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PURPOSE

This user guide provides support to Primary Authorized Users and Project Directors in reviewing
and approving the necessary records on the GA DECAL Integrated Provider Portal for the Pre-K
program.

PERSONAS

Personas Responsibilities

e Managing Users

e Viewing Dashboards

e Managing Profile

e Submitting Continuation Application
e Viewing Documents

e Managing Sites and Classes

e Managing Calendar

e (Creating Requests

Primary Authorized User )
e Creating Waivers

and Project Director
e Managing Visits

e Managing the Class Reporting Manager
e Managing Students Waiting List

e Managing Waiting Lists

e Managing Rosters

e Managing Payments

e Viewing Payment Holds

e Submitting a New Incident
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INTRODUCTION

This User Guide will assist Primary Authorized Users and Project Directors in efficiently
navigating and utilizing the GA DECAL Integrated Provider Portal. It provides vital information
and detailed instructions for managing your duties. The guide includes explanations of portal
features, handling requests, waivers, rosters, student and teacher data, and visits. Utilizing this
guide will help ensure the seamless and efficient operation of your Provider or Site.

LOGGING INTO YOUR ACCOUNT

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

You will receive a welcome email on your Pre-K registered email.

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)  Inbox =
GA DECAL no-reply@decal.ga.gov via xdw9ru1fd7n37j.3s-8hmguay.cs133.bnc.sandbox.salesforce.com 11:23PM (O minutes ago) Yy “

to chinmayee.chirasmita+999@mtxb2b.com «

Hi John,

Welcome to GA DECAL! To get started, go to https:/gadecal--mergeqga.sandbox.my.site.com/iccs/login?c=k1eo1NeSGBicMsLJdwt SYbRtNA3C1
D_TmzdGDaQgKnJfORArSKNw7yyg5ss70tbMhm1U7FvdRsET1f HKV_0a2YENCiSz3EHgWJlyPYWM20gby7ndzaC5pPnCvXH3v3VBbPGXxTmJRFnlys_y1dKON
BcLR2.e7AoNSeNAIEhMQh1QLyjaelGevtlpfitAeQmPEtQHIN04Gnx3wn9I3P1AQD46CLJKg%3D%3D A

Username: chinmayee.chirasmita+999@mtxb2b.com ,

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

After you click on the link in the email, 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. Save it somewhere that you will remember.

Geqrgia Dept
ofFarly Care | |ntegrated Provider Portal

nd Learning

Change Password
WELCOME TO Please enter a new password

Georgia DECAL New Password

lntegrated PI’OVider ﬂe Enter Password
Portal ' - ¥ -

MyDECAL is the Georgia DECAL's online (&) M v
platform for program and workforce P

management. Through MyDECAL, you can - - — R | The password should satisfy the password policy
access the below applications a of DECAL

Include at least 10 characters

Include Uppercase and lowercase letters

Include at least 1 special character

Include at least 1 number

CAPS %% CAPS Pre-K Services e oooidias

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 &

(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

PFAN
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.

Georgia Dept

o avicr Integrated Provider Portal

Welcome, PAU CE
Program List

= 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— |
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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.

' Georgia Dept _
3(O7 gikarlycare | Integrated Provider Portal

Login

* indicates required field

WELCOME TO

Georgia
DECAL

Integrated Provider
Portal

*Username

chinmayee.chirasmita+999@mtxb2b.com

*Password

............

MyDECAL is the Georgia DECAL's online ) ) \ L N Py
platform for program and workforce W A Remember me

management. Through MyDECAL, you can

- - = - )
h I li n - 2
access the below applications I Log In

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 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 the Providers List button.

sl GeorgiaDept .
ofarlyCare  |ntegrated Provider Portal

/<~ and Learning

Welcome, PAU CE
Program List
1 ia’
e,

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.


http://provider.decal.ga.gov/
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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 )
6’ of Eatly Care = Georgia's @

and Learning ‘Pre-% Program us
en_

Welcome, PAU CE

< Return to DECAL program list

Please select the provider you would like to log into.

CE Legal Owner JOMO Legal Owner
Testa StreetSausalito CA United States 94965 China
Provider Details Provider Details
Pre-K Provider ID 228378 Pre-K Provider ID 235297 e
Live Chat
Go To DashBoard } [ Go To DashBoard }
™

Privecy - Terms

You will be directed to the provider dashboard page, and the Provider ID will be displayed at
the top.

4> Georgia Dept - G . a
of Early Care eorglas =
O SHRNE - e Pogram . PC PAUCE v

Welcome to CE Legal Owner  Provider ID 228378 < Return to Pre-K provider list

Calendars
% New Applications are open for the current school year. Please fill out the form. Apply Now
4 pp y pply

Class Reporting
Manager

Important Communications
O  Document Library

= Manage Rosters

Critical Reporting Dates >
Manage Sites and
%’ Classes
Service Features

24 Manage Users

@  Payment Advices @ Sites and Classes E Rosters =] payment

= Payment Holds Active Sites (] Students (] Last Payment Amount $0

A Active Classes [} Teachers 0 Last Payment Date ™
Requests

o K Waitlist [} oy - Terms.
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VIEWING DASHBOARD

Your Pre-K dashboard provides convenient access to information and data that you will
frequently need to consult.

Apply Now

You can view the apply now button for applying for the new applications for the current year.
As a provider, you can apply an application only once a year.

, Georgia Dept . a ) \
of Farl &= Georgia's o
MR | w ProacPogram Netomions GG GOVINDLEGALCONTACT GGG v |

Welcome to GOVINDLEGAL user  Provider ID 167876

Calendars
ﬁ Pre-K Continuation Grant Applications are open for the upcoming school year. Applications are due by 12:00 Apply Now
{ PM on June 28, 2024. Click "Apply Now" to begin the application.

« Return to Pre-K provider list

&% Class Reporting Manager

O  Document Library
Important Communications

= Manage Rosters

Important Communications

Important communication sections under the dashboard section assist the Primary Authorized
User and Project Director 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.

:m".'.“":p: Georgia's ! @ 7”7, 7 "' 7‘7» =
(& e | B Gec o e PW Prek Wildcraft v
Welcome to John Doe BOE  Provider ID 173709 ¢ Return to Pre-K provid st
Calendars
Important Communications
1] ss Reporting Manager
SF» | iaEERenOrunYIMeriags Upload/Input Financial Information o
] Document Library
: ] Manage Rosters
Critical Reporting Dates >
?G’ Manage Sites and
Classes
Service Features
2 Manage Users
@  PaymentAdvices (& sitesand Classes EJ  Rosters (£ Payment
@  Payment Holds Active Sites 1 Students 0 Last Payment Amount $0
Active Classes 5 Teachers 4 Last Payment Date
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The critical reporting dates provide a centralized view of all key reporting deadlines. This
dashboard is an essential tool for maintaining timely and accurate reporting, preventing missed

deadlines, and ensuring the smooth operation of the program.

You can view the critical reporting dates by clicking the down arrow in the critical reporting

dates section.

Calendars o
Important Communications

Class Reporting Manager

03  Document Library [ Critical Reporting Dates

= Manage Rosters
View all the critical reporting dates for the selected time period. 30 Days v
% Manage Sites and
Classes
6/29/2024 Roster 4 Due Date

2 Manage Users

@  Payment Advices oo Eaatures

Service Features

The service features provide an analysis of the number of sites and classes, rosters, and the

details of the last payment.

sitaycre M Georgia's g VA Vikhyat Primary Authorized v
) andletming | @ Pre-x Program Notifications L )
Welcome to Vikhyat Mehra Project Director  Provider ID 167919 « Return to Pre-K provider list
6/29/2024 Roster 4 Due Date
Service Features
Calendars
) V) si =
88 Class Reporting Manager O Sites and Classes E Rosters =J] Payment
O  Document Library Active Sites 42 Students 9 Last Payment Amount $0
Active Classes 12 Teachers 26 Last Payment Date 5/16/2024,
= Manage Rosters A
< Waitlist 12 7:32 AM
9: Manage Sites and
Classes My Recent Application
2 Manage Users
APPLICATION NUMBER TYPE STATUS PROGRAM
B payment Advices 1511 Pre-K New Application Grant Approved at Full Request 2024 Pre-K 10 Month Program
PROGRAM YEAR
® Payment Holds 2024
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MANAGING USERS

You can update and remove user contacts for providers and families. However, only a Primary
Authorized User can add the user contact for the providers.

Adding Users
You can add Project Directors, Site Directors, Financial Users, and Data Management Users.
To add a user, perform the following steps:

1. Go to the Manage Users tab on the left panel.

Georgia Dept - o= —
O T ing :-P'G‘efgglas B TW Thomas Woods v
e~ Program Notifications J

Welcome to COO Site one Provider ID 196389 « Return to Pre-K provider list

Calendars
{}( New Applications are open for the current school year. Please fill out the form. Apply Now

&% Class Reporting Manager

(i Document Library Important Communications

— Manage Rosters

& — My Recent Application

Classes

Manage Users

You will be directed to the Manage Users page.

2. Click the Add User button.

Ye-% Program

Georgia's a I s Wood
A .. TW Thomas Woods

Welcome to COO Site one  Provider ID 196389 « Return to Pre-K ¢

@  Home Manage Users + Add User
Calendars
Role Status Search User
&%  Class Reporting Manager
All v All v Searc Searct
[ ] Document Library Users
=  Manage Rosters Project Director

The add user pop-up window will be displayed.
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3. Enter the following information:
a. Enter the First Name in the First Name textbox.
Enter the Last Name in the Last Name textbox.
Enter the Email Address in the Email textbox.
Select the desired role from the Role drop-down list.
Enter the 10-digit phone number in the Phone Number field.
Click the Save button.
Notes:

o

e There will be only one active Project Director and Site Director for a Provider
or Site.

e If an existing Project Director/Site Director already exists in the system,
remove them before adding a new one.

e An additional field called Site Name will be displayed if you choose the Role
as Site Director.

e To assign a Project Director or Site Director role temporarily, click the Interim
checkbox.

e Fields marked with a red asterisk (*) are mandatory.

e Please note that the portal will take a few seconds to show the newly added
data.

Add User
* Indicates required field

* First Name *Last Name

Scooter Ryan

* Email *Role

sneha.ramachandra+Sccoter@mtx ,ProjectDirector

7 Interim Phone Number
’ (123) 789-6584

*After saving, a success message will be displayed, and a newly added contact record will be
displayed on the Manage Users page.
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To update the user record, perform the following steps:
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1. Onthe Manage Users page, to update user details scroll to the required user section.
2. Click the Update button.

= Manage Rosters

&+  Manage Users

Welcome to Kasliwal Legal Provider ID 167879

(] Document Library

%1 T\/;‘m‘:i, Sites and

Site Directors

Search Site

Name O Site Name

Financial Users

Name © Email

Phyllis Battle nalos@mailinator.col

Data Management User

Name @ Email

Datahh Management

Search

Email Current Status

Current Status

m Inactive

Current Status

Last Modified On

Last Modified On

5/31/2024

Last Modified On

5/31/2024

PK Pranayy Kas
« F 1
Action
Action
Action

The Update User pop-up will be displayed.

3. Select the required role from the Roles drop-down list.

Notes:

e Fields marked with a red asterisk (*) are mandatory.

e The Email field can be updated by the Primary Authorized User only. Once updated, an
email notification will be sent to the updated email address.

e If the Role is selected as Site Director, a Site Name field will be displayed on the pop-up
window, then you can select the Site from the Site Name drop-down list.

e To assign the Site Director role temporarily, you can check the Interim checkbox.

10
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e Click the X icon to close the pop-up window.

Update User

*First Name *Last Name

Datahh Management

*Email Role

pranay.kasliwal@mtxb2b.com Data Management User

Site Director
Financial User

v/ Data Management User

4. Click the Save button.

Update User

* First Name *Last Name

Datahh Management

* Email Role

pranay.kasliwal@mtxb2b.com 1 Financial User

*After saving, a success message will be displayed on the page and the updated contact record
will be displayed on the Manage Users page.

11
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Removing Users
To remove the user, perform the following steps:

1. Onthe Manage Users page, scroll to the required user’s section.
2. Select the user you wish to remove.
3. Click the Remove button to proceed with your selection.

Site Directors

@ Home Search Site
Search Site m
Calendars
&3 Class Reporting Manager Name © Site Name Email Current Status Last Modified On Action
D Document Library

Financial Users

= Manage Rosters
Name © Email Current Status Last Modified On Action

9: Manage Sites and
Classes Phyllis Battle nalos@mailinator.com Inactive 5/31/2024

2+  Manage Users

D

Data Management User

@  Payment Advices
Name © Email Current Status Last Modified On Action
(1] Payment Holds
Datahh Management pranay kasliwal@mtxb2b.com Active 5/31/2024 Update
é Requests
Visit Reports Y

Eé Waiting Lists

A Remove User pop-up window will be displayed.
4. To remove the user, click on the Continue button.

Note: Click the X icon to close the pop-up window.

Remove User

You are removing this user's access to GA Pre-K. Click confirm if you wish to

continue with the changes or cancel to return.

*After saving, a success message will display on the page and the current status of the contact
record will be displayed as inactive and the user will not have access to this Provider/Site.
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MANAGING PROFILE

This activity ensures that your contact information, role-specific details, and account settings
are accurate and up to date. Proper profile management facilitates seamless communication
with program administrators, ensures that you receive important updates and notifications,
and maintains the security of your account.

To manage your Profile, perform the following steps:

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

== Georgia's o ‘ NU new auth user v
& Pre-«< Program Notifications \
Welcome to Priyaranjan Legal owner Provider ID 167886 « H
Logout
Calendars o
Important Communications
&%  Class Reporting Manager
O3 Document Library Critical Reporting Dates >
= Manage Rosters
Service Features
%’ Manage Sites and
Classes
& sitesand Classes &3 Rosters ()] payment
2 Manage Users
Active Sites 5 Students 5 Last Payment Amount $0
&  Payment Advices Active Classes 2 Teachers 5 Last Payment Date
Waitlist 2
(1]} Payment Holds
& Requests My Recent Application
Visit Reports ™~
APPLICATION NUMBER TYPE STATUS PROGRAM
| E&  Waiting Lists 12861 Pre-K Continuation Application Not Submitted 2024 Pre-K 10 Month Program

You will be directed to the My Profile page.

13
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Viewing Provider Information

On My Profile page, this section helps you organize and update all details about your Pre-K
program, including site locations, contact details, and operational status, to be current and
accurate. This supports effective communication with state administrators and ensures
compliance with program requirements. Accurate provider information also aids in resource
allocation, monitoring program performance, and facilitating audits.

The Provider Information section displays the Provider Details, Business Address, and Business
Mailing Address sections.

My Profile X
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
17T ttt-2 Test
*County *State *Zip Code
India upP 12346

14
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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.

Grant Contract Signatory Information

My Profile

Provider Details

*Full Name

Tets

* Extension

*Title

Chief Executive Officer (CEO)

* Email

pranay.kasliwal@mtxb2b.com

*Phone

9,876,543,211

Business Address

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

* County *State *Zip Code
te AL 4321
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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View and Edit User Information

This information helps streamline communication, ensuring that important updates and
notifications are received promptly. It also allows for efficient management of user roles and
access levels, ensuring that the right individuals have the correct permissions to perform their
tasks. Maintaining exact user information supports accountability, enhances security, and helps
smooth operation within the program.

To modify/change the User Information, perform the following steps:
1. Scroll to the User Information section and click the Edit button.

Note: The Click here to request for the Email Change hyperlink is not displayed for the
Project Director login.

My Profile X

User Information

Click here to request for Email Change

*First Name * Last Name Email

new auth usel sai.suggala+auth@mtxb2b.com

Phone Number Role

8374658735 Primary Authorized Use

2. Enter/Modify the Phone Number in the Phone Number field, then click the Save
button.

My Profile X

User Information

Click here to request for Email Change

*First Name *Last Name Email

new auth use sai.suggala+auth@mtxb2b.com

Phone Number Role

8374658735

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

16



< . 7
GAPREK Primary Authorized and Project Director User Guide 5 GeOTgla S
g Pve-% Program

View and Edit Financial Information

This information helps in tracking funding allocations, monitoring expenditures, and ensuring
financial compliance with state guidelines. Accurate financial records support budget planning
and resource allocation, enabling efficient use of funds to enhance program quality.

To modify/change the Financial Information, perform the following steps:
1. Scroll to the Financial Information section to view the data.

Notes:

e The Click here to request a change of bank account information hyperlink is not
displayed for the Project Director login.

e You will be directed to the Change Request tab by visiting the Click here to
request a change of bank account information hyperlink.

My Profile X

# Edit

*First Name * Last Name Email

Phone Number Role

Financial Information

Click here to request a change of bank account information.

Financial Institution Name * Routing Number Account Name

HDFC O

* Account Number Account Type

17
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MANAGING APPLICATION

Managing Applications includes submitting a Pre-K Application for continuation or expansion providers
and a Verification of Lawful Presence or Delegation of Authority form based on the business designation
and US citizenship status. Project Directors with Board of Education (BOE) in their legal name must submit
the Delegation of Authority form, while others might be required to submit the Verification of Lawful
Presence form. For continuation applications, the Project Director may submit either the Verification of
Lawful Presence or the Delegation of Authority form, or neither, as applicable.

Submitting a Pre-K Continuation Application
To submit the Pre-K continuation application, perform the following steps:

1. On the Dashboard, click the Apply Now button.

e JE

Calendars
s Pre-K Continuation Grant Applications are open for the upcoming school year. Applications are due by 12:00
oo pply Now
<2 Class Reporting Manager {?( PM on June 30, 2025. Click "Apply Now" to begin the application.
[} Document Library
Important Communications
= Manage Rosters
RK Application Banner X
@ Manage Sites and Classes This is for RK Application Banner.
2 Manage Users
D My Applications ", .
Critical Reporting Dates >
® Payment Advices
<, i Eaaturac

The Requirements and Contact Information page will be displayed.

Welcome to Matlab testing special chars  Provider ID 860242 « Return to Pre-K provider list

Requirements and Contact

Information Continuation Application for Georgia's Pre-K Program

Grant Agreement Signatory Requirements and Contact Information

Information

3 site Information

Requirements v

4 Document Upload

Continuation Providers

5 Program Assurances All grantees interested in applying for a Pre-K grant must complete and submit a Pre-K application no later than 5:00 p.m.,June 30, 2025. No applications will be accepted

after the deadline. Incomplete applications will not be reviewed.
6 Review and Submit
Continuation Considerations

Current providers who have one or more of the following issues should complete the application; however, funding is at the discretion of DECAL. The Department will
contact you directly regarding the final determination about continuation of services.
+ Low Enroliment - Low enroliment is defined as a program site with (1) a single class with low enroliment or (2) multiple classes with low enrollment across classes.
« Probation Sites - Any sites on probation.
« Nor Sites - i with other prog offered through DECAL (e.g., Child Care Services, Child and Parent Services (CAPS), Nutrition Services, and
Audits and Compliance) will be reviewed to determine eligibility for funding.

Continuation Expansion Requests

Current providers requesting to expand their program have two options: Add a Site or Add a Class. To ensure that your request is processed correctly, please follow the
corresponding instructions in the application and complete all of the required documentation.

« Add a Class - This is a request for an additional class at a site that currently offers Georgia's Pre-K Program.

+ Add a Site - This is a request for a class at a site that does NOT currently offer Georgia's Pre-K Program.

To be eligible to apply for an site, a site must be under the same legal ownership and Federal Employer Identification Number (FEIN) as the site that currently

18
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2. Read the instructions then click the I affirm that | have read and understood the
instructions checkbox.

Information

Site Information

Document Upload

Program Assurances

Review and Submit

& e - seorgias | a | FM Fay Memahon ~
Welcome to Matlab testing special chars  Provider ID 860242 « Return to Pre-K provider list
contact you directly regarding the final determination about continuation of services.
« Low Enroliment - Low enroliment is defined as a program site with (1) a single class with low enroliment or (2) multiple classes with low enroliment across classes.
Requirements and Contact « Probation Sites - Any sites on probation.
Information « Nor Sites - M with other prog offered through DECAL (e.g., Child Care Services, Child and Parent Services (CAPS), Nutrition Services, and
Audits and Compliance) will be reviewed to determine eligibility for funding.
,  Grant Agreement Signatory
Information Continuation Expansion Requests
B ste informat Current providers requesting to expand their program have two options: Add a Site or Add a Class. To ensure that your request is processed correctly, please follow the
e Information corresponding instructions in the application and complete all of the required documentation.
« Add a Class - This is a request for an additional class at a site that currently offers Georgia’s Pre-K Program.
4 Document Upload « Add a Site - This is a request for a class at a site that does NOT currently offer Georgia’s Pre-K Program.
5) Program Assurances To be eligible to apply for an additional site, a site must be under the same legal ownership and Federal Employer Identification Number (FEIN) as the site that currently
offers Georgia's Pre-K Program. (If the site is under a different legal entity and FEIN, then the Application for New Georgia's Pre-K Program should be submitted. This can
® r SR be initiated in DECAL provider portal.) A program that is licensed must also have a licensed classroom space for a minimum of 20 students and a licensed playground
eview and Submi space to accommodate a class of 20 students simultaneously for outdoor activities.
Add a Class Document Uploads
« Pictures of the classroom intended for Pre-K use (max 3)
Add a Site Document Uploads
« Pictures of the outside of the site (max 3)
« Pictures of the classroom intended for Pre-K use (max 3)
« Pictures of the playground intended for Pre-K use (max 3)
Class Move/Closure Requests
Under the Site Information section of the application, you will be able to request a class move and/or closure for the upcoming school year. New site information will be
required for a Class Move, and an Effective Closure Date will be required for a Class Closure.
*@ | affirm that | have read and understood the instructions.
™
3. Review the information in the Contact Information, Project Director Contact
Information, Business Mailing Address, and Business Information section, then click
the Save & Next button.
Note: You can update the information in the Contact Information, Project Director
Contact Information, Business Mailing Address, and Business Information sections if
needed.
Grant Agreement Signatory
2 * Street Address

Building or Suite Number *City

543 Divisadero Street San Francisco

*State *Zip Code *County

CA v 94n7 Appling

Business Mailing Address
Is Business Mailing Address same as the Business Address?
* Street Address Building or Suite Number *city

343 Kearny Street San Francisco

*State *Zip Code *County

cA v 94108 Appling

Business Information
*Business Designation

Governmental v

Save & Exit

Save & Next
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The Grant Agreement Signatory Information page will be displayed.
4. Select the Prefix and enter the First Name and Last Name.
& EEE &S, g

Requirements and Contact
Information

Grant Agreement Signatory
Information

Site Information

Document Upload

Program Assurances

Review and Submit

Welcome to Testing VLP 02  Provider ID 869355

Grant Agreement Signatory Information

Notifications

« Return to Pre-K provider list

Continuation Application for Georgia's Pre-K Program

The Grant Agreement Signatory must be an officer or representative vested with the powers to commit the organization to a binding
agreement if the Pre-K grant is awarded. The Grant Agreement Signatory (CEO, COO, CFO, President, Sole Proprietor, School
Superintendent, etc.) who has apparent authority or legal authority for the provider/company/school system/etc. applying for the grant

must sign the grant agreement if the grant is awarded.

* indicates required field

Grant Agreement Signatory Information

*Prefix *First Name ©
Mr. v John

j *Last Name © ‘
Richard

j *Email Address

*Phone Number

Phone Extension Ny

5. Review the details in the Grant Agreement Signatory Business Address and Mailing
Address sections, then click Save & Next.

G

Georgia Dept — i
offarycare W Georgia's
andLearning W Pre-¥ Program

Requirements and Contact
Information

Grant Agreement Signatory
Information

Site Information

Document Upload

Program Assurances

Review and Submit

Welcome to Testing VLP 02  Provider ID 869355

"‘ BR Blythe Robinson v
Notifications L

<« Return to Pre-K provider list

Grant Agreement Signatory Business Address
* Street Address Building or Suite Number *City
325709 Park Avenue Duluth
* State *Zip Code
AK v 30137
Grant Agreement Signatory Business Mailing Address
Same as the Grant Agreement Signatory Business Address
*Street Address Building or Suite Number *City
325709 Park Avenue Duluth
* State *Zip Code
AK v 30137
Save & Exit Previous ‘ Save & Next

Privacy - Terms
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The Site Information page will be displayed. For providers who are interested in adding an
expansion site. You can also import a site from Koala only if you are a Licensed Provider.

6. To add an expansion site, click the + Add Site button.
Notes:

e Licensed Childcare Providers should use the +Add Koala Sites button to add their
sites.

e Click the Save & Next button if you wish to continue submitting your
Continuation Application without a site expansion.

Requirements and Contact
Information

Continuation Application for Georgia's Pre-K Program

Site Information \ + Add Koala Sites

Sites

Grant Agreement Signatory
Information

e Site Information

4 Document Upload

5 Program Assurances * Indicates required field

6 Review and Submit Currently no sites are present for this application

previous | [N

Save & Exit

The Add New Site pop-up window will be displayed.
7. Enter the Site Name.
Note: Fields marked with a red asterisk (*) are mandatory fields.

8. In the Site Director section, enter the First Name, Last Name, Email, and Phone
Number.

9. In the Site Location Street Address section, enter the Street Address, Building or Suite
Number, City, Country, and Zip Code.

Add New Site

* Site Name License Number

f Summer Program
Site Director

*First Name *Last Name *Email

Blythe

ﬁPhonL‘ Number
f(987] 654-3213
Si

Robinson shamanth.g@mtxb2b.com

Phone Extension

ite Location Street Address

* Street Address

423 Park Avenue

; State

Building or Suite Number

*County

Appling

*City

Duluth

*Zip Code

30137

£
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10. Select the Mailing Address is the same as the above Address checkbox if both
addresses are identical.

Note: Enter the Site/Location Mailing Address if different from the Site Business
Address.

11. Select the services that your site will provide to the Pre-K Students.

12. Enter the Number of Pre-K Classes required.

Add New Site

Appling

Site/Location Mailing Address

Mailing Address is the same as the Site Address.

*Street Address Building or Suite Number

423 Park Avenue Duluth

State *County *Zip Code

GA Appling 30137

Indicate which services your site will provide

Transportation
Before School Care
After School Care

*Number of Pre-K Classes requested

1

f

13. Enter the reason Why are you requesting an expansion site?

14. Describe your recruitment process for additional Pre-K students at this site.

15. Provide any additional information to support your expansion request, then click the
Submit button.

*Why are you requesting an expansion site?
To expand my program
20 /4000
*Describe your recruitment process for additional Pre-K students at this site.
Interview
f 9 /4000
*Provide any additional information to support your expansion request.

NA

2 /4000

Cancel

A success message will be displayed and you will be directed to the Site Information page.
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16. Now, click the Save & Next button.
Note:
e You can add new classes to the site using the Add Class button, move a class to a

different site using the Move Class button, and close a class using the Close Class
button.

e For newly added sites you will only be able to see the Add Class button to add a
class to the site.

Body.Dorvlblf.-
rr 7
—

Site Information

Classrooms.

The Document Upload page will be displayed.

17. To submit the documents, click the Upload button, then click the Save & Next button.

Notes:
e The Documents marked with a red (*) asterisk are mandatory.

e Refer to the File Upload section for the detailed procedure for uploading the
files.

Provider-specific documents for Testing VLP 02

Online Access Agreement Unsubmitted

* Secretary of State (SOS) document (articles of incorporation or certificate of incorporation) Unsubmitted %, Upload

Site-specific documents f

Summer Program

| *Pictures of the playground intended for Pre-K use Unsubmitted

| *Pictures of the outside of the site Unsubmitted & Upload
Save & Exit Previous Save & Next
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The Program Assurance page will be displayed.

18. Select the checkboxes to affirm the Program Assurance, enter the Name, then click the
Save & Next button.

Welcome to Testing VLP 02  Provider ID 869355 « Return to Pre-K provider list

Program Assurances
Requirements and Contact
Information

Grant Agreement Signatory

Information * indicates required field

I agree:
Site Information agree:

@ Al information provided in this application is true and accurate. | understand that falsifying information reported will result in automatic termination of the grant

Document Upload lagreement.

R

Program Assurances B | understand that all information i within this ication, as well as ion required as a Pre-K fiscal agent, is considered public information and
ill be included in the program’s permanent file and is subject to Open Records request(s).

000 0

u\

6 Review and Submit
* @ | will conduct my business with financial integrity and fiscal responsibility including, but not limited to, appropriate use of Pre-K grant funds, compliance with state
nd federal tax requirements, compliance with rules and regulations of the Secretary of State's office, the State Department of Audits, and other state agencies, as ap-

plicable, and appropriate settiement of employee and other financial obligations.

R\

| have read and agree to comply with the Pre-K Provider's Operating Guidelines.

X,

Sig of Grant Ag Signatory
*Name *Title *Date of Signature
Paresh D Secretary v 12/16/2024

The Review & Submit page will be displayed.

19. Review the information provided in the previous sections, then click the Submit button.

Note: You can update the information provided in the previous sections by clicking the
Edit button.

Welcome to Testing VLP 02  Provider ID 869355 €« Return to Pre-K provider list

Requirements and Contact

Information Program Assurances

Grant Agreement Signatory

| agree:
Information 9

*B Allinformation provided in this application is true and accurate. | understand that falsifying information reported will result in automatic termination of the grant
agreement.

Site Information

o Document Upload

*B | understand that all information contained within this ication, as well as doct ion required as a Pre-K fiscal agent, is considered public information and
will be included in the program’s permanent file and is subject to Open Records request(s).

Program Assurances

*@ | will conduct my business with financial integrity and fiscal responsibility including, but not limited to, appropriate use of Pre-K grant funds, compliance with state
and federal tax requirements, compliance with rules and regulations of the Secretary of State’s office, the State Department of Audits, and other state agencies, as ap-
plicable, and appropriate settlement of employee and other financial obligations.

Review and Submit

*[ | have read and agree to comply with the Pre-K Provider's Operating Guidelines.

Sig of Grant Agr Signatory
*Name *Title *Date of signature
Paresh D Secretary Dec 16, 2024
Save & Exit Previous
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Upon successful submission, the Reference Application number will be displayed along with
the submitted successfully status.

Notes:

e To download the application, click the Download button.
e You can go back to the Dashboard using the Go to Dashboard button.

Welcome to Testing VLP 02  Provider ID 869355 < Return to Pre-K provider list

Continuation Pre-K Grant Application Submitted
v/ Submitted Successfully

Your Continuation Pre-K Grant Application has been submitted successfully.

Your Reference Application No is 26465.

Your Continuation Pre-K Grant Application has been submitted to the Department for review. You will receive an email confirmation that includes a
PDF of your completed application. You can also find a copy of your completed application within your Document Library in the provider portal.
Please check the provider portal for any changes in your application status and next steps. Thank you for your patience as the application is
reviewed.

Adding a Class to the Site
To add a Class to the site, perform the following steps:
1. On the Sites page, click the Add Class button.
Fooges, o L L

Welcome to Matlab testing special chars  Provider ID 860242

Requirements and Contact
Information 3
Sites

o Grant Agreement Signatory
Information * Indicates required field

o Site Information

Body Double
532, 43, Akcity, AL, ( (
n s: s: “lose Class
4 Document Upload s | Add Class ] ‘ Move Class c las

5 Program Assurances
Site Information >

6 Review and Submit

Classrooms >

The Add New Class pop-up window will be displayed.
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2. Answer the questions, then click the Submit button.

Add New Class

* Indicates required field

*Why are you requesting an expansion class(s) at this site?

1'am planning to enroll more students

f 37 /4000

*Describe your recruitment process for additional Pre-K students at this site.

The Recruitment process remains the same as previous

’ | 52 /4000

*Provide any additional information to support your expansion request.

No additional Information

f 25 /4000

*The Class added successfully message will be displayed.
3. Click the Chevronright icon to view the details of the class.

