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PURPOSE

This user guide provides support to the Data Management Users in performing required actions
on the GA DECAL Integrated Provider Portal for the Pre-K program.

PERSONAS

Personas Responsibilities

e Accessing Important Communication
e Submitting a New Incident

e Adding a Student

e Marking a Child as Did Not Attend

e Moving a Student

e Adding a Returning Student

e Adding a Student from Waiting list

o Uploading Student Documentation

e C(Closing a Student

Data Management User
e Adding a Teacher

e C(Closing a Teacher

e Moving a Teacher

e Changing a Teacher Type

e Adding an Additional Staff

e Adding a Substitute Teacher

e Adding a Student to Waiting List
e Archiving a Student

e Viewing a Student Roster
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INTRODUCTION

This User Guide will assist Data Management Users in efficiently navigating and utilizing the GA
DECAL Integrated Provider Portal. It provides vital information and detailed instructions for
managing your duties. The guide explains portal features, submitting new incidents, handling
students, teachers, rosters, and additional staff. Utilizing this guide will help ensure the
seamless and efficient operation of your Provider or Site.

ACTIVATING AND LOGGING IN TO YOUR ACCOUNT

If you are not enrolled as a Pre-K Provider with DECAL, you have to activate your account first.

The Data Management User will need to contact their Primary Authorized User to activate
provider details.

Activating the GAPREK User Account
To activate your GAPREK Provider Account, perform the following steps:

1. Go to your email inbox and search for a Welcome Email from GA DECAL.
2. Open the email and click the link you see in the Email body.

Note: Your Username will be provided in this email. Please note this Username for
future logins.

[External Message] Sandbox: Welcome to GA DECAL (External nbox x e B

GA DECAL no-reply@decal.ga.gov via xdw9ru1fd7n37j.3s-8hmguay.cs133.bnc.sandbox.salesforce.com 11:23PM (O minutes ago) ¥ “«
to chinmayee.chirasmita+999@mtxb2b.com v

Hi John,

Welcome to GA DECAL! To get started, go to https:/gadecal--mergega.sandbox.my.site.com/iccs/login?c=k1eo1NeSGBicMsLJdwt SYbRtNA3C1
D_TmzdGDaQgKnJfORdrSKNw7yyg5ss70tbMhm1U7FvdRSET1f HKV_0a2YENCiSz3EHgWJIlyPYWM20gby7ndzaC5pPnCvXH3v3VBbPGXTmJRFnlys_y1dKON
BcLR2.e7AoNSeNAIEhMQh1QLyjaelGevtlpfitAeQmPEtQHIN04Gnx3wn9I3P1AQD46CLJIKg%3D%3D

Username: chinmayee.chirasmita+999@mtxb2b.com

Thanks,
Georgia Department of Early Care & Learning Gov Cloud Plus Org

The Georgia DECAL Change Password page will be displayed, allowing you to create a
password.
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3. Enter your password in the New Password and Re-Enter Password text boxes.

4. Click the Change Password button.
Note: You will need to use this Password, along with your Username, every time you log
in to the portal in the future.

chrgia Dept
fEarlyCare | |ntegrated Provider Portal

nd Learning

Change Password
WELCOME TO Please enter a new password

Georgia DECAL New password

Integrated Provider ﬂ
POI’ta| N~ e-Enter Password

MyDECAL is the Georgia DECAL's online FA¢ - 4 2

platform for program and workforce X o 1A

TEEEFOERL, WL 2L, YU Ca -— - O The password should satisfy the password policy
access the below applications — of DECAL

Include at least 10 characters
Include Uppercase and lowercase letters

Include at least 1 special character
Include at least 1 number
H Georgia's

CAPS %5 CAPS Pre-K Services amCooi9s
Licensed child care programs and two If you are a Pre-K program licensee or Change Password
categories of license-exempt programs Director, you can access Pre-K to 9
(government owned and operated child manage your grant applications, staff
care programs and day camps) are and student rosters, check on payments,
eligible to participate in CAPS. submit reconciliations and more. Privacy Policy * Terms & Conditions

You are now logged into the Integrated Provider Portal. On the Welcome page, the programs
you have enrolled in (in this case, Pre-K) will be displayed as tiles under the Program List.

5. Onthe Pre-K Portal tile, click the Go to Providers List button.
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Georgia Dept

4 :
3(9_5 i1 mane | Integrated Provider Portal

I

Welcome, John David

Program List

= Georgia's
g Pre-% Program

Pre-K Portal

Submit Pre-K grant applications, Manage Student and Teacher Rosters,
Reconciliation, Payments and many more.

Go to Providers List—

Live Chat

Logging in to the GAPREK Provider Portal

If you already have an Account, you will need to log in.
To Login to the Provider Portal, perform the following steps:
1. Click here to access the Integrated Provider Portal Login page.

2. Enter the Username mentioned in the Welcome email and the Password you created
during Account Activation. Then click the Log In button.

o Gcnrgial)cl::_

Integrated Provider Portal

WELCOME TO Login

Georgia
DECAL

Integrated Provider
Portal o *Password

* indicates required field
*Username

chinmayee.chirasmita+999@mtxb2b.com

MyDECAL is the Georgia DECAL's online 3 o
platform for program and workforce P : e o 4 Remember me
management. Through MyDECAL, you can m
| LogIn

Forgot Password?

access the below applications

Pre-K Services am-oo0das « Privacy Policy _+ Terms & Conditions
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After logging in, you will be directed to the GA DECAL Integrated Provider Portal welcome page.

Please note that if you are enrolled with other Provider Programs you will also see other
Program Tiles (such as CAPS) in addition to Pre-K.

3. Onthe Pre-K Portal tile, click the Go to Providers List button.

. Georgia Dept
DAL of Early Care

Integrated Provider Portal

Welcome, John David

Program List
= Georgia's
m Pre-% Program

Pre-K Portal

Submit Pre-K grant applications, Manage Student and Teacher Rosters,
Reconciliation, Payments and many more.

Go to Providers List—>

The Provider List page will be displayed.

Note: You will be directed to the Provider Dashboard directly if enrolled with only one Provider.

4. On the required provider tile, click the Go To DashBoard button.

G ia Dept e )
(5 Srmtw e Georgia's ®
andLearning W Pre-¥ Program

en_US

Welcome, John David

< Return to DECAL program list

Please select the provider you would like to log into.

John Doe JOMO Legal Owner
Testa StreetSausalito CA United States 94965

China

Provider Details Provider Details
Pre-K Provider ID

173709 Pre-K Provider ID 235297

Live Chat
Go To DashBoard

™

Privacy - Terms

Go To DashBoard } {
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Now, you will be directed to the Provider Dashboard page, and the Provider ID will be displayed
at the top.

4 Georgia Dept — . ‘ S ——
offarlycare WM Georgia's R B ohn David v
O andledmming - Prex Program Notifications N )

Welcome to John Doe | Provider ID 173709 « Return to Pre-K provider list

13 Class Reporting Manager o
Important Communications
= Manage Rosters

B Waiting Lists

@ Need Support?

Contact Pre-K ¢

Phone

+1844 480 2029
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VIEWING DASHBOARD

Your Pre-K Dashboard provides convenient access to information and data that you will

frequently need to consult. Data Management Users have limited access to Dashboard
features.

Managing Important Communications

Important communication sections under the Dashboard section assist the Data Management
user in viewing notifications and pending actions to be carried out on the portal.

You can view the Important Communications in the section and respond appropriately.

P . a B0 onate Manage User < |
o Pasly Cave == Georgia's - ‘ DU Dhata Manage User v
d Learni - ¢
O S e * Program Notifications ;

Welcome to John Doe  Provider ID 173709

S Class Reporting Manager

<« Return to Pre-K provider list

0o

Important Communications

= Manage Rosters N " q
Upload/Input Financial Information Upload

Eg', Waiting Lists

@ Need Support?

Contact Pre-K ¢

Phone

+1844 480 2029

Email

prek@decal.ga.gov
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MANAGING CLASS REPORTING MANAGER

Managing Class Reporting Managers involves adding and removing students, including
returning ones and those from waiting lists, uploading student documentation, closing student

profiles, adding, moving, or changing teachers, and adding additional staff or substitute
teachers.

Adding a Student

To add a student to a class, perform the following steps:

1. Onthe Pre-K Program welcome page, click the Class Reporting Manager tab on the left

panel.
4 Georgia Dept -.G ) ‘
(Barycare | _BBW Georgia’s _
O oy are - we,,(prgog,am DU Dhata Manage User v

Notifications

Welcome to John Doe  Provider ID 173709

Class Reporting o
M Important Communications
anager

« Return to Pre-K provider list

o
>

Qo

Upload/Input Financial Information
= Manage Rosters 2 P Upload

B Waiting Lists

The Class Reporting Manager page will be displayed.

2. To select a site for accessing the students, click the Manage button.

== Georgia's a
=, Pre-< Program

DU Dhata Manage User v

Notifications
Welcome to John Doe  Provider ID 173709 < Return to Pre-K provider list
Class Reporting Manager
@ Home Select a site to access the student and teacher data.
&:  Class Reporting Manager .
- Y e sparkle Acadamy Texas Acadamy Bakingo Acadamy
3564 Neville Street, TEST, Santa 3564 Neville Street, Santa C G
= Manage Rosters 20438
B  Waiting Lists Program Legal Name: John Doe Program Legal Name: John Doe Program Legal Name: John Doe
Site ID: 173710 Site ID: 173711 Site ID: 173712
Classes at this site: a4 Classes at this site: 1 Classes at this site: 3
© Need Support?
Students at this site: 43 Students at this site: 1 Students at this site: 14
Contact Pre-K ¢
Phone Manage Manage Manage
R 4
Email I
rrek@decal.ga.gov
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The Site page will be displayed with the Student Data tab selected.

3. To add a student to the site, click the Add Student button.

G TEE Lo, n er ~
Notifications

Welcome to John Doe Provider ID 173709 « Return to Pre-K provider list

@ Home Class Reporting Manager « Return to the list

= Manage Rosters

Ed  Waiting Lists T

*Select School Year Select Student List

2023-2024 v Current Stud... v Searct = Filter
© Need Support?

Contact Pre-K ¢

Phone
+1844 480 2029

Current Students

The Add Student > Student Information page will be displayed.
4. In the Student Information section, enter the following information:
Notes:
e Fields marked with a red asterisk (*) are mandatory fields.

e You can also bulk upload student data using the Bulk Upload feature. Refer to
the Bulk Upload section for instructions on uploading student data to the Class
Reporting Manager.

a. Enter the First Name, Middle Name, Last Name, Date of Birth, and Social
Security Number.
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b. Select the Gender and Multi-birth.

Ee—
]

— 4

Georgia’s
PYe-¥ Program

Note: Select the SSN Not available checkbox if a Social Security Number was not
provided. You will be prompted to enter the appropriate Waiver option instead.

5 = Georgia's a DU Dhata Manage User v
G oo, —_— ¢ Use
Welcome to John Doe  Provider ID 173709 « R

Class Reporting Manager « Return to the list
@  Home Add Student
&% Class Reporting Manager
=  Manage Rosters Student Information
) st Select amethod to Add Students
Add Manually [EESIIQUSEET]
© Need Support?
field
ct Pre-K ¢
*FirstName * Middie Name *Last Name
Phone
+1844 480 2029 Robin S David
G f No Middle Name on Documentation
prek@decal.ga.gov
Suffix (. I, IV, V, otc.) *Date of Birth * Gender
wa 19, 2009 & Male
ber
I SSN Not available I .

C.

Select the Yes/No radio button for Transportation, Socioeconomic Category,
Multilingual Learner, Does this student receive Special Education Services, Is
this student in a blended Head Start/Pre-K classroom field.

Note: Depending on the selected Socioeconomic Category, you may need to

select the Services.
d. Select Ethnicity and Race.

& Georgia's a ta Manage User v
G & Georgas O onata Mansge Use
Welcome to JohnDoe  Provider ID 173709 « Return to Pre
Category1 ~ Category 2
Category 1Services
B Child and Adult Care Food Program (CACFP)
W Child and Parent Services (CAPS)
B  waiting Lists W Foster Care
B Medicaid
W Supplemental Nutrition Assistance Program (SNAP)
W Supplemental Security Income (SSI)
© Need Support? Y
stance to Needy Families (TANF)
Phone
+1844 480 2029
Email
Rrek@decal.ga.gov I *ls th
.
*Ethicity
Hispanic/Latino v
Tace
American Indian or Alaskan Native Asian Black or African American  Native Hawaiian or Other Pacific Islander  White
Information Not Provided ~
Parent / Guardian Information -

10
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5. Next, scroll to the Parent/Guardian Information section and enter the following
information:

a. Enter the Parent / Guardian First Name, Parent / Guardian Last Name,
Relationship, Parent/Guardian Email, and Parent/Guardian Zip Code.

b. Select the Relationship from the drop-down list. In the Additional Information
section, select a Class including the Begin and End Date in Class.

c. Click the Submit button.

Note: The age of the student should be between 4-6 years as of September 1st
of the current school year.

G ¢ & Georgia's a & .
& Pre-« Program Notification
Welcome to John Doe Provider ID 173709 « Return to Pre-K pr
White Information Not Provided
Q  Home Parent / Guardian Information
&% Class Reporting Manager *Parent / Guardian First Name *Parent / Guardian Last Name *Relationsk
Chinmayee Chirast Guardian
= M ers
A A. . Va
B  Waiting Lists
chinmayee.chirasmita@mtxb2b.com 30008
© Need Support? Additional Information
Phone 100007 v May 9, 2024 & Jun 28,2024 &
+1844 4802020
Email
prek@decal.ga,aov
Cance
—

After submitting, a success message will be displayed on the page, and a new Student record
will be displayed in the Current Students section.

11
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ou

Class Reporting Manager

sparkle Acadamy

@ i

20232024 v CumentStud.. v

© Need Support?

The system has identified potential duplicate students. These students have been flagged below. Review and update the records as appropriate.

18444802029

Prek@dscal.oa.0x

Seloct Last Name. First Name Student D Class i Gonder Bogin Date n Ciass End Dato in Ciass Attendanco Overlsp Oupiice

a

oot0140

Student Bulk Upload

The bulk upload feature helps you to upload multiple student data at once. You can bulk upload
the data by uploading the Pre-K Bulk Student Upload Class Reporting template to the portal or
the designated bulk upload extract from your student management system.

