School Readiness Assistance | SRA

Provider Portal User Guide

Table of Contents

REGISTER AS A PROVIDER........cccciieeuseeeseesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnns 2
COMPLETING THE REQUIRED TRAINING .....cccceeieeeunaaeeaeeesssssssssssssssssssssssssssssssssssssssssssssssnsns 6
ATTENDANCE ENTRY ....ccceeeeiueeeeseessssssesesssssssssessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssns 8
BILLING — IN PROCESS AND REVIEW..........ceeeiiieeaeeeeisesssaessssssssassssssssssssssssssssssssssssnssssssssns 9
ADDING A NEW USERTO A FACILITY ....uuueeeeeieieeeeeessecasaeesssesssasessssssssssssssssssssssssssssssssssnans 10
INCLEMENT WEATHER BILLING .......uuueeiiiieeaeeeeieeiseeeeesseasasesssssssasessssssssssssssssssssssssssssssssnnns 11
PROFESSIONAL DEVELOPMENT ........cueeiiiieiaeeeeieesaeseessessasssssssssssssssssssssssssssssssssssssssssssssnns 12

DIGITAL LOCKER ....ccocetteseesensasaseeseesassassaseesassassassesessassassossssassassasssssssassassssssssssassassssassassas 13




Register as a Provider

To register as a provider, first visit the portal access page and click on, “Go to Facility
Administrator Registration.” See image below:
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Username or Email o
Are you a new user?
-] Enter your details on the registration form to start the
process.
Password
B ¥ Go to User Registration

Bl Are you a facility administrator?

Search forgh your details,
#] Login W R

» Go to Facility Administrator Registration

The next page will ask for your facility license number as well as an email address. This
email address should be the same as the one entered in the ELS system:

[ Register your Facility administrator account

Enter your facility information
Facility License #

14850

Email Address (This Email should be same as the ELS Email)

facility14850@email.corm| -
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Click “Get Facility.” This will begin a lookup process behind the scenes to verify that the
facility number is attached to the correct facility. If the information presented looks correct,

click “Confirm” at the bottom of the screen:
v @ SRAPomal| x
- C % uatsraadearkansasgov/Login/ProviderThandler=Gather

Enter your facility information

Facility License #

1485

Email Address (This Email should be same as the ELS Email)

facility14850@email.com

LSl

{3 Facility Details

Facility
Facility 14850
Facility Type
Child Care Center
Address
1005 Oak St
City State
Pocahontas AR

Are you sure 1o create an adminstrator account for the above facility 7

_

Zip Code

®r Bo O

You will next create a password. The conditions the password must meet are all presented

on the screen:

Child Care Center

Address
1006 Oak St
City State
Pocahontas AR
m, . -
|- Register your Facilitator account
B Information
First Name Last Name
Email Phone Number
facility14850@email.com
Create password
Password Re-enter Password
=
Password Conditions: Validations:

& Minimum of 1 upper case character
@ Minimum of 1 lower case character
@ Minimum of 1 number

@ Atleast 10 characters

® Minimum of 4 letters

® Minimum of 1 non-alpanumeric character (ex: &
comm

Zip Code

72455

@ Password conditions met

® Re-type password match with new password



Once you have entered a password and submitted the form, you will receive a confirmation
page:

Success! An email has been sent to your email account for verification

From here, you will need to check your email to confirm your email address:

@ O O N K Qfn~ O v
donot_reply@ade.arkansas.gov via 3 ke [ New ]

W To ade.devopsalent@ade.arkansas.gov, c940deBd.ardoe us@amer.1eams.ms

School Readiness Assistance (SRA) Notification

A ARKANSAS
DEPARTMENT OF EDUCATION

Account Regi o) tion
Hello Jane Doe,
punt. To finish the registration, please confirm your email address by clicking the button below.

Confirm your email address

Office of Early Childhood
Four Capitol Mall
Little Rock, AR 72201

Note that once you have received a verified email, OEC workers will still have to approve
your first log in. This may take up to 24 hours.



Once that process is complete and you are able to log in using your username and
password, you will be asked for a PIN number that will be sent to your email address with
each login. Below is an example of what that email will look like:

donot_reply@ade.arkansas.gov via email 1053 AM [ New ]
“' To: adedevopsalen@ade.arkansas.gov, ¢340de8d ardoe us@amerteamsms

School Readiness Assistance (SRA) Notification - Login PIN

ARKANSAS
DEPARTMENT OF EDUCATION

Login PIN Notification
Hello Jane Doe.
nter the w code to complete the login verification.
085335
De code willexpire in 6 minutes.
If you did not try to login to your School Readiness Assistance (SRA) portal, it is best that you reset your password now.
Arkansas Department of Education

AL f Tk AL e d

Next, you will be asked to create three security questions. Once you have done so, you will
be taken to the home page.

Below is an example of the security question creation page:

@ Security Questions
Please answer the security questions.

