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The Department of Children and Families
is an equal opportunity employer and
service provider. If you have a disability
and need to access services, receive
information in an alternate format, or
need information translated to another
language, please call the Division of Early
Care and Education at 608-422-6002.
Individuals who are deaf, hard of hearing,
deaf-blind or speech disabled can use
the free Wisconsin Relay Service (WRS)
— 711 to contact the department.
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About This Guide

This guide details how to use DCF’s Child Care Provider Portal
document upload function. It also contains information on how to
prepare printed materials for upload.
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Upload Payment Program
Verification Documents Integrity
Document Documents

Please provide only the required information for the program(s)
you are applying for.

If you have any questions or need assistance, please email
DCFDECECOQVID19CCPayments@wisconsin.gov or call and leave
your detailed questions at 608-535-3650.

Please note — email is recommended for a faster response.

Child Care Provider Portal Time-Out

The Child Care Provider Portal will time-out after 20 minutes
of inactivity, which forces users to log back in.

Child Care Provider Portal Support

Documents must be uploaded to the Child Care Provider
Portal. Information about applying for access can be found
here and you can view a short instructional video. If you
need help gaining access to the Child Care Provider Portal,
please email: DCFPlicBECRCBU@wisconsin.gov.
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Types of Documents

This new round of Child Care Bridge Payments requires you
to upload a variety of documents across three categories.
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Upload
Verification
Document

Verification Documents

These are required
during your initial
application and may
also be requested in
future Monthly
Update Weeks.

This includes:
Child Attendance
Records

Staff Employment
Records
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Payment

Documents

Payment Documents

This is only required
if you are not registered
with FIS and want
to receive a check
from DCF.

Note: if you have
previously submitted a
W-9 and do not have
any changes, you do
not need to submit a
new one.

This includes:
W-9

=
Program
Integrity
Documents

Program Integrity
Documents

These are required
ONLY when you are
notified of an audit and
asked to submit them
for program review.

This includes:
Staff Payroll Records

Child Attendance
Records

Documentation of
use of funds:
Receipts
Ledgers
Bank statements
Other documentation
as requested

\_ J
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Preparing Your Documentation for Upload - Getting
paper records onto your computer

Scan with a Home Scanner/Copier/Printer

These steps can vary between device models. Follow the instructions
that came with your device. Scan and save as a PDF or JPEG — both
of which are acceptable file types in the Child Care Provider Portal
Program Integrity Document Upload.

Use Your Phone

Take a photograph of each document you want to upload and save it
as a JPEG. You can then email that image to yourself from your
phone or download it to your computer.

Try to avoid using a flash. Instead take the photograph in a brightly lit
area for best results.

Use Phone Scanner Software

There are phone scanner applications available in the app stores,
such as Adobe Scan, Microsoft Office Lens, Google Drive App, or
Apple Notes. Follow the prompts in the app to place and scan your
documents. Transfer to your computer and upload.

Naming Your Files
When possible, please name your files beginning with “CCBP.” For
example, “CCBPTimesheets July 1 to July 15"
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Preparing Your Documentation for Upload

Getting your paper records onto your computer

There are a few general rules you can follow to improve the quality
of your scanned documents.

Files must be uploaded as PDF, JPG, or Word format.

Individual file size cannot be larger than 10MB. This is
equivalent to about 20 pages. You may need to split your
documents into smaller batches to ensure they will upload

properly.

Try to make sure the documents aren’t folded or crumpled. If
they are, try to make them as flat as possible.

Make sure details are easy to read. Make sure they are not
blurry or fuzzy.

Keep the background simple and free of other items when
phone scanning. Place documents on a sheet of white paper or
paper of a solid color.

When scanning, use 300 dpi to ensure your files are legible.

Try to avoid using a flash.

Photograph your document in a brightly lit area for best
results.

Wisconsin Department of Children and Families
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Verification Documents

a5 You must upload verification documents with
Mﬁeu'r%lm::"i your initial application, and when requested
Socument | during future Monthly Update Weeks.
Required Documents
Program A

e Child attendance records

Program B

» Staff payroll records

 Child attendance records (this is only required if you
have not already uploaded them with your Program A
application)

The time frame that your documents must cover will vary
with each Application/Update week. These dates will be
displayed in the application in the Child Care Provider
Portal.

Documents

Date Type

Mo results found.

