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PURPOSE

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

PERSONAS

Personas Responsibilities

e Accessing Important Communications
e Submitting a New Incident

e Changing Bank Account Information
Financial User e Viewing Provider Details

e Viewing Payment Advices

e Downloading Payment Advices
e Viewing Payment Holds

e Viewing Documents
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INTRODUCTION

This User Guide will assist Finance users in efficiently navigating and utilizing the Pre-K program
features. It provides vital information and detailed instructions for managing your duties. The
guide includes explanations for features relevant to the Financial User, submitting help tickets,
raising a request to change bank account information, and viewing and downloading payment-
related details. Utilizing this guide will help ensure seamless and efficient operation of your
Providers and Sites.

ACTIVATING AND LOGGING INTO YOUR ACCOUNT

While using the Provider Portal for the first time for Pre-K, you must activate your Account.

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

Financial users will need to contact their Primary Authorized User to activate Provider details.

Activating the GAPREK User Account

To activate your GAPREK 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)  Inbox e B
GA DECAL no-reply@decal.ga.gov via xdw9ru1fd7n37j.3s-8hmguay.cs133.bnc.sandbox.salesforce.com 11:23PM (0 minutes ago) vy “

to chinmayee.chirasmita+999@mtxb2b.com ~

Hi John,

Welcome to GA DECAL! To get started, go to https:/gadecal--mergega.sandbox.my.site.com/iccs/login?c=k1eo1NeSGBicMsLJdwt_SYbRtNA3C1
D_TmzdGDaQgKnJfORArSKNw7yyg5ss70tbMhm1U7FvdRsET1f_HKV_o0a2YENCiSz3EHgWJIlyPYWM20gby7ndzaC5pPnCvXH3v3VBbPGXxTmJRFnlys_y1dKON
BcLR2.e7AoNSeNAIEhMQh1QLyjaelGevtlpfitAeQmPEtQHIN04Gnx3wn9I3P1AQD46CLJKg%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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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.

Georgia Dept )
T ofkarlycare | Integrated Provider Portal

Change Password
WELCOME TO Please enter a new password

Georgia DECAL New Password

Integrated Provider ﬂ S .
POI’ta| \ . X e-Enter Passwor

MyDECAL is the Georgia DECAL's online F.A9 S / 7
platform for program and workforce b

management. Through MyDECAL, you can . ", = % The password should satisfy the password policy
access the below applications 2 of DECAL

Include at least 10 characters
Include Uppercase and lowercase letters
Include at least 1 special character

CAPS $.w CAPS  Pre-KServices e ccordias

Include at least 1 number
If you are a Pre-K program licensee or
Director, you can access Pre-K to
manage your grant applications, staff

Change Password
and student rosters, check on payments,

submit reconciliations and more. Privacy Policy * Terms & Conditions

Licensed child care programs and two
categories of license-exempt programs
(government owned and operated child
care programs and day camps) are
eligible to participate in CAPS.

VAN
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 to see the list of Providers.

s o Georgia Dept .
ofFarlyCare | |ntegrated Provider Portal

and rning

Welcome, Amit Finance
Program List

_= Georgia's

Wy Pre-% Program

Pre-K Portal

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

Go to Providers List—>
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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.

-4 Georgia Dept

Z’:ﬁi‘ﬁ?ﬁﬁ Integrated Provider Portal

WELCOME TO Login

Georgia
DECAL chinmayee.chirasmita+999@mtxb2b.com

Integrated Provider f
Portal ; *Password

* indicates required field

*Username

5 SUTRE L 300 cceecescescs
MyDECAL is the Georgia DECAL's online g { e Zims
platform for program and workforce W - 4

management. Through MyDECAL, you can

Remember me

Forgot Password?

access the below applications

CAPS wor CAPS Pre-K Services amocordias « Privacy Policy * Terms & Conditions

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 DECAL Programs, you will also see other Program
Tiles (such as CAPS) in addition to Pre-K.


http://provider.decal.ga.gov/
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3. Onthe Pre-K Portal tile, click the Go to Providers List button.

Georgia Dept
f Early

Integrated Provider Portal

Welcome, Amit Finance
Program List

- o
_=m" 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

™

Privacy - Terms.

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.

Georgia Dept — o
6 offaryCare WM Georgia's @
and Learning mm Pre-< Program Us
en_|

Welcome, Amit Finance

< Return to DECAL program list

Please select the provider you would like to log into.

PreK Legal owner JOMO Legal Owner
Testa StreetSausalito CA United States 94965 China
Provider Details Provider Details
Pre-K Provider ID 229904 Pre-K Provider ID 235297 :
Live Chat
Go To DashBoard } [ Go To DashBoard }
™
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You will be directed to the Provider Dashboard page, and the Provider ID will be displayed at
the top.

4 Georgia Dept — L ‘
f Early Care = Georgia's _
(9 andLearning -we,‘4p?ogram AF  Amit Finance v

Notifications

Welcome to PreK Legal owner Provider ID 229904 V\ « Return to Pre-K provider list

Dashboard

(] Document Library
Important Communications
[®  Payment Advices
= Payment Holds
&  Requests

© Need Support?

