectable options in various dropdown fields
disappear, or your information appears to go blank, you have likely been timed out of the
application. Close your browser, reopen it, and resume your efforts.
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Document Version History

This Version History documents changes to this document. Any differences between this
version and previous ones are resolved in favor of the present document.

er. ‘ Date Author Section changed/ Description

1.0 7/11/2024 Isaac Brown Initial Production Version
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1. Introduction

This Training Document details the specific actions to follow to utilize the Provider Portal for
the Pay By Enrollment (PBE) system. The portal allows on-program childcare providers to view
and manipulate site closures and child attendance data; and creates payment partnerships
between the provider site and Tyler Technologies for subsidy voucher payments from the
State of Indiana to providers.

1.1. Scope

This manual is intended for use by childcare providers who accept children on the CCDF and
OMW-PK programs for operation of the Provider Portal for the Pay by Enrollment (PBE)
system.

1.2. Terminology

This document contains the following terms, acronyms, and abbreviations.

Term ‘ Explanation

TCC TCC Solutions

CCDF Child Care and Development Fund

OMW-PK On My Way Pre-K

I-LEAD Indiana-Licensing and Education Access Depot
AIS Automated Intake System

PPP Parent Provider Portal

PBE Pay by Enrollment

CCMS Childcare Management System
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2.Creating & Accessing your Access Indiana

Account

The following process is intended primarily for new providers. Existing providers already have
I-LEAD and Access Indiana accounts. As a provider, you will log into I-LEAD in order to access

the Provider Portal.

If you...

Already have an Access Indiana account
(most existing providers)...

Then...

Login to I-LEAD and proceed to step 14 on
page 14 of this document.

Do not already have an Access Indiana
account (new providers)...

Proceed to the next step.

1. Open a web browser and navigate to

https://secure.in.gov/apps/fssa/childcare/portal/home.

Result: The I-LEAD login page is displayed.

PINSY  © oo
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https://secure.in.gov/apps/fssa/childcare/portal/home

2. Click the green “Login” button

Result: The Access Indiana login page is displayed
| 2
[ a —access —]
Sign In
Email
i |
Don't have an Access Indiana account?
A

Then...
Proceed to the directional selection at the

If you...

Already have an Access Indiana account

(most existing providers) end of step 14 of this section on page 14
Do not already have an Access Indiana

account (new providers)

Proceed to the next step.

g 1CC -
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3. Click the “Don’t have an Access Indiana account?” link.

Result: The Access Indiana signup window is displayed.

| INIANA

Sign Up: Email

Verify your Email Address to create your Access Indiana

Account.
A Email

Send Verification Code

Sign In Instead

4. Enter the email address associated with your provider site in the “Email” field.
5. Click the “Send Verification Code” button. A verification code will be sent to the

email address specified in the prior step.

Result: The Access Indiana Sign Up window is displayed.

—aCCess —
[8 INDIANA]
Sign Up: Email

isaac brown@e-tcc.com

We have sent a verification code to your email. Please check

your email
Email

Resend Code

Back

VDL
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6. Enter the code provided in the automated email and click the “Continue” button.

Result: The Password Screen is displayed.

[ iNIANA

Sign Up: Password

A Password

|

A Confirm Password

ATTENTION: Your password is the key to your Access Indiana account and, like
your offing ife, you should be careful about who you give your keys to. If you
share your Access Indiana password with anyone, even family members or
coworkers, they may have access 0 all of your appiications and mformation in
Access Indana

Hide this message

7. Enter your desired password in the in the “Password” field.

Note: Passwords must meet the following required security criteria:

Must contain digits (0-9)
Must have one of the following: !/@#5% & _+=00", 27 ~"():.
Password must be at least 8 characters.

8. Re-enter your desired password in the “Confirm Password” field.
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9. Click the “Continue” button
Result: The Indiana Access Profile window is displayed

£ INGIANA |

Sign Up: Profile

A Last Name

A First Name Middle Name
(Optional)

Organization Name ©

(Optional)

. -
Create Account
Cancel

10. Enter information for the required fields (First Name, Last Name, & Phone

Number).

g 1CC
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11. Click the “Create Account” button.

Result: The Access Indiana Two-Step Verification window is displayed.

a —aCCess —
INDIANA

Sign Up: Two-Step Verification
Make your account mere secure by entering a unique code in

addition to your password every time you sign in. This is
optional.

Enable Two-Step Verification?

o Mo, thanks.

O Yes, using an authenticator app.

O Yes, using my phone number.

Note: While two-step verification is a good security measure for a user account, enabling this
feature is optional.
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12. Choose an option and click the “Continue” button.

Result: The Access Indiana Recovery Email window is displayed.

a —aCCess —
INDIANA

Sign Up: Recovery Email
Adding a recovery email will allow you to reset your password

with a verification code if you lose access to your primary
email address. This is optional.

Do you want to add a recovery email?

o No, thanks.
O Yes, please!

Note: Similar to the prior step, this provision is optional.
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13. Choose an option and click the “Continue” button.

Result: The Educator dashboard is displayed.

PINGY @ 1w

Educator / My Profile / Dashboard

Connect to Indiana Learning Paths

High-guaity ealy aming Bagin wen your
3R LESTIAG PaRS SORTACIS fEu WIR WEEIRIE. FERDST HATAG SAS50NS G
omner lapening oppomurtel that sige with kounting and Paths 3 CUALITY Indans
Learning Pashs is brought 1o you by Early Care and Educaten Partoars.