Please upload documentation that shows evidence that the children entered in this application are enrolled and in attendance for this
HH L

I E.Children Attendance Records from 9/26/2021 to 10/9/2021

Document | ‘
Type *
Upload File

Upload Document
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Logging in

W Child Care Provider Portal i

Login
Existing CCPI Users can log in with the W CCPL

User ID | |zuralske |
l“’“ ........
el L

< | Remember Me

Enable Keyboard Accessibility Features
Enable Screen Reader Features
~Hide Options
Login

Request access and update your user profile in Account Management

For additional informaticn, visit the DCF ‘Portal Info’ webpage.

About DCF Public Meetings Careers Request Records Contact Us Wisconsin.gov Press

The Department of Children and Families, protecting children, strengthening families, building communities.

1. Login Screen
Go to https://mywichildcareproviders.wisconsin.gov/

Type your User ID and Password into the appropriate fields.
Click the Login button to continue.

Depending on whether you have one or more locations, your
Home screen may look like option A — multiple locations, or
option B — a single location.

Click the location you want to make your application for. ——

Wisconsin Department of Children and Families
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Child Care Bridge Payments Button

Child Care Provider Portal

Welcome, Jason

Bld Dt -7/16/2025 4:26 PM

Target Day Care
2000 Target Dr
Madion , W1 53333

Home

Financial

Communications

202 e

Logout
5900015265-014]
Facility ID N/A|
FIS Provider ID N/A|

=

-
Individuals | Bridge Payments

Applications

<

Q provider Search

2. Select Bridge Payments
To proceed to the application page, click the Bridge
Payments button.

Child Care Provider Portal
Welcome, Jason

Child Care Bridge Payment Application List

Apply for Child Care Bridge payments and view details of payment program applications already started or completed.

Payment Program Summary
PaymentMonth  When Can I Apply?/Update Payment Program Status )
June 2025 July 05-July 19 Increasing Access To High-Quality Care Not Applied Apply | [ 3 e
June 2025 July 05 - July 19 Funding Workforce Recruitment And Retention Not Applied Apply | » )
4 | A Home
About DCF Public Meetings o Careers Request Records Contact Us Wisconsin.gov Press

Report Child Abuse
Report Fraud

Ver en Espafiol Update SPA CWA Privileges

3. Select your payment program to get started
Select the program you are going to apply for. If eligible,
you can apply for both.

Remember, if you need to, you can go back in after
submitting your application for a payment program and
add additional documents to the application.

Wisconsin Department of Children and Families



Adding Documents to a New Application

Select the new program period you wish to apply for.
The status will say Not Applied, and the button will say
Apply.

Child Care Provider Portal
Welcome, Jason

2000 Target Dr
Madion , W1 53333
Child Care Bridge Payment Application List
Apply for Child Care Bridge payments and view details of payment program applications already started or completed. E
Payment Program Summary
Payment Month When Can | Apply?/Update Payment Program Status
June 2025 July 05-July 19 Increasing Access To High-Quality Care Not Applied Apply | » :
June 2025 July 05-July 19 Funding Workforce Recruitment And Retention Not Applied Apply I »
[More
4 | A Home
About DCF Public Meetings of Careers Request Records Contact Us Wisconsin.gov Press
Report Child Abuse
Report Fraud
Ver en Espafiol Update SPA CWA Privileges

Go through the steps to fill out your application as
normal. Before you can submit your application, you
must first upload required verification for each payment
program.

TTETTTTETT

T O
Lord Voldermort 6/6/2016 Full-Time Care Details | > |

Add Child >

Reviewed the above child List and confirmed for the period.

Upload Verification Document | b | <G

” Application details |

Wisconsin Department of Children and Families




Upload Verification Documents

4. To proceed to the Upload
Verification Document screen,
click the button.

You will be taken

to the Verification Documents
page. If applying for

both programs, you will

upload children's attendance
records in Program A, and then

COVID-19 Payments — Child List

Payment Manth

Severus Snfbe

97232015

Lord Voldedfhort 6/6/2016

D T

Commaon Details
Octaber 2021

g m

rrrrrrrrrrrr

1T
¥ Vv |¥Y v |¥v (¥

rrrrrrrrrrrr

Add Child >

Upload Verification Document

upload staff records in
Program B.

For example:

A. Select the file type,
from the drop-down — we
are choosing Employee

! eflmim details.
S

Payroll Records.

