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Background

The Child Care Provider Portal (CCPP or Provider Portal) was created to support the rollout of the
MyWIChildCare program, which is used by all families receiving Wisconsin Shares Child Care Subsidies. In
October 2018, a new Individual module was added to the portal that allows child care programs to
report current and prospective employees and residents for background check purposes. The user can
also view the status of background checks and eligibility notices for their staff and other individuals
associated with the child care program.

Note that the Child Care Provider Information (CCPI) system previously used by providers serving
Wisconsin Shares children has been phased out and was retired on 1/15/20.

Technical Information

The Child Care Provider Portal can be accessed using all common browsers (Internet Explorer, Google
Chrome, Safari, etc.) and is mobile-friendly.

When entering new individuals into the Child Care Provider Portal, it is recommended that you use a
desktop, laptop, or a tablet because of the amount of data entry needed for those pages.

To protect the information from unauthorized users, the Child Care Provider Portal is designed so that
the user is automatically logged out after 30 minutes of inactivity.

Gaining Access to the CCPP

See ‘Provider Portal Security Module’ user guide for further information.

How to gain access to CCPP is explained on the Accessing the Child Care Provider Portal web page.

Gaining Access to the Child Care Provider Portal
(CCPP)

Please follnwlhe instructions provided to obtain access to the Child Care Provider Portal (CCPP). Watch the training
video that explains the functionality of the Provider Portal.

[ ¥ Instructions for Child Care Providers and Center Staff ]

[ » Instructions for Tribal/County/State Staff ]



https://dcf.wisconsin.gov/files/publications/pdf/5400.pdf
https://dcf.wisconsin.gov/childcare/provider-portal/ccpp-access
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Confidentiality and Passwords

The child care authorization and background check information contained in the Child Care Portal is
confidential and users must be aware of this when using the system.

e Log out of the portal and close the browser when you are not using it. This will prevent
unauthorized people from entering or viewing information in the portal.

e Do not share your User ID with anyone. Each staff member who needs access to the portal must
create his or her own account, request access and log in using his or her own credentials.

Troubleshooting User ID and Password

If you enter an incorrect User ID and/or password, the login page shows an error message stating that
the user ID or password entered was incorrect. Note that your password is case sensitive and must be
entered exactly as you entered it when you created your account.

You can take the following steps, when you are unable to log in to CCPP because of a wrong or forgotten
User ID and/or Password:

e If you have entered an incorrect User ID and / or Password, a warning message will display alerting
you that the user ID or password entered were incorrect. Remember that Passwords are case
sensitive and must be entered exactly as you entered them when you created your account.

¢ If you have forgotten your Password but remember your User ID and the answer to your Password
reminder question, you will have to change your Password. To do this:

a) Log on tothe DWD / Wisconsin Login Account Management screen.

b) Under the Username/Password Recovery section, choose “What should | do if | forget my
Password or Username?

¢) On the following screen, choose either “Logon Recovery” or “Recover using your email address
or phone number” function.

d) Go to your email inbox to access the email. Follow the instructions.

e If you are not able to access the system after taking the steps above, please contact the DCF
Service Desk at 608-264-6323.

Changing Your Password

To change your Password, follow these steps:

a) Logintothe DWD /Wisconsin Login Management System page

b) Under Profile Management heading, click on “How do | change my password”. Follow the
instructions.


https://accounts.dwd.wisconsin.gov/en/Home/Helpdesk
mailto:dcfservicedesk@wisconsin.gov
mailto:dcfservicedesk@wisconsin.gov
https://accounts.dwd.wisconsin.gov/en/Home/Helpdesk
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Changing Account Information (change of name, email address, etc.)

If you would like to update or view any of your account information, follow these steps:

a) Loginto DWD / Wisconsin Login Management System page

b) Under Profile Management header, click on the “How do | change my email or phone number?”
link.

c) Enter your current Login ID and password.
d) Then choose the link of your choice.

Adding a New Facility /Location to an Existing CCPP User ID:

See ‘Provider Portal Security Module’ user guide for further information at

https://dcf.wisconsin.gov/childcare/provider-portal/ccpp-access

Ending Access to the Portal
See ‘Provider Portal Security Module’ user guide for further information on the Accessing the Child Care

Provider Portal (CCPP) web page.

Training

A training video explaining the Child Care Provider Portal is available on the Child Care Provider Portal
Information web page, under the Training and Resources section.

Login

After you have received an e-mail from DCF Security informing you that your security has been granted,

T ——— 3 = access the Child Care Provider Portal login screen.
Lagin On the Login screen, enter the User ID and password you created. Then
Existing CCPI Users can log in with the same User . .

ID and password that you used for CCPL click the Login button.
User ID
Password
..5how Options

Request Click on the following link
Access: Request Access
Help: For problems logging in or to update your

user profile, click on the following link

Account Management



https://accounts.dwd.wisconsin.gov/en/Home/Helpdesk
https://dcf.wisconsin.gov/files/publications/pdf/5400.pdf
https://dcf.wisconsin.gov/childcare/provider-portal/ccpp-access
https://dcf.wisconsin.gov/files/publications/pdf/5400.pdf
https://dcf.wisconsin.gov/childcare/provider-portal/ccpp-access
https://dcf.wisconsin.gov/childcare/provider-portal/ccpp-access
https://dcf.wisconsin.gov/childcare/provider-portal/info
https://dcf.wisconsin.gov/childcare/provider-portal/info
https://mywichildcareproviders.wisconsin.gov/login
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Home Screen

After you log in, the default home screen displays if you only have access to one facility/location. If you
have access to multiple sites, a list of facilities displays:

' Child Care Provider Portal /J‘f.——_ !

Welcome, Randy
Logout

My Facilities =

2800040092-001

3800036563-001

Fifth Location 3800036563-005
345 Test St
Milwaukee , WI 45454

Johnson Early Care Locn 1 3800036815-001
256w

Milwaukee , WI 53333

Watts Valley Day Care 4800039704001
2702 Monros S5t
Milwaukee , W1 53203

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

If you have access to one facility/location or if you choose one of the facilities on your facility list (users
with access to multiple child care locations/sites), you will be taken to the Home page. The top portion
of this screen includes basic information about the facility/location such as address, contact (usually the
Director for group centers) and phone number.

COVID-19 EMERGENCY CHILD CARE NEED REQUEST

Due to the COVID-19 pandemic, DCF and its partners want to help Wisconsin’s Essential Workforce
Families fill their urgent child care needs so that they can continue to serve our communities’ needs. By
completing the page below, you will help health care workers and other essential workers find child care
during the COVID-19 emergency.
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W Child Care Provider Portal

Welcome, Laura

Logout
entre 140092-001
3200

3115

COVID-19 Emergency Information

Due to the COVID-19 pandemic, please complete the following and keep it up-to-date so that DCF and its partners can help Healthcare
workers and others performing critical functions fill urgent child care needs. Press "Save” ance you have completed filling out or

Address 334 W Main 5t
Madisen, WI 53703-3115

Is this location currently open? m
Are you able to provide care for mere children with  [(ves [ No |

special needs?

Describe the openings at this location. How many open slots are available...
For children under 2 years?
For 2 and 3 year-olds?
For 4 and 5 year-olds?

For 6 year-olds and older?

The functionality of this page is explained on the Child Care Counts: COVID-19 Payments web page.

Facility Home page

The facility home page has multiple buttons (explained below).

Home

.- = @
Financial Facility Details Communications Manage Facility Individuals

1. Sandwich menu: A new menu has been added on the top right corner. This menu allows you to

quickly access any page within the facility/location. The menu is available on all pages within the
Child Care Provider Portal.

Home I ilities ;

Facility ID

o Financial
FIS Providen) ™ tnorizations
Address

Payments

Adjustments (YoungStar)
Contact Nan| Facility Details

Phone Youngstar Details

Registry Details

Individuals
Communications
Finand  pocuments
Contacts

Manage Facility
Regulations
B Closure senedutes
Communi§  prices

External Links

Messages

Individuals



https://dcf.wisconsin.gov/covid-19/childcare/payments
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2. Financial: This button takes you to financial related pages, such as authorizations to your

program, payments and YoungStar Adjustments (if applicable) and Regulatory Fee Payments.

Here you can pay regulation related fees such as background check and licensing/certification

fees.

3. Facility Details: This button takes you to screens that pertain to your facility such as YoungStar
and Registry Details and Individuals.

Communications: This button takes you to various documents such as authorization notices and
subsidy and licensing/certification documents. You can also access the Contacts page using this
button.

5. Manage Facility: This button takes you to the Regulations (licensing, certification and public

school) screen, Closure Schedules and Prices pages. This page also has the link to the Mailing

Options where you can request certain notices be generated electronically instead of paper

format.

6. Individuals: This button takes you to the list of individuals associated with your program.

Functionalities Common to Multiple Screens

Below is a list of screen functionality that appears on multiple screens in the Child Care Provider Portal:

W Child Care Provider F ;

Portal
Welcome, Randy

Faﬁi Lity Details

Logaout

3800056553-001

Facility 1D
FIS Provider [D
Address

Contact Name

Phone

'_ 120856
i

D205258

123 Main 5t
Anytown, Wl 52222
Randy Randall

(414) 555-66

¥ Child Care Provider Portal
Welcome, Randy

Randy’s Preschool

Anytown

. WI 52222
Regulation Details

Current and future regulation, ages served, hours of
operation, and accreditation information.

Regulation

Category

Status

Effective From
Continuation Date

Regulation History

[ ]

Licensed Group
Approved
02/29/16
02/28/18

ATy

| .iess

...More: Select this link to view additional information on the screen.

...Less: This link is displayed on screens that have been expanded.

10
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Child Care Provider ;-
Portal
Welcome, Randy

Logout

y's Prescho 3800036563-001
23 Maln St y 10120856
Anytown , W1 5222 FIS Provider ID D205258
Authorizations
Current and future authorizations

Child DOB Period Updated Date
4 Case¥ 0150880804 - Marni Lopez-Seventeen

Marta Lopez 09/20/10 | 06/01/17 -08/31/17 | 06/02/17

L]

¥ Child Care Provider :\‘F — ;

Portal
Welcome, Randy

Logout

Randy's P r --':' 3800036563-001
25 Main st y 10 120856
Anytown , W1 52 FIS Provider ID D205258
YoungStar Details
Current and future YoungStar details

YoungStar

Participation Status Participant

Anniversary Date 10/01/17

Current Star Level Srirdirarey

Participation History >

Rating History | »

.LESS

Transaction Date @ Amount @
4 Transactions From - July, 2017

0773117 $3,147.31

Total:
$3,147.31

Transaction Date Amount (@

4 Transactions From - July, 2017
07/31/17 $314731 B

Total:
$3,147.31

© Current
() Not Hired/Did Not Reside (3]
O Prospective

“I” Informational Icons: Some fields have an

Download to Excel/CSV icon: Screens with multiple records have an
option to download the information into Excel (CSV).

History: You can search historical information on almost every screen
in the Child Care Provider Portal. Select “...More” to access the
history screen.

Additional details/edit icon: If there is more detail for the record,
select the “arrow” to view details.

Sorting icon: If the screen has multiple records, the information can
be filtered by selecting the “funnel” icon on the header.

IIIII

icon next to the field. By clicking this icon, additional

text displays that explains the field in more detail.

Screens with multiple screens: If the screen has more than 15
rows, the screen is divided into multiple sections. Use the bar on

the bottom of the screen to move to other sections.

11
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Users with Access to Multiple Sites-

If you have access to multiple sites/provider locations, the Child Care Provider Portal allows you to

‘jump’ from a page in one location to the same page under another location. Example below:
Randy wants to download payment information for multiple locations under his user ID.

In the screenshot below, Randy is accessing payment details for location 001. He wants to download

payment information for the additional locations that he has access to.

Child Care Provider Portal
Welcome, Randy

Ly
Payments
View details
Payment Date 11/27/2017
Amount $4,871.09
FExport
Child Name ® Confirmation # ® Amount ®
4 Case# 1150908513 - Anna Alabama
Andrew Alabama 000160 $1,511.70
+ Case# 1150921218 - Betty Baltimore
Schoolageboy Baltimore 000159 $367.54
Babygirl Baltimore 000158 $1,430.50
4 Case# 8150904689 - Donna Demo.
Danny Dema 000157 $826.13
Dennis Dema 000156 $734.82
« | = Payments |
Al [ #aini omerraciumes | |

By selecting the Other Facilities button, he can access other facilities/locations he has access to.

Select Mew Location

Randys Group Care Inc 3800036563-002
444 School Age Rd
Milwaukee | WI 45445

v

Randy's Daycamp 3300036563-003
123 Mew Address
Smallzown , WI 12121

Fifth Location 3300036563-005
345 Test 5t
Milwaukee , WI 45454

Johnson Early Cere Locnl  3200036313-001
2586 W Main
Milwaukee , WI 53333

Wartts Velley Day Care 4300035704-001
2702 Monroe St
Milwaukee , WI 53203

MNordic Wonderland SE200039%0%-001
123 Modified Addrss Rd
Morthwoods . W1 45454

vyiv| v v vy
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By selecting Nordic Wonderland, he is taken directly to the Payment Details page for that site.

' Child Care Provider Portal
Welcome, Randy
Logout
9800039909-001
15 Providey 0 0205298
View payments details
Payment Date 11/27/2017 %
Amount 3320148
.iExpon
Child Name .® Confirmation # @ Amount @
4 Case# 8150892281 - Mamma Januari
Fyra Aring Januari 0001632 3554.52
Skolbarn Januari 000162 $878.02
Bebis Januari 000161 $1,768.94
L | | = Payments |
Al MMM Other Facilities |
This functionality works on all CCPP pages.
My Facilities
W Child Care Provider
Portal
o o Select the My Facilities link to access regulatory, authorization and
My Facilities payment information for your facility.
i If you have access to multiple facilities, you will be taken to a screen that
Randys Group Care Inc 3800056563-002
Minaubes WissH5 - » | | lists all facilities that you have been given access to. If you only have one
PR oo | facility, you will be taken directly to the Facility Details screen.
Milwaukee , W1 53333
Watts Valley Day Care 4800039704-001 . .
ez G > In the example, Randy has access to multiple sites. He has to select the
Nordicanderand I facility he wants to proceed to.

The Financial screen shows buttons that link to all pertinent information about financial topics for the
location.

13
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Child Care Provider Portal
Welcome, Anna

A 45 6789

Financial

Facility ID 1127341
FIS Provider I D205263
Address 111 New Address
Annapolis, WI 12345-6789
Contact Name Anna-Maria Applicant
Phone {123) 456-7891
=More

Authorizations Manage Fees

4' # Home |

The screens are explained in the sections below.

Authorizations

The authorizations screen displays all Wisconsin Shares authorizations that span current date and into

the future.

5 29 FIS
Authorizations
Current and future authorizations

Child DoB Period Updated Date
4 Case# 7150891772 - Tamara Tammikuu

- 06/10/17
fom

01/01/15 | - 08/25/17 >
Tammikuu
122017

4 Case# 9150863854 - Julia July

09/06/17

Jenna July | 01/01/13 | - 03/05/17 >
07/31/18
09/06/17

Jacob July | 01/0140% - 09/05/17 >
12,2017
09/08,/17

Jim Juty 01,/01,/00 | - 03/05/17 >
1220017

* Indicates authorizations termination request has
been submitted.

The list of children can be exported into Excel/CSV.

The screen displays the child’s name, date of birth, authorization period and the date when the
authorization was last updated. The columns can be sorted by clicking on the header.

If an authorization is created that has an end date in the past, you can only view that authorization on
the Authorization History screen.

14
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4 Case# 1150878118 - Show items with value that: . . . .
. the filter functionality on the header. If you have multiple
Emma Fleming

carl screens of authorizations, you can quickly find a child’s

4 Casex 4150883947 - And L4

authorization by using the filter and enter the child’s name.

I: Lt
Echool Age Lokakuu s equal to M

4 Case® 5150887251 - -
Filter

Authorization Termination Request

If a child no longer attends your center, never attended, or will no longer attend in the future, you can
send a request to the subsidy agency to have the authorization ended. Do not request to end an
authorization on the date it is already ending. Note that if you request the authorization to be
terminated in the current month, the system will end it as of last day of the current month.

To submit a request to end an authorization, select the Modify icon next to the authorization.

Authorizations
Current and future authorizations E

i.Export I

Child Name @ Date of Birth @ Authorization Period @ Updated Date ®

4+ Case# 5151094653 - Pam Busy

Auth [

Boy B 01/01/17 06/01/20 - 05/31/21 08/26/20 N i
oy Busy UL/ /01/ 131/ /26/ Termination

On the Authorization Termination screen, select the No radio button for the child(ren) whose
authorizations should be ended. Note that you can also do this for future authorizations (when the
authorization start date is in the future).

When the No is selected, the following options appear:

Chite Name pateorsitn© On the desktop computer view, you can filter children by using

15



Child Care Provider Portal (CCPP) User Guide

Logout
Randy's Preschool Fis 3800036563-001
205 Corporate Dr Facility ID 120856
Madison , WI 53714-2408 FIS Provider ID D205258

Authorizations termination

*You may request an authorization to be ended using this page. The request is sent to the Subsidy Agency for processing. Once the
agency has accepted your request, the authorization will reflect the new End Date.

