Quick Reference Guide * RIBr dgE‘S

Overview

The CCAP Provider Portal is for CCAP Approved Providers to process enrollments for CCAP Approved children,
submit attendance for those enrollments, and to view reports related to enroliments and payments.

This Quick Reference Guide provides an overview of how to log in, enroll a child, search for and submit
attendance, and view reports and correspondence.

Logging In

1. Access the CCAP Provider Portal at the following URL: https://www.ccap.dhs.ri.gov
2. Enter your Login ID and Password (provided to you by DHS)

3. Click Submit
[ https:/fems.coap.dhs.r »
< C | & Secure | hiwps//www.ccap.dhsri.gov/CCAPWeb/lagin js| | I
Enter your login and password
Legin Id:
° 2
Password:
Submit 3
4

4. If you forgot your password, Click on Forgot your password?
a. Enteryour UserID
b. Enter your Provider ID Forgot Password

c. Enter your Email Address

d. Click Submit

i. A new password will be emailed to
you; it will expire in 24 hours. S—
Note: If you have two failed login attempts, use the —
forgot password link to avoid getting locked out. If you
get locked out, send an email to —_—
DHS.ChildCare@dhs.ri.gov requesting a password reset
accompanied with your user id, provider id, name and P
phone number.
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https://www.ccap.dhs.ri.gov/
mailto:DHS.ChildCare@dhs.ri.gov

Provider Home Page

Overview

The Provider Home Page displays provider information, messages and navigation to other screens.

Provider Home Page m=w»

@ Frepel bt Oreop Enrollment  Astendance Correapondence Ruporty Masszgna Contact Uy

Provider Iaformation: Tax ID} Number:

DCYT License Numbser:'

Provider Name Previder Typa:CCAP
Provider Address Provider ID=

Provider City, State Zip Number of DHS Children Farolled:4

DCYF Licensed Capacity:§
STAR Rating:]

Effsctive Start Date:0630 2013
STEP Fating:]

Effective Start Date: 06 30201%
Provider Payvment Bate:

Unios Duss Percantags: 1 15%:
Provider Phone Number FAC Amcune:1 51

Provider Email Address

Contact Information:

Providas 1 Cosdmans
A CAn O eni and i':-\.'-!‘.'..' L '“-\.':::._'-rl.'.:J.:'.:
Broadcast Messages
Eraadiniv Drmie Rootis el

Mezzage Center

E'I:i.hzl':. Mame
General Matioe Subject

& @

= T
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Enrollment

Overview

The Enrollment screen displays a list of children already enrolled with the provider and allows the provider to:
a. Search for a specific enrollment
b. Disenroll existing enrollments by Clicking on the Disenroll link
c. View/update existing enrollments by Clicking on View/Update link
d. Create new enrollments by Clicking on Enroll New Child button

Srst o Fonoeie ko PORTUGUESE | SPANIEH | EMGLISH
o Department of Human Services CHANGE PAS

Provider Mame LD

Child Enrollment Summary =

Home Group Enrollment Attendance Correspondence Reports Meszages Contact Us

Child Enrollment

Camficars Numbsr Las Hame Fum Nams
a
Search Reset
Certrficate Ape i in Enraollment Enrollmest Current Copay
aEs DOB - E]Iﬂhllll_f tﬂ-]]l.\'ﬂlll i AcCtons
Iuamber Groap Statn: Start Diarte End Duase - Histary
Ameunt b

PEDTL DR ELIE LT m
ame Ll Infans Eligible EEIEL L LR 0.0 L.
Q) (g
Daseneell

URHEARY  Name UR/NASRRUY  Toadler  Eligible AL AT 0.0 .L

URHUARE  Name AL Fre- Eligitils AR 500 'L Disenroll
Schoel Visw Updars

U¥HERRE  Mame /R Rauy Fre- Eligible TR LTI 50,0 '&' Diisenroll
Schiosl View Updars

Enroll New Child d
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Enroll New Child

After Clicking Enroll New Child on the Enrollment screen, the Enroll New Child screen will display.

1. Enter the Certificate Number provided.
Note: When a child is authorized for the Child Care Assistance Program (CCAP), a certificate number is generated
automatically and provided to the family. The provider should request the CCAP page of the family’s Benefit
Decision Notice to obtain the Certificate Number and the child’s authorized hours and age category or the family’s
Pending Certificate Notice; a Pending Certificate is proof of the family’s application not a determination of
eligibility, an enrollment can be processed, but if eligibility is denied it is the responsibility of the family to pay for
CCAP services rendered.