Contact Pre-K 7

Phone

+1844 480 2029 n
Privacy - Terms

Email y
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VIEWING DASHBOARD

Your Pre-K Dashboard provides convenient access to information and data that you will
frequently need to consult. Financial User has limited access to Dashboard features.

Important Communications

Important communication under the Dashboard section assists the Financial user in viewing
notifications and pending actions to be carried out on the Portal.

You can view the Important Communications in this section and respond as needed.

& S we = Georgia's a
and Learning

W Pre-% Program ‘ DU Dhata Manage User v

Notifications

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

S Class Reporting Manager

0o

Important Communications

= Manage Rosters = q :
Upload/Input Financial Information Upload

Eé Waiting Lists

@ Need Support?

Contact Pre-K ¢
Phone
+1844 480 2029

Email

prek@decal.ga.gov
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CHANGING BANK ACCOUNT INFORMATION

You can update the bank account information on the Provider Portal.
To create a request for updating the bank account information, perform the following steps:
1. On the Pre-K Program welcome page left panel, click the Requests section.

4 Georgia Dept — ., a
of Early Care == Ceorgia's _
CQ and Learning ﬂWe,Kp?Ogram Notifications FF  fin user four v

Welcome to PreK Legal owner Provider ID 229904 « Return to Pre-K provider list

(] Document Library
Important Communications

@ Payment Advices

3  Payment Holds

&  Requests

® Need Support?

Contact Pre-K

A Requests page will be displayed with the New Requests tab selected.

2. Under the New Requests tab, click the Create Request button.
Note: You can view the previous request under the Submitted Requests tab.

4 Georgia Dept — ., a
of Early Care == Georgia's _
CQ and Learning :WQ,Kprgogram Notifications FF  fin user four v

Welcome to PreK Legal owner Provider ID 229904 « Return to Pre-K provider list
@  Home Requests
(] Document Library l

B Payment Advices Submitted Reaquests

3  Payment Holds

Change of Bank Account Information
M Requests
Submit if requesting to change the bank account information for the Legal Owner.

® Need Support?

Contact Pre-K ¢
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3. Under the Bank Account Details section, click the Edit button.

Georgia’s a fin user for
,F‘,Jogvam FF  fin user four

L
- Notifications

Welcome to PreK Legal owner Provider ID 229904 « Return to Pre-K provider list
Requests « Back

@  Home : .
Update Banking Information

D Document Library

® Payment Advices Bank Account Details

(C]

Payment Holds
M Requests

© Need Support?

* indicates required field

To change your bank account information, enter the new details below and then click save. You will be prompted to upload supporting documentation prior to
submitting the request.

*Financial Institution Name *Routing Number * Confirm Routing Number
Contact Pre-K @@

Phone

* Account Name * Account Number *Confirm Account Number
+1844 4802029
Email

rek@decal.ga.gov
Rrek@. 92.90V. Account Type Effective Date of Change
Select One v

Upload Document

| * Upload Void Check or Bank or Letter from Bank (Void Check Preferred)

4. Enter the required details:

a) Enter the name of your bank in the Financial Institution Name textbox.

b) Enter your bank’s routing number in the Routing Number field.

c) Re-enter your bank’s routing number in the Confirm Routing Number field to confirm
it.

d) Enter the name associated with your bank account in the Account Name textbox.

e) Enter your bank account number in the Account Number field.

f) Re-enter your bank account number in the Confirm Account Number field to confirm
it.

g) Select the type of your account from the Account Type drop-down list.

h) Enter the date when the changes should take effect in the Effective Date of Change
field.
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i) Click the Save button.

4 Georgia Dept e i, A
TPy Care eorgia’s - FF fin user four v
d Learni; -
(9 and Learning g Pre-% Program Notifications

Welcome to PreK Legal owner Provider ID 229904 « Return to Pre-K provider list
Bank Account Details

@  Home

* indicates required field
(] Document Library
To change your bank account information, enter the new details below and then click save. You will be

B3] Payment Advices prompted to upload supporting documentation prior to submitting the request.

= Payment Holds

*Financial Institution Name *Routing Number * Confirm Routing Number
M  Requests Ameris Bank S— P—

* Account Name * Account Number * Confirm Account Number
@ Need Support? Itihas /' FRHRRKAS /' -

Account Type Effective Date of Change

Contact Pre-K ¢
Savings v Jun 14, 2024 ]
Phone
+1844 480 202 ™
Privacy - Terms

Email

After saving, under the Upload Documents section, the upload button will be enabled.

5. To upload the supporting documents, click the Upload button.

4 Georgia Dept - . a
of Early Care = Georgia's .
O sikaryCare -’we,v(p,gogmm Notications FF fin user four v

Welcome to PreK Legal owner Provider ID 229904 « Return to Pre-K provider list

uviniyge v vy, evesr

@ rome

Upload Document
(] Document Library

@ payment Advices *Upload Void Check or Bank Statement or Letter from Bank T —— 2 Upload
. nsubmitte:
v (Void Check Preferred) & PP
= Payment Holds
- Requests Bank letters must be on the official bank letterhead and include:
* Business name on the account
* Business address
* Bank account number
® Need Support?
* Routing number
« Date when the account was opened
- 2
Contact Pre-K o « Name of the authorized signer
Phor « Bank official's signature, title, and phone number
+1844 480 202! ™
Privacy - Temns
Email

The Upload Files pop-up window will be displayed.