Case# 5151094653
Primary Person Pam Busy
Child Name Boy Busy
DOB 01/01/17

Period 06/01/20 - 05/31/21

Is child attending?

() Child Never Attended

() child Has Stopped Attending
O Center Closed/Suspended/Revoked

(O Center Not Located Close To Home/Approved Activity

(O Parent/Provider Disagreement

(O Center's Operation Hours Not Matching Childcare Need

() Changing Providers

(O child Net Attending Due To Behavior Concerns/C

() Child Not Attending Due To Special Health-Related Concerns

Choose the reason that most closely reflects the reason for termination. After the reason is chosen, Last

day of Attendance appears. Enter the last date the child attended or will be attending.

Is child attending?

() Child Never Attended

() child Has Stopped Attending

I

O Center Closed/Suspended/Revoked U

() Center Not Located Close To Home/Approved Activity

() Parent/Provider Disagreement

(O Center's Operation Hours Not Matching Childcare Need

() changing Providers

() child Not Attending Due To Behavior Concerns/Challenges

(®) Child Not Attending Due To Special Health-Related Concerns

Last Day of Attendance

8/28,2020 ]

Select Save to send the request to the subsidy agency.

The Authorization screen shows an asterisk next to the child whose authorization has a termination

request.

Authorizations

Current and future authoerizations E

.i.Export I

Child Name @® Date of Birth @® Authorization Period @ Updated Date @®

4 Case# 5151094653 - Pam Busy

Auth

*
Boy Busy 01/01/17 06/01,/20 - 05/31/21 08/26/20
J01/ £ /31 26/ e

* Indicates authorization termination request has been submitted.

>
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The subsidy agency will review the request and reach out to the parent. Once the request is verified and
processed, the authorization screen will show the modified authorization and the asterisk will no longer
appear next to the child’s name.

Note that authorization termination requests with an end date in the past or within the current month
cannot be ended earlier than the last day of the current month. Example: A child has an authorization
spanning 1/31/21. On 08/26/20, the parent notifies the provider that the child will not be attending
after 08/28/20. The provider submits an authorization termination request with 08/28/20 end date.
After the worker processes the request, the authorization will end on 08/31/20 (last day of the month).

Reversing an Authorization Termination Request

If you make a mistake on the Authorization Termination Request, you can withdraw it if the local agency
has not processed the request and ended the authorization. To withdraw the request, simply access the
screen above and switch the radio button back to Yes and save the changes.

Payments

This screen shows payments transferred by parents who have an EBT card and whose children are
enrolled in your program. The screen shows payments for the current month by transaction date. The
transaction date on this screen indicates the date the parent authorized the transaction. It takes a
couple of business days for the funds to appear in your bank account.

Payments . . . . . .
Curent Month Payments Select the arrow icon to view the list of children included in the
transaction. Click “...More” to view transactions for previous
Payments

months.

[+]

TransactionDate  (¥)  Amount (%)

4 Transactions - September, 2017

09/05117 §4970.01 @
Total: §4,970.01
More
The Payments Details screen lists children included in the

Payments

View payments details transaction.

Payment Date 9/5/2017

Amount $4,970.01

&)

ChildName  (T)  Confirmation#  (¥)  Amount (T)

4 Case# 4150897247 - Freddie Webster
Ron Webster 000109 $843.63
Ron Webster 000109 sa5644

Ron Webster 000109 84363
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Payment Summary by Quarter

This screen shows monthly, quarterly and annual transactions for the provider location/facility. The
screen does not include transactions that are done today. Those are brought in during an overnight
batch.

To access the Payment Summary by Quarter screen, select “...More” from the Payments screen and then

Payment Summary by Quarter button. The following screen displays:

Quarterly Payments Summary

View Quaterly/Monthly payments Summary for a Year
E— O

Quarterly/Monthly Payment Summary

FExport |
Quarter Card Payments YoungStar Payments Other Payments* Grand Total
1st Quartsr £200.00 $104,423.47 £100.00 S104.723.47
2nd Quarter §352239 £20.53745 £0.00 $24.060.24
3rd Quarter £9,340.02 $8.44607 (51.813.75) §16,572.34
Ath Quarter (Current) £3.310.14 L6742 76 £0.00 £10,058.50
$16.972.55 $140156.15 (31.713.75) $155.41495

* Other Payments include transactions that are not part of parent payments or YoungStar adjustments; most commonly these are
transactions resulting from a Voluntary Repayment Agreement.

On top of the page, you can choose the payment year.

The arrows on the left side of the table allow you to expand the quarter to display monthly payment
information for the quarter. The screen has the following columns:

e Card Payments: These are payments authorized by the parent.

e YoungStar Adjustments: These are the monthly YS amounts issued to 4 and 5 star providers.

These amounts are transferred directly to the provider’s bank account.
e Other Payments: These are usually transactions resulting from Voluntary Repayment
Agreement. Note that the COVID-19 Payments are also posted on this column.
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Monthly Details

The screen below shows the 3™ quarter of 2017 expanded.

Quarterly Payments Summary
\?IEW Quaterly/Monthly payments Summary for a Year
e
Quarterly/Monthly Payment Summary
$Esport)
Quarter Card Payments YoungStar Payments Other Payments* Grand Total
1st Quarter §200.00 510442347 5100.00 510472347
> 2nd Quarter $3,522.39 $20,537.85 $0.00 $24,060.24
D $9,940.02 $8,446.07 ($1,813.75) $16,572.34
Month Card Payments YoungStar Payments Other Payments* Grand Total
July, 2017 $0.00 $3,147.31 ($289.67) $2,857.64
August, 2017 $0.00 $1,27743 $0.00 $1,27743
September, 2017 $9,940.02 $4021.33 (51,524.08) $12,43727
4th Quarter (Current) $3,310.14 $6,748.76 $0.00 $10,058.90
$16,972.55 $140,156.15 ($1,713.75) $155,414.95
* Other Payments include transactions that are not part of parent payments or YoungStar adjustments; meost commenly these are
transactions resulting from a Veluntary Repayment Agreement.

To view details on the monthly amounts for the above columns, access the following buttons from the

Facility Details screen:

e Card Payments (for a month): Select the Payments button, then Payments History and choose
the month of your choice.

e YoungStar Payments (for a month): Select the Adjustments (YoungStar) button, then “...More”,
and finally Adjustments (YoungStar) Transfer History. Choose the month you want to see the
details for.

e Other Payments (for a month): Select the Adjustments (YoungStar) button, then “...More”, and
finally Adjustments (YoungStar) Transfer History. Choose the month you want to see the details
for.

Adjustments (YoungStar)

This screen shows the following adjustments:

1. YoungStar: Monthly adjustments issued to 4 and 5 Star providers.
2. Other: Transactions debited from provider’s account after a Voluntary Repayment Agreement
was received. On rare occasions, this screen might display positive amounts.

YoungStar Adjustments

The YoungStar Adjustments are calculated the last business day of the month and deposited directly in
your bank account during the first week of the month. The end-of-the-month calculation includes
adjustments for any retro authorizations spanning the current or past month(s) and adjustments for the
following month.
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The monthly YoungStar amount can also have negative amounts if a parent’s benefits have been
cancelled and YoungStar adjustments associated with the cancellation are pulled back. The negative
amounts are deducted up to 25% of the monthly deposit amount.

The screen has two sections:

Ad ju.stments(YoungStar}

Adjustments (YoungStar)

I Transaction I

Transaction Date @ Type @ Amount @

+ Transaction Date: 11,/30/17
1130717 YoungStar Adjustments £3.403.20 Details P

Total: $3.403.80

* Other Adjustments include transactions that are not part of parent payments or YoungStar adjustments; most commonly these
are transactions resulting from a Voluntary Repayment Agreement.

—tore

| Calculation |
(Calculated Month ® Amount ®
4 Calculations - December. 2017
December, 2017 $1.466.57 Details |
Total: $1.466.57

—ore

Transaction: This section includes both retro and future adjustments paid at a certain date. In some rare
scenarios, there can be negative amounts if YoungStar Adjustments were recouped. The screen also
displays the total amount. Select the Details (arrow) icon right next to the amount to view details on the
children who are included in the total.

The following screen lists details on the children included in the payment total. In the example below,

the payment was issued the last day in November. The payment included were mostly for December
authorizations, but also some retro authorization that were backdated to September and October 2017.
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Logout
YoungStar Adjustments
View Adjustment(YoungStar) transfer Details for a transfer date
I Transaction Date  11/30/2017 I
Amount §3.40330 %
Type  YoungStar Adjustments
Child Name Authorization Month @ Amount @
4 (asef 4150924643 - Melinda Major
Sebastian Major December, 2017 §21091
4 Case# 5150279253 - Sandy September
Erik September December, 2017 3144
Erik September Movember, 2017 §57.52
Erik September October, 2017 4666
Erik September September, 2017 §28.38
George September December, 2017 £18.30
George September Maovember, 2017 §26.47
George September October, 2017 £26.47
George September TSeptember 2017 $2265
Martin Septembar Dacember, 2017 €1739

Calculation: This section includes payments issued for a specific month. The screenshot below shows
YoungStar adjustments for October authorizations. The transaction date can be another month.

YoungStar Calculation

View YoungStar Adjustment amounts calculated for a month

Calculation Month October, 2017 I [%
Amount 52,539.52

Child Name o] Transaction Date w Amount )

« Case# 0150922701 - Georgianna Georgia

George Georgia 10/31/17 £90.01
4 Case# 1150908513 - Anna Alabama
Andrew Alabama 09/29/17 $75.5
4 Case# 1150921218 - Betty Baltimore
Babygirl Baltimore 09,/29/17 $178.82

Schoolageboy Baltimore 09/29/17 £46.00

Funds Debited from Provider’s Bank Account with Voluntary Repayment
Agreement (VRA)

If an authorization has been issued to an incorrect provider and the parent transferred the funds to the
provider’s account, the incorrectly paid amounts are debited from the provider’s account after a VRA

has been received. These debits are shown on the Adjustment (YoungStar) Transfer History — Other
Adjustments screen. To view these transactions, take the following steps:
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1. On the Adjustments (YoungStar) screen, under the Transaction section, select “...More”.

Adjustments(YoungStar)

Adjustments (YoungStar)

Transaction

SEsport
Transaction Date @ Type @ Amount ®

+ Transaction Date: 11/30/17

11730417 YoungStar Adjustments £3,403.80 Details | >

Total: $3.403.30

* Other Adjustments include transactions that are not part of parent payments or YoungStar adjustments; most commonly these
are transactions resulting from a Voluntary Repayment Agreement. E

2. Choose the Adjustment (YoungStar) Transfer History.

* Other Adjustments include transactions that are not part of parent payments or YoungStar adjustments; most commonly these
are transactions resulting from a Voluntary Repayment Agreement.

Adjustments (YoungStar) Transfer History |

3. Onthe following screen, choose the month when the transaction was completed and then
access the details.

Adjustments(YoungStar) Transfer History

View Adjustments{YoungStar) transfers for a month when the money was transferred

@ I September 2017 Ig @

SExport

Transaction Date @ Type (] Amount @

- TﬂritL)n Date: 09/29/17

09/29/17

YoungStar Adjustments §402135  Details ‘ »>

+ Transaction Date: 09/11/17

|09f1m7 Other Adjustments * (51.52408)  Details ‘b |

Total- $2.49725

* Other Adjustments include transactions that are not part of parent payments or YoungStar adjustments; most commanly these are
transactions resulting from a Voluntary Repayment Agreement.

4. The details show the names of the children, month and amounts that the debit was done for.

thet-'-;\::ljustments

This page displays transactions resulting from a Voluntary Repayment Agreement

Transaction Date | 9/11/2017
Amount | ($1.524.08)

Type  Other Adjustmants*

Child Name ® Reason Code ® Authorization Month ® Amount ®
4 Casef 4150297247 - Freddie Webster
Ran Webster Autharization Ermar September, 2017 (8777.04)
Ricky Webster Autharization Error September, 2017 (5747.04)

* Other Adjustments include transactions that are not part of parent payments or YoungStar adjustments; mast commanty these are
transactions resulting from a Valuntary Repayment Agreament.
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My Child Care Prices

Licensed providers and programs operated by a Public School Board must report their private pay prices
to the local subsidy agency. These prices are used to calculate the Wisconsin Shares Child Care Subsidy
for the children the center serves.

The subsidy system uses part-time and full-time weekly prices. If you charge using another payment
mode (hourly, daily or monthly), you can still report these prices by uploading your price sheet into the
Portal. Once the subsidy agency receives the price sheet, the agency will convert your reported prices
into weekly full-time and part-time prices.

Below are steps for providers on how to enter the prices.

New Providers Who Have Never Reported Prices to the Subsidy Agency

Because no prices are in the subsidy system, the My Child Care Prices screen is blank. Complete the
steps below to enter prices:

W Child Care Provider P I Y =
o Core provderportal Y L] Select “...More” on the bottom of the screen.
Logout

My Child Care Prices
Current and Future Prices

Prices

Age Effective Period Price

No results found

| ..Morg |

Then select Update Price.

My Child Care Prices
Current and Future Prices

Prices

Age Effective Period Price

Mo results found.

Update Prices | 3

To use the calendar to enter the date, choose the calendar icon on the
right. To enter the date, tap on the Effective From field. Then choose
If you have authorizations spanning over

current or past months, the Price the Create Req uest button.
Effective Begin Date must be the
following month.

If you do not have any authorizations
spanning current or past months, enter
the actual Price Effective Begin Date.

From what day are these prices effective?

Effective From
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-« November 2017

»
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19 20 21 22 23 24 125
nter
26 27 28 29 30 e.
active?

Friday, Movember 17, 2017

11/17/2017| m

Update Price!
Update Prices

Reported Prices (]

Age Effactive Period Price

No results found

|MdNewPrice | |b I

Add Price

Price Type

(@) Full-Time Weekly

() Part-Time Weekly

From Age

0 Years v | 0 Months v
To Age

0 Years v | 11 Months v

Effective From
11/17/2017 ]
Price

$200.00

After selecting the effective date, select Create Request button.

Select the Add New Price button to proceed.

Choose Price Type on the top of this screen:

. Full-Time Weekly reflects price for 21 hours or more of care
per week.

. Part-Time Weekly reflects price for 20 hours or less of care
per week.

The prices are entered by age groups. The screen shows a full-time
weekly price for children between newborn and the first birthday.

If your program serves infants under age three months, always enter 0
Years and 0 Months in the From Age field.

The prices are entered as follows:

From Age: 0 years and 0 Month
To Age: 0 Years through 11 Months

This price is in effect until the child turns one year old.

Effective From Date: This date is carried over to all price entries from the very first screen. The date can

be modified if necessary.
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Price: Enter the weekly full-time price for the age group. Note that hourly prices should not be entered.

Select Modify when the screen is complete.

After the price for the age group has been saved, you are taken back to the Update Prices screen.

Update Prices

Reported Prices

Age Effective Period

4 Full-time weekly

Price

0 Year(s) 0
Maonth(s)
0 Year(s) 11

Manth(s)

11717717

$200.00

>

Add New Price

L

To add prices to other age groups, select Add New Price button. If you need to make changes or delete

the previously entered price, select the Modify icon next to the price.

Example:

Below is a sample of all prices for a child care center. The center has daily and weekly prices. The weekly
full-time prices that need to be reported to the subsidy agency are marked with a red border, and the
weekly part-time prices are marked with a blue border.