2 oy oare Georgia's a
G SEEh | e georgias g M Fay Mcmahon =

Welcome to Matlab testing special chars  Provider ID 860242 « Return to Pre-K provider list

Payments
54 4th Street, San

N Francisco, CA, Appling,
o Requirements and Contact i ppiing, Add Class Move Class Close Class J
Information L

o Grant Agreement Signatory

Information Site Information >
Site Information
Classrooms >
4 Document Upload
S Program Assurances o
< Test Site
3297, Park Avenue,
i i G GA, Atki 3
6) Review and Submit CEES e Add Class Move Class Close Class
34567 L
Site Information >
Classrooms >

P

@ Remove Site
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W9 and TIN Verification Submission for Newly Funded Providers

The Primary Authorized Users must submit the W9 and TIN verification forms to ensure the
Department receives their financial information.

To submit the W9 and TIN form, perform the following steps:

1. On the Dashboard, click the Upload button.

o st | @ Coorsia @
O b :«p&ef;,go\;zm - ‘ P2 Project Director 2 v

Notifications

Welcome to Vilas Legal Owner Provider ID 873058

Calendars

« Return to Pre-K provider list

Important Communications

13 Class Reporting Manager

Enter the W-9 information and requested financial documentation for your legal entity. Upload

[} Document Library

*The Taxpayer Information (W-9) page will be displayed.

2. Scroll to Part | Taxpayer Identification Number (TIN) section, then select the Tax Exempt
Status

3. Select the checkboxes in the Part Il Certification section to affirm the certification.

4. Upload a copy of the Company EIN or Individual TIN verification in the Supporting
Documents section

a. ATIN isissued by the Social Security Administration or the IRS and should be
used for tax returns and other tax related documents.

b. An Employer Identification Number (EIN) is a tax ID for business entities such as
LLCs and Corporations.

State *Zip Code

AL v 23412

Part | Taxpayer Identification Number (TIN)

Federal Employer Identification Number (FEIN)

Tax-Exempt Status
This organization was approved by IRS for tax-exempt status.

This organization submitted an application to IRS for tax-exempt status.
© This organization is not tax-exempt

Part I Certifications
Under penalties of perjury, | certify that:
*[ The number shown on this form is my correct taxpayer identification number (or | am waiting for a number to be issued to me)

*# | am not subject to backup withholding because: (a) | am exempt from backup withholding, or (b) | have not been notified by the Internal Revenue Service (IRS) that | am subject to backup withholding as a result of a
failure to report all interest or dividends, or (c) the IRS has notified me that | am no longer subject to backup withholding.

*@ I am a U.S. citizen or other U.S. person (defined on IRS Form W-9)

*E The FATCA code(s) entered on this form (if any) indicating that | am exempt from FATCA reporting is correct.
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5. Click the Upload button in the Financial Documentation section to upload files after
completing the Bank Account Details section.

6. Next, scroll to the Electronic 1099 Consent section.

7. Select the Check here to indicate your consent to receive an electronic 1099 form
checkbox, then click the Save button.

° Document Upload

ns

20

4 Georsia Dept .
& aman Georgia's ’ P2 Project Director 2 v

e Ve Program Notifications.
Welcome to Vilas Legal Owner Provider ID 873058 « Return to Pre-K provider list

Upload Documents.
Requirements and Contact
B Supported Documents: .docx, .png, pg, .jpeg, .gif, .pdf, .txt, s, xIsx, .xps, Maximu File Size: SMB
*Supporting Documents
pporting Submitied 4, Upload

6 Monthly Payment Summary (1..pdf ©

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

Bank Account Details

* Financial Institution Name * Routing Number * Confirm Routing Number
Name LTr— LT—

* Account Name * Account Number * Confirm Account Number
Name Srtanne8 a8

Account Type Effective Date of Change
Select One v @

Electronic 1099 Consent

1 hereby acknowledge and agree that, by checking the box below, | consent to receive my 1099 electronically through GAPREK and | will not receive a paper copy of form 1099. | acknowledge that this consent is
valid for all subsequent years unless revoked by me, or the service is no longer supported in a future given tax year. | acknowledge that | may withdraw my consent at any time by accessing GAPREK. | acknowledge
that | have read and fully understand this consent.

if you do not consent to receiving your 1099 form electronically, a paper copy will be mailed to the most recent address reported in GAPREK.

Check here to indicate your consent to receive an electronic 1099 form.

Upload Financial Documentation

8. To submit the W9 form, click the Submit button.

Requirements and Contact
Information

o

e Business Information
e Site Information
o Document Upload
° Applicant Questions
e Program Assurances
o Review and Submit
o

Financial Information

Electronic 1099 Consent

I hereby acknowledge and agree that, by checking the box below, | consent to receive my 1099 electronically through GAPREK and | will not receive a paper copy
of form 1099. | acknowledge that this consent is valid for all subsequent years unless revoked by me, or the service is no longer supported in a future given tax
year. | acknowledge that | may withdraw my consent at any time by accessing GAPREK. | acknowledge that | have read and fully understand this consent.

If you do not consent to receiving your 1099 form electronically, a paper copy will be mailed to the most recent address reported in GAPREK.

Check here to indicate your consent to receive an electronic 1099 form.

Upload Financial Documentation

Supported Documents: .docx, .png, .jpg, jpeg, .gif, .pdf, .txt, .xIs, .xisx, .xps, Maximum File Size: SMB

*Document which displays bank account number, routing number, and business name (e.g. voided check, bank
statement) Submitted & Upload

& Monthly Payment Summary (1).pdf ©

Cancel
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Verification of Lawful Presence

As a Project Director, you have the ability to submit the Verification of Lawful Presence form, if
it is required for your legal entity.

To submit the Verification of Lawful Presence form, perform the following steps:

1. On the Dashboard, click the Submit button.

6’ S or == Georgia's ...o
d Learnis - o o
et PleProgram Notifications

©

R Blythe Robinson v

Welcome to 11Priyaranjan Legal Owner Provider ID 869355

Calendars

« Return to Pre-K provider list

ﬁ Verification of Lawful Presence submission is required prior to receiving a Georgia's Pre-K Grant. Click
¢

Submit to complete the form.
&3 Class Reporting Manager

[} Document Library
Important Communications

= Manage Rosters

*The Lawful Presence Submission page will be displayed.
2. Scroll to the Select one of the Following Options section.

3. Review the details for Options 1, 2, 3, and 4, and select the most suitable one.

S Givihcwe W Georgia's 20 ( \
(GRS, . BR  Blythe Robinson v

Welcome to 11Priyaranjan Legal Owner Provider ID 869355 < Return to Pre-K provider list

*Select one of the following options

Option1

Complete this section if your name is listed below. If your name is not listed and you are completing the Affirmation of Lawful Presence on behalf of the listed individual, skip this option and complete Option 2.

I, continue to be the affirmant for ~ Testing VL

and have previ submitted of US ip to Bright from the Start.

Option 2
Complete this section if your name is not listed in Option 1and you are completing the Affirmation of Lawful Presence ON BEHALF of the individual listed in Option 1and that person is on record with Bright from the Start.

I, Blythe Robinson affirm that

, remains the authorized representative of  Testing VLP 02 and has submitted of US to Bright from the Start.
Option 3
Complete this section ONLY if your name is NOT listed in Option 1, you are NOT affirming on behalf of anyone, AND you have submitted of US citi ip to Bright from the Start under a DIFFERENT
COMPANY.
I, Blythe Robinson , am currently the affirmant for  Testing VLP 02 and have submitted of US to Bright from the Start for Company
Option 4
® Complete this section if you or a current authorized representative of your company have NEVER submitted verification of U.S. citizenship to Bright from the Start Name of affirmant Blythe Robi

Upload Documents & Download Affidavit

Supported Documents: .docx, .png, jpg, .jpeg, .gif, .pdf, .txt, .xls, .xisx, .xps, Maximum File Size: SMB

*Identification Document US Military ID v Unsubmitted & Upload oy
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4. If you have chosen Option 4, upload the Identification Document and Affidavit Form
using the Upload button.

Notes:

e Refer to the File Upload section for the detailed procedure for uploading the
files.

e Selecting Options 1, 2, and 3 would not require document upload.

Option 4

e Complete this section if you or a current authorized representative of your company have NEVER submitted verification of U.S. citizenship to Bright from the Start Name of affirmant

Blythe Robinson

Upload Documents & Download Affidavit
Supported Documents: .docx, .png, .jpg, .jpeg, .gif, .pdf, .txt, .xls, .xIsx, .xps, Maximum File Size: SMB

*Identification Document US Millitary ID v Unsubmitted 2, Upload

& Upload

* Affidavit Form Unsubmitted
: ™

Authentication

5. Select the checkbox to confirm the Authentication, then click the Submit button.

== Georgia's -.-o

W Pre-< Program BR Blythe Robinson v

Welcome to 11Priyaranjan Legal Owner Provider ID 869355 « Return to Pre-K provider list

Option 4
o Complete this section if you or a current authorized representative of your company have NEVER submitted verification of U.S. citizenship to Bright from the Start Name of affirmant

Blythe Robinson

Upload Documents & Download Affidavit
Supported Documents: .docx, .png, .jpg, .jpeg, .gif, .pdf, xt, .xls, .xisx, .xps, Maximum File Size: SMB

*
Identification Document US Milltary 1D+
& Secretary_of State listing of officers .pdf @

Submitted

* Affidavit Form
& Affidavitpng o

Submitted

Authentication

* @ By checking this box and clicking Submit, | am asserting via electronic signature that the information on this affirmation form is true, complete, and accurate. Please be advised that: In accordance with
'0.C.0.A. 16-10-20, any person who knowingly and willfully makes a false statement or submits a false document to a department or an agency of the state shall be guilty of a felony and face a penalty of up to
$1,000 fine and up to five years imprisonment per violation.

cancel

*Upon successful submission, the Verification of Lawful Presence submitted successfully
message will be displayed on the page.
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Delegation of Authority (DocuSign)

As a Project Director, you will receive an email to sign the Delegation of Authority form, if your
legal entity includes Board of Education in the legal name.

To review and submit the Delegation of Authority form, perform the following steps:

1. Open your email inbox and search for the Documents for your DocuSign Signature email
from GA DECAL.

2. To open the document, click the REVIEW DOCUMENT button.

® docusign

GA DECAL sent you a document to review and sign.

REVIEW DOCUMENT

GA DECAL
no-reply @decal.ga.gov

The DocuSign pop-up window will be displayed.

3. Onthe DocuSign pop-up window, click the Continue button.

® docusign

Review and continue

Message from GA DECAL, GA DECAL MergeQA

| am sending you this request for your electronic signature, please review and electronically sign by
following the link below.

Change Language - English (UK) ¥ Other OptiOnS v Continue

The Delegation of Authority from School District to Board of Education form will be displayed.
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4. Read the information on this page, then select the necessary checkboxes.

DEMONSTRATION DOCUMENT ONLY
Docusign Envelope 1D: 8C254D56-COF9-4E04-A0AF-ODESCD530665 PROVIDED BY DOCUSIGN ONLINE SIGNING SERVICE

999 3rd Ave, Suite 1700 - Seattle - Washington 98104 « (206) 219-0200
www.docusign.com

o Georgia Dept
of Early Care
and Learning

BRIGHT FROM THE START

Delegation of Authority from School District to Board of Education

Dear Pre-K Provider:

To be compliant with the law concerning grants and contracts, grant agreements must reflect the legal name of
the School District. In the 2019-2020 school year, programs with the legal name listed as Board of Education
were provided two options to be compliant:

Option 1: Submit the Delegation of Authority from School District to Board of Education form to DECAL to
delegate the management of Georgia’s Pre-K and receipt of Pre-K payments from the School District to the Board
of Education.

Option 2: Submit the Change Addendum Form for Contract Signatory and required documents to DECAL to
change the legal name on the grant agreement from Board of Education to that of the School District.

Your program selected Option 1. To complete the Delegation of Authority process for the 2024-2025 school
year, review the responses below and select the appropriate one for your Georgia’s Pre-K Program. If you do not
know what your program documented on the Delegation of Authority from School District to Board of Education
form submitted to DECAL, email: PreK@decal.ga.gov to request a copy.

[[J There are no changes to the Delegation of Authority from School District to Board of Education form

/my program submitted to DECAL for the 2019-2020 school year. Each party that signed the Delegation of
Authority form is expressly authorized to execute it and bind such parties to its terms in the 2024-2025
school year.

[] My program submitted an updated Delegation of Authority from School District to Board of Education

form after the 2019-2020 school year. There are no changes to the updated form submitted to DECAL.

Each party that signed the Delegation of Authority form is expressly authorized to execute it and bind

such parties to its terms in the 2024-2025 school year.

[[] Changes have occurred since my program submitted the Delegation of Authority from School District
/ to Board of Education form to DECAL for the 2019-2020 school year.

[[J Changes have occurred since my program submitted an updated Delegation of Authority from School
/ District to Board of Education form after the 2019-2020 school year.
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5. Scroll down the page, then select Option 1/ Option 2.
6. To upload the signature, click the Sign button.

DEMONSTRATION DOCUMENT ONLY
Docusign Envelope ID: 8C254D56-COF9-4E04-AO0AF-0DESCD530665 PROVIDED BY DOCUSIGN ONLINE SIGNING SERVICE

999 3rd Ave, Suite 1700 -« Seattle « Washington 98104 « (206) 219-0200
www.docusign.com

If you selected the first or second checkbox above, continue to the signature section below.

If you selected the third or fourth checkbox above, you have indicated there are changes to the Delegation of
Authority form. Choose one of the following options below to complete the Delegation of Authority process for
the 2024-2025 school year. These additional forms must be submitted by November 29, 2024

[C] Option 1: This option requires that a delegation of authority be completed annually.

/Complete the Delegation of Authority from School District to Board of Education form. This form should
be completed if the School District wishes to delegate the management of Georgia’s Pre-K and receipt of
Pre-K payments to the Board of Education.

receive Pre-K payments. The option will not require annual submission of documents. Once

/ [Z) Option 2: This option indicates that the School District wishes to manage Georgia’s Pre-K and
documents are submitted, programs will not submit them again.

Submit the following:
1. Change Addendum Form for Contract Signatory
2. W-9 Online Form
3. Online Access Agreement Form

A Grant Agreement cannot be executed for the 2024-2025 school year until the program has selected an option
and submitted the required documents. If you have questions about the option your program selected for the
Delegation of Authority process or questions about the required documents for Option 2, email:
PreK@decal.ga.gov. If you need consultation regarding which option to select, please consult with your school
district’s legal counsel. For questions concerning the Delegation of Authority from School District to Board of
Education form or documents relating to the form, contact Alethea Cicero-Brown, Legal Officer, at 404-670-5418
or alethea.cicero-brown@decal.ga.gov.

‘ Sign »
¥ 10/29/2024

Project Director Signature Signature Date

Once the signature is successfully uploaded, it will be displayed on the page.

33




GAPREK Primary Authorized and Project Director User Guide

7. To submit the form, click the Finish button.

—— sy
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g Pye-“ Program

Signed by:

jtzof{u' 2

462779B37944FA

Project Director Signature

Ready to finish?

10/29/2024

Signature Date

You've completed the required fields. Review your work, then select FINISH.

My Recent Application

My recent application section displays the basic details of the application which includes

application number, type, status, program, and the program year. You can complete the

unfinished application by clicking on the resume application button.

Georgia D .
] of Early Care == Georgia's
and Learming

. Pre-% Program

Calendars

Class Reporting

Welcome to Vikhyat Mehra Project Director  Provider ID 167919

I My Recent Application

APPLICATION NUMBER
15111

Manager PROGRAM YEAR
2024

Document Library

Manage Rosters

Manage Sites an
Classes

Manage Users

Payment Advice:

Payment Holds

Requests

Visit Reports

Waiting Lists

d

APPLICATION NUMBER
15098

PROGRAM YEAR

s 2024

@ The Pre-K Application is due June
application and submit by the due

20

Notifications

TYPE STATUS
Pre-K New Application Grant Approved at Full Request
TYPE STATUS
Pre-K Continuation Application Not Submitted
28, 2024. To apply for a Pre-K grant, resume the [:

date.

Resume Application

VA Vikhyat Primary Authorized v

« Return to Pre-K provider list

PROGRAM
2024 Pre-K 10 Month Program

PROGRAM
2024 Pre-K 10 Month Program
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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 Pre-K Program.

—— sy
_=m Georgia’s
mHy Pre-¥ Program

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

1.

Go to the Documents Library tab on the left panel.

o9
=]

(O]

[am] Document Library

“::;‘ o Gre S Georgia's

...... s WM Pre-¥ Program

Welcome to John Doe  Provider ID 173709

Dashboard

Calendars o
Important Communications

Class Reporting Manager

Critical Reporting Dates

Manage Roster:

a

HR Hannah Rose v
Notifications \

« Return to Pre-K provider list

You will be directed to the Documents Library page.

2. On the 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 will update based on the option selected

in the Category (L1) drop-down list.

c. Select the year range from the Academic Year drop-down list.

== Georgia's
W Pre-% Program

Welcome to JohnDoe  Provider ID 173709

Home |Document Library

Calendars
Upload the relevant documents in any format of JPEG, PNG, PDF, SVG.

Class Reporting Manager

Document Library

Category (L1) s Sub Category (L2) <

Grantee Level Documents v Finance Documents
Manage Rosters

Manage Sites and

a

Notifications

HR Hannah Rose v

< Return to Pre-K provider list

Academic Year <
2024-2025 v
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All the documents under selected Category (L1) and Sub Category (L2) will be displayed as a
table with the required details.

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.

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

£ GiRany care Georgia's 20
O -f-.'ﬁ'glimmn'n. gvre-»( P?ogram N VA Vikhyat Primary Authorized v J
Welcome to Vikhyat Mehra Project Director  Provider ID 167919 « Return to Pre-K provider list

Class Documents

@ Home
Calendars Student Name Document Name = Site Name Class ID Status Uploaded Date Action
&%  Class Reporting Manager Pre-K
Corey Anderson  Registration site name 1 Class Type | Submitted 2024-06-17 L3
Form
(] Document Library
Attendance doc-
= Manage Rosters umentation
showing the
Corey Anderson  student's first site name 1 Class Type | Submitted 2024-06-17 (o3

%, Manage Sites and

day attending
Classes

the class through
the present day
2 Manage Users
Pre-K
new Zealand Registration site name 1 Classroom ADS Submitted 2024-04-30

@ Payment Advices Form

umentation
showing the
new Zealand student's first site name 1 Classroom AD5 Submitted 2024-04-30 [i]
day attending
Visit Reports the class through Y
the present day

@&  Payment Holds Attendance doc-
a

Requests

B Waiting Lists

Dro i

The view documents pop-up window will be displayed.

3. Click the Name link to view the document.

View Documents

Name Uploaded By Uploaded Date

I ELe&B,ulk,S;LLdererplaad,Clas,sJ},ep,Qr,Unglemnla;eJle\sxI Vikhyat Mehra Project Director 06/17/2024 03:29:59
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MANAGING SITES AND CLASSES
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This responsibility involves overseeing site operations to ensure compliance with program

guidelines and optimizing educational environments. Managing classes includes class

movements and class closure.

To view Site details, perform the following steps:

1. Go to the Manage Sites and Classes tab on the left panel.

e Georgia's
of Early Care
CD and Learning ‘Pre-« Program

Calendars

=) Class Reporting Manager

[ ] Document Library

= Manage Rosters

Manage Sites and

Classes

&*  Manage Users

@ Payment Advices

Welcome to John Doe BOE Provider ID 173709

Dashboard

Important Communications

Critical Reporting Dates

Service Features
@ Sites and Classes E Rosters
Active Sites 1 Students
Active Classes 9 Teachers

20

g PA Primary Authh v
Notifications

« Return to Pre-K provider list
>
)] payment
3 Last Payment Amount so0
4 Last Payment Date

You will be directed to the Manage Sites and Classes page.

o Georgia Dept
of Early Care
and Learning

& Georgia's
. Pre-% Program

Welcome to John Doe  Provider ID 173709

@ Home

Manage Sites and Classes

Calendars
&8 Class Reporting Manager
[ ] Document Library

= Manage Rosters

* Manage Sites and
Classes

: Manage Users

De

I:Q Payment Advices

@

Payment Holds
& Requests
Visit Reports

E@ Waiting Lists

Select a site to access the site information and classes.

sparkle Acadamy

3564 Neville

Claus GA

Program Legal Name: John Doe

Texas Acadamy
3564 Neville Street Santa

Claus GA 30436

Program Legal Name: John Doe

20

‘ PA Primary Authh v
Notifications L J

« Return to Pre-K provider list

Bakingo Acadamy

3564 Nevil Santa

Program Legal Name: John Doe

Site ID: 173710 Site ID: 17371 Site ID: 173712
Classes at this site: 4 Classes at this site: 1 Classes at this site: 3
‘ Manage ‘ ‘ Manage Manage

COO0 Account A

4 A VAN NU PO RD SANTA

FE NM Barrow 10131
Program Legal Name: John Doe

™

Site ID: 182824
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Sites

On the Manage Sites and Classes page, a list of sites associated with the provider will be
displayed as tiles.

1. Click the Manage button on the desired Site tile.

—— o
of Early Care eorgias
& s | P

Ye-% Program

PA Primary Authh v

Welcome to John Doe BOE Provider ID 173709 « Return to Pre-K provider list
@ Home Manage Sites and Classes
Clanibrs Select a site to access the site information and classes.
8 Class Reporting Manager sparkle Acadamy Texas Acadamy Bakingo Acadamy
3564 Neville Street Santa 3564 Neville Street Sar 3564 Neville Street Santa

B Document Library

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

Site ID: 173710 Site ID 173711 Site ID 173712
* Manage Stes and Classes at this site: 4 Classes at this site: 1 Classes at this site: 3

Classes
&¢  Manage Users
Manage Manage Manage

@ Payment Advices

You will be directed to the Site Info page.
The Site Info tab gives detailed information about the site.

Note: As a Primary Authorized User/Project Director you cannot be able to update the key Site
information. However, you can enable services (i.e, Transportation, Before School Care, and
After School Care) listed at the bottom of the page for the PREK Students.

LA

« Site Contact
2

B

@

a Site Location Street Address
B v

@ Wive

© Need Support?

+1800 4139935
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Classes
This section helps you to view, move, and close the classes.
Viewing Class Details

On the Manage Sites and Classes page, the CLASSESS tab gives detailed information about the
class.

Note: You can edit the Class details by clicking on the Edit button.

PA Primary Authh v

SR j
of Early Care = Georgia's
(9 £S5 | dPrreacroram

Welcome to John Doe BOE Provider ID 173709 « Return to Pre-K provider list
@  Home Manage Sites and Classes « Retum to the list
Calendars

Bakingo Acadamy siena73m2 Move Class Close Class

&%  Class Reporting Manager

3  Document Library

SITEINFO| CLASSES

Select the approved curriculum you will use in this classroom. Using curriculum not on this list will require prior approval from the

= Manage Rosters

'S Manage Sites and Department by submitting the Class Curriculum Approval Request.
Classes
* Indicates required field
Qe Manage Users

Payment Advices
B ymentiédyice Classroom 581
D: 100010

@  Payment Holds
Classroom Type

& Requests nclusior

Visit Reports *Curriculum © ™

Bd  Waiting Lists
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Moving a Class
To move the Class, perform the following steps:

1. Onthe Manage Sites and Classes page, select the Class tab, then click the Move Class
button.

@ Home Manage Sites and Classes « Return to the fist

Calendars

Bakingo Acadamy siemars72 { Move Class J [ Close Class J

=3 Class Reporting Manager

[ ] Document Library

SITEINFO J| CLASSES

= Manage Rosters
[ Edit

Manage Sites and
*®

Classes * Indicates required field
Site/Location Name *Number of Pre-K Classes requested
&+  Manage Users q
Bakingo Acadamy 2

@ Payment Advices

Site Contact
(] Payment Holds . .
*First Name Middle Name *Last Name

The Class Move pop-up window will be displayed.

2. On the Current Site Information section, check the classroom ID from the classroom list.
Select all the classes you wish to move.

Class Move

Class move requests for upcoming school years can be submitted along with your yearly Pre-K Grant Application.

I Current Site Information I

Site Name: Bakingo Acadamy
Site Address: 3564 Neville Street, Santa Claus, GA, 30436

*Select all the classes you wish to move:

Classroom 581 D: Classroom 581
Classroom 585 D: Classroom 585

New Site Information
* Select the Site where above picked classes should be moved to

Select Site

=
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3. Select the date in the Effective Date of Move field.

4. Enter the details in the Reason for Move Request textbox.

Class Move

Site Address: 3564 Neville Street, Santa Claus, GA, 30436

*Select all the classes you wish to move:

Classroom 581 |D: Classroom 581

* Effective Date of Move

Jun 11, 2024

* Reason for Move Request

Physical damage in the class
28/4000

Classroom 585 D: Classroom 585

New Site Information
* Select the Site where above picked classes should be moved to

Select Site

=

5. On the New Site Information section, select the required site from the Select the site
where the selected classes should be moved to the drop-down list.
6. Click the Confirm Move button.

Class Move

Site Address: 3564 Neville Street, Santa Claus, GA, 30436

*Select all the classes you wish to move:
Classroom 581  ID: Classroom 581
* Effective Date of Move

Jun 11, 2024

* Reason for Move Request

Physical damage in the class
28/4000

Classroom 585 |D: Classroom 585

New Site Information

* Select the Site where above picked classes should be moved to

COO Account A | CO0-0002

‘ ki -

*After saving, a success message will be displayed on the page.
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Closing the Class

To close the Class, perform the following steps:

1. Click the Close Class button.

o —

Georgla Dept g

2 of Early Care Georgia's '!‘ PA Primary Authh v
and Learning ‘Pre-« Program Notifications

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

B

Home Manage Sites and Classes « Retum to thelist

Calendars

Bakingo Acadamy siemars7i2

1
Move Class Close Class

%

Class Reporting Manager

()

Document Library
SITE INFO

Manage Rosters

Select the approved curriculum you will use in this classroom. Using curriculum not on this list will require prior approval from the
Manage Sites and Department by submitting the Class Curriculum Approval Request.
Classes

* Indicates required field

The Class Closure pop-up window will be displayed.

2. Select the required Closure Type from the drop-down list.

Class Closure

* Indicates required field

* Closure Type

Select Closure Type

Permanent Closure

Temporary Closure

T YT ST G ST T e

Current Site Information

Site Name: Bakingo Acadamy
Site Address: 3564 Neville Street, Santa Claus, GA, 30436
License #: INF-997hh

*Select all the classes you wish to close:

If you are closing an entire site, select all Pre-K classes from the list below. Enter the same Effective Date of Class Closure for
all classes.

If you are closing a class(es) for the upcoming school year, enter your final day of the current school year as the Effective Date

ot Oloca.Dlacues

Cancel Confirm Closure
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3. In the Current Site Information section, select the classroom ID from the Select all the

classes you wish to close list to close the class.

Class Closure

Current Site Information

Site Name: Bakingo Acadamy

Site Address: 3564 Neville Street, Santa Claus, GA, 30436
License #: INF-997hh

*Select all the classes you wish to close:
If you are closing an entire site, select all Pre-K classes from the list below. Enter the same Effective Date of Class Closure for

all classes.

If you are closing a class(es) for the upcoming school year, enter your final day of the current school year as the Effective Date
of Class Closure.

Classroom 581 |D: Classroom 581
Classroom 585 |D: Classroom 585

Classroom 578 |D: Classroom 578

‘ Cancel | Confirm Closure

4. Select the date in the Effective Date of Class Closure field.
5. Enter the details in the Reason for Class Closure textbox.

Class Closure

* Effective Date of Class Closure

Days class operated during the current school year (if applicable):

From Date To Date

* Reason for Class Closure

Classroom 585  ID: Classroom 585

Classroom 578 |D: Classroom 578

Note: If you select the Closure Type as Temporary Closure option, you will need to enter a
Reopen Date.

Anticipated Date for Class to Reopen

* Reopen Date
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6. After updating the required details, click the Confirm Closure button.

Class Closure

{8 classroom 581 1D: Classroom 581

* Effective Date of Class Closure

Days class operated during the current school year (if applicable):

From Date To Date

*Reason for Class Closure

Classroom 585 ID: Classroom 585

Classroom 578 ID: Classroom 578

‘ Cancel Confirm Closure

*After saving, a success message will be displayed on the page.
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MANAGING CALENDAR

By keeping the calendar updated, you ensure that all staff are informed of upcoming events
and deadlines, facilitating better coordination and planning. Effective calendar management
also aids in avoiding scheduling conflicts and ensuring that all program activities run smoothly

and on time.

To manage the Calendar, perform the following steps:

1. Go to the Calendar tab on the left panel.

—— sy
_=m Georgia’s
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ofEarly Care - Georgia's 20 Pibasrv Authbs
Q) A;fu:irﬁm - e /Dvgolgram " y'r-r»"s PA Primary Authh v
Welcome to John Doe BOE  Provider ID 173709 « Return to Pre-K provider list
Dashboard
Important Communications
o3 Class Reporting Manage!
O  Document Library Critical Reporting Dates >
= Manage Rosters
Service Features
% Manage S
Cla )
@ Sites and Classes 9 Rosters (£  Payment
P43 Manage Users
Active Sites 1 Students 3 Last Payment Amount $0
@ Eaymentjydyices Active Classes 9 Teachers 4 Last Payment Date
Waitlist 2
(O]} Payment Holds s
&  Requests My Recent Application
Visit Reports ~
APPLICATION NUMBER TYPE STATUS PROGRAM
E‘B Waiting Lists 12342 T tinuat r Not Submitted )24 Pre-K 10 Month Prc Lo
You will be directed to the Site Calendars page.
o Bty Care Georgia's ‘o
G e | EPeoeorgias S5 PA) Primary Authh v
Welcome to John Doe BOE Provider ID 173709 « Return to Pre-K

@ Home
&%  Class Reporting Manage
b3 ] Document Library

= Manage Rosters

?: Manage Sites and

Classes

2 Manage Users

Site Calendars

1 by Site Name «

Calendars List

Calendar Name Site Name

Hameed V2

Hameed V1

sparkle Acad

sparkle Acad

2023-2024 ~

Submitted Date and Time ~ Waiver Request Submitted

amy a

lamy 2024-05-30 10:29 AM a

Reset Create Calendar
Status Comments Actions
Draft
Inactive
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Creating Calendar

To create the Calendar, perform the following steps:

1. On the Site Calendar page, click the Create Calendar button.

Grecgta Doge = )
of Early Care eorgias
G sEmGr = Georg

Primary Authh
¥ Program PA ary Authh v

Notifications

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

@ Home Site Calendars

@ Calendars
&% Class Reporting Manager Search by Site Name v  2023-2024 v Reset Create Calendar

o

O  Document Library Calendars List

= Manage Rosters

Calendar Name  Site Name Submitted Date and Time ~ Waiver Request Submitted ~ Status Comments  Actions
%, Manage Sites and
Hameed V2 sparkle Acadamy iew Ed
Classes f e my o Draft View Edit
&+ Manage Users Hameed V1 sparkle Acadamy ~ 2024-05-30 10:29 AM a Inactive
® Payment Advices Hameed sparkle Acadamy  2024-05-30 8:11 AM 8 Amended
)] Payment Holds Milind Texas Acadamy 2024-05-30 12:17 AM a Inactive
& Requests .
= Calendar =] Draft View Edit Delete

8

it Bannrt

You will be directed to the Site Calendars > Calendar Setup page.