To bulk upload student data, perform the following steps:

1. On the Class Reporting Manager > Add Student page, under the Student Information
section, click the Bulk Upload button.

4 Georgia Dept i B a e
of Early C: _=m Georgia's _
O olarycare - Pre y(p?og’am Notiuations | JD John David v
Welcome to John Doe Provider ID 173709 « Return to Pre-K provider list
@  Home Class Reporting Manager « Retur to the list

= Manage Rosters

B  Waiting Lists Student Information

Select a method to Add Students

© Need Support? JXCCRYEREIAN Bulk Upload

Contact Pre-K ¢
* indicates required field

Phone

+1844 480 2029

Enter the student name as it appears on the birth documentation

2. Under the Upload CSV Data section, click the Get Student Template button to download
the template.

12
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a. If you are uploading the designated bulk upload extract from your student

management system, you can move to step 5.

6’ s Georgia's
andLearning @ Pre- Program

Welcome to John Doe  Provider ID 173709

@  Home Class Reporting Manager

= Manage Rosters

Eo  Waiting Lists Student Information

Select a method to Add Students
© Need Support? Add Manually Bulk Upload

Contact Pre-K ¢

Upload CSV Data
Phone

+1844 480 2029

Email

a

- JD  John David v
Notifications L J

« Return to Pre-K provider list

<« Return to the list

Please note that you will need the
prek@decal.ga.gov

to the Bulk Upload.

PreK Bulk Student Upload Class Reporting Template will be downloaded and saved in your local

system.

3. Read the information in the Student Information section before filling out the

information in the Pre-K Bulk Student Upload Class Reporting Template.

@

G

@ Need Support?

Email

prek@decal.ga.gov

Georgia Dept
of Early Care
and Learning

== Georgia's
‘Pre-~<Program

Welcome to John Doe  Provider ID 173709

Student Information

Home

Select a method to Add Students
Class Reporting Manager ‘ Add Manually Bulk Upload

Manage Rosters

Upload CSV Data
Waiting Lists

a

Notifications

N ‘ JD  John David v

« Return to Pre-K provider list

Get Student Template

1. Class ID's linked to the selected site are:

i. 100007

Contact Pre-K ¢ ii. 100009

iii. 100012

Phone iv. 100015
+1844 480 2029 2. Validations for Bulk Upload

< —
Ss<zT==_

x X

Please note that you will need the following information to complete the Bulk Upload.

Please validate all the required fields to be filled before uploading (You can find the required fields from the Downloaded Student Template).
. Please enter the Zip code in numeric and xxxxx pattern.

. Please ensure Begin Date and End Date falls within the allowed date range of the current year.

. End Date should not be less than the Begin Date.

Age of the student should be between 4-6 years.

. The class ID should be valid for the selected site.

ii. The Special Education Services is Required when child receive Special Education Services is selected as Yes.

viii. SSN Waiver Reason Code is required if SSN is not populated.

. SSN Waiver Reason Detail is required if Waiver Reason Code is 5.

. Any of the category services is should be Yes,if Socioeconomic is category 1.

sy - Terms

13
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4. Fill in the information on the Pre-K Bulk Student Upload Class Reporting Template as per
the instructions.

B C D E F G H J KLMN © P Q R s T U V. W XYZ AA AB AC  AD  AE AF AG AH Al A AK AL AM AN
1|[167885 100015 virat user Kohiuser  Jr 9152018 567348647 M 4N 2 N Y IEP N HispanciLatino 081272024 | 0872072024 USER USER Mother usuds@gcom 66775
2| 167865| 100015 viat user tostbat U 9162018 674587346 M AN 2 N Y 504 N HispaniciLatino 061272024 | 0672072024 USER USER Mother usudS@gcom 667750
3| 167885 100015 virat user thrwo skipper U 9/1772018 2 MaN2 N Y IEP N HispanicLatino 081272024 | 0872072024 USER USER Mother | usud5@acom 66775

14
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5. Under the Upload CSV Data section, select the School Year from the drop-down list.

6. To upload the template, click the Upload Files button.

T a
of Batly Care = Georgia's - JD John David v
d Learnis -
CQ and Learning g Pre-<Program Notifications

Welcome to John Doe Provider ID 173709 « Return to Pre-K provider list

1m0 A D £ A DIV A S A AR M

v. Age of the student should be between 4-6 years.
vi. The class ID should be valid for the selected site.
vii. The Special Education Services is Required when child receive Special Education Services is selected as Yes.
@  Home viii. SSN Waiver Reason Code is required if SSN is not populated.
ix. SSN Waiver Reason Detail is required if Waiver Reason Code is 5.
. Class Reporting X. Any of the category services is should be Yes,if Socioeconomic is category 1.
-!

" Manager

= Manage Rosters * indicates required field
Eé Waiting Lists *Select School Year *Select a Site
2023-2024 v sparkle Acadamy v

@ Need Support?

Contact Pre-K 7 &, Upload Files Or drop files

Phone

+1844 480 2029

Email

prek@decal.ga.gov

You will be directed to your local system to upload the template.
7. Now, select the File and click the Open button.

Note: You can upload the file only in .csv format.

15



GAPREK Data Management User Guide

Name Of Document

mm Georgia's
Hmy Pve-% Program
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Wy Pre-% Program

Favourites

Provider ID @ Recents

Welcome to John Doe

A Applications

©® Downloads
{@ Home
Cloud
o I(\3/1Iass Reporting 9 Shared
anager . )
- & iCloud Drive
= Manage Rosters = Desktop

Y Documents

E(‘g Waiting Lists
Tags
® Red
© Need Support? ® Orange
Yellow
Contact Pre-K ® Green
Phone ® Blue
41844 480 2029 @ Dirnlo

a

JD John David v

3 Desktop — iCloud Q

PreK Bulk Student

Upload...plate .csv

Show Options

CanCEI

Email

,

After uploading the CSV file, you can see the student data on the page.

8. Click the Submit button.

Georgia Dept — ‘o
of Early Care _=m Georgia's
and Learning mm Pre-“ Program

G

Welcome to John Doe Provider ID 173709
2023-2024

@

Home

& Class Reporting
Manager

= Manage Rosters

=

Waiting Lists virat

virat

@ Need Support? virat

Student LastName

Contact Pre-K 2

Phone

a0as s0n nnan

20

N [ DU Dhata Manage User vJ
Notifications

« Return to Pre-K provider list

v sparkle Acadamy v

sample Template2.csv

&, Upload Files Or drop files

Student FirstName Date of Birth Parent/Guardian Email Address

Kohli user 9/15/2018 usud5@g.com
test bat 9/16/2018 usu45@g.com
three skipper 9/17/2018 usu45@g.com

After submitting, you will receive a notification that data will take up to 24 hours to process and
the Project Director will receive an email confirmation when the processing is complete.

9. To view the notification, click the Notification Bell icon.

16
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4> Georgia Dept — ) .-a
of Barly Care == Georgia's - DU Dhata Manage User v
(9 and Learning mm Pre-“ Program Notifications

Notifications

Welcome to John Doe Provider ID 173709 « Return to Pre-K provider list

Bulk Student Upload Processing
The bulk upload of student data to the
Class Reporting Manager will take up to 24
i hours to process. You will receive an email Ret to the list
@ Home Class Reporting Ma | rous to process. ecei « Return to the lis
confirmation when processing is
completed.

Class Reporting sparkle Acadamy Teacher Multiple Reporting

Kymberlee Bentley has been reported as
teaching at another program. Verify their
Manage Rosters information is accurate in the Class
Reporting Manager.

Manager

iii

Student Data Teacher Data

o) Waiting Lists - Teacher Documents Required
*Select School Year Select Stude. Kymberlee Bentley has been reported as
2023-2024 v Current Stud... « Search... & Filter

@ Need Support?

+ Add Student + Add Returning Students
Contact Pre-K 7
Phone Current Students
+1844 480 2029 X
A\ The system has identified potential duplicate students. These students have been flagged below. ™
Email Review and update the records as appropriate. Prvacy  Terms

nrek@decal aa aov

After 24 hours of the bulk upload, the Project Director will receive a notification email with the
update.

€« B O & O m D 10f 3,658

[External Message] Pre-K Student Data Added to Class Reporting Manager (Bxemal) Inbox x Updates x

. DoNotReply@decal.ga.gov 5:49PM (4 minutes ago) T
. tome »

=m Georgia's
Hmm Pre-% Program

Dear Project Director,

The student data uploaded on 2024-06-25 has been processed and all students have been added
to your Class Reporting Manager.

Thank you
If you have questions or concerns, submit a support ticket on the provider portal: Click here

You can view the updated student data in the Class Reporting Manager > Student Data >
Current Students section.
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4o Georgia Dept - G ia'
Pty o eorgia’s
O dhhs  amecra

Welcome to John Doe  Provider ID 173709

sparkle Acadamy

@

DU Dhata Manage User v

« Return to Pre-K provider list

@ Home
Class Reporting Manager Student Data  Teacher Data
= Manage Rosters *Select School Year Select Student List
2023-2024 v Current Stud... « virat [x] & Filter
B  Waiting Lists
+ Add Student + Add Returning Students
© Need Support?
Current Students
Contact Pre-K ¢
Select  Last Name First Student Class Gender  Begin Date in End Date in Attendance A Du
Phone Name D D Class Class Overlap Fla
+1844 480 2029
Kohli user virat 0043668 100015 Male Jun 12, 2024 Jun 20, 2024
Email
prek@decal.ga.gov
test bat virat 0043669 100015 Male Jun 12, 2024 Jun 20, 2024
three virat 0043674 100015 Male Jun 12, 2024 Jun 20, 2024 [ ]
skipper
X Prvacy - Toems
Showing 1-3 of 3 cr 10 -
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Filtering a Student

The Filter Student feature on the GAPREK portal allows you to search for students using criteria
like Class ID, Socioeconomic, Transportation, Multilingual Learner, and Special Education
Services, with results matching any criteria (OR conditions).

To filter a student, perform the following steps:
1. On the selected Site > Student Data page, click the Filter button.

Note: You can search for a student by entering their First Name or Last Name in the
Search bar.

P ®
of Early Care _Sm Georgia's - DU Dhata Manage User v
d Learnis Ye g
O midnn: & Pre-« Program Notifications g ,

Welcome to John Doe Provider ID 173709 « Return to Pre-K provider list

Class Reporting Manager & Return to the list

@  Home sparkle Acadamy
&% Class Reporting Manager

= Manage Rosters

B  Waiting Lists *Select School Year Select Student List

2023-2024 v Current Stud... Search | & Filter |

2. Select the Class ID/Socioeconomic /Transportation/Multilingual Learner/Special
Education Service from the drop-down list, then click the Show Results button.

> Need Support?

= Georgia's lo

S Pre-v Program

g DU Dhata Manage User v
Notifications

Welcome to John Doe  Provider ID 173709 « Return to Pre-K provider list

dent Data

@ Home *Select School Year Select Student List

2023-2024 v Current Stud... Search & Filter
&% Class Reporting Manager
= Manage Rosters Class ID

100007
=G Waiting Lists
B 9 Current Students

P a

Socioeconomic
The system has it i { i These students have been

q Category 1 v
® Need Support? as appropriate. R
Transportation
2
Contact Pre-K ¢ Select  Last Name First Name StudentID ClassID  Gender Begin Date in Clz No .
Phone k
Cunaaadaaahh  Torontoooohh 0006453 Female  May1,2024
+1800 413 9935 Multilingual Learner
Email David Robin 0034959 100007 Male  May®,2024 Yes M
GAPREK Support@decal.ga.gov k
Du.ck Donale 0034898 100007 Male  Sep4,2023 Special Education Services
Individual Education Program (IE.
Data test 0010140 100009 Male  Juns,2024

P 2

Gibbs Chava 0000680 Male  Jun7,2024 Show Results Reset ™
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3. The search results will be displayed based on the selection entered.

4 Georgia Dept - G <o .o
of Early Care eorgias - DU Dhata Manage U
d Learni Pre- ge User
(GRS & Pre-v Program Notifications J

Welcome to John Doe Provider ID 173709 « Return to Pre-K provider list

A\ The system has identified potential duplicate students. These students have been flagged below. Review and update the records
as appropriate.

@  Home
Select Last Name  First Name StudentID ClassID Gender BeginDateinClass End Datein Class  Attendance Overlap A Dupl
= Manage Rosters David Robin 0034959 100007  Male May 9, 2024 Jun 12, 2024 [}
Eé Waiting Lists Du.ck Do'nale 0034898 100007 Male Sep 4, 2023 | | A
Gibbs Chava 0000680 Male Jun7,2024 A
© Need Support? Gibbs Chava 0000680 100007 Male Jun 12, 2024 A
Contact Pre-K ¢ Megannn Regannn 0020915 100007 Male Jun7,2024
Phone Conley Chulbul 0009276 100015 Male May 1, 2024 Jun 5, 2024 [ ]
+1 a4
Email Reemm Karr 0000683 100012 Female Apr 22,2024 May 31, 2024 [ ] A
GAPREK.Support@decal.ga.gov Benton Branden 0007332 100015 Male May 2, 2024 Jun 5, 2024 [ |
Conley Chulbul 0009276 Male Jun 6, 2024
Du.ck Do'nale 0034898 100007 Male Sep 4, 2023 [ ] A n

Privacy - Tems
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Moving a Student

The Move Student feature allows you to transfer a student to another class within the same site
or to a different site.

To move a student, perform the following steps:

1. On the Current Students section, click the checkbox to select the student you want to
move. Then, click the Move button.

Note: The Move button will be enabled only after selecting one or more students.

G e | &P A DU Dhata Manage User +

Welcome to John Doe Provider ID 173709 « Return to Pre-K provider list

udent Data  Teacher Data

@  Home *Select School Year Select Student List

2023-2024 v Current Stud... v Search. & Filter
&% Class Reporting Manager

= Manage Rosters + Add Student | - Move | + Add Returning Students

B  Waiting Lists

Current Students

The system has identified potential duplicate students. These students have been flagged below. Review and update the records as appropriate.
© Need Support?

Select Last Name First Name Student ID Class ID Gender Begin Date in Class End Date in Class
Contact Pre-K ¢

Phone Conley Chulbul 0009276 Male Jun 6, 2024

1844 480 2029
[¢ 0006453 Female May 1, 2024

Email

Rrek@decal.ga.gov
Cyril Ramirez 0030307 100009 Male Jun 4,2024
Cyril Ramirez Guiterez 0034906 100009 Male Jun 12, 2024
Data test 0010140 100015 Male May 1, 2024 May 13, 2024
Data test 0010140 100009 Male Jun 5, 2024

ﬂ David Robin 0034959 100007 Male May 9, 2024 Jun 28, 2024 I

The Move Students pop-up window will be displayed.
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2. Select the appropriate radio button to indicate whether you want to Move To Another
Site or Move To Another Class at the Same Site.