 Btart Yeasr Indiana Learning Path

Grants Portal

Manage Offios of Earty Chidhood and Gut-ok-School Laaming grant sppkcations.
raports. and Chid Care Expansion Grants Appicatons.

Providers

1 o Wi 15 reraw O Ldate Your Suent spclcation. piesse ek View Datais

Connect to My SPARK Learning Lab

Gt connacted win SPARK Laaming Lab! My SPASS Laarning Lab provices sarty
whuzaten programs the abdity e Indana Sed. ¢ Tool (1

1 Erogram-avel 355anETen 30 P Program Macens iensly areas of groath, and
wmnoﬁu-mm o which inchudes 1004, job 808 34 rescurces. Need
haio? Engage wih e SPARK Support Team here

v My ing Lab

Log Attendance and View Vouchers

Fleporing a2enciance and monionng BCtive o LPCOMING WIUChers B important
responsibiities hat you have a5 3 chid cane provider. Reguiar sttendance reporting for
e MG VOLCPMTS 1§ THGLTEC 10 TSR STl PAYTNTS. PAase chck hare 10
BTt atencance B Mt every te wesks.

+ Atieeddanes and Vouches Info
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Need to submit a consant form?

Do yow work 32 5 ehid cany faciity and rbad 1o UM 3 consant fom? I 50, you must

‘anty yoursat as an Educatce
B 1 am an Edueator

My Profile Information

FIRST MAME LAST NAME
EMAIL PHONE

TITLE AGES SERVED
Diwetor ’

ADDRESS

111 Tassly Tarace
Indiarapols, IN 44250

Upedate Your Profile
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14. In the “Log Attendance and View Vouchers” section, click the “Attendance and

Voucher Info” button.

Result: The Provider Portal home page is displayed.

DFR Benefits Information

JINgov

@ Family and Social Services Administration

<, Office of Early
Childhood and Out-
of-School Learning  «vr v

HIP SNAP (Food Assistance) Health Coverage Child Care Finder

CHILD CARE VOUCHER PROGRAM - PROVIDER PORTAL

ABSENCES CLOSURE DAYS

Enter the Closure Days
for the provider.

Record the Absences for the
children on the provider roster.

PAYMENTS DATA ENTRY SETUP
Use this link to specify how
you will enter your Absence and
Closure data into PPP.

Register with the payment vendor, Tyler
Technologies, and enter or update your
banking information to setup and receive your
payments. After registration, login here to see

a history of payments and payment details

If you... Then proceed to...

Wish to set up your provider information for
the first time...

Section 3 or page 15 of this document.

Wish to perform or view Data Entry Setup to
choose whether you will enter attendance
through this provider portal or through one
of the three State preferred CCMS vendors...

Section 4 or page 19 of this document.

Wish to view or set up payment information
or enter / update banking information...

Section 5 or page 21 of this document.

Wish to view or manage Absences...

Section 6 or page 24 of this document.

Wish to view or manage Closure Days...

Section 7 or page 31 of this document.
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3.Provider Setup

The following process is intended for initial provider setup in the provider portal. If you have
already established your childcare sites in the provider portal, you may skip this section. If in
the course of your business you open new provider sites, you may revisit this section.

Refer to the email you received from OECOSL with your invitation to link your provider
site. If you did not receive this email, please call 1-800-299-1627 or visit
Brighterfuturesindiana.org/I-Lead.

Click the “Accept Invitation” button at the bottom of the message.

Result: The Portal Invitation Login Screen is displayed.

Portal Invitation

In order to accept invitations, you must be logged in to I-LEAD with a state account. Click the 'Login' button below to login
or register.

Login and Accept Invitation m

Meed to resend the invite?

If wour invitation has expired, please enter your email here to receive a new invitation.

EMAIL

" DL
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3. Click the “Login and Accept Invitation” button.

Result: The Access Indiana Login screen is displayed.

—access —
INDIANA

Sign In

Don't have an Access Indiana account?

”»

4. Confirm or enter your email address in the “Email” field and click the “Continue
button.

Result: The password prompt is displayed.

—aCCess —
A INDIANA)
Sign In

Password

ATTENTION: Your password is the key to your Access Indiana account... Show
More

Forgot your password?

Back to Sign In

L UDLAN
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5. Enter your password in the “Password” field and click the “Sign In” button.

Result: You will receive a notification in the bottom-right corner of the screen indicating that
your invite was accepted, and the “Update Your Profile Information” window is displayed.

Update Your Profile Information

Please update some important details 1o Snish bulding your Indiana Learning Paths profie.

FIRST NAME LAST NAME
EMAIL PHONE
TITLE @ AGES SERVED
INFANT {0 - 12 TODDLER (13 - 35 PRESCHOOLER [3 -5 SCHOOL AGE (B
MONTHS) MONTHS) VERRS) YEARS AND OLDER)

STREET ADDRESS @

oY STATE @ 29 CODE @

6. Fill out all required fields and click the “Update Your Profile button in the bottom-
right corner of the window.

Result: The Educator Dashboard is displayed.

'INgc’_\III @ LLEAD

¥ Profile / Dashboard

Connect to Indiana Leaming Paths Connect to My SPARK Learning Lab Need to submit a consent form?