2. Enter the name in the Calendar Name textbox and click the Next button.

Welcome to John Doe Provider ID 173709 « Return to Pre-K provider list
&  Home Site Calendars

B Calendars Calendar Setup < Return to the list

°

=) Class Reporting Manager
(] Document Library
= Manage Rosters . tes required fiell

@ Manage Sites and Year Provider Legal Name * Calendar Name
Classes
2023-2024 John Doe BOE Site Calendar

2 Manage Users " - =
Number of Days (Required Instructional Days + Required Teacher Planning Days) @

@ Payment Advices

(1] Payment Holds

Q Requests

8

isit Renart:

You will be directed to the General tab on the Site Calendars > Calendar Setup page.
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On the General tab, enter the following information:

Select the time in the Start time for the instructional day field.
Select the time in the End time for the instructional day field.
c. Select the days in the Number of days in a standard week the program will run
Pre-K drop-down list.
d. Select the date in the First day of student instruction field.
Note: The first day of student instructions date should not fall on a weekend.
e. Select the date in the Last day of student instruction field.
Note: The last day of student instructions must be greater than the first day of
student instructions.
f. Enter the value in the Days Pre-K will not operate (holidays, fall/winter/spring
break, etc.) textbox.
g. Enter the value in the Teacher planning days textbox.
Note: Teacher planning days should be less than 10 days.
3. Click the Save & Next button.
Note: If the Number of days in a standard week is 4 days, then you need to select dates
for Not in session 4-day week and Teacher Furlough days.

- == E
@ Calendars - : -
S Reporting Manage!

* Start time for the instructional day * End time for the instructional day

O o " / 9:45 AM ® 2:00 PM ®
= ey fay. jard the program will run Pre-K

5 v
?; A a t n /

Classes * First day of student instruction * Last day of student instruction

Jun 12, 2024 & 7 Jun 25, 2024 =

&8 age U
* Days Pre-K will not operate (holidays, fall/winter/spring break, etc.)

B v

Visit Reports
5

*After saving, a success message will be displayed on the page.

Notes:

e The Instructional days and hours entered on the General page must match the pre-
determined Calendar days and hours . If they don't match, you won't be able to submit
the Calendar. If the number of days and hours entered do not meet the pre-set
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requirements, an error message will be displayed. If you are not able to meet these pre-
set days and hours requirements, you will need to submit a Calendar Waiver Request.

The Teacher planning days, Teacher Furlough days, and Holidays are categorized under
Assign day type. Please refer to Responding to Returned Calendar Requests section to

learn how to reset Day Type.
You will be directed to the Calendar tab on the Site Calendars > Calendar Setup page.

The First day of student instruction and the Last day of student instruction will be auto-
populated based on the values mentioned in the General tab.

Welcome to John Doe  Provider ID 173709

« Return to Pre-K provider list

<« Return to the list

Calendar Setup
@

@ Calendars

Home

&% Class Reporting Manager
() Document Library Georgia's Pre-K Program requires a minimum of 180 student instructional days and a minimum of 3 teacher planning days.
= Manage Rosters School Y
chool Year
% Manage Sites and 2023-2024 Reset Day Type
Classes
ype of th selected Dates
2 Manage Users
0) First day of student instruction 0 Last day of student instruction 08 Teacher planning days
@ Payment Advices
Holidays . Not in session for 4-day week 0  Teacher Furlough Days
©)  Payment Holds o v 9

4. To add teacher planning days, click the Teacher Planning Days button.
Note: You can click the Reset Day Type button to reset the dates.

Welcome to John Doe  Provider ID 173709 « Return to Pre-K provider list
Calendar Setup & Return to the list

@ Home

B Calendars .

&% Class Reporting Manager

() Document Library Georgia's Pre-K Program requires a minimum of 180 student instructional days and a minimum of 3 teacher planning days.

= Manage Rosters

School Year
% Manage Sites and 2023-2024 Reset Day Type
Classes
ype of Days with selected Dates
&+  Manage Users
0 ' First day of student instruction 0 Last day of student instruction 09 Teacher planning days

@ Payment Advices

® Payment Holds o Holidays . Not in session for 4-day week 0 Teacher Furlough Days

& Requests July August September

Tt Thu  F sat Sun  Mon Fri
A \visit Banorte —
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5. The Day Type pop-up window will be displayed, enter the required details:
a. Select the date in the From field.
b. Select the date in the To field.
c. Click the Save button.

Day Type

* Indicates required field

Select the dates for Teacher planning days

*From *To

Jun 17, 2024 & / Jun 21, 2024

*Day Type

Teacher planning days

*After saving, a success message will be displayed on the page.

6. To add the holidays, click the Holidays button and follow the instructions under Step 5.

J— » a® ]
Q ﬂdhl;'ayrf-ﬁ: ?Sf,s;,g;g,:m o ‘ PA  Primary Authh vJ
Welcome to John Doe  Provider ID 173709 <« Return to Pre-K provider list
@&  Home Site Calendars

calendar Setup © Rewmotmelst

Class Reporting Manager

o
g

D Document Library

General  Calendar  Sites

= Manage Rosters

Georgia's Pre-K Program requires a minimum of 180 student instructional days and a minimum of 3 teacher planning days.
9;, Manage Sites and

Classes

School Year
2 Manage Users

D

2023-2024

@ Payment Advices
Type of Days with selected Dates
(] Payment Holds
1) First day of student instruction 1 Last day of student instruction . Teacher planning days

é Requests

. Holidays . Not in session for 4-day week 0 Teacher Furlough Days
Visit Reports n
Eé Waiting Lists July August September T

*After saving, a success message will be displayed on the page.

You will be directed to the Calendar tab on the Site Calendars > Calendar Setup page.
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7. Scroll down and click the Save & Next button.

mm Georgia's

- g

g Pve-% Program

G of Early Care Georgia's
oad Lokaing Pre-<. Program

@ Home
B Calendars

5 Class Reporting Manager
[0  Document Library
= Manage Rosters

%, Manage Sites and
Classes

&+  Manage Users
@  Payment Advices
@  Payment Holds
&  Requests

Visit Reports

Ed  Waiting Lists

Welcome to John Doe BOE  Provider ID 173709

= g 3
15 16

22
8 29 3
i A T
. 8 a
4 15 16
22 2
8 29 30

April

9 10 3
16 7 10
2 24 7
24
31
a
1 n 2
17 18 9
24 25 16
23
30

PA Primary Authh

¢ Return to Pre-K provider list

4 S 6 7 8 9
12 3 14 5 il

8 9 20 2 2 3

25 6 7 28 9 30

June

1

3 4 5 6 = 8
10 n 12 13 14 15

00000 -

2 (@) 2 2 2 2
Save & Next

You will be directed to the Sites tab on the Site Calendars > Calendar Setup page.

8. To assign a Calendar, click the Assign Calendar button.

, Georgia Do .
G} oramycare S8 Georgia's

andLearning WM PYe-% Program

Welcome to JohnDoe  Provider ID 173709

Q Home

@ Calendars

Class Reporting Manager

o
(5

[am] Document Library

Manage Rosters

%, Manage Sites and
Classes

2 Manage Users
[  Payment Advices
(]} Payment Holds
& Requests

Visit Reports

E@ Waiting Lists

Calendar Setup

No records found!

20

Notifications

‘ PA  Primary Authh v

« Return to Pre-K provider list

< Return to the list

1 Assign Calendar t

The Assigning Calendar to Sites pop-up window will be displayed.
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9. Enter the required details in the Assigning Calendar to Sites pop-up window:
a. Check the required Site name box.
b. Check the required Class boxes from the Select all the classes you wish to Assign
the Calendar section.

Assigning Calendar to Sites

Select the sites you wish to assign to this calendar. If you wish to select individual classes, check the specific classes instead of
checking the site name.

sparkle Acadamy INF-999867

Select all the classes you wish to Assign the Calendar:

ID: 100015

Classroom 584  ID: 100007
Classroom 579  ID: 100012
Classroom 582  ID: 100009
Texas Acadamy INF-77788

Select all the classes you wish to Assign the Calendar:

| 8 222350000005QmE  ID: 97853359

coes)

10. Click the Assign button.

Assigning Calendar to Sites

Classroom 584  ID: 100007
Classroom 579  ID: 100012
Classroom 582  ID: 100009
Texas Acadamy INF-77788

Select all the classes you wish to Assign the Calendar:

a22350000005QmE  ID: 97853359

Bakingo Acadamy  INF-997hh

Select all the classes you wish to Assign the Calendar:

lassroom 581  ID: 100010

Classroom 585  ID: 100006

Classroom 578  ID: 100013

*After saving, a success message will be displayed on the page.
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Viewing Calendar

On the Site Calendar page, a list of calendars associated with the provider will be displayed.

o Georgia Dept 3

& s [ Georgia's PA  Primary Authh v \
Welcome to John Doe BOE  Provider ID 173709 « Return to Pre-K provider list
@  Home Site Calendars

Calendars

earch by Site Name 2 eset T lendar
&%  Class Reporting Manager Search by Site Name v | 2023-2024 Rese Create Calenda
m] Document Library Calendars List
= Manage Rosters
Calendar Name  Site Name Submitted Date and Time ~ Waiver Request Submitted  Status Comments  Actions

% Manage Sites and 3

o Hameed V2 sparkle Acadamy o e e B DRt
&+  Manage Users Hameed V1 sparkle Acadamy ~ 2024-05-30 10:29 AM a Inactive Vi
@ Payment Advices Hameed sparkle Acadamy ~ 2024-05-30 8:11 AM <] Amended View
&)  Payment Holds Milind Texas Acadamy  2024-05-30 12:17 AM @ Inactive View
& Requests
e q Calendar a8 Draft View
Visit Reports ~

B  Waiting Lists

To view the Calendar, perform the following steps:

1. To view the calendar based on the Site Name, select the Site Name from the Search by
Site Name drop-down list.

o Georgia Dept G i —_—
of Early Care eorgia’s R
O dhaman gow ” p,goq,am PA Primary Authh v

Welcome to John Doe BOE  Provider ID 173709 « Return to Pre-K provider list
@  Home Site Calendars

=5 Class Reporting Manager

Sparkle Acadamy

B Document Library

Texas Acadamy

Manage Rosters

Calendar Name Site Name Submitted Date and Time ~ Waiver Request Submitted  Status Comments  Actions
%? Manage Sites and
Hameed V2 sparkle Acadam lew Edit Delete
Classes P % a Draft View Edit De
2 Manage Users Hameed V1 sparkle Acadamy 2024-05-30 10:29 AM =) Inactive View
[®  Payment Advices Hameed sparkle Acadamy  2024-05-30 8:11 AM =] Amended View
& Payment Holds Milind Texas Acadamy  2024-05-30 12:17 AM @ Inactive View
& Requests
— q Calendar a Draft View
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2. Toview the calendar based on the year range, select the year range from the academic
year drop-down list.

Note: You can click the Reset button to reset the filter.

Georgla Dept

" of Early Care 2 u
and Learning -

Georgia's
‘Pre-% Program

PA Primary Authh v

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

@  Home Site Calendars

B Calendars

o Search by Site Name Reset reat lendar
&% Class Reporting Manager by Nar Create Calendal
O Document Library Calendars List
20
= Manage Rosters 2021-2022
Calendar Name  Site Name dTime Waiver Request Submitted  Status Comments  Actions
2020-2021
% Manage Sites and
Hameed V2 sparkle Acadam fiew Ed
B P Y a Draft View Edit
&+ Manage Users Hameed V1 sparkle Acadamy  2024-05-30 10:29 AM a Inactive Viev
@  Payment Advices Hameed sparkle Acadamy  2024-05-30 8:11 AM a Amended View
& Payment Holds Milind Texas Acadamy 2024-05-30 12:17 AM a Inactive
a Requests
= q Calendar ] Draft View Edit De

The Calendar List will be updated based on the selected Site Name and year range.

3. Click the View hyperlink to view the respective calendar.

'\ < I re——

PA Primary Authh v

é ey Care Georgia's
oad Lokraing

Pre-x
Ye-% Program otifications

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

@  Home Site Calendars

B Calendars

7 Search by Site Name - Reset T lendar
8 Class Reporting Manager earch t te Name v 2023-2024 ¥ Create Calendat
D Document Library Calendars List
=  Manage Rosters
Calendar Name  Site Name Submitted Date and Time ~ Waiver Request Submitted  Status Comments  Actions
% Manage Sites and
Hameed V2 sparkle Acadamy View Edi
b P Y a Draft View Edit
2 Manage Users Hameed V1 sparkle Acadamy 2024-05-30 10:29 AM a8 Inactive
@ Payment Advices Hameed sparkle Acadamy ~ 2024-05-30 8:11 AM 8 Amended View
@  Payment Holds Milind Texas Acadamy 05-30 12:17 AM @] Inactive View
&  Requests
e q Calendar 8 Draft dit D
Visit Reports ~
E®  Waiting Lists -
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You will be directed to the Calendar Setup page.

Georgla Dept ‘
of Early Care Georgia's = B

(O e PR P e PA' Primary Authh v

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

@  Home Site Calendars

calendar setup e

Class Reg g

Manager

o
g

O  Document Library

= Manage Rosters

Manage Sites and

Y * Start time for the instructional day * End time for the instructional day
Classes
[0) 3:00 AM [0}
&*  Manage Users
* Number of days in a standard week the program will run Pre-K
@ Payment Advices 5 v
® Payment Holds * First day of student instruction * Last day of student instruction
Jan 1, 2024 May 31, 2024
&  Requests

* Days Pre-K will not operate (holidays, fall/winter/spring break, etc.)

Visit Reports z ™

¢l

®  Waiting Lists

* Toachar nlanning dave Early Dalaaca Nave of Inctrntion

Editing Calendar

To edit the Calendar, perform the following steps:

1. On the Site Calendars page, click the Edit hyperlink.

@  Home Site Calendars
Calendars
Saseh bl Site Naiia - . s
8 Class Reporting Manager Search by Site Name w 2023-2024 Reset Create Calendar
(] Document Library Calendars List
= Manage Rosters
Calendar Name Site Name Submitted Date and Waiver Request Status Comments  Actions
: Time Submitted
9: Manage Sites and
Classes
Flow Test | Draft View Edit Delete
Calendar
g 3 Manage Users
June Site @ Draft View Edit
B  Payment Advices I
Site Calendar | | Draft
(O]} Payment Holds
@  Requests Hameed V2 sparkle 2024-06-11 11:39 AM Submitted View

You will be directed to the General tab on the Site Calendars > Calendar Setup page.

54



GAPREK Primary Authorized and Project Director User Guide

—— sy
Georgia’'s
g Pve-% Program

2. Onthe General tab, edit the required fields, then click the Save & Next button.

& of Barty Care Georgia's
nd Learning Pre-« Program

Welcome to John Doe BOE Provider ID 173709

@

* Indicates required field
B Calendars

: Manage Users * Days Pre-K will not operate (holidays, fall/winter/spring break, etc.)

10
[®  Payment Advices

* Teacher planning days Early Release Days of Instruction
@  Payment Holds

seStesiand / * First day of student instruction * Last day of student instruction

10 23

* Start time for the instructional day * End time for the instructional day
88 Class Reporting Manager
9:45 AM ® 2:00 PM ®
O Document Library
* Number of days in a standard week the program will run Pre-K
= Manage Rosters 5 v
9: Ma
Classes Jun 12, 2024 a/ Jun 25, 2024 @

*After saving, a success message will be displayed on the page.
You will be directed to the Calendar tab on the Calendar Setup page.

3. Select the Type of Day with selected Dates and edit the information.

& Tmin | & Georgias 20

andlearning WM Pre-%Program

Notifications L

Q Home

Calendars

2 Class Reporting Manager

(] Document Library Georgia's Pre-K Program requires a minimum of 180 student instructional days and a minimum of 3 teacher planning days.

= Manage Rosters
School Year

% Manage Sites and 2023-2024 t Reset Day Type
Classes

Type of Days with selected Dates

Calendar Setup « Return to the list

PA Primary Authh v

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

2 Manage Users
0 ) First day of student instruction 0 Last day of student instruction @ Teacher planning days
@ Payment Advices
Holidays . Not in session for 4-day week 0 Teacher Furlough Days
(] Payment Holds . v v an ey
A& Requests July August September
Sun  Mon Tue Th i sal Sun  Mon  Tu The F sat S Mon  Tue Thu Fi S
Visit Reports n
1 1 2 3 4 5 1 2
E® _ Waiting Lists 2 3 4 5 3 7 8 5 7 8 s 1 12 3 4 5 6 7 8 o -

The Day Type pop-up window will be displayed.
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4. On the Day Type pop-up window, edit the required fields, then click the Save button.

Day Type
* Indicates required field
Select the dates for Teacher planning days

*From *To

Jun 17, 2024 =] Jun 21,2024

\

*Day Type

Teacher planning days

Cancel

5. Onthe Calendar Setup page, scroll down and click the Save & Next button.

o Georgia Dept ’ °
@ sfman W Georgias - PA| Primary Authh v
ing e ‘ogram Notifications \
Welcome to John Doe BOE Provider ID 173709 ¢ Return to Pre-K provider list
1 2 3 4 5 6 1 2 3 1 2
7 8 s 10 n 2 13 4 5 6 7 8 9 10 3 4 5 6 7 8 9
Q Home
w15 8 1 18 19 20 n 12 1B 1 LT Y 0 n 2 13 1w 15 .
B Calendars
2 2 23 24 25 26 27 8 19 20 2 22 23 24 7 18 198 20 2 2 23
&3 Class Reporting Manager 28 29 30 kil 25 26 27 28 29 24 25 26 27 28 29 30
Kl
o ] Document Library
April May June
— Manage Rosters
un M T T t su fo u ed  Thu F at Sun  Mon  Tue jed  Thu i at
% Manage Sites and 1 2 3 A s e 1 2 3 & 1
Classes
7 8 9 10 n 27 B 5 6 7 8 9 0 N 2 3 4 5 6 7 8
& Manage Users w15 6 7 B 18 20 12 3 w15 6 17 1. 9 10 n @ 13 u s
2 22 23 24 25 26 27 9 20 2 2 23 24 25 16 . . . . 2
@ Payment Advices
28 29 30 6 27 28 20 30 3 23 24 (@8 2 2 22 2
@)  Payment Holds 30
&  Requests
Save & Next
Visit Reports e ']
B  Waiting Lists T

You will be directed to the Sites tab of the Calendar Setup page.
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6. Click the Assign Calendar button.

/> Georgia Dept o ‘o —
G GiRg | SPeasrdias, g (@& primary auen ~ |
Welcome to John Doe  Provider ID 173709 « Return to Pre-K provider list

Calendar Setup « Return to the list

Q Home

- Calendars
General  Calenda
&2 Class Reporting Manager
1 Assign Calendar E

D Document Library

= Manage Rosters

w Manage Sites and No records found!
Classes
&+  Manage Users

@ Payment Advices

©)  Payment Holds

é Requests

Visit Reports "

¢ Waiting Lists smE—

You will be directed to the Assigning Calendar to Sites page.

7. On the Assigning Calendar to Sites pop-up window, edit the required fields.
8. Select the Sites and Classrooms to be assigned.

Assigning Calendar to Sites

Select the sites you wish to assign to this calendar. If you wish to select individual classes, check the specific classes instead of
checking the site name.

sparkle Acadamy INF-999867

Select all the classes you wish to Assign the Calendar:

lassroom 576  ID: 100015
Classroom 584  ID: 100007
Classroom 579  ID: 100012
Classroom 582  ID: 100009

Texas Acadamy INF-77788

Select all the classes you wish to Assign the Calendar:

a2z350000005QmE  ID: 97853359

covs)
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9. Click the Assign button.

Classroom 585 ID: 100006

Classroom 578  ID: 100013

Cancel ‘

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

Responding to Returned Calendar Requests

When the calendar request submitted by you is returned for revision, you must address the
feedback and make necessary adjustments to ensure smooth approval.

To update the calendar, perform the following steps:

1. On the Site Calendars page, click the Edit hyperlink for the Calendar with Returned for
Revision status.

Site Calendars

@ Home

B Calendars

Class Reporting
Manager

Oo
o>

Calendars List

(] Document Library

Calendar Site Name Submitted Waiver Status Comments  Actions
= Manage Rosters Name D_ate and Reque_st
Time Submitted
% Manage Sites and MLV sparkle 2024-07-22 [ | Returned for Revision test View Edit
Classes Acadamy 11:13 AM
&+  Manage Users EDU Bakingo 2024-07-18 Approved View "Amend
GAPREK Acadamy 5:04 AM

You will be directed to the General tab on the Site Calendars > Calendar Setup page.
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2. Onthe General tab, edit the required fields, then click the Save & Next button.

Calendar Setup « Return to the list

@  Home

B Calendars - Calendar  Sites

&% Class Reporting Manager * Indicates required field
03 Document Library *Start time for the instructional day *End time for the instructional day
12:00 PM 3:30 PM
= Manage Rosters © ©
*Number of days in a standard week the program will run Pre-K
@ Manage Sites and Classes
4 v
&¢  Manage Users
*First day of student instruction *Last day of student instruction
® Payment Advices Jul 10, 2024 -] Jun 2, 2025 &
@ Payment Holds * Number of days Pre-K will not operate (holidays, fall/winter/spring break, etc.)
20
& Requests
*Teacher planning days Teacher furlough days
Visit Reports 10 M
B  Waiting Lists Early Release Days of Instruction
&  Waivers

£ Nood Sunnars -_[]

*After saving, a success message will be displayed on the page.

You will be directed to the Calendar tab on the Calendar Setup page.

3. Toremove the Day Type from selected dates or to change the dates for any Day Type,
click the Reset Day Type button.

Calendar Setup « Return to the list

o Home

B Calendars General -sur»s

Class Reporting Manager

o
g

Georgia's Pre-K Program requires a minimum of 180 student instructional days and a minimum of 10 teacher planning days.
(] Document Library

Manage Rosters School Year

2024-2025

X Manage Sites and Classes

Type of Days with selected Dates

2 Manage Users o ’

1 ) First day of student instruction 1 Last day of student instruction @ Teacher planning days
53} Payment Advices
(1] Payment Holds . Holidays . Not in session for 4-day week 4 Teacher Furlough Days
&  Requests

July August September

Visit Reports Sun  Mon Tue Wed Thu  Fri  Sat Sun  Mon  Tue Thu  F sat Sun Tu ved Thu Fri  Sa

B Waiting Lists

The Day Type pop-up window will be displayed.
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4. On the Day Type pop-up window, enter the From and To dates, then click the Save
button.

Day Type

* Indicates required field

Select the dates for None

*From *To

Oct 18, 2024 Oct 21, 2024

*Day Type

None

(<) (G

*A Successful Data Reset message will be displayed.

11. To update the Type of days with Selected Dates, click the required Data Type button.
Note: The below screenshot below shows the process of assigning new dates for
Holidays.

Site Calendars
@  Home

Calendar Setup « Return to the list
B  Calendars

Class Reporting Manager

Genera Swes
O  Document Library

= Manage Rosters

o
g

Georgia's Pre-K Program requires a minimum of 180 student instructional days and a minimum of 10 teacher planning days.
@ Manage Sites and Classes

School Year

2024-2025 Reset Day Type

&+  Manage Users

[  Payment Advices
Type of Days with selected Dates
@) Payment Holds
1 ) First day of student instruction 1 Last day of student instruction . Teacher planning days

& Requests

. Holidays . Not in session for 4-day week 3 Teacher Furlough Days
Visit Reports
B  Waiting Lists July August September

Prvacy - Terms
Sun__Mon _Tue Wed Thu _ Fri __Sat Sun__Mon Tue Wed Thu _ Fri_ Sat Sun__Mon _ Tue Wed Thu _ Fri__ Sat
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12. The Day Type pop-up window will be displayed, enter the required details:
d. Select the date in the From field.
e. Select the date in the To field.
f. Click the Save button.

Day Type

* Indicates required field

Select the dates for Holidays

*From *To

Jul 17, 2024 & Jul 30, 2024

*Day Type

Holidays

(cance

*After saving, a success message will be displayed on the page.

5. Onthe Calendar Setup page, scroll down and click the Save & Next button.

20 2 2 23 2 25 2 7 18 19 20 2 2 23 2 23 2 25 % 2 28
@  Home 27 28 29 30 El 2 25 2 27 2 29 30 29 30 El
M cCalendars January February March
S Mon  Tue  Wed  Thu Fr sat S Mon  Tue  Wed  Thu  Fr sat S Mon  Tue  Wed T
o9
3 I R rting Man: r
& Class Reporting Manage | N N 4 | |
3 Document Library s 6 7 8 o 10 n 2 3 4 5 6 7 8 2 3 4 5 6 7 8
2 13 1 15 16 ” 1 9 10 n 2 13 1 15 9 10 n 2 1 1 15
= Manage Rosters
19 20 2 22 23 u 25 16 ” 18 10 20 2 2 16 ” 18 10 20 2 2
& Manage Sites and Classes 2 27 2 20 30 3 23 2 25 2 27 2 23 2 25 26 27 28 29
1
¢ Manage Users 0 3
April May June
B  Payment Advices P Y
T T T
@)  Payment Holds 1 2 3 4 B 1 2 3 1 2 3 4 B 6 7
6 7 8 9 10 n 2 4 s 6 7 s 9 0 8 9 10 n 12 1 10
A& Requests
1 1 15 1 7 18 19 n 2 13 18 15 1 7 15 16 ” 18 19 20 2
Visit Reports
20 2 2 2 5 2 18 19 20 2 2 3 2 2 23 2 25 % 2 28
B  Waiting Lists 27 28 20 30 2 26 27 28 29 20 N 29 30
@  Waivers
Save & Next
A Mosdo

You will be directed to the Sites tab of the Calendar Setup page.
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6. If you wish to assign the Calendar to some other Sites, then click the Assign Calendar
button.

Note: Confirm the acknowledgment and click the Submit Calendar button if you wish to
continue with the same Site.

Calendar Setup « Return to the list
@ Home
&3 Class Reporting Manager * Indicates required field

= Manage Rosters
Site ID Site Name Calendar Name

X Manage Sites and Classes
INF-999867 sparkle Acadamy MLV

o4 Manag
i lanage Users
| acknowledge that the information entered is correct.

@  Payment Advices
Submit Calendar

[m] Document Library Assign Calendar

(1]} Payment Holds

You will be directed to the Assigning Calendar to Sites page.

7. On the Assigning Calendar to Sites pop-up window, select the required Sites, then click
the Assign button.
Note: Classes under the Site are automatically selected after choosing the Site. You can
also select individual Classes if you don't want to assign the Calendar to all Classes under
this Site.

Assigning Calendar to Sitesl

Select the sites you wish to assign to this calendar. If you wish to select individual classes, check the
specific classes instead of checking the site name.

Bakingo Acadamy  INF-997hh

fSeIect all the classes you wish to Assign the Calendar:

100006-2025 ID: CN-00032052

100010-2025 ID: CN-00032050

(o) (D
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8. To resubmit the Calendar, confirm the acknowledgment and click the Submit Calendar

button.
Site Calendars
o Home
Calendar Setup « Return to the list
&2 Class Reporting Manager
General  Calendar  Sites

(im] Document Library
* Indicates required field
= Manage Rosters

Assign Calendar
x Manage Sites and Classes —

&¢  Manage Users Site ID Site Name Calendar Name
53] Payment Advices INF-999867 sparkle Acadamy MLV
INF-7778865656 Texas Acadamy MLV
@)  Payment Holds
* ’ . .
A  Requests | acknowledge that the information entered is correct.

Visit Reports f Submit Calendar

Eé) Waiting Lists

*After submission, a success message will be displayed on the page.
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CREATING REQUESTS

You can create a Student Retention Request, Curriculum Request, Late Start Request, Chronic
Absenteeism or Tardiness Request for a Student request, Credible Years of Experience (CYE)
Change Request, Student Suspension Notification Request, Modified Day Request Submission,
Change of Bank Account Information request, Late roster submission request, Contract
Signatory Change Request and Creating Primary Authorized User (PAU) Email Change Request.

To create a Request, perform the following steps:

1. Go to the Requests tab on the left panel.

. Ceorgia's ‘o
oo

i PA Primary Authh v
e-% Program Notifications

Welcome to John Doe BOE Provider ID 173709

Dashboard
Calendars
Important Communications
&%  Class Reporting Manage!
O o t Library Critical Reporting Dates >
= age Roste

Service Features

@ Sites and Classes E Rosters (£)]  Payment
Active Sites 1 Students 3 Last Payment Amount $0
Active Classes 9 Teachers a4 Last Payment Date
Waitlist 2
My Recent Application
APPLICATION NUMBER YPE STATUS PROGRAM
E\ Waling [iste 12342 K t pplica Not Submitted 4 Pre-K 10 M
E®  Waiting Lists

You will be directed to the Requests page.
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The list of available requests to create a new request will be displayed under the New Request
tab. You can view the submitted requests under the Submitted Requests tab.

s | e, o BA) Primary Autnn v
Welcome to John Doe BOE  Provider ID 173709 « Return to Pre-K pr
@  Hom Requests
Calendars / /
&%  Class Reporting Manager 3 n

2] t
Student Retention Request Create Request
— ]
Submit if requesting for a child to repeat Georgia's Pre-K during the upcoming program year.
9;7 and
Curriculum Change Request Create Request
& anage Use
Submit to request a change in curriculum for one or more Georgia's Pre-K classrooms.
B ra
® Payment Hold
Late Start Request Create Request
Submit if requesting to submit a late roster for one or more of your Pre-K classes with a start
&  Requests 7 = b
date after the upcoming roster count date.

EA  Waitina List | I ate Dactar Sihmiccinn Donviact

Student Retention Request

A Student Retention Request is made when a child needs to repeat a class for their benefit. To
apply for retention, the child's attendance must exceed 30 days, excluding weekends. Once the
retention request is submitted, it will be reviewed by the Business Operations Supervisor.

To create the Student Retention Request, perform the following steps:

1. On the Student Retention Request tile, click the Create Request button.

o Early Care GEoTgTas e
O S | dPraoras PA ary Authh
Welcome to John Doe BOE  Provider ID 173709  Retic G PHK Brovider et
@  Home Requests
Calendars
&3 Class Reporting Manager
O Docu brar
Student Retention Request Create Request
= Manage Rosters
Submit if requesting for a child to repeat Georgia's Pre-K during the upcoming program year.
%} Ma
Clz g

You will be directed to the Student Retention Request page.
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2. Enter the student's name in the Search Student field, then select the student from the

results list.

Georgia's
T

Ye-% Program
Welcome to John Doe BOE Provider ID 173709
@& Home Requests
Calendars Student Retention Request

&%  Class Reporting Manager

B Document Library Search Student

L Enter Student ID or Student Name }

= Manage Rosters

Manage Users

[®  Payment Advices

® Payment Holds

sit Report
sit Reports

&

B Waiting Lists

20

PA Primary Authh v
« Return to Pre-K provider list
« Back

Selected student details will be extracted and displayed in the Student Information section.

3. Select the year range from the School Year for Retention drop-down list.

4. To upload the relevant documents, click the Upload button.

Student Information

B  Payment Advices

@)  Payment Holds
a

@ Home "
equired field
Calendars
Calendars Provider Legal Name Project Director Name Date of Request
ohn Doe BOE Primary Authh

&% Class Reporting Manager

Student Name Class ID Site Name
O Document Library

Karamm Darrr jamy

= Manage Roster

* School Year for Retention
% tes and 2024-2025 ¢

Provide a written summary describing any special education referrals, services the child is receiving, evaluations conducted, etc., that should be consid-
2 Manage Users ered as part of this retention request.

Requests * Letter from the project director/principal stating the reason(s) the student would be better .
T Unsubmitted & Upload
served in Pre-K than in kindergarten
Visit Reports oy
E®  Waiting Lists l *1 atter from the narents/auardians reanasting that their child raneat Pra-K 210 i

*The Upload Files pop-up window will be displayed.

Refer to the File Upload section for the detailed procedure for uploading the files.
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Once the document is uploaded, the status will be changed to Submitted.