Question 1 Answer

In what city did you meet your first spouse/partner’

Question 2 Answer
In what city did your parents meet? W Test
Question 3 Answer
In what city was your father born? hd Test

~ Submit



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 one of two reasons:
1. Initially - Once an account has been created
2. Annually - When training is due
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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

i a2

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.
School Readiness

Assistance @®Ping B Eg:',‘(:" ] (B::glégmund ## Attendonce @i Bilingv  / Maintenance v | Reports & Training @@ Ticket &
Provider Portal

® New Participant Training

® To porticipate in the CCDF voucher program, participants must compiete 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

1. 2,

P Begin Initial Training Exam

3.




Button Functionality:

1.

2.

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

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

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.”

School Readiness =
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Billing — In Process and Review

To view billing information, the user will click "Billing" from the top menu structure.

School Recdiness Asaistance ®ping BDigholLocker B Background Check  ## Attendance  BiBiling~ S Maintenance~  [£ Reports W Training S Ticket & Jane Doe v
-

$ Pending Processing

@ Review

#4 Attendance Entry

# Inclement Weather

Select "Pending Processing" 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:

@Png  BDgnoilocker BBockgroundCheck  hAttendonce MBingv  SMontenoncev [ Reponts  WBTrong M Ticket R JaneDoe v

#Service Days Pending Processing
Days Pending
Amount Pending
Chid Nome. e — Casehood Name Service Date Attendance Type Amaunt Bited Dats
1 - 53
oF 2, s
R Focilty 14850 1006 Ook 51, Pocohontos, AR | (Focity i 14850) © Change Facity

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:

@Billing Review N
Active Authorizations  Historical Authorizations
Q_ Search by keyword
Child Authorization Casehead Service Service Days Amount Days In Amount in Days Amount Totol Days Total Amount
Name # Name Dates Days Pending Pending Process Process Paid Paid Billed Billed

Na resuits found

10 Showing 0 to 0 of 0




Adding a New User to a Facility

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 =

222 Users

A Facility Profile

On the next screen, the Administrator will click the Add New User button.

School Readiness -
Assistance @®pring B Es%‘ﬁglr -] gﬂ:‘éﬁw""d ## Attendance B Biling~  # Maintenance ~  |= Reports @ Training B Ticket

Provider Portol

Additional Portal Users

Facility Directors may allow additional users access to their facilities. “
+ Add New User

Q, Search by keyword All Users v

Last Name 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.



Inclement Weather Billing

To create a request for Inclement Weather Billling, select Billing = Inclement Weather.
Next, select “Create New +” in the upper right corner.

s2) School Readiness Assistance

Provder Portol

% Inclement Weather Billing » @

Facility Name Owner Name Date of Closure Created By Created Date Status

®Ping M@ Digital Locker B Bockground Check  #4 Attendonce B Biling~  /Maintenance v  [EReports We Training S8 Ticket & Jane Doe v

No items found

Fillin the required information, which includes the date of closure, the reason for the
closure, and a narrative explanation:

@ School Readiness Assistance
Provader Portal

®Ping BDigitalLocker B Background Check  ## Attendance B Biling~ /& Maintenance v IE Reports W Troining M Ticket & Jane Doe v

Owner Name Facllity Name License Number
John Doe, Jane Doe Facility 14850 14850

Date of Closure Reason for Closure
1111/2024 )

Explanation *required

| /

[ Attachments

File to Uilnﬂd

Once you have filled in the required information and added any desired attachments, you
may either save or submit the request.



Professional Development

To record professional development, select Billing from the bar at the top, then select
Professional Development. Next, click “Create new +” in the upper right corner:

School Readiness Assistance ®Ping SWDighal Locker B Bockground Check @4 Attendance  @Billingv & Reports  mxTraining @B Ticket & Test User v

Provider Portot

] Erofessionul Development Schedules Create new + '

—

Year Training Date Explanation Created By Status

No items found

Once you have done so, a small popup will appear that asks for the date and a brief
explanation about the training. Fill in this information, and then click, “Schedule.” See
image below:

&) Schedule Professional Development

Explanation

Once you have scheduled the training, a full screen scheduler will appear:

@ gf:‘;",':f}wi"“’ Assistonce @®Ping  BDigitalLocker B Bockground Check 44 Attendance B Blling~ = Reports W Troining S Ticket & Test User v

4 Back

) Professional Development - 11/29/2024

Dote
& Uplood new file
11129/2024
Explonation
November Training Schedule

From here, you may add additional narrative, upload attachments, save the draft, or submit
the scheduling information.



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:

School Readiness 8

O Digital
Assistance @ Pin, 8 oo
Provider Portal J Locker

Sani

(] (B:gglé round o2 Attendance  BIBilingv & Maintenance v (= Reports 1@ Training @B Ticket &

= Digital Locker

Upload a File Document List

vee B. Download Zip

File Name Type Notes Uploaded By Upload Date
Notes (Optional)
° Anti-Fraud Ackr pdf  CCDF Agreement Copy SN  10/09/2024 03:22 PM
° ArkansasIDEAS.pdf General Communication Docs s._ 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.