2. Select the Child Name from the pre-populated list of children associated with the certificate number.
Note: Once the child’s name has been selected, a Certificate Summary will appear.

3. Enter the Enroliment Start Date and the other information in this section.
Note: This date must always be the Sunday, if the child starts on a Monday — Saturday the start date should be the
Sunday prior.

Enroll New Child s

Home Enrollment Group Enrollment Attendance Correspondence Reports hlessages Contact Us
Certificate Number * Child Name *
i I child Mame 1 H « |2

Parent Name: Parent Name Eligibility Start Date: 01/27/2019

Eligibility Status: Eligible Eligibility End Date: 10/052019

Application Date: 05/05/2014 Recertification Date: (:9/30/2020

DHS Office: Providence DHS Awuthorized Hours : Full Time

Office

Family Share: § 0.0

Enrollment Stant Date

Iz the child related to you? * Where iz the child care provided? * 3
Yes Ne -Select- j v
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4. Enter the Child Care Schedule

Note: Select one or multiple day(s) of the week and enter the starting and ending time in From and To boxes
respectively. Enter time in Time Slot 1 and if needed in Time Slot 2.
5. Click Update Attendance Hours to save the attendance. The saved hours are displayed in a table at the

top of the section.

Note: Repeat Steps 4 and 5 as needed.
6. Select Yesor No
7. Click Submit to enroll the child.

Note: If the child has an existing enrollment with another provider, the system will provide a warning asking you if
you would like to proceed with the enrollment. Select OK if appropriate, then you will be prompted to provide a
Disenrollment Date, this date should be the Saturday date prior to your Sunday Enrollment Date.

Child Care Schedule
Seart Time End Time Haours
O 00AkE 04000 200
Sunday
O-00ANE -0 00
Saturday
D7 00An DEAEAM 145
Aondsy
03-000NL (00PN 3400
Monday
ay 07 00An DB-45AM 145
Tuexday 03 00FM O-D0FNL 3-00
Wednesday 07 00AM DE:45AM 143
Wednexday D3-00FL D:DOFML 3:00
Total Enrolled Homrs : 30 15k
Enter Actual Hours Attended
Sundsy Meonday Toesday Wednesday Thursday Friday Sxturday
Tizaw Slat 1 Time Slat 2
From -Selet \"| - -Sele: "b"| - .I'-LI"-"I|:‘] L From -Sele: '¥"| * Laledv| - J’nMEl L
To Seleve| v | | Selev] v | amMM ¥ | Te Selev| v | [ Seledv] ~ | [ aM[M] ~
Update Attendance Hours
Da you want to enroll another child on this certifieate numberT? Yes Ha

. -

Page | 5

Revised: November 20, 2019



View/Update Child

After Selecting the View/Update link on the Enrollment screen, the Enrollment Details screen will display; you
can view the enrollment details and/or update the enrollment.

Enrollment Details =

Homs Enrollment Group Ezrelimezt  Attendamce Correspondence Reports Miessages Conmact Uy
Enrollment Details
Cemificate Mumber Child Name
FEEBAAE Chile’s Mame
Ceruficate Summany
Parent lvame: Parenk Hame Eligikakity Stast Date: 042171019
Elipthility Seanss: Eligikle Eligibility End Diaba-
Application Date: 00232009 Fecenification Date: 03312020
DHS Office: Provadence DHS Awthonzed Howrs: Full Time:
Cifice

Cunrrenit Copayment Amount: $ 0.0 L4

Enrcllment Start Date:

05192019

I& the child related to you? Where 1= the child care provided?

MO Provider's Home

Child Care Schedule Total Emrolled Hours 380

Dy Start Time Emd Tt
Areiry iR LT | e Y
Tromdar DT HAM s 0
Tadsaidey pELTLY | iRk X
Timudey i pR LY | -l
Frider O BEANL (- PR
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Below are the steps to update an enroliment:
1. Enter the Change Effective Date
Note: This date must be either the Sunday of the current week or a Sunday in the future.
2. Click Next
Note: This will bring you to the Update Enrollment Details screen.

Change Enrollment Details

To change the enrollment details for this child (e.g., is'her childeare schedule), please do the following:

1. Select a change effective date (date for which the updated enrollment details will become effective) This
date must be either be the Sunday of the current week or a Sunday in the foture.