5. After uploading the required documents, click the Submit button.

Welcome to John Doe BOE Provider ID 173709 « Return to Pre-K provider list
served in Pre-K than in kindergarten Submitted & Upload
¢ Importance-of-Nature pdf ©

@ Home
L PR *Letter fi th i{ g q hat their chil Pre-K
Calendars Letter from the parents/guardians requesting that their child repeat Pre: P & Upload
& lmportance-of-Nature,pdf ©
&%  Class Reporting Manager
(s Document Library *Work Sampling Online (WSO) information: (Developmental Checklist , Narrative Summary) R 4 Upload
& lmportance-of-Nature.pdf ©
= Manage Rosters
T X e, * Teacher's recommendation, and/or doctor’s recommendation
Qe Manage Sites and B 3 i Submitted & Upload
Classas ¢ Importance-of- re.pdf © /

2 Manage Users

*Interventions during the Pre-K program year Unsubmitted &, Upload
B  Payment Advices

(1]} Payment Holds
Additional documentation to support the request to repeat Pre-K Unsubmitted & Upload

M Requests

Visit Reports

B  Waiting Lists m ~

*After saving, a success message will be displayed on the page, and the request will be reflected
under the Submitted Requests tab.

Late Start Request

Late Start Requests are formal requests made by the Project Director to submit a late roster for
one or more of your Pre-K classes with a start date after the upcoming roster count date.
To create the Late Start Request, perform the following steps:

1. Navigate to the Request section of the Provider portal.

2. Click the Create Request button for the Late Start Request.

T Classes
Curriculum Change Request Create Request
&2 Manage Users
Submit to request a change in curriculum for one or more Georgia's Pre-K classrooms.
B  Payment Advices
@  Payment Holds
Late Start Request Create Request
Submit if requesting to submit a late roster for one or more of your Pre-K classes with a start
M  Requests
date after the upcoming roster count date.
Visit Reports ~
F®  Waiting Lists I | ate Roster Submission Reauest S

You will be directed to the Late Start Request page.

3. On the Add Details section, enter the following information:
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a. Select the Site(s) and the Class ID(s) from the drop-down list for which you are
submitting the Late Start Request.

b. Enter the Anticipated Class Start Date, the Roster Cycle that you will be
submitting a late roster(s), and the Anticipated Data Submission Date (when
you plan to submit the roster(s)).

c. Provider a Reason for Late Start.

SR | ; 20 w
of Early Care =" Georgia's o ary Auth
O o Do Pogram s PA) Primary Authh v |
Welcome to John Doe BOE  Provider ID 173709 « Return to Pre-K provider list
Add Details
@ Home
T AR ot
Calendars
Select Sites
&%  Class Reporting Manage Select Sites -
B Document Library ( Texas Acadamy
= Manage Rosters Select Class IDs
Select Class IDs -
?{ Manage Sites and
( 97853359
&¢  Manage User

Anticipated Class Start Date * Roster Cycle * Anticipated Data Submission Date @

B  Payment Advices
Jun 13, 2024 & Roster Cycle 4 - [ Jun 12, 2024

@)  Payment Holds

B
S

* Reason for Late Start

/ Salesforceisans ¥ 12 d = !

@ <} I

Ic

&
P
3
1
F

B  Waiting Lists =Hidentlinwe

*After saving, a success message will be displayed on the page and you can view your submitted
request under the Submitted Requests tab in the table view.

Once the Pre-K Staff reviews the request and takes the appropriate decision, you will be
notified as follows:

e If the request is returned for revision, you will receive an email with the required
updates that you need to make before resubmitting.
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e If the request is not approved, you will receive a notification in the provider portal that
includes the reason for not approving the request.

e If the request is approved, you will receive a notification in the provider portal and the
roster due date for the Site(s) and Class ID(s) indicated on the Late Start Request will be
updated to reflect the Anticipated Date Submission Date.

Curriculum Change Request

The purpose of this request is to formally propose modifications to the existing curriculum to
better meet the educational needs of students. This process ensures that the curriculum stays
relevant, effective, and aligned with state standards and best practices. By managing
Curriculum Change Requests, you help support a high-quality educational program that
supports the best learning outcomes for all students.

To create the Curriculum Change Request, perform the following steps:

1. On the Curriculum Change Request tile, click the Create Request button.

&= Georgia's ‘o PRI
W Pre-v Program R PA Ay ¥
Welcome to John Doe Provider ID 173709 « Return to Pre-K provide
@ Home
Calendars
&% Class Reporting Manage Student Retention Request Create Request
Submit if requesting for a child to repeat Georgia's Pre-K during the upcoming program year.
O Docu i
Curriculum Change Request
?: Submit to request a change in curriculum for one or more Georgia's Pre-K classrooms.
B4 anage Users
Late Start Request Create Request
B Payment Advices Submit if requesting to submit a late roster for one or more of your Pre-K classes with a start
date after the upcoming roster count date.
@  Payment Holds
&  Requests
Student Chronic Absenteeism or Tardiness Request Create Request
Visit Reports Submit if requesting to disenroll a student from a Pre-K program based on ten or more n
unexcused absences during the school year.
B itir

You will be directed to the Curriculum Change Request page.
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2. Select the sites from the Select Sites drop-down list and classes from the Select Classes
drop-down list.

3. To update the curriculum, click the Add button.

Calendars

%0

&% Class Reporting Manager Submit this form if you need to change the curriculum for your existing class(es) or if you would like to request a curriculum that is

not on the Department's list of approved curricula.
=] Document Library
* Indicat quired fielg

= Manage Rosters

Select Sites Select Classes

Qe Manage Sites and f sparkle Acadamy v / Select Classes v Add
( 100009 )

&¢  Manage Users
*Reason for changing the curriculum selection

[®  Payment Advice

change in the subjects

(1] Payment Holds

Cancel

Visit Reports n

B  Waiting Lists

4. Select the Curriculum from the Request to use the following curriculum drop-down list.
5. Enter the reason in the Reason for changing the curriculum selection textbox and click
the Submit button.

20

PA Primary Authh v

Georgia Dept & G ,
of Early Care eorgia's
& s | oo . v
Welcome to John Doe Provider ID 173709 « Return to Pre-K provider list
Select Sites Select Classes
Texas Acadamy v Select Classes v Add
@ Home
( o7853350 3
Calendars
%0
&b ClassiReporting Manager 222350000005QmE
m] Document Library
Current Curriculum
o * Request to use the following curriculum
Frog Street Press, LLC - EXCEL Pre-K .

af Manage Users

B  Payment Advices

*Reason for changing the curriculum selection

@  Payment Holds Change in the subject

& Requests
Visit Reports Cancel

Bd  Waiting Lists

*After saving, a success message will be displayed on the page, and the request will be reflected
under the Submitted Requests tab.
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Student Chronic Absenteeism or Tardiness Request

A Student Chronic Absenteeism or Tardiness Request usually involves a student or their
guardian or a school staff member formally requesting help with frequent absences or
tardiness. After the Provider submits the absenteeism or tardiness request on the portal, it
goes to the Business Operations Supervisor for review.

To create the Student Chronic Absenteeism or Tardiness Request, perform the following steps:

1. On the Student Chronic Absenteeism or Tardiness Request tile, click the Create
Request button.

@ Home
Curriculum Change Request Create Request
Calendars Submit to request a change in curriculum for one or more Georgia's Pre-K classrooms
&3 Class Reporting Manager
O Document Library Late Start Request Create Request
Submit if requesting to submit a late roster for one or more of your Pre-K classes with a start
= Manage Rosters date after the upcoming roster count date.
Student Chronic Absenteeism or Tardiness Request Create Request
g 23 Manage Users Submit if requesting to disenroll a student from a Pre-K program based on ten or more
unexcused absences during the school year.

You will be directed to the Chronic Absenteeism or Tardiness Request for a Student page.

2. Enter the student's name in the Search Student field, then select the student from the
results list.

Welcome to Vikhyat Mehra Legal Owner Provider ID 167919 €« Return to Pre-K provid st
and . o .

* Chronic Absenteeism or Tardiness Request for a Student

R+  Manage Use

@ Payment Advices Project Directors should submit the Chronic Absenteeism/Tardiness request for students that have ten or more unexcused absences

during the school year. Project Directors should contact their Pre-K Specialist to discuss specific procedures and documentation
® payment Holds required for submitting a request for disenroliment of a student from a Pre-K program. Disenrolling a student without prior approval
o may result in probation.
M Requests

cates required field
Visit Reports

Search Student

B  WaitingLists / Enter Student ID or Student Name
Ajay nt

© Need Support? Identify the student for the Request

Phone

+1844 480 2029

Email ‘ Ca

or aa aov

Selected student details will be extracted and displayed in the Student Details section.
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3. Enter the number of days in the Total Days Unexcused Absence field and the number of
days in the Total Days Unexcused Tardy field.
4. To upload the relevant documents, click the Upload button.

Ly wocument Liorary =
Student Details

= Manage Rosters

Ajay One Student

% Manage Sites and

Classes Provider Legal Name Project Director Name Site Name

at Mehra Legal Owne: Vikhyat Mehra Project Director site name
2 Manage Users
Class ID Date of Request Student's Date of Birth

Payment Advices
® ./ 100254 un 12, 2024

Payment Holds * Total Days Enrolled * Total Days Unexcused Absence *Total Days Unexcused Tardy

N @

7

Requests

Describe the actions taken to encourage the family to change the tardy/absent behavior. Actions may include meeting with the family, providing the fam-

Visit Reports

ily letters/written notification of concerns, efforts made to assist the family in resolving the issue, etc
E:?B Waiting Lists

@  Waivers
Documents to be Uploaded

Upload copies of student attendance documentation, letters/written notification given to the family, and documentation showing efforts

€ Need Support? to assist the family in resolving the issue
™
Contact Pre-K o * Attendance Documentation Unsubmitted & Upload
*The Upload Files pop-up window will be displayed.
Refer to the File Upload section for the detailed procedure for uploading the files.
Once the document is uploaded, the status will be changed to Submitted.
5. After uploading the required documents, click the Submit button.
F33 Manage Users Document Upload
B  Payment Advices * Teacher Contract g T
& images.jpeg © i
@)  Payment Holds
* Employment/School Experience Verification Form o = & Usksad
bt = ubmitte &, Upload
Visit Reports
B  waiting Lists * Letter from Human Resources/ Former Employer e %, Upload
& images 1ipg © sl Zkiiets
%] Waivers /
Other Unsubmitted & Upload
€ Need Support? '
Contact Pre-K @
;::4 4802029 - m
prek@decal.ga.gov 'l

*After saving, a success message will be displayed on the page and the request will be reflected
under the Submitted Requests tab.
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Credible Years of Experience (CYE) Change Request

The purpose of submitting a CYE Change Request is to formally propose adjustments related to

the end-of-year classroom configurations or statuses. This may include changes in classroom

assignments, closures, or other significant modifications. Managing CYE Change Requests
ensures that the end-of-year transitions are smooth and well-documented, supporting accurate

record-keeping and compliance with state guidelines.
To create the CYE Change Request, perform the following steps:

1. Onthe CYE Request tile, click the Create Request button.

Georgla Dept
of Early Care
and Learning

& Georgia's

W, Pre-< Program B

Welcome to Vikhyat Mehra Legal Owner

&

Provider ID 167919
Manage Sites and - LAtS Yiart NoYusat
Classes Submit if requesting to submit a late roster for one or more of your Pre-K classes with a start
date after the upcoming roster count date.

2+  Manage Users

Payment Advices
Student Chronic Absenteeism or Tardiness Request

Submit if requesting to disenroll a student from a Pre-K program based on ten or more
unexcused absences during the school year.

Payment Holds

Requests

Vikhyat Mehra Project Director v

< Return to Pre-K prov

Create Kequest

Create Request

Visit Reports

CYE Change Request

Create Request

Walting Lists Submit to request a change to the reported Credible Years of Experience for a lead teacher.
vaiting S|

st

You will be directed to the CYE Request page.

2. Select the site from the Site Name drop-down list.

Welcome to Vikhyat Mehra Legal Owner

@ Home
Calendars
&% Class Reporting Manager
O

Document Library

Manage Rosters

Manage Sites and

®

Classes

53 Manage Users

()

Payment Advices

Payment Holds

N ©

Requests

Visit Reports

B

Waiting Lists

Provider ID 167919

Project Director.

..... T N S s

If social security numbers are included in verification documentation, redact the numbers before submitting. Teacher contracts,
School Experience Verification Forms, and letters from human resources or former employers are examples of what can be used to
verify CYE. Employment applications/resumes, teaching certificates, training certificates, data from the GaPDS, and data from the
Teacher's Retirement System of Georgia (TRS) should not be used.

For Georgia's Pre-K Program, Creditable Years of Experience (CYE) are defined as all years taught as a full-time lead teacher in a
Georgia's Pre-K Program (public or private) with an approved credential and/or all years taught as a full-time certified lead teacher in
a K-12 public school. A teacher must have taught full-time for at least six months of the school year (60% of the year) to receive
credit for one full year. Credit should not be given for teaching experience associated with substitute teaching, student teaching,
teacher aide/assistant teacher experience, part-time, or temporary teaching positions. The 2023-2024 school year should not be
included in CYE because only PRIOR, completed years of experience are valid. Refer to section 12.8 in the Pre-K Providers' Qperating
Guidelines ¢f for additional information.

Providers will be notified via email of a final decision for the teacher's reported Creditable Years of Experience. Allow 48 hours for
processing after submitting the request.

*Date * Provider Legal Name *Project Director

13. 2024 Vikhyat Mehra Legal Owner

* Site Name

/ Select Site v

Add CYE Changes

Select a teacher
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3. On the Add CYE Changes section, enter the following information:

a. Select the teacher from the Select a Teacher drop-down list.
b. Enter the details in the Requested CYE textbox.
4. To upload the relevant documents, click the Upload button.

of Early Care eorglas
(5 TG . Georg

Ye-% Program

@ Home
Calendars
&2 Class Reporting Manager

[0  Document Library

= Manage Rosters
Qe Manage Sites and
2 Manage Users
B vra t Advice

@y  Payment Holds
Y

Visit Reports

B  Waiting List

Welcome to Vikhyat Mehra Legal Owner  Provider ID 167919

Add CYE Changes

Select a teacher

/1 Assistant ONE

Teacher Details
* Teacher Full Name

Teacher's GaPDS#

/ *Requested CYE

Document Upload

Teacher Contract

4 VD Vikhyat Mehra Project Director v
Notifications
« Return to P ;
* Teacher Type
ant Teache
* Current Reported CYE
Unsubmitted & Upload

*The Upload Files pop-up window will be displayed.

Refer to the File Upload section for the detailed procedure for uploading the files.

Once the document is uploaded, the status will be changed to Submitted.

5. After uploading the required documents, click the Submit button.

- Requests

Visit Reports

€ Need Support?

ontact Pre-K o
Phone
+1844 4802029

Email

prek@decal.ga.goy

& images 1jng ©

& images 1.jpg ©

Other

* Employment/School Experience Verification Form

* Letter from Human Resources/ Former Employer

Submitted

Submitted

/

Unsubmitted

*After saving, a success message will be displayed on the page and the request will be reflected

under the Submitted Requests tab.
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Student Suspension Notification Request

Student Suspension Notification Request refers to the process of creating a suspension request

on the Portal for a student. Once the Provider submits the request on the portal, the Pre-K staff

will be able to view it.

To create the Student Suspension Notification Request, perform the following steps:

1. On the Student Suspension Notification Request tile, click the Create Request button.

G B | 8 Georgias 20 G e
and Learning . Pre-« Program Notifications B

Welcome to Vikhyat Mehra Legal Owner Provider ID 167919

Manage Users

be

CYE Change Request

@ Pavment Advices Submit to request a change to the reported Credible Years of Experience for a lead teacher.
ayment Advices

Create Request

= Payment Holds

Student Suspension Notification Request Create Request
& Requests
Submit if notifying the Department of a student suspension and planned remediation

Visit Reports

B Waiting 1 ists I

@
o
]
>
o
@

You will be directed to the Student Suspension Notification Request page.

2. Enter the student's name in the Search Student field, then select the student from the

results list.

Georgia's ‘-o
I £o

Notifications

Welcome to Vikhyat Mehra Legal Owner Provider ID 167919

&*  Manage Users
Suspension in Georgia's Pre-K Program is not used for punishment. The purpose of suspension is to give the student time away from
B  Payment Advices the classroom, and the teacher the opportunity to assess the situation, consult with support personnel, and develop strategies to
help ensure the student’s future success. Review the Pre-K Provider's Operating Guidelines for Procedures for Inmediate
@)  Payment Holds Suspension.
é Requests ;
ndicates required field
Visit Reports Search Student Date of Request

L Enter Student ID or Student Name } Jun 12, 2024
B Waiting Lists

Search for a Student to find the data
@ Need Support?

Test DuplicateOne

Contact Pre-K ¢
Test DuplicateOne

Phone

@ d & ® B

friday Student
+1844 480 2029
Email

Cancel
prek@decal.ga.gov

= hyat Mehra Project Director
Ye-¥% Program VD Vikhyat Mehra Project Director v

Selected student details will be extracted and displayed in the Details associated with the
student section.
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3. On the Details associated with Student section, enter the following information:

a. Select the date from the From field.

b. Select the date from the To field.

c. Enter the reason in the Describe the reason for suspension textbox.

d. Enter the details in the List the strategies implemented, or planned to
implement, that will support the student’s success upon their return to the
classroom. Include information regarding collaboration with support personnel
(i.e., Pre-K Specialist, Inclusion Specialist) textbox.

Note: Maximum Suspension can be 2 days only.
4. Click the Submit button.

Sy Georgia's 20 =
ne Program X

elcome to Vikhyat Mehra Legal Owner

I Details associated with Student l

sai Jyothi

Dates of Suspension

o Manage Site
®
e M ’ *From
2 " f
@ Py f
* List the strategies implemented, or planned to implement, that will support the student’s success upon their return to the classroom. ude information regarding collaboration with support personnel (i.e
t r f re-K Sp

© Need Support )
Cance Submit

*After saving, a success message will be displayed on the page and the request will be reflected

under the Submitted Requests tab.
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Modified Day Request Submission

The purpose of this request is to seek approval for changes to the standard instructional day,
such as altering start and end times or adjusting the daily schedule to better accommodate the
needs of students and staff. Effectively managing Modified Day Requests ensures that any
schedule adjustments are following state guidelines and support the effective delivery of the
curriculum.

To create the Modified Day Request Submission, perform the following steps:

1. On the Modified Day Request Submission tile, click the Create Request button.

T rly Care @ Georgia's ‘»o e

G GRS G Seorgies D (@B vioystwers pject irecor +

Welcome to Vikhyat Mehra Legal Owner  Provider ID 167919 « Return to Pre-K provid st
Submit to request a change to the reported Credible Years of Experience for a lead teacher.

@ Home

Calendars Student Suspension Notification Request Create Request
Submit if notifying the Department of a student suspension and planned remediation

&% Class Reporting Manager

=] Document Library
Modified Day Request Submission Create Request

= Manage Rosters Submit if requesting a modified day for a student attending a Georgia's Pre-K classroom

You will be directed to the Student Suspension Notification Request page.

2. Enter the student's name in the Search Student field, then select the student from the
results list.

Wty cae MW Georgia's 20 a Project Directo
O S Nooung - Prev p,goq,am i -J' : VD ikhy ehra Project Director v
Welcome to Vikhyat Mehra Legal Owner  Provider ID 167919 « Return to Pre-K provid st

Review the Pre-K Providers’ Operating Guidelines for Procedures for Modified Day. The period for the Modified Day Request should
@  Home be as few instructional days as possible. Providers should work with their Pre-K Specialist, Inclusion & Behavioral Supports Specialist,
and the family to plan for the student’s successful return to the Pre-K classroom as soon as possible.

Calendars
U eld
8% Class Reporting Manage!
Search Student Date of Request
O Document Library i Enter Student ID or Student Name }
= Manage Rosters / [Py Friday;Studet

Manage Sites and

%? Classes

Search for a Student to find the data
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Selected student details will be extracted and displayed in the Details associated with Student
section.

3. On the Details associated with Student section, enter the following information:
a. Enter the reason in the Provide the reason(s) a modified day is being requested
textbox.
b. Select Yes or No radio button for the options under the Strategies Implemented
by the Provider section.

oo, 9 S

1e o Vikhyat Mehra Legal Owner  Provider ID 167919

[ Details associated with Student ]

Rajat Student Chronic

(}: Manage Sites and
2 * Provide th son " d
®  Payment Advice
@©  Payment Hoids /
FamE==Tu :

c. Enter the details in the Describe the student’s proposed modified day schedule,
including times and activities they will participate in textbox.
4. To upload the relevant documents, click the Upload button.

&%  Class Reporting Manager / Describe the student’s proposed modified day schedule, including times and activities they will participate in @
Na
O  Document Library
Provide a timeline for the implementation of the strategies that will support the student's transition back to the full 6.5-hour day. Include who willbe @

responsible for each strategy.

: T

2 Manage Users

@ Pay t Ad Documents to be Uploaded

@  Payment Holds *Current classroom daily schedule Unsubmitted &, Upload

M Requests

*The Upload Files pop-up window will be displayed.

Refer to the File Upload section for the detailed procedure for uploading the files.
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Once the document is uploaded, the status will be changed to Submitted.

5. After uploading the required documents, click the Submit button.

G f::_'.:.'.i; o g Georgia's A°

Learnin, . Ye-¥. Program el VD Vikhyat Mehra Project Director v

Welcome to Vikhyat Mehra Legal Owner Provider ID 167919

PN

@
* Describe the student’s proposed modified day schedule, including times and activities they will participate in @
Na
&3 Class F g
B Document Library Provide a timeline for the implementation of the strategies that will support the student's transition back to the full 6.5-hour day. Include who willbe @
responsible for each strategy.
- age R
@ an
Documents to be Uploaded
& je U
*Current classroom daily schedule
B - g A : Submitted & Upload
& lmportance-of re.pdf © /
® r Holl

& Requests
Saye L Ext e m
Visit Reports

*After saving, a success message will be displayed on the page and the request will be reflected
under the Submitted Requests tab.

Long Term Substitute Request

A Long-Term Substitute Request is submitted on the Portal by the Provider to replace a teacher
on extended leave.

To create the Long-Term Substitute Request, perform the following steps:

1. Onthe Long Term Substitute Request tile, click the Create Request button.

Manage Sites and

Change of Bank Account Information
2 Manage Users Submit if requesting to change the bank account information for the Legal Owner.

B  Payment Advices

Payment Holds Long Term Substitute Request

Submit if a long-term substitute will be replacing the lead teacher or assistant teacher in the
-~ Requests Georgia's Pre-K classroom for longer than three weeks.

Visit Reports

(C]

Eé Waiting Lists

You will be directed to the Long Term Substitute Request page.
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2. Enter the teacher's name in the Search Teacher ID or Name field, then select the

teacher from the results list.

I.UIIB 1SHIH DU LILULE ru:quc:-l
@ Hon
Current Teacher
Calendars
88 Class Reporting Manager Sindicates;required fisid
Search Teacher Date of Request
= B i6a st
a-
g Qo
B Test Search for a Teacher to find details
g4 Manage Users o:
® r i a8
E a icker
@)  Payment Holds 3 TERS
Visit Reports ~
|L_ES  waiting Lists
3. On the Current Teacher section, enter the following information:
a. Select the reason from the Reason for Leave drop-down list.
b. Select the date in the Date Leave Starts field.
c. Select the date in the Expected Return Date field.
Welcome to Vikhyat Mehra Legal Owner Provider ID 167919 « Return to Pre-K provid t
Long Term Substitute Request
@ Hon
& Class Reporting M
o Document Lik Search Teacher Date of Request
B Test One X
= Manage R
. Manage Sites and *Reason for Leave * Date Leave Starts * Expected Return Date
& Classes / Select Reasor / &
s\ ge |Jsers
4. On the New Substitute Teacher section, enter the following information:

a. Enter the first name in the First Name textbox.
Enter the last name in the Last Name textbox.

Select the date in the Begin Date field.
Select the date in the End Date field.

® oo o

Enter the nine digit SSN in the Social Security Number field.
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5. After updating the required details, click the Submit button.

Nelcome 10 Vikhyat Mehra Legal Owner  Proviger ID 167919 =

New Substitute Teacher

*Teacher Type

Teacher Details

Assign Teacher to a Class

%
&
@ pay ic
Provider Legal Name Site Name
& Requests
t Repor
End Date

*After saving, a success message will be displayed on the page, and the request will be reflected

under the Submitted Requests tab.

Change of Bank Account Information Request

A Bank Account Change request refers to the request to update the bank account details of the
Provider in the Pre-K records.

After the Provider submits the Bank Account Change Request on the portal, it's assigned to the
Business Operations Supervisor for review.

To create the Change of Bank Account Information Request, perform the following steps:

Note: Only the Primary Authorized User can create a request for Change of Bank Account
Information.

1. On the Change of Bank Account Information Request tile, click the Create Request

T T T Ty g T Te e P T T2 S T T SUS e STOTT T O P et TeTTETarTToTT

&% Class Reporting Manager l
[ ] Document Library

Modified Day Request Submission Create Request
= Manage Rosters Submit if requesting a modified day for a student attending a Georgia's Pre-K classroom. h
% Manage Sites and

Classes

Change of Bank Account Information Create Request
2 Manage Users Submit if requesting to change the bank account information for the Legal Owner.
@ Payment Advices
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You will be directed to the Update Banking Information page.

2. On the Bank Account Details section, click the Edit button.

(& s = Georgias ¢‘° \ PA) Primary Authh ~

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

Q Home

=5 Class Reporting Manager ndicates required field
] Document Library
To change your bank account information, enter the new details below and then click save. You will be prompted to upload

= Manage Rosters supporting documentation prior to submitting the request.

Manage Sites and
x * Financial Institution Name * Routing Number * Confirm Routing Number

Classes

Financial Institution Name kel 2 )
2 Manage Users
* Account Name * Account Number * Confirm Account Number

@ Payment Advices Account s 3 s 3
(1]} Payment Holds Account Type Effective Date of Change

Savings v Apr 25,2024
é Requests
Visit Reports |‘ Edit |~

Upload Document
::é Waiting Lists

3. Edit the necessary Bank Account details.

4. Enter the required details:

a. Enter/Modify the bank name in the Financial Institution Name textbox.

b. Enter/Modify the bank routing number in the Routing Number field.

c. Re-enter your bank routing number in the Confirm Routing Number field to
confirm if the details are newly entered or modified.
Enter/Modify the account name in the Account Name textbox.
Enter/Modify the bank account number in the Account Number field.

f. Re-enter your bank account number in the Confirm Account Number field to
confirm if newly entered or modified.

g. Select/Modify the type of 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.

Note: Effective Date of Change value should be current or later date.
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5. After updating the required details, click the Save button.

&= Georgia's a ‘ PA  Primary Authh v
. Pre-v Program Notifications N J
Welcome to John Doe  Provider ID 173709 « Return to Pre-K provider list

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

Calendars

* Financial Institution Name *Routing Number * Confirm Routing Number
&% Class Reporting Manager Financial Institution Name ¥ weees 2 s 2
(hm] Document Library * Account Name "Accoum Number "Ccnhrm Account Number
Account T e 3 e 3
= Manage Rosters
Account Type Effective Date of Change

Manage Sites and f -
Qs Savings v Apr 25, 2024 &

Classes
ar

Manage Users

Upload Document
® Payment Advices

(1]} Payment Holds

*Upload Void Check or Bank Statement or Letter from Bank (Void Check Preferred) Unsubmitted
M Requests
Visit Reports Bank letters must be on the official bank letterhead and include:

™

* Business name on the account

After saving, a success message will be displayed on the page, and the Upload button will be
enabled.

6. To upload the relevant documents, click the Upload button.
7. To upload the relevant documents, refer to the File Upload section for the detailed
procedure for uploading the files.

EQIT
(B ] Document Library
Upload Document

= Manage Rosters

Manage Sites and *Upload Void Check or Bank Statement or Letter from Bank
9? ~ - . Unsubmitted &, Upload

Classes (Void Check Preferred)
0).

2 Manage Users
[®  Payment Advices . -
Bank letters must be on the official bank letterhead and include:

@)  Payment Holds « Business name on the account

* Business address
4  Requests « Bank account number

Visit Reports ¢ Routing number

« Date when the account was opened

*The Upload Files pop-up window will be displayed.

Refer to the File Upload section for the detailed procedure for uploading the files.

*Once the document is uploaded, the status will be changed to Submitted.

8. After uploading the required documents, click the Submit button.
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« Name of the authorized signer
M Requests
 Bank official's signature, title, and phone number

@ Need Support?

Contact Pre-K 7
=N
Phone
™

Privacy - Terms.

+1844 480 2029

Email

*After saving, a success message will be displayed on the page and the same will be reflected
under the Submitted Requests tab.
Primary Authorized User (PAU) Email Change Request

This request is to update the email address associated with the primary user account to ensure
accurate and effective communication. Keeping the PAU email information current is crucial for
receiving timely updates, notifications, and essential correspondence from the Pre-K program.

To modify/change the PAU email, perform the following steps:
Note: Only the Primary Authorized User can modify/change the PAU email address.

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

S , ® —
of Earl; = Georgia's - .
O of Earty Care :T‘v'e—v«Prgogvam Notifiotions ‘ NU new authuser v
Welcome to Priyaranjan Legal owner Provider ID 167886 « it
Logout
Calendars -
Important Communications

&3 Class Reporting Manager

3 Document Library Critical Reporting Dates >

= Manage Rosters

Service Features
9; Manage Sites and
Classes
& sites and Classes £ Rosters (5] Payment
¢  Manage Users
Active Sites 5 Students 5 Last Payment Amount $0
B  Payment Advices Active Classes 2 Teachers 5 Last Payment Date
Waitlist 2
(1] Payment Holds
&  Requests My Recent Application

You will be directed to My Profile page.
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3. Scroll to the User Information and select the Click here hyperlink.

My Profile X
*County * State *Zip Code
Grant Approved at Full Request AL 34534
User Information
Click here to request for Email Change
# Edit
*First Name * Last Name Email
new auth user sai.suggala+auth@mtxb2b.com
Phone Number Role
8374658736 Primary Authorized User
Financial Information
Click here to request a change of bank account information.

The Email Change Request pop-up will be displayed.

4. Enter the modified Email Address in the New Email field and click the Submit button.

I Email Change Request I X
Current Email *New Email
sai.suggala+auth@mtxb2b.com Enter New Email...

*After saving, a success message will be displayed on the page, and an email notification will be
sent to the old email address to notify the change email submission request.
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This request is to formally seek approval for submitting student rosters after the deadline. It
ensures that all student enrollment and attendance data are accurately recorded and
accounted for, even if unforeseen circumstances cause delays.

To create the Late Roster Submission Request, perform the following steps:

1. Go to the Manage Rosters tab on the left panel.

o Georgia Dept :
of Early Care &= Georgia's
O fhnsn | eapeongas

Welcome to Chennai Super Kings  Provider ID 167847

Calendars
&3 Class Reporting Manager
[m] Document Library

Important Communications

= Manage Rosters

@ Manage Sites and Critical Reporting Dates

a

Notifications

UU usersusers v

« Return to Pre-K provider list

Sﬁ Pre-K Continuation Grant Applications are open for the upcoming school year. Applications are due by Apply Now
¢

09:00 AM on June 28, 2024. Click "Apply Now" to begin the application.

You will be directed to the Manage Rosters page.

