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Getting Started

You will receive an email notification when your company’s calendar is available for entry.

Go to the PANDA website at http://www.decal.ga.gov/panda

Log in using your user ID and password. You will need Provider Management rights to access
the calendar (this is usually the Project Director).

From the menu on the left, select Pre-K > View/Edit Calendar.

System Admin View/Edit Calendar Create | print | Delete
Pre-K Home = Pre-K = View/Edit Calendar

Enter Application
Aff. Lawful Presence Pre-K

Edit Company Profile School Year: 2019 v w

Select a prior 'School Year' and click "Search’ to view the calendar for previous year.

Rosters
Waiting List _
Showing 110 2 of 2 entries Search in Results:
Payments
CLASS Observation 10045 Example Pre-K Calendar 1 Draft
View/Edit Calendar 10046 Example Pre-K Site #2 Calendar 1 Draft
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View/Edit Calendar Create | Print | Delete

Home > Pre-K = View/Edit Calendar

Select a prior "School Year' and click "Search’ to view the calendar for previous year.

school Year: 2019 v| m

Showing 1 to 2 of 2 entries Search in Results:
10045 Example Pre-K Calendar 1 Draft
10046 Example Pre-K Site #2 Calendar 1 Draft

Make sure the current school year is displayed (2019 means the 2018-2019 school year, for
example). If you need to change the school year, select it from the drop-down and click Search.

Below the year and search button, your site(s) will be displayed with the associated calendar. By
default, all sites are associated with Calendar 1. You will have an opportunity to rename the
calendar, and create additional calendars if necessary, in later steps.

To get started editing your first calendar, click on the text “Calendar 1”” next to your site name.
The text is a hyperlink.
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Submitting a Single Calendar

Provider Calendar ‘ Calendar list | Print Calendar ‘

Home = Pre-K = View/Edit Calendar = Provider Calendar

Calendar Details (-]

Enter the details and click save

Year: 2015 Legal Name: Example Pre-K, Inc.

Calendar Name: ™ | palendar 1 Calendar Status: Drait

Number of Days: 190

Enter general information related to the Calendar and click save

Start Time for the Instructional Day: End Time for the Instructional Day: (hh:mm
{hh:mm AM/PM) ™ AM/PM) ™
No. of Days in a Standard Week the v Additional Days the Program will Run: 0

Program will Run: *

Source of Fund for Additional Days: v

Describe in case of Local Funding or
Other:

|| lacknowledge that the information entered is correct.

(o s Lo

The Calendar 1 screen will display. Notice that there are three tabs: General, Calendar, and
Sites. We will go through and complete each tab in order.

At the top of the screen under Calendar Name, you can edit the name of your calendar if you
wish. For example, providers with sites in multiple counties may wish to name each calendar
after the name of the county. Or, providers with a different calendar for each site may wish to
name each calendar after the site. Pick a naming convention that works for you. You can always
leave it the default “Calendar 1” if you wish.

The Required Number of Days field displays the appropriate number of days for the school year.
This number is equal to the required instructional days plus the teacher planning days.
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Enter general information related to the Calendar and click save

Start Time for the Instructional Day: End Time for the Instructional Day: (hh:mm
{hhzmm ANM/PM) ™ AMPM)
No. of Days in a Standard Week the v Additional Days the Program will Run: 0

Program will Run: ™

Source of Fund for Additional Days: r

Describe in case of Local Funding or
Other:

| acknowledge that the information entered is correct.

 see | st IR

On the General tab, enter the Start Time and End Time for the Instructional Day of your
program. These times should be entered in the format (hh:mm AM/PM). For example, 7:30 AM
is a valid start time. If you are using the Hybrid Split Day Instructional Model, please include the
start time of your first class and the end time of your second class.

Choose the Number of Days in a Standard Week the program will run from the drop-down.
Possible values are 5 and 4.

Enter any Additional Days the program will run (if applicable). Then choose the Source of
Funds for Additional Days from the drop-down. Possible values are Local, Tuition, Carry-over,
and Other.

If you choose Local or Other as the funding source, you must enter a description in the comment
field. You can also use this field for general comments if needed.

