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Entering/Updating Your Site Email in PANDA

Ceeorgia Department of Early Care and Learning

H EH N EH

Pre-K Application alNd Database Access Svatem

Georgia's Pre-K System

Login

| Login ID |

FPassword

User logout.

&= Forgot your password?

To get started, open your web browser and go to the PANDA website at
http://www.decal.ga.gov/panda.
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System Admin Dashboard

Pre-K Home

RK-STP Welcome to PANDA

RPK-STP

QRsG Congratulations, you have successfully logged into PANDA, DECAL's Pre-K Application aNd Database Access System. X

You are now ready to enter required data. On the left of this screen is a menu. Menu items determine what information may be entered or reviewed The number of menu items
displayed is based on your role within your organization. More menu items will appear as DECAL adds more functionality to the PANDA system.

Choose a menu item by using the left button of your mouse to click on the item_ For example, to enter your application for the next program year, click on "Enter Application™; to
enter a roster, click on “View/Edit Roster”

If you need assistance, detailed manuals are available for download on the PANDA Resources screen. You may also e-mail your guestions to panda support@decal ga gov.
Emails to PANDA Support will be answered during normal business hours.

LB = < October 201 N
Please that your user ID should not be shared with anyone else. If multiple people within Tue Thu
your organization need access to PANDA, each person should have their own unigue user ID with the appropriate
role assigned. For information on creating user IDs and assigning roles, click here to access the PANDA Resouces a 1 2 5 4 o 6
screen, then select "PANDA Provider User from the list.

7 8 9 10 1 12 13
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Roster Due 28 29 30 3 1

Roster 2 is due November 12. 4 5 6 7 8

Next, log into PANDA. The PANDA Welcome Screen displays.

In the left-hand menu, click the Edit Company

[ R Profile menu item.

Aff. Lawful Presence Pre-K
| Edit Company Profile Note: You must be the Pre-K Project Director, or

P have the Provider Management role assigned to
Waiting List your PANDA user ID, for the Edit Company Profile
Payments menu option to be available. Contact your Pre-K

" ReconForm | Project Director if you need access to this menu

" CLASS Observation e}

" View/Edit Calendar
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Basic Information

Edit ” Grant Agreement Details H TIN I Assurances ” Bank | Site List

Home > Pre-K = Edit Company Profile

= indicates a required field

Program Name

Program Legal Name: ™ Example Pre-K. Inc

Doing Business As

Name: ™

Project Director

Last Name: ™ Provider Phone #:* 404) 656-5957
First Name: ™ Test Extension #:
Middle Name: Fax #: 404) B56-5058

Business Address

Address: ™ 10 Park Place State: Georgia v
City: ™ Atlanta Zip Code:™ 30303
Moilines Ardd

The Edit Company Profile screen displays. This is the screen where you update
your company-level information. (Click Edit if you need to update this screen.)
Since you want to update your site-level information instead, click the Site List
button at the top of the screen.

Site List

View Provider Detail
Home > Pre-K > Edit Company Profile > Site List

Provider Details (-]

Example Pre-K

Legal Name: Example Pre-K, Inc
Address: 10 Park Place, Atlanta, GA - 30302
Phone: (404)856-5957

Select a site from the list below and click the action button.

View Site Details | View Class List

Showing 1 to 2 of 2 entries Search in Results:
m_mmm_
10045 Example Pre-K Atianta (404)656-5957 Part of Application
2 10048 Example Pre-K Site #2 Newtown (123)456-7390 Part of Application

The Site List screen displays. Depending on your company, you may see only one
site listed, or multiple sites. Either way, you must select the site you wish to edit
by clicking on the site name (the name is a hyperlink).
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Provider Site Form

Return to Site List

Home > Pre-K = Edit Company Profile > Site List > Provider Site Form

Site Information

Site Name: * Example Pre-K License #: coLC v 99999
Pre-K Site Contact: ™ Test Provide Middle Name Phone: 404) 656-5957 Extension:
Email Address: panda.test@decal.ga.gov Fax: 404

Street Address: ™ 10 Park Place State: GA

City: ™ Atlanta ZipCode:™ 20203

County: ™ Fulton v

Is mailing address the same as above?

The Provider Site Form displays. This is where you can update your site-level
information. Click the Edit button to enter edit mode.