10
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6. Onthe Upload Files pop-up window, click the Upload Files button.

Upload Files

&, Upload Files Or drop files

/

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

™ Bank details
Recents

Applicati... Today

Desktop W Bank details = Void Check

Documents

Downloads

iCloud Dri...
’ Shared

Rahul Ina... Show Options Cancel

Macintos...

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

Upload Files

1. Void Check.png

Open

mm Georgia's

——
L]

‘Pre-¥ Program

11
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The document status will be updated to Submitted.

- -
= Georgia's

Hmm Pre-% Program

Note: To delete the uploaded file, beside the document link, click the X icon.

Georgia Dept — .
of Eatly Care _=m Georgia's
andLearning W Pre-“ Program

G

a

FF  fin user four v

Notifications

Welcome to PreK Legal owner Provider ID 229904 « Return to Pre-K provider list
C—
Upload Document
Home
*Upload Void Check or Bank Statement or Letter from Bank
Document Library (Void Check Preferrgg) —p  Submitted 2, Upload
& Void Check.png(o);
i
® Payment Advices
9. Once the required details are updated, click the Submit button.
7 Georgia Dept - ) ‘
O ks ‘pge.?;rg(,lg,im v FF  fin user four v

Welcome to PreK Legal owner Provide

@  Home

(] Document Library
) Payment Advices
&)y  Payment Holds

® Need Support?

Contact Pre-K ¢

Phone

+1844 480 2029

Email

riD 229904

& Void Check.png o

Bank letters must be on the official bank letterhead and include:
« Business name on the account

¢ Business address

« Bank account number

« Routing number

« Date when the account was opened

« Name of the authorized signer

* Bank official's signature, title, and phone number

Notifications

« Return to Pre-K provider list

Save & Exit

Privacy - Terms.

12
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Once submitted, you can see the request under the Submitted Requests tab.

4 Georgia Dept . G ) a
o Patly Cave _=m Georgia's - FF fin user four »
d Learni -
(9 and Learning g Pre-% Program Notifications

Welcome to PreK Legal owner Provider ID 229904 « Return to Pre-K provider list

New Requests Submitted Requests

@ Home

Request Type Status

(] Document Library
Select Request Type v  Select Status v Apply Filter

) Payment Advices

)  Payment Holds . . . q
Request Request type Site Class Submitted Submitted Status Action
Number Name ID on By
CR- Change of Bank Jun 12, fin user Submitted View
00008693 Account 2024 four
Information

® Need Support?

Showing 1-1 of

Show 10 v entries
1 Pagelof1

Contact Pre-K ¢

Phone

+1844 480 202! n

Privacy - Terms.

Email

PAYMENT ADVICES
Payment Advices are categorized into three different types:

e Monthly Payments

e Special Payments

e Start-Up Payments

To view the different payments under the Payment Advices section, perform the following
steps:

1. On the left panel, click the Payments Advices section.

13
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Welcome to zzz Buyer one COO  Provider ID 235342

Dashboard

Important Communications

[  Document Library

@)  Payment Holds
a

Requests

© Need Support?

Conta

Phone
+1844 480 2029
Email

prek@decal.ga.gov

FC Financia

« Return to Pre-K provider list

A Payments > Payment Advice Summary page will be displayed.

4 Georgia Dept - .
('3 of Early Care . Georgia's
Lk

Snd Learning Pre-v. Program

Welcome to zzz Buyer one COO  Provider ID 235342

Home Payments

Payment Advice Summary

M O ©

Payment Advice Type
Payment Holds

Select Payment Advice

@
a

© Need Support?

Requests

Contact Pre-K @

Phone

Email

prek@decal.ga.gov

FC Financial Z2

« Return to Pre-K provider list

14
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Monthly Payments

Monthly payments are the regular Georgia’s Pre-K payments made to the lead teacher,
assistant teacher, and classroom every month. Once the Department issues the monthly
payments, the data will be updated on the Portal.

To view the Monthly Payments, perform the following steps:

1. On the Payments > Payment Advice Summary page, select Monthly Payments from the
Payment Advice Type drop-down list.

4 Georgia Dept — . ‘
oifarycare M Georgia's 3 [FC financial user COO v]

@ and Learning W Pre-“ Program Notifications
Welcome to Vikhyat Mehra Legal Owner  Provider ID 167919 < Return to Pre-K provider list

@  Home Payments

®  Document Library Payment Advice Summary

[B  Payment Advices

Payment Advice Type
= Payment Holds
a

Select Payment A... El

/' Monthly Payments
L

Requests

Special Payments

© Need Support? Start-Up Payments

2. Select the required financial year from the Year drop-down list.
3. Select the required month from the Month drop-down list, then click the Search button.

