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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: 

 

 View and quickly update your profile 

 View and print child care provider forms and information 

 Reduce paper use, time spent filing and completing paperwork, postage fees and much more 

 Manage and submit attendance information online (for regulated child care providers only) 

 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: 

 Manage Provider Data (Profile Updates) 

 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 

provider 

PELICAN CCW “Location R&R Profile Summary” page is displayed in 

a new window. Continue with step 6 below. 

An early learning 

provider 

PELICAN Provider Management “Location Early Learning Profile 

Summary” page is displayed in a new window. Continue with step 6 

below. 

Notes:  

 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. 

 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. 

 

Notes: 

 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. 

 The “Last Updated On” column indicates the date and time the last change was made to that 

page. 

 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. 

 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 enrollments 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 

provider profile 

Child Care Providers – Updating Provider Profile(s) topic. 

Check the 

approval status of 

a managed update 

Checking the Approval Status of a Managed Update (Child Care 

Providers ONLY) topic. 

 

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. 

 

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

Note:  

 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. 

 

The “Approval Status” page is displayed. 

 

3. Complete the desired fields, then click GO. 

Notes: 

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

 If a managed update is rejected, the reason is listed in the “Rejection Reason” column. 

 The “Submitted Date” column lists the date the update was submitted by the provider. 

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

 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. 

 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. 

 

Notes: 

 The “Last Updated On” column indicates the date and time the last change was made to that 

page. 

 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. 

 

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: 

 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: 

 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. 

 

 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. 

Note:  

 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. 

 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. 

 

Note: 

 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: 

 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. 

 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 enrollment 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 5th and 45th day after an unsubmitted invoice is 

due. It includes the service period month, year and county. 

Note: 

 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 1st. 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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Access the "Your Locations" page as follows: 

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

Note: 

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

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

 

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. 

 

Note: 

 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.  

 Use the search criteria to access or print invoice history. 

 By default, invoices in the "Not Submitted" status are shown. 
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The "Attendance Invoice Details" page is displayed.  

 

 

 

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. 

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

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.  

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

Red Text – As explained in the 
Color Codes, The red highlight 
indicates user-entered attendance. 

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. 

NC Checkbox – Click to indicate 
the child's schedule matches the 
child's monthly attendance 
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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.) 

 

 

Note:  

 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. 

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

"Remove Highlighting" checkbox. 
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7. Type the reason for the change in the "Child Comments" text box. 

Note:  

 It is not required to complete the "Child Comments" field unless the child is terminated. 

8. Click SAVE & NEXT CHILD.  

The attendance for the next child on the invoice is displayed. 

9. 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 below the Primary Caretaker's 

name, as shown above. Continue with step 10. 

Differs from that on the 

"Attendance Invoice Details" 

page 

Type the appropriate code into the text box(es) 

associated with the change. Continue with step 10. 

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

Note: 

 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. 

11. Click SAVE & CLOSE. 

12. Select the "Invoice Comments" text box and add comments as necessary. 

13. If the invoice is not to be submitted at this time, click SAVE. 

14. 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. 

 

 

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. 

17. Click SUBMIT TO CCIS to submit the invoice or RETURN TO ATTENDANCE INVOICE DETAILS if 

changes are needed. 

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

 

If there is… Then click… 

Another invoice to process for 

this location 

CONTINUE TO NEXT INVOICE SUMMARY and repeat 

the steps in this topic to submit an additional invoice. 

Not another invoice to process 

for this location 

RETURN TO ATTENDANCE INVOICE. 

The "Attendance Invoice Summary" page is displayed. 

19. Select from the following options: 

 

If there are… Then… 

Invoices to process at a 

different location for this 

organization 

Select a Location from the "Provider Location" field, or 

select other search criteria, and click SEARCH. Repeat 

the steps in this topic. 

No other invoices to process for 

different locations for this 

organization 

The process is complete. 

 

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. 

 

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

 

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. 

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

 

Note: 

 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. 

 

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. 

 

 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.  
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The "Payment Information" page is displayed. 

3. 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. 

4. Select the month link associated with the payment summary to be viewed or printed. 

5. Select the checkbox associated with the payment summary to be viewed or printed. 

6. Click VIEW. 

Note: 

 To print the correspondence, click PRINT, select the correspondence to print, then click PRINT. 

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

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

 

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

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

 

4. 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. 
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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 

historical purposes 

Click PRINT INVOICE at the bottom of the page. The 

“Online Attendance Invoice” page is displayed. 

Continue with step 6. 

 

 

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

 

7. Close the "Online Attendance Invoice" window. 

 