Age Category [F]I:E: “E;ﬂy Age Category
Infants Pre-K, 4 - § Years Old
Full Dy, 5 Days/ Week La4 SZlﬂl Full Day, 5 DaysWeek 535 | 5175
Full Day, less than 5 Days/Week | 548 Full Cay, less than 5 Days/\Week 239
Vi Day, 5 Days/ Week %34 | 5170 I}ﬁ Dy, 5 Days/ Wesk 525 | 5125
i Dy, less than 5 Days/Week | $38 1 Dy, less than 5 Days/Week 529

Hourly - $12 per hour
12 - 30 Months Old

Hourly [not available)
School Age, 6 -12 Years Old

Full Day, 5 Days/Week 539 || 5195] | Before Schoat, 5 Days/Week §12
Full Day, less than 5 Days/Week | 543 Before School, less than 5 Davs ‘Week| 513
V4 Day, 5 Days./Week 527 F §135 J After School, 5 Days/ Week 518
¥ Dy, less than 5 Days/Wesk | $31 After School, less than 5 Days/Week | $19
Hourly - $9.50 per hour Before & After, 5 Days/Week SH
2.5 - 5 Years Old Before & After kess than 5 DaysWeek | 522
Full Day, 5 Days/Week $33 |] 4165 [| Full Day, 5 Days/Week $30
Full Day, less than 5 Days/Week | $37 Full Day less than 5 Days/Wesk | 534
¥: Day, 5 Days/Week 523 (15115 JHourly - 57 per hour

14 Day less than 5 Days/Week | $27 Drop-In

Hourly - 58.50 per hour
1 Day consists 5 hours or less

that fall entirely between either
630 AM - 12:30 PM or 12:30 P - 430 PM

Hourly - Add 52 per day

v Day - Add 54 per day

Full Day - 4dd 56 per day

If the center has multiple
prices for the same age group,
enter the higher rate because
the system will not accept two
prices for the same age group.
For example, here the center
has a 2.5 —5 years old group
and a Pre-K, 4 — 5 years old
group. Enter the 2.5 -5 prices
for the 2 years 5 months — 3
years 11 months group, and
then enter the Pre-K prices for
the 4 years 0 months — 4 years
11 months group.
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When the full- and part-time weekly prices from the sheet are all entered in the Portal by age group,

they would look as follows:

. 23
Reported Prices
Age Effective Period Price
4 Full-time weekly
0 Year(s) 0 Month(s) - 0 Year(s)
11/17/17 $220.00
11 Month(s)
1 Year(s) 0 Month(s) - 2 Year(s)
11/17/17 $195.00
5 Month(s)
2 Year(s) 6 Month(s) - 5 Year(s)
11/17/17 $165.00
11 Month(s)
6 Year(s) 0 Month(s) - 12 Year(s)
11/17/17 $150.00
11 Month(s)
4 Part-time weekly
0 Year(s) 0 Month(s) - 0 Year(s)
11/17/17 $170.00
11 Month(s)
1 Year(s) 0 Month(s) - 2 Year(s)
11/17/17 $135.00
5 Month(s)
2 Y 6 Month(s) - 5 Y
‘ear(s) onth(s) ‘ear(s) 1117417 $115.00
11 Month(s)
6 Year(s) 0 Month(s) - 12 Year(s)
11/17/17 $105.00
11 Month(s)
Uploading Price Sheets

After you have updated your prices, you can also upload the price sheets into the Portal so the worker

can verify the entry.

To upload the sheet, tap on the Take Picture button on the Update Prices screen.

Note that if you are using a desktop computer, the button is called Upload Document.

Uploaded Documents

Date  Document Type Comments

Mo resits faund

Take Picture

. upwagceo vocuments
Take Photo

Photo Library I

iCloud Tl

Tap on Take Picture, if you have not yet taken a picture of your price
sheet. If a previously taken photo is in your device, choose Photo
Library. Note that the buttons might be called something different
depending on the mobile device being used.

If you chose Take Photo, your camera will activate. Take the picture
and then select Use Photo.
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Take Picture

a"  pricesheetJPG

Comments Price sheet effective

Take Picture

8/1/17.
Uploaded Documents
Date Comments
09/08/17 Price sheet effective 8/1/17.

Once the photo (or document if using a desktop) has been attached
you can enter comments. You can also delete the photo/document
by selecting the “X” on the right.

Click Save Document to upload the picture.

After you saved the photo and the comment, you are taken back to
Update Price screen. The photo (or document if desktop is used) is

7

displayed on the bottom of the screen. Click View if you want to view
the uploaded document. If your price sheet has multiple pages, you

can upload additional documents.

After the price sheet has been uploaded, select Review Changes on the bottom of the screen.

Review Changes

Year(s) 11 Month(s)

8800039968-001
1123209
Review Prices
Review Price Changes
Price Ci-Anges
Age Effective Period  Price
4 Full-time weekly
0 Year{s) 1 Month(s) - 0
N - 08/01/17 $22000 @
Year(s) 11 Manth(s) —J
1 Year(s) 0 Monthis) - 2
08/01/17 195.00
2 Year(s) 6 Month(s) - §
o 08/0L/17 $165.00
6 Year(s) 0 Month(s) - 12
080117 15000
Yeart 11 Moty puizar | o) )
4 Part-time weekly
0 Year(s) 1 Month(s) -0
080117 517000 B
Yesrs 11 Honints 1L
1 Year(s) O Month(s) - 2
080147  $13500 B
Year) 5 Monthiy Vo =
08/0117 $11500 B
& Year(s) 0 Monthis) - 12
e R 0801717  $10500 B

Uploaded Documents

Date  Document Type Comments

NG results found

Submit Request

Review the changes for accuracy and when done, select Submit
Request to send the data to the subsidy agency.
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Logout

My Child Care Prices
Current and Future Prices

I Prices I

Age Effective Period Price

o results found,

Reported Prices

Age Effective Periad  Price
4 Full-time weekly

0 ¥ear(s] 1 Monthis) - O Year(s) 11

0801717 $120.00
Monznis)
1 Year(s} 0 Monthis) - 2 Years) 5

DB/OLAT 19500
Monthis) B0/ $195.0

2 Year(s} & Monthis) - 5 Yeans) 11

7
Monthis) 08/01/1 $16500

& Year(s) 0 Monthis) - 12 Yearis) 11

111 A 5t
My Child Care Prices
Current and Future Prices

I Prices I

hge Effective Period  Price
4 Full-tima weakly

0 Vearis) 1 Monthis) - 0 Years) 11

! 08117 512000
Montnis)
(5] - 2 Yean:
1 Year(s} 0 Monthis) - 2 Yeans) 5 e oE
Monthis)
1 Year (5] & Monthis) - § Years) 11
T & M S e 04017 | $16500
Month(s)
& e 0 Monthis) - 12 ¥e 11
ar(z) O Monthis) earis) oso17 $150400
Monthis)
4 Part-time weekly
0 Year([s] 1 Monthis) - 0 Yeans) 11
ogAo1/17 $170.00

Montns)

) User Guide

The newly submitted prices are displayed under the Reported Prices

section on the My Child Care Prices screen until the subsidy agency has

processed them.

Until the agency processes the price update request, the prices are in
pending status and are displayed under the Reported Prices.

Once the prices are processed by the agency, they will then appear
under the Prices section.

Providers with Current Prices in the Subsidy System

Welcome, Randy

Logout

are Locn 1 3800036813-001
Facility ID 1000003
FIS Provider 1D D2052

Mitwaukee , Wl 53333
My Child Care Prices
Current and Future Prices

Prices

Age Effective Period  Price

4 Full-time weekly

0 Year(s) 0 Month(s) - 12 Year(s) 11
Month(s)

4 Part-time weekly

0 Year(s) 0 Manth(s) - 12 Year(s) 11
Month(s)

04/01/16 $200.00

0470116 $100.00

The My Child Care Prices screen displays the prices you previously
reported and that are currently in the subsidy system.
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Update Prices

¥ Chid Care Provider e To report an update in your prices, select the “...More” link on the My

Portal
Welcome, Randy

Logout

re Locn 1 3300036813-001

Facility ID 1000009
Milwaukee , Wl 53333 FIS Provider ID D20527
My Child Care Prices
Current and Future Prices
Prices
Age Effective Period Price

4 Full-time weekly

0 Year(s) 0 Manth(s) - 12 Year(s) 11
Manths)

04/01/16 $200.00

4 Part-time weekly

0 Year(s) 0 Manth(s) - 12 Year(s) 11
Months)

Update Price »

04/01/16 $100.00

?

Welcome, Randy

Logout

» e, Wl 53333
Update Reported Prices
From what day are these prices effective?

Effective From

Create Request

Su Mo Tu We F¥% Fr Sa

0
I
o
x
iy
'
g ]

3 4 5 6 7 8 9
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30

1 2 3 4 5 6 7

Thursday,JAugust 17, 2017

Child Care Prices to access the Update Prices button.

On the following screen, select the Calendar icon or type the effective
date of the new price.

Choose the effective date in the calendar. Note that programs that
have current authorizations in place, can report prices with effective
date as of the first day of the next month. Programs that do not have
authorization, may report a past or current date as the effective date.
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W Child Care Provider

Portal
Welcome, Randy

Update Prices
Update Prices

Logout

036313-001
1D 100000%

Reported Prices |

Age Effective Period  Price
4 Full-time weekly
0 Year(s) 0 Month(s) - 12
Year(s) 11 Month(s) e/ $20000 L]
4 Part-time weekly
0 Year(s) 0 Manth(s) - 12
Year(s) 11 Month(s) oe/LT $10000 L]
Add New Price » I
Early 380003581
v y 1D 100
Modify Price
Price Type
(@) Full-Time Weekl ]
. &
() Part-Time Weekly

From Age

0 Years
To Age

12 Years
Effective From

9/1/2017

Price

Delete

» 0 Months

v 11 Months

Modify Price

Price Type

() Full-Time Weekly

(®) Part-Time Weekly

From Age

0 Years
To Age

12 Years
Effective From

9/1/2017

Price

v D Months v
v 11 Months v
8

After selecting the effective date, you are taken to the Update Prices

screen.

Select the arrow next to the price you wish to update. You will be
taken to the Modify Price screen.

On this screen, the Price Type is defaulted to the one chosen on the
previous screen. Update the price on the bottom of the screen.

Repeat the steps above if the part-time price needs to be updated.

After submitting the updates, the Update Prices screen displays. Now

the screen has two sections:
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Update Prices
Update Prices

I l!eportedﬁi:es' o)

Age Effective Period Price

4 Full-time weekly

0 ¥ear(s) 0 Monthis) - 12
5 0901717 s22500] »
ear(s) 11 Mon this)

4 Part-time weekly

@ 'Vearis) @ Monthis) -12
N osprsar|  [saasco| e
Year(s) 11 Monthy{s]

Add New Price | > |

Age Effective Period Price

4 Full-time weekly

0 Year(s) O Monthis) - 12 Year(s) 11
04,01,/16 $20000
Manthys)

4 Part-time weekly

@ ¥earis) @ Monthis) - 12 Yeans) 11
Montn{s)

Uploading Price Sheets

e Reported Prices: These are the new prices you entered on the
previous screen. These prices are not in effect until the subsidy
agency processes them.

e Prices: These are the prices that are in effect until the reported
prices are processed by the agency.

After you have updated your prices, you can also upload the price sheets into the Portal so the worker

can verify the entry.

To upload the sheet, tap on the Take Picture button on the Update Prices screen. Note that if you are

using a desk top computer, the button is called Upload Document.

Uploaded Documents

Date Document Type Comments

Mo resutts faund

Take Picture

Take Photo
Photo Library ||

iCloud

Take Picture

=t pricesheetJPG

Comments Price sheet effective
8/1/17.

Tap on Take Picture, if you have not yet taken a picture of your price
sheet. If a previously taken photo is in your device, choose Photo
Library. Note that there may be differences between mobile devices
on what the buttons are called.

If you chose Take Photo, your camera will activate. Take the picture
and then select Use Photo.

Once the photo (or document if using a desktop) has been attached,
you can enter comments. You can also delete the photo/document by
selecting the X on the right.

Select Save Document button to upload the picture.
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Uploaded Documents

Date Comments

09/08/17 Price sheet effective 8/1/17.

Take Picture

After you saved the photo and the comment, you are taken back to
Update Price screen. The photo (or document if desktop is used) is
displayed on the bottom of the screen. Click View if you want to view
the uploaded document. If your price sheet has multiple pages, you
can upload additional documents.

After the price sheet has been uploaded, select Review Changes
button on the bottom of the screen.

Wekcome, Randy

Logout

Milwaukes Wl 5320
Review Prices
Review Price Changes

Price Changes &

Age Effective Perlod  Price
4 Full-time weekly

0 ¥earjs) O Manthjs) - 12
4 ‘ 0870117 $i7500 B I
Year(s) 11 Monthds)

4 Part-time weekly

0 Year(s) 0 Monthjs) - 12

vear(s) 11 Montnis) 0517 $150.00 Ll
Uploaded Documents
e Document Type Comments

Ho results found

Submit Request

Once the price update is complete, select Submit Request to send
the request to the subsidy agency.

Child Care Provider
Paortal

Welcomea, Randy

Logaut

re Laen 1 5800024813001

1000009
Milwaukes , ¥ 533 o D20
My Child Care Prices
Current and Future Prices
Prices
Age Effective Period  Price
4 Full-time weekly
0 Wearis) & Monthis) - 12 Year(s) 11 40016 -
$20000
Monthys) 09730717
10 Yearis) O Month(s) - 12 Yearis) 11 L10/17 $23500
Monthiz)
4 Part-time weekly
0 ¥ear(s) @ Monthis} - 12 Year(s) 11 0401416 -
$100.00
Monthis) 0%/30/17
0¥ @ Manthis) - 12 ¥ 11
TR = 1001717 $125.00
Monthys)
=More

Once the prices have been accepted by the subsidy agency, the My
Child Care Prices shows the changes.
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Updating Prices - Age Range Change
This section explains how to change price age ranges. Below is an example:
Currently the center has one price for all children from newborn to age 13 years.

W Child Care Provider Portal

Welcome, Randy

Hy Chi_i_c]_ Care Prices

‘Current and Future Prices

Prices
Age % Effective Period Price
4 Full-time weekly
I 0 ¥ear(s) 0 Month(s) - 12 Year(s) 11 Month(s) I 09,/01/17 I EEEO.DDI
4 Part-time weekly
0 Year(z) 0 Manthis) - 12 Year(s) 11 Manth(s) 05/01/17 $11000

The center wants to correct the price age ranges as follows:

6 weeks (one month) to 2 years of age: $220
2 years to 5 years of age: $190
5 years and older: $150

The easiest way to change the age ranges is to first delete the current prices and then re-enter them.
Below are the steps for the scenario above:

1. Onthe My Child Care Prices screen, scroll down to “...More” link to access the Update Prices
button.

2. Onthe Update Reported Prices page, enter the Effective Date of the price change.

3. Select the Edit button to access the Modify Prices screen.

Rhinelander , WI 54501-8043 FIS Provider ID N/A

Update Prices
Update Prices

Reported Prices

Age Effective Period Price
4 Full-time weekly

0 Year(s) 0

Manths) -
12 Year(s) 1117417 s20000 | B |

Manths)
4 Part-time weekly
0 Year(s) 0
Manths) -
12 Year(s) 1117717 s11000 | | B |

Manths)
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4. On the Modify Price screen, check the Delete checkbox.

Modify Price

Price Type

(@) Full-Time Weekly
() Part-Time Weekly

Effective From
11/17/2017
Price

$200.00

| /| Delete |

From Age

0 Years v | O0Months
To Age

12 Years v 11 Months

v

v

5. After you select Modify, the Update Prices screen shows a red asterisk next to the price that was

Update Prices
Update Prices

deleted. Select Add New Price to proceed.

Reported Prices

4 Full-time weekly

0 Year(s) 0

Monthis) -
2 Year(s) 11117717
Month(s)

4 Part-time weekly

0 Year(s) 0
Month(g) -
12 Year(s) 1117/17

Month(s)

Age Effective Period

Price

$200.00

$110.00 L]

| Add New Price |

>

6. To add the new prices and age ranges, proceed as explained earlier in this chapter.

Reported Prices

Age Effective Period
4 Full-time weekly

0 Year(s) 0
Manth(s) -
® | 12Yearls) 111717

Manth(s)

0 Year(s) 0
Manth(s) -
1 Year(s) 1117417

1117717
Manth(;

5 Year|

Month(s) -

12 Yearis) 1117717

Manth(s)

Price

£20000

$220.00
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After you have completed all prices, select Review Changes on the Update Prices screen and finally
Submit Request.

Manage Fees - e-Payments
Starting February 2020, provider can pay certain outstanding licensing/certification-related fees using

this portal.

There are two options for the e-payments:

1. Electronic Funds Transfer from your checking or savings account. There is no extra fee when
choosing this option.
2. Credit or debit card payment: You will be charged an additional 2% convenience fee.

Licensed Providers:

The following fees can be paid using this portal:

e Automated Background Check Fee (Annual Name-based Checks and Initial DOJ- Checks for
minor employees)

e Forfeiture fees
e License fees (continuation)
e Other fees such as late fees, etc.

Milwaukee Certified Providers:

Following fees can be paid using this portal:

e Certification fees (renewals)
e Automated Background Check Fees (Annual Name-based Checks)
e Other fees such as late fees, etc.

Certified provider (excluding Milwaukee):

Following fees can be paid using this portal:

e Automated Background Check fee (Annual Name-based Checks)
All other certification related fees must be submitted to the certifying agency.
Higher Education (Training) and Contracting Services Entities

Following fees can be paid using this portal:

e Automated Background Check fee (Annual Name-based Checks)
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E-payment Steps:

The E-Payment system works in conjunction with US Bank, a vendor of the State of Wisconsin for E-
Payment solutions. The Provider Portal gives you the ability to see amounts in the licensing/certification
database that are due and to choose which ones and how much to pay. After you identify the fees that
you want to submit a payment for, you are taken to the US Bank site that allows you to enter payment
information to initiate the payment process.

The payments submitted before 8PM are posted the following day. Payment submitted after 8PM will
show in the Provider Portal the 2™ day after submittal.

The payment process is explained below.

Step 1: Access the Manage Fee page in the portal (you can access this page from any page using the
Sandwich menu on the right.