4 Georgia Dept — . a
f Early Care = Georgia's - )
O oy care -w€,Kprgogram [ FC financial user COO v}

Notifications

Welcome to Vikhyat Mehra Legal Owner  Provider ID 167919 « Return to Pre-K provider list

Payment Advice Summary

@  Home

. * indicates required field
(] Document Library

Payment Advice Type *Year *Month
B  Payment Advices Monthly Payments v/ 2023-2024 v/l June v ]

3  Payment Holds

&  Requests

15
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The search results will be displayed.

You can view the Provider details and a complete Provider Payment Summary.

4> Georgla Dept ; ] N
O ande Sﬁe?,',,g‘“ i FC Financial 22Z COO v
’ ogram Notifications 8 J

Welcome to zzz Buyer one COO  Provider ID 235342 « Return to Pre-K provider list

Bright from the Start: Georgia Department of Early Care and Learning

@ Home & Download
Provider ID: 235342 TIN: 654312345 :

D Document Library

ADDRESS
[®  Payment Advices sSTreet! Srtee23
aafdsa

YE, Atkinson 54322

(3] Payment Holds
a

Requests I E Provider Payment Summary - zzz Buyer one COO

© If you have questions or concerns, submit a support ticket and select "Payment Advice" from ticket categories.

© Need Support?

Total Sites Total Classes Payment Processed Date Grand Total Payment

2
Contact Pre-K ¢ L '

Phone
+1844 480 2029 Total Lead Teacher Salary $9575.24 Total Operating Classroom $103.52
Email Total Lead Teacher Supplement $9575.24 Total Transportation $3000
rrek@decal.ga.gov

Total Lead Teacher Benefits $287256.36

Total Assistant Teacher Salary $5675.38

Total Assistant Teacher Benefits $109846.14

©Q Site Payment Summary ZZZ buyer Site four COO Site ID: CCLC-999116560453675783378233

Number of Classes Total Payment
1

415456.64 ™

Scroll to view the Site Payment Summary and Class Payment Summary sections.

16
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Under the site and class payment summary sections, you can view the total payment and

individual payments.

&

= Georgia's
- e

a

‘ N FC Financial ZZZ COO
Ye-¥-Program Notifications \
Welcome to zzz Buyer one COO  Provider ID 235342 ¢ Return to Pre-K provider list
@  Home |0 Site Payment Summary ZZZ buyer Site four COO _ Site ID: CCLC-999116560453675783378233
D Document Library
Number of Classes Total Payment
1 41545664
Payment Advices
@) Payment Holds Total Lead Teacher Salary $9575.24 Total Operating Classroom $103.52
A Requests Total Lead Teacher Supplement $9575.24 Total Transportation $3000
Total Lead Teacher Benefits $287256.36
N Total Assistant Teacher Salar $5675.38
© Need Support? y
Total Assistant Teacher Benefits $100846.14
Contact Pre-K @@
S Class Payment Summary - 100032
+1844 4802029
Lead Teacher Credential Lead Teacher CYE Total Students
Email 2
rrek@decal.ga.gov
Total Teacher Salary Total Transportation Total Operating Classroom
$421928.36 $3000 $10352
CURRENT PAYMENTS RETRO PAYMENTS
Lead Teacher Salary $8921.39 Lead Teacher Salary Retro $653.85 Jun
CYE Supplement $892139 CAES Ppien et $653.85 Jun
TSE Supplement $0 TAE Supplement Retro
0 ™
Lead Teacher Benefits $267640.98 T cro6158 o

4. To download the payment advice, refer to the Download Payment Advice section.

Special Payments

Special payments are made to adjust the payment in the middle of the year based on the
requirements such as the addition of extra classes, creation of new sites, and according to

funding needs.

17
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mm Georgia's

Hmm Pre-% Program

1. On the Payments > Payment Advice Summary page, select Special Payments from the

Payment Advice Type drop-down list.

Georgia Dept . .
6’ ofEaycare  _SHM Georgia's
and Learning W Pre-“ Program

Welcome to Vikhyat Mehra Legal Owner Provider ID 167919

@  Home Payments

(] Document Library

[®  Payment Advices

(3] Payment Holds
a

Payment Advice Summary

Payment Advice Type

[ Select Payment A... H

Requests
Monthly Payments
/ Special Payments
@ Need Support? Start-Up Payments

Contact Pre-K 2

Phone

+1844 480 2029

Email

a

Notifications

[FC financial user COO vJ

« Return to Pre-K provider list

Privacy - Terms

2. Select the required financial year from the Year drop-down list.
3. Select the required month from the Month drop-down list, then click the Search button.

G ia D — )
G} offarlycare W Georgia's
and Learning W Pre- Program

Welcome to Vikhyat Mehra Legal Owner  Provider ID 167919

Payment Advice Summary
@  Home

. * indicates required field
(] Document Library

Payment Advice Type *Year
@ Payment Advices [ Special Payments v ]/' 2023-2024

= Payment Holds

& Requests

® Need Support?

Contact Pre-K

Phone

+1844 480 2029

Email

*Month

June

a

Notifications

N [ FC financial user COO vJ

« Return to Pre-K provider list

:

18
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The search results will be displayed.