B. Click upload to select
the file from your
computer.

C. Then choose
Save Documents.

D. The document will
be added to your list.
When you have uploaded
the required documents,
click the Save Document
button.

| |
COVID-19 Vlification Documents

[ ee

y

Wisconsin Department of Children and Families



Upload Verification Documents

5. If you try to submit your application without the required
documents, you will get an error message. You cannot
submit your application without the required documents.

Child Care Bridge Payments - Submit Appl‘%

@ Child verification documents are required in order to submit this application. e

Common Details
Payment Month  October 2021

Grantee Name Rory, Mick
More
Payment Program Details for Providing Safe, Healthy, And High-Quality Child Care Opportunities
Payment Program Providing Safe, Healthy, And
High-Quality Child Care
Opportunities

Grant Application ID POO0000390

Number of Children attended 4

Grant Status Incomplete

Terms and Conditions

Confirmation and Acceptance of Funds

e [ certify that all information provided in this application is true and correct to the best of my knowledge.

» By accepting Child Care Counts Stabilization Payment Program funds, 1 agree to all items included in these Terms and Conditions.

s Iwill pay at least the same amount in staff weekly wages and maintain the same benefits for the duration of the payment program in
which I receive funding.

o Twill not involuntarily furlouah (lav off without navl staff who annear on mv centers annlication. CCC funds for staff mav he halted

Wisconsin Department of Children and Families




Adding or Updating Documents in a Submitted
Application

If you need to upload or update a verification document after
you have submitted your completed application, simply log
in to your completed application and click the Upload
Verification Document button to add a new or updated
document.

W Child Care Provider Portal

Welcome, Laura

Logout
PROC Site: 0B00035730-003
113 Licenzed Street Facility ID 1123352
Mz, WI 45454-53455 FIS Provider ID DZ17937
Child Care Bridge - Application Details =

Common Details

Grantee First Name Lisa
Grantee Middle Initial
Grantee Last Name Licensed
Grantee Email lisa@licensedcenter.com
Grantee Phone (121) 212-1212
Payment Month October 2021

Was your facility open on 10/08/20217 Yes

Did your facility serve any children with disabilities? Mo

Did your facility serve any children who speak Mo
languages other than English?

Did your facility serve any children who are Mo
experiencing homelessness?

Did your facility serve any children from tribal Mo
communities?

Modify Common Details | > ‘

Payment Program Details for Providing Safe, Healthy, And High-Quality Child Care Opportunities

Payment Program Providing Safe, Healthy, And High-Quality Child Care Opportunities
Grant Application ID POODO0O333
Number of Children attended 3

Grant Status Submitted
(view Terms and Conditions)

Modify Application Details | > ‘

3 =] =]
Temporary Children Upload Payment Program
Closure Verification Documents Integrity
Document Documents
« ‘ E Pay Program y ‘
About DCF Public Meetings Careers Request Records Contact Us Wisconsin.gov Press

The Department of Children and Families, protecting children, strengthening families, building communities.
Update SPA OWA Privileges

Wisconsin Department of Children and Families



UPLOAD
PAYMENT DOCUMENTS
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Payment Documents

E If you want to receive a check from DCF,
Payment you must upload a completed W-9 Form in
Documents PDF format. Providers who have signed a

contract with FIS will receive a direct deposit
and do not need to upload a W-9 form here.

This applies to Programs A & B, unless you have signed
a contract with FIS and receive direct deposit payments.

COVID-19 Payments - Documents
I you want ts receive a check from DCF, you must upload

=| Initially, this will be blank. If
uploading a second W-9 or
«» | Mmultiple W-9 forms, they will
be listed here.

Caree

To add a W-9 to the application,
TR O click Upload Document.

- - — Locate the file on your

= ’ device. The W-9 document you
upload should be in PDF format.
Select Open to upload your file.

Sm—— w9-sample.pdf

Once the file uploads,

it appears underneath

the Upload Document button.
— Click Save Documents and the

document will be saved to

your Documents list.

Uplead Document

Wisconsin Department of Children and Families



UPLOAD
PROGRAM INTEGRITY
DOCUMENTS
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Uploading Program Integrity Documents

E In the event of an audit, you will be asked
Program to submit Program Integrity-related documents
Dlﬂtﬂgﬁtb'ts to DCF. Securely send these documents to DCF
ocumen

Program Integrity, using our upload tool.