Child Care Provider Portal ,s“trv——— - *
Welcome, Anna - -
6785
Financial
FacilityID 4475349
FIS Provider ID D205263
Address 111 New Address
Annapolis, WI 12345-6789
Contact Name Anna-Maria Applicant
Phone {123) 436-7891
More
= ) $ [
Authorizations Payments Adjustments Prices Manage Fees
(YoungStar)
4 | # Home |

Step 2: The Manage Fees page has two buttons:

e Regulatory Fees Due (all unpaid fees in the licensing database)
e Regulatory Fees Paid (payments collected within last three years)

W Child Care Provider Portal

Welcome, Anna

Legout

Annz 3545-6789

Manage Fees

Facility ID 4429341
FIS Provider ID D205263
Address 111 Mew Address L\\s
Annapolis, WI 12345-6789
Contact Name Anna-Maria Applicant
Phone {123) 456-7891
Mord

Due Paid

4 | & Financial |

Choose the Regulatory Fees Due button.
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Step 3: Regulatory Fees Due page lists all unpaid fees for your program. Make sure you have your
credit/debit or bank account information available to avoid a risk for the pages timing out.

Child Care Provider Portal
Welcome, Anna

Logout

B9

Regulatory Fees Due

Regulatory Fees For This Location

Date Fee Type Balance
1/30/2020 License {360.50)
1/22/2020 Background Check (Anna Applicant) {310.00)
5/6/2019 Forfeiture (5200.00)

Total Due: $270.50

* By selecting the "Pay Total Due’ button, you will be redirected to US Bank with two options when entering payment details:

1. Electronic Funds Transfer from your checking or savings account. There is no extra fee when choosing this option
2. Credit or debit card payment: You will be charged an additionsl 2% convenience fee.

If paving through & business checking or savings account, please contact your bank to ensure that the account can be debited for the
lamount you wish to pay, 8s some business accounts have debit restrictions.

This page gives you two options:

e Pay Total Due: This link takes you to the US Bank portal to complete the payment for the entire
amount due. Note that choosing this button will start the payment process. If you do not
complete the payment process today (during one session), you cannot make another payment
until the following day. Go to Step 5 to proceed.

e Pay Other Amount: If you are paying a partial fee, this link takes you to a page where you can
specify the payment amount. Note that choosing this button will start the payment process. If
you do not complete the payment process today (during one session), you cannot make
another payment until the following day. Go to Step 4 to proceed.

Step 4: On the Regulatory Fee — Pay Other Amount page, you can delete fees that you do not want to
submit a payment for. Note that this does not delete the actual fee in the licensing database, but only
adjusts the balance for the e-payment. In the example below, the provider will submit a payment for the
forfeiture. She chooses the Delete links for the two first amounts.
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Child Care Provider Portal

Welcome, Anna
Logout
Anras Child Care Fis ZB0O039412-001
111 New Addrezs Facility ID 1122541
Anrapolis, WI 12345-6789 FIS Provider ID D205263
Regulatory Fees - Other Amount
Regulatory Fee - Other Amount E
Date Fee Type Balance Amount Amount Applied Delete ALL
1/30/2020 License ($60.50) $60.50 Delete
1/22/2020 Background Check (Anna Applicant) ($10.00) $10.00 Delets
5/6/2019 Forfeiture (5200.00) $200.00 Delete
Total: ($270.50) $270.50

Pay Selected Amount

* By selecting the “Pay Selected Amount’ button, you will be redirected to US Bank with two opticns when entering payment details:

1. Electronic Funds Transfer from your checking or savings account. There is no extra fee when choosing this option.
2. Credit or debit card payment: You will be charged an additional 2% convenience fee.

If paying through a business checking or savings account, please contact your bank to ensure that the account can be debited for the
ameount you wish to pay, as some business accounts have debit restrictions.

After deleting the two fees above, the payment amount is adjusted to only cover the forfeiture.

Child Care Provider Portal By -
Welcome, Anna

Logout
Anras Child Gare Fis 2B00039412-001
111 New Addrec Facility ID 1122541
Anrapoliz, WI 11345-6769 FIS Provider [D D205263
Regulatory Fees - Other Amount
Regulatory Fee - Other Amount E
Date Fee Type Balance Amount Amount Applied Delete AlL
1/30/2020 License (560.50) $0.00 Delete
1/22/2020 Background Check (Anna Applicant) (510.00) $0.00 Delete
5/6/2019 Forfeiture (5200.00) %2000 Delete
Total: (5270.50) $200.00

Pay Selected Amount

After the payment amount is chosen, choose the Pay Selected Amount button.

Step 5: After choosing either the total amount or the partial amount, you will be taken to the US Bank
portal where the actual payment is made.

’é%%‘ State of Wisconsin

E\)
(&

- e-Payment Services

Welcome to the Electronic Payment System

Please enter your User ID and Password and click Log In,

User 1D Eorgot Your User 1D?

Forgot Your Password?

Pay Without Registering

Customer Service Help Brivacy Policy & Security
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Choose the ‘Register’ link if you want to create an account to be used with future payments and show

payment history. If you create an account, your payment methods (credit/debit card or bank account

information) can be stored for future

If you want to pay without creating a user account, choose the Pay Without Registering link.

Step 6: Enter your contact information on the Make a Payment screen.

payments.

Wisconsin

®
O
-
U)

Make a Payment

DCF Child Care Payments
Amount Due
Provider Name
Facility Name
Provider Location Number

Frequency
Payment Amount
Payment Date

First Name

Last Name

Company

Address 1

Address 2

City/Town
State/Province/Region
Zip/Postal Code
Country

Phone Number

Email Address

e-Payment Services

$15.00

CHOCOLATE CAKES DAYCARE
CHOCOLATE CAKES DAYCARE
1800036971-1

One Time
$15.00
Pay Now

Become a Registere

On the bottom of the above screen, choose the payment method.

Payment Method
e
A convenience fee will be charged for this transaction. This fee amount will display on the next page where you will be abl

Cance!

The following screens differ based on

the method you chose.
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a. If you chose Checking or Savings, you can enter your bank account’s Routing and Account numbers.

Payment Method Chacking g Savings ¥

i
Sa Chack
199 Batn ¢ 1215
Anylown, MO 12345 -
PRY TO THE
DO OF '
s

[ Afos o | oid]
\ Bank Routing | Bank Accoust w  Check 1
" Number ' Numbes oo

Personal Check | Business Check
Bank Routing Number

Bank Account Number
Bank Account Type * Checking Savings

This is a businass account

convaniance fae will ba chargad for this tranzaction. This fas amount will display on the naxt page whare

m fance

b. If Credit/Debit card is chosen, you can enter the card number and other details. Note that there is a

2% fee charged for these payments.

Payment Method

Iy Payment Method | Credit/Debit Card v

Card Numbs T vecover MR, [Fom=

ard Number =) e VISA
Expiration Date Month ¥ Year v

Card Security Code @

Card Billing Address @ Use my profile information

201 e washington
madison, WI 53708
United States

Use a different address
Save this payment account for future use

Email Address pirkka.moilanen@wi.gov

A convenience fee will be charged for this transaction. This fee amount will display on the next page where you

cancel

Once the above screen is complete, choose “Continue”.

Step 7: Carefully review the payment information and then chose “Confirm”.
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Review Payment

Please rev

Paymert Details

Description

Payment Amount
Convenience Fee
Total Amount
Payment Date
Provider Name
Facility Name

Provider Location Number

Payment Method

Payer Name
Card Number
Expiration Date
Card Type

Confirmation Email

Billing Addr

Address 1
City/Town
State/Province/Region
Zip/Postal Code

Country

A convenience fae will be charged for this transaction,

financial institution.

v the information below and select Confirm to process your payment. Select Back to return to the previous page te make changes to your payment.

WI Child Care Mew Repayment

DCF Child Care Pymts TST
https://mywichildcareprovidersacc.visconsin.gov/
5200.00

53.50

5203.60

01/30/2020

ABC CHILD CARE

ANNAS CHILD CARE FIS

2800039412-1

anna applicant
*1117
Nov-2022
Discover

pirkko.moilanen@wvri.gov

201 e washington
madison

WI

53708

United States

The fee will be added to the amount of your transaction and is in addition to any fees that may be charged by your
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Step 8: The Confirmation page displays the Confirmation Number and all details on the payment.

Confirmation

¥ou must click the "Continue™ button below in order to return to the state agency's website.

Flezse keep @ record of your Confirmation Number, or print this page for your records.

Confirmation Numbei XW2XCEDODDO35654

Payment Details

Description

Payment Amount
Convenience Fee
Total Amount
Payment Date
Status

Provider Name
Facility Name

Provider Location Number

Payment Method

Payer Name
Card Number
Card Type

Confirmation Email

Billing Address

Address 1

City/ Town
State/Province/Region
Zip/Postal Code

Country

WI Child Care New Repayment
DCF Child Care Pymts TST
hitps:/ mywichildcareprovidersacc.wisconsin.gov/

5200.00

£3.60

£203.50

01/30/2020
PROCESSED

ABC CHILD CARE
ANMAS CHILD CARE FIS

2800029412-1

anna applicant
*1117
Discover

pirkko.moilanen@wi.gov

201 e washingtan
madizon

WI

53708

United States

As soon as the payment has been authorized, an email is sent to the email address you entered when

completing the payments. The email includes details on the payment such as the payment amount, any

convenience fees (if debit/credit card used), etc. See screen print below.
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Payment Confirmation for DCF Child Care Pymts TST

DCF Child Care Pymts TST <epaynoreply@usbank.com:>
To

Retention Palicy DCF Retention Policy (7 years)
*=* PLEASE DO NOT RESPOND TO THIS EMAIL *=*

Thank you for your payment.

This email is to confirm your payment submitted on Jan-30-2020 for DCF Child Care Pymts TST.

Confirmation Number: XW2XCE000035654
Payment Amount: $200.00
Convenience Fee: $3.60
Total Amount: $203.60
Scheduled Payment Date: Jan-30-2020
Amount Due: $200.00

Credit Card Number: *1117
Credit Card Type: DISC
Approval Code: NfA

Merchant: Wi Child Care New Repayment
Website: https://mywichildcareprovidersacc.wisconsin.gov/

Step 9: The Payment Due page in the Provider Portal shows that the payment is pending. You cannot
submit another payment until the following day. The payment will also be shown on the Regulatory
Fees Paid page the following day once the transaction has been successfully completed.

Child Care Provider Portal -
Welcome, Anna

Logout

An B9

Regulatory Fees Due

Regulatory Fees For This Location

A payment ofEZC{J 00 i.'as started at 12:40 PM but has not yet completed at US Bank No additional payment can be made until
tomorrow

Date Fee Type Balance
1/30/2020 License ($60.50)
1/22/2020 Background Check (Anna Applicant) ($10.00)
5/6,/2019 Forfeiture (5200.00)

Total Due: $270.50

Continuation Fees - Licensed Centers

The system now generates the licensing fee when the continuation application materials are generated.

The fee can be paid at any time once it is available at the Portal. However, you must return the
application to your regional office to start the continuation application process.

Logout
Life Is A Baach-Camp 0200039950-001
1414 Shady Lane Facility ID 1122381
Madison , WI 53511 FIS Provider ID D215280
Regulatory Fees Due E

Regulatory Fees For This Location

A You are choosing to pay for a licensing continuation fee, but the materials required for the application have not been
entered into the system. Be sure to complete and send in all relevant materials. Payment alone does not guarantee

continuation of the license.

Date Fee Type Balance
4/20/2020 License ($500.00)
1/18/2019 License (510.00)
Total Due: $910.00
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Regulatory Fees Paid

This page shows any payments made during the last three years for your program.

F Child Care Provider Portal

Welcome, Anna

Regulatory Fees Paid

Regulatory Fee Payments For Past Three Years

Legout

Facility ID

,_
¥
g
&
=]

Date Fee Type Amount
1/24/2018 Check $431.50
13/31/2017 Check: 12345 $50.00
11/28/2017 Check §73.00
<4 | ,§ Manage Fees |

The e-payments are displayed on this page one day after you have authorized the payment. The fee

includes the confirmation number associated with the payment.

Regulatory Fees Paid

Regulatory Fee Payments For Past Three Years

Date Fee Type Amount
1/30/2020 I Checking Or Savings: WS2CCEOD4304071 I $15.00 Details | B> |
1/28/2020 Checking Or Savings: WS2CCEOD4296546 $70.50 Details | B> |

To view detail on a specific payment, choose the Details link.

Regulatory Fee Payment Details

This page show details on the payment submitted such as date, type of e-payment and amount. In

addition, the page shows regulatory fees the payment covered.

Dane, Wi 144

Regulatory Fee Payment Details

Regulatory Fee Payment Details For This Location

Fee Payment Details

4‘.L

Date  1/28/2020
Type Checking Or Savings: WS2CCEQQ4296546
Amount §70.50
nsaction 1 r Fee =
Fee Type Amount
License (360.50)
Background Check (Chocolate Cakes) (510.00)
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Payment Failures

If the credit/debit card information entered in the US Bank portal is incorrect or invalid, the payment
authorization is immediately refused by the US Bank system. Electronic Funds Transfer failures from a
checking/savings account usually take about two days to post.

The process is explained below:
Day 1: (payment authorized before 8 p.m.): Payment authorized using checking/savings account.
Day 2: The payment is posted on the Regulatory Fees Paid page as collected.

Day 3: Payment failure information is received from the US Bank. The collection listed on Day 2 is
reversed and the Regulatory Fees Paid page deletes the amount posted. The fee is reposted on the
Payments Due page and unpaid.

Refunds - Payment made in Excess

In some rare scenarios, the provider may accidentally submit a payment that exceeds the balance due
creating a positive balance. This amount shows on the Regulatory Fee Payment Details page as a positive
amount. The licensing region will decide if the refund can be applied to a future fee or issue a check for
the refund.

Regulatory Fee Payment Details

Regulatory Fee Payment Details For This Location

N Fee Payment Details
[ Date  1/30,/2020

Type Check
Amount 5200.00
Transaction Details for Fee Payment
Fee Type Amount
License (360.50)
Background Check ($10.00)
I Refund 512050 |

‘n.
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Facility Details

This screen includes buttons for details for the facility/location.

W Child Care Provider Portal :F
Welcome, Randy -
Logout
Facility Details (=]
Facility ID 1122334
FIS Provider ID N/A
Address 444 School Age Ra
Milwaukee, WI 45445
ContactWarme  Randy Randail
Phone (454) 545-5454
youngstsr E4
Details Registry Details Manage Facility Individuals
YoungStar Details

The YoungStar Details screen shows the Youngstar details for your program such as the participation
status, future anniversary date and current star level.

W Child Care Provider

'.FI\:‘anl:l:I»rna.H.andy
If your program is accredited, the name of the Accreditation agency
s | s displayed. The Effective Period field displays the begin date of the
Youngstar Details o current accreditation period. If the accreditation is time limited, the
Current and future YoungStar details . . . .
YoungStar end date is also displayed. Just like on other pages in the portal, the
Participation Status  Participant link to YoungStar history for the provider location is available by
Anniversary Date 10/01/17 . “ ”
Current Star Level Srirdrdede ChOOSIng ..More”.
—.More
Accreditation
Hame Effective Period
:::I:hr::,l :sj:::[ on For The Education OT Young oS
More
Registry Details

If your center has training information in the Child Care Registry that applies to your YoungStar rating,
those details are also available in the Child Care Provider Portal. Also, your Registry Level is displayed.
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Child Cdre Provider Portal

Welcome, Randy

Logout
Lakeland Group Centre 2800040092-001
123 Facility ID 1123290
Anytown , WI 45454 rovider 1D D217957
Registry Details
Current Registry Details - Last updated on 07/20/18 E

The information entered in your program profile at The Registry is shown below and is used to determine your Youngstar rating

and payments from the Wisconsin Shares Child Care Subsidy Program if applicable. By signing the YoungStar Contract a provider agrees
to keep their program profile accurate and up-to-date at all times. All updates must be made on your program profile account through
The Registry.

Director Details

Director Name Daisy Director

Effective From 04/01/18
Registry # 7000000933
Registry Level 17

[ublord

Classrooms

Infant A: 8 Children, Ages From O Year(s)

1 Monthis) To 1 Year(s) >
Staffs Ins Infantzeacher

Toddler A: 16 Children, Ages From 1 Year(s})

e >

Staff: Theresa Toddlerteacher

This screen shows information for a group center with multiple classrooms. The top section shows
information on the director. To view more details on training and credentials on the director, select
“...More”.

Copy Staff Member to the Individuals Module

If the director or staff member with a Registry profile has not been added to the new Individuals
module, the staff member can be copied to the new module. Choose “...More” to view complete details
on the person.

Child Care Provider Portal
Welcome, Randy

Logout

Registry Details

The information entered in your program profile at The Registry is shown below and is used to determine your Youngstar rating

and payments from the Wisconsin Shares Child Care Subsidy Program if applicable. By signing the YoungStar Contract a provider agrees
1o keep thelr program profile accurate and up-to-date at all times. AlL updates must be made on your program profile account through
The Registry.

Director Details
Director Name  Donna Director
Effective From  08/20/18
Registry# 7000000962
Registry Level 17
Credentials:

Trainings:

I Copy to Individuals (7]

If the Copy to Individuals button appears on the bottom of the page, choose this button to pull the
person into the Individuals module so a background check can be conducted on the person. Enter
additional details such as the individual’s home address, employment/residency details, etc. This screen
is explained in the Individuals section below.