3. Select the desired Class from the drop-down list, and then click the Submit button.
Notes:
e Selecting Move to Another Site requires choosing a Site.

e |[f the End Date is specified while creating the student record, it will be
automatically populated on the Move Students pop-up window. Otherwise, you
will need to enter the End Date manually.

Move Students

You have selected to move 1 students. Please select below if you are moving the
students to another class or to another site.

I Move To Another Site _® Move To Another Class at the Same Site

*Please select the class to which the students will be moving:
100009

*End Date

Jun 12, 2024

cancel

After submitting, a success message will be displayed on the page, and the moved Student
record with a Class ID and Begin Date in Class will be displayed in the Current Students section.

L e . . -

G s | aeasas . (00 onata Manage user v]

Welcome to John Doe  Provider ID 173709 & Return to Pre-K provider list
2023-2024 v Current Stud... v Search. &= Filter

@ Home

+ Add Student + Add Returning Students

Class Reporting Manager

Current Students

Manage Rosters

B A\ The system has identified potential duplicate students. These students have been flagged below. Review and update the records as appropriate.
®  Waiting Lists

First Name Student ID Class ID Gender Begin Date in Class End Date in Class Attendance Overiap
© Need Support?
Chulbul 0009276 Male Jun6,2024
Contact Pre-K @
Torontoooohh 0006453 Female May 1, 2024 a
Phone
+1844 4802029 Ramirez 0030307 100009 Male Jun 4, 2024 ]
Email
prek@decal.ga.oov Ramirez Guiterez 0034906 100009 Male Jun 12,2024 ™
test 0010140 100015 Male May 1, 2024 May 13,2024 ]
test 0010140 100009 Male Jun's, 2024 =
Robin 0034959 100007 Male May 9, 2024 Jun 12, 2024 ]
Robin 0034959 100009 Male Jun13, 2024 ™ ™
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Adding a Returning Student
The Add Returning Student feature allows you to re-enroll a closed student to the sites.

To add a returning student, perform the following steps:

1. Onthe Pre-K Program welcome page, click the Class Reporting Manager tab on the left

panel.
4 Georgia Dept — . a
of Barly Care == Georgia's - DU Dhata Manage User v}
@ and Learning W Pre-< Program Notifications

Welcome to John Doe Provider ID 173709 < Return to Pre-K provider list

Class Reporting
Manager

oo
o3

Important Communications

Upload/Input Financial Information
Manage Rosters a4 P Upload

iii

E  waiting Lists

The Class Reporting Manager page will be displayed.

2. To select a site for accessing the students, click the Manage button.

4> Georgia Dept - G . a
of Barly Care _=m Georgia's - DU Dhata Manage User v
O and Learning m Pre-“ Program Notifications

Welcome to John Doe Provider ID 173709 « Return to Pre-K provider list

Class Reporting Manager

o Home Select a site to access the student and teacher data.
o0 Class Reporting sparkle Acadamy Texas Acadamy
- Manager 3564 Neville Street, TEST, Santa Claus, GA, 3564 Neville Street, Santa Claus, GA, 30436

Appling, 30436

= Manage Rosters .
Program Legal Name: John Doe Program Legal Name: John Doe

Eo  Waiting Lists Site ID: 173710 Site ID: 173711
Classes at this site: 4 Classes at this site: 1
Students at this site: 45 Students at this site: 1

@ Need Support?

Contact Pre-K 7
[ Manage } [ Manage ]
Phone
+1844 480 2029 I
Email Bakingo Acadamy ™
prek@decal.ga.gov 3564 Neville Street, Santa Claus, GA, 30436 Privacy s Tenns)
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The Site page will be displayed with the Student Data tab selected.

3. To add a returning student to the site, click the Add Returning Students button.

Georgia Dept
of Early Care
and Learning

== Georgia's
W Pre-% Program

(]

Welcome to John Doe

@

Home

£13 Class Reporting Manager

= Manage Rosters

=

Waiting Lists

@ Need Support?

Contact Pre-K ¢
Phone
41844 4802029
Email

prek@decal.ga.gov

Provider ID 173709

a

DU Dhata Manage User v
Notifications ( J

« Return to Pre-K provider list

<« Return to the list

Class Reporting Manager

Texas Acadamy

ent Data | Teacher Data

*Select School Year Select Student List

2023-2024 v Current Stud... v

+ Add Returning Students

Search... & Filter

+ Add Student

Current Students

The system has identified potential duplicate students. These students have been flagged below. Review and update the records
as appropriate.

Select Last Name First Name Student ID Class ID Gender Begin Date in Class

Atkins Martin 0030199 97853359 Female Jun 11, 2024

The Closed Students List page will be displayed.

4. On the Closed Students List section, click the checkbox to select the student you want to

add. Then, click the Add Students button.

Georgia Dept
of Early Care
and Learning

== Georgia's
W Pre-v Program

(Cf

Welcome to John Doe  Provider ID 173709

@

&%  Class Reporting Manager

= Manage Rosters

Home

Class Reporting Manager

Add a Returning Student

Closed Students L

* indicates required field

B

Waiting Lists

©® Need Support?

School Year

Contact Pre-K ¢ 2023-2024

Phone Select the Students from the below list to add to Returning Students
+1844 480 2029
Select

Last Name First Name

a

Notifications

[ DU Dhata Manage User v

« Return to Pre-K provider list

<« Return to the list

Student ID Class ID Date of Birth SSN Gender Begin Date End Date
Email
prek@decal.ga.gov Gibbs Chava 0000680 Apr 02, 2019 wrear-4122 Male Apr 22,2024 Jun 6, 2024 |
Plee Dimpp 0000679 Apr 01,2019 *ax-42-3577 Male Apr 22,2024 Jun 6, 2024

Add Students ™
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The Add Returning Students pop-up window will be displayed.

5. Onthe Add Returning Students pop-up window, Select a Class and Start date, then click
the Add button.

IAdd Returning Students

* indicates required field

You have selected to returning 1 students. Please select below if you are returning the students to another class.
Student Name: Chava Gibbs

*Select a Class *Start Date

100007 v Jun 12, 2024

f f

Cancel

*A success message will be displayed on the page, and the student record will be moved from
the Closed Students List to the Current Students list.

6. To view the students in the Current Students section, click Return to the List.

4> Georgia Dept ‘ G >y .. [
of Early Care eorgia s - DU Dhata Manage User v
6 and Learning ‘Pre-~% Program Notifications
Welcome to John Doe  Provider ID 173709 « Return to Pre-K provider list
.

@ Home CIass Reportlng Manager < Return to the list

o Class Reporting

®®  Manager Add a Returning Student

= Manage Rosters

B  Waiting Lists Closed Students List

* indicates required field
© Need Support? School Year
2023-2024
Contact Pre-K 7
Select the Students from the below list to add to Returning Students
Phone
+1844 480 2029 Select Last First Student Class Date of Birth SSN Gender  Begin End
Name Name ID ID Date Date n
Email
prek@decal.ga.gov Plee Dimpp 0000679 Apr 01, 2019 o Male Apr22,  Juns, i i
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The Student Data > Current Students page will be displayed with the student record that was
recently added to the Current Students list.

(5 SR & Georgias a
and Learning W Pre- Program

DU Dhata Manage User v
Notifications J

Welcome to John Doe  Provider ID 173709 « Return to Pre-K provider list

Teacher Data
* Select School Year Select Student List
@  Home
2023-2024 v Current Stud... v Search... & Filter
&%  Class Reporting Manager
+ Add Student + Add Returning Students

= Manage Rosters

Eé Waiting Lists

A\ The system has identified potential duplicate students. These students have been flagged below. Review and update the records
as appropriate.

@ Need Support?

Select Last Name First Name Student ID Class ID Gender Begin Date in Class
Contact Pre-K ¢
Phone Atkins Martin 0030199 97853359 Female Jun 11, 2024
+1844 480 2029
Email Benton Branden 0007332 Male Jun 5, 2024
prek@decal.ga.gov
Darrr Karamm 0000696 97853359 Female Jun 11,2024
Dup Akhil 0000801 Male
Gibbs Chava 0000680 Male Apr 22,2024
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Adding a Student from the Waiting List

Ee— . 1
_mm Georgia’s
Hm Pre-% Program

The Adding Student from Waiting List feature allows you to add a waitlisted student to a

different class or site.

To add a student from the waiting list, perform the following steps:

1. Onthe Pre-K Program welcome page, click the Waiting Lists tab on the left panel.

Georgia Dept — )
C,s’ ofPanlycare W Georgia's
and Learning W Pre-% Program

Welcome to John Doe  Provider ID 173709

Class Reporting

&3 Important Communications
Manager

Upload/Input Financial Information
= Manage Rosters

) Waiting Lists

© Need Support?

a

Notifications

[ DU Dhata Manage User v}

< Return to Pre-K provider list

Upload

The Waiting List > Student Waiting Lists page will be displayed.

2. Scroll to the Waiting Lists per Site section.

3. Select the required Site from the Select Sites drop-down list.
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Georgia Dept
of Early Care
and Learning

—
=

G

Welcome to John Doe

{@  Home

P Class Reporting
S3
Manager

= Manage Rosters

r. Waiting Lists

© Need Support?

Contact Pre-K @@

eorgia's
W Pre-% Program

Provider ID 173709

Legal Name
John Doe

Archived Students (1)

Archiving students removes them from the waiting list and saves their details for future reference

I Waiting Lists per Site I

Select Sites

Address

3150 Junior Avenue, Norcross,

GA, 30003

[ Select Sites

Akhil
Phone
+ sparkle Acadamy
+1844 480 2029
Email Texas Acadamy oy
L ga.gov Bakingo Acadamy acy - Terms
—

Notifications

; { DU Dhata Manage User v}

< Return to Pre-K provider list

Phone

View Archived Students

The waiting list of students associated with the selected site will be displayed.

4. Click the checkbox to select the student you want to add to the sites. Then, click the
Move Students to Class Reporting Manager button.

Georgia Dept

6’ of Farly Care == Georgia's
Snd Learming

W Pre-v Program

Welcome to John Doe  Provider ID 173709

@ Home
&8 Class Reporting Manager
= Manage Rosters

e Waiting Lists

© Need Support?

Contact Pre-K ¢
Phone
+1844 480 2029
Email

Rrek@decal.ga.gov

Archived Students (1)

DU Dhata Manage User v

& Return to Pre-K provider list

View Archived Students

Archiving students removes them from the waiting list and saves their details for future reference.
Waiting Lists per Site
Select Sites
Select Sites v
("sparkie Acad: [}
(_sparkle Acadamy () )
sparkle Acadamy
Kids Listed  Status | Move Students to Class Reporting Manager
2 \
Select  Last First Do Gender  Phone Email Id EnteredOn  LastModified By  Last Modified Action
Name Name Date
Dup Akhil Apr 3,2019 Male qdfgfagsfdhgni@gimhgf.com  Apr 29, DhataManage  Jun 4, 2024 P
R 2024 User
Darrr Karamm Apr 2, 2019 Male robert@gmail.com Apr 25, Dhata Manage Jun 4, 2024 ’
2024 User

The Move Students to Class Reporting Manager pop-up window will be displayed.

5. To expand the Additional Information section and add information to it, click the right

arrow.
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I Move Students to Class Reporting Manager I

Selected Students Information

* Indicates required field

Akhil Dup
gdfgfagsfdhgnf@gjmhgf.com || Apr 3, 2019

Additional Information

mm Georgia's

—

Cancel

Pre-% Program
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6. In the Additional Information section, enter the following information:
a. Enter the Social Security Number and select Multi-birth from the drop-down list.
b. Select the Yes/ No radio button for Transportation
c. Select the Socioeconomic category,
d. Select the Yes/ No radio button for Does this child receive Special Education
Service, and Is this child in a blended Head Start/Pre-K classroom field.

Move Students to Class Reporting Manager

*Inaicates requirea Tieia

Akhil Dup
gdfgfagsfdhgnf@gjmhgf.com || Apr 3, 2019

Additional Information v
SSN Not available

* Social Security Number * Multi-birth

sa0-02-4567 2 v

e Yes No

* Socioec onomic

Category1__e Cateqory 2

*Does this child receive Special Education Services?

Yes o No

*Is this child in a blended Head Start/Pre-K classroom?

Yes © No

e. Select Ethnicity and Class from the drop-down list.
f. Select the Race.
g. Enter the Begin Date in Class and End Date in Class. Then click the Save button.
Notes:
e The Begin Date in Class and End Date in Class fields will be displayed
after selecting the Class.
e The Begin Date in Class will be displayed automatically.
e The End Date in Class is not required to be populated.
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Move Students to Class Reporting Manager

* Ethnicity
Hispanic/Latino v‘—
*Race
American Indian or Alaskan Native Asian Black or African American
Native Hawaiian or Other Pacific Islander White Information Not Provided

Class Details

*Select a Class

100009 v
*Begin Date in Class f End Date in Class
Jun 12, 2024 a Jun 20, 2024 @

A successful record creation message will be displayed.

7. To move the student, click the Confirm Move button.

Move Students to Class Reporting Manager
Yes e No

*Is this child in a blended Head Start/Pre-K classroom?

Yes e No
* Ethnicity
Hispanic/Latino v
*Race
American Indian or Alaskan Native Asian Black or African American
Native Hawaiian or Other Pacific Islander White Information Not Provided
Class Details

*Selecta Class

100009 v
*Begin Date in Class End Date in Class
Jun 12, 2024 a Jun 20, 2024 a

- ()

*A success message will be displayed on the page and the student record will be moved from
the Students Waiting List.

8. To view the students under the Current Students section, click Return to Pre-K provider
List.
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4 Georgia Dept — L A ( ]
(O ik care — Georgia's ' DU Dhata Manage User v
d Learni [ - g
e Pre-« Program Notifications L

Welcome to John Doe  Provider ID 173709

I(— Return to Pre-K provider list |

- Waiting List D (T
jome

&3 Class Reporting Manager Student Waltmg Lists

=3 Manage Rosters
* indicates required field
K Waiting Lists

*Select School Year

2023-2024
@ Need Support?

