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Completing the Required Training

Facilities enrolled with the Office of Early Childhood are required to complete training on
an annual basis. When training is due, a red banner will appear across the top of the home
screen.

This banner will appear for a few reasons:
1. Initially — Once an account has been created
2. Annually - When training is due
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The Growing Tree Academy, Inc. (Facility ID: 31224) @

/\ Initial Training Due
The CCDF Participant Agreement Initial Training is available to be taken on the Training page
If you are not the appropriate person to complete this training, please notify your facility owner/director.

For questions related to CCDF Participant Agreement Training, please contact Patricia Johnson at 501-320-8989 or Patricia.M.Johnson@ade.arkansas.gov

To complete the training, the user will click the blue button to the right of the Facility name
(circled in red). The user will be taken to the training page for new participants.
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® New Participant Training

® To participate in the CCDF voucher program, participants must complete the Participant Agreement training, pass the corresponding exam, and submit all required
documention for review.

When you have reviewed the training material to your satisfaction, you may begin the exam. Upon passing the exam, you will be allowed to upload the required documentation.

& Download Training Resources & Download blank Participant Agreement Certificate of Authority

% 2.

P Begin Initial Training Exam

3.

Button Functionality:

1. Download Training Resources: Clicking this button will download the information
packet from which the Participant Agreement exam is taken

2. Download blank Participant Agreement Certificate of Authority: Clicking this
button will download the six-page form required for enrollment in the Childcare
Development Fund Participant Agreement

3. Begin Initial Training Exam: Clicking this button will begin the exam

Attendance Entry

If the user would like to enter student attendance, in order to request payment, they will click
“Attendance” from the top menu structure.

#4# Attendance

To enter Attendance, the user will first determine the day of the week for which you would like to enter
attendance. Under each day, the user will select “Regular” or “Absent.”
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A4 Attendance Entry

oo B

Authorization Oct 20, Oct21 . Oct22 . Oct23. Oct 24, Oct 26,

Sundy' Monday . Tuesday ' Wednasdu;r Tllursduf Suturduv'

LEWIS, ZOEY maaose Reguior | [ﬂ| [ Reguiar [m—em]
CARTER, DAKLEY 14336349 Regﬁ‘@ Regulor @
BRIDGES, ELIJAH 14&19219 Regular @| Regular @|

mﬂg{lg' 1-’;:‘423229 [chuImJ Absent Rugulm] nusemJ
BOGGAN, SILAS 14433?46 Regulor | | Absent [ Reauor | [(Apsent |

Billing — In Process and Review

To view billing information, the user will click "Billing" from the top menu structure. There
are two options to select from.
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$ In Process

©Billing Review @ Review

Active Authorizations Historical Authorizations

Select "In Process" to view the bills that have been submitted and are currently In Process.

On this page the user will see the Child's Name, Authorization #, Casehead Name, Service
Date (the date for which you are requesting payment), Attendance Type, Status, the Rate at
which the Facility will be reimbursed, and the Date on which the Bill was sent.
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#4In Process Billing

Days in Process: 2
Amount in Process: $0.00

Q, Search by keyword

Child Name Authorization # Casehead Nome Service Date Attendance Typa Status Rate Billed Date
CAMPBELL, VIOLET 1418395 HUNTER SUMNER 10/21/2024 Absentee Billed $0.00 10/22/2024
SUMNER, TOMMY C 1418388 HUNTER SUMNER 10/21/2024 Regular Billed $0.00 10/22/2024

1 10 v Showing1to2of 2

Select "Review" to see a summary of both Active and Historical Authorizations, including
their Service Dates, how many Service Days the Casehead has/had, how many Days have
been Billed, and how many Days are In Process.
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Active Authorizations Historical Authorizations

Q. Search by keyword

Child Name Authorization # Casehead Name Service Dates Service Days Days Billed Days in Process Total Billed
CAMPBELL, VIOLET 1418395 HUNTER SUMNER 07/01/2024 - 10/31/2024 88 1 Q
AUSTIN, ELIJAH | 1449235 MICHAEL LAUNIUS 08/14/2024 - 10/08/2024 40 [+] 0
AUSTIN, ELIJAH | 1459574 MICHAEL LAUNIUS 10/09/2024 - 01/09/2025 &7 0 0
BRIDGES, ELIJAH C 1441921 ASHLEIGH M BRIDGES ~ 09/04/2024 - 02/28/2025 128 0 0
MARTIN, PAISLEY M 1442322 CALEY E GLASS 08/01/2024 - 01/31/2025 132 0 a
BRIDGES, ELIJAH C 1441919 ASHLEIGH M BRIDGES 09/02/2024 - 09/03/2024 2 0 a
TURNER, SEMAJAE 1450379 BRITTANY CARR 08/19/2024 - 11/05/2024 57 0 a

Adding a New User to a Facility

In order to add a new user to the Facility, the Administrator will need to locate the Users
tab via the Maintenance drop down from the top menu structure.

& Maintenance v =

a8t Users

A Facility Profile

On the next screen, the Administrator will click the Add New User button.
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Additional Portal Users
Facility Directors may allow additional users access to their facilities. “
+ Add New User |

Q, Search by keyword All Users W

Last Nome First Name Email Email Confirmed Date Granted Date Revoked

No results found

< > » 10 Showing 0 to 0 of 0

The Administrator will fill out the appropriate information to have that user added to the
Facility.

Digital Locker

The Digital Locker is the repository of all the documents that are uploaded to the system.
Documents that are uploaded will remain here for future use.
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Upload a File Document List
Type

[E. Download Zip

File Name Notes Uploaded By Upload Date

Notes (Optional)

o Anti-Fraud Ackr pdf CCDF Agreement Copy Sandy Summerss  10/09/2024 03:22 PM

o ArkansasIDEAS pdf General Communication Docs Sandy Summerss  10/09/2024 03:22 PM
File Upload

T, Browse file...
« < 1 » » 10 v Showing 1to 2 of 2

To upload a document, the user will first need to select a file Type from the dropdown on
the left-hand side of the screen. Types of documents include CCDF Agreement, Facility
Closure Notification, General Communication Docs, and Other.



Additionally, the user has the option to add any applicable Notes. Once those are updated,
the user will locate their file and upload to the Digital Locker. Once successfully uploaded,
the new file will be visible in the Document List.