2. Click the Manage button on the desired Site tile.

Georgia Dept G .
of Farly Care == Georgia's
(GR-it W«»»«Pvgogram

Welcome to JohnDoe  Provider ID 173709

@  Home Manage Rosters
Calendars Select a site to access the roster.
&2  Class Reporting Manager Test Sitee12

1, asd L

(hm] Document Library

Program Legal Chennai Super
= Manage Rosters Name: Kings

% Manage Sites and Classes at this site: 1
Classes Students in the Current Roster: 0
Roster Stat
¢  Manage Users oster Status

Test Sitee178687
sadasd, 1231, asdasd, AL, Appling,
12312
Program Legal Chennai Super
Name: Kings

Classes at this site:

Students in the Current Roster:

Roster Status

B romoic I — [——
@ Payment Holds
A Requests New Site Test Sitee878
— 401 Street, Kingsland sadasd, 1231, asdasd, AL, Appling
GA, Camden, 31 12312
Visit Reports n
Program Legal Chennai Super Program Legal Chennai Super
B  Waiting Lists Name: Kings Name Kings

a

HR Hannah Rose v
Notifications {

« Return to Pre-K provider list

& Print Rosters

Test Siteel

1231, asdasd, AL, Appling,

123

Program Legal Chennai Super
Name: Kings

Classes at this site: a4
Students in the Current Roster: 0

Roster Status

You will be directed to the selected Site page.
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3. On the Manage Rosters page, click the Late Roster Submission Request hyperlink.

wray care M Georgia's a annah Rose
(GRFHCTHEE— b S HR Hannah Rose v

Notifications

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

@  Home Manage Rosters « Return to the list
Calendars Late Start Request Late Roster Submission Request

& Filter
8% Class Reporting Manager

You will be directed to the Late Roster Submission Request page.

4. On the Add Details section, enter the following information:
a. Select the site from the Select Sites drop-down list.
b. Select the class from the Select Class IDs drop-down list.
c. Select the date in the Anticipated Roster Submission Date field.
d. Enter the reason in the Reason for Late Submission textbox.

Notes:
e Fields marked with a red asterisk (*) are mandatory fields.
e Review Cycle field will be auto-populated.

5. Click the Submit button.

Please complete this form and submit it to the Department for any cl

s for which you w

e submitting a late roster. Submitting this request indicates that one or more of your Pre-

K classrooms start prior to the roster Count Date and you will be e Due date for that roster cycle.

Add Details
B  cCalendars
- dicates required fie

he roster

Select Sites

Select Class IDs

/
7/

*Roster Cycle * Anticipated Roster Submission Date

Select Sites
Select Class IDs
* Reason for Late Submission

s s 12 1 \ 5
SalesforceSans v 12 v B 1 u 5

*After saving, a success message will be displayed on the page and the same will be reflected
under the Submitted Requests tab.
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The Modified Day Request in the GAPREK portal allows the Providers to request a tailored
schedule for Pre-K students who may require adjustments to the standard school day.

To submit a Modified Day Request, perform the following steps:

1. Go to the Requests tab on the left panel.

Welcome to SkyVista Solutions  Provider ID 228177

Calendars

i}’( PM on June 30, 2025. Click "Apply Now" to begin the application.

Important Communications

=13 Class Reporting Manager
Critical Reporting Dates
] Document Library

Service Features

iii

Manage Rosters

@ Manage Sites and Classes @ Sites and Classes E Rosters

2 Manage Users

Active Sites 1 Students o
@ Payment Advices Active Classes 2 Teachers 3
Waitlist 5
(]} Payment Holds
My Recent Application
I & Requests I y PP

1SS I ML U MMV I M U T A I Y Y IV S MMV I M M by et

& Return to Pre-K provider list

Payment

Last Payment Amount $0

Last Payment Date

The Request page will be displayed.

2. Scroll to the Modified Day Request Submission section, then click the Create Request

button.

Welcome to SkyVista Solutions  Provider ID 228177

| UGLE GILG1 LIS UPLUIINY 1USLET LU UGG,

o Home
Student Chronic Absenteeism or Tardiness Request

Submit if requesting to disenroll a student from a Pre-K program based on ten or more
unexcused absences during the school year.

Calendars

uo

Class Reporting Manager

0o

(i ] Document Library
CYE Change Request

?;‘ Manage Sites and Classes

&+  Manage Users Student Suspension Notification Request

Submit if notifying the Department of a student suspension and planned remediation.

= Manage Rosters Submit to request a change to the reported Credible Years of Experience for a lead teacher.

« Return to Pre-K provider list

Create Request

Create Request

Create Request

[  Payment Advices

&)  Payment Holds .
Modified Day Request Submission Create Request |

- Requests Submit if requesting a modified day for a student attending a Georgia's Pre-K classroom. .

%] Visit Report:

The Request > Modified Day Request Submission page will be displayed.
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3. Read the instructions provided at the top of the page before applying for the request.

4. Enter the Student ID or Student Name in the Search Student bar, then select the
student name from the search results.

I Modified Day Request Submission |

@  Home

Calendars
Review the Pre-K Providers’ Operating Guidelines for Procedures for Modified Day. The period for the Modified Day Request should be as few instructional days as
= Class Reporting Manager possible. Providers should work with their Pre-K ialist, Inclusion & i Supports ialist, and the family to plan for the student's successful return to
the Pre-K classroom as soon as possible.

] Document Library

* indicates required field

Manage Rosters

Search Student Date of Request

@ Manage Sites and Classes [ Sally ! P PR

Oy TRy W ousE
& Manage Users

[ Mickey M Mouse
[@  Payment Advices ([ CoraMcLean

[y Bonnie Fitzgerald
@) Payment Holds + Search for a Student to find the data

{ [0 Drew Eiise Barrymore

R
M Requests IB sally Reed I
[ Daniel John Simpson

The Details associated with the Student will be displayed.
5. Provide the Reason(s) for requesting a modified day.

6. Select the Yes/No radio button for the fields including Suspension, Family Involvement,
Parent Conferences, Pre-K Specialist Involvement, Regional Inclusion Specialist
Involvement, and Receiving Special Education or Other Support Services in the
Strategies Implemented by the Provider section.

Note: Selecting Yes for some fields may display additional fields to fill in.

I Details associated with Student I

@  Home Sally Reed
Calendars Provider Legal Name Project Director Name Site Name
Chirec Internationa eannie Lippy Hirech Local system
&%  Class Reporting Manager
Site Director Name County Pre-K Specialist
D Document Library D Gwen Kahn
= Manage Rosters Class ID Lead Teacher Assistant Teacher
000014 Jane Austin

@ Manage Sites and Classes

* Provide the reason(s) a modified day is being requested.
& Manage Users
To accommodate the individual needs of a child with specific medical or developmental requirements

® Payment Advices
98/4000

G Payment Holds

Strategies Implemented by the Provider

&  Requests Suspensions
e Yes  No

Visit Reports

Family Involvemen t

Yes © No
Ed  Waiting Lists

Parent Conferences
@  Waivers Yes ® No

Pre-K Specialist Involvement
Yes © No

© Need Support?
Regional Inclusion Specialist Involvement

Yes ® No ™
Contact Pre-K o
Receiving Special Education or Other Support Service:
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7. Provide details on any additional strategies implemented in the Summary of Other
Strategies Not Identified Above field that were not covered in the Strategies
Implemented by the Provider section.

8. Describe the student’s proposed modified day schedule, including times and activities
they will participate in the designated text box.

9. Provide a timeline for the implementation of the strategies that will support the
student’s transition back to the full 6.5-hour day. Include who will be responsible for
each strategy.

Note: Fields marked with a red asterisk (*) are mandatory.

O  Document Library Yes ® No

Summary of Other Strategies Not Identified Above

= Manage Rosters
NA

Manage Sites and f
® 2/4000
Classes

*Describe the student’s proposed modified day schedule, including times and activities they will participate in @

N Manage Users

De

21st August, 8 am to 10 am

°
@ Payment Advices f 26/4000
® Payment Holds Provide a timeline for the. implementat.ion of the strategies that will support the student'’s transition back to the full 6.5- @
hour day. Include who will be responsible for each strategy.
M  Requests NA
o . ’ I 2/4000
Visit Reports / n

10. To upload the Current classroom daily schedule document, click the Upload button.

NA

@  Home 2/4000

*Describe the student's proposed modified day schedule, including times and activities they will participate in @

Calendars

Test

&3 Class Reporting Manager

4/4000
O  Document Library Provide a timeline for the implementation of the strategies that will support the student's transition back to the full 6.5-hour day. Include who will bere- @

sponsible for each strategy.
= Manage Rosters NA
.

x Manage Sites and Classes 2/4000
2 Manage Users Documents to be Uploaded

® Payment Advices
*Current classroom daily schedule Unsubmitted &, Upload

(] Payment Holds

& Requests

™

[:_% Waiting Lists

The Upload Files pop-up window will be displayed.
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11. Next, click the Upload Files button.

Upload Files

&, Upload Files Or drop files

You will be navigated to the local system.

12. Select the file from the required location, then click the Open button.

Favourites

[ Documents
@ Recents
A Applications

@® Downloads

iCloud il o
9 Shared ELCLOEN RS  Schedule.png

& iCloud Drive
=) Desktop

[ Documents

Locations

@ Network

Tags
® Red

® Orange

® Yellow Show Options Cancel

13. To complete the file upload, click the Upload button.

Upload Files

1. Schedule.png.pdf

Upload

*A successful file upload message will be displayed.
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14. To submit the Modified Day request, click the Submit button.

Qo
uo

De

=)

=

G

Georgia Dept - G

of Early Care

=
and Learning g Pre-%Program

Welcome to Chirec International

Home

Calendars

Class Reporting
Manager

Document Library

Manage Rosters

Manage Sites and
Classes

Manage Users

Payment Advices

Payment Holds

eorgia's

Provider ID 228179

1eou

2©

Notifications

JL  Jeannie Lippy ¥

« Return to Pre-K provider list

4/4000

Provide a timeline for the implementation of the strategies that will support the student’s transition back to the full 6.5- @

hour day. Include who will be responsible for each strategy.

NA

Documents to be Uploaded

*Current classroom daily schedule
& Schedule.png.pdf

Save & Exit

Submitted

Cancel

2/4000

&, Upload

™

Privacy

Ter

*After submitting, a success message will be displayed on the page and the same will be

reflected under the Submitted Requests tab.
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PAU Email Change Request

The PAU Email Change Request lets the Primary Authorized User request an email address
change.

To submit an Email Change Request, perform the following steps:

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

o Georgia Dept — o a —_—
S offadycare W Georgia's _ . ‘
O and Learning Wy Pre-¥ Program Notifications SP  Simon Perry v

Welcome to Sunshine Academy 2024  Provider ID 869350 « i
Logout

Calendars
72\3( New Applications are open for the current school year. Please fill out the form. Apply Now

&2 Class Reporting Manager

) Document Library Important Communications

The My Profile page will be displayed.

3. Scroll to the User Information section, then click the Click here link to request for Email
Change.

My Profile X

Business Mailing Address

W Business Mailing Address is the same as Business Address

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

*County *State *Zip Code

User Information

Click here to request for Email Change

r

«# Edit
*First Name *Last Name Email
Simon Perry champa.dewangan@mtxb2b.com
Phone Number Role
7869584634 Primary Authorized User

The Email Change Request pop-up window will be displayed.
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4. Enter the New Email address in the New Email text box, then click the Submit button.

IEmaiI Change Request I X
Current Email *New Email
champa.dewangan@mtxb2b.com Champa.desangan+123@mtxb2b.com

cancel

*After submitting, a success message will be displayed on the page.

Grant Contract Signatory Change Request

The Grant Contract Signatory Change Request allows the Primary Authorized User to submit a
request to change the Grant Contract Signatory.

To submit a Grant Contract Signatory Change Request, perform the following steps:

1. Go to the Requests tab on the left panel.

fx" N S MG S SIS Y G U I A MY SIS S I S i ey ey
€ PM on June 30, 2025. Click "Apply Now" to begin the application.

Calendars

Important Communications

uo

Class Reporting Manager

0o

Critical Reporting Dates >
O  Document Library

Service Features

Manage Rosters

x Manage Sites and Classes @ Sites and Classes E Rosters _E|_I Payment
&+  Manage Users
Active Sites 1 Students [} Last Payment Amount $0
@ Payment Advices Active Classes 2 Teachers 3 = Last Payment Date
Waitlist 5
@) Payment Holds
A Requests My Recent Application

Visit Reports
APPLICATION NUMBER TYPE STATUS PROGRAM

07202 Pre-K New Application Orant Agresment Finalized 2025 Pre-K 10 Month Program Yy
B  Waiting Lists

PROGRAM YEAR Privacy - Terms.

The Request page will be displayed.
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2. Scroll to the Change of Grant Contract Signatory section, then click the Create Request

button.
Welcome to Baarish  Provider ID 869362 « Return to Pre-K provider list
. o L SN
Submit if notifying the Department of a student suspension and planned remediation.
@ Home
Calendars Modified Day Request Submission Create Request
Submit if requesting a modified day for a student attending a Georgia's Pre-K classroom.
&2 Class Reporting Manager
3  Document Library
Change of Bank Account Information Create Request
= Manage Rosters Submit if requesting to change the bank account information for the Legal Owner.
S Manage Sites and Classes
¢  Manage Users Long Term Substitute Request Create Request
Submit if a long-term substitute will be replacing the lead teacher or assistant teacher in the :
B Payment Advices Georgia's Pre-K classroom for longer than three weeks.
(1]} Payment Holds
Resess Change of Grant Contract Signatory | Create Request ‘
Submit if requesting to change the Grant Agreement Signatory for the grantee with DECAL.

Visit Reports

The Request > Grant Contract Signatory Change Request page will be displayed.

3. Enter the Name, Title, Phone Number, and Email Address in the Signatory Information
section.

Welcome to Baarish  Provider ID 869362 < Return to Pre-K provider list

(] Document Library

Requests « Back

= Manage Rosters

Grant Contract Signatory Change request

Manage Sites and
&

Classes
&'  Manage Users Grant Contract Signatory Details
@ Payment Advices * Indicates required field
(]} Payment Holds Signatory Information
*Name *Title *Phone Number
M  Requests
John Secretary v 6578990965
Visit Reports . .
Extension * Email Address
o) Waiting Lists john@gmail.com
ERROR fqf
Invalid dof
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4. Enter the required information in the Business Address and Business Mailing Address
section.

5. To submit the Secretary of State listing of officers of the Company document, click the
Upload button.

2GRl Care Georgia's a A
(9 :f.&?;'!.fﬁ;; §w€_Kp?°g,am N PM Plato Mejia v

Welcome to Baarish  Provider ID 869362 « Return to Pre-K provider list

O  Document Library
Business Address

= Manage Rosters *Street Address - 1 Street Address - 2 *City
. 1895 Boneville Cir Georgia
@ Manage Sites and Classes
*County * State *Zip Code
2 Manage Users
Atkinson v AK v 30808

=

Payment Advices
Business Mailing Address

= P: : . .
= ayment Holds Is Business Mailing Address same as the Business Address?

M Requests *Street Address - 1 Street Address - 2 *City

1895 Old Stapleton Rd Georgia
Visit Reports
*County *State *Zip Code
B  waiting Lists Atkinson Y ~ 30833
@  Waivers
| *Secretary of State listing of officers of the Company Unsubmitted & Upload
© Need Support?
Contact Pre-i e ERRORT

The Upload Files pop-up window will be displayed.

6. Next, click the Upload Files button.

Upload Files

&, Upload Files Or drop files

You will be navigated to the local system.
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7. Select the file from the required location, then click the Open button.

Favourites

< 8 v Z:v 77 Documents Q
@ Recents

2. Applications

© Downloads | & =

iCloud

E$ Shared Secretary of State [EEESISIEICINIENeILs
& icloud Drive listing of officers

[= Desktop

Y Documents

Locations

@ Network

Tags
® Red

® Orange

® Yellow Show Options Cancel

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

Upload Files

1. Secretary of State listing of officers .pdf

Upload

*A successful file upload message will be displayed.
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9. To submit the request, click the Submit button.

mm Georgia's
g Pve-% Program

Georgia Dept

D Document Library

= Manage Rosters

@ Manage Sites and Classes
28 Manage Users

® Payment Advices

(1]} Payment Holds

Visit Reports
B Waiting Lists

@ Waivers

@ Need Support?

Contact Pre-K ¢

“r == Georgia's
O fhhor e e

Welcome to Baarish  Provider ID 869362

M Requests

*Street Address - 1 Street Address - 2

1895 Boneville Cir

*County * State

Atkinson v AK

Business Mailing Address
Is Business Mailing Address same as the Business Address?
*Street Address - 1 Street Address - 2

1895 Old Stapleton Rd

*County * State

Atkinson v AK

*Secretary of State listing of officers of the Company
& Secretary_of State listing of officers .pdf @

a

c PM Plato Mejia v
Notifications . )

« Return to Pre-K provider list
*City

Georgia

*Zip Code

30808

*City

Georgia

*Zip Code

30833

Submitted

*After submitting, a success message will be displayed on the page and the same will be
reflected under the Submitted Requests tab.
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CREATING WAIVERS

As a Primary Authorised User and Project Director, you can create the Teacher Credential
Waiver, Teacher Credential Extension Waiver, and Waiver of the Expenditure for Instruction
supplies.

To create the Waivers, perform the following steps:

1. Go to the Waivers tab on the left panel.

& Georgia's Q@ (@ vy rn )
. Pre-v Program fications - 5 )
Welcome to John Doe BOE  Provider ID 173709 « Return to Pre-K provider list
] Document Library
=  Manage Rosters Dashboard
Manage Sites and
& Classes Important Communications
2 Manage Users Upload/Input Financial Information Upload
[®  Payment Advices
[C]} Payment Holds S g
Critical Reporting Dates >
& Requests
Service Features
Visit Reports
B  Waiting Lists @ Sites and Classes E Rosters (£)] Payment
Active Sites 1 Students 3 Last Payment Amount $0
Active Classes 9 Teachers a Last Payment Date
You will be directed to the Waivers page.
Care Georgia's ‘6 PR
= | dPiess, 504 @ Primery Autrn ¥
Welcome to John Doe BOE Provider ID 173709 ¢ Return to Pre-K provider list
(] Document Library
= Manage Rosters Waivers
% ar and
ass
& age U
® ) 1t A
Teacher Credential Waiver Application o Vaiv
® Payment Holds Submit to waive the Georgia's Pre-K teacher credential requirements for teacher actively
enrolled in a credentialing program
a Request
Visit Reports :
Waiver of the Expenditure Requirements for Instructional Supplies Create Wai
F " Submit to waive the expenditure requirements concerning instructional materials/supplies.
) Waiting Lists
© Need Support?
™
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Teacher Credential Waiver Application

The Teacher Credential Waiver Application pertains to the funds allocated for temporarily
hiring teachers who have not yet fulfilled the state's credentialing requirements.

To create the Teacher Credential Waiver Application, perform the following steps:

1. On the Teacher Credential Waiver Application tile, click the Create Waiver button.

O | P A L i g
Welcome to John Doe BOE Provider ID 173709 « Return to Pre-K provider list
] Document Library

= Manage Rosters Waivers

9: Manage Sites and

Cla

R Manage Users
B Payment Advices
Teacher Credential Waiver Application Create Waiver
® Payment Holds Submit to waive the Georgia's Pre-K teacher credential requirements for teacher actively
enrolled in a credentialing program
&  Requests

You will be directed to the Teacher Waiver Application page.

2. Select the Teacher Credential Waiver Application from the Select Type of Waiver
Request drop-down list.

sﬁcefgg\a’s & VD Vikhyat Mehra Project Director v
= Pre-«Program Notifications L )
Welcome to Vikhyat Mehra Legal Owner  Provider ID 167919 « Return to Pre-K provider list
[@  Payment Advices

Waivers « Back

= Payment Holds
Teacher Waiver Application
& Requests

Visit Reports

Select Type of Waiver Request
1 Select an Option vj

@® Waivers I Teacher Credential Waiver Application I

Teacher Credential Waiver Extension Application

B Waiting Lists

© Need Support? Select a type of Waiver Request to see the data

Contact Pre-K
Phone
+1844 480 2029
Email

prek@decal.ga.gov
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3. On the Teacher Credential Waiver Request section, enter the following information:
a. Select the year range from the Waiver Application for School Year field.
b. Select the site from the Site Name drop-down list.
c. Select the class from the Class ID drop-down list.

20
b PA v
Welcome to John Doe T D
D Teacher Waiver Application
= Ro
quest
x
ial Waiver Application v
& u
Teacher Credential Waiver Request
B  Payment
ed f
o] ayment
Year Waiver Application for School Year Waiver Status
a ’ 2023-2024 v
Provider Details
B Waiting Lis
) Provids gal Na rovid t Direct
Email Phone Numbe: * Site Name
© Need Support? / Bakingo Acadamy -
*Cl s 1D
Phone
+1844 4802029
Teacher Details ™
Email
* Select Teacher

4. In the Teacher Details section, enter the following information:

a. Select the teacher from the Select Teacher drop-down list.

b. Select Yes or No radio button for the Is the teacher currently enrolled in a
credential Program.

c. Select the value from the Qualifying Credential the Teacher Will Earn drop-
down list.

d. Select the date from the Projected completion date to receive the Credential
field.
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5. Click the Submit button.

—— sy
_=m Georgia’s
g Pye-“ Program

gGeovgm‘s
e+ Program
Welcome to John Doe  Provider ID 173709

3  Document Libr
Teacher Details

Teacher’s GaPDS number

prek@decal.ga,gov

A t
&
[
® N
]
Teacher's GA PDS Verified Credentia
a
B  waiting List
®  Waivers Non-ECE Bachelor's Degree or Higher
/ * Projocted Completion D:
© Need Support? 1 Ju 24
P K Additional Comments

Teacher Credential Waiver Extension Application

The Teacher Credential Waiver Extension Application relates to the funds allocated for

temporarily hiring teachers who have not yet fulfilled the state's credentialing requirements.

To create the Teacher Credential Waiver Extension Application, perform the following steps:

1. On the Teacher Credential Waiver Application tile, click the Create Waiver button.

Georgia Dept
of Early Care
and Learning

== Georgia's
W Pre-« Program

Welcome to Vikhyat Mehra Legal Owner Provider ID 167919

@ Payment Advices

Waivers
(1]} Payment Holds
Q Requests
New Waivers
Visit Reports

Eo  Waiting Lists

Waivers

Teacher Credential Waiver Application

Submit to waive the Georgia's Pre-K teacher credential requirements for teacher actively
enrolled in a credentialing program.

20

- VD Vikhyat Mehra Project Director v
Notifications {

< Return to Pre-K provider list

Create Waiver

You will be directed to the Teacher Waiver Application page.
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2. Select the Teacher Credential Waiver Extension Application from the Select Type of
Waiver Request drop-down list.

R , 2@ )
of Early Care Georgia's _ .
(3 oad Lokrning -!We—vipgogvam Notifieations l VD Vikhyat Mehra Project Director w
Welcome to Vikhyat Mehra Legal Owner Provider ID 167919 « Return to Pre-K provider list
@ Payment Advices
Waivers « Back
= Payment Holds
Teacher Waiver Application
é Requests
Visit Reports
Select Type of Waiver Request
Ea Waiting Lists
I:é tting L { Select an Option vj
I Teacher Credential Waiver Extension Application I
© Need Support? Select a type of Waiver Request to see the data
Contact Pre-K @

Phone

+1844 480 2029

Email

prek@decal.ga.gov

™

3. On the Teacher Credential Waiver Extension Request section, enter the following
information:
a. Select the site from the Sites with Active Credential Waiver drop-down list.

P ——_— ® —
of Early Care =" Georgia's _ .
(9 3nd Learning W Pre-% Program Notifieations ‘ PA Primary Authh v ‘
Welcome to John Doe  Provider ID 173709 « Return to Pre-K provider list
1EavlIel vWalvel Applncauvil
I:Q Payment Advices
&) Payment Holds Select Type of Waiver Request
Teacher Credential Waiver Extension Application v
é Requests
Visit Reports Teacher Credential Waiver Extension Request
B  Waiting Lists
Waiver Extension for Year: * Sites with Active Credential Waiver

B { — - }
I Bakingo Acadamy I

N\

® Need Support?

Contact Pre-K ¢
Phone
+1800 4139935
Email

GAPREK.Support@decal.ga.gov
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b. Select the teacher from the Teachers with Active Credential Waiver drop-down

O , ® —

offarycare M Georgia's o rv Authh
O diBsn e hhaem | @R) Primary Autnn v
Welcome to John Doe  Provider ID 173709 « Return to Pre-K provider list

reaviicr vwaiver Appnvauvni

@ Payment Advices

& Payment Holds Select Type of Waiver Request

Teacher Credential Waiver Extension Application v
&  Requests

Visit Reports Teacher Credential Waiver Extension Request

B  Waiting Lists
Waiver Extension for Year: * Sites with Active Credential Waiver

e Feinge Acacamy N

* Teachers with Active Credential Waiver

{ Select an Option

| biscuit Khaun - null I

® Need Support?

N\

Contact Pre-K @@
Phone
+1800 413 9935

Email

GAPREK.Support@decal.ga.gov

The Provider and Teacher details will be displayed.

4. On the Teacher Details section, enter the following information:
a. Select Yes or No radio button for the Is the teacher currently enrolled in a
credential program.
b. Select the value from the Qualifying credential the teacher will earn drop-down
list.
c. Select the date from the Projected completion date to receive the credential
field.
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5. Click the Submit button.

—— sy
_mm Georgia’s
g Pve-% Program

Welcome to John Doe

O  Document Lib

% pomete

&t Manage

© Need Support?

Phone

Email

prek@decal.ga.gov

& Srmmen G
shes Yo

Provider ID 173709

eorgia’s
2 FRogram

Teacher Details

*Select Teacher

Teacher Type

First Name

Teacher's GA PDS Verified Credential

*Is the teacher currently enrolled in a credential program?

o Yes  No
* Qualifying Credential the Teacher Will Eam

Non-ECE Bachelor's Degree or Higher

* Projected Completion Date to Receive Credential

Last Name

Teacher’s GaPDS number

Additional Comments

Cancel
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Waiver of the Expenditure Requirements for Instructional Supplies

Teacher Waiver Application refers to the expenditure spent on extensions of temporary
teachers who do not yet meet the state's credentialing requirements.

To create the Waiver of the Expenditure Requirements for Instructional Supplies, perform the
following steps:

1. On the Waiver of the Expenditure Requirements for Instructional Supplies tile, click the
Create Waiver button.

of Early Care GEOTga =
O s | AP s,

Ve~ Program Notifications g trmatydimh ¥
Welcome to John Doe BOE Provider ID 173709 < n to Pre-K
(] Document Library
= Manage Rosters Waivers
% Manage Sites and
Classes
2 Manage Users -
B  Payment Advices
Teacher Credential Waiver Application Create Waiver
(1] Payment Holds Submit to waive the Georgia's Pre-K teacher credential requirements for teacher actively
enrolled in a credentialing program
&  Requests
Rer ‘ g : - .
Waiver of the Expenditure Requirements for Instructional Supplies Create Waiver
B i Submit to waive the expenditure requirements concerning instructional materials/supplies.
) Waiting Lists

You will be directed to the Waivers page. The List of Sites and Associated Classes will be
displayed.

2. Click the expand arrow to view the details.

= Manage Rosters Waivers < Back
Qe Manage Sites and Waiver of the Expenditure Requirements for Instructional Supplies
Classes

28 Manage Users

List of Sites and Associated Classes
) Payment Advices

(3] Payment Holds Legal Owner 100Site 1
&  Requests
Legal Owner 100Site 2 >

Visit Reports

B  Waiting Lists
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3. Click the down arrow and select the Class ID. Click the Continue button.

6 :::L'E;EE p&ff};?;;’:m Nou‘:g | PA Primary Authh v /‘
Welcome to John Doe Provider ID 173709 < Return to Pre-K provider list
- Texas Acadamy | INF-77788
— Manage Rosters
Site Details

% Manage Sites and

Classes
Address: 3564 Neville Street, Santa Claus, GA, 30436 Site Contact: Site Director-2
&*  Manage Users Email: pranay kasliwal@mtxb2b.com Phone:
B Payment Advices
Select Class ID Lead Teacher
(1] Payment Holds
97853359
&  Requests /
Visit Reports
Bakingo Acadamy | INF-997hh >

E(‘p Waiting Lists
® Waivers
Akhil >

€ Need Support? COO0 Account A | CO0-0002 >

e
Continue

The Waiver Application Details pop-up will be displayed.

4. Enter the Amount Requested to Waive and click the Submit button.

Waiver Application Details

* indicates required field
* Amount Requested to Waive

10

Reason for Waiver Application

Requesting to Waive Funds from

Available Options Selected Options

>
Lead Teacher Salary Require... Classroom Supplies and Mat...

Assistant Teacher Salary Re... <

Enter the amount of waived funds to be used in each category.

i -

*After saving, a success message will be displayed on the page and the same will be reflected
under the Submitted Requests tab.

107



GAPREK Primary Authorized and Project Director User Guide

MANAGING VISITS

mm Georgia's

—
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As a Primary Authorized User and Project Director for Pre-K programs, managing visits is a key

responsibility. This includes acknowledging visit reports and uploading visit reports.

To view the Visit Reports, perform the following steps:

1. Go to the Visit Reports tab on the left panel.

Georgla Dept ; a e e
(9 ofiay care {“Gvey}r)’g;ga':m AT ‘ AQ Auth Merge QA v
Welcome to Jyothilegal owner Provider ID 232651 & Return to Pre-K provider list
Dashboard
& Home
Calendars ﬁ’ Pre-K Continuation Grant Applications are open for the upcoming school year. Applications are due by 12:00
€ PM on June 28, 2024. Click "Apply Now" to begin the application.
&3 Class Reporting Manager
(] Document Library Important Communications
= Manage Rosters
% Manage Sites and Critical Reporting Dates >
Classes
Service Features
&¢  Manage Users
@  Payment Advices @ Sites and Classes E Rosters (£ Payment
@)  Payment Holds
Active Sites 1 Students 2 Last Payment Amount so
a Reguests Active Classes 3 Teachers 5 Last Payment Date
Waitlist 2
™
My Recent Application
B  Waiting Lists
You will be directed to the Visit Reports page.
Welcome to Amrita legal owner Provider ID 167857 « Return to Pre-K provider list
(| Document Library
o o
= Manage Rosters Visit Reports
9;, Manage Sites and
Classes
List of Visits
2 Manage Users
Visit Type
® Payment Advices
All v
= Payment Holds
Visit Type Site Name Specialist Visit Published Actions
é Requests Status Date
Visit Reports Roster Verification PROVIDER Pre K Republish 05/28/2024 Acknowledge
Visit SEVEN Specialist2
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Acknowledging the Visit Reports
The visit reports are available once the visit is completed and published by Pre-K.
To acknowledge the Visit Reports, perform the following steps:

1. On the Visit Reports page, against the required Visit Type, click the Acknowledge

button.
5 dihar = Georgias 2 (#@ A verge on ~
and Learning ‘Pre-% Program Notifications L )
Welcome to Jyothi legal owner Provider ID 232651 « Return to Pre-K provider list
@  Home Visit Reports

Calendars

83 List of Visits
3 Class Reporting Manager
o1 Document Library Visit Type

All v
— Manage Rosters

% Manage Sites and Visit Type Site Name Specialist Visit Status Published Date Actions
Classes
Probation Visit 1 Jyothi Site 1 Pre K Specialist2 Publish 06/11/2024
&¢  Manage Users
Roster Verification Visit Jyothi Site 2 Pre K Specialist2 Report Acknowledged 06/11/2024 'VW“
@ Payment Advices
Roster Verification Visit Jyothi Site 1 Pre K Specialist2 Documents Requested ‘ Upmﬂ
(O] Payment Holds
&  Requests
@  Visit Reports ~

B  Waiting Lists

The View Acknowledgement pop-up window will be displayed.

2. Click the I Acknowledge button.

Visit Acknowledgement

To view the report, acknowledge that you have received the selected visit

report and will take any necessary follow-up actions.
| | Acknowledge I

*After saving, a success message will be displayed on the page.
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Viewing the Visit Reports

To view the Visit Reports, perform the following steps:

—— sy
Georgia’'s
g Pve-% Program

1. Onthe Visit Reports page, against the required Visit Type, click the View button.

& ofEarly Care Georgia's
and Learning ‘Pre- Program

\

Welcome to Jyothi legal owner

Home
Calendars
3 Class Reporting Manager

03  Document Library

Manage Rosters

Manage Sites and
Classes

R

Manage Users

De

=

Payment Advices

(C]

Payment Holds

D

Requests

Visit Reports

Waiting Lists

Provider ID 232651

Visit Reports

List of Visits

Visit Type
Al -
Visit Type Site Name
Probation Visit 1 Jyothi Site 1
Roster Verification Visit Jyothi Site 2
Roster Verification Visit Jyothi Site 1

Specialist

Pre K Specialist2

Pre K Specialist2

Pre K Specialist2

Visit Status

Report Acknowledged

Report Acknowledged

Documents Requested

AQ AuthMerge QA v ‘

€« Return to Pre-K provider list

Published Date

Actions

06/11/2024

06/11/2024

Upload

The detailed visit report will be displayed for the selected Visit Type.