Hign-gusity ey leamng bagin wih your iopenart. Gt eorracted wiin SPARK Lasming Lab! My SPARH Lasrning Lab prvides sty Do you work 32 3 chid cane iaeibty nd P 10 Submit 3 corsent form? 1 50, you must
o Br3 LEBTirg DINS COnrSS T W WEEIRIT, FERBCI HETIA SHSE0NS Bod adueaten programs the abdty e Indans Sed. t ool (1 wanfy yoursed 55 e Sducator

e lalming opponunitel that Sige with sensing and Paths 15 QUALITY. Indans SAT). 3 program-nal SEIEETET 10 PED Drograe MBceTs Cently Seeas of groath, and

Learning Paths is brought 1o you by Eardy Care and Education Partoens. corss 1o SPARK S knowledge certer which includes 1001, job 88 and rescurces. Need

haig? Engage with fhe SPARK Suppor Team hene

' Stant Yeur Indiana Learning Path
My SPARK Leaming Lab

My Profile Information

Grants Portal Log Attendance and View Vouchers FIRST MAME LAST KAME
Manage Offios of Earty Chidhood and Gut-ok-School Laaming grant sppkcations. Reporing atendance and mondoring active or UpCOTIng vouchers are important
reports, and Chid Care Sxpansion Grants Applcations. responsibiities Tt you have as & chid cans provicer. Reguiar attendance reporing for EMAL PHONE

i RBCRVING VOUSPATE 1 RGN 10 TRV BTN FTAAS. PRI Cick P 1 | I | -
[ —— PR

TITLE IG(! SERVED
-
ADDRESS

1111 Testty Tarrace

0o s pd oo et el s ik i it [ @ v o prote |
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7. In the “Log Attendance and View Vouchers” section, click the “Attendance and
Voucher Info” button.

Result: The Provider Portal is displayed.

’ lNgo_v @ Family and Social Services Administration DFR Benefits Information SNAP (Food Assistance) Health Coverage Child Care Finder

Office of Early
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CHILD CARE VOUCHER PROGRAM - PROVIDER PORTAL

ABSENCES CLOSURE DAYS PAYMENTS DATA ENTRY SETUP

Record the Absences for the Enter the Closure Days Register with the payment vendor, Tyler Use this link to specify how

children on the provider roster. for the provider. Technologies, and enter or update your you will enter your Absence and
banking information to setup and receive your Closure data into PPP.
payments. After registration, login here to see
a history of payments and payment details

If you... Then proceed to...

Are setting up a new provider site... The next section of this document.

Wish to perform or view Data Entry Setup to | The next section of this document.
choose whether you will enter attendance
through this provider portal or through one
of the three State preferred CCMS vendors...

Wish to view or set up payment information | Section 5 or page 21 of this document.
or enter / update banking information...

Wish to view or manage Absences... Section 6 or page 24 of this document.

Wish to view or manage Closure Days... Section 7 or page 31 of this document.
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4. Data Entry Setup

In the provider portal, the tile labeled “Data Entry Setup” is used to select which method of
submission the provider wishes to use to submit absence and attendance data. By default, all
programs are set up to use the provider portal as their way to submit attendance to the
State. However, providers may also choose to use one preferred CCMS vendors to submit
attendance to the State instead.

1. Click the “Data Entry Setup” tile.

Result: The Data Entry Setup window is displayed. Take note of the elements of the page
below.

CHILD CARE VOUCHER PROGRAM - PROVIDER PORTAL

/
Return to the Provider

Portal Sereen DATA ENTRY SETUP Select which provider
/ to manage, if multiple

dare manag ed

Provider: NN v
Legal Name: dhuruu Hugyttd
- Select which CCMS vendor
your program uses or select

. ) PPP to make entries on the
Facility Type: Licensed Home Provider Portal

County: Hendricks /

Entry Application: |brightwheel v‘
-~ Choose the date on which
Date to Start: | 02/23/2025 v‘ your financial partnership
starts

Save Cancel

2. With the provider site selected and verified in the Provider field, choose the
appropriate Child Care Management System (CCMS) partner that you’d like to use for
absence entries. from the “Entry Application” field.

Note: Utilization of a Childcare Management System vendor is not required. You may leave
this selection at the default option of PPP if you wish to manually enter your absences. If you
are using a CCMS vendor, you may have instructions related to their software application,
from the application vendor, separate from this guide. Make sure to follow this documentation
to complete your setup.
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3. By default, the start date for your section will always be the start of a service period.
Choose a future date at which your data entry selection should be effective; and click
the “Save” button. You will receive notification that your entry has been saved.

4. Click the “Home” button.

Result: You are returned to the Provider Portal Screen.

PIN.gov

@ Family and Social Services Administration DFR Benefits Information HIP SNAP (Food Assistance) Health Coverage Child Care Finder
o i e,
, Office of Early
Childhood and Out-
. of-School Learning /7 7

g,

*’lu ™

CHILD CARE VOUCHER PROGRAM - PROVIDER PORTAL

ABSENCES CLOSURE DAYS RAPID FINANCIAL SYSTEMS DATA ENTRY SETUP

Record the Absences for the Enter the Closure Days Register with RFS and enter your Use this link to specify how

children on the provider roster. for the provider. Provider Banking Information to you will enter your Absence and
setup and receive your Payments Closure data into PPP.
or Login to RFS to view setup
and history of payments.

If you... Then proceed to...

Are setting up a new provider site... The next section of this document.

Wish to view or set up payment information | The next section of this document.
or enter / update banking information...

Wish to view or manage Absences... Section 6 or page 24 of this document.

Wish to view or manage Closure Days... Section 7 or page 31 of this document.