2. Click Next.

Change Effective date
111712019 |

BACK NEXT 2

3. Enter the required information.

Update Enrollment Details ==

Hiek Enrellmesr Capup Exrpllmest  Amesdisce Cormespeadents Fobpeati IR T Cozo Uy
Certaficate Mumber Chald Mame
1562330 Jonuel Bxez-Saca
Certificate Summary
Parend Mamme- Paraen Hare Elighbilsty Start Dage: 04712018
Applcanon Date: 047332019 Becernficaton Date: 037312020
DHS Dffice: Provudence DHS Avthonzed Howrs: rull Tima
Ofice

Corvemit Copayment Amount: § 0.0 {0

Enrollment Start Date

11172009
Is thee: child related to you? Where is the child care provided? * 3
Tes Mo S 3 -
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4. Enter the Child Care Schedule
Note: Select one or multiple day(s) of the week and enter the starting and ending time in From and To boxes
respectively. Enter time in Time Slot 1 and if needed in Time Slot 2.

5. Click Update Attendance Hours to save the attendance. The saved hours are displayed in a table at the
top of the section.
Note: Repeat Steps 4 and 5 as needed.

6. Click Submit to update the enroliment.

Child Care Schedule
Start Time End Time Hours
09:00AM 05-00PM 8:00
Sunday
09-00AM 05:00EM 8:00
Satarday
07-00AM 08:45AM 1:45
Monday
03:00FM 06:00EM 3:00
Monday
07-00AM 08:45AM 1:45
Tuezday
Tuesday 03:00PM 06:00PM 300
Wednesday 07-00AM 08:45AM 1:45
Wednesday 03:00PM 06:00PM 300
Total Enrolled Hours - 30.15Hrs
Enter Actual Hours Attended 4
Sunday Ionday Tuaszday Wednazday Thursday Friday Saturday
Time Slot 1 Time Slot 2
From -Se.e: . -Sele: v | [ A | From -Sele: v -Sele-: - m.t .
To -se.e: . -Sele: v|[amM ] To -Sele: . -se|e-: v m.t v
Update Aftendance Hours 5
BACEK SUBMIT &
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Disenroll Child

After Selecting the Disenroll link on the Enrollment screen, the Disenroll Child screen will display.
1. Enter the Disenrollment Date
Note: This date must be a Saturday.
2. Click Submit

Disenroll Child Close X

& Enrollment Change

To change the enrollment hours without disenrolling the child, please click "Close" and select
"View/Update" on the Child Enrollment Summary page.

Enrollment Date: Disenrollment Date
11/24/2019 1

CLOSE SUBMIT 2
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Attendance

Overview

The Attendance screen displays a list of past attendance billing sheets, complete attendance billing sheets for
the current batch (or pay period), or complete back-billing attendance sheets.

Hyperlink types:
a. Report —These reports have not been submitted and can be edited.
b. View —These reports have been submitted and cannot be modified.

Attendance Report Summary =

Home Enrollment Group Enrollment Correspondence Feports hMeszages Contact Us

Attendance Report Summary

Select Year:

2019 o

| Search || Reset |

Batch Fiscal Year Week One Bezin Date  Week Two Begin Date  Statms Attendence Due Date  Status change date  Actions

13 120 11032019 1110012 Crenerated 11222019 11112012 a
11 20 10207019 102770018 Paid 11082019 1V1E2018 iew

12 120 10202019 1027720012 Cancelled 11082019 11132012 b
11 20 10062019 1071370018 Generated 1072572019 1142018 Eepart

11 120 10062019 1071320012 Tamad 10252019 117042012 Yiew

10 1020 09229 0029 1R Cancelled 101129 1r1s2oe View

10 120 0922719 002070019 Tzmad 10112019 1222018 Wiew

o 1020 I90E 9 0o 1R 1R Tazad 09272019 10072018 View

B 120 022571019 0001012 Tzmad 09132019 0232012 Yiew

7 1020 ME1Le DE182018 Tamaad 023072019 02082018 Wiew
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View Attendance Report

After Selecting the View link on the Attendance screen, the Attendance Report Details screen displays with the
submitted details.

Attendance Report Details  me

Home

[ \ Please Note

Onee your atlendances report is submitted it can snly be modified to upload or edit absence notices. For other updates to a
submaitied attendance report, please contact the Child Care Busmess Office at 462-68040.