Note that if the person has been added into the Individuals module already, this button will not be
available.
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Registry Classroom Details

This screen displays Registry details for the classrooms in your center. The screen has the age range,
number of children enrolled and number of hours the room is open.

Registry Classroom Details
Last updated on 07/20/18

The Registry.

‘Tne information entered in your program profile at The Registry is snown below and is used to determine your Youngstar rating
and payments from the Wisconsin Shares Child Care Subsidy Program if applicable. By signing the YoungStar Contract a provider agrees
10 keep their program profile accurate and up-to-date at all times. Al updates must be made on your program profile account through

Age Range
Number of Children

Hours Per Week Open

Staff Name
Position

Effactive From

Hours Per Weelk in Classroom
Registry #

Registry Level

Classroom: Infant A

0 Year(s) 1 Months(s) 0 Week(s) - 1 Year(s) 0 Months(s) 0 Week(s)

50
Staff(s)

Iris Infantteacher

¥Youngstar Lead Teacher

04/01/18

50

7000000934

10

Staff Name

position

Effective From

Hours Per Week in Classroom
Ragistry =

Reglstry Level

Annabelle Assistantteacher
Assistant Teacher
04/01/18

40

7000000935

The lower section shows staff information such as the name, position, the date the staff person started
working in the classroom, number of hours the staff person works in the classroom, Registry Level,
credentials and training information. Choose “...More” to copy the staff member into the Individuals
module for background check purposes.

Individuals

On 10/1/18, the Department started conducting background checks on prospective/new employees and
new certified providers. This new Individuals module has been added to the portal to allow child care
providers to enter current and prospective employees and household members for background check
purposes.

When the Individuals button is chosen either from the Home or Facility Details page, the page shows all
individuals who have already been entered into the licensing/certification database WISCCRS. For all
regulated facilities, the Applicant/Licensee and any household members display.
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Individuals

Individuals at this location
Name [ Role(s) Employment Period Background Check Status
Minor Adhoc Student Intern 01/07/19 Ineligible Details | | 3 |
Enrigue Espanol Director 08/23/19 Details | | 3 |
@ Minor Hhadhoco Household Member 010719 Ineligible Details | b |
@ Naura Lake Applicant/Licensee 07/01/18 Eligible Details | b |
© Matti Minor Facilities Staff 01/08/19 Ineligible Details | »> |
Minmie Minor Kitchen Staff 01/07/1%9 Pending Details | »> |
Datty Pond Teacher - Lead Details | »> |
Rosie River Director 07/01/18 Detils | b |

: ‘n g .

! This individuzl is Listed as “Praspective”. Update the employment/residency status once the finzl eligibility has been determined.
© This individuzal has information missing that is required for 2 background check to be completed {e.g.. home address or a complete
background check request form).

Click here to display Registry Staff | > |

This is a List of the individuals associated with your Registry provider profile. To 2add these individuals to your staff list in the Child Care

Provider Portal (COPF): 0

E=]

< | # Facility Details

A few things to mention on this page:

1.

If there is a question mark icon next to the individual, please review the Modify Individual
Details, Alias and Background Check Request pages to make sure they are complete. The
Fingerprint Code is not triggered for these individuals until the record is complete.

If there is a red exclamation icon next to the individual, the individual is in Prospective status.
Once the person has been hired or has started to reside at the center, make sure to change
the status to Current. If the person was not hired or is not residing, change the status to Not
Hired/Did not Reside and enter the corresponding date.

If your center has staff who have a Registry profile, those individuals can be copied from the
Registry into the Individuals module so the background checks can be conducted. Click on the
arrow in the section header to expand the list.

The Classroom column that listed the classroom the individual was associated with has been
eliminated as of 9/27/19 to speed up downloading the list of individuals attached to a center.
The Classroom column has been replaced by Background Check Status for the individual. To
view details on the Background Check, proceed to the individual’s Background Check screen.
The statuses are explained in the Background Check section later in this user guide.

Once the list is expanded, choose the person from the list to be copied over to the Individuals.
The “I” icon has instructions on how to copy the individual’s record.
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T

v Click here to display Registry Staff

[This is a List of the individuals associated with your Registry provider profile. To add these individuals to your staff List in the Child Care

Provider Portal {CCPP): 0

1. Select the down arrow(*) on the Registry 5taff header.

2. Choose the person whose details you want to copy to Individuals.

3. On the Registry Staff Details page, select "...More”

4. Select "Copy to Individuals” button. Complete the details on the Add Individuals Details page.

A Click here to display Registry Staff

Registry Staff

Registry staff to copy at this location

All updates must be made on your program profile account through The Registry.

Name Position Registry Level

Anders Assistantteacher 7
Annabelle Assistantteacher 7 Details | >
Donna Director 17 Details | »
Iris Infantteacher 10 Details | ’
Theodor Teacher 15 Details | >

NOTE: If an individual works at one center and moves to a different center (for a provider that owns
multiple centers), the provide must inactivate them at the first center and enter them into the new
center profile. Because the individual already exists in Child Care Provider Portal, the provider will not
need to completely reenter the individual but can search for their record and add them.

Finding Individuals/Employees on the Individual Screen

The Individual List page has been enhanced to help center staff find individuals/employees quicker when
the list has multiple pages. To search for an individual at your center, click/tap the arrow in the name
column header.
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Logout
Laketand In Rotorua
473 Ruma R
Rotonsa , Wi 12121
Individuals =
Individuals at this location '
Mame (4] Role(s) Employment Period Background Check Status
Minaor Adhoc Student Intern 01/07/19 Ineligible Details | | 3
Enrique Ezpanol Director 08/23/19 Details | | 3
@ Minor Hhadhoc Household Member 010719 Ineligible Details | | 3
@ Laura Lake Applicant/Licensee 07/01/18 Eligible Details | | 3
@ Matti Minor Facilities Staff 01/08/19 Ineligible Details | | 3
Minnie Minor Kitchen Staff 04/07/19 Pending Details | | 3
1 Fatty Pond Teacher - Lead Details | »
Rosie River Director 07/01/15 Details | | 3

BN : B

! This individual is listed as “Prospective”. Update the employment/residency status once the final sligibility has been determined.
@ This individuzl has information missing that is required for 2 background check to be completed {e.g.. home address or a complete
background check request form).

Click here to display Registry Staff | >
This iz a list of the individuals associated with your Registry provider profile. To add these individuals to your staff list in the Child Care

Fravider Fartal (CCPR): €

< & Facility Details |

To search for an individual whose first name is Tammy, first choose ‘Contains’ in the upper drop down
menu. Then type ‘Tammy’ in the second field. The choose Filter.

Name ] Role(s)

© Anna Assistant Show items with value that:
Contains v

© Employesone Employeeone o

Mot Hired M Individual And -

© Larry Lovely Start With v

Mamma M Mia

o

Tammy Toss’ record will display. If the center has multiple individuals with a first name of Tammy, all
individuals are listed on the search results.

Individuals at this location

Individuals E

Name (] Role(s) Employment Period Background Check Status

@ Tammy Toss Household Member 02/07/18 Ineligible - Appealed Details | >
B

@ This individuzl has information missing that is required for 2 background check to be completed (e.g.. home address or a complete
b o chack conugs s+ Sop
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Add an Individual

Choose “...More” on the above screen so the Add Individual button displays.

Logout
001

Individuals

Individuals at this location

Name

Kirsten Cook

Jimmy J Janitor

Laura L Lake

Role(s)

Teacher - Assistant, Administrator

Facilities StafT, Driver

Applicant/Licensee

Employment Period

04/01/18

01/01/18

03/01/18

Classroom

8
Details | > |
Details | » |
Details | B |

History | »

Add Individual |

L€SS

Complete the basic demographics on the individual. Make sure the Social Security Number is correctly
entered because it cannot be modified later. If a person does not have a valid SSN, do not try to submit
the record using a fake SSN such as 111-11-111, etc. Fax or email a request to the Caregiver Background
Unit to have these individuals added.

sass

Individual Basic Details

Individual

i *
First Name Tamara

Middle Initial T

*
Last Name Teacher

Suffix Name

Date of Birth * ;1 19gg

SSN* | 457-89-6333

Choose Next to proceed. On the following page under the Individual Section, enter the home address of
the staff member. The background check decision letters are mailed to the staff member using his or her
home address. The facility will also receive an eligibility notice.
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Add Individual Details

First Name

Middle Initial

Last Name
Suffix

Address Line 2

Secondary Phone Number

Secondary Phone Type

Email Address

Date of Birth
SSN

Address *

City *

State *

Zip Code *

County,/Tribe *

Primary Phone Number *

Primary Phone Type *

Gender *

Individual

Tamara
T

Teacher
123 Main 5t

Anytown
Wisconsin
12121-2121
Adams County
(121) 2121212

(' Home |()Work |(® Cell

[ Home [Owork [O)cett | concer

Tamara@lekeland.com
1/1/1988

XX-XX-6333

Race

Language * English

The fields on this section are explained below.

Field Name | Description

Name, Date | These are pre-populated from the prior page or when importing an individual from another

of Birth and | location or from the Registry. If changes are needed for the Name and Date of Birth fields, first

SSN complete the screen and then access the Modify Individuals page to make changes. Any
corrections to the SSN must be submitted to the DCF CBU unit.

Home Enter the home address of the individual (not center) into this field. The background check

Address decision letters are mailed directly to the individual. The center also receives a letter indicating
the eligibility status but does not include the details associated with the background check.

County/ Choose the County/Tribe where the individual resides. If the individual resides outside

Tribe Wisconsin, choose Out-of-State.

Primary Enter the individual’s personal phone. Choose Home, Cell or Work as the phone type.

Phone

Number#

and Type

Secondary Enter another number if applicable. If the radio button under the Type is accidentally clicked,

Phone use the Cancel button to erase it.

Number#

and Type

Email Enter the email of the person, if known. At this time, eligibility notices cannot be sent by email,
but that functionality may become available in the future.

Race Choose the race from the pulldown menu, if known.

Language Choose the language from the list. This field is used to add a Translation Help box to the notices
sent by the system. Below are examples (from Wisconsin Shares notices):
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English:

Spanish:

The State of Wisconsin is an equal opportunity service provider. This letter contains information about the
Wisconsin Shares Child Care Subsidy Program. If you need this material in a different format because of a
disability, or if you need this letter translated or explained in your own language, please call the number below
and press 4. State your language when the call is answered. These services are free.

Child Care: 1-888-794-5556 TTY: 711

El State of Wisconsin es un proveedor de igualdad de cpertunidades de servicio. Esta carta contiene
informacién sobTe el Wisconsin Shares Child Care Subsidy Program. Si necesita este documento en un formato
diferente debido™a una discapacidad o si necesita esta carta traducida o explicada en su propio idioma, llame al
nimero de abajo. Informe su idioma cuando se contesta la llamada. Estes servicios son gratuitos.

Child Care: 1-888-947-6583 TTY: 711

The Employment/Residency section has the following fields:

Employment/Residency Details

Effective From
Primary Role =
Background Check Level

Secondary Role

Employment/Residency Status *

Has This Individual Used Any Names or Aliases in the
Past? *

lpply Ongoing Background Check Fee to This Location

04,/02/20
Teacher - Assistant -
Caregiver v

v

[© current. [O Prospeciive i@y

Yes

Field Name

Description

Effective Begin Date

The date the record is added to the portal or licensing database is populated here.
Also, if changes are made to the Employment/Residency section, such as a role
change, the Effective Date is updated.

Primary Role

Choose a role from the menu that most closely describes the individual’s role at the
center. If the center has minors as employees or volunteers, chose a role that
mostly closely describes the minor’s role at the center. Caution: If errors are made
in this field, the role cannot be changed if the background check is in Pending
status. Note that Applicant/Licensee or Applicant/Licensee-Exempt values cannot
be chosen using the Provider Portal. Change in Applicant/Licensee must be
reported to the licensing regional office (licensed providers) or County Certification
Agency (certified providers).

Background Check Level

The level is auto-populated based on the Role chosen.

Secondary Role

If applicable, choose a role from the menu. Caution: If errors are made on this field,
the role cannot be changed if the background check is in Pending status.

Employment/Residency
Status

The following values are available:
Current: Current employees/residents who have been associated with the program
or who are being hired. Begin date is mandatory for these individuals.

Prospective: This value is used for an individual that a child care program is
considering for employment or another role, such as household member.
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Employment/Residency

If the status is Current in the field above, enter the date the individual began

Begin Date affiliation with the child care center. Affiliation includes employees, residents,
board members, volunteers and others associated with the program.
Relationship This only displays for family child care providers. Choose a value from the menu if

applicable.

Apply Ongoing
Background Check Fee to
This Location

If “Yes” is displayed, the future Annual Name-based checks will be invoiced to this
facility. If the individual is attached to multiple locations/facilities, the system uses
the following logic when deciding which location/facility to invoice:

1. Apply the fee to the location where the individual has been affiliated the
longest.

2. If theindividual’s role in any of the facilities is Applicant/Licensee, that
location will be invoiced (even if the individual has had a non-licensee role
at another site longer).

If the fee should be applied to another site that does not follow the above
rules, contact the CBU to have the fee changed to another site.

Has this individual used
other Names or Aliases in
the Past?

Check Yes if the person has used other first/last names in the past. You will be
taken to the Alias screen.

Comments

Enter any comments that might be useful when conducting a background check
review.

After the page is saved, you are taken to the Background Check Request (BCR) page.

Alias Names

If you checked Yes on the New Individual or Modify Individual screen, you are taken to the Add

Individual Alias screen. If the individual has other known names, enter these on the Alias Names section.
The alias information is important for accuracy of background check results.
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Abc Child Care I}

Am 7767

Add Individual Alias

Individual
Name @ Pelle Pelican
Employment Period

Add Individual Alias

First Name * | Pelle
Middle Name
Last Name * | Duck
Comments | Maiden name

@ This individual has information missing that is required for a background check to be completed (e.g., home address or a complete
background check request form).

< | & Individual Alias |

Enter the name(s) used in the past. Below is an example of a hyphenated name and how it should be
entered into the portal to get best possible match and accurate background check results. The current
name of the individual is Mary Mattson-Smith. This name should be entered as follows:

e Mary Mattsonsmith
e Mary Smith
e Mary Mattson

If the person has had multiple Alias names, add a new record for each name by choosing Add Another
Individual Alias button. Once all aliases have been entered, choose Next.

Individual Alias E

List of Individual Alias

Enter any other names or aliases, including maiden name, this person has used. Please include all aliases for this person by
clicking the Add Another Individual Alias button for each of these names.

Individual
Name © Pelle Pelican
Employment Period
Individual Alias
Alias Comment
Pelle Duck Maiden Name Edit | .‘

@ This individual has information missing that is required for a background check to be completed (e.g., home address ora
complete background check request form).

Add Another Individual Alias (> |

Next |> |

When adding a new individual, the question mark icon continues to display next to the person’s name
until all details are complete, including the Background Check Request page.
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Background Check Request (BCR) Form

The Background Check Request (BCR) form replaces the Background Information Disclosure (BID) form.
The information (either by filling out the form or entering it into CCPP) is mandatory for individuals age
10 years or older when requesting a fingerprint background check for licensure, certification,
employment or non-client residency at a child care center. DCF CBU staff uses this information to help
determine what kinds of background checks are needed. Example: If the person indicates that he or she
has been discharged from the military, the CBU may require the person to submit the discharge papers.

Attention:

1. Make sure that the form has answers to every question and that the form is signed. If the form
is incomplete, the Fingerprint Instruction Letter is not mailed until the details are completed.

2. When entering information for a person who has an incomplete record (including new
individuals), each page on this screen shows the question mark icon. Keep entering the details
and once everything is competed, you will see a confirmation page.

Anyt

Background Check Request Form Details

WI67767

Individual

L\\) Name EFyLvasterT Cat

Employment Period  7/8/2016

Military Residency Rehabilitation Criminal | Juvenile Sex Offender | Abuse/Neglect Licenses

1. Have you been discharged in the last three years from a (O Yes [ONo |

branch of the U.S. Armed Forces, including any reserves duty?

@ This individual has information missing that is required for a background check to be completed (e.g., home address or a complete
background check request form).

« | Background Check Request Form |

Individuals that are exempt from the background check law (governmental agencies and foster
children), do not need to complete this form.

The Background Check Request Form is required for the initial entry of an individual added to the portal
and any future requests for fingerprint background checks. This occurs when there is a new employee to
a group child care setting, a new household member for a family child care setting age 10 years or older,
or for existing providers going through the new background check process.

If you are completing the form for yourself, click Self in the “Form completed by” field. If you are
entering the information for another person using a paper BCR form or an interview, click Proxy. The
signhature date is defaulted to today’s date. Type the name of the person who is entering the
information in the system.

After the Background Check Request Form is completed, the system initiates the background check
process.

