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Provider Self-Service Overview

The Department of Human Services (DHS) Provider Self-Service (PSS) is a convenient program to help
you, the child care provider, manage your working relationship with the department and your clients.
Provider Self-Service is part of the department’s online PELICAN network and has been designed to
help you:

e View and quickly update your profile

e View and print child care provider forms and information

e Reduce paper use, time spent filing and completing paperwork, postage fees and much more
e« Manage and submit attendance information online (for regulated child care providers only)

e« Manage and submit child data via upload (for State Longitudinal Data System users only)

Note: The PSS application allows State Longitudinal Data System users access to ELN
for their data upload. They are given specific access through an SLDS role. A
template is provided to input basic provider, child demographic and enrollment
information which provides an outcome based report after upload.

This guide will help you manage provider location data and manage and submit attendance information
online.

The general public can also access child care and early learning services information, such as services
your facility provides, and apply for child care online at www.compass.state.pa.us.

Provider Self-Service Reference Guide

This reference guide is designed to assist with use of Provider Self-Service. Specific areas to which
users have access vary based on security roles assigned to their user ID. The sections that are detailed
in this guide include:

e« Manage Provider Data (Profile Updates)

e Manage and Submit Attendance Information Online (Regulated Child Care Providers Only)

For login issues or commonwealth user
ID and password reset, please contact:

1-877-491-3818
Monday - Friday
8:30 a.m. - 5:00 p.m.
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Manage Provider Data
Accessing Provider Profile(s) in PELICAN

All providers have a profile within Provider Self-Service which includes facility information as well as
details on services you deliver. This profile is your facility’s PELICAN Child Care Works (CCW) and
PELICAN Provider Management (system used to process subsidized child care by Child Care Information
Services (CCIS) agencies) provider profile. Use Provider Self-Service to update this provider profile
information whenever changes occur. Parents seeking information about your child care facility count
on the accuracy of your profile. Please review and update your information regularly. Verify your profile
is complete. Otherwise, when potential clients conduct an online provider search, your site may not be
included in the search results.

After the account has been created and it has been approved, access the provider profile in PELICAN.
Navigation to the PELICAN provider profile summary begins on the PSS Home page.

1. Navigate to www.pelican.state.pa.us/provider from your Internet browser.

2. Type your User ID and Password, then click LOG IN.

3. The PSS Home Page appears.

4. Click Manage Location Demographic Information on the PROVIDER PROFILE tile.
The Location R&R Profile Summary page is displayed.

5. Use the following table to determine next steps:

If the facility is... Then the...
A child care PELICAN CCW “Location R&R Profile Summary” page is displayed in
provider a new window. Continue with step 6 below.
An early learning PELICAN Provider Management “Location Early Learning Profile
provider Summary” page is displayed in a new window. Continue with step 6
below.
Notes:

e If your facility does not appear as an active provider in Provider Self-Service, a message will be
displayed instructing you to contact your local CCIS.

e The Location R&R Profile Summary and Location Early Learning Profile Summary pages serve as
the main navigation pages to view and update your PELICAN provider profile.

6. Based on the selection made in the previous table, click a link below to advance to the associated
instructions in this guide:

Continue with child care provider next steps or early learning provider next steps, as appropriate.
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Child Care Providers — PELICAN Child Care Works Provider Profile Overview

The “Location R&R Profile Summary” page serves as the main navigation page to view and update your
PELICAN provider profile.

ocation R&R Profile Summary | select. . . =] 6ol

_Provider ID gal Entity Name Location Name
4118110810-1 PORTER, MARIA MARIA PORTER
Keystone STARS Quality Rating

Mo Star Rating

_MP]

_MPIID
100813259-0001

Select Provider Location: MARIA PORTER vl GO |

Screen Last Updated On Last Updated By Approval?

Accreditations Y
Additional Activities M
Wit

s Lo dibina® =000 S ran @ A wa P e L AP e B AT Sy

R I I e P

Notes:

e Providers with multiple locations must update each location individually using the “"Select
Provider Location” drop-down list at the top of the page. The specific page displayed varies
based on the selection.

e The "Last Updated On” column indicates the date and time the last change was made to that
page.

e The "Last Updated By” column displays the "Keystone Id” of the provider user or CCIS staff
"Keystone Id” that made the last change to that page.

e Your local CCIS must approve changes made to accreditations and service schedules, which are

considered managed updates. Managed updates are identified by the “Y” in the “"Approval?”
column.

@ IMPORTANT:

Updates may take several days to be applied.

Pages accessible from the links on the “Location R&R Profile Summary” page include:

+ Accreditations - Certification from various agencies such as the NAC, NAEYC, etc. This is a
“Managed Update” page and is approved by OCDEL.

+ Additional Activities — Other activities offered such as computer classes, art and dance.

+ Additional Charges - Items or services for which the location charges additional fees, such as
books or field trips.

+ Affiliations - Affiliations with a school district, hospital, etc.
+ Capacities - Number of subsidy enroliments and vacancies.

+ Care Levels Served - Various care levels such as Preschool and Before / After Half Day
Kindergarten.

+ Discounts - Discounts that may be offered such as employee discounts and early payment
discounts.

+ Environment - Specific environment information such as no smoking and no pets.

+ Financial Program Participation - Sliding Scale Fees, United Way, etc.

+ General Schedules Served - Time care is offered such as before school and sick care.

+ Languages - Different languages that are spoken or taught at the facility.
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+ Meals - Meals that are served (if any), such as breakfast or lunch.

¢+ Other Early Learning Programs - Programs offered such as Nursery School and Kindergarten.

+ Referral History - (Read Only) Lists records of referrals made by CCIS agencies to the facility.

+ Service Schedule - Sessions and start / end times. This is a "Managed Update” page and is

approved by the CCIS.