Attendance Report

Certificae Mumnher Mame [ate of Hsth 23 o T T Y Liphiusd Albesme Somos
FEEmmEs Child Mame 1 BR/EE R e
Period 107019 - 1T Preseemn
Penod |0IT2019 - | LAZ2GRIR Prescemn
B e child Name 2 #Rjus Pl s
Ferod | V3L - I3RS Preissn
Foriod |FITVHLE - | LAGZT0ND Peecat
R child Mame 3 o rE il Thood
Period | 5303010 . 63009 [ ]

Period 1072019 - | LTS Preeamn
{ BACK

Enrollmant Oroup Enrollment Attendance Cosrespondence F.eports hiessares Cantact iy

Salect the comrect attendance for the chuld/children listed balow for ons or beth of the weeks, If the child was
abzent for no allowable reason and you are not requesting reimburserment (for example, the child left vour
program and did not come for any day care at all for one or both of the weeks), sslect "Dhd Mot Attend”.

If the child was temporarily absent for a full week and vou are requesting mmhmmmeu.t. seiecl 'Tanpma.nl:}.
Abaent”. Payments for absences must be requested dunng the batch they occur,
Jo any |2 month penod) A completed " Anthorization for CCAP Payment Durng a Child's Absencs” form
mast be submitted. If you are claimimng a temporary upgrade for a school-aged child because of a school
vacation holidzy, or snow day, select the appropriate number of hoors and selact the reason for the uperads If
vou are claming a temporary dowmgrade select the appropriate number of hours that vou cared for the child.

Policy has been updated 1o a maximum of five (5) davs perchild, per month,
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Submit Attendance Report

After Selecting the Report link on the Attendance screen, the Attendance Report Details screen displays with
the attendance details.

1. Select an option to upload Absent Notice(s), if you have one or more children that were absent for the
entire week; if not, proceed to Step 2.
Note: Attendance is tracked weekly; therefore, if a child attends at least one day of the week, the provider can
mark the child as present. If the child’s attendance continues to be significantly less than the enrolled hours for
more than three weeks, then the provider should downgrade the enrollment.

Attendance Report Details ==

Homs Ezrolipsas Grogp Exrolimass Armezdance Correrpondesce Feports Alanaagen Contsct Us

o
y !”‘3 Please Note

Coce vour attendancs report 1= submitted, it can oaly be modified to upload or edit shesnce notices. Far other updatss fo a
submitied aftendance report, plexss comtact the Child Care Business Oiffce at 461-6300 tzj

Attendance Eeport

Select the comect attendance for the chald'chaldren listed below for one or both of the weeks_ If the chald was
abaent for no allowable reason and you are not requeshng reimbursement (for example, the chold left yoor
program and did not come for asy day care at all for one or both of the wesdks), select "Dhad Mot Attend”

[ the child was temporanly absent for a full week and vou are reguesting reimbursemest, select “Temporanily
Albzent®. Payments for sbsences must be requested dunng the batch they coour. (Mdaxouum 2 weeks per chald
in amy 12 moath panod). A completed * Authorizzhon for CCAP Payment Dhrng a Chald's Abuence” form
reust be subeitted, If vou aze claiming a temaporary upgrads for a school-aged child becaure of a pchocl
vacatioe, boliday, or snow day, salsct the appropriate number of bours and salect the reasom for the upgrads, If
yeru are claisning a tepnporary dovwngrade select the appropriate oumbes of hours that yeou cared for the child

Upload Absence Motice

Individueal Upload (Ome abiencs notice file to be uploaded fior sach child marked 'Abssnt - Notios I
Arvanlable)

Balk Uplaad (One fils contuning all abisnee potices upleaded for all children marked "Akssnl - Motice
Avanlable?

Policy has been updated to a maximum of five (5) days per child, per month.

. ___________________________________________________________________________________________________________________________________________________________________________________|
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2. Select Attendance Status for each child.
3. Select Reason for Attendance Status, as applicable for each child.
Note: Reasons for Attendance Statuses are as follows:

Attendance Status Reason
® Present e [eave dropdown on “Select”
e Absent — Notice Available e Good Cause

e Absent — Notice Not Available (Payments will not be
processed for these children until the notice is

uploaded.)
e Non Attending (Payments are not made for children e Vacation

with this status) e School Closure
e Upgrade/Downgrade options e Weather

e Good Cause
4. Upload Absent Notice, as applicable.
5. Click Submit
Note: The following message will appear once successfully submitted: Success : Attendance has been submitted successfuly

Certificat Enrollment Upload Abs
o Name 9 | Daw of Birth 3 : pload Absence
Mumber Category  Notice

SR Full Ti
Child Name 1 s e
Period

nwosaoe | oo 3 v |l seect v

11092012

LADDND § 4ot - Notice Available E v Good Cause b dh;  Browse...