Click Save when you are done entering information. Any errors will be displayed in red text.
After you save successfully with no errors, click on the Calendar tab.
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Seiect a legend on the Hght and then mark the dates on the calendar

July 2020 August 2020 September 2020 Qctober 2020 1" Day of Student Instruction
Su Mo Tu We ™ Fr Sa - on
1 2% Bt 1 1.2 3 4 5 1 2 3
5 6 7 8 9 W 2 3 4 5 6 7 8 g 7 3 9 0N 12 4 5 6 7 8 9 1
1 3 Last Day of Student Instruction
12 13 14 15 16 7 18 o 0T 12 M U g 015 16 17 189 192 13 14 15 16 A7 u
- % 17 18 19 20 2 - g
920 20 2 3 % B 0 21 2B 14 BB 1B 19NN N2 BN
22 24 25 26 27 28 29
% 7 W N W N 2B W N 2% 2% 2 8 W% 0 N
0 n Teacher Planning’ In-Service
November 2020 December 2020 January 2021 February 2021 Days
5 Mo we e 3 s bo Tu We ™ Fr s flSu Mo T We T Fr Sa s Mo Tu We T Fr S o0
t 2 3 4% 1 2 1t 2 3 ¢4 5 6
1 2 3 4 8 67
6 7 8 9 w N 12 3 4 5 6 7 8 9 3 38 9 90N NI
8 6 10 1 12 13 M4 . § is '3 Holidays
13 14 15 16 17 18 99 W0 M 2 W M 188y 5 6 17 18 1w 2 o
15 16 17 18 19 20 21 ,
17 18 9 20 29 2 23
20 21 22 23 24 25 2% 21 2 2 24 25 28 27
2 8 u B w0 B 24 2% 8 27 8 N B
7 28 0 3
20 0 £ 2 D08 3 Not in session for 4 day week
0
March 2021 April 2021 May 2021 June 2021
1 2 3 4 § 8 1 2 s 1 1.2 3 4 8 Teacher Furiough Days

o " 0
7 8 9 10 11 12 13 4 5 &6 7 & 9 10 2 3 4 5 6 7 8 g 7 5 9 10 M R

115 16 17 18 19 20 11 12 13 14 15 16 97 2 10M 2 18 WA 4 4y g5 6 a7 18 19
. o L B 17w o120 N 2 )
21 2 28 M B BN 18 19 20 21 22 23 M 20 21 2 2 4 8% 8
23 4 5 B 77T B 2B
28 20 M N 26 26 27 28 2 ™ 21 28 2 2
0 N

1 acknowledge that the information entered is correct.

On the Calendar tab, you will need to enter the calendar for this site. Click the legend on the
right to select a day type, then click on the calendar to mark the appropriate days. To the right of
the legend, the number of days selected is displayed, followed by the allowed number of days.
The number of days selected will increment as you select additional days on the calendar.

You will notice a new day type in the calendar legend. Furlough day should only be used by
Local School System programs that have mandated furlough days.
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If you chose 4 as the Number of Days in a Standard Week the program will run, you will also
need to select the days you are not in session for a 4 day week (purple in the legend).

Select a legend on the right and then mark the dates on the calendar.

July 2018 August 2018 September 2018 October 2018 15t Day of Student
I 1 1208 4 5 B - 1"
12 3 4 5 6 7
5 6 7 8 9 1w 11 2 3 4.8 & 7 8 7 8 9 f[1@ 1 12 13
8 9 10 M 12 13 14
12 13 14 980 6 17 18 | 2 10 1 H2 13.15 14 15 16 (47| 12 19 20 Last Day of Student
15 16 17 18 18 20 21 16 17 18 (48 20 21 22 Instruction
19 20 2122 23 2 21 22 23|24 25.27
2 23 M 25 B ¥ B 2 24 25 0 27 28 20 - "
6 27 23|28 20 28 20 30|31
29 a0 M an
Teacher Planning! In-
November 2013 December 2013 January 2019 February 2019 Service Days
12 a2 1 2 3 1 5 12 -