QDIAN,
Sl
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5.Payments Setup

All providers will need to register each site with Tyler Technologies. This includes creating an
account with Tyler Technologies by following the instructions below and entering your bank
information.

IMPORTANT: Providers will not be paid until this step has been completed.

1. Click the “Payments” tile.

Result: The payments page is displayed. Take note of the elements on the page below.

CHILD CARE VOUCHER PROGRAM - PROVIDER PORTAL

Service Period 03/10/2024 - 03/23/2024, due on 04/06/2024. Please enter and review absences for this service period and submit.

Select which provider to

PAYMENTS manage, if multiple are

managed

Legal Name: dhuruu Hugyttd

Return to the
Provider Portal

This key is generated
Facility Type: Licensed Home per provider site when
A Pavmentae
County: Hendricks the Payments tile is
acc Each site
Registerad: Yes will have a unique key

User Provider Key: q725mxD6#

(Copy the above Provider Key to paste when registering with the payment vendor, Tyler Technologies.)

PAYMENT VENDOR LOGIN PAYMENT VENDOR REGISTRATION

Login to Tyler Technologies to view setup Register with Tyler Technologies and enter

and your history of payments. your provider's banking information to set
up and receive your payments. Once registered,
this link will be disabled.

Note: Write down or copy your user provider key, as it is needed for payment registration.
The “Payment Vendor Registration” tile will allow you to perform first time setup with Tyler
Technologies. The Tyler Technologies “Payment Vendor Login” tile will allow you to log into
your vendor account to view your payment history, see payment detail reports, and manage
your banking information. These sections are not discussed in this document. Please refer to
your supplemental documentation relevant to your payment vendor.

Office of Early Childhood &
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2. Click the “Payment Vendor Registration” tile

Result: The Bank Information page is displayed in a new browser tab

Submit Provider Banking Information

Use this form to submit your provider banking information to Tyler Technologies for the first time.
gov/fssa/carefinder/files/CCDE Consultant Poliey map.pdf If you need assistance with

> When entering your license number, please enter all fields including any letters or dashes that may be in your license number.
For your provider key, you will enter the code provided when you login to your Provider Portal,

submitting your banking information for payment, please contact Tyler Technologies at (844) 959-7997.

If you have any questions about this form or about your CCOF/OMW payments, please contact your CCDF policy censuitant. You can find your CCDF policy consultant contact information at https:
Please note: banking information must be submitted/updated at least two (2) business days prior to a payment date to be effective with that payment

First Name Last Name
First Name Last Name
License Name
License Name

License Number

0000000000-000000

Provider Key

0000000000-000000
By checking this box and clicking accept, you agree to and accept the term
poligy, fees and arbitration provisions assodiated with

and conditions,
the account.

‘opyright © 2023 State of Indiana - Al rights reserved.

3. Fill out all fields, select the Checkbox to accept the terms and conditions, and click

the “Next” button

Result: The Registration Success confirmation window is displayed, and you will receive a
welcome email for confirmation.

© ccor/ OMW Provider Payments- Bank Information
Registration Success

PINgoV

No further action from
you is required.
Your funds will be

automatically sent to the
bank account you provided.

(844) 959-7997

g 1CC
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4. Close the browser tab and return to your original tab.

5. Click the “Home” button.

Result: You are returned to the Provider Portal Screen.

'INQQ/ @ Family and Social Services Administration

<, Office of Early
z Childhood and Qut-
" of-School Learning

0n My Way,

CHILD CARE VOUCHER PROGRAM - PROVIDER PORTAL

ABSENCES CLOSURE DAYS RAPID FINANCIAL SYSTEMS DATA ENTRY SETUP

Record the Absences for the Enter the Closure Days Register with RFS and enter your Use this link 1o specify how

children on the provider roster. for the provider. Provider Banking Information to you will enter your Absence and
setup and receive your Payments Closure data into PPP.
or Login o RFS 1o view setup
and history of payments.

If you... Then proceed to...

Wish to view or manage Absences... The next section of this document.

Wish to view or manage Closure Days... Section 7 or page 30 of this document.

View or perform Data Entry Setup to choose | Section 4 or page 19 of this document.
whether you will enter attendance through
this provider portal or through one of the
three State preferred CCMS vendors...
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6. Managing Absences
1. Click the “Absences” tile.

Result: The Absences window is displayed.

CHILD CARE VOUCHER PROGRAM - PROVIDER PORTAL

Service Period 03/10/2024 - 03/23/2024, due on 04/06/2024. Please enter and review absences for this service period and submit.

ST ST ST

ABSENCES

Legal Name: dhuruu Hugyttd

Facility Type: Licensed Home

County: Hendricks

Reminder: Please contact the Eligibility Office at ccdfvouchers@fireflyin.org if a child on your roster is no longer attending.

Service Period: |10/22/2023-11/04/2023 v | Status: Processed Last Updated Date/Time: 05/03/2024 03:57.05 PM Submission Date/Time: 03/20/2024 11:26:05 AM
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
Student Name
10/22 10/23 10/24 10/25 10/26 10/27 10/28 10/29 10/30 10/31 mn 1172 1173 11/4
3/4/5 years old
Ltull Jusmur (CCDF) oD P P P P P oD (s]1] P P [ P P 0D
School Age
yurrtd, Juvtus-Duntul (CCDF) oD P P P P P 0D 0D P P P P P oo
vurrtd, uruit-Jundt (CCDF) oD P P P P P oD 0D P P P P P oD

Attendance Symbols

Note: Printing is detailed in Section 8 of this document. If you wish to print, go to page 34.