Provider Details
Contact Pre-K ¢
Legal Name Address Phone
Phone John Doe 3150 Junior Avenue, Norcross, GA, 30003

You will be directed to the GA DECAL Integrated Provider Portal welcome page.
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9. Onthe required Pre-K Portal tile, click the Go to Providers List button.

Integrated Provider Portal

Welcome, Dhata Manage User
Program List

S Georgia's

W Pre-% Program

Pre-K Portal

Submit Pre-K grant applications, Manage

Student and Teacher Rosters, Reconciliation,
Payments and many more.

{ Go to Providers List—>

The Pre-K Program welcome page will be displayed.

10. On the Pre-K Program welcome page, click the Class Reporting Manager tab on the left
panel.

g e = Georgia's a
O ik are :»preMp,gog,am § DU Dhata Manage User v

Notifications

Welcome to John Doe Provider ID 173709 < Return to Pre-K provider list

P Class Reporting

<2 Manager Important Communications

)\ Upload/Input Financial Information
Manage Rosters a4 T op Upload

g

® Waiting Lists

@ Need Support?

Contact Pre-K 7

Phone
+1844 480 2029
Email
Privacy - Terms
prek@decal.ga.gov .

The Class Reporting Manager page will be displayed.
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11. To select the site to access the students, click the Manage button.

4> Georgia Dept )
O :{.5‘[2%5‘?{.; DU Dhata Manage User v
Notifications J

= Georgia's a
W Pre-% Program

Welcome to John Doe Provider ID 173709 « Return to Pre-K provider list

Class Reporting Manager

Program Legal Name: John Doe

Program Legal Name: John Doe

Home N
@ Select a site to access the student and teacher data.
Class Reporting Manager .
sparkle Acadamy Texas Acadamy Bakingo Acadamy
3564 Neville Street, TEST, Santa 3564 Neville Street, Santa Claus, GA, 3564 Neville Street, Santa Claus, GA,
= Manage Rosters Claus, GA, Appling, 30436 30436 30436

Program Legal Name: John Doe

E®  Waiting Lists

Site ID: 173710 Site ID: 173711 Site ID: 173712
@ Need Support? Classes at this site: 4 Classes at this site: 1 Classes at this site: 3
uj ?
Students at this site: 43 Students at this site: n Students at this site: 14
Contact Pre-K ¢
Phone Manage ‘ { Manage ‘ [ Manage
+1844 480 2029 A
Email I
prek@decal.ga.gov

The Site page will display the Student Data tab with the recently added student record from the
Waiting List in the Current Students section.

4 Georgia Dept - G : a Y
of Early Care eorgias -
(9 and Learning ‘Pre-« Program Notifications DU Dhata Manage User v

J

Welcome to John Doe Provider ID 173709 « Return to Pre-K provider list

sparkle Acadamy
@  Home

Class Reporting Manager

Manage Rosters

Teacher Data

*Select School Year Select Student List

2023-2024 v Current Stud... Search... & Filter

Waiting Lists

m

+ Add Student

Current Students

A\ The system has identified potential duplicate students. These students have been flagged below. Review and update the records
as appropriate.

+ Add Returning Students

@ Need Support?

Contact Pre-K ¢

Phone

+1844 480 2029

Email Select Last Name First Name Student ID Class ID Gender Begin Date in Class
prek@decal.ga.gov
Du.ck Do'nale 0034898 100007 Male Sep 4, 2023
Du.ck Do'nale 0034898 100007 Male Sep 4, 2023
™
I Dup Akhil 0000801 100009 Male Jun 12, 2024 <
Prvacy - Terms
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Uploading Student Documentation

The Upload Student Documentation feature allows you to upload the supporting documents for
the required student on a Site in the below scenarios:

e Attendance Overlap: If the provider does not take appropriate action within five days
after the Attendance Overlap is marked by the Pre-K Staff, they must upload the
necessary documents to resolve the attendance overlap.

e Duplicate Student: If the provider does not take appropriate action within 3 days after
the student is marked as Duplicate by the Pre-K Staff, they must upload the Student
Identity Document to resolve the Duplicate Student issue.

Note: The steps to upload documents in the above two scenarios will be identical.
To upload the Student Identity Document, perform the following steps:

1. Onthe Pre-K Program welcome page click the Class Reporting Manager tab on the left
panel.

4 Georgia Dept P - a
fEarly Care = Georgia's
O ke -W€,Kprgogram [DU Dhata Manage User vJ

Notifications

Welcome to John Doe  Provider ID 173709 « Return to Pre-K provider list

Class Reporting
Manager

&3 Important Communications

Upload/Input Financial Information
= Manage Rosters B & Upload

B Waiting Lists

® Need Support?

Contact Pre-K 7

Phone

+1844 480 2029
Email

Privacy - Terms
prek@decal.ga.gov

The Class Reporting Manager page will be displayed.
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2. To select a site for accessing the students, click the Manage button.

4> Georgia Dept )
O :ﬁﬁ;’iﬁ.ﬁ: DU Dhata Manage User v
Notifications )

== Georgia's a
Pre~< Program

Welcome to John Doe Provider ID 173709 « Return to Pre-K provider list

Class Reporting Manager

Home N
@ Select a site to access the student and teacher data.
Class Reporting Manager .
sparkle Acadamy Texas Acadamy Bakingo Acadamy
3564 Neville Street, TEST, Santa 3564 Neville Street, Santa Claus, GA, 3564 Neville Street, Santa Claus, GA
= Manage Rosters Claus, GA, Appling, 30436 30436 30436

Program Legal Name: John Doe Program Legal Name: John Doe Program Legal Name: John Doe

E®  Waiting Lists

Site ID: 173710 Site ID: 173711 Site ID: 173712
@ Need Support? Classes at this site: 4 Classes at this site: 1 Classes at this site: 3
uj ?
Students at this site: 43 Students at this site: n Students at this site: 14
Contact Pre-K ¢
Phone Manage ‘ ‘ Manage ‘ { Manage
+1844 4802029 A ’
Email I
prek@decal.ga.gov

*The selected site Student Data page will be displayed with the Current Student list.

3. To upload the Document, scroll right on the Current Student section using the scroll bar.
Then, click the Upload Student Identity Documents icon.

o Gomabe | grc . a 7 R
i Early Care eorgia’s . DU Dhata Manage Use
i Lot - e Dhata Manage User v
O i Pre-¥ Program Notifications L J
Welcome to John Doe Provider ID 173709 « Return to Pre-K provider list
2023-2024 v Current Stud... Search. &= Filter
@ Home
+ Add Student + Add Returning Students
Class Reporting Manager
Current Students
= Manage Rosters
The system has identified potential duplicate students. These students have been flagged below. Review and update the records as appropriate.
B  Waiting Lists
sent 1D Class ID Gender Begin Date in Class End Date in Class Attendance Overlap Duplicate Flag Action
© Need Support? 0306 100008 Male Jun 4,2024 a2 ’
Contact Pre-K ¢ 0310 100008 Male Jun 4,2024 7
Phone
0310 100009 Male Jun 9, 2024 -] 7
41844 4802029 =)
E 4905 100009 Male Jun 11, 2024 ] ”m
prek@decal.ga.goy =
0308 100009 Male Jun 4,2024 0 S
7332 100015 Male May 2, 2024 Jun 5, 2024 ]
6a8s 100012 Female May 1, 2024 May 31, 2024 ]
0304 100008 Male Jun 4,2024 ™) A P
4903 100009 Male Jun7,2024 ] A 7
9276 100015 Male May 1,2024 Juns, 2024 ™) 7 ™

The Upload Documents page will be displayed.
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4. Click the Upload button to upload documents, including the Birth Certificate, Certificate
of Live Birth, Birth Certificate - Adoption, Social Security Card, Student Roster
Information Form, and Child Registration Form.

The following steps explain the Certificate of Live Birth upload process. Note that the
upload process for other documents will be the same.

o Georgiabept Georaia’ a
of Early Care eorglas -
(G Preae Pebaram ) DU Dhata Manage User v

Welcome to John Doe Provider ID 173709 « Return to Pre-K provider list

Upload d for Tor C

@  Home

& Class Reporting Manager Birth cerl‘ili;:ate Submitted &, Upload
& image (3.png ©

= Manage Rosters

E»  Waiting Lists Certificate of Live Birth Unsubmitted & Upload

© Need Support?

Birth certificate - adoption Unsubmitted &, Upload
Contact Pre-K &
Phone Social Security Card Unsubmitted & Upload
1844 4802029
Email
Rrek@deceloa.dov Student roster information form Unsubmitted & Upload
Child registration form Unsubmitted &, Upload

The Upload Files pop-up window will be displayed.

5. On the Upload Files pop-up window, click the Upload Files button.

Upload Files

& Upload Files Or drop files
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You will be directed to your local system.

6. Select the File from the required folder, then click the Open button.

FEHED 99 v =y [ Desktop — iCloud Q

@ Recents

A Applications

©® Downloads oy = = - B

iCloud - .

9 Shared gadecal-- gadecal-- GA_Pre-K_Dat Screenshot
tificate.| ...(12). ...(11).] Manage 4.docx 2024-0...6.40AM

& iCloud Drive Certificate.png mergeq...(12).png mergeq...(11).png

(=) Desktop

Locations
gadecal-- gadecal-- gadecal-- gadecal-- gadecal--

@ Network mergeq...(10).png  mergeq...) (9).png  mergeq...) (8).png  mergeq...) (7).png  mergeq...) (6).png

Tags

® 1 1 —1i B :

® Orange .

® Yellow Show Options Cancel

7. To upload the selected file, click the Upload button.

Upload Files

1. Birth Certificate.png

Upload

The document status will be updated to Submitted.
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8. Follow the same steps to upload the other required documents.

9. To submit the uploaded documents, click the Submit button.

Ee— . 1
_mm Georgia’s

& GEERCwe S Georgia's
hiieming | R Yo Program

Welcome to John Doe  Provider ID 173709

@  Home

&%  Class Reporting Manager

= Manage Rosters

B  Waiting Lists
© Need Support?
+1844 4802029

Email

prek@decal.ga.gov

Document Upload

Upload for T

Birth certificate

Certificate of Live Birth
& Birth Certificate.png @

Birth certificate - adoption

Social Security Card

Student roster information form

Child registration form

PYe-¥ Program
a ( DU Dhata Manage User v
« Return to Pre-K provider list
« Back
Submitted &, Upload
Submitted &, Upload
Unsubmitted & Upload
Unsubmitted &, Upload
Unsubmitted & Upload
Unsubmitted & Upload
e

The document will be submitted and the Pre-K staff will be notified.

Closing a Student

The Close Student feature allows you to close a student's assignment by specifying the End

Date.

To close a student, perform the following steps:

1. Onthe Pre-K Program welcome page, click the Class Reporting Manager tab on the left

panel.
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& Georgia Dept = G i, A
of Early Care _=m Georgia’s - DU Dhata Manage User v
@ and Learning m Pre-% Program Notifications

Welcome to John Doe  Provider ID 173709

< Return to Pre-K provider list

P Class Reporting o
o2 Manager Important Communications
Upload/Input Financial Information
= Manage Rosters P P Upload
=

The Class Reporting Manager page will be displayed.

2. To select a site to access the students, click the Manage button.

Ge ia De — i
& oitaiycare W Georgia's a
and Learning m, Pre-% Program

DU Dhata Manage User v
Notifications )

Welcome to John Doe  Provider ID 173709 « Return to Pre-K provider list

Class Reporting Manager

@  Home

Select a site to access the student and teacher data.

L Class Reporting Manager

B Waiting Lists

Program Legal Name: John Doe

Site ID:

173710

Program Legal Name: John Doe

sparkle Acadamy Texas Acadamy Bakingo Acadamy
3564 Neville Street, TEST, Santa 3564 Neville Street, Santa Claus, GA, 3564 Neville Street, Santa Claus, GA
= Manage Rosters Claus, GA, Appling, 30436 30436 30436

Program Legal Name: John Doe

Site ID: 173711 Site ID: 173712

Classes at this site: 4 Classes at this site: 1 Classes at this site: 3
@ Need Support?

Students at this site: 43 Students at this site: n Students at this site: 14

Contact Pre-K ¢
Phone Manage Manage Manage
4

+1844 480 2029 4
Email I
prek@decal.ga.gov

*The selected site Student Data page will be displayed with the Current Student list.

3. To close a Document, scroll right on the Current Student section using the scroll bar.
Then, click the Edit pencil icon.
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4 Georgia Dept ‘ a
@& i g.,&ef’;?;;im . DU Dhata Manage User v
Welcome to John Doe ~ Provider ID 173709 « Return to Pre-K provider list
vIiass KRepUI Uiy vianayer RSO U st
sparkle Acadam
@  Home P y
Teacher Da
= Manage Rosters
*Select School Year Select Student List
B Waiting Lists
2023-2024 Current Stud... v Search & Filter
© Need Support? + Add Student + Add Returing Students
Contact Pre-K ¢ Current Students
Phone A\ The system has identified potential duplicate students. These students have been flagged below. Review and update the records as appropriate.
+1844 480 2029
Email
Student ID Class ID Gender Begin Date in Class End Date in Class Attendance Overlap A Duplicate Flag Action
prek@decal.ga,gov
I 0030306 100009 Male Jun 4, 2024
0030310 100009 Male Jun 4,2024
0030310 100009 Male Jun 9, 2024 P

*The Student Information page will be displayed.
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4. Scroll to the Additional Information section, then enter the End Date in Class.

5. Click the Update button.

S Georgia's a ( tanage User v |
- v Program DU Dhata Manage Us

Welcome to John Doe  Provider ID 173709 « Return to Pre-K provider list

Yes ® No

*1s this student in a blended Head Start/Pre-K classroom?

@  Home e Yes  No
*Eth ity
& Class Reporting Manager ety
Not Hispanic/Latino v
= Manage Rosters
*Race
B> Waiting Lists American Indian or Alaskan Native Asian Black or African American Native Hawaiian or Other Pacific Islander White Information Not Provided

Parent / Guardian Information

© Need Support?

*Parent / Guardian First Name *Parent / Guardian Last Name * Relationship
Anastasia Father Father v
Contact Pre-K ¢
Phione * Parent/Guardian Email *Parent/Guardian Zip Code
+1844 480 2029 testparent2@test.com 34528
Email
prek@decal.ga.gov - .
Additional Information
Class *Begin Date in Class End Date in Class
100009 v Jun 4, 2024 & Jun 11,2024 &

=N

*The End date of the Class will be reflected on the page for the selected student in the Current
Student section.
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Marking a Child as Did Not Attend

The Child Did Not Attend feature enables you to mark students as absent when they do not
attend class, helping you manage attendance records efficiently and accurately. This ensures
that your records remain up-to-date and reflective of actual attendance patterns.