+ Special Accommodations Provided - Accommodations for wheelchairs, administering medication,

etc.

+ Transportation - Transportation offered such as school bus service or private transportation.

+ Website - The facility's website address.

To... Then continue with the...
Update the Child Care Providers — Updating Provider Profile(s) topic.
provider profile
Check the Checking the Approval Status of a Managed Update (Child Care
approval status of Providers ONLY) topic.
a managed update

Child Care Providers — Updating Provider Profile(s)

View or update the provider profile as follows.

1. Select the provider location to be updated from the “Select Provider Location” drop-down list, then

click GO.

Location R&R Profile Summary |select. . .

__ Provider ID. _egal Entity Name
2113553614-2 E.L.C., INC.

_Location Name
E.L.C., INC.

=] cor]

MPI ID
101355353-0002

Keystone STARS Quality Rating
No Star Rating

< Select Provider Location:

GO

El

|EL.C, INC.

LEARNING CENTER

E.L.C., INC.
READY, SET, GRO

Screen Last Updated By

Approval?

Accreditations

Y

Additional Activities

N

additional o I NP TS PPy POV RI e T AL S

2. Click a page link to view or update the desired information.
Note:

e The available pages vary based on program participation and the security role assigned to the

user ID.

3. View or update the necessary information, then click SAVE.

@ IMPORTANT:

SAVE must be clicked on each page for changes to be applied.
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Checking the Approval Status of a Managed Update (Child Care Providers ONLY)

Providers can check the status of their submitted managed updates. These updates are approved by
OCDEL.

1. Select the provider location to be updated from the “Select Provider Location” drop-down list, as
shown above, then click GO.

2. Click “Approval Status” from the main navigation bar.

Help | Logout
" pennsylvania Pennsylvania’s Enterprise to Link Information for Children Across Networks

e P E LI C A M
W8N Child Care Works Resource and Referral

e
R&R Profile Summauy | Approval Status
~——————

U o DS VR~ e L P S IR

The “Approval Status” page is displayed.

Approval Status |select. . . =] 6o

Provider ID Legal Entity Name Location Name MPI ID
4118110810-1 MARIA PORTER MARTA PORTER 100813259-0001

Keystone STARS Quality Rating
Mo Star Rating

Select Provider Location:

Show Last I Days GO
Show Histary I to I GO
Item Approved/Rejected Rejection Comments Submitted Date Last Updated
Reason Date

Mo Data Available
RETURH TO SUMMARY

3. Complete the desired fields, then click GO.

Notes:

e The "Approved/Rejected” column indicates the status (either approved or rejected).

e Ifa managed update is rejected, the reason is listed in the "Rejection Reason” column.

e The "Submitted Date” column lists the date the update was submitted by the provider.

e The "Last Updated Date” is when the CCIS either rejected or approved the managed update.

e To search "History of Managed Updates,” either type a specific number of days after "Show Last”
and click GO or type a date range “"MM/DD/YY to MM/DD/YY” after "Show History” and click GO.

e To return to the "Provider Resource and Referral Summary” page, click RETURN TO SUMMARY,
or to navigate to a specific page, click the "Select” drop-down list at the top of the page, then
select the desired page and click GO.
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Early Learning Providers — PELICAN Provider Management Provider Profile Overview

The “Location Early Learning Profile Summary” page serves as the main navigation page to view and
update your PELICAN provider profile.

Location Early Learning Profile Summary

Provider ID Legal Entity MName Location Mame MPI ID
5113361052-1 SAT TEST SAT TEST 300365750-0001
| Select... =] co

Select Provider Location: Ig,q-r TEST -l
Participating Programs: IEarIy Head Start ,I GO

Screen Last Updated On Last Updated By
Enrallment Office Contact
General Schedules Served

R i e TSNP Y St e P e i it
Notes:
e The "Last Updated On” column indicates the date and time the last change was made to that
page.

e The "Last Updated By” displays the "Keystone Id” of the provider user or CCIS staff "Keystone
Id” that made the last change to that page.

@ IMPORTANT:

Updates may take several days to be applied.

Early Learning Providers — Updating Provider Profile(s)

View or update the provider profile as follows.

1. Select the provider Location to be updated from the “Select Provider Location” drop-down list, then
click GO.

The “Participating Programs” drop-down list is populated with selections based on the programs currently
offered at the selected provider Location.

2. Select a participating program from the “Participating Programs” drop-down list, then click GO.

Location Early Learning Profile Summary

Provider ID Legal Entity Name Location Name MPI ID
5113361052-1 AT TEST AT TEST 300365750-0001
Select... =] G0

Select Provider Location: ISAT TEST ,I

Participating Programs:

SCrepy Pre-K Counts Last Updated On Last Updated By
Enrollment Office Contact
e ET T I BV L N . —v.p“‘"“-""_.‘“ =T S e A

The displayed provider profile varies and is based on the combination of the selected provider location and
participating programs. Based on these selections, the accessible pages may include:

+ Assessment - Offers screening tool selections such as Work Sampling and Ounce.

+ Enrollment Office Contact - Associates the enrollment office phone number and to which
programs it applies.

+ General Schedules Served - Time care is offered such as before school and sick care.

+ Home or Center - Specifies whether the facility is in an individual home or a registered facility.

+ Languages - Different languages that are spoken or taught at the facility.
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+ Part Time/Full Time - Specifies whether the facility offers part time and / or full time care.

Note:
e For PA Pre-K Counts, this field is called “Half Day / Full Day.”

+ Special Accommodations Provided — Accommodations for wheelchairs, administering medication,
etc.

+ Website - The facility's website address.
3. Click a page link to access the desired information.
4. Select the applicable checkboxes or radio buttons, or type text, then click SAVE.