You can view the Provider details and a complete Provider Special Payment Summary.

o o oo —
G s ameasorgas a FO) financial user COO +

Welcome to Vikhyat Mehra Legal Owner  Provider ID 167919 « Return to Pre-K provider list

@  Home Bright from the Start: Georgia Department of Early Care and Learning
i & Download

Provider ID: 167919 TIN: 123455555
03  Document Library

@  Payment Advices ADDRESS
Clock Tower Tower-2

Amalapuram
@)  Payment Holds AP, Baker 53322

& Requests |a Provider Special Payment Summary - Vikhyat Mehra Legal Owner

o If you have questions or concerns, submit a support ticket and select "Payment Advice" from ticket categories.
© Need Support?

c act Pre-K o7 Total Sites Total Classes Grand Total Payment Payment Processed Date
contact Pre-K ¢ 1 0 $9000 06/20/2024
Phone
+1844 480 2029 Special Payment Details
Email
Rrek@decal.ga.9ov Site Name Class ID Special Payment Amount Recipient Type Comments
Vikhyat Test New Site $2000 site Test Payment
Vikhyat Test New Site $1000 site test
$1000 Provider Test
$100 Provider Test >

4. To download the payment advice, refer to the Download Payment Advice section.

Start-Up Payments

The Start-Up Payments are issued to the Legal Owner upon finalizing the Grant Agreement for a
New Pre-K Application or for new classes under a Continuation Application. The amount of this

Start-Up payment is determined by the number of Sites based on recommendations from
internal users.

19
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To view the Start-Up Payments, perform the following steps:

1. On the Payments > Payment Advice Summary page, select Start-Up Payments from the
Payment Advice Type drop-down list, then click the Search button.

> Georgia Dept - L, a : :
O stk :-?2?2;?;;;“ Nottcorions [ FC financial user COO vJ
Uil {

Welcome to Vikhyat Mehra Legal Owner  Provider ID 167919 <« Return to Pre-K provider list
@  Home Payments
DO Document Library Payment Advice Summary

[®  Payment Advices

Payment Advice Type
&)  Payment Holds
a

[ Select Payment A... Ij

Monthly Payments

Requests

Special Payments

Start-Up Payments

@ Need Support?

Contact Pre-K 2

2. Select the required financial year from the Year drop-down list.

Georgia Dept - .
CQU of Rusty Care == G{eorglas '!' FC financial user COO v
and Learning Wy Pre-« Program Notifications
Welcome to Vikhyat Mehra Legal Owner  Provider ID 167919 « Return to Pre-K provider list
@  Home Payments
B  Document Library Payment Advice Summary

[®  Payment Advices

* indicates required field
(3] Payment Holds

Payment Advice Type *Year

& Requests Start-Up Payments v/[ 2023-2024 v]

® Need Support?

Contact Pre-K 2

Phone

+1844 480 2029 n

Privacy - Terms.

Email
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The search results will be displayed.

You can view the Provider details and a complete Provider Start-Up Payment Summary.

4 Georgia Dept — . a e
Snd Ledrming o rocorgials N FC financial user COO
O il & Pre- Program Notifications \

Welcome to Vikhyat Mehra Legal Owner  Provider ID 167919 « Return to Pre-K provider list

Bright from the Start: Georgia Department of Early Care and Learning

& Download
@ Home Provider ID: 167919 TIN: 123455555 -

m] Document Library
ADDRESS

X Clock Tower Tower-2
® Payment Advices Amalapuram

AP, Baker 53322

® Payment Holds
a

|a Provider Start-Up Payment Summary - Vikhyat Mehra Legal Owner |
Requests

‘ o If you have questions or concerns, submit a support ticket and select "Payment Advice" from ticket categories.

© Need Support?

Total Sites Total Classes Grand Total Payment Payment Processed Date
2 2 $16000 06/20/2024
Contact Pre-K ¢

Phone Start-Up Payment Details

+1844 480 2029

Email Site Name Class ID Start-Up Amount

prek@decal.ga.gov
Site 2 97851333 $8000

$8000 n

3. To download the payment advice, refer to the Download Payment Advice section.
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Download Payment Advice

You can download a PDF version of the entire payment summary for the required Payment
Advice Type.

1. Go to the required payment advice type to view the payment advice. Refer to the steps in
the Monthly Payments, Special Payments, and Start-Up Payments section.

2. On the Payment Advice Summary page, scroll to view the Provider information and
Payment Summary.

3. To download the Payment Summary, click the Download button.

5 s eare g ggggrg;g;im Nom:-a"ms FC financial user COO v
Welcome to Vikhyat Mehra Legal Owner Provider ID 167919 « Return to Pre-K provider list
Payments
@ Home

Payment Advice Summary
(] Document Library

) * indicates required field
&  Payment Advices

Payment Advice Type *Year *Month

& Payment Holds Special Payments . 2023-2024 v June . E;
a

Requests

Bright from the Start: Georgia Department of Early Care and Learning

€ Need Support? & Download
Provider ID: 167919 TIN: 123455555

Contact Pre-K @@
ADDRESS
Phone Clock Tower Tower-2
Amalapuram
184.
e AP, Baker 53322

Email

prek@decal.ga.gov a Provider Special Payment Summary - Vikhyat Mehra Legal Owner

‘ o If you have questions or concerns, submit a support ticket and select "Payment Advice" from ticket categories. ™
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A PDF version of the selected Payment Advice Type’s Payment Summary will be downloaded to
your local machine.