Note that if a person had an initial or five-year FBI check through DCF and the person has not been
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unassociated from a child care facility for more than 180 days, a new BCR is not required. Example:
Mary has been working for Facility A. Her initial FBI was done by DCF on 1/1/19. She resigns her
employment from Facility A on 3/31/19. On June 1, 2019 she accepts a position at Facility B. When
Facility B adds Mary as an employee to their child care program in the portal, no BCR is needed because
there is only a one-month gap between Mary’s employment. The background checks previously
conducted while under Facility A can be viewed on the Background Checks Results page for Facility B.

After the individual details have been added, the system automatically takes you to the BCR form. The
screens are explained below.

Carefully read and select a Yes or No answer for each question. Make sure you provide an answer to
every question. If the form is incomplete, the background check request is not submitted.

Child Care Provider Portal /__.;‘-rv-— *
Welcome, Randy

Loguut
38000365

Background Check Request Form Details E
1. Have you been discharged in the last three years from a

branch of the U.S. Armed Forces, including any reserves duty?

If Yes is chosen, additional fields are displayed where more details can be added. Also, documents can
be uploaded.

Child Care Provider Portal /___;‘n-v-— *
Welcome, Randy

Logout

Randys Group Care Inc 3800036563-002

444 School Age Rd Facility ID 1122334
Milwaukee , WI 45445 FIS Provider ID N/A

Background Check Request Form Details E

1. Have you been discharged in the last three years from a @ Yes m
branch of the U.S. Armed Forces, including any reserves duty?
Military Discharge Date

Comments

Upload

When uploading a document using a desk or laptop, scan the document into a folder of your choice.
Then click the Upload Document link and navigate to the folder the document was saved in. Choose the
document and click Open.

@ File Upload N X
« v 4 <« cares > WISCCRS-H > training > TestDocs v 0 | Search TestDocs £
Organize ~ New folder =~ [ 0
Testing ~  Name Date modified Type Size
= This PC 5/19/2011 12:47 PM  Adobe Acrobat D. 85 KB
& Desktop w9 4/14/2011 820 AM  Adobe Acrobat D. 46 KB
5 Documents T wiscers cert license 5/6/2011 4:08 PM Adobe Acrobat D. 83 KB
& Downloads
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When the document is successfully uploaded, it will display on the bottom of the screen. It can be

deleted if the wrong document is accidentally uploaded.

i s
Background Check Request Form Details
Military Submit
1. Have you been discharged in the last three years from a @ Yes
branch of the U.S. Armed Forces, including any reserves duty? -m
Military Discharge Date 2/2/2015
Comments
a®  TestDocument.pdf

When using a mobile device, the camera can be used to take a picture of a document that can be

uploaded.

Click Next to proceed to the next question.

If the person has lived outside Wisconsin within last five years or is currently residing outside Wisconsin,

click Yes and then the Add button to add details.

Logout
akeland Group Centre 0040
23 Main 5t I
farytown , wr 45458 FIs

Background Check Reql}est Form Details E

2. Do you currently reside or have you in the last five years @ Yes m
resided outside of Wisconsin? If yes, list each state including
counties and the dates you lived there. If you lived outside the
US, list the city, country and dates.

Comments

State County Begin Date End Date

Then choose the state from the menu. Once the state is identified, a list of counties displays in the

County column. Add the date the person started residing in the state and the end date. If the individual

currently lives outside Wisconsin, leave the End Date blank.

State County Begin Date End Date
Illinois » Alexander County 1/1/2014 9/15/2015 @ update -

Then continue with the rest of the questions. The last page requires a signature.
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4 FIS Provide

Background Check Request Form Details

O ser

SIGN HERE IF YOU ARE COMPLETING THIS FORM ON BEHALF OF ANOTHER PERSON.

Form completed by

T understand that signing below, to the extent I am providing this information about someone else, [ am certifying that I have
made a complete and diligent inquiry regarding the truthfulness and completeness of this statement and I believe this information
to be accurate. I understand that by knowingly providing false informatien or omitting infermation I may be subject to forfeitures
and other sanctions as provided by law.

Signature Date  9/21/2018

Electronic Signature Laura Lakeland

If you are completing the form for yourself, click Self in the “Form completed by” field. If you are
entering the information for another person using a paper BCR form or an interview, click on Proxy. The
signature date is defaulted to today’s date. Type the name of the person who is completing the screen.

Once the form has been successfully submitted, a confirmation page will display.

Logout

Confirmation of Individual Information

Individual

Pelle Pelican

Name

Employment Period

Confirmatien of Individual Information

You have successfully added the individual and all necessary
background check infarmation.

Individuals & | 2

Note that once the background check has been started or is complete, the BCR details are no longer
viewable in the portal for confidentiality reasons. However, changes can be made by submitting a new
BCR form by choosing the Modify Background Check Form link.

Background Check Request Form

Individual
Name Iris Intern
Employment Period 9/24/2018

Background Check Request Form
Military Discharged

Residency
Rehabilitation
Criminal
Juvenile

Sex Offender
Abuse/Neglect
Licenses

Proxy
Signature Date

Electronic Signature

Modify Background Check Request Form }

Confirmation of Individual Information

Once the Individual Details, Alias (if applicable) and the Background Check Request form have been
entered, you will get a confirmation that the information is complete.
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Randy’s Daycamp
123 New Address
Smalltown , WI 12121

Confirmation of Individual Information

Individual

Name Aundrey August
Employment Period 8/29/2019

Confirmation of Individual Information

You have successfully added the individual and all necessary
background check information.

Generate/View Fingerprint Code B | > I

Generating the Fingerprint Code

The Provider Portal has been enhanced to allow the provider to generate the fingerprint code for an

individual associated with the center. After entering a new individual, select Generate/View Fingerprint

Code button to generate the code.

Individual

Name Aundrey August
Employment Period 8/29/2019

Confirmation of Individual Information

You have successfully added the individual and all necessary
background check information.

| Generate/View Fingerprint Code (B | > |

The Fingerprint Code page shows the unique code that the individual must use when scheduling the

Fieldprint appointment.
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Logout

tandy’s Daycamp
123 New Address Fa
own , WI 12121 FIS Provider ID My/A

Fingerprint Code E

Carefully review the information to ensure accuracy. Inaccuracies can lead to background check delays and additional expense.
Name: August, Aundrey
DOB: 6/11/1988
Fieldprint Code: FPWIDCFLicensee
Reference Code: AU2001183

How to schedule a Fieldprint® Livescan fingerprint capture appointment:

1. Access the Fieldprint® website at httpy/fieldprintwisconsin.com/

2. Click Schedule an Appointment.

3. Follow the onscreen instructions to register with Fieldprint@ or log-in if you are an existing user.

4. 5ubmit the unique Fieldprint® Code provided below for the individual being fingerprinted.

5. Complete the demographic information.

6. Under Additional Information, enter the unique 9-character Reference Code provided below Tor the individual being fingerprinted.
This Reference Code is customized for each individual and is linked to his or her criminal search results. Please verify the
Reference Code was entered correctly before proceeding.

7. Complete the rest of the screens, choose a location, schedule the appointment and submit payment using a credit/debit card or
e-check

Note: The code provided above is unique for each individual. An individual must use the code provided when scheduling a Fieldprint®
appointment and may not share their code with other individuals.

To avoid any delays in completing the full background check, please schedule a Fieldprint® appointment immediately. The preliminary
background check begins as soon as the individual completes the digital fingerprint. The final eligibility determination may take up to
45 days to complete. If the individual has lived out of state in the last five years or checks are needed in multiple states, the final
determination of eligibility may exceed 45 days.

For additional information about fingerprint-based background checks and answers to frequently asked questions, visit our website at
https://dcf.wisconsin.gov/cclicensing/cbec . Should you need further assistance, you can contact the Child Care Background Unit by
calling (608) 422-7400 or emailing DCFPLICBECRCBU@WisConsin.gov

This page is also printable.

Scenarios when a Fingerprint Code is NOT generated

There are a few scenarios when the system does not generate the fingerprint code:

1. Discrepancy:
If the individual entered into CCPP closely matches an individual in the DCF child care system,
the record must be cleared by the CBU staff before the code can be generated.

2. Individual Details Missing:
If all mandatory fields on the Individual Details page have not been completed, no code can be
generated.

3. Background Check Request (BCR) form missing/incomplete:
If the Background Check Request form has not been completed for an individual or if there is
missing information, the system will not generate the code.

4. The individual already has a complete background check done.

5. Minors: No fingerprint is required for individuals under the age of 18.

6. The individual already has a code that was created by their details being entered into iChildCare
or by CBU staff. You can see the code by selecting the Fingerprint Code button on the Individual
Details page.
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Logout

Individual Details =

Individual Details
Name Aundrey August
Address 111 Rocky Road
Anytown, WI 12121-2121
Primary Phone (121)212-1212 ( Cell)

Email
County/Tribe Milwaukee County

.More

&+

Aliases Names

&e

Background
Checks

Background
Check Request
Form

=

Individual
Documents

Fingerprint Code

There are some rare scenarios where the Fingerprint Code is generated overnight because the individual
was previously submitted to the licensing database with incomplete details (BCR or home address
missing). Even though the new center completes all details for the individual, the system will not
immediately generate the code. However, the overnight batch will do it.

Modify Individuals

It is important that the individual’s details are kept current. Below are examples of scenarios that
require the individual details in CCPP to be updated:

1.

7.

Staff leaves the center (employment ended). Enter Employment/Residency End Date and
change the status to Inactive. Note that inactivating an employee in Child Care Provider Portal
does not automatically remove them from your Registry profile. You must access the Registry
system to detach the employee from your Registry profile.

Staff changes from one role to another (promotion, etc.). Change the Role.

A resident moves out of the home. Enter Employment/Residency End Date and change the
status to Inactive.

A prospective employee is not hired, or prospective resident will not reside at the program.
Update Employment/Residency Status to Not Hired/Did Not Reside.

Prospective Employee is hired. Change the Employment/Residency Status to Current and enter
Employment/Residency Begin date.

Prospective Resident starts residing at the center. Change Employment Residency Status to
Current and enter Employment/Residency Begin date.

Individual’s home addresses changes.

To access the Modify Individuals page, choose the “...More” link on the Individual Details page.
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Individual Details

Individual Details

Name
Address

Primary Phone
Email
County/Tribe
Secondary Phone
Date Of Birth
55N

Gender

Race

Language

Laura L Lake

123 Lake St
Lakeland, W1 45454
(121)212-1212 ( Celly

Milwaukee County

1/1/1985

HOOCXX-3332
Female

Employment/Residency Details

Effective Period

Primary Role

Secondary Role
Employment/Residency Status
Employment/Residency Period
Class Room

Contact With Children

7/19/2018
Applicant/Licensee

Current
3/1/2018

Yes

Apply Ongeing Background Check Fee to this Yes
Location

Comments for this individual

[ Modify Individual Details [»]

Less

The fields on the Modify Individuals page are identical to those under Add Individual.

Individuals Affiliated with the Program prior to 10/1/18

The Department and certification agencies have been conducting background checks on the
Applicant/Licensee, Certified Operator, Household Members and Employees/Volunteers in regulated
programs. The providers must review the individuals affiliated with their program and complete the
following for each individual:

1. Review the Modify Individual page and complete all missing information. For these individuals,
make sure that the Employment/Residency Begin Date reflects the actual date when the person
started residing in the program or became the applicant/licensee. The date should be prior to
10/1/18.

2. Complete the Background Check Request (BCR) forms.

3. Generate the Fingerprint Code.

Inactivating an Individual

When a person is no longer affiliated with your program, access the Modify Individuals page and enter
the date the individual left the program in the Employment/Residency End Date field. Change the Status
to Inactive.

Caution: Once the Employment/Residency End Date has been entered in the portal, it cannot be
modified. If an error is made, please contact the Caregiver Background Check Unit.

Note that converted individual records (applicant/licensees, household members and certain employees
in certified programs) who were added into the WISCCRS data base prior to 10/1/18 will have certain
mandatory fields missing such as home address, language indicator, Employment/Residency Begin Date,
etc. In order to enter the Employment/Residency End Date for these individuals, all mandatory fields
must be completed before the page can be saved.
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When inactivating staff that has a Registry profile, the individual must be removed from the center’s
profile at the Registry portal. Inactivating the person in CCPP does not automatically inactivate the staff
member in the Registry system.

Changing Roles for an Individual

If a background check is in pending status, the primary and secondary roles cannot be changed until the
check is complete.

When the background check is complete, most roles can be changed, except Applicant/Licensee and
Applicant/Licensee-Exempt (governmental agencies). If the Applicant/Licensee for a center has changed,
contact the regulatory agency in your region/county.

When submitting changes to individual roles, a new review by DCF might be necessary since the
background check law has different criteria for applicant/licensee, caregivers and non-caregivers.

The individuals associated with child care programs have four levels:

Applicant/Licensee
Caregiver
Non-caregivers

A W N -

CBC Exempt: Individuals who are not required to have a background check done

Below is a list of roles and which type they fall under. Note that the roles under CBC Exempt are not
included in the background check automation. No check is conducted on these individuals.

CBC
Role Applicant/Licensee | Caregiver | Non-caregiver | Exempt

Administrative staff Y

Administrator Y

Applicant/Licensee Y

Board President — Use
Applicant/Licensee Y
Certified Operator — Use
Applicant/Licensee Y

Contracted teaching staff

Director

Director - Assistant

< |< |=< |=<

Driver

Employee (Displays for some
historical records with certified
programs) Y

Facilities staff Y

Foster Child Y
Government/Tribal Representative

(Applicant/Licensee in a government
operated program) Y Y

Household member
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Role

Applicant/Licensee

Caregiver

Non-caregiver

CBC
Exempt

Human resources

Y

Kitchen staff

Y

Other caregiver

Other non-caregiver

Provider

Site Supervisor

Student Intern

Student Teacher

Teacher - Assistant

Teacher - Lead

Teacher - Substitute

Trainer

Volunteer

< < |< |<|=<|=<|=<|=< |=<

Role Change Scenarios when a review of a Background Check is Needed

The caregiver law has different criteria for each level, so sometimes a review is needed if a person’s role

is changed. Below are the levels.

e Applicant/Licensee

e Caregiver

e Non-caregivers

When a role change is submitted via the Child Care Provider Portal for an individual who has a non-

expired background check, the system sends an alert to the CBU in the following scenarios:

1. The person’s role level is changed from lower to a higher level. Example: A Driver (Non-

caregiver) is changed to a Substitute Teacher (Caregiver).
2. Anindividual was found ineligible on any level and the role is changed to any role. Example: An

individual was denied eligibility to be a Substitute Teacher (caregiver). The person’s role is

changed to Kitchen Staff (non-caregiver).

The CBU staff conducts a review of the background check that is still current. Once done, the system
retriggers the Final Decision letter.

If an individual is associated with multiple facilities with different caregiver levels, the Background Check
screen in CCPP now shows the level pertaining to the facility.
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Example: Hans was a household member (caregiver level) at Penny’s Third Location facility.

Individual
Name Hans Householdmember
Employment Period 3/1,/2019
Background Check
Background Check Level I Caregiver I
Determination Start Date 5/22/2019
Background Check Type Initial Fbi
Preliminary Decision Eligible
Preliminary Decision Date 5/22/2019
Final Decision Eligible
Final Decision Date 5/22/2019

Hans became the Applicant/Licensee for Happy Day facility. After the DCF Child Care Background Unit
reviewed the role change, they approved Hans as the licensee. His Background Check Level at this

facility displays Applicant/Licensee.

Happy Day
2 d Rd
Darlington , WI 53530-9375

Background Check

Individual

Name

Employment Period

Hans Householdmember
5/15/2019

Background Check
Background Check Level IApplica nt/Licensee I

Determination Start Date 5/22/2019

Background Check Type Initial Fbi
Preliminary Decision Eligible

Preliminary Decision Date 5/22/2019
Final Decision Eligible

Final Decision Date 5/22/2019
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Background Checks — COVID-19

During the COVID-19 state of emergency, fingerprint requirements have been temporarily waived. The
Department of Children and Families (DCF) will conduct a name-based background check during this
emergency period at no charge to providers.

You will receive notification of your name-based eligibility. Your emergency background check eligibility
is temporary and is only valid for the duration of the public health emergency. Temporary eligibility will

expire at the end of the emergency period. Expiration means you will not be able to continue to work or
reside in a child care facility regulated by DCF until an FBI fingerprint check is initiated.

The name-based checks will temporarily replace the FBI fingerprint checks on prospective and current
employees and residents. The process for entering them into the Individual screen in the portal has not
changed. The following needs to be completed:

¢ Individual details (demographics, address, etc.)
e Background Check Request Form
e Fingerprint code

The system will create a Fingerprint Instruction letter for the center. However, a name-based DOJ check
will be automatically submitted overnight. Results are available in the Background Check screen usually
within two business days. The system will mail the Preliminary and Final Decision letters overnight.

Logout

Background Check E

Name  Andy Illinois
Employment Period  4/1/2020

Background Check

ckground Check History | [ 3

Once the public health emergency ends, you will be required to complete FBI fingerprints through
Fieldprint using the Reference Codes sent to you.

The Initial DOJ checks are conducted in the following scenarios:

e New individual with no previous background check (excluding minor residents and foster
children). This includes individuals residing outside Wisconsin.

e Individual whose FBI check expired more than 180 days ago, and the person is attached to a
different regulated facility.

e Individuals currently living outside Wisconsin.

e Individuals whose 5-year FBI check is due.