Note:

e Updates only apply to the selected participating programs. To update additional programs
simultaneously, make the necessary page update(s), select the applicable program(s) from the
"Apply these changes to other programs” list box, then click SAVE.

Location Early Learning Profile Summary

Provider ID Legal Entity Mame Location Name MPI ID
6115561052-1 SAT TEST SAT TEST F00365750-0001
|select. . . -] Go

Select Provider Location: IS,qT TEST vi
Participating Programs: IPA Pre-K Counts ,I GO

Location Web Site Detail

Wwebsite Ihttp:,-’f’Sattest.com

ﬁ’i.pph.f these changes to other programs.
Early Head Start

SAVE CANCEL

@ IMPORTANT:

SAVE must be clicked on each page for changes to be applied.
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Manage and Submit Attendance Information Online (Child Care
Providers Only)

Introduction to Online Attendance Tracking

Online Attendance Tracking, also referred to as OAT, allows subsidized child care providers to receive
and submit monthly attendance invoices online. Providers who opt-in can view their invoices as of the
first of every month, as well as online copies of payment summaries, recoupment letters and
outstanding balance letters.

Processing invoices online provides time-saving options and flexibility that paper invoicing cannot offer.
Benefits of OAT versus paper invoicing include:

+ Increased time to fill out and submit invoices

+ Access online invoice history

+ View a snapshot of payments received each month

+ Receive email notifications when invoices are available, past due and submitted
+ Reduced risk of lost invoices

+ Resolve discrepancies more quickly

+ Minimize paper usage and postal fees

Updating User Access Levels for OAT

PSS Account Managers are not automatically granted the proper roles and access levels to process
online invoices. They must first change their profiles to grant invoice access roles in Provider Self-
Service. The PSS Account Manager also designates the level of responsibility to users. There are two
access levels related to OAT:

+ Update Invoices - Allows the user to update the CCIS child care attendance invoice, but not
submit the invoice.

+ Update and Submit Invoices - Allows the user to update and submit the CCIS child care
attendance invoice.

+ If the user does not yet have an account, they must create one in Provider Self-Service.

e If the user access level entitles them to update invoices as well as submit them, select the
"Update and Submit Invoices" option. There is no need also to select the "Update Invoices"
checkbox.

e In order to opt-in or out of OAT the user can either have the "Update Invoices” or "Update and
Submit Invoices” access role.

Opt-In / Opt-Out of CCIS Attendance Invoice Participation

In order to take advantage of OAT, the location must opt-in. If multiple locations exist within an
organization, not all locations are required to opt-in. Use the "CCIS Attendance Invoice Participation"
page to opt-in to manage attendance invoice information online or opt-out to manage invoice
information by paper.

1. Navigate to www.pelican.state.pa.us/provider from your Internet browser.
2. Type your User ID and Password, then click LOG IN.
3. The PSS Home Page appears.
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4. Click Manage Facility CCIS Attendance Invoice Participation on the ONLINE INVOICES tile.
The ™ CCIS Attendance Invoice Participation” page is displayed.

@ IMPORTANT:

Please be aware that the Manage Facility CCIS Attendance Invoice Participation link will not be operable
for at least one hour after assigning the appropriate role. If you are automatically logged out upon
clicking the link, this indicates the link is not yet operable.

5. Select the desired type of invoice to be submitted from the "Submission Type" drop-down list, then
click SAVE.

Provider Self-Service

CCIS Attendance Invoice Participation

LE Name: ROEB ROLL
MPI ID: 100635635

LE Address: 9 NORTH AVE.
PITTSBURGH, PA
15221

Locations Submission Type Start Date Last Updated | Last Updated By
0001 - DAYCARE - 9 NORTH AVE IOH“HE 'l March 2011 03/02/2011 b-Twalker

View Location Details

SAVE CAHCEL

Note:

e If multiple locations exist for an organization, to change the submission type for multiple
locations, select the desired submission type for each location, then click SAVE.

The "CCIS Attendance Invoice Participation Confirmation" page is displayed and the user receives a
confirmation email.

6. Click CONFIRM.

The "Provider Home" page is displayed with a confirmation message that states the service period in which the
change will be in effect.

7. Click CONTINUE.

Note:

e A location can opt-in or out of OAT at any time; however, if opting in after the 15th of any
month, the change goes into effect the following month.

e To opt-out of OAT, select "Paper" from the drop-down list.

Upon opting in or out, one email is sent to each user for each location which opts-in or out. The email
advises that their service location has elected to receive or stop receiving CCIS attendance invoices
online and the month in which the change becomes effective.

Processing Online Attendance Invoices Overview

Once a location is opted in and users are granted the necessary access level to process online
attendance, the View/Update CCIS Attendance Invoice Details link is available on the ONLINE
INVOICES tile of Provider Self-Service.
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Users with the necessary access level can now perform the following:
+ View CCIS attendance invoices
+ Access attendance invoice details
+ Update child attendance
+ Submit the invoice (based on user access level)

+ View correspondences and payment information

Email is sent to one user at each location for various reasons as follows:

+ Invoice is available / previous invoice due - This email is sent at the beginning of each
month to alert the user that the current month's invoice is now available. It also serves as a
reminder to submit any outstanding invoices that have not been submitted in the past 60 days.

+ Changes to child enroliment schedule or information - This email is sent daily listing all
invoices that have changed. If no changes have occurred, the email is not sent. It advises of
enrollment and co-pay changes to children, and the changes are listed by invoice or child. To
opt-out of receiving this email, perform the following steps:

1. Click "Manage My User Profile" on the MANAGE MY ACCOUNT tile.

2. Select the "Please do not send me email notifications for child enrollment and information
changes for CCIS Online Attendance Invoicing" checkbox.