\: Office of Early Childhood &
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2. Click on a Child’s name to view a complete list of their vouchers.

Result: The Vouchers window is displayed. This is a read only area.

CHILD CARE VOUCHER PROGRAM - PROVIDER PORTAL

VOUCHERS
PROVIDER
Provider #: - Legal Name: dhuruu Hugyttd
Facility Name:
Facility Type:  Licensed Home
Location Address: 55231 Htwintiin nq, qwFNuGuN, 46112
County:  Hendricks

CHILD DETAIL

Case #: - Child Name: vurrtd, Juvtus-Duntul Date of Birth: - Anniversary Date:

20 9289606 CCDF 07/31/2022 12/17/2022 School Age $130.00 $77.00 $26.00 $ 520.00 $53
School
21 9570271 CCOF 12/18/2022 12/31/2022 Other $150.00 $110.00 $39.00 $78.00 $40

5 & Sop.,
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3. Click the “Return” button.

Result: The Absences window is displayed.

CHILD CARE VOUCHER PROGRAM - PROVIDER PORTAL

Service Period 03/10/2024 - 03/23/2024, due on 04/06/2024. Please enter and review absences for this service period and submit.

=

ABSENCES

Legal Name: dhuruu Hugyttd

Facility Type: Licensed Home

County: Hendricks

Reminder: Please contact the Eligibility Office at ccdfvouchers@fireflyin.org if a child on your roster is no longer attending.

Service Period: |10/22/2023-11/04/2023 VJ Status: Processed Last Updated Date/Time: 05/03/2024 03:57.05PM Submission Date/Time: 03/20/2024 11:26:05 AM
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
Student Name

10/22 10/23 10/24 10/25 10/26 10/27 10/28 10/29 10/30 10/31 mn 1172 173 11/4

3/4/5 years old
Ltull Jusmur (CCDF) oD P P P P P oD 0D P P P P P 0D

School Age

yurrtd. Juvtus-Duntul (CCDF) oD P P P P P oD oD P P P P P oD
vurrtd, uruit-Jundt (CCDF) oD P P P P P o] 4] oD P P P P P oD

Attendance Symbols

Print =

4. To make attendance or absence changes to an unsubmitted service period, select a
service period in the “Service Period” drop-down box.
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5. To manipulate a day for a child in the grid, click on the entry for that child on the day
you wish to alter.

Note: Each click on a value will toggle it to the next available value. For example, clicking a
cell with a value of “P” (Present) will toggle that value to “AB” (Absent). Clicking a cell with
a value of “AB” will cycle the value to “OD” (Off Day) and clicking a cell with a value of “OD”

will return the value to “P”.

CHILD CARE VOUCHER PROGRAM - PROVIDER PORTAL

Service Period 03/10/2024 - 03/23/2024, due on 04/07/2024. Please enter and review absences for this service period and submit

ABSENCES
Provider: (NN v |
Legal Name: dhuruu Hugymd
period to manage Facility Type: Licensed Home
County: Mendricks
Reminder: Please contact the Eligibility Office at adonges@FireflylN.org if a child on your roster is no longer attending.
Service Period: [04/21/2024.05/04/2024 Status: Open Last Updated Date/Time: 04/04/2024 125137 P Submission Date/Time:
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
Student Name
an 422 4/23 4/24 4725 4726 427 4/2a 429 4/30 sn 572 5/3 5/4
3/4/5 years o
Leull Jusenyr (CC( oo ¥ P
School Age
CCDF) oo ¥ P V
v [}
ce code Attendance Symbols

Note: Attendance code descriptions are referenced below and are accessible form the
“Attendance Symbols” link in the screenshot of the prior step of this procedure.
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Attendance Symbols

PC (Paid Closure) - Providers get 11 Paid Closure Days per calendar year which can be
used for provider Vacations, Sick Days, Inclernent Weather Days, Emergency Closures, Staff
In-Service, or Holidays. Praviders will need to enter 5 Paid Closures if they are closed for
the entire week.

0D {Off Day) - Off Days should be used when the pravider does not operate, or the child is
not regularly scheduled to attend on this day (for example, the child only attends Mon
Thurs). These days are paid and do not count against the child's excessive absence total.

NP {Mon-Paid Clesure) - Any day your program would normally be apen, but no children are
in attendance. This would be used for weeks that already have attendance recorded, and
praviders will still be paid.

P {Present) - This is used when a child attended any amaount of time during a given date.
AB (absent) - Absent should be used when a child is regularly scheduled to attend but was
not in attenda t all on a given date (pre-planned or not) for a child's vacations, sick
days, emergencies, ete. Children are allowead up to 45 absence days, across all providers
they attend, per enrollment year.

Note: If you use a CCMS provider such as Alliance CORE powered by Early Learning Ventures,
brightwheel, or Playground, this screen will be read only in the provider portal. Please refer
to the application guide provided by your CCMS vendor. Only those using PPP as their Entry

Application will be able to change attendance from this screen.
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6. Once you have made your necessary attendance alterations, you may click one of the
two following buttons.

a. Save - This button will save your changes but will NOT submit them for action.

Note: If you use a CCMS provider such as Alliance CORE powered by Early Learning Ventures,
brightwheel, or Playground, you will not see the Save or Submit buttons. Data is managed
through your CCMS.