DCF will cover the $10 fee for the above emergency background checks. However, the centers will be
invoiced for the annual name-based checks as usual.
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Fingerprint checks

The background check information displays the status of the check as soon as the fingerprints have been
received from Fieldprint into the DCF WISCCRS database. To view the status and results of a background

check, choose the individual from the Individual List by clicking the Details button.

M 3703-3115
Individuals

Individuals at this location

Togout

|

Name @ Role(s) Employment Period

Background Check Status

Calle Carlson Site Supervisor 04/01/20 Eligible Details

Then choose the Background Check button.

Individual Details

Individual Details

Name

Address

Primary Phone

Calle Carlson

212 Main 5t

Sun Prairie, WI 53590
(121)212-1212 ( Home)

Email
County/Tribe Dane County
& e it =
Aliases Mames Background Background Individual
Checks Check Request Documents
Form

<

Fingerprint Code

@ Individuals |

The status and results can be viewed on the individual.

tre

3115

Background Check

Logout

Eligibility Expiry Date

<

Individual
Name Calle Carlson
Employment Period 4/1/2020
Background Check
Background Check Level  Caregiver
DeterminationStartDateDisplay 4/1/2020
Background Check Type  Initial Doj
Preliminary Decision  Eligible
Preliminary Decision Date 4/1/2020
Final Decision Eligible
Final Decision Date 4/5/2020

& Individual Details

The fields on this page are explained below:
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Field

Description

Background Check
Level

This field is auto-filled based on the role of the person at the time of the background
check. The options are:

1. Applicant/Licensee
2. Caregiver
3. Non-caregiver

Determination Start
Date

This is the date when the episode was created. Once the DOJ/FBI results have been
received, the date is updated to reflect the date the background check determination
started. Also, if the individual’s role was changed requiring a new review, this date
could be the date the review was initiated.

Background Check
Type

Options are:

1. Initial FBI: All adult individuals have to have this completed first. This check is
also conducted on individuals who have not had an initial or five-year FBI
check done within the last five years or the person has been detached from a
child care center for more than 180 days (from the last employment end
date).

2. Initial DOJ: This check is conducted on minor employees. During the COVID-
19 emergency, this check is also automatically done on all new individuals.

3. Annual Name-Based (DOJ): The annual name-based DOJ check is
automatically conducted 12 months after the initial FBI check and then every
12 months for individuals who reside in Wisconsin.

4. Annual FBI — Out of State: The annual DOJ name-based checks are not
conducted on individuals whose home address is outside Wisconsin. The
system automatically triggers the Fingerprint Instruction Letter after 12
months from the Initial FBI check. The checks are run every 12 months from
the previous annual check. Annual fingerprint based checks for individuals
who reside outside Wisconsin resumed in May 2019.

5. Ad hoc: These checks are rare and are manually conducted when a reason for
an additional check exists.

6. 5-Year FBI: This check is triggered five years after the last FBI Episode Start
Date.

7. DO Prior to 10/1/18: This value is displayed for individuals who have had
DOJ name based check conducted by DCF prior to 10/1/18.

8. FBI Prior to 10/1/18: This value is displayed for individuals who have had FBI
check conducted by DCF prior to 10/1/18. Note that there are no eligibility
letters for these individuals because the check was done by DCF prior to the
new background check module.

Preliminary Decision

Options:

1. Conversion: When the Background Check Type is DOJ/FBI Prior to 10/1/18,
the Preliminary Decision displayed as conversion.
2. Canceled: The person has withdrawn his or her background check request.
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Eligible. This is auto-populated for individuals whose FBI and DOJ results
come back as “No Record Found”. If a record is brought over, DCF CBU staff
reviews the record and manually updates the status. A notice is sent to both
the individual and the provider location(s) the person is associated with.
Incomplete: The background check could not be completed because of
missing information. No notice is sent to the individual or the provider.
Ineligible: If the person is found ineligible, a notice is sent to both the
individual and the provider locations the person is associated with.
Ineligible — Appealed: Person whose final decision was Ineligible has
appealed the decision. The appeal is pending.

Pending: The Preliminary Decision is in progress and has not been issued.
Note that the system changes the Status to Pending if there is any kind of
record received.

Expired Eligibility: If an individual had the Initial FBI or the 5-Year FBI
conducted, but the individual was unaffiliated with a child care center
for more than 180 days, the eligibility expires. When the individual is
pulled into a new center, a new FBI check is required.

Preliminary Decision
Date

The date the Preliminary Decision was made. This is auto-populated for individuals
whose FBI/DOJ results came back as “No Record Found”.

Final Decision

Options:

1.

Conversion: When the Background Check Type is DOJ/FBI Prior to 10/1/18,
the Preliminary Decision displayed as conversion.

Canceled: Used if a person withdraws his or her background check request.
Eligible: The person is eligible for the role. The system sends an automated
letter to the provider and the individual.

Incomplete: Used when the review could not be completed.

Ineligible: Used if the person is not eligible. The system triggers a notice to
the provider location.

Ineligible — Appealed: If the person is found Ineligible, he or she has the right
to appeal. When the appeal is received, the status is switched to Ineligible-
Appealed.

Pending: The Final Decision has not been issued. Note that if a role is
changed for an individual after a completed episode and the DCF CBU staff
has started a review for the new role, the system changes the status back to
Pending.

Eligible with Stipulation: Used when an individual is made eligible with
stipulation. Stipulation must be met to maintain the eligibility. The
individual receives a manual notice in these scenarios.

Expired Eligibility: If an individual had the Initial FBI or the 5-Year FBI
conducted, but the individual was unaffiliated with a child care center
more than 180 days, the eligibility expires. When the individual is
pulled into a new center, a new FBI is required.
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Expiry Date A date the background check expired is displayed for checks that have ‘Expired
Eligibility status.

Expired Eligibility

If an individual had the Initial FBI or the 5-Year FBI conducted, but the individual was unaffiliated with a

child care center more than 180 days, the eligibility expires. When the individual is pulled into a new
center, a new FBI check is required.

Background Check

Individual
Name  Tammy Medina
Employment Period ~ 8/27/2020
Background Check
Background Check Level  Non-Caregiver
DeterminationStartDateDisplay  1/7/2013
Background Check Type __Initial Doj
Prtminary ecion
Preliminary Decision Date _1,/7/2019
Finat Decision
Final Decision Date  1/7/2019
Eligibility Expiry Date  8/12/2020

Background Check History

To view past background checks on an individual, choose the “...More” link on the bottom of the
Background Check page.

Legout

Background Check

Individual
Name Jackie Chan
Employment Period 91272019

Background Check
Background Check Level Caregiver
DeterminationStartDateDisplay 9122019
Background Check Type
Preliminary Decision

Preliminary Decision Date

Final Decision E
Final Decision Date  3/12/201%

«| & Individual Details |

Then enter a date that you want to view the background check information for. The FBI requirement

was implemented in 2014 for programs caring for WI Shares subsidy children so using 1/1/14 will bring

potential FBI check(s) for the individual.
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W Child Care Provider Portal

Welcome, Randy

Lakeland Group Centre
Arrytoen WI 45454

Background Check History E

History of Backgroud Checks

Individual
Mame  Jackie Chan
Employment Period 9/12/2019
Background Check History

From ™ I 010114 @] [ Q searcn |

4 | <2 Background Checks |

The History screen will display all checks done after the date entered in the From field.

Background Check History E

[History of Backgroud Checks

Individual
Name Jackie Chan
Employment Period 3/12/2019
Background Check History

From ® 5101714 m

Type Final Decision
Ad Hoc Eligible: 9/12,/2019 Details | [

The Details screen will show the date.

.««Y W 45454
Background Check History Details
Individual
MName Jackie Chan
Background Check
Background Check Level Caregiver
DeterminationStartDateDisplay
Background Check Type Fbi Prior To 10/1/18
Preliminary Decision Conversion
Preliminary Decision Date

Final Decision  Conversion

Final Decision Date

| J& Background Checks History |

Note that there are no Preliminary and Final Decision letters for these individuals.

Individuals Who Had Background Checks Completed
by DCF in the Past

Background check history for applicants/licensees, household members, and certification operators or
employees/volunteers in certified programs who had automated FBI/DOJ background checks completed
by DCF in the past will be brought into the Provider Portal. Only the latest check is displayed.
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Individual
Name Andy Applicant

Background Check
Background Check Level Applicant/Licensee
Determination Start Date 1/25/2018
I Background Check Type Doj Prior To 10/1/18 I

Preliminary Decision Conversion
Preliminary Decision Date :
Final Decision Conversion

Final Decision Date

The Background Check Type is DOJ or FBI Prior to 10/1/18. The Primary and Final Decisions are set at
Conversion and the Decision Dates are blank because the old system did not have this information.

iChildCare

A new portal is available for individuals who are working/residing in a child care facility or who want to
have a child care background check conducted for eligibility to work/reside in a child care facility.

An employee/resident can create an iChildCare account and once done, you can attach that individual
into your center and assign the role and employment/residency dates for the employee in Child Care
Provider Portal.

Visit the Wisconsin iChildCare Portal Information web page for further information on the portal.

IChildCare Access - Providers who have CCPP access

If a provider has already access to CCPP, the same user ID can be used in the new iChildCare.
Steps to access the new system:

Login to iChildcare using your CCPP user ID.

Enter details in the Add Personal Details page. If your record matches with an individual in the
DCF child care system, you will be sent a PIN letter that will grant you access to the IChildCare. If
there is no record that matches your demographics, you will be granted access immediately.

Note that if there has been other users who have used the CCPP user ID for your center in the past,
make sure that you change the password on the DWD/Wisconsin Logon Management web page so no

one else can view your personal background check results.

Higher Education (Training) and Contracting Services
Entities

Agencies that place practicum students/contractors into child care programs can submit background
check requests on the individuals. The system has been modified so that these entities can submit the
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requests using the Provider Portal. The Individual and Background Check related sections explained in
this user guide identify a similar workflow for these agencies to access individual information and
request background checks. However, most of the other buttons in the portal have no information on
these facilities. The Manage Facility page has the contact information for the entity. If changes are
needed, please contact the DCF CBU staff.

Effective 2/22/19, the system was modified to have the facility decision notices sent to these agencies
instead of just sending them to the individual’s home address. The Fingerprint Instruction Letters that
were previously sent to the individual, will be sent to the facility only.

Manage Facility

This section has functionality pertaining to a facility/location.

Logout

¥ Child Care Provider Portal
Welcome, Laura

Manage Facility

Facility ID
FIS Provider ID
Address

Contact Name

Phone

1123230
D217957

334 W Main St
Madison, WI 53703-3115
Laura Lake

(454) 554-5454

LMore

&

Closure
Schedules

=

Regulations

=

Prices Mailing Options Documents

$ ‘ =

The sections below explain functionality for the buttons above.

Regulation

The Portal displays regulatory information for your site/facility.

W e =38 | The Regulation Details screen includes the following information:
\Welcome, Randy
Logout
Category: This field shows the type of regulatory approval
Regulation Details granted for your facility. Types are: Licensed Group, Licensed
Current and future regulation, ages served, hours
of operation, and accreditation information Family, Regular Certified, Provisionally Certified, Public School
Regulation
Program, etc.
Category Licensed Group
Status Approved Status: Approved is the most common status for programs that
Effective From 02/29/1a . . . .
ContinuationDate  02/28/18 are licensed or certified. If the program is temporarily closed, the
Ages Served = status will reflect it. Some programs operated by a Public School
- s Board might have Converted listed as the status until a new
ey e | application is submitted to the licensing region.
wMore
Hours of Operation Effective From: This is the begin date of the current
Effective From 02/29/16 licensing/certification period.
Months Open January - December
Hours Open Continuation Date: This is the next continuation/renewal date of

the current license/certificate.
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Ages Served
This section displays the age range of children your program is licensed/certified to enroll. In the
example below, the program is approved to care for children from newborn to age 14 years.

Age Effective Period

0 Year(s) 0 Month(s) { 13 Year(s) 11 Month(s) 02/2%9/16

The age is displayed as years and months and the upper age as “through” 13 years and 11 months (to
the 14™ birthday).

Hours of Operation

This section displays the days, times and months the program is licensed/certified.

Hours of Operation
Effective From 07/16/17
Months Open January -
December
Hours Open
MON - FRI 06:00 AM - 06:00
PM
SAT - SUN Closed
Day Capacity 8
Night Capacity 0
wiMore

e Effective From: Usually this is the begin date of the current licensing/certification period.

e Months Open: For year-round programs, the months are usually January-December.

e Hours Open: Lists days of the week with open and closed times. Weekend hours are displayed in
a separate row.

e Day Capacity: The number of children the program is approved to serve. For certified providers,
this field displays the number of children under the age of 7 years that the provider is certified
to enroll.

e Night Capacity: The number of children the program is approved to care for between 9 p.m. and
5 a.m. For certified providers, this field displays the group size.

Accreditation
If your program is accredited by one of the following agencies, the name of the agency and the effective
period is displayed:

Accreditation
Name Effective Period
City Of Madison 07/16/17 -
Accredited 12/31/18
.More

By selecting “...More,” you can access history for the information.

e Advanced, American Montessori Society Accreditation (AMS)
e City of Madison Accredited
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e Council on Accreditation (COA)

e Head Start Performance Standards

e National Accreditation Commission (NAC)

e National Association for the Education of Young Children (NAEYC)
e National Early Childhood Program Accreditation (NECPA)

e National Association for Family Child Care (NAFCC)

e American Camp Association (ACA)

e AdvanceED

Although not considered an accreditation, Head Starts that qualify for an automated five-star rating in
YoungStar will be displayed as “Head Start Performance Standards” in this area.

Closure Schedules

On this screen, providers can report when the facility is closed for a short time period, such as holidays

and seasonal closures.

‘Child Care Provider Portal f—
Welcome, Pirkko:

Logout

Facility Short Term Closure
Reporting this information is for Wisconsin
Shares Child Care Subsidy and it does not take
the place of the reporting requirements for
Licensing or Certification. For example, Licensed
center closures that exceed three weeks must be
reported to the Licensing Specialist

From 12237 .J
Ta 0
Camments

Ld|
Ta 082517
Comments Cenzer closed w prepare

cissarearms for the new school yeae

~MMore

'Child Care Provider
[
Welcome, Anna

Logout

2800039412001
T 1122341
T

Moﬁify Closure Schedule

From Date

£/21/2017 &

To Date

8/25/2017 &l

Comments

Center closed to prepare classrooms for the
new school vear.

Delete 7

To add a closure schedule, select “...More” to access the Add Closure
Schedule button.

On the Modify Closure Schedule screen, enter the begin and end date

for the closure, and enter the reason in the Comments field.
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W Child Cara Provider :F ;
Porial -
Wekcome, Anna After you save the entry, you are taken back to the Facility Short Term
Logaut

Closure screen where the record is displayed.

Y Locatian 2800039412001
| E 5 1y 1D 1127341
\nap w112 J I
Facility Short Term Closure
Reporting this information is for Wisconsin
Shares Child Care Subsidy and it does not take

the place of the reporting requirements for If you need to modify or delete an entry, select the arrow icon next to

Licensing or Certification. For example, Licensed

center closures that exceed three weeks must be the closure date.

reported to the Licensing Specialist

*Value is Applicant Number - Lacation Seguance Humber

From 1242317 »
To HAAE
Comments Christmas broak
Fram 0821117 >
To a825/17
Comments Center closad to prapare

Classronms for the new sEhood year

More

Mailing Options — Electronic Notices

To save mailing costs and the environment, the department is going to add electronic options to some
automated provider notices triggered by the system effective 9/26/20. The following provider notices
are available in electronic format. When there is a checkbox checked next to the notice, no paper copy is
sent by the US Mail. Electronic copies are immediately available in the Documents section in the portal
for both paperless and paper notices.

Child Care Provider Portal \y X0
Welcome, Laura

Lakeland Group Centre
33
Madison , W

My Mailing Options

Elect to receive electronic notices.

703-3115

By checking the boxes below you choose to receive online electronic notices instead of paper mailings. You can print your notices from
Documents at any time.

Electronic Notices Background Check Eligibility Decision Letters

Background Check Invoices
Background Check Quarterly Notices

Fingerprint Instruction Letters
Provider EBT Authorization Letter

Note that the Background Check Eligibility Decision Letters includes both Preliminary and Final Eligibility
and Ineligibility letters to the facility.

Rollout

Locations with current CCPP users

Effective the evening of September 25, 2020, the system will default the mailing options for the above
notices to electronic for provider locations that have at least one CCPP user who has logged into the
Portal after 1/1/20.

Any notices generated after October 15, 2020, will be electronic unless the user has modified the
mailing options back to US Mail for the facility.
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Locations with No Current CCPP users
If there is no CCPP user for a provider location or there is a user who has not been actively using the

portal and has not logged in after 1/1/20, the above notices are defaulted to be sent by the US Mail. If a

provider later gains access to the location, the user is encouraged to opt-in to only receive the notices
electronically.