102345-567391011123456789

1M 12 13 [ 14 15 18 17 9 10 11 gy 13 14015 13 14 15 16-19 10 1 12 (13 14 15 16

16 17 13 018 20 21 22
13_24 20 21 22 [23| 24 25 26 17 18 19 200 21 22 23

.
o
@
~

Holidays

=
=l

25 26 27 |28 2% 30 27 28 20 (30 3 24 25 26 |27 22 Not in session for 4 day
3 week
39
March 2019 April 2019 May 2019 June 2019
Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
1 2 6 1 2z 3 4 1
3 4 SEBH T 8 9 |7 g oM@ o1z 13 |5 6 78N e 10 11|/ 2 3 4 &5 & 7 8
1om 128 14 15 18 4y g5 46 (47 12 19 20 12 13 44 (48| 16 17 48 ° 10 11 12 13 1445
17 18 19 (200 21 22 23 1 17 18 19 20 21 22
21 22 23,24 X % 19 20 21 (22 23 24 25
24 25 26 |27 28 20 30 23 24 25 26 27 28 22
25 20 30 26 27 25|29 3|J.
31 30
|| lacknowledge that the information entered is correct.
[ soms [cae
When your calendar is complete, click Save, then continue to the Sites tab.
[ ] comae ]
Assign the sites to this calendar by selecting a checkbox to the left of the site
Sites associated with this Calendar
Showing 1 to 2 of 2 entries Search in Results:
I S =
L 10045 Example Pre-K Calendar 1
Cd 10048 Example Pre-K Site #2 Calendar 1
+ | acknowledge that the information entered is correct.

If all your sites use this calendar, you can check the box acknowledging that the information
entered is correct, then click Submit. You can also assign a different calendar to certain sites on
this tab later.
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If this is your only calendar, verify that the Calendar Status at the top of the screen has changed
from Draft to Submitted. If so, you have completed the calendar submission process and can
skip to the Pre-K Specialist Approval section. If you have additional calendars to submit,

continue to the Submitting Multiple Calendars section.

‘ Calendar list I Print Calendar ‘

Provider Calendar
Home = Pre-K = View/Edit Calendar > Provider Calendar

Calendar Details e

Enter the details and click save

Year: 2019 Legal Name: Example Pre-K, Inc
Calendar Name: ™ Calendar 1 Calendar Status: Submitted

Number of Days: 180
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Submitting Multiple Calendars

Click the Calendar List button at the top of the screen or select View/Edit Calendar again from
the left-hand menu. Either one will return you to the Calendar List screen.

View/Edit Calendar Create I Print I Delete

Home > Pre-K = View/Edit Calendar

Select a prior "Sthool Year' and click "Search’ to view the calendar for previous year.

School Year: 2018 v |

Showing 1to 2 of 2 entries Search in Results:
10045 Example Pre-K Calendar 1 Submitted 1062672018 11:30:21 AM
10048 Example Pre-K Site #2 Calendar 1 Submitted 10626/2018 11:30:21 AM

To create an additional calendar, click the Create button at the top of the screen. A new row will
appear in the list, named Calendar 2 by default. At this point it is not associated with any sites.

View/Edit Calendar Create I Print I Delete

Home > Pre-K > View/Edit Calendar

Select a prior *School Year' and click "Search’ to view the calendar for previous year.

School Year: 2018 v ‘ M

Showing 1 to 3 of 3 entries Search in Results.
Calendar 2 Draft o
10045 Example Pre-K Calendar 1 Submitted 10/26/2018 11:30:21 AM
10046 Example Pre-K Sits #2 Calendar 1 Submitted 10/26/2018 11:30:21 AM

If you need to delete a calendar for some reason after creating it, check the box to the right under
Delete, then click the Delete button.

To get started editing your second calendar, click on the text “Calendar 2" next to your site
name. The text is a hyperlink.
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Provider Calendar

| Calendar list I Print Calendar |

Home > Pre-K > View/Edit Calendar > Provider Calendar

Calendar Details (-]

Enter the details and click save

Year: 2019 Legal Name: Example Pre-K, Inc.
Calendar Name: ™ | [calendar 2 Calendar Status: Draft
Number of Days: 190

Enter general informatien related to the Calendar and click save

Start Time for the Instructional Day: (hh:mm AM/PM) ™ End Time for the Instructional Day: (Rh:mm AM/PM} ™
No. of Days in a Standard Week the Program will Run: ™ v Additional Days the Program will Run: 0
Source of Fund for Additional Days: v

Describe in case of Local Funding or Other:

(] Iacknowledge that the information entered is correct.

 sev | e [RRY

At this point you will go through the General and Calendar tabs again as before, setting up your
second calendar. You can rename the calendar under the Calendar Name field if you wish.