Provider Site Form

Return to Site List

-

Home = Pre-K = Edit Company Profile > Site List > Provider Site Form

Bite Information

Site Name: ™ Example Pre-K License #: CCLC v 99999
Pre-K Site Contact: ™ Test Provider Middle Name Phone: ™ (404) 656-5957 Extension:
Email Address: panda.test@decal ga.gov Fax: (404) 656-5958

Street Address: 10 Park Place State: GA

City:* Atlanta Zip Code: ™ 30303

County:™ Fulton -

|| Is mailing address the same as above?

Enter or edit your email address in the Email Address field. You can also update
other information, such as your Pre-K Site Contact, Phone, Fax, or Mailing
Address. Click Save to save your changes.

Note: The Site Name, Street Address, and Curriculum fields are locked and
cannot be updated. If you need to change these fields, email
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panda.support@decal.ga.gov or contact your Pre-K Consultant to obtain the

appropriate form.

Provider Site Form

| Retumn to Site List |

Home > Pre-K > Edit Company_Profile > Site List > Provider Site Form

Site Information

(o Lo

Site Name: ™ Example Pre-K

Pre-K Site Contact: ™ Test Provider Middle Name
Email Address: panda.test@decal ga.gov
Street Address: ™ 10 Park Place

City:™ Atlanta

County:™ Fulton

|_| Is mailing address the same as above?

License #: CCLC v 99999
Phone: ™ (404) 656-5257 Extension:
Fax: (404) 656-5958

State:

Zip Code:™ 20302

After saving your changes, click Return to Site List if you have additional sites you

need to update. Follow the instructions beginning at the bottom of page 3 to

select and update a different site.

When you are finished updating your sites, you can log out of PANDA or just close

your web browser window.
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Bric HTS ; “‘Meeting the child care and early education nee: =
— m:mz“;yz‘f‘j;m of Georgia’s children and their families.”

Home About Us Child Care Nutrition Head Start Even Start Espariol

Bright from the Start: Georgia Department of Early Care and Learning administers the nationally Search. . -
known Georgia Pre-K Program, licenses child care centers and home-based child care, administers federal
nutrition programs, manages the veluntary quality enhancement programs, houses the Head Start m
Collaboration Office, distributes federal funding to enhance the quality and availability of child care, and works

collaberatively with Georgia child care resource and referral agencies and organizations throughout the state + Pre-K Locations

to enhance early care and education. New to the site? Start here == + Child Care Locations
+ Nutrition Programs

Site Map For...

H1N1 {Swine FHu) Information | Read to childre

+ Families
For Families > For Teachers > For Providers > + Toachers
« Enrolling in Pre-K Pre-K Teachers Child Care Training + Providers

Search for Pre-K Locations
Search for Child Care

Child Care Training Pre-K Program Training

Quality Improvement AL Your Service...

.
.
+ Pre-K Program Training
.
.

Locations Training Approval System Frogram .
« Search for Nutrition Scholarships i Funding * CpntaFt Us
Programs and Incentives Opportunities + Directions
+ Programs
+ Forms
: - ! - s FAQ
Bright from the Start Introduces Statewide Child Care Referral Service -~ -
1-877-ALL GA KIDS connects families with child cars througheut state, W | ¢ SOOI |
American Recovery & Reinvestment Act 2009 Georgia Reads Aloud
As 2 result of the Amarican Reinvastment and Recovery Act of 2003, thers s new monsy availsble for Hesd Start Expansion, Esrly Hezd Start,
Seascnal/Migrant Head Start, and Alaskan/Native American Head Start. Grant informaticn is now availzble, Log Books
Here
Bright from the Start Partners with Path2College and Sonic® to reward Pre-K Students with a Free Vanilla
Twist
I-Scream, You-Scrazm, We All Seresm For College Savings!
e
H1N1 (Swine Flu) Information M Call Novwe 1088 of B speech dlaabillty

Missicn/Vision  Employment  Privacy Policy  Legal Nofice  Site Requirements  Get Adobe Reader

Information on the Provider Site Form is automatically copied from PANDA to the

agency website each night. This means any changes you make will appear on the
site search the following day.

You can access the agency website at http://www.decal.ga.gov. Click on Search

For ... Pre-K Locations if you wish to verify your information. Remember, changes
you make in PANDA will not appear here until the following day.

If you need assistance with these instructions or with PANDA, send an email to
panda.support@decal.ga.gov. All emails to PANDA Support will be answered

during business hours.
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