11162019

HErpepp Child Mame 2 R i Full Time
Period

11032019 - E| v -Salect- ¥

110e2018

Period

1100008 [ o E| = Select v 5

111162019

{ BACK SAVE&EXIT SAVE > SUBMIT

Page | 13 Revised: November 20, 2019



Correspondence

Overview

The Correspondence screen is for providers to view notices.

There are four types of correspondence/notices that are sent to the child care provider. These notices are sent
automatically by RIBridges. You can search for correspondence up to one year back.

The 5 notices are:

DHS-0199 — Provider’s Letter for Disenrollment
DHS-0194 — CCAP Payment Notice

DHS-0195 — CCAP Provider Closure Notice
DHS-0198 — Child Care Enrollment Provider Notice

To search for a specific notice:
1. Enter the required information

2. Click Search

3. From the search results, click the PDF icon next to the document to view details.

View Correspondence Details  =z»

Home Enrollment Group Enrollment Attendance Eeportz Massages Contact Us

Available Correspondence

Here is a summary of correspondence sent to the child care provider. You can view correspondence up to one
year back. You may click on the PDF icon to view the details.

This information is current as of Nov 18, 2019 at 17:18:53 EST: |
-Document- b Nu:wer i 2015 v Search
Creation Date Document Name Certificats Number Parent Name Details
11407/201% DHE-0194-CCAP Payment Hotice Iﬂ:

EKeep in mind that you will need to have a program called Adobe Acrobat Reader to see and print thiz
information. If you do not have this program on your computer, you may install it for free by clicking:

Page | 14
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Reports

Overview
The Correspondence screen is for providers to view reports.

There are four types of reports are generated by RIBridges:
¢ Recertification of Enrolled Children: Displays list of enrolled children with recertification due in the
selected month.
e Child Enrollment History: Displays history of child’s enroliment with provider.
e Details: Displays the details of DHS CCAP payment.
¢ Child Copay History: Displays historical copay information for previous and current enroliments.

To view, click the Report Name link.

-
Provider Reports = =
Home Enrollment Group Enrcllment Attendance Correspondence Reportz Maszsages Contaet Us

Beport Name Eeport Description
Recertifications for Enrolled Children Drisplays a list of enrolled children with re-certifications due in a given mouth .
Child Enrofimant History Drisplays the history of a child(s) enrollment with the provider
Dretails Displays details of DHS CCAP payment schedule
Child Copay History Diisplays historical copay information for previous and current enrollments

Messages
Overview

The Messages screen is for providers to view Broadcast Messages.

To view, click the Child Name link.

Provider Messages mmur

Home Enrclimant Growp Enrollment Attendance Cormresrpondence Raports Aleprages Contact Us

Cuorrent hMessages

Chald Nume Diwie Receired Eend Acnons
Child Name 1 10-25:2018 Wa
Child Mame 2 1% ka1 ] Wa
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Contact Us

Overview

The Contact Us screen are ways to request assistance if you have questions or are experiencing issues using the
Provider Portal.

Please note that we are continuously working on ways to improve your user-experience; this page is still in
progress, so we ask that you refer to the below information when trying to reach us for assistance:

Content Email* Telephone
e Provider Management DHS.ChildCare@dhs.ri.gov (401) 462-6877
e Attendance
* Eligibility/Co-pay
e Enrollment
e  Financial Matters
e General Questions
* New Provider Orientation
e Provider Application
e Provider Portal Access
e Password Resets
e Provider Professional Development amy.henderson@dhs.ri.gov (401) 462-1875
e Center for Early Learning Professionals
e Ready to Learn Providence
e Provider Professional Development james.logan@dhs.ri.gov (401) 462-1321
e RIELDS Training
e Provider Technology Training
e Licensing DHS.ChildCareLicensing@dhs.ri.gov (401) 462-3009
* Please note the preferred method of contact is email.

We respectfully request that you allow us two business days to respond prior to following up.
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