IMPORTANT: Once submitted, the service period is locked for editing! Ensure that your entries
are correct before clicking the “Submit” button.

a. Submit - This button will submit your changes for processing. Only submitted
absences pages will be available for payment via the Payments portal. No
payments will be initiated that haven’t had the service period submitted. You
must wait for a service period to end before you will be able to submit
attendance or absences for that service period. Submissions are due two weeks
after the service period ends. If you do not see a submit button on this screen
it is likely because either the service period has already been submitted or the
current date falls within the service period begin and end dates.

CHILD CARE VOUCHER PROGRAM - PROVIDER PORTAL

Service Period 03/10/2024 - 03/23/2024, due on 04/07/2024. Please enter and review absences for this service period and submit.
= =
ABSENCES
Provider '_ v
The information contained on this line Legal Name: dhuruy Hugyttd
shows details about the status of the Facility Name: _
service period selected Facility Type: Licensed Home

County: Hendricks

Reminder: Please contact the Eligibility Office &*;

Service Period: Status: Open Last Updated Date/Time: 04/04/202412:51:37 PM Submission Date/Time
e e wm wm v wm w  am  wm o an s 4m ks |
3/4/5 years old
Leull, Jusmur (CCOF) oo P P 3 p P oD oo 3 [ P 3 3 oD
School Age
wruit-Jundt (CCOF), op P 2 3 P P op o 2 P P P P oD

oD P ¥ ¥ P 3 op oo P 3 P P P op

mbols

Note: The first unsubmitted pay period will be paid. Additional pay periods will not be paid
until unsubmitted service periods are caught up.

| Note: Printing is detailed in Section 8 of this document. If you wish to print, go to page 34.
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7. Click the “Home” button.

Result: You are returned to the Provider Portal Screen.

' lNgo_v @ Family and Social Services Administration DFR Benefits Information SNAP (Food Assistance) Health Coverage Child Care Finder

Office of Early
Childhood and Qut-
. of-School Learning = ver

CHILD CARE VOUCHER PROGRAM - PROVIDER PORTAL

SDIAN,
Y 4 4

ABSENCES CLOSURE DAYS PAYMENTS DATA ENTRY SETUP

Record the Absences for the Enter the Closure Days Register with the payment vendor, Tyler Use this link to specify how

children on the provider roster. for the provider. Technologies, and enter or update your you will enter your Absence and
banking information to setup and receive your Closure data into PPP.
payments. After registration, login here to see
a history of payments and payment details

If you... Then proceed to...

Wish to view or manage Closure Days... The next section of this document.

View or perform Data Entry Setup to choose | Section 4 or page 19 of this document.
whether you will enter attendance through
this provider portal or through one of the
three State preferred CCMS vendors...

View or setup Payment information or Section 5 or page 21 of this document.
enter/update banking information...
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7.Managing Closure Days

1. Click the “Closure Days” tile.

Result: The Closure Days window is displayed. Take note of the elements of the page below.

CHILD CARE VOUCHER PROGRAM - PROVIDER PORTAL

Service Period 03/10/2024 - 03/23/2024, due on 04/07/2024. Please enter and review absences for this service period and submit.

Retum to the Provider
Portal Screen

CLOSURE DAYS

Legal Name: dhuruu Hugyttd

Facility Type: Licensed Home

County: Hendricks

Select a calendar : & Type: N
add a
. SAVED CLOSURES
Calendar Year: 2024 - Paid Closures: 01 of 21 Non-Paid Closures: 01
Date Type Action
05/06/2024 PC w
04/08/2024 NP

2. To add a closure, enter a date in the “Date” field by manually typing the date, or,
clicking on the Calendar icon next to the field.
3. Choose a closure type, from the “Type” drop-down menu.

Result: Closure information is populated.

Date:  (04/22/2024 ™ Type: Non-Paid Closure (NP) - “

SAVED CLOSURES

Calendar Year: 2024 - Paid Closures: 01 of 21 Non-Paid Closures: 01

Note: Closures can be added before or after the closure, as long as they are added before
submitting the service period.

Note: A provider is allowed 11 paid closures per year. After 11 paid closures have been
recorded, only the Non-Paid-Closure option will be available. Providers can use non-paid
closure days at any time, and do not have to exhaust paid closure days prior.

Note: Closures are not managed in the CCMS system like other attendance and absence data.
Closures must be added in the PPP.

< DA }_
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4. Click the “Add” button.

Result: A record for your specified closure is added to the grid, and the type of closure is
iterated above.

CHILD CARE VOUCHER PROGRAM - PROVIDER PORTAL

Service Period 03/10/2024 - 03/23/2024, due on 04/07/2024. Please enter and review absences for this service period and submit.

CLOSURE DAYS
Provider: _ -

Legal Name: dhuruy Hugyttd
Facility Name:
Facility Type: Licensed Home

County: Hendricks

Date: g Type: - “
SAVED CLOSURES
Calendar Year: 2024 - Paid Closures: 01 of 21 Non-Paid Closures: 02
Date Type Action
05/06/2024 PC
04/22/2024 NP
04/08/2024 NP m

5. To delete a closure, click the “Delete” button beside the closure’s entry. You will only
be able to delete closures that occur during service periods that have not been
submitted. Once a service period has been submitted, a closure cannot be deleted.

Result: The Delete Closure confirmation window is displayed.

Delete Closure

Would you like to restore all entries that were
previcusly recorded for 04/22/20247

n
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6. Click the “Yes” button.

Result: The selected entry is removed.