To mark a child as Did Not Attend, perform the following steps:

1. On the selected site > Student data page, select the checkbox next to the student and
click the Edit pencil icon in the Action column.

oo, B @ orovs vanege uoer +
Welcome to John Doe Provider ID 173709 « Return to Pre-K provider list
@ Home Class Reporting Manager « Return to the st
(13 Class Reporting Manager Bakingo Acadamy
= Manage Rosters
B  Waiting Lists
*Select School Year Select Student List
2024-2025 v Current Stud... Search. & Filter
© Need Support?
Contact Pre-K @@ + Add Student - Move 4 Add Returning Students
Phone
. Current Students
18004139935
Email
GAPREK.Support@decal.ga.gov Select LastName FirstName Student!D ClassID Gender BeginDateinClass EndDateinClass Attendance Overlap Duplicate Flag ~ Action
Rabel James 0043717 100007  Male Jul 2,2024 ] P ‘
Sabarwal  Garima 0043716 100007  Female  Jul2,2024 Aug 30, 2024 ] ,‘

The Edit Student > Student Information page will be displayed.

2. Next, click the Mark Did Not Attend button on this page.

o oD | oo oo 2©®
f Early C: == Georgia's .

(9 andLearning W Pre ' Program Notifications ‘ DU Dhata Manage User v

Welcome to John Doe Provider ID 173709 « Return to Pre-K provider list

@  Home Class Reporting Manager « Return to the list

Manage Rosters

B  Wwaiting Lists Student Information % Mark Did Not Attend

Select a method to Add Students
© Need Support? PRI il Bulk Upload

Contact Pre-K ¢
i o * indicates required field
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The Student Being Marked as Did Not Attend pop-up window will be displayed.

3. To confirm the submission, click the Submit button.

IStudent Being Marked as Did Not Attend I

A\ Are you sure you want to mark the student as Did Not Attend?

*A success message will be displayed on the page and the student record will be displayed in
Student Data > Current Data with no Begin Date and End Date.
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Adding a Teacher

The Add Teacher feature allows you to Add one or more teachers to a site.

To add a teacher to the site, perform the following steps:

1. On the Pre-K Program welcome page click the Class Reporting Manager tab on the left
panel.

Georgia Dept — i
& oifaryCare WM Georgia's a
andLearning WM PYe-% Program

{ DU Dhata Manage User v]
Notifications

Welcome to John Doe Provider ID 173709

P Class Reporting
Important Communications
Manager

« Return to Pre-K provider list

Upload/Input Financial Information
= Manage Rosters P P Upload

Eo  Waiting Lists

The Class Reporting Manager page will be displayed.

2. To select a site for accessing the students, click the Manage button.

4 Georgia Dept — L a ———————
(O ofkaryCare — Georgia's DU Dhata Manage User v
d Learnis - Pre- 9
e e¥Program Notifications L )

Welcome to John Doe Provider ID 173709 < Return to Pre-K provider list

Class Reporting Manager

H o
Q ome Select a site to access the student and teacher data.

&2  Class Reporting Manager
sparkle Acadamy Texas Acadamy

Bakingo Acadamy

3564 Neville Street, TEST, Santa 3564 Neville Street, Santa Claus, GA, 3564 Neville Street, Santa Claus, GA
= Manage Rosters Claus, GA, Appling 36 30436 30436
B Waiting Lists Program Legal Name: John Doe Program Legal Name: John Doe Program Legal Name: John Doe
Site ID: 173710 Site ID: 173711 Site ID: 173712
©® Need s © Classes at this site: 4 Classes at this site: 1 Classes at this site: 3
eed Support?
Students at this site: 43 Students at this site: n Students at this site: 14

Contact Pre-K ¢

Phone Manage Manage Manage
Lessdsozon 4

Email I

prek@decal.ga.gov

*The selected site page will be displayed with the Student Data selected.
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3. To add a teacher, click the Teacher Data tab. Then, click the + Add Teacher button.

4 Georgia Dept e : a e
Early Care . Georgia's _

(GRS W Pre-v Program Notiications ’ DU Dhata Manage User v

Welcome to John Doe Provider ID 173709 « Return to Pre-K provider list

@ Home Class Reportlng Manager « Return to the list

sparkle Acadamy

= Manage Rosters

E(‘z) Waiting Lists Student Data

*Select School Year

2023-2024 v
@ Need Support?

Contact Pre-K ¢ + Add Additional Staff | + Add Teacher & Print

& Filter

Phone
100015
+1844 480 2029
Email Select Teacher Type Last Name First Name Start Date End Date PDS # Credential ECE Degree
prek@decal.ga.gov

Lead Teacher Hghg hhgh Jul 3,2023 Insufficient

The Teacher Information Page will be displayed.

4. Enter the First Name, Last Name, PDS Number, and Last 4 digits of SSN. Then, click the
Search button.

Note: Select the Teacher does not have a GaPDS Number checkbox if the teacher did
not provide you with their GaPDS number.

== Georgia's a ( DU D! )
— > - hata Manage User v
W Pre-% Program Notifications L )

Welcome to John Doe Provider ID 173709 « Return to Pre-K provider list

Home .
@ Teacher Information

& Class Reporting Manager
* indicates required field

= Manage Rosters Search Teacher

B Waiting Lists
*First Name *Last Name

@ Need Support? 7

Teacher does not have a GaPDS Number

Greece Desai

PDS Number *Last 4 digits of SSN
Contact Pre-K ¢
8473
Phone
+1844 480 2029

I
el

prek@decal.ga.gov
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If the entered information matches the existing Teacher Information in the GAPREK system or
the GaPDS system, the existing Teacher Information will be displayed. Select the Teacher Type,
enter the Class ID, Begin Date, and End Date (not mandatory), and then click Save to add the
teacher to the class.

If the entered information does not match the existing Teacher information, then the Add
Teacher Manually button will be displayed.

To add the Teacher Manually, perform the following steps:

5. Click the Add Teacher Manually button.

4> Georgia Dept - , a e —
CQ gifn"}?irﬁ?;; -‘-Eg/o;?ol;:m N DU Dhata Manage User v
: o Notifications { )

Welcome to John Doe  Provider ID 173709 < Return to Pre-K provider list

* indicates required field
o Home

Search Teacher

ee  Class Reporting
- Manager
*First Name *Last Name

— i
= Manage Rosters Greece Desal

B w L Teacher does not have a GaPDS Number
E® aiting Lists
PDS Number *Last 4 digits of SSN

8473
© Need Support?

Search
Contact Pre-K ¢ L

Phone

+1844 480 2029

Add Teacher Manually

™
Email

The Add Teacher page will be displayed.
6. Inthe Teacher Information section, enter the following information:
a. Select the Teacher Type from the drop-down list.
b. Enter the Social Security Number and Email Address.

c. Select the Credential from the drop-down list.
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» Georgla - .
G} G e MW Georgia's
andleirming WM Pre-%.Program

Welcome to John Doe  Provider ID 173709

@ Home

&8 Class Reporting Manager

= Manage Rosters

Add Teacher

Teacher Information

B  Waiting Lists * indicates required field
*Teacher Type

Lead Teacher

;'qu Name

© Need Support?

Contact Pre-K ¢

Greece
Phone
1 do not have PDS
+1844 480 2029
T Georgia Professional Development System
ma
e Number
prek@decal.ga.gov
*Credential

*Last Name

Desai

*Social Security Number

f -**-7584

Credential Effective Date

fCE Bachelor's Degree or Higher v
D * Croditablo Vaare of

a

Notifications

* Email Address

DU Dhata Manage User v

« Return to Pre-K provider list

« Return to the list

Number

yee.chir
;Pro'css\om\ Standards Commission Certificate

b.com

d. Select the Degree and Class ID from the drop-down list.

e. Enter the Creditable Years of Experience, Begin Date, and End Date (not

mandatory).

f. Select the Yes/No radio button for Fluent in Other Language.

g. To save the Teacher Information, click the Save button.

Georgia's
Ve~ Program

=
-

Welcome to John Doe  Provider ID 173709

* Credential

o Home

&% Class Reporting Manager

= Manage Rosters

Degree

Fluent in Other Languages ©
Yes o No

Assign Teacher to a Class

B  Waiting Lists

@ Need Support? Provider Legal Name

John Doe
Contact Pre-K ¢

*Begin Date
Phone 5/7/2024
+1844 480 2029 f
Email
prek@decal.ga.gov

Cancel

ECE Bachelor's Degree or Higher

Bachelor's Degree not related to ECE

a

Credential Effective Date

May 7, 2024

* Creditable Years of Experience

5

f

Site Name

sparkle Acadamy

End Date

6/11/2024

o

a

Notifications

Number

*Class ID

100009

DU Dhata Manage User v

« Return to Pre-K provider list

=

After saving, a success message will be displayed, and you can view the teacher data in the

Teacher Data tab.
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Filtering a Teacher

The Filter feature on the GAPREK portal allows you to search for teachers using criteria like

Class ID, First Name, Last Name, SSN, Teacher Type, and PDS, with results matching any criteria
(OR conditions).

To filter a teacher, perform the following steps:

1. Onthe selected site > Teacher Data tab, click the Filter button.

- thmial)#pl — 0 -
O stkslycare :-W)G)e?;glas a JD John David v
g Ye-¥ Program Notifications ;

Welcome to John Doe Provider ID 173709 « Return to Pre-K provider list

@  Home Class Reporting Manager « Return to the list

& Class Reporting Manager sparkle Acadamy

= Manage Rosters

B  Waiting Lists Student Data

*Select School Year

2023-2024 v &= Filt
@ Need Support? = Hilter

Contact Pre-K ¢ + Add Additional Staff + Add Teacher & Print

2. Enter the Class ID/First Name/Last Name/SSN/Teacher Type/PDS#, then click the Show
Results button.
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L Georgia Dept ‘ P
(5 st | g Georgias | i JD) John David v
Welcome to John Doe  Provider ID 173709 « Return to Pre-K provider list
sparkle Acadamy
@  Home
Reporting Manager
= Manage Rosters *Select School Year
2023-2024 v & Filter
Eo  Waiting Lists
+ Add Additional Staff |+ Add Teacher 2
t Class ID v
© Need Support?
100009
First Name
Contact Pre-K o Select  Teacher Type Last Name First Name Start Date End Date PDS#  Credential besa
i
Phone
Lead Teacher Desai Greece May 7, 2024 Jun 11,2024 ECE Bachelor's Degree or Higher
+1844 480 2029 Last Name
= Lead Teacher Daniel Robert Jun 13,2024 ECE Bachelor's Degree or Higher hhgn
prek@decal.ga.gov
SSN
100015
Enter SSN
Select Teacher Type Last Name First Name Start Date End Date PDS # Credential ECE Degree
Teacher Type
Lead Teacher Hghg hhgh Jul3,2023 Insufficient Lead Teacher .
; PDSH
Enter PDS#
Show Results Reset ]
n
gc‘eorgia’s a L ]
s - JD  John David v
Pre-%. Program Notifications )
Welcome to John Doe ~ Provider ID 173709 « Return to Pre-K provider list
sparkle Acadamy
@  Home
Class Reporting Man: Teacher Data
= Manage Rosters * Select School Year
2023-2024 v
B  Waiting Lists
+ Add Additional Staff  + Add Teacher & Print
© Need Support?
100009
Contact Pre-K & Select  Teacher Type Last Name First Name Start Date End Date PDS#  Credential ECE Degree CYE 2 Year Degree Grandfathe
Phone
Lead Teacher Desai Greece May 7, 2024 Jun 11,2024 ECE Bachelor's Degree or Higher 5 ]
+1844 480 2029
el Lead Teacher Daniel Robert Jun 13, 2024 ECE Bachelor's Degree or Higher 2 ]
rrek@decal.ga.gov
100015
Select Teacher Type Last Name First Name Start Date End Date PDS # Credential ECE Degree CYE 2 YearDegree Grandfathered
Lead Teacher Hghg hhgh Jul3,2023 Insufficient 2 m

Moving a Teacher
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The Moving Teacher feature allows you to transfer a teacher from one site to another or from
one class to another class.

To move a teacher, perform the following steps:

1. Onthe Pre-K Program welcome page, click the Class Reporting Manager tab on the left

panel.
4 Georgia Dept _ . a
of Basly Cave = Georgia's - [ DU Dhata Manage User v]
@ and Learning mm Pre-% Program Notifications

Welcome to John Doe  Provider ID 173709

P Class Reporting

o3 Important Communications
Manager

< Return to Pre-K provider list

Upload/Input Financial Information
Manage Rosters P P Upload

B Waiting Lists

The Class Reporting Manager page will be displayed.

2. To select a site to access the teachers, click the Manage button.

Welcome to John Doe Provider ID 173709 « Return to Pre-K provider list

@  Home Class Reporting Manager
& Class Reporting Manager Select a site to access the student and teacher data.
= Manage Rosters sparkle Acadamy Texas Acadamy Bakingo Acadamy
3564 Neville ST 3564 Neville Street, Santa Claus, GA eville Street, Santa Claus, GA,
Claus 30436
E  Waiting Lists
Program Legal Name: John Doe Program Legal Name: John Doe Program Legal Name: John Doe
Site ID: 173710 Site ID: 173711 Site ID: 173712
@ Need Support?
Classes at this site: 4 Classes at this site: 1 Classes at this site: 3
Contact Pre-K ¢ Students at this site: 49 Students at this site: n Students at this site: 14
Phone
+1844 480 2029
Manage Manage Manage
Email g h
prek@decal.ga.gov

*The selected site page will be displayed with the Teacher Data selected.
3. Goto the Teacher Data tab.

4. Click the checkbox to select the Teacher, then click the Move button.
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Georgia Dept

(5 of Early Care == Georgia's
and Learning

W Pre-% Program
Welcome to John Doe  Provider ID 173709

Class Reporting Manager
@

&% Class Reporting Manager

= Manage Rosters

Home

Bakingo Acadamy

o  waiting Lists *Select School Year

2023-2024 v

© Need Support?