3. Click SAVE.

+ Invoice submitted - This email is sent each time an invoice is successfully submitted. It
includes the service period month and year of the submitted invoice, as well as the invoice
number.

+ Invoice past due - This email is sent on the 5™ and 45% day after an unsubmitted invoice is
due. It includes the service period month, year and county.

Note:

e Generally, invoices must be submitted within 60 days of the first of the following month, e.g.
the 60-day period for your March invoice begins April 15t. The exception to this rule is your
June invoice, which must always be submitted by the end of July.

Your Locations

The "Your Locations" page is the starting point to view attendance invoices, correspondences and
payment information for locations to which the user has access, as shown below. Each of these options
is detailed in this user guide. If multiple locations exist for the organization, the system allows the
choice for which location to process, if they have opted in.

This example shows multiple locations, but only one is opted in; therefore, no options exist for the
location with paper submission.
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Your Locations

Filter By Location County: ISeIect...

=

Location Name MPI ID Location Physical Lacation Main Invoice Action
Address Phone Submission
Type
1002 WALL . .
I - -
MONTI ANDERS 100120002-0001 PITTSBURGH, PA 152212351 (412) 243-1654 Cnline
1008 WALL ' :
Mont Anders 10012 0002-0002 BITTSEURGH, PA 152212351 (412) 327-8781 Paper A_C:CESS Attendance Invoices GO
View Correspondences
Page 1 of 1 View Payment Information

Access the "Your Locations" page as follows:

1.

2
3.
4

Navigate to www.pelican.state.pa.us/provider from your Internet browser.

Type your User ID and Password, then click LOG IN.

The PSS Home Page appears.

Click View/Update CCIS Attendance Invoice Details on the ONLINE INVOICES tile.
Note:

e If your location has not yet opted in, first follow the steps in the "Opt-In / Opt-Out of CCIS
Attendance Invoice Participation" topic.

The “Your Locations” page is displayed.

Because the "Your Locations" page is the starting point for all OAT functionality, the remaining instructions will
begin from this page.

Processing Attendance Invoices

Attendance can be entered at any time during the month, but cannot be submitted until after the first
of the following month. This option decreases the amount of data entry needed directly prior to
submission. Also, the system will not allow attendance information to be entered for future dates.

Begin on the "Your Locations" page, access an invoice and update attendance as follows:

1.
2.

Select the location on which to filter, if desired, from the "Filter By Location County" drop-down list.

Select Access Attendance Invoices from the "Action" drop-down list, then click GO.

Your Locations

Filter By Location County: ISEIECI:... LI

Location Name MPI ID Location Physical Location Main Invoice Action
Address Phone Submission
Type
1002 WALL r .
MONTI ANDERS 100120002-0001 |prrrepman pa 152212351 |(412) 243-1654  |Online Select... ;I. GO
T TTE UL |Select... |
Mont Anders 100120002-0002 |5 b iecy pa 152212351 (412) 327-8781 |Paper iy = Attendance Invoices  IRE
orrespondences
Page 1 of 1 View Payment Information |

The "Attendance Invoice Summary" page is displayed in a pop-up window.
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3. Click the Invoice ID link associated with the invoice with which you wish to work.

Attendance Invoice Summary

Invoice |Service Period Provider Location CCIS Office Status Last Updated | Last Updated |Correspondence
I By On

SNUGGLE BUG CHILD CARE CENTER 29 DAYCARE |, o |met e nmy

2183343 March 2011 WaAY Allegheny - City Submitted b-zztestz 03/03/2011

2185251 [March 2011 SRUEELE EUE Ehills GRRE CEMIER 29 BEEREE Allegheny - North iz b-satest2 03/02/2011

_— WAy Submittad

2181427  |March 201t SMNUSGLE BUG CHILD CARE CENTER 23 DAYCARE | o b and/perry| V98 b-zatestz 03/02/2011
WAY Submitted

21845387  |March 2011 SRINEEILS B ERHUD SRARE CEMER 22 BRI || 5oy 5 L= b-zatestz 03/02/2011
L Submitted
SNUGGLE BUG CHILD CARE CENTER 29 DAYCARE ; Mot . e

February 2011 WAY allegheny - City Submitted InvEmaillfy 03/01/2011

SHUGGLE BUG CHILD CARE CENTER 22 DAYCARE Not .

2130062 February 2011 WAY Allegheny - North Submitted InvEmailMfy 03/01/2011

2176223 February 2011 SNUGGLE BUG CHILD CARE CENTER 23 DAYCARE Cumberland/Perry Nat . InvEmaillfy 03/01/2011
WAY Submitted

R SMUGGLE BUG CHILD CARE CEMTER 29 DAYCARE . Not _
2179579 February 2011 WAy Dauphin Submitted b-zatestz 03/04/2011
FPage 1 of 1
Frovider Location ISNUGGLE BUG CHILDCARE CENTER 29 DAYCARE WAY LI
CCIS Office Select... hd
s A T T B e e e Y. Gl T PRSI R O ol
Note:

e Use the search criteria at the bottom of the page to narrow the search or obtain invoices for
different locations, CCIS offices, statuses, calendar years or service periods.

e Use the search criteria to access or print invoice history.
e By default, invoices in the "Not Submitted" status are shown.
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The "Attendance Invoice Details" page is displayed.

Sort By - Allows sort by Care Level,
Last Name or Caretaker

Attendande Invoice Details
Provided Legal Entity: JEN S5IMS
Provided Location: SHUGGLE BUG DC
Provideg ID: 1111217855-2
Providey Type: Center
Additiorfal Provider/CCIS Details. Click Here ¥

NC Checkbox — Click to indicate
the child's schedule matches the

Service Period: March 2011
Invoice #: 2182453

PRINT - Opens a pop-up window with two
options: 1 - Print a working copy of the invoice to
assist with online entry, marked "Not for
Submission.” 2 - Print the invoice for submission
by mail. Use this option if a situation prevents
online submission of the invoice.