Before you get started, remember that you must upload month
and program-specific documents.

For example, when you are uploading documents for your
three-month period, you must upload documents on a per-
month and program basis. January documents are uploaded
into the January program A & B applications; February goes
into the February program A & B application; and March goes
into the March program A & B application.

Do not upload documents for all three months into one month.

Be sure you are uploading documents to the correct Payment
Program.

If you have any issues with the upload process, please contact
your Senior Auditor. They will be happy to assist you.

Please upload your
documents into the correct Pocument | program - cualty W x =
document category upasdrie | NPT
rogram B - Quality:
Se I eCted fI’O m th e d I'O p' Professional Development &
down menu. The document mem——
K . . rogram B - Quality: Wage
categories are listed inthe | [ increase, Bonus, Benefis
I Program B - Staff Base: Wage
d ro p-d own menu fo r Careers Increase Bonus Benefits 7 Wisconsin.gov
P ay m e nt P rog ra m A a n d Children and Families, protecting children, strengthening families, building communities
Payment Program B.

Do not upload Payment Program A program integrity audit
documents into Payment Program B and vice versa.

Wisconsin Department of Children and Families



Uploading Program Integrity Documents

If this is your first submission, the list will display “No results
found”. As files are added, they will be listed with their upload
date and type.

= | To add a new file, select the
— type of document from the

drop-down list. To add a

uuuuuuuuu ' Program Integrity-related

Date Type

— T
—— document, select the
Document Type, then
Program Integrity - Documents CIiCk Upload Document-
i — Locate the file on your device.

Select Open to upload your file.

Once the file uploads,
it appears underneath the
Upload Document button.

« | B Avptication petaits

Program Integrity - Documents
To y send documents to DCF Program Lntegrity. u

=| Click Save Documents and the
= = document will be saved to your

High-Quality Programing View | B

T —~ | Documents list.

If you receive an error during the upload process, contact your
assigned senior auditor for assistance. The name and phone
number are located on your audit letter. Alternatively, you can
reach out to the Support Center for their name and number.

Wisconsin Department of Children and Families



UPLOAD
ON MOBILE DEVICES
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Uploading Documents from Your Mobile Device

The example below is just focused on uploading documents from
a mobile device. The interface you use is different from using a
web browser such as Safari, Chrome, or Firefox on a desktop
computer, but the steps are almost identical.

This example assumes you have your documents ready for upload
in the correct file format — PDF, JPG, or Word format.

It also assumes that you have prepared the files so that an
individual files size is not larger than 10MB. This is equivalent to
about 20 pages.

If this is not the case, you will need to split your documents into
smaller batches with fewer pages or single pages to ensure they
will upload properly.

Wisconsin Department of Children and Families



Logging in

1. Login Screen
Goto
_1gin

ling ccrtusers can og mwinn e same vser | NEEPS://Mywichildcareproviders.wisconsin.gov
===
- ™)

User ID

Type your User ID and Password into the
appropriate fields.

Password

\. J

Eratte Sered Reader Fetures Click the Login button to continue.

..Hide Options

Request access and upddte your user profile

in Account Management yo u rn a m e h e re
Enr additinnal infarmatid vicit tha NCE
Password
00000 OOS

\
My Facilities IMPORTANT REMINDER:
oo | Default Home Screen

123 Licensed Street

Mke , WI 45454-5455

— e After you log in, the default home

709 Robert Rd >

B YL screen displays if you only have

Lakeland Group Centre 2800040092-001

e > access to one facility/location.

Lakeland In Rotorua Nz Day Camp  2800040092-002
987 Napler Rd >
Rotorua , W1 12121

Emergency Site 2800040092-005

If you have access to multiple
G st > sites, a list of facilities displays
oo IS like this example on the left.