+ Multiple Substitutes Used ~ + Add Additional Staff

Contact Pre-K ¢

100006
Phone
+1844 480 2029 Select Teacher Type Last Name First Name Start Date End Date PDS # Credential
Email
Lead Teacher Daniel Robert May 8, 2024 ECE Bachelor's Degree or Higher
prek@decal.ga.gov
100007
Select Teacher Type Last Name First Name Start Date End Date PDS # Credential ECEL h
Assistant Teacher Khaun biscuit May 8, 2024 Insufficient

a

DU Dhata Manage User v
Notifications

« Return to Pre-K provider list

<« Return to the list

& Filter

+ Add Teacher  £7 Change Teacher Type

& Print

The Move Teachers pop-up window will be displayed.

4. Select the appropriate radio button to indicate whether you want to Move to Another
Site or Move to Another Class at the same site.

the information.

drop-down list. Then click the Submit button.

Next, select the Site from the drop-down list. Additional fields will be displayed to enter

Select the Class to which the teacher will be moving and the Teacher Type from the

Note: The Teacher Begin Date in New Class and Teacher End Date in the Current Class
will be automatically populated on the Move Teachers pop-up window.
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You have selected to move the teacher. Please select below if you are moving
the teacher to another class or to another site.

© Move to Another Site Move to Another Class

*Select the site to which the teacher(s) will be moving

sparkle Acadamy

*Select the class to which the teacher will be moving

100009

* Teacher Type

Lead Teacher

*Teacher Begin Date in New Class

Jun 13, 2024

* Teacher End Date in Current Class

Jun 11, 2024
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After submitting, a success message will be displayed on the page, and a new Teacher record
will be created in the selected Site Teacher Data section.

orgia De;
of Early Care

4 Georgia Dept
O nid

and Learning

== Georgia's
W, Pre-< Program

Welcome to John Doe  Provider ID 173709

@ Home

Class Reporting Manager

|sparkle Acadamy

= Manage Rosters

B Waiting Lists

@ Need Support?

Contact Pre-K ¢
Phone
+1844 480 2029

Email

prek@decal.ga.gov

Student Data

*Select School Year

a

DU Dhata Manage User v
Notifications )

« Return to Pre-K provider list

< Return to the list

2023-2024 v & Filter
+ Add Additional Staff ~ + Add Teacher & Print
100009
Select Teacher Type Last Name First Name Start Date End Date PDS # Credential
Lead Teacher Daniel Robert Jun 13, 2024

ECE Bachelor's Degree or Higher

Changing a Teacher Type

The Change Teacher Type feature allows you to change the Teacher type, allowing you to
switch a teacher between roles such as Assistant Teacher and Lead Teacher, as needed.

To add a teacher to the site, perform the following steps:

1. Onthe Pre-K Program welcome page, click the Class Reporting Manager tab on the left

panel.
& civaycare W Georgia's a
and Learning y Pre-¥ Program

Welcome to John Doe

P Class Reporting

e Manager
= Manage Rosters
B Waiting Lists

@ Need Support?

Provider ID 173709

Important Communications

Upload/Input Financial Information

Notifications

[ DU Dhata Manage User v]

« Return to Pre-K provider list

Upload
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The Class Reporting Manager page will be displayed.

2. To select a site to access the teachers, click the Manage button.

Welcome to John Doe  Provider ID 173709 « Return to Pre-K provider list
@  Home Class Reporting Manager
Class Reporting Manager Select a site to access the student and teacher data.
= Manage Rosters sparkle Acadamy Texas Acadamy Bakingo Acadamy
3564 Neville Street, TE 3564 Neville Street, Santa Claus, GA, 3564 Neville Street, Santa Claus, GA
Claus, GA, Applin 30436 3
B Waiting Lists
Program Legal Name: John Doe Program Legal Name: John Doe Program Legal Name: John Doe
Site ID: 173710 Site ID: 173711 Site ID: 173712
@ Need Support?
Classes at this site: 4 Classes at this site: 1 Classes at this site: 3
Contact Pre-K ¢ Students at this site: 49 Students at this site: n Students at this site: 14
Phone
+1844 480 2029 Bl ]
Manage Manage Manage J
Email b . g h 4
prek@decal.ga.gov I

*The selected site page will be displayed with the Teacher Data tab selected.
3. Goto the Teacher Data tab.

4. Click the checkbox to select the Teacher, then click the Change Teacher Type button.

PR — . a —
O ditn  ameocorgias . BU  Dhata Manage User + |

Welcome to John Doe  Provider ID 173709 « Return to Pre-K provider list

@  Home *Select School Year

2023-2024 v &= Filter
Class Reporting Manager
Manage Rosters + Multiple Substitutes Used ~~ + Add Additional Staff 4 Add Teacher hange Teacher Type | - Move & Print

Eo Waiting Lists

100006
Select  Teacher Type Last Name First Name Start Date End Date PDS#  Credential ECE Degree CYE
© Need Support?
Lead Teacher Daniel Robert May 8, 2024 Jun 11, 2024 ECE Bachelor's Degree or Higher 2
Contact Pre-K ¢
100007
Phone
1844 480 2029 . 5
Select Teacher Type Last Name First Name Start Date End Date PDS # Credential ECE Degree CYE 2 Year
Email
e Assistant Teacher Khaun biscuit May 8, 2024 Insufficient 6 ]
Additional Staff Hoon Chota May 10, 2024 May 13, 2024 | |
100013
Select Teacher Type Last Name First Name Start Date End Date PDS # Credential ECE Degree CYE 2
Lead Teacher Testes tests May 7, 2024 ECE Bachelor's Degree or Higher 3 ™~

Pl
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The Change Teacher Type pop-up window will be displayed.

5. Update the Teacher Type from the drop-down list.
6. Add the Effective Date.
7. Enter Comments, then click the Save button.

Change Teacher Type

* indicates required field

*Teacher Type *Effective Date

Assistant Teacher v fun 13,2024

Comments

Changing the teacher types to Assistant Teacher

f

Cancel

A success message will be displayed on the page, and the Teacher Type along with the updated
Start Date will be shown in the Teacher Data section.

2 Gy Care Georgia's a
& smman §%,K,,a,g,am . DU Dhata Manage User v

Welcome to John Doe Provider ID 173709 « Return to Pre-K provider list

+ Add Additional Staff =+ Add Teacher & Print

@  Home

100006
&% Class Reporting Manager
Select Teacher Type Last Name First Name Start Date End Date PDS # Credential ECE Degree CYE

= Manage Rosters

Lead Teacher Daniel Robert May 8, 2024 Jun 11, 2024 ECE Bachelor's Degree or Higher 2
B  Waiting Lists
100007
@ Need Support? Select Teacher Type Last Name First Name Start Date End Date PDS # Credential ECE Degree CYE 2 Year
Assistant Teacher Khaun biscuit May 8, 2024 Insufficient 6 | |
Contact Pre-K ¢
Phone Additional Staff Hoon Chota May 10, 2024 May 13, 2024 [ ]
+1844 480 2029
Email
100013
Rrek@decal.ga.gov
Select Teacher Type Last Name First Name Start Date End Date PDS # Credential ECE Degree CYE
Lead Teacher Testes tests. May 7, 2024 Jun 12, 2024 ECE Bachelor's Degree or Higher 3
Assistant Teacher Testes tests Jun 13, 2024 ECE Bachelor's Degree or Higher 3
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Adding an Additional Staff

The Add Additional Staff feature allows you to add Lead and Assistant teachers to your Pre-K
Program for enhanced operational efficiency and program support.

To add an Additional Staff to the site, perform the following steps:

1. Onthe Pre-K Program welcome page, then click the Class Reporting Manager tab on the
left panel.

& Georgia Dept &= Georgia's a
O il s e : DU Dhata Manage User v

Notifications

Welcome to John Doe Provider ID 173709 « Return to Pre-K provider list

& Home DaShboard

Class Reporting
Manager

Qo
uo

Important Communications

Upload/Input Financial Information Upload

Manage Rosters

B Waiting Lists

The Class Reporting Manager page will be displayed.

2. To select a site to access the additional staff, click the Manage button.

Welcome to John Doe  Provider ID 173709 « Return to Pre-K provider list

@ Home

) Class Reporting Manager

Class Reporting Manager

Select a site to access the student and teacher data.

= Manage Rosters

B Waiting Lists

prek@decal.ga.gov.

sparkle Acadamy

3564 Neville Str

Claus, GA, Appli

Program Legal Name: John Doe

Texas Acadamy

3564 Neville Street, Santa Claus, GA

30436

Program Legal Name: John Doe

Bakingo Acadamy

Program Legal Name: John Doe

. Site ID: 173710 Site ID: 173711 Site ID: 173712
@ Need Support?
Classes at this site: 4 Classes at this site: 1 Classes at this site: 3
Contact Pre-K ¢ Students at this site: 49 Students at this site: n Students at this site: 14
Phone
+1844 480 2029
Manage Manage Manage
Email

*The selected site page will be displayed with the Student Data page selected.
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3. Goto the Teacher Data tab.

4. To add Additional Staff, click the + Add Additional Staff button.

4> Georgia Dept . a
C') '.’.‘..%L"Z.E.?{.; 9&?22?‘;2;“ T DU Dhata Manage User v

Welcome to John Doe  Provider ID 173709 « Return to Pre-K provider list

Class Reporting Manager « Return to the list
@  Home

13 Class Reporting Manager
= Manage Rosters
9 Student Data | Teacher Data

Eo  Waiting Lists *Select School Year

Bakingo Acadamy

2023-2024 v & Filter

© Need Support?
+ Add Additional Staff | + Add Teacher & Print

Contact Pre-K ¢

100006
Phone
+1844 480 2029 Select Teacher Type Last Name First Name Start Date End Date PDS # Credential
Email L ead Toachor Daniol Rohort May g 2024 lun11 2024 ECE Bacholar's Nearee or Hinhor

The Add Additional Staff pop-up window will be displayed.

5. Next, click the Continue button on the Add Additional Staff pop-up window.

Add Additional Staff

Additional Staff are classroom staff separate from the Lead and Assistant
teachers. Additional Staff do not impact Pre-K grant payment amounts.

Cancel |EeIQILIVE

The Teacher Information page will be displayed.
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6. Enter the First Name, Last Name, PDS Number, and Last 4 digits of SSN. Then, click the
Search button.

Note: Select the Teacher does not have a GaPDS Number checkbox if the teacher did
not provide you with their GaPDS number.

& Georgia Dept _ .
& ciimycare _== Georgia's & DU Dhata Manage User v
andLearning WM PYe- Program Notifications
Welcome to John Doe Provider ID 173709 « Return to Pre-K provider list
o Home

Teacher Information

&8 Class Reporting Manager * indicates required field

= Manage Rosters Search Teacher

[;E(‘g Waiting Lists
*First Name *Last Name

Greece Desai

a
© Need Support? Teacher does not have a GaPDS Number

PDS Number *Last 4 digits of SSN

Contact Pre-K ¢ 8473

Phone
+1844 480 2029

Es]

prek@decal.ga.gov

If the entered information matches the existing Teacher Information, the existing Teacher
Information will be displayed. Select the Teacher Type, enter the Class ID, Begin Date, and End
Date (not mandatory), and then click Save to add the teacher to the class.

If the entered information does not match the existing Teacher information, then the Add
Teacher Manually button will be displayed.
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To add the Teacher Manually, perform the following steps:

7. Next, click the Add Teacher Manually button.

4 Georgia Dept - - a
f Early Care = Georgia‘s o
O il - Prev p,gog,am Notications [ DU Dhata Manage User vJ

Welcome to John Doe  Provider ID 173709 « Return to Pre-K provider list

* indicates required field

{@  Home
Search Teacher

oo Class Reporting

-
Manager *First Name *Last Name

= Manage Rosters Greece Desai

B Waiting List Teacher does not have a GaPDS Number
E® aiting Lists
PDS Number *Last 4 digits of SSN

8473
® Need Support?

Contact Pre-K

Phone

11844480 2029 Add Teacher Manually

' ™
Email

The Add Teacher page will be displayed.
8. Inthe Teacher Information section, enter the following information:
a. Select the Teacher Type from the drop-down list.
b. Enter the Social Security Number and Email Address.

c. Select the Credential from the drop-down list.
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and Learning

Welcome to John Doe

@ Home

= Manage Rosters

B  Waiting Lists

© Need Support?

Contact Pre-K @
Phone
41844 480 2029
Email

rrek@decal.ga.gov

Georgia - )
& Srmyewe W Georgia's
& Pre-v Program

a

Notifications

Provider ID 173709

Add Teacher

Teacher Information

* indicates required field

Class Reporting Manager

*Teacher Type

Lead Teacher

; *First Name

Greece

*Last Name

Desai

1 do not have PDS

Georgia Professional Development System

Number * Social Security Number * Email Address

car_+4.7584

DU Dhata Manage User v

« Return to Pre-K provider list

« Return to the list

com

*Credential Credential Effective Date Number
fCE Bachelor's Degree or Higher v ™
[ — * Croditabia Vaare ot

;messlcnm Standards Commission Certificate

d. Select the Degree and Class ID from the drop-down list.

e. Select the Yes/No radio button for Fluent in Other Language.

f. Enter the Creditable Years of Experience, Begin Date, and End Date (not

mandatory).

g. To save the Teacher Information, click the Save button.

Georgia Dept — i
6 of Farly Care == Georgia's
and Learning ‘Pre-« Program

@ Home

Class Reporting Manager

Manage Rosters

Waiting Lists

ps

@ Need Support?

Contact Pre-K ¢
Phone
+1844 480 2029

Email

prek@decal.ga.gov

Welcome to John Doe  Provider ID 173709

a

Notifications

* Credential Credential Effective Date Number
ECE Bachelor's Degree or Higher v May 7, 2024

Degree *Creditable Years of Experience
Bachelor’s Degree not related to ECE v 5

I Fluent in Other Languages. 7
Yes No

Assign Teacher to a Class

Provider Legal Name Site Name *Class ID
John Doe sparkle Acadamy 100009

End Date

*Begin Date

s

5/7/2024 & 6/11/2024

Cancel

DU Dhata Manage User v

« Return to Pre-K provider list
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After saving, a success message will be displayed, and you can view the teacher data in the
Teacher Data tab.
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Adding a Substitute Teacher

This feature allows you to add/assign a substitute teacher when the existing teacher associated
with a Class is on leave for an extended period.