CCIS of Cumberland/Perry County
Phone #: (261)426-6472

child's monthly attendance M
PRINT
| |
‘1 2 3|45 6|78 910 11/12[13 14 15 16/17|18]19 20|21 |22 23]24|25 26|27 28 29/30/31
SurtB\r:CareLEVEIV‘NCTuWTh F|sa|Su/M Tu W Th|F Sa Su/M | Tu W Th F [Sa|Su| M |Tu|W|Th| F Sa Su M Tu W Th
PRESCHOOL
[ANDERSON,
wd O|[fele] [ | [ [ [[[ [T TT]]]
YOUNG SCHOOL-AGE
LOGAN, Undatd | PT|PTPT|PT PT|PT|PT|PT|PT PT|PT|PT|PT|PT PT|PT|PT|PT|PT PT|PT|PT|PT
RICHARDSON,
Undate T | PT | PT 2T [ BT PT|PT|PT|PT|PT PT|PT|PT|PT|PT PT|PT|PT|PT|PT PT|PT|PT|PT
FOLLARD:, UDdatE||-P’TP‘TP’TP’T PT|PT|PT|PT|PT PT|PT|PT|PT|PT PT|PT| A |PT|PT PT|PT|PT|PT
RETURN TO INVOICE st.qmmv ADD CHILD SAVE SUBMIT

Invoice
Comments:

B Red Text — As explained in the
=l Color Codes, The red highlight
indicates user-entered attendance.

Codes

A - Absent
or mare hours

- Full-time, 5 or more
urs
- Part-time, less than 5

urs

NC - Mo Change
between 3 and 5 hours

MFT - Non-traditional full-time,

MPT - Mon-traditional part-time,

5 PC - Paid Closfres T - Last day attended

C - Non-paid Qosures

Color Codes:

Yellow Highlights - Sghedule updates from CCW

Update link- Click to open the "Child Attendance
Update" pop-up page to change the monthly
attendance. Note: This does not change the child's
schedule.

Yellow Highlight — As explained in the Color Codes,
the yellow highlight indicates changes made to the
schedule by the CCIS since the last time the user
logged into OAT.

Red Text - User entered attendance

Invoice Comments - Viewable by
receiving CCIS. Use to explain details
such as child termination.

Bottom Button Descriptions:
RETURN TO INVOICE SUMMARY - Returns to "Attendance
Invoice Summary" page.

ADD CHILD - Add a new child to the attendance invoice.
Can only be done on or after the first day of the month.

SAVE - Saves the changes without submission.
SUBMIT - Saves the changes and submits the invoice.
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4. Select a "Sort By" option, if desired.

5. Select from the following options:

If the child's attendance for
the given period...

Then select the...

Does not differ from that on
the "Attendance Invoice
Details" page

"No Change" checkbox associated with the child.
Continue with step 8 below.

Differs from that on the
"Attendance Invoice Details"
page

Update link associated with the child whose
attendance must be updated. The "Child Attendance
Update" page is displayed. Pertinent information, such
as the primary caretaker and enrollment copay are
included in the upper portion of the page, as shown in
the screenshot below. Continue with step 6 below.

6. Type the appropriate code into the text box(es) associated with the change. (Refer to the codes in
the highlighted table in the screenshot below.)

g Child Attendance Update - Webpage Dialog

Note:

x|
. FONT-SMITH, MADI Enrollment |:5 00 (0z/18/200% - Child
Name : G Copay : I | — Commaents : ;I
Co/Record # : 02/1226677
Care Lewvel : Older Toddler LI
Primary Caretaker: FONT. AMY M
No Change [~
Tu w Th F Sa Su M Tu w Th F Sa Su M Tu w Th
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17
FT FT FT FT FT FT FT FT FT BT FT FT FT
[l ol i ol ol o o el o R el Il o | el I i
18 19 20 21 22 23 24 25 26 27 28
FT FT FT FT FT FT FT
Codes
A - Absent FT - Full-time, 5 or more hours MFT - Non-traditional full-time, 5 or FC - Paid Closures
more hours
T - Last day attended BT - Part-time, less than 5 hours NPT - Mon-traditional part-time, C - Mon-paid Closures
between 3 and 5 hours
SAVE & CLOSE SAVE & NEXT CHILD

If necessary, users can add children on the first of the following month, although this is rare. In

most situations, the CCIS enrolls the child. In either situation, when the invoice is complete, the
added children are highlighted on the invoice. They also are highlighted if the schedule was

changed by the CCIS.

"Remove Highlighting" checkbox.

If the record is highlighted, review the changes, make any necessary changes, then select the
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10.

11.
12.
13.
14.

g Child Attendance Update -- Webpage Dialog zl
Name : WoOoDs, DESTI Enrollment ISS.DD |5_-"1.D_-"2D].D - 3/6/2011 Child ;I
CofRecord # : 22/8103702 Copay : Comments :

Care Level : Young School-Age ;I
Primary Caretaker: WOODS, ONIS
. . - CCIS changes are highlighted in yellow. Once these changes have been reviewed, check
No Change Remove Highlighting r 'Remove Highlighting” to clear the highlighting for future viewing for all users >
Tu w Th F Sa u TT To - s = £ = A o h
2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17
FT FT FT FT FT FT FT FT FT FT FT FT FT
"‘_IV -'[" I .I__.J—_’ _I _—J -_ﬁf“l [ - _’I _--'I"_iql“' —".I_-""I__._ J: - _If_.. & - e

Type the reason for the change in the "Child Comments" text box.
Note:
e It is not required to complete the "Child Comments" field unless the child is terminated.