Georgia Dept '
6’ of Barly Care Georgia’s
and Learning “Pre-. Program

Bright from the Start: Georgia Department

. Provider Id: 167919 TIN: 123455555
of Early Care and Learning

ADDRESS

Clock Tower Tower-2
Amalapuram

AP, Baker 53322

Provider Special Payment Summary - Vikhyat Mehra Legal Owner

Total Sites Total Classes Grand Total Payment Payment Processed Date

1 0 $9000.00 06/20/2024

Special Payment Details

Site Name Class ID Special Payment Amount Recipient Type Comments
Vikhyat Test New Site $2000.00 Site Test Payment
Vikhyat Test New Site $1000.00 Site test
$1000.00 Provider Test
$100.00 Provider Test
Vikhyat Test New Site $1500.00 Site Payment Test
$1000.00 Provider Test
$1200.00 Provider Test
$1200.00 Provider Test
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VIEWING PAYMENT HOLDS
Various payment holds may be created by the Department in the GAPREK system.
To view the Payment Holds, perform the following steps:

1. On the left panel, click the Payment Holds section.

& Georgia Dept - . % \
O i _51&?,?;?;;:‘“ a FC financial user COO v

Notifications

Welcome to Vikhyat Mehra Legal Owner Provider ID 167919 « Return to Pre-K provider list

Dashboard

[} Document Library

Important Communications

® Payment Advices

(] Payment Holds

a Requests

A Payment Holds > Payment Holds Details page will be displayed.

> Georgia Dept — 8 a r
of Early Care == Georgia's .
C? an;ll'egrﬁng .-1\',),<prg°gvam FC financial user COO v

Notifications

Welcome to Vikhyat Mehra Legal Owner Provider ID 167919 « Return to Pre-K provider list

& Home Payment Holds
O  Document Library Payment Hold Details
® Payment Advices

@&  Payment Holds H
For assistance resolving your payment hold, submit a help ticket or contact prekbusiness.support@decal.ga.gov.
a

Requests
Grantee Level

© Need Support?

Status Provider Name Effective Start Date Comment from Department Reason
Contact Pre-K @@ Active  Vikhyat Mehra Legal Owner Jun 18, 2024 Funds Due Back to the Department @
Phone .
Site Level

+1844 480 2029

Email
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You can view three levels of payment holds on this page.
2. Scroll to view the different sections:

e Grantee Level: Payment is held at the Legal Owner level. All invoices under that Legal
Owner will be marked as on hold until the payment hold is resolved.

6 EE;EQE%E g’&?»?;rggg;gm Nom:'a'mns 4 FC financial user COO v
Welcome to Vikhyat Mehra Legal Owner  Provider ID 167919 « Return to Pre-K provider list
& Home Payment Holds

O3  Document Library Payment Hold Details

@  Payment Advices

= Payment Holds For assistance resolving your payment hold, submit a help ticket or contact prekbusiness.support@decal.ga.gov.

a Requests

Grantee Level

© Need Support? Status Provider Name Effective Start Date Comment from Department Reason
Active Vikhyat Mehra Legal Owner Jun 18, 2024 Funds Due Back to the Department @
Contact Pre-K @@
Phone Site Level

e Site Level: Payment is held at the site level. If a payment is held at this level, all invoice
records for that particular site will be marked as on hold. Consequently, no payment will
be made to that site until the payment hold is resolved.

4 Georgia Dept o . A (
ofkariycare MW Georgia's - FC financial user COO v
O and Learning . Pre-% Program Notifications
Welcome to Vikhyat Mehra Legal Owner Provider ID 167919 « Return to Pre-K provider list
Grantee Level
@ Home
D Document Library Status Provider Name Effective Start Date Comment from Department Reason
@ Payment Advices Active Vikhyat Mehra Legal Owner Jun 18, 2024 Funds Due Back to the Department @
Active Vikhyat Mehra Legal Owner Jun 19, 2024 tets Past Due Requested Documents
® Payment Holds
A Requests Site Level
Status Site Name Effective Start Date Comment from Department Reason
€ Need Support?
Active Clock Tower Jun 19, 2024 Temporary Closure @
Contact Pre-K
Class Level
Phone
+1844 480 2029
Email Status Site Name Class Name Effective Start Date Comment from Department Reason
prek@decal.ga.gov
Active Clock Tower 100018 Past Due Roster Submission @
Active Vikhyat Site Two 100060 Past Due Roster Submission @ ™
Active ite pame 1 10004 Past Due Roster 0
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e Class Level: Payment is held at the class level. If a payment is held at this level, all
invoice records for that class will be marked as on hold. Consequently, no payment will
be made to the class until the payment hold is resolved.