Assign the sites fo this calendar by selecting a checkbox to the left of the site

Sites associated with this Calendar

Showing 1 to 2 of 2 entries Search in Results:

e e oew |
%] 10048 Example Pre-K Site #2 Calendar 2
|5} 10045 Example Pre-K Calendar 1

[_| Il acknowledge that the information entered is correct.

When you get to the Sites tab, you can select the site(s) that are associated with Calendar 2, then
click Save. The Calendar column will reflect the new calendar association. Then check the
acknowledgement box and click Submit to submit Calendar 2.
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If you have additional calendars to enter, you can repeat this process as many times as necessary
until all calendars are entered and associated with the correct sites. Ensure at the end of the
process that all sites are in Submitted status on the Calendar List screen.

View/Edit Calendar Create I Print I Delete

Home = Pre-K = View/Edit Calendar

Select a prior "School Year' and click "Search’ to view the calendar for previous year.

School Year: 2019 v

Showing 1 to 2 of 2 entries

Submitted 10/26/2018 11:30:21 AM

Search in Results:

10045 Example Pre-K Calendar 1

10046 Example Pre-K Site #2 Calendar 2 Submitted 10/26/2018 11:40:02 AM
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Specialist Approval

After submission, your Pre-K Specialist will review your calendar(s) and either

Approve or Re-Open them. You will receive an email notice when this occurs. If changes are
needed, your calendar will be placed in Re-Open status which will allow you to make further
edits, even after the due date.

Showing 1to 2 of 2 entries Search in Results:
T R R L Bcoe B
10045 Example Pre-K Calendar 1 Approved 100262018 11:30:21 AM
10046 Example Pre-K Site #2 Calendar 2 Re-Cpened 10/26/2018 11:40:02 AM

In this example, Calendar 1 was Approved by the specialist, but Calendar 2 was reopened for
changes. Click on the text “Calendar 2” next to your site name to make changes. The text is a

hyperlink.

| cenea | coonar | tes | commens

Enter general information related to the Calendar and click save

Start Time for the Instructional Day: (hh:mm AM/PM) * 08:00 AM End Time for the Instructional Day: (hh:mm AM/PM) * 02:00 PM
No. of Days in a Standard Week the Program will Run:™ 5 v Additional Days the Program will Run: 0
Source of Fund for Additional Days: v

Describe in case of Local Funding or Other:

#| | acknowledge that the information entered is correct.

(o Lo [

You will notice there is now a fourth tab, labeled Comments. Click this tab to view your
specialist’s comments.

oo [ [ e

Enter the reason for Approval or Rejection

Comments for Provider:

«| | acknowledge that the information entered is correct.

(o s [ v
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Select a legend on the right and then mark the dates on the calendar.

July 2018
Su Mo Tu We Th Fr Sa
1 2 3 4 5 6 T

4 @ 10 1 12 13 14

August 2018

September 2018

Su Mo Tu We Th Fr S5a

1
2 3 40886 7 8

g 10 1 12 13.15

October 2018

Su Mo Tu We Th Fr Sa

1 2.3 4 5 6

7 08 9 D 11 12 13

15t Day of Student
Instruction

11

Last Day of Student

12 13 14 (18| 16 17 18 14 15 16 [1F 18 19 20 y
15 16 17 18 19 20 21 16 17 18 149 20 21 22 Instruction
19 20 21022 22 25 21 22 23 (24 25.27
22 23 24 25 6 7 28 ] e - 11
26 27 2228 28 20 30 |34
20 0w 2 30
Teacher Planning/ In-
November 2018 December 2018 January 2019 February 2019 service Days
Su Mo Tu We Th Fr Safl Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa 1010
12 3 1 2 3 4 5 12 -
4567-10 2345-3 6§ 7 8|8 /W 1 12 3 4 5|8 7 8 8 )
Holidays
1M 12 13 14 15 16 17 9 10 VRIS A5y gy s 16-19 10 1 1213 14 15 16