7. Click the “Home” button.

Result: You are returned to the Provider Portal Screen.

Office of Early
= Childhood and Out-
* of-School Learning /77 N

CLOSURE DAYS RAPID FINANCIAL SYSTEMS DATA ENTRY SETUP

Enter the

QDIAN,
Sl

\: Office of Early Childhood &
> Qut-of- School Learning

g TCC =

solutions




8.Printing

| Note: Options to Print can be found on the “Absences” and “My Vouchers” pages.

1. Click the “Print” button.
2. From the drop-down menu, choose a format for the report, PDF, or Excel.

Result: The report will render, and when ready; will appear in your browser’s downloads
folder.

Q A % 80 9= N
rine Downloads B Q = 2o

PV.001.Absences (1).pdf
Open file

)

Note: In the above example, the Print button was utilized from the absences page. Depending
on which report your print, your report name may differ from the example above.
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	This Training Document details the specific actions to follow to utilize the Provider Portal for the Pay By Enrollment (PBE) system. The portal allows on-program childcare providers to view and manipulate site closures and child attendance data; and creates payment partnerships between the provider site and Tyler Technologies for subsidy voucher payments from the State of Indiana to providers. 
	This manual is intended for use by childcare providers who accept children on the CCDF and OMW-PK programs for operation of the Provider Portal for the Pay by Enrollment (PBE) system. 
	This document contains the following terms, acronyms, and abbreviations. 
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	TCC Solutions 
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	OMW-PK 
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	I-LEAD 
	Indiana-Licensing and Education Access Depot 
	AIS 
	Automated Intake System 
	PPP 
	Parent Provider Portal 
	PBE 
	Pay by Enrollment 
	CCMS 
	Childcare Management System 
	 
	  
	The following process is intended primarily for new providers. Existing providers already have I-LEAD and Access Indiana accounts. As a provider, you will log into I-LEAD in order to access the Provider Portal. 
	 
	If you… 
	Then… 
	Already have an Access Indiana account (most existing providers)… 
	Login to I-LEAD and proceed to step 14 on page 14 of this document. 
	Do not already have an Access Indiana account (new providers)… 
	Proceed to the next step. 
	 
	 
	Result: The I-LEAD login page is displayed.  
	  
	 
	Result: The Access Indiana login page is displayed.  
	 
	 
	If you… 
	Then… 
	Already have an Access Indiana account (most existing providers)… 
	Proceed to the directional selection at the end of step 14 of this section on page 14. 
	Do not already have an Access Indiana account (new providers)… 
	Proceed to the next step. 
	 
	  
	 
	Result: The Access Indiana signup window is displayed. 
	 
	 
	Result: The Access Indiana Sign Up window is displayed. 
	 
	  
	 
	Result: The Password Screen is displayed. 
	  
	 
	Note: Passwords must meet the following required security criteria: 
	 
	  
	 
	Result: The Indiana Access Profile window is displayed. 
	 
	  
	 
	Result: The Access Indiana Two-Step Verification window is displayed. 
	 
	 
	Note: While two-step verification is a good security measure for a user account, enabling this feature is optional. 
	  
	 
	Result: The Access Indiana Recovery Email window is displayed. 
	 
	 
	Note: Similar to the prior step, this provision is optional. 
	  
	 
	Result: The Educator dashboard is displayed.   
	 
	  
	Result: The Provider Portal home page is displayed. 
	 
	 
	If you... 
	Then proceed to… 
	Wish to set up your provider information for the first time… 
	Section 3 or page 15 of this document. 
	Wish to perform or view Data Entry Setup to choose whether you will enter attendance through this provider portal or through one of the three State preferred CCMS vendors… 
	Section 4 or page 19 of this document. 
	Wish to view or set up payment information or enter / update banking information… 
	Section 5 or page 21 of this document. 
	Wish to view or manage Absences… 
	Section 6 or page 24 of this document. 
	Wish to view or manage Closure Days… 
	Section 7 or page 31 of this document. 
	 
	  
	The following process is intended for initial provider setup in the provider portal. If you have already established your childcare sites in the provider portal, you may skip this section. If in the course of your business you open new provider sites, you may revisit this section. 
	 
	 
	Result: The Portal Invitation Login Screen is displayed. 
	 
	  
	 
	Result: The Access Indiana Login screen is displayed. 
	 
	 
	Result: The password prompt is displayed. 
	 
	 
	  
	 
	Result: You will receive a notification in the bottom-right corner of the screen indicating that your invite was accepted, and the “Update Your Profile Information” window is displayed. 
	 
	 
	Result: The Educator Dashboard is displayed. 
	 
	  
	 
	Result: The Provider Portal is displayed. 
	 
	 
	If you... 
	Then proceed to… 
	Are setting up a new provider site… 
	The next section of this document. 
	Wish to perform or view Data Entry Setup to choose whether you will enter attendance through this provider portal or through one of the three State preferred CCMS vendors… 
	The next section of this document. 
	Wish to view or set up payment information or enter / update banking information…  
	Section 5 or page 21 of this document. 
	Wish to view or manage Absences… 
	Section 6 or page 24 of this document. 
	Wish to view or manage Closure Days… 
	Section 7 or page 31 of this document. 
	 
	  
	In the provider portal, the tile labeled “Data Entry Setup” is used to select which method of submission the provider wishes to use to submit absence and attendance data. By default, all programs are set up to use the provider portal as their way to submit attendance to the State. However, providers may also choose to use one preferred CCMS vendors to submit attendance to the State instead.  
	 