4 Georgia Dept — " a .
Of Rarly Care == Georgia's v FC financial user COO v
O Mt | & e rogan ‘
Welcome to Vikhyat Mehra Legal Owner Provider ID 167919 « Return to Pre-K provider list
Class Level
@  Home
Status Site Name Class Name Effective Start Date Comment from Department Reason
(] Document Library
Active Clock Tower 100018 Past Due Roster Submission @
@  Payment Advices
Active Vikhyat Site Two 100060 Past Due Roster Submission @
(1]} Payment Holds
Active site name 1 100047 Past Due Roster Submission @
& Requests
Active Red Bridge 100262 Past Due Roster Submission @
Active site name 1 100254 Past Due Roster Submission @
© Need Support?
Active site name 1 100490 Past Due Roster Submission @
Contact Pre-K ¢ Active  Address 100252 Past Due Roster Submission @
Phone i . .
Active site name 1 100256 Past Due Roster Submission @
+1844 480 2029
Email Active Vikhyat Test New Site 112234 Past Due Roster Submission @
prek@decal.ga.gov
Active Vikhyat Test New Site 112235 Past Due Roster Submission @
Active  Vikhyat Test New Site 112236 Past Due Roster Submission @ P |
Acti it mo 1 Q90008 luni4d 2024 1 Clocuro o — -
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VIEWING DOCUMENT LIBRARY

The purpose of this activity is to view and manage essential resources, guidelines, and updates
for documents related to the Georgia’s Pre-K Program.

To view the documents and their statuses, perform the following steps:

1. On the left panel, click the Documents Library section.

o Ge gia Dept - )
Sabert | s Georgia's @

and Learning ., Pre-% Program

N [ FC financial user COO v}
Notifications

Welcome to Vikhyat Mehra Legal Owner  Provider ID 167919

| (] Document Library |

« Return to Pre-K provider list

Important Communications

@ Payment Advices

Payment Holds

D ©

Requests

® Need Support?

Contact Pre-K 2

Phone

+1844 480 2029 ™

Email

You will be directed to the Documents Library page.

3. Onthe Documents Library page, perform the following steps:
a) Select the required option from the Category (L1) drop-down list.
b) Select the required option from the Sub Category (L2) drop-down list.

Note: The Sub Category (L2) drop-down list updates based on the option selected in
the Category (L1) drop-down list.
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c) Select the year range from the Academic Year drop-down list.

4> Georgia Dept —_ . a ( )
f Early Ca = Georgia's =
O oliaryCare - e Program Nottcarions ‘ FC Financial ZZZ COO v
Welcome to zzz Buyer one COO  Provider ID 235342 « Return to Pre-K provider list
o Home | Document Library
(] Document Library
Upload the relevant documents in any format of JPEG, PNG, PDF, SVG.
® Payment Advices
& Payment Holds Category (L1) Sub Category (L2) Academic Year
a Requests / Grantee Level Documents v/ Finance Documents v/ 2024-2025 v

© Need Support? Grantee Level Documents

Search

Contact Pre-K ¢!

Phone Finance Documents
+1844 480 2029
Email

prek@decal.ga.gov

No Documents for the Current Selection!

All the documents under selected Category (L1) and Sub Category (L2) will be displayed as a
table with the required details.

Note: The table layout will change based on the selected Category (L1) and Sub Category (L2).

Welcome to zzz Buyer one COO  Provider ID 235342 « Return to Pre-K provider list

Category (L1) Sub Category (L2) Academic Year

o H Site Level Documents v Visit Documents v 2023-2024 v
ome

i
Site Level Documents

Search
@ Payment Advices
3  Payment Holds —
Visit Documents
& Requests
Document - - Assigned Uploaded 8
N Visit Type Site Name Specialist Status Date Action
A ZZZb
© Need Support? pprove Probation ) Lyer Pre K .
New Visit 4 Site four Specialist3 Submitted 2024-06-18
Account oo P
Contact Pre-K ¢
Probation Zzz buyer Pre K
Phone Manager L. Site four . Submitted 2024-06-18
Visit 4 coo Specialist3 Py
+1844 480 202
Priecy - Terma
Email .
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The status of the document will be displayed under the Status column. The Status is reflective
of the Pre-K staff’s review of your uploaded documents.

4. To view the document, click the preview icon.
Note: You can also use the Search field to find the required document.

Georgia Dept . —
@ s gWGgf{,?\as a ‘ FC Financial ZZZ COO v
8 e ‘ogram Notifications \ J
Welcome to zzz Buyer one COO  Provider ID 235342 < Return to Pre-K provider list
@ Home

Category (L1) Sub Category (L2) Academic Year

[} Document Library Grantee Level Documents v Application Documents v 2024-2025 v

® Payment Advices

@) Payment Holds Grantee Level Documents / Search

&  Requests

Application Documents

@ Need Support?