G of Early Care Georgia's
and Learning ‘Pre-% Program

Welcome to Jyothi legal owner

Home
Calendars
o3 Class Reporting Manager

B Document Library

Manage Rosters

Manage Sites and
Classes

®

Manage Users

De

=

Payment Advices

= Payment Holds

&  Requests

Visit Reports

Waiting Lists

Provider ID 232651

Visit Reports

Probation Visit 1 Report

General Details
Visit Time

Arrived Date

Reviewer Details

Specialist

Pre K Specialist2

Provider Details
Provider Legal Name
Jyothi legal owne PD

County

Appling

Departed Date

Other Participant 1

Project Director

Other Participant 2

Site Name

AQ AuthMerge QA v

¢ Return to Pre-K provider list

« Back

Other Participant 3

Site Director
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Uploading the Visit Reports

The upload button will be available when Pre-K has requested any documents or follow-ups.
To upload the Visit Reports, perform the following steps:

1. On the Visit Reports page, against the required Visit Type, click the Upload button.

Home Visit Reports
Calendars
00 N— 5 List of Visits
&%  Class Reporting Manage
O  Document Library Visit Type
Al v

= Manage Rosters

Visit Type Site Name Specialist Visit Status Published Date Actions

Manage Sites and
s S

Classes
lotiStel  PreKSpecilsz  ReportAcknowiedged 0112024 ‘,

g &4 Manage Users

Roster Verification Visit Jyothi Site 2 Pre K Specialist2 Report Acknowledged 06/11/2024
[®  Payment Advices

Roster Verification Visit Jyothi Site 1 Pre K Specialist2 Documents Requested
@)  Payment Holds

You will be directed to the Visit Type page.

2. Click the Upload button.

Welcome to Jyothilegal owner Provider ID 232651 ¢« Return to Pre-K provide t
@  Home Visit Reports « Back
Calendars Probation Visit 1

& Class Reporting Manager

(] Docu t "

Acceptable format for the documents uploads are .docx, .png, .jpg, .jpeg, .gif, .pdf, .txt, Xls, .XIsx, .xps

o Je Users
2 anage Use Name Due Date Status
test 06/06/2024 Return For Revision
Payment Advices
E] & Upload
Document Instruction
@  Payment Holds test

*The Upload Files pop-up window will be displayed.
Refer to the File Upload section for the detailed procedure for uploading the files.

*Once the document is uploaded, the status will be changed to Submitted.

*After saving, a success message will be displayed on the page.
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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 more staff or substitute teachers.

Managing Students

To manage the students, perform the following steps:

1. Go to the Class Reporting Manager tab on the left panel.

(5 S | Ao, ‘° BR) primary Authn +
Welcome to JohnDoe  Provider ID 173709 & Return to Pre-K provide t
Calendars
Important Communications
° e e e
| b Glass Reporting Manage! | Upload/Input Financial Information Upload
3  Document Library
You will be directed to the Class Reporting Manager page.
2. Click the Manage button on the desired Site tile.
&= Georgia's Ao e
- Pre /{)yg(}gram s PA nary Authh v J
Welcome to John Doe Provider ID 173709 €« Return to Pre-K t
Class Reporting Manager
Home
Select a site to access the student and teacher data.
Calendars
sparkle Acadamy Texas Acadamy Bakingo Acadamy
e i : 3564 Neville Street, TEST, Santa 3564 Neville Street, Santa Claus 564 Neville Street, Santa Claus
Class Reporting Manager aus, GA, Appling, 30436 Ze GA. 304 ,‘ ‘
{1 Document Library Program Legal Name: John Doe Program Legal Name: John Doe Program Legal Name: John Doe
R T e Site ID 173710 Site 1D 17371 Site ID: 173712
4 Classes at this site: 1 Classes at this site: 3
Manage Sites and
& Classes 49 Students at this site: 12 Students at this site: 15
D Manage Users
Manage Manage Manage
@  Payment Advices
@ Payment Holds Akhil €00 Account A
200 LINCOLN AVE, SANTA FE, GA '4 A VAN NU PO RD, SANTA FE, NM,
& s

You will be directed to the selected Site page.

112



> 4 . 7
GAPREK Primary Authorized and Project Director User Guide 5 GeOTgla S

mHy Pre-¥ Program

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

1. On the Site page, go to the Student Data tab.
2. Click the + Add Student button.

Wy cae MWW Georgia's ‘o @D Primary Authh v
and Learning . Pre-v Program Notificat
Welcome to John Doe Provider ID 173709 « Re Pre-K pr
Class Reporting Manager & Rt io
@ Home
Bakingo Acadamy
Calendars
& Class Reporting Manager
Data
B Document Library
* Select School Year Select Student List
= Manage Roster 2023-2024 v Current Stud... v Searct & Filter
?: Manage Sites and =
Classes + Add Returning Students
g 3 Manage Users Current Students
@ Payment Advices The system has identified potential duplicate students. These students have been flagged below. Review and update the
records as appropriate.
@ Payment Hold
Select Last Name First Name Student ID Class ID Gender Begin Date in Class
é Requests
AnDerson oReyy 34979 10001 Male Jun 5, 20
Visit Report nDersonn coReyy 00 0 a n's, 2024
= Atkins Martin 0030199 100006 Female Mav 9. 2024

You will be directed to the Add Student page.

3. On 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 First Name, Middle Name, Last Name, Suffix, Date of Birth, and Social
Security Number (SSN).
Notes:
e If you do not have an SSN, select the SSN Not available checkbox. Select
your SSN Waiver Reason from the drop-down.
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e Select the No Middle Name on Documentation checkbox, if you do not
have a middle name.
Select Gender and Multi-birth from the drop-down list.
Select the Yes or No radio button for Transportation.
Select the Yes or No radio button for the Socioeconomic Category option.

® oo o

Select the appropriate Socioeconomic Category. If you opt for Category 1, you
will need to check the appropriate services from the Category List.

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

Student Information

Select a method to Add Students

B  Calendars
**  Manager

: ‘ al P i o
® ,“ ——> No Middle Name on Docu
2 ) / /
B
(o] H v
FO
@ ™
f. Select Yes/No for Multilingual Learner, Does this student receive Special
Education Services?, and Is this student in a blended Head Start/Pre-K
classroom? fields.
Note: You may need to provide further information if you select Yes for these
three fields.
g. Select Ethnicity and Race.
Q 4 € / Yes N
=] Calendars / ‘DoYc;l udent receive Special Education Services?
e Class Reportin *1s this student in a blended Head Start/Pre-K classroom?
D Document Lib v / *Ethi ty
*x s / ‘R‘:‘“""' can Indian or Alaskan Native Asian Black or African American Native Hawaiian or Other Pacific Islander White
Information Not Provided
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4. In the Parent/Guardian Information section, enter the following information:

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

b. Select the Relationship from the drop-down list.

_Sm Georgia's ‘o A
PP Pl PA  Primary Authh v
Welcome to John Doe  Provider ID 173709 « Return to Pre-K provide
Select Ethnicity v
@  Home *Race
American Indian or Alaskan Native Asian Black or African American Native Hawaiian or Other Pacific Islander White
CAlendary Information Not Provided
es  Class Reporting I Parent / Guardian Information I
®*  Manager
Parent / Guardian First Name *Parent / Guardian Last Name *Relationship
[} Document Library
/ / Select Relationship v
= Manage Rosters
*Parent/Guardian Email *Parent/Guardian Zip Code
% tes and / /

5. In the Additional Information section, select a Class including the Begin Date in Class
and End Date in Class.

6. Click the Submit button.

o WenEgESIET I
Classes
¢ Manage Users - N
&¢  Manage User I Additional Information I
B Payment Advices
*Select a Class *Begin Date in Class End Date in Class
&) Payment Holds Select Class & &
& Requests
Visit Reports

Eo  Waiting Lists

= @
@  Waivers

*After saving, a success message will be displayed on the page, and the updated student record
will be displayed in the Current Students section.
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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.

Note: Bulk Upload is only available during the 1st roster cycle.
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.

@  Home Class Reporting Manager « Return to the list

Manage Rosters

B  Waiting Lists Student Information

Select a method to Add Students

@ Need Support? JXCRYERUEAN Bulk Upload

Contact Pre-K ¢
o * 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.

Notes:

e The Select School Year field will be the current year and the Class Site will be
populated, by default. You cannot edit these fields.

e If you are uploading the designated bulk upload extract from your student
management system, you can move to step 5.

@  Home Class Reporting Manager « Return to the list
&8 Class Reporting Manager Add Student
= Manage Rosters
B  Waiting Lists Student Information

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

Contact Pre-K ¢

Upload CSV Data
Phone
Email

Please note that you will need the ing i ion to the Bulk Upload.

prek@decal.ga.gov
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A Downloads pop-up will be displayed. The File Name would be PreK Bulk Student Upload Class
Reporting Template by default. It will be saved in your system’s Downloads location by default.

3. Click the Save button to download the template.

—atCtugent Template

Save As: | PreK Bulk Student Upload Class Ref

Please note that you will need th

Tags:
1. Class ID's linked to the selected §
i. 043547
2. Validations for Bulk Upload Where: [ Documents — iCloud 8 -
i. Please validate all the requiri plate).

i. Please enter the Zip code in
iii. Please ensure Begin Date an Cancel
iv. End Date should not be less
v. Age of the student should be
vi. The class ID should be valid for the selected site.

gi Tho Snacial Educatian Sarvicac ic Daanirad whan shild i Snacial Educatian S i i L dac Vac

4. Fill in the information on the Pre-K Bulk Student Upload Class Reporting Template
according to the instructions/validations mentioned for each column on row number

five.

Should only
Should only allow
Should allow special allow numbers numbers 1-
Should allow special characters characters Should allow special characters 15 2
123456 123456 Donakd Dougas Duck I 12710117 111223333 M 1y 1y ¥ N N
123456 123456 Minnie Melanie Mouse 1509117 § tamnot comfortable ging t for security remsons.  F 2N 2

e Read the information in the Student Information section before filling out the
information in the Template.

Student Information

@ Home

Select a method to Add Students

&% Class Reporting Manager ‘ Add Manually [ETQUEE]

= Manage Rosters
Upload CSV Data
Eo  Waiting Lists
Get Student Template

® Please note that you will need the following information to complete the Bulk Upload.
Need Support?

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

i.100007

Contact Pre-K ¢ ii. 100009

iii. 100012

Phone iv. 100015
41844 480 2029 2. Validations for Bulk Upload

i. Please validate all the required fields to be filled before uploading (You can find the required fields from the Downloaded Student Template).
ii. Please enter the Zip code in numeric and Xxxxx pattern.
prek@decal.ga.gov iii. Please ensure Begin Date and End Date falls within the allowed date range of the current year.

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

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.
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. ™

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

Email
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e After populating the Template, convert it to a CSV file. Open the Template Excel sheet,
click Save As, select CSV from the File Format drop-down list, and click the Save button.

PreK Bulk Student Upload Class Rej

2 Downloads

Online Locations  File Format: Comma Separated Values (.csv)

Options...

Cancel

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

1. Class ID's linked to the selected site are:
i. 043547

o Home 2. Validations for 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.
v. Age of the student should be between 4-6 years.

i. 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.
(] Document Library 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.

Calendars

=

!

x X

= Manage Rosters

x Manage Sites and Classes
* indicates required field

e
¥

Manage Users

D

*Select School Year *Select a Site
B payment Advices 2024-2025 v 31 Test Site v
(] Payment Holds
& Requests 2, Upload Files Or drop files

You will be directed to your local system to upload the template.

Note: The system will generate an error if the student count exceeds 1000 in the template. Bulk
upload can accommodate 500 to 1000 students based on the .csv file content, with a maximum
file size of 4 MB.

[ soomit a8 -seorgia’s @) B ) ) a2 DB Dentist Bhai v
2rving “Pre-t Program This file has exceeded the allowed size limit for uploading. Please split the file into two smaller files and upload again. Notifications

Welcome to Tez Chalayi Tuune Kyu Apni Gaadi  Provider ID 862784 « Return to Pre-K provider list
1om Perplexed ben 9/15/2019 M 9/4/2024
1on Quiescent mark 9/16/2019 F 9/5/2024

@  Home
1on Resplendent ten 9/17/2019 F 9/6/2024

D My Applications 10M Sublime peter 10/11/2019 F 9/3/2024

on Ti ! il ! M 4, 4
Calendars o imeless ben 9/15/2019 9/4/202

oM Unfathomable mark 9/16/2019 F 9/5/2024
Class Reporting Manager
1om Venerable ten 9/17/2019 F 9/6/2024
D Document Library on Whimsical peter 10/11/2019 F 9/3/2024

0m Xenial ben 9/15/2019 M 9/4/2024
= Manage Rosters

@ Manage Sites and Classes
Submit
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6. Now, select the CSV File and click the Open button.

—— sy
_mm Georgia’s

g Pve-% Program

{@ Home

o Class Reporting
Manager

= Manage Rosters

E‘g Waiting Lists

® Need Support?

Contact Pre-K ¢

Phone

A Applications

©® Downloads

Cloud

9 Shared

& iCloud Drive

(= Desktop

[ Documents

Tags

® Red

® Orange
Yellow

® Green

® Blue

PreK Bulk Student

Upload...plate .csv

Show Options

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

7. Click the Submit button.

Georgia Dept
of Early Care
and Learning

G

Welcome to John Doe

@  Home

& Class Reporting
Manager

= Manage Rosters

B Waiting Lists

@ Need Support?

Contact Pre-K 7

Phone

mm Georgia's
:’Pf e-% Program

Provider ID 173709
2023-2024

Student LastName
virat
virat

virat

v sparkle Acadamy

sample Template2.csv

&, Upload Files

Student FirstName Date of Birth

Kohli user 9/15/2018
test bat 9/16/2018
three skipper 9/17/2018

20

N [ DU Dhata Manage User vJ
Notifications

< Return to Pre-K provider list

Or drop files

Parent/Guardian Email Address
usu45@g.com
usud5@g.com

usud5@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.
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8. To view the notification, click the Notification Bell icon.

—— sy
_mm Georgia’s
g Pve-% Program

Welcome to John Doe

@  Home

Class Reporting

Manager

Manage Rosters

E®  Waiting Lists

® Need Support?

Contact Pre-K
Phone
+1844 480 2029

Email

nrek@decal aa aov

Georgia Dept o .
6’ oifaycare BN Georgia's
andLearning WM Pre-¥ Program

Provider ID 173709

Notifications

Notifications

Bulk Student Upload Processing

The bulk upload of student data to the

Class Reporting Manager will take up to 24

Class Reporting Ma hours to process. You will receive an email
confirmation when processing is

completed.

sparkle Acadam
p v Teacher Multiple Reporting

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

Student Data Teacher Data

Teacher Documents Required

{ DU Dhata Manage User v}

« Return to Pre-K provider list

< Return to the list

*Select School Year Select Stude. Kymberlee Bentley has been reported as
2023-2024 v Current Stud... « Search... & Filter
+ Add Student + Add Returning Students
Current Students
A\ The system has identified potential duplicate students. These students have been flagged below. n

Review and update the records as appropriate.

Privacy - Terms.

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

update.

« [B O w

. tome v

=& O

) DoNotReply@decal.ga.gov

B D

mw Georgia's
R Pre-% Program

Dear Project Director,

10f 3,658

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

5:49PM (4 minutes ago) Yy

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
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You can view the updated student data in the Class Reporting Manager > Student Data >
Current Students section.

Ge ia Dept e L,
6’ offarycare WM Georgia's ‘o
andLearning WM Pre-«. Program

DU Dhata Manage User v
Notifications \

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

sparkle Acadamy

@ Home
& Class Reporting Manager Student Data  Teacher Data
= Manage Rosters *Select School Year Select Student List
2023-2024 v Current Stud... « virat [x] & Filter
E‘g 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 Du
Phone Name D D Class Class Overlap Fla
+1844 480 2029
= Kohli user virat 0043668 100015 Male Jun 12, 2024 Jun 20, 2024 /]
mail

prek@decal.ga.gov

test bat virat 0043669 100015 Male Jun 12, 2024 Jun 20, 2024 a

three virat 0043674 100015 Male Jun 12, 2024 Jun 20, 2024 [ ]

skipper

Showing 1-3 of 3

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. Onthe 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.

@  Home Class Reporting Manager & Return to the list

Calendars sparkle Acadamy
& Class Reporting Manager

[} Document Library Teacher Data
— *Select School Year Select Student List
= Manage Rosters
2024-2025 v Current Stud... v Search. II & Filter |
S Manage Sites and Classes
2 Manage Users + Add Student + Add Returning Students
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mm Georgia's
Pre-¥ Program

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

o ome Class Reporting Manager « Retur to the list

sparkle Acadamy

Calendars

Class Reporting Manager

03  Document Library

*Selact School Year  Select Student List
= Manage Rosters

2024-2025 v CurentStud..
@ Manage Sites and Classes

+ Add Student + Add Returning Stu Class 0.
o, s
& Manage Users 100007

Current Students

® Payment Advices
Socioeconomic

@)  Payment Holds Select LastName FirstName StudentiD ClassID Gender BeginDateinClass EndDateinClass Attendance Overlap  4) Duplice Category 1
A Requests David Michael 0043741 100007 Male  Jul23,2024 ™ Transportation
No
Visit Reports Disoza  Maria 0043740 100000  Female Jul10,2024 ™
Multiingual Learner
B waitingLists Oliver James 0034977 Male ]

@  Waivers
Showing 1-30f 3 Page 1of Special Education Services
1

© Need Support?

Reset
Fa
Contact Pre-K @
o GeorgiaDept P . ©
O i ﬂ'-ﬂee?;'go‘gay:m o PA  Primary Authh v
Welcome to John Doe ~ Provider ID 173709 & Return to Pre-K provider list
Class Reporting Manager « Return to the st
@ Home
sparkle Acadamy
Calendars
Class Reporting Manager
D Document Library
*Select School Year Select Student List
= Manage Rosters 2024-2025 v Current Stud... v & Filter
@ Manage Sites and Classes
+ Add Student + Add Returning Students
& Manage Users
Current Students
® Payment Advices
Select LastName FirstName StudentiD ClassID Gender Begin DateinClass End Datein Class  Attendance Overlap Duplicate Flag  Action
&) Payment Holds
David Michael 0043741 100007 Male Jul 23, 2024 | ]
& Requests ‘ 7
Visit Reports Disouza  Maria 0043740 100009  Female  Jul10,2024 " [+
Eo  waiting Lists Showing 1-20f2 Page
9 9 Show 10 v entries
101
@  Waivers
™
£ Nood t
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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 Site page, go to the Student Data tab.

2. On the Current Students section, select the required student(s) and click the 2 Move

- [ -
Calendars * Select School Year Select Student List
2023-2024 v Current Stud... v \ Search... & Filter
& Class Reporting Manager
() Document Library + Add Student ] - Move |+ Add Returning Students
= Manage Rosters Current Students
%: Manage Sites and A\ The system has identified potential duplicate students. These students have been flagged below. Review and update the
Classes records as appropriate.
2 Manage Users
Select Last Name First Name Student ID Class ID Gender Begin Date in Class
@ Payment Advices
AnDersonn coReyy 0034979 100010 Male Jun 5, 2024
(1] Payment Holds
Atkins Martin 0030199 100006 Female May 9, 2024
é Requests
Benton Branden 0007332 100010 Male Jun 11, 2024

The Move Students pop-up window will be displayed.

3. Select one of the appropriate actions from the options. Based on the selection, you
must do one of the following:

Move Students

You have selected to move 2 students. Please select below if you are moving
the students to another class or to another site.

Move To Another Site Move To Another Class at the Same Site

a. If you select the Move to Another Site option from the list, perform the following
steps:
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i. Select the site from the Please select the site to which the students will
be moving drop-down list.
ii. Select the last date in the End Date field.
iii. Click the Submit button.

Move Students

You have selected to move 2 students. Please select below if you are moving
the students to another class or to another site.

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

* Please select the site to which the students will be moving:

Select site

/'End Date
Jun 18, 2024

After saving, a success message will be displayed on the page and the site changes of the
selected students will be reflected under the current students' section.

b. If you select the Move to Another Class at the Same Site option from the list,
perform the following steps:

i. Select the class from the Please select the class to which the students
will be moving drop-down list.
ii. Select the last date in the End Date field.
iii. Click the Submit button.

Move Students

You have selected to move 2 students. Please select below if you are moving
the students to another class or to another site.

Move To Another Sitef i @ Move To Another Class at the Same Site :

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

Select class v
*End Date
Jun 18, 2024 [
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After saving, a success message will be displayed on the page and the class changes of the
selected students will be reflected under the current students' section.

Adding Returning Students

The Add Returning Students feature allows you to re-add and re-enroll a returning student to
the classes. A student is considered returning if they have an end date populated and are not
active in another class at any site across all providers.

To add a Returning Student, perform the following steps:
1. On the Site page, go to the Student Data tab.

2. Click the + Add Returning Students button.

R ‘ 20
& T & o

1 e-¥ Program Notificat @ VidvatM ; it

Nelcome to Vikhyat Mehra Legal Owner Provider ID 167919

@ Home

* Select School Year Select Student List
Calendars 2023-2024 v CurrentStud.. v Search = Filter
Class Reporting Manager
+ Add Student + Add Returning Students

(2] Document Library

You will be directed to the Closed Students List page.

3. Onthe Closed Students List section, select the student you want to add. Then, click the

Welcome to Vikhyat Mehra Legal Owner Provider ID 167919 « Returnto P pr
Add a Returning Student

@ Home
Calendars =

Closed Students List
&  Class Reporting Manager

* indicates required field
O  Document Library School Year
= Manage Rosters

ect the Students from the below list to add to Returning Students
?\;, Manage Sites and
Classes Select  LastName  FirstName  StudentID  ClassID  Date of Birth SSN Gender  Begin Date End Date
&¢  Manage Users Zealand new 0000852 100028 Apr 04, 2018 *ee.40-4689  Male Apr8,2024  Apr 24,2024
&) Payment Advices / Capslock tab 0000738 100018 Apr 01,2018 *r+20.5567  Female  Apr1,2024 Apr 30, 2024
@  Payment Holds Ben ben 0000694 100018 Apr 01, 2018 *ee-20-6789 Male Apr2,2024  Jun4,2024
Mark mark 0000673 100018 Apr01,2018  weees -9879  Male Apr1,2024 Apr 30, 2024

a Requests

Visit Report Add Students Y

E‘G Waiting Lists
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The Add Returning Students pop-up window will be displayed.

4. On the Add Returning Students pop-up window, enter the following information:
a. Select the required class from the Select a Class drop-down list.
b. Select the date from the Start Date field.
c. Click the Add button.

Add 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: new Zealand

*Select a Class /' Start Date
Select a Class v Jun 13, 2024

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

Uploading Student Documentation

The Provider is required to upload documents in the following 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 three 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:
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1. To upload the document, scroll right in the Current Student section using the scroll bar.
Then, click the Upload Student Identity Documents icon.

G Trty Core g Georgia's ‘o B vi: i .
i Tedming Pre-+ Program S
Welcome to Vikhyat Mehra Legal Owner  Provider ID 167919 « Return to Pre-K provide
Current Students
Home
@ The system has identified potential duplicate students. These students have been flagged below. Review and update the records as appropriate.
Calendars
Class ID Gender Begin Date in Class End Date in Class Attendance Overlap Duplicate Flag Action
e Class Reporting
**  Manager
9 Male | s
D Document Library =
12234 Female May 15, 2024 Jun 4,2024 [ ] 7
= Manage Rosters
1 Female Jun 5, 2024 ] 7
9}’ Aanag
Classes 1 Male May 24, 2024 ; 7
&*  Manage Use 1 Male May 24, 2024 a Ll s
0] ner
1 Female Jun 13,2024 Ju 4 (] ol [,
(o] ment H Fa
Male ] ol [+
fa d
1 Male y 15, 20 ] ol [/
sit Reports
112234 Female May 27, 2024 (-] (21[2] T‘
B Waiting Lists /
° 12234 Male Jun4, 2024 Jun 25, 2024 ] o | [7 ™
Waivers

You will be directed to the Upload Documents page.

2. On the Upload documents for student section (The student's name is Sai Jyothi in this
scenario), to upload the documents, click the Upload button.

Note: Refer to the File Upload section for the detailed procedure for uploading the files.

Geongla Dept e )
O fhmae g&efg%;zm ‘ VD  vikhyat Mehra Project Director v
Welcome to Vikhyat Mehra Legal Owner  Provider ID 167919 « Return to Pre-K provider list

I Upload documents for sai Jyothi
@  Home
Calendars Birth certificate
Submitted &, Upload
& images.jpeg ©
& Class Reporting
Manager
Certificate of Live Birth Unsubmitted & Upload
03  Document Library e
Manage Rosters /
Birth certificate - adoption Unsubmitted &, Upload
% Manage Sites and
Classes
&¢  Manage Users Social Security Card Unsubmitted &, Upload
® Payment Advices
il Davmen t ol | Student roster information form 2, Upload

Once the document is uploaded, the status will be changed to Submitted.
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3. Click the Submit button.

O Submitted . Upload
G im P
Class Reporting
Manager
O Document Library Certificate of Live Birth Unsubmitted & Upload
= Manage Rosters
Birth certificate - adoption Unsubmitted & Upload
% Manage Sites and
Classes
&t  Manage Users Social Security Card Unsubmitted &, Upload
[®  Payment Advices
@)  Payment Holds Student roster information form Unsubmitted & Upload
& Requests
ild registration form Unsubmitted &, Upload
Vit Report Child regi f 2, Upl
% Visit Reports
E  Waiting Lists
@  Waivers

Closing a Student

To close a student, perform the following steps:

1. To close a Student, scroll right on the Current Student section using the scroll bar. Then,
click the Edit pencil icon.

Georgia Dept 8 ° (
(& sy care Georgia's 2 VD Vikhyat Mehra Project Director v
and Learning ‘Pre-¥ Program Notification
otifications (
Welcome to Vikhyat Mehra Legal Owner Provider ID 167919 « Return to Pre-K provider list

& Current Students
Home

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

&% Class Reporting Manager

:gin Date in Class End Date in Class Attendance Overlap A Duplicate Flag Action
[ ] Document Library
u (]
— Manage Rosters ’
ay 15, 2024 Jun 4, 2024 [} j
|

?: Manage Sites and

*The Student Information page will be displayed.
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2. Scroll to the Additional Information section, then enter the date in the End Date in
Class field. Then, click the Update button.

o Georgia Dept oy ° p .
O ofEarly Care -stefrglas a2 VD Vikhyat Mehra Project Director v
. fe-i Program Notifications ( J
Welcome to Vikhyat Mehra Legal Owner  Provider ID 167919 « Return to Pre-K provider list
White Information Not Provided
Parent / Guardian Information
@ Home
Calendars * Parent / Guardian First Name * Parent / Guardian Last Name * Relationship
pOneTwo I0neTwo Mother v
&% Class Reporting Manager
* Parent/Guardian Email * Parent/Guardian Zip Code
B Document Library
testtest321@gmail.com 12323
= Manage Rosters
IAdditionaI Information
%, Manage Sites and
Classes
Class *Begin Date in Class End Date in Class
2 Manage Users
Select an Option v = Jun 13, 2024 =1
® Payment Advices /
(3] Payment Holds
Q Requests e
Cancel Update
Visit Reports
Eé Waiting Lists

*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.

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

@  Home Class Reporting Manager « Retur to the lst

Calendars sparkle Acadamy
& Class Reporting Manager

03  Document Library

— * Select School Year Select Student List
= Manage Rosters

2024-2025 v Current Stud... v Search. & Filter
@ Manage Sites and Classes

Manage Users + Add Student - Move + Add Returning Students

@  Payment Advices Current Students

Payment Holds

De

@

Select LastName FirstName StudentiD ClassID Gender BeginDateinClass End Datein Class  Attendance Overlap Duplicate Flag  Action

Requests )
David Michael 0043741 100007  Male  Jul 23,2024 ™) /]
Visit Reports
Disouza Maria 0043740 100009 Female Jul 10, 2024 [ ] 7’ ‘

Ed  Waiting Lists

D

&

Oliver James 0034977 Male ] 7‘

&  Waivers

The Edit Student > Student Information page will be displayed.

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

@  Home Class Reporting Manager € Return to the st
Calendars Edit Student
3  Document Library Student Information 2 Mark Did Not Attend

= Manage Rosters Select a method to Add Students

X Manage Sites and Classes jaccovancaly Bulk Upload

2 Manage Users * indicates required field

Enter the student name as it appears on the birth documentation
@  Payment Advices

*First Name *Middle Name *Last Name
= Payment Holds Michael A David
a Requests No Middle Name on Documentation

The Student Being Marked as Did Not Attend pop-up window will be displayed.
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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.

Resolving Duplicate Student
The student data will reflect as a duplicate for the following criteria:

e Same Demographics Different Last Four of SSN where demographic information like
First Name, Last Name, Middle Name, Date of Birth, and Gender is the same however,
the last four digits of the SSN are different.

e Same Last Four of SSN Different Demographics where the last four digits of the SSN are
the same however, the demographic information like First Name, Last Name, Middle
Name, Date of Birth, and Gender is different.

e Same Demographics Different Gender where the demographic information like First
Name, Last Name, Middle Name, Date of Birth, and Gender is the same however, the
gender is different.

e Same Demographics Blank SSN where the demographic information like First Name,
Last Name, Middle Name, Date of Birth, Gender, and the site is the same however, the
SSN fields do not have any information.

¢ Name Reversal where the Middle Name, Date of Birth, and Gender are the same;
however, the First Name and Last Name match in reverse order. For example, the First
Name of one student is the same as the Last Name of another student, and vice versa.
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To resolve the Duplicate Student issue, perform the following steps:

1. Onthe Current Students section, scroll right to the Duplicate Flag and Action field.

GeorgaDopt | g . ©
of Early Care gﬂ(}eorglas ‘-‘ VD Vikhyat Mehra Project Director v ‘
ndletmine | @ Pre-Program Notifications
Welcome to Vikhyat Mehra Legal Owner  Provider ID 167919 « Return to Pre-K provider list
g et o e e S s i e 4 2 ok e 4 DG i s £t e s g e e
records as appropriate.
@ Home
Date in Class End Date in Class Attendance Overlap I Duplicate Flag I I Action I
Calendars -
, 2024 [ ] ‘ o ‘ ’
& Class Reporting Manager
12024 ‘ (= ‘7
(] Document Library -
2024 Jun 25, 2024 [ ] ‘9 ‘ P
= Manage Rosters I
2024 Jun 24, 2024 [ ] ‘ o | ‘ P
?: Manage Sites and J
Classes o
] ¢ ‘
¢  Manage Users
[ ¢ ‘
@ Payment Advices
o )
()] Payment Holds —
2024 Jun 28, 2024 [ ] ‘ o ‘ s
Q Requests
2024 Jun 28, 2024 [} 3
Visit Reports ‘ h
= . 2024 Jun 26, 2024 | PR

You will see the duplicate flag against the student record.
The duplicate student resolution steps vary based on the criteria.
1. Criteria 1 - Same Last Four of SSN Different Demographics and Name Reversal

You can resolve the above issue either by editing the student records or by leaving the student
records unchanged.

e Resolution by Editing the student’s record.
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To edit the student information, perform the following steps:

i.  Against the duplicate student record, click the Edit icon.