Mke , WI 53206

Certified Dream Kids Place 4800040004-001 I
3020 S New Street St >
Milwaukee , WI 53215-3664

A

Holly's Rainbow 7800039777-002
1311 9Th Ave

Screens from iPhone

Wisconsin Department of Children and Families
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Bridge Payments Button

Homew E 2. Bridge Payments Button
On the Covid-19 Emergency
Information page, scroll to the
AL bottom of the page and tap on the
Bridge Payments button.

iy =
Facility Details

Communications

> 0a®
@ &
Manage Facility Individuals

Portal
Welcome, Laura

Logout
Lakeland In Rotorua Nz Day Camp 2800040092-002
987 Napier Rd Facility ID 1123295

Al MMM other Facilities

| Rotorua ,WI 12121 FIS Provider ID D213322

Child Care Bridge Payment Application List
Apply for COVID-19 payments and view details of

t licati lready st
3. Select the Payment Program | comperear oo
You Want to Apply For Payment Program Summary

. Payment Month When CanI Apply? Payment Program  Status e
You will be taken to a screen

November 08 - Not

H H November 2021 Access To High- ) >
listing all the payment November1s | “CT DT pptied |
programs. Funcing
November 08 - Workforce Not
November 2021 ) ) >
November 19 Recruitment And | Applied ———
Retention
Choose the program you want T
. October 2021 crober Access To High- o. >
to apply for and click the apply November 09 g oty care | APPUS T
b Funding
Utto n ° October 18 - Workforce Not
October 2021 ) ) >
November 09 Recruitment And | Applied ———
Retention

Wisconsin Department of Children and Families



Proceed with the application process

4. Upload Verification Documents . §°
COVID-19 Verification Documents

Whether you select Payment Documents
Program A or Payment
Program B, you will be
required to upload

Date Type

\ 4

No results found

(1f this is your initial application, you must )

documents as part Of that upload documentation that shows evidence
1 1 that staff entered are on the payroll during
appllcatlon the Count Week 9/26/2021 - 10/9/2021

before you can submit your application. If
you are only applying for Program B, you

In Our example We have — must also upload attendance records to

verify child attendance for the Count Week

reached the point in the 9/26/2021 - 10/9/2021, )

\ 4

T LRE- R TRy oo

appllcatlon Where We al'e may be notified to p'rlcl;vide additionalllrlelc;rds.
required to upload our first L. Staff full name

s . 2. Staff current hourly wage or yearly salary
Verlflcatlon Document 3. Schedule or worked hours (confirm part-

time or full-time status)

Note the instructions Failure to upload documents may result in
denial of Program B funds.
describing What If you have any questions or need assistance,
. — please refer to Provider Portal Upload Guide or
documentatlon contact the call center at:
DCFDECECOVID19CCPayments@wisconsin.gov
you need to upload. <

rWhen uploading you should know:
1. Files should be uploaded as PDF, JPG, or
Word format.
2. Individual file size cannot be larger than

Ensure you have the correct

\ 4

documentation, and thatitis —1 || (o uliieiiaesmosror s
the correct format and size. \__equivalent to about 20 pages. )
Before you upload your §
document, select the ] Upload File

Document Type that you are vt )

uploading from the drop_ Employee Payroll Records

Children Attendance Records

down. > |

= Employment Letter (Staff Or

n o —

Paystubs Details

Schedules I ’ |

Timesheets |

t - CE =) hﬁl-

Wisconsin Department of Children and Families



Document Upload

e does ‘multiple pages into a PDF, that’s 5 Take PiCture
equivalent to about 20 pages. Tap Take Picture to
Document either take a picture
ype *

with your smartphone’s
camera or upload a
picture or file from your
phone’s photo or
documents library.

Employee Payroll Records v

Upload File

Take Picture

Photo Library

Take Photo
6. Select your
documents

Follow the on-screen
prompts from your
Recents smartphone to select
the images or
documents you want to
upload. After each one
has successfully
uploaded, you must
tap Save Documents.

Choose File

Document
Type *

Employee Payroll Records v

Upload File
Take Picture
ar  'dc8916ffcea9378f6cf560d8eae... X

Staff | » ]

Wisconsin Department of Children and Families



Documents uploaded

When all documents have been successfully uploaded, your
Documents screen should look like this — with the uploaded
files listed. In the example below, we successfully uploaded
our first document.

Lakeland In Rotorua Nz Day Camp 2800040092-002
987 Napier Rd Facility ID 1123295
Rotorua ,WI 12121 FIS Provider ID D213322

COVID-19 Verification Documents

Documents

Date Type

Staff Document: Employee
11/08/21 pioy view | p | <
Payroll Records

If this is your initial application, you must

1nlnad darimimentatinn that chnwe avidanra

Repeat Steps 5 and 6 until you have attached all the required
documents.

Wisconsin Department of Children and Families
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