Click SAVE & NEXT CHILD.
The attendance for the next child on the invoice is displayed.

Select from the following options:

If the child's attendance for the | Then select the...

| given period...
Does not differ from that on the "No Change" checkbox below the Primary Caretaker's
"Attendance Invoice Details" name, as shown above. Continue with step 10.
page
Differs from that on the Type the appropriate code into the text box(es)
"Attendance Invoice Details" associated with the change. Continue with step 10.
page

Repeat steps 6 through 9 until the attendance for all children on the invoice is correct and complete.
Note:

e The invoice cannot be submitted until all children on the invoice have been verified. Each child
either must have a schedule change or No Change.

Click SAVE & CLOSE.

Select the "Invoice Comments" text box and add comments as necessary.
If the invoice is not to be submitted at this time, click SAVE.

To submit, click SUBMIT.

The "Attendance Invoice Confirmation" page is displayed.
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15. Review the invoice, then select the checkbox to agree to apply your e-signature prior to submission.

Attendance Invoice Confirmation
Provider: SNUGGLE BUG DC
Invoice 2: 2178048
Service Period:  February 2011
CCIS Office: cCIs
Care Level L Child Name J Caretaker Name 1 Co/Record # [I’mll il °| i l‘aunm-ntl
Clder Toddler | EONTANEZ, FONTANEZ, 7 20 18 Yes &
Cider Toddler | JACKSON, __| JACKSON, == 2z - . Yes
Cider Teddler | LESLIE, LESLIE, 7 20 20 )
Cider Toddler | _ROBINSCN, | ROBINSON, 1 20 |39 Yes
Sraschecl | WallER, WALLER, s 20 | 20
reschecl [ WAULER, " WALLER; s 20 118
Preschoct ) FONTANEZ, FONTANEZ, 7 20 20
_Preschoct | BURTON, |_BURTON, e 2 | 8 |
Preschocl ©EMP, KEMP, -3 20 20 —
_Preschoct _1_STEWART, L £ | o | Q |
Preschest JACKSON, | g 290 20
Preschecl | ! L. DANIELS, 2 20 20
Preschoct | TANGARA, | TANGARA, ! 20 L 20
“Preschecl | TANGARA, | TANGARA, ] 3855 20 20
Preschocl ELLICTT, ELLIOTT, _ : 0371242939 20 20 v
. VN ALALLES e hiind JALA AL MIALLES e hibnd JALA AL CEETNLT RT3 —_ V. %
Inveica Contments: i::’ﬂ:"d:!:s terminated this menth, Mr, Margan informed us of his childs special needs prier to begin

- “‘.\_ ARt~ e O L el \.ua‘-\w""‘*w»*""k Samnafiond an oo S ABeAASS .. | ..\‘M\ W e AN s

Ca st P e -
R s >, -

- -, - Sitm e
ERTLT L, P = . i

" Py =52
In order to submit your attendance invoice, you must provide your electronic signature. Your electronic
signature is treated the same as if you had signed your name in ink at the bottom of a paper form.

- —— — o

o [ certfy that all the information provided is true, correct, and complete under “penalty of perjury™ or subject to the
peanaltes in 18PA CS <803,

T 1 AGREE that by entering the & digits of my Invoice PiN, this acts as my legal signature, and 1 acknowledge that I read and
understand the Certification Statement above and the rights and responsibilities and agree to these terms as stated.

Submitter signing this application: b-satest2

4 digits of Inveice PIN |

SUBMIT TO CCIS RETURN TO ATTENDANCE INVQICE DETAILS

16. Type the four-digit Invoice PIN associated with the user profile. Use the Manage My User Profile link
on the MANAGE MY ACCOUNT tile if you have not yet set up a PIN.

Click SUBMIT TO CCIS to submit the invoice or RETURN TO ATTENDANCE INVOICE DETAILS if
changes are needed.

17.

The "Submission Confirmation" page is displayed if SUBMIT TO CCIS is clicked. The invoice humber is displayed
with the confirmation message. This can be printed, if desired; however, invoice history is available and a
confirmation email is sent.

You have successfully submitted your attendance invoice for February 2011 to CCIS of Allegheny County -
City.

You invoice number is 2170048 . Please record this number for future reference. You may print a copy of the
invoice for your records using the print button below,

RETURN TO ATTENDANCE INVOICE SUMMARY PRINTI CONTINUE TO NEXT INVOICE
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18. Select from the following options:

If there is... Then click...
Another invoice to process for CONTINUE TO NEXT INVOICE SUMMARY and repeat
this location the steps in this topic to submit an additional invoice.
Not another invoice to process RETURN TO ATTENDANCE INVOICE.
for this location

The "Attendance Invoice Summary" page is displayed.

19. Select from the following options:

If there are... Then...
Invoices to process at a Select a Location from the "Provider Location" field, or
different location for this select other search criteria, and click SEARCH. Repeat
organization the steps in this topic.
No other invoices to process for The process is complete.
different locations for this
organization

Viewing Correspondences

Searches can be conducted on various types of correspondences, such as payment summaries,
recoupment letters and outstanding balance letters associated with online invoices.

Begin on the "Your Locations" page, select the location to process, if desired, select View
Correspondence, then click GO.

1. Select the location on which to filter, if desired, from the "Filter By Location County" drop-down list.
2. Select View Correspondences from the "Action" drop-down list, then click GO.

Your Locations
Filter By Location Couwnty: |E=Iect... ;I
Location Name MPFL ID Location Physical Location Main Invoice Action
Address Phone Submissicon
Type
218 DAY CARE WAY r - . o
SMUGGLE BUG DT LOOZTESS4-000L (L or o i 1mzisqpgy |(HLEN S21-3434  |Online Selack... =] Go
o F Eelect...
age Lof 1 Access Attendance [nwvaices
View Payment Information

The "Correspondence Search" page is displayed.
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3. Select the checkbox associated with the correspondence to be viewed or printed.