Modifying the Mailing Options

If your center wants to modify the mailing options, do the following:

1. Opt-in for receiving copies by US Mail

If your center is defaulted to electronic notices but you want all or some notices to be mailed to

you, uncheck the checkbox next to the notice.

In the example below, the center wants to receive paper copies of the Background Check
Invoices but wants to continue receiving all other notices electronically.

Background Check Eligibility Decision Letters
[] Background Check Invoices @

Background Check Quarterly Notices
Fingerprint Instruction Letters

Provider EBT Authorization Letter

2. Opt-in to receive electronic notices

If you are a new CCPP user and your center has been defaulted to receive paper copies of the
notices, you are encouraged to change the mailing option to paperless. Access the Mailing
Options page and put a checkbox next to the notices you want to change to electronic. In the
example below, the user wants the Background Check Eligibility Decision Letters, Fingerprint
Instruction Letters and Provider EBT Authorization Letter to be electronic, but the provider
wants to continue receiving the Background Check Invoices and Background Check Quarterly
Notices by US Mail.

Background Check Eligibility Decision Letters
(] Background Check Invoices

[ ] Background Check Quarterly Notices
Fingerprint Instruction Letters

Provider EBT Authorization Letter

Providers who have opted-in to receive paperless notices, will receive a message every time there is a
new notice generated for their facility.

Home \
\—
":.ﬂ:b

@ % 4

Financial Facility Details Communications Manage Facility Individuals
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The Documents link takes the user to the Facility Documents page where the new documents can be
viewed.

Lakeland Group Centre

2800040092-001
334 W Main St Facility ID 1123290
Madison , WI 53703-3115 FIS Provider ID D217957
Messages =
Messages to your facility; general state and county/tribe announcements

Facility Messages
To reply to this message, select the Contact button and use the listed agency’s information.

10/06/20 You have one or more new letter(s) or notice(s) that can be viewed in Documents.

IRead It

Mailing Options History

You can view historical information on the mailing options for your facility by clicking on the ...More link
on the bottom of the Mailing Options page. Then choose the Mailing Option History button.

My Mailing Options

Elect to receive electronic notices. E

By checking the boxes below you choose to receive online electronic notices instead of paper mailings. You can print your notices from
Documents at any time.

Electronic Notices Background Check Eligibility Decision Letters
[[] Background Check Invoices
E] Background Check Quarterly Notices

Fingerprint Instruction Letters
Provider EET Authorization Letter

Mailing Options 5aved Successfully.

The following page shows the date the mailing option was changed. The From Date is defaulted to six
months in the past, but can be changed to any date.

Mailing Options History

Mailing options history for a date range.

From E/10/2020 1] m

From To Mailing Options

4+ Background Check Eligibility Decision Letiers

9/10/2020 Electronic Only

S

Background Check Invoices

9/10/2020 Paper

S

Background Check Quarterly Notices

9/10/2020 Paper

x

Fingerprint Instruction Letters

9/10/2020 Electronic Only

S

Provider EBT Authorization Letter

9/10/2020 Electronic Only
D ————

Users with Access to Multiple Provider Locations

The mailing options are location/facility specific. If you have access to multiple sites and need to modify
the settings, you must do this separately for each site.
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Security

Users who have Owner/Director or Security Administration user profiles to the portal can update the
mailing options. All users can view the pages below.

Documents

You can view subsidy, licensing/certification and YoungStar documents in the Portal. There are two
levels of documents.

Facility Level
This section includes documents such as authorization notices, YS renewals, Fingerprint Instructional

letters, and various documents submitted to Licensing/Certification agency.

To access the Facility documents, choose the Documents link in the side sandwich menu or choose the
Communication Button from the main facility page.

W Child Care Provider Portal
Welcome, Pirkko

FIS Provider ID N/A

Facility ID 1122541
FIS Provider ID /A
Address 124 E Main 5t
La Crosse, Wl 54601
Contact Name Suzy Que-Smith
Phone (121) 212-12412

@ Fi = @

Financial Facility Details I jications ge Facility Individuals

Then choose the Documents button.

Suzy's Duchy Fadility
134 E Main 5t
La Crosse, WE 54601

Communications

Facility ID 1177541
FIS Provider D M/A

Address 124 E Main 5t
La Crosse, W 54601
Contact Name Suzy Que-Smith

Phone (121) 212-1212

= @ &

Documents Contacts Messages Baemal Links

The documents are displayed in chronological order, with the latest document on top. The history allows
you to view licensing/certification and YoungStar documents back to 2011.
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¥ Child Care Provider Portal _
Welcome, Pirkko

Logout

Documents
Documents uploaded within last 6 menths.

Date Document Type

Accreditation

09/13/17 Scanned Ers Score Sheet

EeEe

08/31/17  Provider Ebt Authorization Letter

Background Check Quarterly Notice

In 2020 the department will resume conducting annual name-based background checks on licensees,
certified operators and adult household members and will begin conducting annual name-based
background checks on caregiver and non-caregiver employees. Starting December 20, 2019, the
department will begin sending Quarterly Notices to child care programs informing them which
individuals are due for an annual name-based background check. The Notices will be sent to child care
programs around the 20th of December, March, June and September.

Licensees/operators will need to review these Notices carefully to ensure the department has the most
up-to-date list of individuals associated with their child care program. Annual name-based checks will be
conducted on the following individuals:

e Age 18 or older

e Has an employment/residency status of “current” or “prospective”

e Has completed a DCF-conducted fingerprint-based background check (or DOJ Initial on minor
employees) within 12 months or earlier.

If the list of individuals included in the Notice or employment/residency status is not up-to-date, the
licensee/operator needs to update the information in the CCPP as soon as possible. The cost of the
annual name-based check is $10 per individual. The system generates invoices every four months for the
cost of any annual name-based checks conducted during the previous four months. The invoices are
sent in January, May and September if there are billable Annual checks for the center.

A copy of the Notice is available in the CCPP Facility documents.

The notice may have multiple sections depending if any individuals associated with your program fall
under the criteria for the section. The sections are explained below.

List of individuals who have a 5-Year FBI due within the next four months

Upcoming Fingerprint Background Checks
Individual(s) scheduled for a five-year FBI background check within the next four months:
Name Role/Position FBI Check Due

RANDY RANDALL Applicant/Licensee 08/29/2019
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In addition to individuals who are due to have the 5-year check done, this section also includes the

following individuals:

e Minor employees who have had an Initial DOJ conducted but the minor is turning 18 during the
next four months.
e Individuals who reside outside WI must have the Fingerprint check done on an annual basis.

Individuals who are associated with multiple facilities, are listed in the notice to the center where the
Apply CBC Fee is set at “Yes”. This indicator is found on the Individual Details screen.

Employment/Residency Details
Effective Period 7/11/2019
Primary Role Teacher - Assistant

Secondary Role
Employment/Residency Status Current
Employment/Residency Period 1/14/2019

Apply Ongoing Background Check Fee to this
Location

Comments for this individual

The 5-year FBI due date (1-year for individuals residing outside WI) is calculated from the Determination
Start Date of the latest background check. The date is found on the Individual’s Background Check
screen.

Background Check
Background Check Level Caregiver

DeterminationStartDateDisplay 12/20/2018
Background Check Type Initial Fbi
Preliminary Decision Eligible
Preliminary Decision Date 12,/20/2018
Final Decision Eligible
Final Decision Date 2/20/2019

Note that there can be scenarios when the FBI Check Due is in the past. This may happen with facilities
that were licensed prior to the new background check rollout on 10/1/18 but the center was scheduled
to receive the Fingerprint reminders during the later stages of the rollout. If the individual has never had
an FBI check done in the past, the system uses the date the first Fingerprint rollout notice was mailed to
the facility.

List of individuals who are due for an annual name-based check

This section lists individuals associated with your program that are due to have an annual name-based
background check done within the next four months.

Upcoming Annual Name-Based Background Checks
Individual(s) scheduled for an annual name-based background check within the next four months:

Name Role/Position DOJ Check Due
LENA LANNI Applicant/Licensee 08/15/2019
SANSA STARK Teacher - Lead 08/15/2019
DANI TARGARYEN Teacher - Lead 09/05/2019
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DCF temporarily stopped conducting the name-based checks in 2018 so there will be individuals who
have the DOJ Check Due Date in the past. These will be automatically conducted in early 2020.

The system schedules the DOJ annual checks 12 months after the last FBI check Determination Start
date. Then annually thereafter. The annual is skipped during the year the 5-year FBI is done. No
individual will have both the DOJ and FBI due within the same calendar year.

List of Individuals who have had the annual name-based check conducted within last three months

This section lists all individuals associated with your program who have had an annual DOJ name-based
check conducted. The initial mailing in December will mostly have minor employees listed

Completed Background Checks
Annual name-based background check(s) have been conducted on the following individual(s) associated with your
facility within the last three months. You will receive an invoice for any of these checks you are yet responsible to

pay for.
Name Role/Position Latest DOJ Check
CAROM CASITTA Student Intern 12/17/2019

The program will be invoiced for these checks. Note that there are scenarios with newly
licensed/certified programs when the $10 fee has been already paid by the provider/operator. The
system will not include these in the invoicing.

List of Individuals in Prospective status associated with the program.

This section lists all individuals associated with your program who have prospective status whether their
background check is due or not. Please make sure that their status is updated once the

employment/residency status has been made.

Prospective Employees
The following employee(s)/resident(s) associated with your program have prospective status. Please update the
status once the employment/residency decision has been made. Note that annual name based checks are
automatically conducted on these individuals and your center may be invoiced for the checks.
Name Role/Position Prospective As Of

BHA RATHI Administrator 10/26/2018

Individual Level

This section includes Preliminary and Final Decision letters on individuals whose background checks
have been completed. To access the Eligibility letters for an individual, choose the individual from the

Individuals List.

Logout
Individuals
Individuals at this location E
Name IC Role(s) Employment Period Background Check Status
1 Test Testington Teacher - Lead Details |
Tony Text Driver 08/26/19 Pending Details |
Rin Tintin Director 010119 Eligible
Theresa Toddlerteacher Teacher - Assistant [} 09/01/18 Incomplete Details |

84



Child Care Provider Portal (CCPP) User Guide

Then choose the Individual Documents button.

W Child Care Provider Portal ey
ogout

Welcome, Pirkko

=

Individual Details

Details
Name  RinTintin

Address 201 East Washington Ave
Madison, W1 53708
Primary Phone  (608)444-2623 ( Work)
Email
County/Tribe Dane County
Mare

Background
Check Request
Form

Fingerprint Code

4| & Individuals |

Individual
Documents

e
Alizses Names Background
Checks

The Individual Documents page lists the Eligibility letters sent to the facility on the individual’s eligibility.

Documents

Date Document Type Comments

10/08/19 Facility-Final Eligiblity For Individual View | B

10/07/19 Facility-Preliminary Eligibility For Individual view | -

Invoicing for Annual Name-Based Background Checks

Every four months (January, May and September), the system sends an invoice to the provider location
if there are pending fees for annual name-based checks conducted on individuals attached to the
provider location since the last billing cycle. The invoice may include individuals who are no longer
associated with the center if the individual was active at the time when the annual check was done.

Example: Joe was working at Center A starting 1/2/20. The Annual was conducted on Joe on 1/10/20.
Joe ended employment at Center A on 4/30/20 and started a new job in Center B. The May invoice will
include Joe in Center A’s invoice because he was employed by that facility when the annual was done.

You can pay the invoice by either using the e-payment system (Financial screen) in Provider Portal or by
sending a check or money order to the address listed on the Remittance slip attached to the invoice.

30/60 Day Invoice Reminders

The payment for the invoice is due within 30 Days from the Invoice Date. If no payment has been
received, a 30-day Past Due Notice is sent when 60 days has passed from the Invoice Date. The 60-day
Past Due notice is sent when 90 days has passed from the Invoice Date. The balance must be paid before
a license can be renewed. If payment has not been received and a provider closes, the balance is
referred to Department of Revenue for collection.
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Prices

See My Child Care Prices section under Financial.

Communications

This page has links to various pages that include communication related topics such as documents,
announcements, etc.

Communications E

Facility ID 120856
FIS Provider ID D205258
Address 205 Corporate Dr
Madison, WI 53714-2408
Contact Name Rﬁ.a Randall
Phone (-
Mord

[

Documents Contacts Messages External Links

’@’69

< # Home ’

Documents

See the Documents section under Manage Facility.

Contacts

The Contact screen displays the following:

e Regulation (certification or licensing): Name of the Licensing/Certification Specialist assigned to
your center. If your center is licensed, the phone and address for the licensing contact is also
displayed.

e Caregiver Background Check Unit: General contact information for the DCF CBU is provided.

e YoungStar: If a Technical Consultant has been assigned to your program, the name of the
consultant with office address, phone, and fax are displayed.

e Wisconsin Shares: Contact your local Child Care Coordinator. View the list of Coordinators.
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Messaging from DCF Child Care Background Unit

Providers can now view messages sent from the DCF Child Care Background Unit pertaining to
background check related issues. At this time, the provider cannot respond to the messages using the
portal. The responses can be submitted to:

DCF Child Care Background Check Unit
PO Box 8916

201 E Washington Ave, Room E200
Madison, WI 53708-8916

Phone: (608) 422-7400

Fax: (608) 422-7155

Email: DCFPlicBECRCBU@wisconsin.gov

If there is an unread message at the portal, the Communications button has a message indicator (red
circle with a number of unread messages). Also, partial text of the message is displayed below the Home
page title.

. Child Care Provider Portal
Welcome, Randy

Facilit 0856
FIS Provider ID D205258

or
i, W1 557142408
Home

[This message is a respons ... Read More||

Facility ID
FIS Provider ID
Address

Contact Name
Phone

120856
D205258

205 Corporate Dr
Madison, WI 53714-2408
Rita Randall

0-

—.More

Financial

= )

Communications Manage Facility

‘ Facility Details

Individuals ’

You can access the message by either choosing ‘Read more...” link or by choosing the Communications
button. The Messages page shows the entire message.

W child Care Provider Portal

Welcome, Randy

Logout
3500036563-001
Facility ID 120856

FIS Provider ID D205258

Messages

Messages to your facility; general state and county/tribe announcements

Facility Messages

Message From Child Care Background Unit

07/03/19 This message is a response to Doris Director's phone call to the Background Unit on Xx/XX/XX. ..

IRead It

After you have read the message, choose ‘I read it” button. By marking the message read, the message

cannot be modified or cancelled by the worker.
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After the message is marked read, it is moved to the message achieve. To access prior messages in the
archive, choose the ‘...More’, link on the bottom of the Messages page.

' Child Care Provider Portal

Welcome, Randy

Logout
Randy’s Preschool Fis 3200036563-001
205 Corporate Dr Facility ID 120856
Madison , W 53714-2408 FIS Provider ID D205258
Messages
to your facility; general state and c y/tribe E
Facility g
There are no unread messages.
Then choose the Prior Messages button.
g 2 D
Chijl Care Provider Portal AV
Welcome, Randy
Logout
Randy’s Preschool Fis 3800036563001
205 Corporate Dr Facility ID 120856
Madison , WI 53714-2408 FIS Provider ID D205258
Messages
to your facility; general state and county/tribe E
Facility M g
There are no unread messages.
Prior Messages >
=l 858

The following page defaults the search time period for the last three months, but the time period can be
modified by changing the dates in the From and To date fields.

¥ Child Care Provider Portal ~i
Welcome, Randy
Logout
3800036363-001

Facility ID 120856
FIS Provider ID D205258

P, Sl |

7/3/2019

From

To

R | | [ Messages I

The History page lists all read messages received within the time frame.

Child Care Provider Portal AP
L 4

Welcome, Randy
Logout
3300036563-001

Facility ID 120856
FIS Provider ID D205258

From 4/3/2019 m

To 7/3/2019

Message From Child Care Background Unit

07/03/19 This message is a response to Doris Director’s phone call to the Background Unit on xx/xXx/xXx. ...

Message From Child Care Background Unit

07/01/19 test, modified test.

Message From Child Care Background Unit
07/01/19 test

ge From Child Care Background Unit
06/27/19 test, test, test, lkasdjf lasdkfjlkasdfjlsdkfjasldkfjasklf] salfkjasldkfj askldfjaskldfj asdklfjasdfkja sdifk asdfklj asdklfjasdfjk
asdfklj fsd

The lower portion of the Message page displays County/Tribal and Statewide announcements. To
expand the messages, choose the arrow.

88



Child Care Provider Portal (CCPP) User Guide

Mnnoum:ements

¥YS Adjustment increase - 4-5 Star Programs

Effective 7/1/19, the ¥S adjustments for 4 and 5 star will increase....

[County / Tribe JAnnouncements

|_m Adams County
| Y Dane County
| v Milwaukee County

External Links

This button takes you to various external links.

W Child Care Provider Portal

Welcome, Randy
External Links
[ —
YoungStar Public Search

mnm«'oml“ : ‘ ‘ > I

Child Care Registry 3"\
Régity " ’

Child Care Resource & Refarral | >
Agencies (CCR&RS)

MyWIChildCare Provider Resources » l
< ® Communications. ]
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