To add a Substitute Teacher, perform the following steps:

1. Onthe Pre-K program welcome page click the Class Reporting Manager tab on the left
panel.

Georgia Dept

. - a
of Easly Care _— Georgia's o [ DU Dhata Manage User vJ
O and Learning W Pre-“ Program Notifications

Welcome to John Doe Provider ID 173709 « Return to Pre-K provider list

Class Reporting
Manager

&3 Important Communications

Upload/Input Financial Information
Manage Rosters P P Upload

Eé Waiting Lists

@ Need Support?

The Class Reporting Manager page will be displayed.

2. To select a site to access the substitute teachers, click the Manage button.

Welcome to John Doe Provider ID 173709 « Return to Pre-K provider list
@  Home Class Reporting Manager
& Class Reporting Manager Select a site to access the student and teacher data.
= Manage Rosters sparkle Acadamy Texas Acadamy Bakingo Acadamy
3564 Neville 3564 Neville Street, Santa Claus, GA 3564 Neville Street, Santa Claus, GA
Claus, GA, Appling, 30436 30436 30436
B Waiting Lists
Program Legal Name: John Doe Program Legal Name: John Doe Program Legal Name: John Doe
Site ID: 173710 Site ID: 173711 Site ID: 173712
@ Need Support?
Classes at this site: 4 Classes at this site: 1 Classes at this site: 3
Contact Pre-K ¢ Students at this site: 49 Students at this site: n Students at this site: 14
Phone
+1844 480 2029 (
Manage ‘ ‘ Manage Manage
Email
prek@decal.ga.gov I
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*The selected site page will be displayed with the Substitute Teacher Data selected.

3. To add a Substitute teacher, go to the Teacher Data tab.

4. Next, click the checkbox to select the Teacher, then click the + Multiple Substitute Used

button.

Georgia D — i
of Pasly Cave Georgia's
and Learning ‘Pre-% Program

G

Welcome to John Doe  Provider ID 173709

@

&%  Class Reporting Manager

= Manage Rosters

Home

Bakingo Acadamy

Student Data | Teacher Data

*Select School Year

2023-2024 v

a

Notifications

N
DU Dhata Manage User v
J

« Return to Pre-K provider list

& Filter
E&) Waiting Lists
I + Multiple Substitutes Used I + Add Additional Staff ~+ Add Teacher ¢7 Change Teacher Type - Move & Print
© Need Support?
100006
Contact Pre-K ¢
o Select Teacher Type Last Name First Name Start Date End Date PDS # Credential
Phone
Lead Teacher Daniel Robert May 8, 2024 Jun 11,2024 ECE Bachelor's Degree or Higher
+1844 480 2029
Email
prek@decal.ga.gov 100007
Select Teacher Type Last Name First Name Start Date End Date PDS # Credential ECE[
Assistant Teacher Khaun biscuit May 8, 2024 Insufficient
f Additional Staff Hoon Chota May 10, 2024 May 13, 2024 Py~ Tuwda

The Replace with MSU pop-up window will be displayed.
5. Add the Former Teacher End date, then click Confirm.

Note: The Substitute Teacher Start Date will be automatically updated after selecting
the Former Teacher End Date.

Replace with MSU
* indicates required field
Replacing Teacher Name: biscuit Khaun
* Former Teacher End Date
Jun 6, 2024

ubstitute Teacher(s) Start Date

Jun7,2024

Cancel

Confirm
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A success message will be displayed, and you can view the substitute teacher record in the
Teacher Data section.
Closing a Teacher

As a Data Management User, you can manually close a teacher record by adding an end date.
Additionally, the system automatically closes all teachers at the end of the school year, setting
the end date to June 30th.

To close a teacher manually, perform the following steps:

1. On the selected site > Teacher Data tab, click the Edit pencil icon in the Action column.

< = Georgia's 20 ou
B Pre-v. . Dhata Manage User v
(9 & Pre-v Program Notifications '
Welcome to John Doe Provider ID 173709 « Return to Pre-K provider list
Class Reporting Manager « Return to the list
Bakingo Acadamy
*Select School Year
2024-2025
© Need Support?
+ Add Additional Staf + Add Teacher & Print
Phone null
+1800 413 9935
Select  Teacher Last First Start End PDS Credential ECE Degree CYE 2 Year Degree Request Teacher Action
Email Type Neme Neme Date Date  # Grandfathered  CYE Change  Overlap
GAPREK.Support@decal.ga.gov —
Assistant  Testet  akhill  Jul1,  Jul Non-ECE Associat te 2 [ ] Request ] .
Teacher 2004 26 Bachelor's Degree with
2024 Degree or £CE Major
Higher

*The Edit Teacher page will be displayed.

2. Inthe Assign Teacher to Class section, update the End Date, then click the Save button.
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Welcome to John Doe  Provider ID 173709

Accompanying ECE Credential Professional Standards Commission Certificate Number Degree

*Email Address Creditable Years of Experience
&% Class Reporting Manager

trsexdgrf@fmsadas.comm

= Manage Rosters

Fluent in Secondary Language

B  Waiting Lists Yes ® No
Assign Teacher to a Class
© Need Support?
Provider Legal Name Site Name Class ID
Pre-K of n Doe Bakingo Acadamy elect Class ID .
Phone *Begin Date End Date
+1800 41 Jul1, 2024 & Jul 24,2024 &
Email
GAPREK.Support@decal.ga.gov

Cancel e

*The End date will be reflected on the page for the selected teacher in the Teacher Data section.

Adding a Student to the Waiting List

The Adding a Student to Waiting List feature allows you to add one or more students to the
waiting list effortlessly.

To add a student to the waiting list, perform the following steps:

1. Onthe Pre-K Program Welcome page, click the Waiting Lists tab on the left panel.

Georgia Dept

. _ a
of Easly Care = Georgia's - [ DU Dhata Manage User v]
6 and Learning W Pre-% Program Notifications

Welcome to John Doe Provider ID 173709

Class Reporting o
Manager Important Communications

« Return to Pre-K provider list

oo
o>

Upload/Input Financial Information
= Manage Rosters B B Upload

Eo  Waiting Lists

The Waiting List > Student Waiting Lists page will be displayed.

2. To add students to the waiting list, click the +Add Student to Waiting List button.

68



GAPREK Data Management User Guide g Georgia’s
Hm Pre-% Program

Name Of Document

2 GrEh e = Georgia's A
O ik are :we_Kp?Ogram - DU Dhata Manage User v

Notifications

Welcome to John Doe Provider ID 173709 < Return to Pre-K provider list

@  Home Waiting List | + Add Student to Waiting List I

00 Class Reporting Student Waiting Lists
e Manager

= Manage Rosters
* indicates required field

Waiting Li
K aiting Lists *Select School Year

2023-2024 v

@ Need Support?
Provider Details

The Waiting List > Add Students page will be displayed.
3. Onthe Add Students page or section, enter the following information:
a. Inthe Site Details section, select a Site from the drop-down list.

b. Enter the First Name, Middle Name, Last Name, Date of Birth, and Social
Security Number.

c. Select the Gender from the drop-down list.
d. Select the Yes/No radio button for Multilingual Learner.

Note: Fields marked with a red asterisk (*) are mandatory fields.
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& GrEhewe S Georgia's a
e | G P Pgam

DU Dhata Manage User v

Welcome to John Doe  Provider ID 173709

« Return to Pre-K provider list
cesncnay e

o Add Student
Home

&3 Class Reporting Manager

Select a method to Add Students

= Manage Rosters Tl Bulk Upload

I Waiting Lists

* indicates required field
© Need Support? Site Details

*Select a Site
Contact Pre-K &

sparkle Acadamy
Phone

1844450 2028 Student Information

Email
prek@decal.ga.gov *First Name *Middle Name *Last Name
James B Oliver
No Middle Name on Documentation
Name Suffix *Date of Birth Gender
Jun 12, 2019

-]

Male

*Multilingual Learner f f
Yes e No

Last 4 digits of SSN

8787

™
; Address i

e. Inthe Address section, enter the Street Address, City, County of Residence, and
Zip code.
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f. In the Parent/Guardian Information section, enter the Parent /Guardian First
Name, Parent / Guardian Last Name, Relationship, Parent/Guardian Email
Address, and Parent/Guardian Zip Code.

== Georgia's a DU Dhata Ma <
o g ata Manage User v
S Pre Program Notifications

Welcome to John Doe Provider ID 173709 « Return to Pre-K provider list

8/8/
& vome [ooweee ]
* Street Address - 1 Street Address - 2 *City
13 Class Reporting Manager 0 Merk Rd/Camp Creek Parkway f South Fulton
= Manage Rosters ’ * County of Residence State *Zip Code
Bleckley v 30331

e Waiting Lists

T

Parent/Guardian Information I

© Need Support?

* Parent/Guardian First Name * Parent/Guardian Last Name *Relationship
Chinmayee Chirasmita Guardian v
Contact Pre-K @
* Parent/Guardian Email Address *Parent/Guardian Zip Code
Phone
+18444 chinmayee.chirasmita@mtxb2b.com 30331

ReskQcdecal ga.gov dditional Contact Person Information

g. Inthe Additional Contact Person Information section, you can add additional
Guardian details, including the Parent/Guardian First Name, Parent/Guardian

Last Name, Relationship, Parent/Guardian Email Address, and Parent/Guardian
Zip Code.

h. Select the Date Started on Waiting List and the School Year from the drop-down
list, then click the Save button.

Welcome to John Doe  Provider ID 173709 « Return to Pre-K provider list

*Parent/Guardian Email Address * Parent/Guardian Zip Code

@ Home chinmayee.chirasmita@mtxb2b.com 30331

&2 Class Reporting Manager

Additional Contact Person Information
= Manage Rosters

Parent/Guardian First Name Parent/Guardian Last Name Relationship

Waiting Lists
L g Select Relationship v
Parent/Guardian Email Address Parent/Guardian Zip Code

@ Need Support?

Contact Pre-K &

*Date Started on Waiting List *Select School Year
Phone
Jun 12, 2024 a 2024-2025 v
+1844 480 2029
Email
prek@decal.ga.gov
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After submitting, a successful record creation message will be displayed on the page.

4. On the Waiting List > Students Waiting Lists page, scroll down to the Waiting List per
Site section, then select the required option from the Select Site drop-down list.

= Georgia's
Pre-% Program

=

a

‘ DU Dhata Manage User v
Notifications {

Welcome to JohnDoe Provider ID 173709

« Return to Pre-K provider list

@  Home Waiting List Archive Students | + Add Student to Waiting List

88 Class Reporting Manager Student Waiting Lists

= Manage Rosters

6 Waiting Lists

*Select School Year

2024-2025

© Need Support?

Provider Details
Contact Pre-K ¢

John Doe

Addre:
3150 Junior Avenue, Norcross, GA, 30003
+1844 4802029

Phone

Email
rek@decal.ga.gov
B 9.9 Archived Students (0)

ing students removes them from the waiting list and saves their details for future reference

Waiting Lists per Site

Select Sites

Akhil

N
'

Texas Acadamy

Bakingo Acadam

The recently added student record will be displayed.
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L ceomn R
O diitgr  amrocorgas a DU Dhata Manage User

Welcome to John Doe Provider ID 173709 « Return to Pre-K provider list

@ Home Archived Students (0)

8% Class Reporting Manager Archiving students removes them from the waiting list and saves their details for future reference

= Manage Rosters
Waiting Lists per Site
e Waiting Lists
Select Sites

P Select Sites v
© Need Support?

( A
(_sparkle Acadamy /
Contact Pre-K ¢

Phone

+1844 480 2029

sparkle Acadamy

Email Kids Listed  Status Move Students to Class Reporting Manager
prek@decal ga.gov !
Select Last First DOB Gender Phone Email Id Entered Last Modified Last Modified Action
Name Name on By Date
Oliver James Jun 12, 2019 Male chinmayee.chirasmita@mtxb2b.com Jun 12, Dhata Manage Jun 12, 2024 7
2024 User

Archiving a Student

To remove students from the waiting list, you can archive them, which effectively removes their
status from the list while retaining their information for future reference if needed.

To Archive Students, perform the following steps:

1. Onthe Pre-K Program Welcome page, click the Waiting Lists tab on the left panel.

4 Georgia Dept — sy a
of Early Care = Georgia's _
CQ andLearning W Pre-« Program Notifications DU Dhata Manage User v

Welcome to John Doe Provider ID 173709 « Return to Pre-K provider list

Class Reporting
Manager

Oo

8] Important Communications

Upload/Input Financial Information

= Manage Rosters Upload

Ed  Waiting Lists

P=N

The Waiting List > Student Waiting Lists page will be displayed.
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4 Georgia Dept = G o A

of Early Care _=m Georgias > DU Dhata Manage User v
(G -

andlearning = WM Pre-%Program Notifications

Welcome to John Doe Provider ID 173709 < Return to Pre-K provider list

@  Home Waiting List + Add Student to Waiting List

0o  Class Reporting Student Waiting Lists
e Manager

= Manage Rosters
* indicates required field
r. Waiting Lists *Select School Year
2023-2024 v
@ Need Support?

Provider Details

Contact Pre-K 7 Legal Name Address

Phone
John Doe 3150 Junior Avenue, Norcross,
Phone GA, 30003
+1844 480 2029
Email
Prvacy - Terms
prek@decal.gmgoy Aeabivad Chonse (1) [ i perviid cotnnee

2. Scroll the Waiting List > Student Waiting Lists page to the Waiting List per Site section.
Then, click the checkbox to select the Student.

4> Georgia Dept — e a —
of Early Care = Georgia's -
CD andLearning WM Pre-¥ Program Notifications L DU Dhata Manage User v

Welcome to John Doe Provider ID 173709 « Return to Pre-K provider list

@  Home Waiting Lists per Site I
82 Class Reporting Manager
Select Sites
= Manage Rosters Select Sites v
- ( )
6 Waiting Lists (_sparkie Acadamy () )

sparkle Acadamy
@ Need Support?

Kids Listed Status Move Students to Class Reporting Manager

Contact Pre-K ¢ !
Phone
+1844 480202 Select  Last First DoB Gender  Phone Email Id Entered  Last Last
844 480 2029 o o
Name  Name on Modified  Modified
Email By Date
prek@decal.ga.gov
Oliver James Jun 12, 2019 Male .chir xb2b.com Jun 12, Dhata Jun 12,
2024 Manage 2024
Uscr

3. Scroll to the top, then click the Archive Students button.
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Georgia Dept .
(5 2.'.512'!.5.?.’.; gp,ie.f;?;;ﬁm ‘ DU Dhata Manage User v

Welcome to JohnDoe  Provider ID 173709

<« Return to Pre-K provider list

a Waiting List e

&3 Class Reporting Manager Student Waiting Lists

= Manage Rosters

e  Waiting Lists * indicates required field
*Select School Year
2024-2025 v
@ Need Support?