= Georgia's 4G (w0 vikn ‘
i yat Mehra Project Director v

S Pre-x Program Notifications ( J

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

Current Students

@ Home

(\ The system has identified potential duplicate students. These students have been flagged below. Review and update the

records as appropriate.
Calendars

Class Reporting Manager 2in Class End Date in Class Attendance Overlap A\ Duplicate Flag Action
O  Document Library 324 |
= Manage Rosters )24

%? Manage Sites and

Classes s Jun 25,2024 ™
&t  Manage Users 4 Jun 24,2024 ] A
@ Payment Advices | |
(]} Payment Holds - 7‘
é Requests ‘
| P
A \Viit Rannrte — P

You will be directed to the Edit Student page.

ii.  Change the required fields and click the Update button.

of Early C. Georgia's _
(O: dnaycars g?‘rc%Program Nothiations ‘ VD Vikhyat Mehra Project Director v )
Welcome to Vikhyat Mehra Legal Owner  Provider ID 167919 « Return to Pre-K provider list
White Information Not Provided
Parent / Guardian Information
@ Home
Calendars * Parent / Guardian First Name *Parent / Guardian Last Name * Relationship
user user Mother v
Class Reporting Manager
* Parent/Guardian Email * Parent/Guardian Zip Code
(] Document Library
gsf45@g.com 76789
= Manage Rosters
Additional Information
9;, Manage Sites and
Classes
Class *Begin Date in Class End Date in Class
2 Manage Users
112234 v Jun 4, 2024 @ Jun 25, 2024 &
® Payment Advices
(1] Payment Holds
Q Requests
Cancel
Visit Reports
o Waiting Lists
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*A success message will be displayed on the page.
e Resolution by not editing the student’s record.

To resolve the duplicate student information without editing the student data, perform the
following steps:

i.  Against the duplicate student record, click the Resolve duplicate icon.

4> Georgia Dept G . ‘o ,
of Early Care eorguas > Vikhyat Mehra P t Direct
CD and Lokening “Pre-K Program Notfications VD ikhyat Mehra Project Director v
Welcome to Vikhyat Mehra Legal Owner  Provider ID 167919 « Return to Pre-K provider list
+ Add Student + Add Returning Students
@  Home

- Calend Current Students
) alendars

A The system has identified potential duplicate students. These students have been flagged below. Review and update the
&% Class Reporting Manager records as appropriate.

O  Document Library

Datein Class End Date in Class Attendance Overlap A Duplicate Flag Action
= Manage Rosters
,2024 [ ] A
% Manage Sites and
Classes ' 2024 A
2 Manage Users
2024 Jun 25,2024 [ ] A
@ Payment Advices
2024 Jun 24,2024 [ | A
® Payment Holds
L A
é Requests
| A
Visit Reports h
- . (7]
,

The Enroll Student - Confirmation pop-up window will be displayed.

ii. Check the confirmation box and click the Continue button.

I Enroll Student - Confirmation I

| affirm that the student information reported in the Class Reporting Manager is accurate and
matches the student documentation in their student file.

Cancel
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*A success message will be displayed on the page.

2. Criteria 2 - Same Demographics Different Last Four of SSN, Same Demographics
Different Gender and Same Demographics Blank SSN.

You can resolve the above issue by uploading the relevant documents for the relevant student.

Note: The provider will receive a notification if the issue remains unresolved 3 days after
flagging the duplicate.

To upload the document, perform the following steps:

i.  Against the duplicate student record, click the update icon.

‘-Eﬂqefzgia's "‘ VD Vikhyat Mehra Project Director v
‘e-% Program Notifications \ J
Welcome to Vikhyat Mehra Legal Owner Provider ID 167919 « Return to Pre-K provider list
Current Students
o Home The system has identified potential duplicate students. These students have been flagged below. Review and update the

records as appropriate.

Calendars

& Class Reporting Manager te in Class End Date in Class Attendance Overlap Duplicate Flag Action

O  Document Library P4 Jun7,2024 | ‘ ’
= Manage Rosters 024 Jun 13, 2024 ] ‘ ;
@ Manage Sites and 2024 S
Classes —
2024 (V] (7

2 Manage Users ‘

You will be directed to the Document Upload page.

ii.  Onthe Upload Documents student section, to upload documents click the Update

button.
Georgla Dept — . o . \
@ e & Georgias 2 VD Vikhyat Mehra Project Director v
s W Pre-% Program Notifications { )
Welcome to Vikhyat Mehra Legal Owner Provider ID 167919 & Return to Pre-K provider list
@  Home Document Upload « Back

Calendars

| Upload documents for sai Jyothi |

(] Document Library

Birth certificate
& images.jpeg ©

Certificate of Live Birth Unsubmitted &, Upload

Submitted & Upload

= Manage Rosters

?\? Manage Sites and
Classes

¢  Manage Users |
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Refer to the File Upload section for the detailed procedure for uploading the files.
Once the document is uploaded, the status will be changed to Submitted.

iii. Click the Submit button.

m

20

C] Wrh G S Georgia's
iy | @

Calendars

es Class Reporting Certificate of Live Birth Unsubmitted &, Upload
®*  Manager

i Ye-. Program vD Director v
Welcome to Vikhyat Mehra Legal Owner  Provider ID 167919 « Return to Pre-K provide
@ H —Jp  Submitted &, Upload

D@ Document Library
Birth certificate - adoption Unsubmitted &, Upload
= Manage Rosters
& Social Security Card Unsubmitted &
&  Manage Users
@ P Student roster information form Unsubmitted &, Upload
ayment Advices
(1] Payment Holds
Child registration form Unsubmitted &, Upload
A&  Requ
Waiting Lists -
@ waier

™

*A success message will be displayed on the page.
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If a student's Begin Date in one class overlaps with or falls between the Begin and End Dates of

another class, and the system identifies the student as a duplicate, the record for both classes

will be marked as an Attendance Overlap.

== Georgia's
W Pre-v Program

Welcome to legal owner_2  Provider ID 872542

Class Reporting Manager

@  Home
site 123

Calendars

&% Class Reporting Manager

3  Document Library

*Select School Year Select Student List

JP  jyothiPD

€ Return to Pre-K provider list

« Return to the list

% Nood Sunnard

= Manage Rosters 2024-2025  ~ Current Stud... v Search = Filter
@ Manage Sites and Classes

+ Add Student + Add Returning Students
2 Manage Users

Current Students
[  Payment Advices

ass ID: 456 Total Students: 14
&)  Payment Holds
A  Requests Select LastName  FirstName StudentD ClassID  Gender BeginDateinClass  EndDateinClass  Attendance Overlap Duplicate Flag  Action
Visit Reports Dhoni MS 0000164 456 Female  Aug 6,2024 Sep 26, 2024 [+
B  Waiting Lists school spring 0000212 456 Male Aug 6, 2024 ] ‘ s
@  Waivers Internship ~ Summer 0000246 456 Male Aug 6, 2024 ] .L ‘T
train Winter 0000247 456 Male Aug 6, 2024 [ ] Tl

To address the student duplicate issue, you will need to update the Begin and End dates in the

system. If the update is not completed within five days of the Attendance Overlap, you are

required to submit the necessary documents to resolve the attendance overlap. Refer to the

Uploading Student Documentation section for detailed steps.)
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To resolve the attendance, overlap by updating the dates, perform the following steps:

1. On the selected site > Student Data tab, click the Edit Pencil icon on the Action column.

Georgia Dept
(5’ of Early Care
ShiLedrming

. Georgia's
W Pre-% Program

Welcome to legal owner_2

@  Home

Calendars

Class Reporting Manager

[  Document Library

= Manage Rosters
@ Manage Sites and Classes

g Manage Users

De

® Payment Advices
@)  Payment Holds
& Requests

Visit Reports

B  Waiting Lists

@  Waivers

Provider ID 872542

Class Reporting Manager
site_123
Teacher Data

ent Data

*Select School Year Select Student List

a

‘ JP jyothi PD ‘

« Return to Pre-K provider list

« Return to the list

2024-2025 v Current Stud... ~ Search, & Filter
+ Add Student + Add Returning Students
Current Students
Total Students: 14
Select LastName  FirstName StudentID ClassID  Gender BeginDateinClass  EndDateinClass  Attendance Overlap Duplicate Flag  Action
Dhoni MS 0000164 456 Female  Aug 6, 2024 Sep 26,2024 2 ’
school spring 0000212 456 Male Aug 6, 2024 ]

rd

*The Student Information page will be displayed.

2. In the Additional Information section, update the Begin Date in Class and End Date in
Class. Then click the Update Button.

Georgia De P -
& oitaycae M Georgia's
andLearning WM Pre- Program

Welcome to legal owner_2

@  Home
Calendars

Class Reporting Manager

[bm] Document Library

Manage Rosters
@ Manage Sites and Classes
2 Manage Users

[  Payment Advices

@

Payment Holds
& Requests

Visit Reports
Eo Waiting Lists

&  Waivers

Provider ID 872542

P jyothiPD v

« Return to Pre-K provider list

Head Start Blended v Hispanic/Latino v
*Race
American Indian or Alaskan Native Asian Black or African American Native Hawaiian or Other Pacific Islander White

Information Not Provided

Parent / Guardian Information
*Parent / Guardian First Name *Parent / Guardian Last Name *Relationship

Gabriel Mother Mother v
Parent/Guardian Email *Parent/Guardian Zip Code

testparenti@test.com 12345
Additional Information
Class *Begin Date in Class End Date in Class

456 v Aug 6, 2024 =] Sep 6, 2024 &
Cancel

A success message will be displayed in the page.
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3. Now, to update the Begin Date of the student in another class, click the Edit Pencil icon
on the Action column.

(5 dEmsh | G Ceorgis a (@ iyomieo +|

Welcome to legal owner_2  Provider ID 872542 « Return to Pre-K provider list
seven zone 0000353 123 Female  Sep3,2024 ] [T

@  Home eight zone 0000354 123 Female  Sep 4,2024 ] E

Calendars zone ONEa 0000356 123 Female  Sep9,2024 ] [,-\

Class Reporting Manager -
zonetwo TWOb 0000357 123 Female Sep 10, 2024 | ] 7

3  Document Library
zonethree THREEC 0000358 123 Female Sep 1, 2024 | ] [

= Manage Rosters
zonefour FOURd 0000359 123 Male Sep 12, 2024 ]

)

@ Manage Sites and Classes

onel one 0000451 123 Male Sep 18, 2024 [ ava)
2 Manage Users
s

twol two 0000453 123 Male Sep 18, 2024 [ ]
® Payment Advices

threel three 0000455 123 Female Sep 18, 2024 [ ] [ ’
@)  Payment Holds 4
A Requests Lang Sandra 0000467 123 Female Sep 16, 2024 Sep 18, 2024 [ ] s
Visit Reports Dhoni Ms 0002054 123 Female Aug 8, 2024 2 ’
B  Waiting Lists
Showing 1-10 2|34 ][ Next > J| Last > Show 10 v entries

*The Student Information page will be displayed.
4. Update the Begin Date in Class, then click the Update button.

Note: The Begin Date of the class should not fall within the range of the Begin and End
dates of another class.

o Georgia Dept - . a ( )
of Early Car == Georgia's :
O shbsn e e raaam UP) jyothiPD v
Welcome to legal owner_2 Provider ID 872542 « Return to Pre-K provider list
Head Start Blended v Not Hispanic/Latino v
*Race
@  Home ) ' ' ) . ) ' o " '
American Indian or Alaskan Native Asian Black or African American Native Hawaiian or Other Pacific Islander White
Calendars Information Not Provided
Parent / Guardian Information
Class Reporting Manager
D Document Library *Parent / Guardian First Name *Parent / Guardian Last Name *Relationship
Andria Robert Father v
= Manage Rosters
Parent/Guardian Email *Parent/Guardian Zip Code
@ Manage Sites and Classes
67890

&*  Manage Users

B  Payment Advices Additional Information

&) Payment Holds Class *Begin Date in Class End Date in Class

é Requests 123 v Sep 9, 2024 -] =]
Visit Reports

E  Waiting Lists

@  Waivers [ cancer
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A success message will be displayed on the screen and the Attendance Overlap checkbox will be
unchecked.

o Comab | @ Ceoraia a —
o ey Care eorgia's .
O LRSS e hgam U jyothiPD v

Welcome to legal owner_2 Provider ID 872542 € Return to Pre-K provider list

[}
seven zone 0000353 123 Female Sep 3, 2024 | |
@  Home 2

eight zone 0000354 123 Female Sep 4, 2024 | ] ’

Calendars

zone ONEa 0000356 123 Female Sep 9, 2024
Class Reporting Manager P ]

N

0O Document Library zonetwo TWOb 0000357 123 Female  Sep 10,2024 ] P
= Manage Rosters zonethree  THREEC 0000358 123 Female  SepT,2024 ] P
@ Manage Sites and Classes zonefour FOURd 0000359 123 Male Sep 12,2024 ]

¢  Manage Users

onel one 0000451 123 Male Sep 18, 2024 ]
® Payment Advices

twol two 0000453 123 Male Sep 18, 2024 ]
= Payment Holds

threel three 0000455 123 Female  Sep 18,2024 ]
& Requests

Lang Sandra 0000467 123 Female  Sep 16,2024 Sep 18, 2024 ]
Visit Reports

Dhoni Ms 0002054 123 Female  Sep9,2024 ] [ 7
B  Waiting Lists —
@  Waivers Showing 1-10 23 4 Next>  Last)> Show 10 v entries

™

£ Noad Sunnart?

140



> 4 . 7
GAPREK Primary Authorized and Project Director User Guide Georgla S

g Pve-% Program

Managing Teachers
To manage the Teachers, perform the following steps:

1. Go to the Class Reporting Manager tab on the left panel.

o Georgia Dept gy i \
O dhhn -svg?ﬂg,‘;im i ‘ VD Vikhyat Mehra Project Director v )
Welcome to Vikhyat Mehra Legal Owner  Provider ID 167919 ¢« Return to Pre-K provider list
Dashboard
Calendars
Important Communications
Qo
<2 ClassReportingManager Upload/Input Financial Information Upload
(1] Document Library
= Manage Rosters
Critical Reporting Dates >
Qe Manage Sites and
You will be directed to the Class Reporting Manager page.
2. Click the Manage button on the desired Site tile.
(9 EH};EE gf,c(‘e?;,g;;':m VD Vikhyat Mehra Project Director v
Welcome to Vikhyat Mehra Legal Owner Provider ID 167919 « Return to Pre-K provider list

@  Home Class Reporting Manager

Calendars Select a site to access the student and teacher data.

Site Jyothi 1 site name 1 Vikhyat Test New Site
Lee Vining, CA, Appling, 9354 GA, Baldwin, 12203 6789, Lko, GA, Appling

B Document Library

Program Legal Vikhyat Mehra Legal Program Legal Vikhyat Mehra Legal Program Legal Vikhyat Mehra Legal
=  Manage Rosters Reame Owner Name: Owner Name: Owner
Site ID: 167916 Site ID: 167926 g )
% Manage Sites and Site o) 168084
Classes Classes at this site 0 Classes at this site 0 Classes at this site: 4
& Manage Users Students at this site! 2 Students at this site: 54 Studena ctiiesiie 19
@  Payment Advices
Manage Manage Manage
(O]} Payment Holds
Requ " s
- Bquests Site Name 2 Address Site Name 1
veqwe, qweqwe, qweqwe ! ity, GA, ¢ 6587 est, 213, Test, GA, Appling, 12323
Visit Reports Appling, 2 oy
B Waiting Lists Program Legal Vikhyat Mehra Legal Program Legal Vikhyat Mehra Legal Program Legal Vikhyat Mehra Legal -
Name Oumer Mame Oumer

You will be directed to the Site details page.
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3. Click the Teacher Data tab.
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20

Georgia Dept .
O fhvas '.S.e,?;gol:,gm e VD Vikhyat Mehra Project Director v
Welcome to Vikhyat Mehra Legal Owner Provider ID 167919 « Return to Pre-K provider list
@  Home Class Reporting Manager « Retumn to the lst
Calendars Vikhyat Test New Site
£33 Class Reporting Manager
B8 Document Library
e * Select School Year Select Student List
— Manage Rosters
2023-2024 v Current Stud... earc & Filter
Manage Sites and
& Classes
+ Add Student + Add Returning Students
&+  Manage Users
You will be directed to the Teacher Data page.
Adding a Teacher
To add a teacher to the site, perform the following:
1. On the Teacher Data tab, click the + Add Teacher button.

e e oo ©®
¢ EHE | oo, otcaiors | @Y At~ |
Welcome to John Doe Provider ID 173709 « Return to Pre-K provider list
@ Home Class Reporting Manager « Return to the list
Calendars sparkle Acadamy
[m] Document Library Student Data -
= Manage Rosters *Select School Year

2023-2024 v & Filter

Manage Sites and
& Classes
+ Add Additional Staff & Print

2 Manage Users

100007
@ Payment Advices

Select Teacher  Last First Start End PDS  Credential ECE CYE 2 Year Degree Request CYE
@ Payment Holds Type Name  Name  Date Date  # Degree Grandfathered Change

Lead Kan Kamal  Jun14, ECE Bachelor's 2 a Request
& Requests Teacher 2024 Degree or
Higher

Visit Reports N
B  Waiting Lists 100009

You will be directed to the Add Teacher page.
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2. On the Teacher Information section, go to the Search Teacher section and enter the
below information:

a. Enter the First Name in the First Name textbox.
Enter the Last Name in the Last Name textbox.
c. Enter the value in the PDS Number field.
Note: Select the Teacher doesn’t have a GaPDS Number checkbox if you don’t
have a PDS number.
Enter the last four digits of SSN in the Last 4 digits of SSN field.
Click the Search button.

G S Georgia's ‘o VD Kkhyat Mehra Project Director v
. Pre-< Program Notifications .
Velcome to Vikhyat Mehra Legal Owner  Provider ID 167919 « Return to Pre-K prov
Add Teacher

@
Iz Teacher Information
&%  Class Reporting Manager
- 5 ¥ Search Teacher

Document Libral
= Manage Roste * First Name * Last Name

Ma
&

Classes Teacher does not have a GaPDS Number

* PDS Number * Last 4 digits of SSN

&8
® )
(1] a i
=

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

3. Click the Add Teacher Manually button.

&  Home Teacher Information

Calendars * cates required fiel

B Document Library *First Name * Last Name
greece Desai

Teacher does not have a GaPDS Number

(Bg PDS Number * Last 4 digits of SSN
8473
& Manage U
@  PaymentAdv Searct
@y  Payment Holds
Add Teacher Manuall
A&  Requests Y

The Teacher Information page will be displayed.
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4. On the Teacher Information section, enter the following information:

Select the value in the Teacher Type drop-down list.

Enter the First Name in the First Name textbox.

Enter the Last Name in the Last Name textbox.

Enter the nine-digit SSN in the Social Security Number field.
Enter the email address in the Email Address field.

Select the value in the Credential drop-down list.

@ "0 o0 T W

Enter the value in the Creditable Years of Experience field.

Georgia's ‘° vD khyat M

=
=) Program

come to Vikhyat Mehra Legal Owner

Home Add Teache!

- Class Reporting Teacher Information

bt Manager

O
*Teach P
M *First N *LastN
® o3
2 gre De
2 je U I do not D
® Georgia Profe Devel t System Number * Social ty Numb Email Add
/ Ente ) /
]
* Credent Credential Effective Da Professional Standards tif
i e 7 e
Degree * Creditak f
B /

5. On the Assign Teacher to the Class section, enter the following information:

a. Select the class in the Class ID drop-down list.
b. Select the date in the Begin Data field.
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6. After updating all the details, click the Save button.
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G o Earty Cave Georgia's
indleirning Pre-< Program

Welcome to Vikhyat Mehra Legal Owner  Provider ID 167919

- Ureaenual Creaenuai Erecuve vate
Select Credential v
@ Home
Degree * Creditable Years of Experience
Calendars Select Degree v

Fluent in Other Languages @

Class Reporting Manager
Yes No
B Document Library
Assign Teacher to a Class

Manage Rosters

Provider Legal Name Site Name
Manage Sites and
* Vikhyat Mehra Legal Owner Vikhyat Test New
Classes
*Begin Date End Date
g g Manage Users
]
@ Payment Advices
(1] Payment Holds
Q Requests
Cancel

Visit Reports

B  Waiting Lists

VD Vikhyat Mehra Project Director v

& Return to Pre-K provider list
numoer
*Class ID
Select Class ID v

*After saving, a success message will be displayed on the page.
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Moving a Teacher
The Move Teacher feature allows you to transfer a teacher to another site or another class.
To move a teacher, perform the following steps:

1. Onthe Teacher Data tab, select the Teacher of a particular class to move, then click the
- Move button.

of Earl, E Georgias —— -
O Shd Ledring ‘Pv‘e»ch?logram Notifieations | PA  Primary Authh 'J
Welcome to John Doe  Provider ID 173709 <« Return to Pre-K provider list
H .
@  Home Class Reporting Manager « Return to the list
Calendars sparkle Acadamy

& Class Reporting Manager

O  Document Library Student Data | Teacher Data

— * Select School Year
= Manage Rosters

2023-2024 v &= Filter
Manage Sites and

Classes
+ Multiple Substitutes Used ~ + Add Additional Staff 4 Add Teacher ¢35 Change Teacher Type & Print

&¢  Manage Users

&

100007
® Payment Advices

Select  Teacher Last First Start End PDS Credential ECE CYE 2 Year Degree Request CYE
= Payment Holds Type Name Name Date Date # Degree Grandfathered Change
A Lead Kant Kamal Jun 14, ECE Bachelor's 2 [ ] Request
& Requests Teacher 2024 Degree or

Higher

Visit Reports « » n

The Move Teachers pop-up window will be displayed.

2. Select the Teacher you wish to move. Based on the selection, you must do one of the
following:

Move Teachers

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
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a. If you select the Move to Another Site radio button:
i. Select the site from the Select the site to which the teacher(s) will be
moving drop-down list.
ii. Click the Submit button.

Move Teachers

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

Select site

Cancel

*After saving, a success message will be displayed on the page and the site changes of the
selected teachers will be reflected under the Teacher Data tab.

b. If you Select the Move to Another Class, then;
i. Select the class from the Select the class to which the teacher will be

moving drop-down list.

ii. Select the teacher from the Teacher Type drop-down list.

iii. Select the date in the Teacher Begin Date in New Class field.

iv. Select the date in the Teacher End Date in Current Class field.
Note: Teacher End Date in Current Class should be on or after the
Teacher Begin Date in the New Class.
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v. Click the Submit button.

Move Teachers

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 class to which the teacher will be moving

Select class

* Teacher Type

Select Teacher Type

* Teacher Begin Date in New Class

Jun 17,2024

* Teacher End Date in Current Class

Jun 17,2024

Cancel | BSVIulls

mm Georgia's
g Pve-% Program

*After saving, a success message will be displayed on the page and the class changes of the

selected teachers will be reflected under the Teacher Data tab.
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Changing a Teacher Type

The change Teacher type feature allows you to switch a role between teachers such as Assistant
Teacher and Lead Teacher, as needed.

To change a teacher, perform the following steps:

1. Onthe Teacher Data tab, click the checkbox to select the Teacher, then click the Change
Teacher Type button.

L N — 20
of Farly Care == Georgia's = h T —— sctor
(O SRS | Al Prercroaam s VD Vikhyat Mehra t Director v
Welcome to Vikhyat Mehra Legal Owner Provider ID 167919 « Return to Pre-K provider list
@  Home Class Reporting Manager « Return to the lst
Calendars Vikhyat Test New Site
&  Class Reporting Manager
(=] Document Library Student Data
e * Select School Year
- Manage Rosters
2023-2024 v & Filter
%, Manage Sites and
Classes
+ Multiple Substitutes Used ~ + Add Additional Staff ~ + Add Teacher | ¢ Change Teacher T & Print
2 Manage Users
112234
@  Payment Advices
Select Teacher Type Last Name First Name Start Date End Date PDS # Credential ECE D¢
® Payment Holds
B Lead Teacher Teacher Test May 29, 2024 Jun 5, 2024 Insufficient
a Requests /
Visit Report 12235 ~
E‘O Waiting Lists Select Teacher Type Last Name First Name Start Date End Date PDS # Credential

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

2. To change the Teacher Type, enter the following information:
a. Select the type from the Teacher Type drop-down list.
b. Select the date in the Effective Date field.
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c. Click the Save button.

Change Teacher Type

* indicates required field

* Teacher Type * Effective Date

Assistant Teacher v’ Jun 27, 2024

Comments

CanCEJ

*A success message will be displayed on the page, and the Teacher Type along with the Effective
Date of the change will be shown in the Teacher Data section.
Adding the 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 the additional staff to the site, perform the following steps:

1. On the Teacher Data tab, click the + Add Additional Staff button.

J— » 20
{ Early C. Georgia's _ , -
O 3nd Learning Pre-v p,gog,am Notifications L VA Vikhyat Primary Authorized v
Welcome to Vikhyat Mehra Project Director  Provider ID 167919 € Return to Pre-K provider list
Class Reporting Manager « Return to the list
@ Home Clock Tower
Calendars
o i
- Class Reporting Manager Student Data
[} Document Library *Select School Year
2023-2024 v & Filter
= Manage Rosters
@ Manage Sites and + Add Additional Staff | + Add Teacher & Print
Classes
100026
2 Manage Users
Select Teacher Last First Start End PDS Credential ECE CYE 2 Year Degree Request Te
B Payment Advices Type Name  Name Date Date # Degree Grandfathered CYE o
Change
® Payment Holds
Additional  Staff additional  Apr May [ ] Reguest /]
Staff 18, 10,
N D,

The Add Additional Staff pop-up window will be displayed.
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2. Click the Continue button.

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 | &ellil)IV}

You will be directed to the Additional Staff page.

3. Onthe Teacher Information section, go to the Search Teacher section and enter the
below information:

Enter the First Name in the First Name textbox.
Enter the Last Name in the Last Name textbox.
c. Enter the value in the PDS Number field.
Note: Select the Teacher does not have a GaPDS Number checkbox if you do not
have a PDS number.
Enter the last four digits of SSN in the Last 4 digits of SSN field.
Click the Search button.

e T | S cecroics 20
O dhnse §>(e,,<p,g(,g,am st VA Vikhyat Primary Authorized v
Welcome to Vikhyat Mehra Project Director  Provider ID 167919 « Return to Pre-K provider list

CIass Reportlng Manager < Return to the list
@ Home
Additional Staff

Calendars

&%  Class Reporting Manager
Teacher Information

] Document Library

* indicates required field

= Manage Rosters
Search Teacher

% Manage Sites and

Classes *First Name *Last Name

* Manage Users

De

Teacher does not have a GaPDS Number

® Payment Advices
*PDS Number *Last 4 digits of SSN
(1] Payment Holds / /
Q Requests
Search
Visit Reports — ™~
E Waiting st
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If the entered information does not match the existing Teacher information, then click the Add
Teacher Manually button will be displayed.

4. Click the Add Teacher Manually button.

20

Geo t — , ( )
aisycwe S Georgias § VA Vikhyat Primary Authorized v
O dihan e ¥ Program Notifications \ o o )
Welcome to Vikhyat Mehra Project Director  Provider ID 167919 « Return to Pre-K provider list
*First Name *Last Name
@ Home Sam Peter
Calendars Teacher does not have a GaPDS Number

*PDS Number *Last 4 digits of SSN
o i
- Class Reporting Manager 4568336 1245

[0  Document Library

- Search
= Manage Rosters
% Manage Sites and
Classes This search query did not yield a teacher in GaPDS.
Please confirm the information with your teacher. If the teacher is not enrolled in the GaPDS, share this tutorial click here on how to

2 Manage Users
create an account and direct the teacher to enroll in the GaPDS. Click the "Add Teacher Manually" button below to continue adding

the teacher without a GaPDS number.
Payment Advices

Add Teacher Manually

B  Payment Holds
é Requests

Visit Reports - ™

‘ Cancel

B>  Waiting Lists

You will be directed to the Additional Staff page.
5. On the Teacher Information section, enter the following information:

a. Enter the First Name in the First Name textbox.
b. Enter the Last Name in the Last Name textbox.
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c. Enter the nine-digit SSN in the Social Security Number field.

o Georgia Dept
of Early Care
and Learning

== Georgia's
&, Pre-v Program

Welcome to Vikhyat Mehra Project Director  Provider ID 167919

Class Reporting Manager
@ Home

Additional Staff

Teacher Information

* indicates required field

Calendars

& Class Reporting Manager

[ ] Document Library

= Manage Rosters

* Teacher Type
o Manage Sites and

Classes Additional Staff

* First Name *Last Name

Sam / Peter

Teacher does not have a GaPDS number

¢+  Manage Users
@ Payment Advices

& Payment Holds Georgia Professional Development System

Number (GaPDS#) Email Address

20 '
- VA Vikhyat Primary Authorized v
Notifications L )

« Return to Pre-K provider list

< Return to the list

* Last 4 digits of SSN

6. On the Assign Teacher to the Class section, enter the following information:

a. Select the class in the Class ID drop-down list.
b. Select the date in the Begin Data field.
7. Click the Save button.

& Georgia Dept
O of Early Care
and Learning

& Georgia's
W Pre-« Program

Welcome to Vikhyat Mehra Project Director  Provider ID 167919

Georgia Professional Development System

Number (GaPDS#) Email Address

Q Home

4568336

Calendars

& Class Reporting Manager

[m] Document Library

Additional Comments

| Assign Teacher to a Class I

= Manage Rosters

Provider Legal Name Site Name
Manage Sites and
% Vikhyat Mehra Project Director Clock Tower
Classes
*Begin Date End Date
2 Manage Users
=]
@ Payment Advices
(] Payment Holds
é Requests
Cancel
Visit Reports

E@ Waiting Lists

20

g VA Vikhyat Primary Authorized v
Notifications J

« Return to Pre-K provider list

*Class ID

Select Class ID v

[:[3

*After saving, a success message will be displayed on the page.
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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. On the Teacher Data tab, click the checkbox to select the teacher, then click the
Multiple Substitutes Used button.

Note: Please ensure that the End Date is not added before assigning the substitute

teacher.
@&  Home Class Reporting Manager « Retur to the lst
Calendars Clock Tower
(] Document Library Student Data

— *Select School Year
= Manage Rosters

2023-2024 v & Filter
%, Manage Sites and
Classes
+ Multiple Substitutes Used | + Add Additional Staff + Add Teacher & Print
2 Manage Users
100026
[ﬂ Payment Advices
Select Teacher Last First Start End PDS Credential ECE CYE 2 Year Degree Request Te
(o] Payment Holds Type Name Name Date Date # Degree Grandfathered CYE (o)}
Change
& Requests Additional  Staff  additional  Apr ] Request &
Staff 18,

Visit Reports 2024

The Replace with MSU pop-up window will be displayed.

2. Select the date in the Effective Date field.
3. Click the Confirm button.

Replace with MSU

* indicates required field

Replacing Teacher Name: additional Staff

* Former Teacher End Date
Jun 26, 2024
Substitute Teacher(s) Start Date

Jun 27, 2024

= -
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*A success message will be displayed on the page.

Closing a Teacher

- 4
| ]

4

Georgia’'s

g Pve-% Program

As a Primary Authorized User and Project Director, 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.

Welcome to John Doe Provider ID 173709 « Ret
@  Home Class Reporting Manager
B cCalendars Bakingo Acadamy
&% Class Reporting Manager
- o * Select School Year
2024-2025
2 + A al Staff + Add Teacher
® Payment Advices null
@ Payment Holds Select  Teacher Last First Start  End PDS  Credential ECE Degree CYE 2 Year Degree Request Teacher  Action
Type Name Name Date Date # Grandfathered CYE Change Overlap
a Request
Assistant  Testet  akhil Sl Jul Non-ECE Associate : m Request W p;
Teacher 2008 24 Bachelor's Degree with
Rep 2024 Degree or ECE 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.