	 
	Result: The Data Entry Setup window is displayed. Take note of the elements of the page below. 
	 
	 
	Note: Utilization of a Childcare Management System vendor is not required. You may leave this selection at the default option of PPP if you wish to manually enter your absences. If you are using a CCMS vendor, you may have instructions related to their software application, from the application vendor, separate from this guide. Make sure to follow this documentation to complete your setup. 
	 
	Result: You are returned to the Provider Portal Screen. 
	 
	 
	If you... 
	Then proceed to… 
	Are setting up a new provider site… 
	The next section of this document. 
	Wish to view or set up payment information or enter / update banking information… 
	The next section of this document. 
	Wish to view or manage Absences… 
	Section 6 or page 24 of this document. 
	Wish to view or manage Closure Days… 
	Section 7 or page 31 of this document. 
	 
	  
	All providers will need to register each site with Tyler Technologies. This includes creating an account with Tyler Technologies by following the instructions below and entering your bank information. 
	 
	IMPORTANT: Providers will not be paid until this step has been completed. 
	 
	Result: The payments page is displayed. Take note of the elements on the page below. 
	 
	 
	 
	Note: Write down or copy your user provider key, as it is needed for payment registration. The “Payment Vendor Registration” tile will allow you to perform first time setup with Tyler Technologies. The Tyler Technologies “Payment Vendor Login” tile will allow you to log into your vendor account to view your payment history, see payment detail reports, and manage your banking information. These sections are not discussed in this document. Please refer to your supplemental documentation relevant to your payme
	 
	 
	Result: The Bank Information page is displayed in a new browser tab. 
	 
	 
	 
	Result: The Registration Success confirmation window is displayed, and you will receive a welcome email for confirmation. 
	 
	 
	 
	 
	Result: You are returned to the Provider Portal Screen. 
	 
	 
	If you... 
	Then proceed to… 
	Wish to view or manage Absences… 
	The next section of this document. 
	Wish to view or manage Closure Days… 
	Section 7 or page 30 of this document. 
	View or perform Data Entry Setup to choose whether you will enter attendance through this provider portal or through one of the three State preferred CCMS vendors… 
	Section 4 or page 19 of this document. 
	 
	  
	 
	Result: The Absences window is displayed. 
	 
	Note: Printing is detailed in Section 8 of this document. If you wish to print, go to page 34. 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Result: The Vouchers window is displayed. This is a read only area. 
	 
	  
	 
	Result: The Absences window is displayed. 
	 
	  
	 
	Note: Each click on a value will toggle it to the next available value. For example, clicking a cell with a value of “P” (Present) will toggle that value to “AB” (Absent). Clicking a cell with a value of “AB” will cycle the value to “OD” (Off Day) and clicking a cell with a value of “OD” will return the value to “P”.  
	 
	 
	Note: Attendance code descriptions are referenced below and are accessible form the “Attendance Symbols” link in the screenshot of the prior step of this procedure. 
	 
	 
	 
	Note: If you use a CCMS provider such as Alliance CORE powered by Early Learning Ventures, brightwheel, or Playground, this screen will be read only in the provider portal. Please refer to the application guide provided by your CCMS vendor. Only those using PPP as their Entry Application will be able to change attendance from this screen. 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Note: If you use a CCMS provider such as Alliance CORE powered by Early Learning Ventures, brightwheel, or Playground, you will not see the Save or Submit buttons. Data is managed through your CCMS.  
	 
	IMPORTANT: Once submitted, the service period is locked for editing! Ensure that your entries are correct before clicking the “Submit” button. 
	 
	 
	Note: The first unsubmitted pay period will be paid. Additional pay periods will not be paid until unsubmitted service periods are caught up. 
	 
	Note: Printing is detailed in Section 8 of this document. If you wish to print, go to page 34. 
	 
	 
	Result: You are returned to the Provider Portal Screen. 
	 
	 
	If you... 
	Then proceed to… 
	Wish to view or manage Closure Days… 
	The next section of this document. 
	View or perform Data Entry Setup to choose whether you will enter attendance through this provider portal or through one of the three State preferred CCMS vendors…  
	Section 4 or page 19 of this document. 
	View or setup Payment information or enter/update banking information… 
	Section 5 or page 21 of this document. 
	 
	  
	 
	Result: The Closure Days window is displayed. Take note of the elements of the page below. 
	 
	 
	Result: Closure information is populated. 
	 
	Note: Closures can be added before or after the closure, as long as they are added before submitting the service period. 
	Note: A provider is allowed 11 paid closures per year. After 11 paid closures have been recorded, only the Non-Paid-Closure option will be available. Providers can use non-paid closure days at any time, and do not have to exhaust paid closure days prior. 
	Note: Closures are not managed in the CCMS system like other attendance and absence data. Closures must be added in the PPP. 
	 
	 
	Result: A record for your specified closure is added to the grid, and the type of closure is iterated above. 
	 
	 
	Result: The Delete Closure confirmation window is displayed. 
	 
	 
	 
	 
	 
	 
	 
	 
	Result: The selected entry is removed. 
	 
	Result: You are returned to the Provider Portal Screen. 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Note: Options to Print can be found on the “Absences” and “My Vouchers” pages. 
	 
	 
	Result: The report will render, and when ready; will appear in your browser’s downloads folder. 
	 
	 
	 
	Note: In the above example, the Print button was utilized from the absences page. Depending on which report your print, your report name may differ from the example above. 
	 