«4: Provider Details
Contact Pre-K ¢

Legal Name Address Phone
Phone John Doe 3150 Junior Avenue, Norcross, GA, 30003
+1844 480 2029
Email
k@decal.
[t SR Archived Students (0)

Archiving students removes them from the waiting list and saves their details for future reference.

Waiting Lists per Site

Privacy - Terms.

The Archive Students pop-up window will be displayed.

4. Click the radio button to select the appropriate reason for archiving students, then click
the Confirm Move button.

Archive Students

* indicates required field

*Select one of the following reasons for archiving the student from the waiting list

e Enrolled in Program
Family Withdrew
Could not Contact
Other

Selected Students Information

Last Name First Name DOB Gender Phone Email Id Entered On

Oliver James Jun 12, 2019 Male

Jun 12, 2024
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*The Student data archived successfully message will be displayed on the page and the student
record will be removed from the waiting list.
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Viewing a Student Roster
To view a Student Roster, perform the following steps:

1. Onthe Pre-K Program welcome page, click the Manage Rosters tab on the left panel.

4 Georgia Dept _ ’ a )
of Batly Care [ @eorg\as o ‘ DU Dhata Manage User v
O and Learning W, Pre-Program Notifications /

Welcome to John Doe  Provider ID 173709

S Class Reporting Manager

<« Return to Pre-K provider list

0o

Important Communications

= Manage Rosters

Upload/Input Financial Information

Upload
B Waiting Lists

@ Need Support?

Contact Pre-K ¢
Phone
+1844 480 2029

Email

prek@decal.ga.gov

The Manage Rosters page will be displayed.

2. To select a site for accessing the roster, click the Manage button.

77



GAPREK Data Management User Guide

Name Of Document

mm Georgia's
Hmy Pve-% Program

Welcome to John Doe  Provider ID 173709

@

Home

Manage Rosters

Select a site to access the roster.

&2 Class Reporting Manager

Manage Rosters sparkle Acadamy
3564 Neville Street, TEST, Santa

Claus, GA, Appling, 30436
B Waiting Lists

Program Legal Name: John Doe

Classes at this site: 4
@ Need Support?
Students in the Current Roster: 18
Contact Pre-K ¢ Roster Status Not Submitted
Phone B
+1844 480 2029 Manage } {
Email
prek@decal.ga.gov

Texas Acadamy
3564 Neville Street, Santa Claus, GA,
30436

Program Legal Name: John Doe

Classes at this site: 1
Students in the Current Roster: 0

Roster Status

Manage

« Return to Pre-K provider list

& Print Rosters

Bakingo Acadamy
3564 Neville Street, Santa Claus, GA,
30436

Program Legal Name: John Doe

Classes at this site: 3
Students in the Current Roster: n

Roster Status Not Submitted

Manage

The selected site Student Roster page will be displayed allowing you to access the Student

Roster.

Georgia Doy
& Fakiy Care
A oring

&= Georgia's
- Prev Prgoqvam

Welcome to John Doe  Provider ID 173709
@  Home Manage Rosters

83 Class Reporting Manager

Manage Rosters

B  Waiting Lists

sparkle Acadamy

g DU Dhata Manage User v

« Return to Pre-K provider list

« Return to the list

& Filter

© Need Support? School Year: 2023-2024 S tatus: Not Submitted  Roster: FY24 Roster Cycle 4 Class Roster Submission C
Count Date: Jun 13, 2024 Roster Due Date: Jun 14, 2024
Contact Pre-K ¢
& Print
Phone
+1844 480 2029
ead Teache Total Students: 16
Email
Class ID: 100009 ory 2 with Transportation: 14
prek@decal.ga.gov
& Print
Last Name First Name Student ID Gender Begin Date End Date Duplicate Flag
Antoine Wright 0030310 Male Jun 04,2024
Antoine Wright 0030310 Male Jun 09, 2024
Beatriz Hammond 0030308 Male Jun 04, 2024 A
Beatriz Hammond 0034905 Male Jun 11,2024 A
Coleman Maria 0030304 Male Jun 04,2024 A

78



GAPREK Data Management User Guide g Georgia’s
Hm Pre-% Program

Name Of Document

Filtering a Roster

The Filter feature on the GAPREK portal allows you to search for students in the roster cycle
using criteria like School Year, Roster Cycle, Class ID, Socioeconomic, Transportation,
Multilingual Learner, and Special Education Services, with results matching any criteria (OR
conditions).

To filter a student roster, perform the following steps:
1. On the selected site > Student Roster page, click the Filter button.

Note: You can search for a student by entering their First Name or Last Name in the
Search bar.

o Comgive | o 20
of Early Care = Georgia's _
CQ andLearning WM Pre-« Program Notifications DU Dhata Manage User v
Welcome to John Doe  Provider ID 173709 « Return to Pre-K provider list
@ Home Manage Rosters « Return to the list
P Class Reporting -
H = Filter
©> Manager Bakingo Acadamy ’
= Manage Rosters
E»  Waiting Lists Student Roster
School Year: 2024-2025 Site Roster Status: Not Roster: FY25 Roster Cycle 1 Class Roster Submission
@ Need Support? Submitted Count: 0/4
Count Date: Jul 01, 2024 Roster Due Date: Jul 10,
Contact Pre-K 7 2024
Phone & Print
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2. Select the School Year/Roster Cycle/Class ID/
Socioeconomic/Transportation/Multilingual Learner/Special Education Services from

the drop-down list, then click the Show Results button.

s 4
> 2
L]

Georgia’s
PYe-¥ Program

R 0
of Early Care eorgia’s a fana cor v
O SRS e ogam Cotcatons DU Dhata Manage Us
Welcome to John Doe ~ Provider ID 173709 « Return to Pre-K provider list
Manage Rosters « Retum to the list
@  Home ) = Fiter
Bakingo Acadamy & Filtes
&%  Class Reporting Manager
Manage Rosters
Student Rost School Year
B  Waiting Lists 2024-2025 v
School Year: 2024-2025 Stat: Not Submitted Roster: FY25 Roster Cycle 1 Cl Roster Sul Count: 0/4
Roster Cycle
1t Date: Jul 01, 2024 Roster Due Date: Jul 10, 2024
© Need Support? FY25 Roster Cycle 1 -
& Print K
Contact Pre-K ¢ G
ead Teache o Student Catenory I with Traneportation: 0 Assistant Teo 100007 .
Phone d Stu 7 tegory 1 wi ansp al o "
+1800 413 9935 Class ID: 100010 2with tation: 0 Roster D Jul 10,2024
Socioeconomic (category 1 students)
Email = D
& Print Category 1 v
GAPREK,Support@decal.ga.gov .
Last Name First Name Student ID Gender Begin Date End Date Transportation
All v
AnDersonn coReyy 0034979 Male Jun 05, 2024 k
Benton Branden 0007332 Male Jun 11,2024 Multilingual Learner
All v
Garner Daquan 0043635 Male Jun 17,2024
Special Education Services
KinGG chEEnaa 0040581 Male Jun 12,2024
All v
Kingg Cheenaa 0040580 Male Jun 12,2024
Mushaill Commandoo 0043634 Male Jun 14,2024
4> Georgia Dept _— . ‘o —_——
offarycare W Georgia's - e Manane
O Shiben e rogam DU Dhata Manage User v
Welcome to John Doe Provider ID 173709 « Return to Pre-K provider list
@  Home Manage Rosters « Return to the lst
&3 Class Reporting Manager
: & Filter
Bakingo Acadamy ’
Manage Rosters
B>  Waiting Lists
€ Need Support? School Year: 2024-2025 Site Roster Status: Not Submitted  Roster: FY25 Roster Cycle 1 Class Roster Submission C t: 011
Count Date: Jul 01, 2024 Roster Due Date: Jul 10, 2024
Contact Pre-K ¢
& Print
Phone
1800413 9935
ner Total Students: 1 Category 1 with Transportation: 0 Teacher: akhill Testet
Email
D: 100007 Transportation: O Roster Due Date: Jul 10, 2024
GAPREK.Support@decal.ga.9ov
& Print
Last Name First Name Student ID Gender Begin Date End Date Duplicate Flag
Rabel James 0043717 Male Jul 02, 2024
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SUBMITTING A NEW INCIDENT (HELP DESK TICKET)

The Need Support section provides a feature that helps you create an incident for reporting
issues, seeking assistance, and requesting support for the Provider Portal. You can submit an

Incident to quickly connect with the Pre-K staff for prompt resolution of technical issues,
feature questions, or process guidance.

To submit a New Incident, perform the following steps:

1. Onthe Pre-K Program welcome page, click the Contact Pre-K button in the Need
Support section.

Note: You can also use the Phone number and Email address mentioned in the Need
Support section to contact the Pre-K staff.

4 Georgia Dept e ) a
of Basly Care = Georgia's - JD John David v
d Learni
@ and Learning W Pre-% Program Notifications

Welcome to John Doe  Provider ID 173709

00 Class Reporting o
<2 Manager Important Communications

< Return to Pre-K provider list

= Manage Rosters

B Waiting Lists

@ Need Support?

Contact Pre-K 7

Phone

+1844 480 2029

' ™
Email

prek@decal.ga.gov

The Pre-K Incident > New Incident page will be displayed.
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2. Select the Category and Sub Category from the drop-down list.
3. Inthe Description field, enter the reason for creating the incident.

Note: The Provider Name, Provider Type, Provider Number, Provider ID, Email, and
Phone Number fields will be auto-populated and are not editable.

4. Click the Save&Next button.

Pre-K Incident

New Incident  All Incident

Provider Name Provider Type

Vikhyat Mehra Project Director Licensed
Provider Number Provider ID

360022853 167919
Email Phone Number

testone@gmail.com 5443217897
Category Sub Category

Payment v Teacher Salary v

Description * *

Need more information

Back Save&Next

A successful incident creation message will be displayed, and you will be directed to the Pre-K
Incident > New Incident tab.

5. To attach relevant documents or images, click the Select Files To Upload button.

Pre-K Incident

New Incident All Incident

Select Files To Upload

The Uploaded Files pop-up window will be displayed.
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6. To select the file, click the Upload Files button.

Upload Files

File

A, Upload Files Ordrop files

You will be directed to your local system to select a file.

7. Select the file, then click the Open button.

Favourites

8 v =mo [ Desktop — iCloud Q
@ Recents

A Applications

© Downloads

iCloud 2 I | ‘
£ Shared Help Ticket gadecal-- gadecal-- cc NMDWS
& iCloud Drive Issue.png merged...) (1).png  mergeq...top).png

= Desktop

[ Documents ~=

DOCX
Tags

GA_Pre-
® Red K_Prima...24.docx
® Orange
@ Yellow
® Green

® Blue Show Options Cancel

The uploaded file will be displayed on the Uploaded Files pop-up window.

8. To finish uploading the file, click the Upload button.

Upload Files

1. Help Ticket Issue.png

Upload

A message stating File Successfully Uploaded will be displayed.
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9. To close the Uploaded Files pop-up window, click the Close button.

Upload Files

1. Help Ticket Issue.png

File Successfully Uploaded.

You will be directed to the Pre-K Incident > New Incident tab.

10. To submit the incident, click the Submit button.

Pre-K Incident

New Incident All Incident

Select Files To Upload
Help Ticket Issue.png
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MANAGING PROFILES

The Managing Profiles feature allows you to edit the user information section and view the
Provider Information and Grant Contract Signatory Information sections.

To view the information, perform the following steps:

1. Onthe Provider Dashboard page, click the drop-down arrow next to your name in the
top right.

2. Select the My Profile button from the drop-down list.

4 Georgia Dept _ B ‘
f Earl == Georgia's
O b - e Kp?c,gram VU Very New Data Management User v

Notifications

o
Welcome to Vikhyat Mehra Legal Owner Provider ID 167919 provider list
Logout

oo Class Reporting

o3 Important Communications
Manager

= Manage Rosters

You will be directed to the My Profile page.

Viewing Provider Information

On My Profile page, the Provider Information section displays the Provider Details, Business
Address, and Business Mailing Address sections.

| My Profile I X

Provider Information

Provider Details

* Provider Legal Name *EIN *Type
Business Address

" Street Address - 1 *Street Address - 2 *city

+ County *State *Zip Code

Business Mailing Address

Il Business Mailing Address is the same as Business Address

* Street Address - 1 *Street Address - 2 *City
T
* County *State *Zip Code
* Email Address *Website *Provider Type
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Viewing Grant Contract Signatory Information

1. Onthe My Profile page, scroll to the Grant Contract Signatory Information section to
view the Provider Details, Business Address, and Business Mailing Address of the
provider who signed the Grant Contract.

Note: This information will be displayed only if the status of the new/continuous Pre-K
application is updated to Grant Agreement Finalized.

My Profile X
IGrant Contract Signatory Information I
Provider Details
* Full Name “Titie “Phone
Extens :
Business Address
* Street Address - 1 * Street Address - 2 “city
T
County s *Zip Code
Business Mailing Address
W Business Mailing Address is the same as Business Address
*Street Address - 1 * Streot Address - 2 “city
«County *State *Zip Code

Viewing and Editing User Information

1. Onthe My Profile page, scroll to the User Information section to view the First Name,
Last Name, Email, Phone Number, and Role of the user.

My Profile X
test address AL
*County * State *Zip Code
Te AL 4321

User Information
{ # Edit J

*First Name *Last Name Email
Very New Data Management User vikhyat.mehra+11@mtxb2b.com
Phone Number Role

Data Management User
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2. To edit the First Name, Last Name, and Phone Number, click the Edit button.
Note: As a Data Management user, you cannot edit the Email and Role of the User.

My Profile X
test address AL
*County *State *Zip Code
Te Al 4321
User Information
*First Name *Last Name Email
Very New Data Management User vikhyat.mehra+11@mtxb2b.com
Phone Number Role
Data Management User
3. Make the necessary changes if needed, then click the Save button.
My Profile X
test address AL
*County *State *Zip Code
Te Al 4321
User Information
Email

*First Name

Very New

Phone Number

567890-123

*Last Name

Data Management User

Role

Data Management User

vikhyat.mehra+11@mtxb2b.com

This concludes the GAPREK Data Management User Guide.
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