Correspondence Search

Your search criteria...

Locabon SNUGGLE BUG DC 25 DAY CARE WAY
Generation From Date  12/28/2010
Generation To Date 2/28/20m1

Ilnvolfo 1D

Generation Date: from |[12/28/2010

SEARCH RESET UACK

To |2/28/2011

Service Period ] Provider Location 1 s Ofﬂt:l Correspondence | Generation Date [—CMID [# ;f'P;gcs]

™ 2174167 January 2011 SNUGGLE BUG DC 29 DAY CARE WAY Dauphin Paymaent Summary |02/17/2011 ]6359747-: a I

viEwW PRINT
Page 1 0f 1

PMlease Enter One or More of the Following...
Invoice 101 |
Service Period: Month ISQ!Q({u z] Year [Select B
CCIS Office: |Select... =1
Location {SNUGGLE BUG DC 29 DAY CARE WAY =
Correspondence: |Select... =1

RETURN TO YOUR LOCATIONS

Note:

Use the search criteria at the bottom of the page to narrow the search results or obtain

correspondence for a particular invoice, service period, CCIS office, location or generation date.
Select the desired criteria, then click SEARCH.

Click VIEW or PRINT.
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The selected correspondence opens in a hew window.

£ https: /fwww_pelican-t_state_pa_us/ccemis-t/Ul/Comespondence/C00penD oc. pdf_aspx?gs_sesn=49935332 - Microsoft Internet Explorer

J File Edt GoTo Favaites Help |J ) Back — 3 - (=] (2] G | ) Seaich - Favortes 421 | (= i =[] 2% ”| a.
JAddress@ https: /v pelican-t state. pa. usdcemiz-t/J1 Corespondence/CO0 penDioc. pdf. aspxfgs_sesn=43335332234250228111601 374qz_main=PRY ourLocations. asprigs_s j Go |JLinks >

%ESaveaCopy [;:‘_. EJ ﬁSearch Q’Tj IbSeIed ﬁ] Qv ._:J 1 = Illﬁ% - &) %D‘v % = % Search b

PROVIDER PAYMENT SUMMARY

Payment 1593383

CCIS of Dauphin County

399 North 99th Street
Harrishurg, PA 17103

(423) 238-3337 Extn: 239260

Pay To:

JM. 5IMS
PO BOX 5095
HARRISBURG, PA 17110

Payment Amount $15,834.90
Payment Date 02172011
£
£
B Payment Calculation Summary
=
a
w Invoice | MPIID Provider ID Provider Legal Entity |Provider Location Local ID Type |Service Amount
1D Period
W)
E 2174167 [ 100081083 | 1108217255-2 JM.SIMS SNUGSLE BUG CC CTR January 2011 $15,834 90
8
Total Payment Amount: $15,834.90
I Payment Calculation Detail
Inrnica # QATAAET | | _
& & PR o OO Cl = D
|D0ne 1 ’_ ’_ ’_ ’_ E|Unknown Zone g
Note:

e To print the correspondence, click FILE, click PRINT, then click OK.

5. Click the scroll bar to view the remaining pages of the report, or click the arrows at the bottom of
the page, as shown above.

| Fle Edt GoTo Favoles Help G B ) =) ()]0 eech iFavees @ || Li- T[S [ W W] I
[k &0 1 /v e s /ot Conespondence/C00penDon. ot g0 _sesomdS3363322H 2512281 160137k mam=PR oL ocabors s+ 2] (6 B0 | | Links |

| Bilsveacor = B fgsewen || ) [rsoet g [®- -0 @i =@ |08 2 n- M w|

»

Care Level Subtotal: $3,593.68 -
430154720 2210566520 NAS, JACKSON Older School-Age PT 21 $16.91 $355 11
Subtotal: $355.11
960149595 22/0220055 SPEARS, JACK Older School-Age PT 21 $16.91 $355 11
Subtotal: $355.11
Care Level Subtotal: §710.22
Invoice Subtotal: $15,834.90
Invoice Total: $15,824.90

LA A s e ,l’—,,ﬁ'-"‘__m-ﬁ..»ﬂ —r s g g o onrt b A

6. Click the "X" in the top right corner of the window to close the window.
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Viewing Payment Information and History

The "View Payment Information" option provides a snapshot of payment history. The information can
be sorted by service date or CCIS process date, which is the date the payment summary is generated.
Use the “"Date Range” and “CCIS Office” options to narrow or change the results. Use the date range to
view a selected month's payment summary or payment history in up to 12 month increments.

Payment Information

SNUGGLE BUG CHILD CARE CENTER
LOCATION: 29 DAYCARE WAY, HARRISBURG, PA 17105

Report Payment Information By: % service Date © CCIS Process Date

Date Range:  [January [»]| |2011 =] to [March =l 2011 =]

5 of Cumberland/Perry County

CCIS Office: CCIS of Dauphin County

GO

Payment Totals by Month

January 2011 Dauphin $15,824.90
February 2011 Dauphin $12,071.16

Note: Information represents details in PELICAN. Thase details may not match actual CCIS payments received and sre not

intendad for tax purposes,

BACKI]

Q IMPORTANT:

As noted on the “Payment Information” page, DO NOT use this information for tax purposes. The actual
amount of the check received may vary from what is noted on the online payment summary. This could
occur due to circumstances such as levies that are calculated offline.

Begin on the "Your Locations" page, select the location to process, if desired, select View Payment
Information, then click GO.