-
@

16 17 13 18| 20 21 22
13_24 20 21 22 23|24 25 26 17 18 19 20| 21 22 23
25 26 27028 29 30 27 25 29 30 A 24 28 2621 2 Not in session for 4 day
N week
39
March 2019 April 2019 May 2019 June 2019
Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
12 8 1.2 3 4 1
P 4 596 7T 8 8 7 5 ogl4@ 11 12 13 5 5 7,8 @ 10 41 2 ¥ 4 5 68 7 8
01 2 E8E 14 15 16y 45 46 47 18 19 20 12 13 14 [48) 16 17 18| 9 10 T 12 13 14 ds
17 13 19020 21 22 23 6 17 18 19 20 2 2
21 22 2324 25 26 27 19 20 212223 24 25

26 |27 23 29 30 23 24 25 28 27 28 29
25 29 30 26 27 28 [29

-
31 30

(| 1 acknowledge that the information entered is correct.

[ [som [cme

Review the comments and make changes to your calendar as appropriate. When finished, check
the acknowledgement box and then click the Submit button.

Showing 1 to 2 of 2 entries Search in Results:

10045 Example Pre-K Calendar 1 Approved 10262015 11:30:21 AM

10046 Example Pre-K Site #2 Calendar 2 Approved 10/26/2018 11:40:02 AM

When all of your calendars show a status of Approved, you have completed the process. Please
work with your Pre-K Specialist if you have questions or issues as you submit your calendars.
You can also email panda.support@decal.ga.gov for technical assistance.
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Printing Your Calendar

After your calendar has been approved, you may print it for distribution to parents. To get
started, click the “Print Calendar” button at the top of the Provider Calendar screen.

Provider Calendar
Home > Pre-K = View/Edit Calendar > Provider Calendar

Calendar list I Print Calendar

Enter the details and click save

Year: 2019
Calendar Name: ™ Calendar 1
Number of Days: 180

Enter general information related to the Calendar and click save
Start Time for the Instructional Day: (hh:mm AM/PM) *
Mo. of Days in a Standard Week the Program will Run: ™
Source of Fund for Additional Days:

Describe in case of Local Funding or Other:

Calendar Details (-]

Legal Name: Exampls Pre-K, Inc.
Calendar Status: Approved
End Time for the Instructional Day: (hh:mm AN/PM) ™ 02:00 PM

Additional Days the Program will Run:

« | acknowledge that the information entered is correct.

Make sure your pop-up blocker is disabled. PANDA will display your calendar in a printer-

friendly format.
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4 4 [1 of 1 [ [ @ Find | Next .ﬂ;- o

i Bftflfnf;;f;;_;_ﬂ”_ PROVIDER CALENDAR REPORT

P

Eieongia Deparmew of Barly Care and Leaming

Legal Name: Example Pra-K, Inc.
Calendar Name: Calendar 1 Inst. Start Time:  08:00 AM
Status: Approved Inst. End Time: 02:00 PM
Inst. Days per Week: 3 Extra Inst. Days: 0O
# Sites for this Calendar
1 Example Pra-K
Legal Name: Example Pre-K, Inc.
Calendar Name: Calendar 1
Sun | Mon | Tue | Wed | Thu | Fri | Sat Sun | Mon | Tue (Wed | Thu | Fri | Sat
1 2 3 4 5 il 7 1 2 3 4 5
Jul g a 10 11 12 13 14 Jan 6 7 8 a 10 11 12
2018 15| 16) 17| 18] 18] 20 2 2019 13| 14| 15| 16| 17| 18] 19
22 23 24 25 26 27 28 20 21 22 23 24 25 26
29 30 31 27 28 29 30 31
Sun | Mon | Tue | Wed | Thu | Fri | Sat Sun | Mon | Tue (Wed | Thu | Fri | Sat
1 2 3 4 1
Aug 5 & 7 8 ol 10| 11 Feb 3 4 5 5 7 8
2018 12| 13] 14] 15| 16 17| 18 2019 10 11| 12| 13| 14| 15 16
19 20 21 22 23 24 25 17 18 19 20 21 22 23
26 27 28 29 30 31 24 25 26 27 28

Right-click on the screen and select Print. Select a color printer for best results.

PANDA Provider Calendars

16