Document Name Status Uploaded Date Action
Contact Pre-K ¢ .
Corporation paperwork (If own-

ership is under a corporation or
Phone P P

LLC, submit the Certificate of Submitted 2024-06-26 [ °
+ Incorporation/Organization, /
Email Articles & By-laws)
Rl Online Access Agreement Submitted 2024-06-26 (o

Secretary of State (SOS) docu- o
ment (articles of incorporation Not Satisfactory 2024-06-26 [ ° h
or certificate of incorporation) T

The View Documents pop-up window will be displayed.

5. Click the Name link to view the document.
Note: Click the X icon to return to the prior page.

View Documents

Name Uploaded By Uploaded Date

sampleDP.jpg Site Director zzzz 06/18/2024 09:35:22
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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 difficulties,
feature questions, or process guidance.

To submit a New Incident, perform the following steps:

1. On the 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.

Georgia Dept — ., a
S LeSening - P N [ FC Financial ZZZ COO w

() d Learning - Prev ancia

T e Program Notifications

Welcome to zzz Buyer one COO  Provider ID 235342 « Return to Pre-K provider list

(] Document Library Important Communications
@ Payment Advices
)  Payment Holds

£  Requests

® Need Support?

Contact Pre-K ¢
Phone
+1844 480 2029

Email

prek@decal.ga.gov

The Pre-K Incident > New Incident tab will be displayed.

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.
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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 page.

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.

6. To select the file, click the Upload Files button.

Upload Files

File

| X, Upload Files Ordrop files

You will be directed to your local system to select a file.
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7. Select the file, then click the Open button.

Favourites oo

@ Recents

ol
[s]
<
nlo
olg|
olol
<

[ Desktop — iCloud Q

-~ B

gadecal-- gadecal-- CcC NMDWS
O iCloud Drive Issue.png mergeq...) (1).png mergeq...top).png

2. Applications
©® Downloads

iCloud

9 Shared Help Ticket

[=) Desktop

[ Documents it

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

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

MANAGING PROFILE

You can 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. On the Pre-K Program welcome page, click the Username [User Profile] down arrow.
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2. Select the My Profile button from the drop-down list.

mm Georgia's
Hmm Pre-% Program

Georgia Dept — .
6 ofFarlycare  _SWW Georgia's
and Learning g Pre-< Program

Welcome to Vikhyat Mehra Legal Owner

(] Document Library
@ Payment Advices
= Payment Holds

&  Requests

® Need Support?

Contact Pre-K 2

Provider ID 167919

Dashboard

Important Communications

20

Notifications

A

FC financial user COO‘v ]

My Profile

< Retu

Logout

* Indicates required field

Provider Information

Provider Details

*Provider Legal Name

Vikhyat Mehra Legal Owner

Business Address
* Street Address - 1

Clock Tower
*County

Indal

Business Mailing Address

B i mmm A Am il A i Pm

*EIN

123455555

*Street Address - 2

Tower-2

*State

AP

*Type

Licensed

*City

Amalapuram

*Zip Code

53322

Phone
+1844 480 2029 n
Email Privacy - Terms
You will be directed to the My Profile page.
.
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Viewing Provider Information

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

My Profile
Provider Information

Provider Details

*Provider Legal Name *EIN *Type
Vikhyat Mehra Legal Owner 123455555 Licensed v
Business Address

* Street Address - 1 *Street Address - 2 *City
Clock Tower Tower-2 Amalapuram

*County *State *Zip Code
Indal AP 53322
Business Mailing Address

M Business Mailing Address is the same as Business Address

* Street Address - 1 * Street Address - 2 *City
TTT ttt-2 Test

*County *State *Zip Code
India upP 12346
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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 Grant Agreement Finalized.

My Profile
Grant Contract Signatory Information
Provider Details
*Full Name *Title *Phone
Tets Chief Executive Officer (CEO) 9,876,543,211

* Extension *Email

pranay.kasliwal@mtxb2b.com

Business Address

* Street Address - 1 *Street Address - 2 *City
test 1/11/2023 Te

*County *State *Zip Code
te AL 43211

Business Mailing Address

M Business Mailing Address is the same as Business Address

* Street Address - 1 *Street Address - 2 *City

test address AL
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Viewing and Editing User Information

m

1. On the My Profile page, scroll to the User Information section to view the First Name,

Last Name, Email, Phone Number, and Role of the user.

*County *State *Zip Code

Te AL 43211

User Information

< Edit
*First Name *Last Name Email
financial user (efe]e] priyaranjan.reddy+finuser@mtxb2b.com
Phone Number Role
7836584837 Financial User

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

My Profile
*Street Address - 1 *Street Address - 2 *City
test address AL
*County *State *Zip Code
Te AL 4321
User Information
*First Name *Last Name Email
financial user COOo priyaranjan.reddy+finuser@mtxb2b.com
Phone Number Role
7836584837 Financial User
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3. Update the required information, then click the Save button.

m

*Street Address - 1

test

*County

Te

User Information

*First Name

financial user

Phone Number

7836584837

*Street Address - 2

address

*State

AL

*Last Name

Coo

Role

Financial User

My Profile

*City

AL

*Zip Code

4321

Email

priyaranjan.reddy+finuser@mtxb2b.com

*After saving, a success message will display on the screen.

This concludes the GAPREK Financial user guide.
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