1. Select the location on which to filter, if desired, from the "Filter By Location County" drop-down list.

2. Select View Payment Information from the "Action" drop-down list, then click GO.

Your Locations
Filter By Location County: |Se|ect... ;l
Location Name MPI ID Location Physical Location Main Invoice Action
Address Phone Submission
Type
29 DAYCARE WAY .
- - E]
SNUGGLE BUG CHILD CARE CEMTER |200367597-0001 |/ oorenioe ba 17105 (7171 973-2222  |Online Select... LI GO ]
Select...
Pags 1 of 1 Access Attendance Invoices
w Correspondences
formation
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The "Payment Information" page is displayed.

Select sort or search criteria to narrow the search results or obtain payment information for a
particular date range or CCIS office, then click SEARCH.

Select the month link associated with the payment summary to be viewed or printed.
Select the checkbox associated with the payment summary to be viewed or printed.
Click VIEW.

Note:
e To print the correspondence, click PRINT, select the correspondence to print, then click PRINT.

Click the "X" in the top right corner of the window to close the window.

Viewing and Printing Invoice History

To view or print a previously submitted invoice for historical purposes, begin on the "Your Locations"
page, access an invoice, then view and print the invoice as follows:

1.
2.

3.

4,

Select the location on which to filter, if desired, from the "Filter By Location County" drop-down list.

Select Access Attendance Invoices from the "Action" drop-down list, then click GO.

Your Locations

Filter By Location County: |Se|ect... LI
Location Name MPI ID Location Physical Location Main Invoice Action
Address Phone Submission
Type
29 DAVCARE WAY .
SMUGGLE BUG CHILD CARE CEMTER | 200367597-0001 HARRISBURG, PA 17105 [TLT7) 973-9953 COnline Select... ;I GO

Page 1 of 1

Correspondences
View Payment Information

The "Attendance Invoice Summary" page is displayed in a pop-up window.

Select Submitted from the "Invoice Status" drop-down list, then click SEARCH.

Attendance Invoice Summary

Invoice ID | Service Period Provider Location CCIS Office Status Last Updated By | Last Updated On | Correspondence
2182453 March 2011 SMUGGLE BUG CC CENTER - 29 DAYCARE |Cumberland/Perry [Not Submitted |b-1Dugg 03/11/2011
2184602 March 2011 SMUGGLE BUG CC CENTER - 29 DAYCARE |Dauphin Not Submitted |b-jdugg 03/11/2011
Page 1 of 1

Provider Location ISNUGGLE BUG CHILDDCARE CEMTER 29 DAYCARE WAY ;I
CCIS Office | select... =l
Inveice Status Mot Submitted ;l

Select...

Calendar Year Mot Submitted

Service Feriod ! —
Printed for Submissicn
Deleted by CCIS
Deleted - 60 day invoice policy

SEARCH RESET RETURN TO YOUR LOCATIONS

Click the Invoice ID link associated with the invoice to be viewed or printed.

The "Attendance Invoice Details" page is displayed. Since the invoice has been submitted, it is in "view only"
mode as shown in the following step.

Page 22 of 23




DEPARTMENT OF HUMAN SERVICES

Provider Self-Service Reference Guide @ pennsylvan]a

5. Select from the following options:

If you want to... Then...

View specific record detail Select the view link associated with the record to be
viewed. Click NEXT CHILD to view the details of the
next record or CLOSE to return to the "Attendance
Invoice Details" page.

Print the submitted invoice for Click PRINT INVOICE at the bottom of the page. The
historical purposes “Online Attendance Invoice” page is displayed.
Continue with step 6.

Invoice #: 2174167 l
12 /3/a|/s5/6|7]89|10/11]12/13]14 1516 17 18/19/20]21(22]|23 24)25/26]27
SortBy:ICareLeueI vi NC Sa Su| M [Tu W |Th F Sa/Su|/ M |[Tu W Th| F |Sa Su M Tu W Th| F |Sa|Su| M Tu| W Th
WIS
N
BRYANT, /-'ie-v\F FT|FT | FT|FT|FT FT{FT |FT [FT | FT FT|FT | FT|FT|FT FT | FT |FT | FT
DAVENPORT, /--'ie-va FT T [FT | FT | FT Frler|Fr|er|Fr FTlFr | Fr|FT|FT FTFT | FT | FT
MOSBY, i FT|FT | FT|FT | FT FTIFT|FT | FT | FT FT|FT | FT|FT|FT FT I FT|FT|FT
RICHARDSON, ol FT FT | FT FT[FT |FT [FT | FT FT FT | FT FT | FT [FT | FT
RICHARDSON, view P FT T [FT | FT | FT Frler|Fr|er|Fr FTlFr | Fr|FT|FT FTFT | FT | FT
SIERRA, view P FT|FT | FT|FT | FT FTIFT|FT | FT | FT FT|FT | FT|FT|FT FT I FT|FT|FT
SINGLETGN
MAY FT|Fr | FT|FT | FT FTer [Fr P |FT FT|Fr |FT|Fr|FT FTFT | FT | FT
Wigw
SINGLETGN
MERE FT|Fr | FT|FT | FT FTer [Fr P |FT FT|Fr |FT|Fr|FT FTFT | FT | FT
Wiew
RETURN TO,INYQICE SUMMARY[E] PRINT INVOICET]
i, o e \J_\..---\..L..\...-. e g et At e e A N . ..-\.,_‘_- A

6. Click the PRINT icon, then follow normal print procedures.

PRIN@

Online Attendance Invoice

-«
<

Provider Legal Entity:  SNUGGLE BUG CH

Provider Location: SNUGGLE BUG CH

Provider ID: 2113361670-1
AaeMReayid am st e e ST gntas | r“\-f-‘-'

7. Close the "Online Attendance Invoice" window.
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