G

S Georgia's
S Pre-v Program
Welcome to John Doe  Provider ID 173709

*Email Address Creditable Years of Experience

trsexdgrf@fmsadas.comm

Fluent in Secondary Language

alendars
&% Class Reporting Manager Yes ® No

Document Librat "
o umenttibrany Assign Teacher to a Class

= Manage Rosters Provider Legal Name Site Name
@ Manage Sites and Classes
* Begin Date End Date
&r  Manage Users
Jul1, 2024 E] Jul 24,2024

Payment Advices

Class ID

t Ho
A
tR
B Waiting Lists
™
Nood —
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*The End date will be reflected on the page for the selected teacher in the Teacher Data section.

Filtering a Teacher

To filter the teacher data or to search for a particular teacher, perform the following:

1. On the Teacher Data tab, click the Filter button.

o

Home

Calendars

&%  Class Reporting Manager

Welcome to Vikhyat Mehra Project Director  Provider ID 167919

Class Reporting Manager

Clock Tower

« Return to Pre-K provider list

<« Return to the list

[} Document Library
— * Select School Year
= Manage Rosters
2023-2024 v & Filter
Manage Sites and
* Classes
+ Add Additional Staff 4 Add Teacher & Print
2 Manage Users
100026
@ Payment Advices
Select  Teacher Last First Start  End PDS  Credential ECE CYE 2 Year Degree Request Te
@ Payment Holds Type Name  Name Date  Date  # Degree Grandfathered ~ CYE h
Change
& Requests Additional  Staff  additional  Apr May s Request B
Staff 18, 10,
2 isit Renart. 2024 2024
A pop-up will be displayed with the available filter options.
2. Enter or select the required fields, then click the Show Results button.
Note: You can use the Reset button to reset the filter options.
@ Home
+ Add Additional Staff ~ + Add Teacher ClasslD
Calendars Select Class ID v
112234
&% Class Reporting Manager Fi ot riame
Select Teacher Type Last Name First Name Start Date I/
Enter First Name
(] Document Library
Lead Teacher Teacher Test May 29, 2024 !
= Manage Rosters ’ Last Name
Assistant Teacher Waiver Teacher Jun 4,2024 ! Enter Last Name
Manage Sites and
%? Classes SSN
112235 f Enter SSN
2 Manage Users
Select  Teacher Type Last Name First Name Start Date End Dz
® Payment Advices /Teacanype
Lead Teacher Teacher Two Test May 30, 2024 Juns, Select Teacher Type v
()] Payment Holds
a Lead Teacher Dsf fdsf Jun 14, 2024 / Lo
S  Requests Enter PDS#
Assistant Teacher Xev cx Jun 14,2024
Visit Reports ! - z
= 2
B Waiting Lists —,
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If the First Name, Last Name, PDS Number, Start Date, and End Date overlap with Teacher Data

already submitted by another Provider, the entry will be flagged as a Teacher Overlap. In such

cases, the Provider must update the Teacher Data using the Edit button in the Actions column.

If the update is not completed within five days, then both the Providers will be notified to

upload documentation verifying the teacher's employment and start date.

Georgia De ,
& sitaycwe S Georgia's
andLearning @ Pre-< Program

Welcome to legal owner_2 Provider ID 872542

By caenaars

JP jyothi PD v

Notifications

Teacher Documents Required

Jeturn to Pre-K provider list

2024 2024
Jamiya Butler has been reported as
currently teaching at different programs.
o Lead Testch test Aug  Aug Associate’s Upload documentation indicating their a ’
Teacher 20, 2, Degree in employment and start date at Benedict
2024 2024 ECE, T-1 \
3  Document Library Butler
Lead Two teacher Aug  Aug Insufficient ] P
= Manage Rosters Teacher 1, 4 Teacher Documents Required
2024 2024 Deborah Owens has been reported as
currently teaching at different programs
@ Manage Sites and Classes Upload documentation indicating their
as6 employment and start date at site_123.
&¢  Manage Users
Teacher Last First Start End PDS # Credential Level of ECE CYE Salary 2 Year Degree Request Teacher Action
[  Payment Advices Type Name Name Date  Date Certification  Degree Step Grandfathered ~ CYE Overlap
Change
(S]] Payment Holds
Lead Blecher Marsi Sep  Sep 140295 GaPSC Insufficient 1 E ] Request W P
Teacher 5, 5, Teaching
A Requests 2024 2024 Certificate,
Ts
Visit Reports
Lead Kin teacher Aug Aug ECE 1 E | | Request ] y
Teacher 20, 29, Bachelor's
E®  Waiting Lists 2024 2024 Degree or
Higher, T-1
@  Waivers
Lead Owens Deborah Sep  Sep 10707 ECE Insufficient 1 E ] Request 4 ‘, .
Teacher 2, 3, Bachelor's
2024 2024 Degree or
Higher
@ Need Support? 7
Lead Teacher ast Aug Aug Insufficient 1 E [ | Request (] ‘,
Teacher 27, 29,
Contact Pre-K o g .
D 2024 2024 n
Phone
c
To upload the required documents, perform the following steps:
1. On the selected site > Teacher Data tab, click the Upload icon on the Action column.
& Georgia De .
G Svsycas M Georgia's WP iyothi PD ~

andLeaming @M Pre-< Program

Welcome to legal owner_2 Provider ID 872542

Notifications

« Return to Pre-K provider list

g Caenaars
Class Reporting Manager 456
3  Document Library Teacher Last First Start End  PDS#  Credential  Levelof ECE CYE Salary 2 YearDegree  Request Teacher  Action
Type Name Name Date  Date Certification  Degree Step  Grandfathered  CYE Overlap
Change
= Manage Rosters
Lead Blecher Marsi Sep  Sep 140295 GaPSC Insufficient 1 3 ] Request W P
@ Manage Sites and Classes Teacher 5, 6, Teaching
2024 2024 Certificate,
5
&¢  Manage Users
Lead Kin teacher Aug Aug ECE 1 E [ ] Request [ ] ‘,
® Payment Advices Teacher 20, 29, Bachelor's
2024 2024 Degree or
Higher, T-1
@)  Payment Holds
Lead Owens Deborah Sep  Sep 10707  ECE Insufficient 1 3 [ ] Request ‘, 2
& Requests Teacher 2, 3, Bachelor's
2024 2024 Degree or
Harer upload
Visit Reports
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You will be directed to the Edit Teacher page.
2. Onthe Upload Documents section, to upload the documents, click the Upload button.

Note: Refer to the File Upload section for the detailed procedure for uploading the files.

Welcome to legal owner_2 Provider ID 872542 « Return to Pre-K provider list

[ caenaars

Edit Teacher
&  Class Reporting Manager

o
D Document Library

Edit Teacher

= Manage Rosters

@ Manage Sites and Classes * indicates required field
& Manage Users Upload Documents
53] Payment Advices
Please submit the updates after the documents are uploaded.
@)  Payment Holds
a Requests *Employment documentation indicating teacher employment and start date at a site. Unsubmitted & Upload
Visit Reports f
Ee Waiting Lists
B ¢ Teacher Type
@  Waivers Lead Teacher

*Once the document is uploaded, the status will be changed to Submitted.
3. Now, scroll to the Assign Teacher to a Class section.

4. Update the Begin Date, End Date, and enter Comments, then click the Save button.

== Georgia's a ‘ |
_ O . JP jyothi PD v
8 Pre-< Program Notifications )
Welcome to legal owner_2 Provider ID 872542 « Return to Pre-K provider list
B caenoars g v

a Salary Step

& Class Reporting Manager
E

D Document Library
Fluent in Secondary Language

= Manage Rosters Yes e No
@ Manage Sites and Classes .
Assign Teacher to a Class
o
&¢  Manage Users Provider Legal Name Site Name Class ID
legal owner_2 site_123 456 v
[  Payment Advices ST ite 123 56
* Begin Date End Date
G Payment Holds
Sep 13, 2024 a Sep 16, 2024 ]
a Requests MMM d, yyyyf MMM d, yyvf
Visit Reports
Comments
E  Waiting Lists Updating the dates to resolve the duplicates
@  waiers f

€ Need Support?
Contact Pre-K ¢ : : oY

Phone

The Teacher Multiple Reporting — Confirmation pop-up window will be displayed.
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5. Read the information on this pop-up window, then click the Continue button.

Teacher Multiple Reporting - Confirmation |

You are trying to add a teacher who is currently reported to be teaching at another program. Verify
their information is correct before saving.

*A success message stating that the “Teacher Data Updated Successfully” will be displayed on
the page and the upload button will be removed from the Action column.
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A student waiting list is to maintain an organized queue of students seeking enrollment,
however, it cannot be accommodated immediately due to limited availability. It helps manage
demand for limited spots and facilitates transparency in the enrollment process.

To manage the Student Waiting List, perform the following steps:

1. Go to the Waiting Lists tab on the left panel.

2 Manage Users
® Payment Advices
©)  Payment Holds
Q Requests

Visit Reports

E&) Waiting Lists

%] Waivers

Service Features

@ Sites and Classes

Active Sites 42

Active Classes 12

My Recent Application

E Rosters £)]  payment
Students 9 Last Payment Amount $0
Teachers 26 5/16/2024,
Last Payment Date 7:32 AM
Waitlist 12 -
™

You will be directed to the Waiting List > Student Waiting Lists page.

Geongia De _ )
“L'a::‘:l'; Care _Wmm Georgia's
O b

&2 Class Reporting Manager
(] Document Library
= Manage Rosters

% Manage Sites and
Classes

2 Manage Users
® Payment Advices
()] Payment Holds
Q Requests

Visit Reports

r. Waiting Lists

@ Waivers

€ Need Support?

3 . Pre-v% Program

Welcome to Vikhyat Mehra Project Director  Provider ID 167919

Waiting List

Student Waiting Lists

*indicates required field
*Select School Year

2023-2024 v

Provider Details

Legal Name
Vikhyat Mehra Project Director

Archived Students (1)

Archiving students removes them from the w.

Waiting Lists per Site

20

Notifications

Archive Students

Address Phone

VA Vikhyat Primary Authorized v

« Return to Pre-K provider list

+ Add Student to Waiting List

Clock Tower, Tower-2, Amalapuram, AP, (544) 321-7897

Baker, 53322

aiting list and saves their details for future reference.

View Archived Students
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Adding a Student from the Waiting List

The Adding Student from the 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. On the Waiting List > Student Waiting Lists page, scroll to the Waiting Lists per Site
section.

2. Select the Site from the Select Sites drop-down list.

Note: You can select multiple sites.

Georgia Dept

& sEm e & Georgia's .l.o

and Learning . Pre-% Program

N VA Vikhyat Primary Authorized v
Notifications \ )

Welcome to Vikhyat Mehra Project Director  Provider ID 167919 « Return to Pre-K provider list

2 Manage Users 2023-2024

@ Payment Advices
Provider Details

(3] Payment Holds

Legal Name Address Phone
Vikhyat Mehra Project Director Clock Tower, Tower-2, Amalapuram, AP, (544) 321-7897
a Requests Baker, 53322

Visit Reports

Archived Students (1)

r. Waiting Lists View Archived Students

Archiving students removes them from the waiting list and saves their details for future reference.
1¥2] Waivers

Waiting Lists per Site

© Need Support?

Select Sites

’1 Select Sites vl

Contact Pre-K ¢

Phone

+1800 413 9935 Site Name 2
Email Site Name 1
GAPREK.Support@decal.ga.gov Red Bridge

Clock Tower

Selected Site(s) will be displayed as sections with a list of waiting list students.

3. On the Site [Site Name] section (The Site name is Clock Tower in this scenario), click the
checkbox to select the required students.
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4. Click the Move Students to Class Reporting Manager button.

poa— ) o
6’ ofiarly Care ‘P??»?nglas & VA Vikhyat Primary Authorized v
e~ Program Notifications J
Welcome to Vikhyat Mehra Project Director  Provider ID 167919 « Return to Pre-K provider list

2 Manage Users

I Waiting Lists per Site I

@ Payment Advices

Select Sites

®

Payment Holds
Select Sites v

(Clock Tower

é Requests

Visit Reports

r. Waiting Lists

&  Waivers Kids Listed  Status Move Students to Class Reporting Manager

4 \

NS 2 Select Last First DpoB Gender Phone Email Id Entered Last Last #
&) Nz Surd Name  Name on Modified  Modified
By Date
Contact Pre-K ¢
Student Rajat Jun 6, 2019 Male vikhyat.mehr@mtxb2b.com Jun14, Pranay Jun1s,
f 2024 Kasliwal 2024
Phone
#1800 4139935
Student  Abdul  Jun 6, 2019 Male vikhyat.mehra@mtxb2b.com  Jun14,  Pranay Jun 15,
Email ’ 2024 Kasliwal 2024
GAPREK Support@decal.ga.gov ™
JACK JACK Jul14, 2018 Female (916) 123-4371 tyeS56@g.com Mar 28, Vikhyat May 28,
2024 Mehra 2024 i B

The Move Students to Class Reporting Managers pop-up window will be displayed with the
selected student(s) information as tile(s).

I Move Students to Class Reporting Manager I

Selected Students Information

* Indicates required field

Abdul Student
vikhyat.mehra@mtxb2b.com || Jun 6, 2019

Additional Information

Rajat Student
vikhyat. mehr@mtxb2b.com || Jun 6, 2019

Additional Information

Cancel
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5. Onthe required student tile, click the arrow to expand the Additional Information
section.

Move Students to Class Reporting Manager

Selected Students Information

* Indicates required field

Abdul Student
vikhyat.mehra@mtxb2b.com || Jun 6, 2019

Additional Information

Rajat Student
vikhyat. mehr@mtxb2b.com || Jun 6, 2019

Additional Information

(cance

6. On the Additional Information section, enter the following information:
a. Enter the nine-digit SSN in the Social Security Number textbox.
Note: Check the SSN Not available checkbox, if you don’t have a Social Security
Number.
Select the value in the Multi-birth drop-down list.
Select Yes or No radio button for Transportation option.
Select Yes or No radio button for Socioeconomic Category option.
Select Yes or No radio button for Does this child receive Special Education

® oo o

Services option.

Move Students to Class Reporting Manager

Selected Students Information

* Indicates required field

Student Fourteen
testr4S@g.com || Jul 25, 2018

Additional Information

SSN Not available
* Social Security Number * Multi-birth

Enter 9 digit SSN Select Multi-birth .

* Transportation

Socioeconom nic

Category 1 Category 2

/ Does this child receive Special Education Services?

Yes No
S

Ye No

Cancel
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f. Select Yes or No radio button for Is this child in a blended Head Start/Pre-K
classroom option.

g. Select the value in the Ethnicity drop-down list.

h. Select the value(s) under the Race options.

Move Students to Class Reporting Manager

ClIEr 9 ulgit 91y SEIELL VUIU=DI U v

* Transportation

Yes No

* Socioeconomic

Category 1 Category 2

* Does this child receive Special Education Services?

Yes No

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

Yes No
* Ethnicity
Select Ethnicity
*Race
American Indian or Alaskan Native Asian Black or African American

Native Hawaiian or Other Pacific Islander White Information Not Provided

Class Details

7. On the Class Details section, select the class in the Select a Class drop-down list.
8. Click the Save button.

Move Students to Class Reporting Manager

oo o

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

Yes No
* Ethnicity
Select Ethnicity
*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

/ Select Class

{Cance\
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*After saving, a success message will be displayed on the page.

Once all the students’ additional information is updated and saved, then the Confirm Move
button will be enabled,

9. After saving all the students’ additional information, click the Confirm Move button.

Move Students to Class Reporting Manager

Not 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

112235

*Begin Date in Class End Date in Class

Jun 13, 2024 Jun 28, 2024

Save

E=

*A success message will be displayed on the page, and the student record will be moved from
the Students Waiting List to the Current Students List.
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Adding a Student to the Waiting List

To add a student to the Waiting List, perform the following steps:

mm Georgia's

g Pve-% Program

1. On the Waiting List > Student Waiting Lists page, click the +Add Student to Waiting List

button.

20

Notifications

G o] g Georgia's
nd Learning ‘Pre-¥ Program
Welcome to Vikhyat Mehra Legal Owner Provider ID 167919

%, Manage Sites and

Classes

Archive Students

Waiting List

¢ Manage Users

Student Waiting Lists

[®  Payment Advices
s EaymentHolds * indicates required field
&  Requests * Select School Year

2023-2024 v

Visit Reports

Provider Details

Legal Name Address

VD Vikhyat Mehra Project Director v

€ Return to Pre-K provider list

+ Add Student to Waiting List

You will be directed to the Waiting List > Add Student page.

2 Manage Users

Waiting List
Add Student

® Payment Advices

®

Payment Holds

Q Requests

Select a method to Add Students

Add Manually Bulk Upload

* indicates required field

Visit Reports

r. Waiting Lists

@ Waivers
Site Details
® Need Support? * Select a Site
Select Progress v
Contact Pre-K @

Student Information
Phone

<« Return to the list
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2. On the Site Details section, select the site in the Select a Site drop-down list.

2 Manage Users

Waiting LiSt < Return to the list

Payment Advices

®

Add Student
®)  Payment Holds
a

Requests

Select a method to Add Students

Visit Reports
Add Manually Bulk Upload

* indicates required field

@ Waivers
Site Details

@ Need Support? *Select a Site
Select Progress v
Contact Pre-K @

Student Information
Phone

Note: You can bulk upload student data by downloading the template from the Get Student
Waiting List Template button and using the Bulk Upload feature. Refer to the Bulk Upload
section for instructions on uploading student data to the Waiting List.

Georgia Dept

3 . W Georgia's ‘.o ( )
O :gsﬂv;‘z:-?;; -— We,y(p,gog,am JL  Jeannie Lippy v

Notifications
Welcome to Chirec International  Provider ID 228179 « Return to Pre-K provider list

P Manage Users

@  PaymentAdvices Waltlng List « Return to the list
= Payment Holds Add Student

&  Requests

Visit Reports Select a method to Add Students
| Add Manually

e Waiting Lists

@ Waivers Upload CSV Data

Get Student Waiting List Template

© Need Support? Please note that you will need the following information to complete the Bulk Upload.

1. Validations for 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 Parent/Guardian Zip code in numeric and xxxxx pattern.

. Please enter the Parent/Guardian Phone in numeric and xxx-xxx-xxxx pattern.

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

Please make sure to enter the Date Started on Waiting List between 1/1 and 6/30 of the selected school year (For Example if the selected school
Email year is 2023-2024 it should be between 1/1/2023 to 6/30/2024).

i. Please make sure to enter the "Which language is spoken at home (other than English)?" column if Multilingual Learner is Y.

Contact Pre-K !

Phone

< =

+1844 480 2029

=

B3

prek@decal.ga.gov
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3. On the Student Information section, enter the following information:

Note: Fields marked with a red asterisk (*) are mandatory fields.

a. Enter the First Name, Middle Name, Last Name, and Address in the designated
textbox.
Note: Select the No Middle Name on Documentation checkbox, if you do not
have a middle name.
b. Select the date in the Date of Birth field.
c. Select the Yes or No radio button for the Multilingual Lerner option.
@  Payment Holds *First Name *Middle Name *Last Name
& e 7 / /
- _> No Middle Name on Documentation
r. wamng e Name Suffix / *Date of Birth _ G-—\'J-—v‘ ]
@  Waivers *Multilingual Learner
/ Yes No
:; T g Last 4 digits of SSN
Address
Piione * Street Address - 1 Street Address - 2 *City
+1844 480 2029 / /
Em?;d ‘ * County of Residence State *Zip Code
prek@decal.ga.gov / AR . ] / ~

4. On the Parent/Guardian Information section, enter the following information:

a. Enter the Parent/Guardian First Name and Parent/Guardian Last Name in the
designated textbox.
b. Select the Relationship in the Relationship drop-down list.
c. Enter the Email Address in the Parent/Guardian Email textbox.
Enter the Zip Code in the Parent/Guardian Zip Code field.
o= Georgia's ‘o (95 vikhyat Menra Project Director
Welcome to Vikhyat Mehra Legal Owner  Provider ID 167919 & Return to Pre-K prov
- I Parent/Guardian Informationl
% ge Sites and
*Parent/Guardian First Name *Parent/Guardian Last Name * Relationship
2 Aanage User ’ f ’ Select Relationship v
B Pay “Parent/Guardian Email Address *Parent/Guardian Zip Code
(]
& Additional Contact Person Information

5. On the Additional Contact Person Information section, enter the following information:
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a. Select the date in the Date Started on Waiting List field.
b. Select the year in the Select School Year drop-down list.

6. Click the Save button.

@ Payment Advices
©)  Payment Holds | Additional Contact Person Information
&  Requests Parent/Guardian First Name Parent/Guardian Last Name Relationship
Select Relationship v

Visit Reports

Parent/Guardian Email Address Parent/Guardian Zip Code
e Waiting Lists
@ Waivers

* Date Started on Waiting List *Select School Year

Jun 29, 2024 @ Select School Year v
@ Need Support?
Contact Pre-K @@
Phone
+1800 413 9935 =
o |

Email -
nnnnnnnnnnnnnn . ]

*After saving, a success message will be displayed on the page and the student record will be
moved from the Students Waiting List to the Current Students List.

Archiving a Student

To archive students, perform the following steps:

1. On the Waiting List > Student Waiting Lists page, scroll to the Waiting List per Site
section, and click the checkbox to select the Student.

Georgia's ‘o VD khyat Mehra Project Director v
Pre-% Program Notificat ek s .
e to Vikhyat Mehra Legal Owner  Provider ID 167919 « Ret Pre-K provide
fi ting li ire
Waiting Lists per Site
Calendars
g Select Sites
A s Rey
- fanager =
3  Document Library (* Vikhyat Test New Site
— Aanage R
Vikhyat Test New Site
¢ Move Students to Class Reporting Manage
4
P
a1
Select Last Name First Name DOB Gender Phone Email Id Entered Last Last Modified Action
® mer on Modified By  Date
[} ment Ho bOneTwo 20neTwo May 1, 2019 Male test321@gmail.com May 24 Vikhyat May 28, 2024 7
2024 Mehra
A  Reque
= khyat May 3, 2018 Male vikhyat. mehra@mtxb2b.com May 15, Vikhyat May 28, 2024 p
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2. Scroll up, then click the Archive Students button.

o Geengla Dept P ‘o 2
‘arly Care Georgia's o RO S b

O fasn ‘\;,Kp,gogvam o ‘ VD Vikhyat Mehra Project Directo
Welcome to Vikhyat Mehra Legal Owner  Provider ID 167919 « Return to Pre-K provider list

@ Home Walting LiSt + Add Student to Waiting List

Calendars Student Waiting Lists

Class Reporting

°
&
Manager

[0  Document Library .

= Manage Rosters 20asseios ¥

Manage Sites and Provider Details

&

Classes
Address Phone
&+ Manage Users hra Legal Owner Clock Tower, Amalapuram, AP, Baker, 53322 (544) 321-7897
® Payment Advices
Archived Students (1) View Archived Students
&)  Payment Holds L
Archiving students removes them from the waiting list and saves their details for future reference
a Requests
B visitReports Waiting Lists per Site
b Waiting Lists
Select Sites
@ Waivers s o ™
Select Sites v

The Archive Students pop-up window will be displayed.

3. Onthe Archive Students pop-up window, click the radio button to select the
appropriate reason for archiving the student, 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
Enrolled in Program
Family Withdrew
Could not Contact
Other

Selected Students Information

Last Name First Name DOB Gender Email Id Entered On

bOneTwo aOneTwo May 1, 2019 Male test321@gmail.com May 24, 2024

*The student data archived successfully message will be displayed on the page, and the student
record will be moved from the waiting list to the Archive List.
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MANAGING ROSTER
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The purpose of managing rosters is to accurately maintain and update student enroliment

information, ensuring that all records are current and complete. Proper roster management

ensures compliance with state guidelines, supports accurate attendance tracking, and facilitates

funding allocation.
To manage the rosters, perform the following steps:

1. Go to the Manage Rosters tab on the left panel.

== Georgia's ‘o ( v
‘-E?\’e—KPvg;gram Notifications | VD Vikhyat Mehra Project Director v
Welcome to Vikhyat Mehra Legal Owner Provider ID 167919 €« Return to Pre-K provider list
Dashboard
Calendars
Important Communications
3 Class Reporting Manager
03 Document Library Critical Reporting Dates >
Service Features
Manage Sites and
% Classes
@ Sites and Classes E Rosters (£  payment
¢ Manage Users
You will be directed to the Manage Rosters page.
2. Click the Manage button on the desired Site tile.
& Home Manage Rosters & Print Rosters
Calendars Select a site to access the roster.
-

82 Class Reporting Manager Site Jyothi1 site name 1 Vikhyat Test New Site

Lee Vining, CA, Appling, 93541 GA, Baldwin, 12203 Te 456789, Lko, GA, Appling

O Document Library

Classes at this site: 0 Classes at this site:

?‘1 Manage Sites and

Classes Students in the Current Roster: 0 Students in the Current Roster:

Roster Status Roster Status

2 Manage Users

Program Legal Vikhyat Mehra Legal Program Legal Vikhyat Mehra Legal
= Manage Rosters Name: Owner Name: Owner

12

Program Legal Vikhyat Mehra Legal

Name: Owner
6 Classes at this site: 5
0 Students in the Current Roster: 12

Roster Status Not Submitted

® Payment Advices Manage ‘ ‘ Manage

) Payment Holds

&  Requests Address

Visit Reports

Program Legal Vikhyat Mehra Legal
B Waiting Lists Name: Owner Name: Owner

address, city, GA, Barrow, 76587

Program Legal Vikhyat Mehra Legal

[ ———

| Manage |
Manage

Site Name 1

Test, 213, Test, C

Program Legal Vikhyat Mehra Legal
Name Owner

You will be directed to the selected Site details page > Student Roster tab.
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@&  Home Manage Rosters « Return to the list

Calendars Late Start Request  Late Roster Submission Request

&2 Class Reporting Manager Clock Tower & Filter
[} Document Library

Manage Rosters

% Manage Sites and

Classes School Year: 2023-2024 Site Roster Status: Not Submitted ~ Roster: FY24 Roster Cycle 4 Class Roster Submission Count: 0/2
Count Date: Jun 23, 2024 Roster Due Date: Jun 29, 2024
2 Manage Users
ECRGULIEE Submit All Rosters

@ Payment Advices
@ Payment Holds Lead Teacher: Total Students: 1 Category 1 with Transportation: 0 Assistant Teacher.

Class ID: 100018 Category 2 with Transportation: 0 Roster Due Date: Jun 12, 2024
é Requests . 5

& Print bmit Roster
Visit Reports n

View Rosters
On the Student Rosters tab, the Roster details will be displayed.

Note: Rosters are generated based on the Roster Due Date.

TOTTTCaTToT 7
Welcome to Chennai Super Kings  Provider ID 167847 & Return to Pre-K provider list
@  Home Manage Rosters « Return to the list
Late Start Req Late Roster Submission Req

Calendars rt Request R r mission Request

2 Class Reporting Manager Test Site 1 & Filter

(] Document Library

Manage Rosters
9: Manage Sites and
Classes School Year: 2023-2024 Site Roster Status: Not Submitted ~ Roster: FY24 Roster Cycle 4 Class Roster Submission Count: 0/2
Count Date: Jun 23, 2024 Roster Due Date: Jun 29, 2024
2 Manage Users
ECRal Submit All Rosters
@ Payment Advices
@ Payment Holds Lead Teacher: Total Students: 13 Category 1 with Transportation: 0 Assistant Teacher:
Class ID: 4005 Category 2 with Transportation: 1 Roster Due Date: Jun 27, 2024
Q Requests y
& Print Submit Roster
Visit Reports
Last Name First Name Student ID Gender Begin Date End Date Duplicate Flag
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o

[} Document Library

% Manage Sites and
Classes

2 Manage Users
@ Payment Advices
(1]} Payment Holds
g Requests

Visit Reports

B Waiting Lists

=3 Class Reporting Manager

= Manage Rosters

Last Name

Caleb

Core

Core

bubu

DubuU

Kaleb

Kohli user

Pluto

Pluto

test bat

First Name

Aria

Intel

Intel

BUBU

BUBU

Arya

virat

Planet

Planet

virat

Student ID

0043659

0043662

0043663

0043660

0043661

0043658

0043668

0043667

0043666

0043669

Gender

Male

Male

Male

Female

Male

Male

Male

Female

Male

Male

Begin Date

Jun 10, 2024

May 27, 2024

Jun 03, 2024

Jun 03, 2024

Jun 1, 2024

Jun 03,2024

Jun 12,2024

Jun 10, 2024

May 27, 2024

Jun 12, 2024

End Date

Jun 26, 2024

Jun 26, 2024

Jun 26, 2024

Jun 27,2024

Jun 25,2024

Jun 27,2024

Jun 20, 2024

Jun 26, 2024

Jun 18, 2024

Jun 20, 2024

Duplicate Flag

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.

p 173709

Student Roster

Bakingo Acadamy

School Year: 2024-2025

Count Date: Jul 01, 2024

& Print

Manage Rosters

Site Roster Status: Not
Submitted

Roster Due Date: Jul 10,
2024

Roster: FY25 Roster Cycle 1

« Return to Pre-K provider list

<« Return to the list

& Filter

Count: 0/4

Class Roster Submission
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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.

——
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g Pve-% Program

First Name

coReyy

Branden

Daquan

chEEnaa

Cheenaa

Manage Rosters
Bakingo Acadamy
. 2024-2025
ate: Jul 01, 2024
& Print
100010
& Print
Last Name
AnDersonn
Benton
Gamer
KinGG
Kingg
Mushail

Commandoo

Not Submitted  Roster

ate: Jul 10, 2024

Student ID

0034979

0007332

0043635

0040581

0040580

0043634

FY25 Roster Cycle 1

portation: 0 A

te: Jul 10, 2024

Gender

Male

Male

Male

Male

Male

Male

Begin Date

Jun 05, 2024

Jun 11,2024

Jun 17,2024

Jun 12,2024

Jun 12,2024

Jun 14,2024

End Date

« Return to the list

& Filter

School Year

2024-2025

Roster Cycle

FY25 Roster Cycle 1

Class ID

100007

Socioeconomic (category 1 students)

Category 1

Transportation
Multilingual Learner

Special Education Services

X
L3
X
X
X
k

= -

The search results will be displayed based on the selection entered.

Manage Rosters

« Return to the list

3 & Filter
Bakingo Acadamy = Fle
tudent Ros
ar: 2024-2025 te Roster Status: Not Submitted FY25 Roster Cycle 1 unt: 0/1
Count Date: Jul 01, 2024 Roster Due Date: Jul 10, 2024
& Print
Total Stud 1 ategory 1 h Tra r 0 er: akhilll Testet
Class ID: 100007 Trar ortati 0 Date: Jul 10, 2024
& 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 Rosters
To submit the roster, perform the following steps:

Note: You can also submit all the Rosters of the Site at once by clicking on the Submit All
Rosters button.

1. To submit a Student Roster, go to the required Roster tile then click the Submit Roster

%, Manage Sites and
Classes Lead Teacher: new Teacher Total Students: 1 Category 1 with Transportation: 1 Assistant Teacher:
Class ID: 64335 Category 2 with Transportation: 0 Roster Due Date: Jun 27, 2024
2 Manage Users
& Print Submit Roster
@ Payment Advices
Last Name First Name Student ID Gender Begin Date End Date Duplicate Fla:
(1]} Payment Holds 9 P 9
Site Director Asa 0040605 Male Jun 03, 2024 Jun 26, 2024
a Requests

2. Check the certifying checkbox and click the Accept & Submit button.

Submit Student Roster

* indicates required field

You are submitting Roster Cycle 4 for the school year 2023-2024.

*@ By clicking Accept & Submit below, | certify that the statements | have made to the Department are true and accurate to the best
of my knowledge. | understand that any false, fraudulent, or fictitious statement or representation made to the Department is punish-
able by law and could result in a felony charge and/or civil penalties up to $11,000 plus damages for each false claim made, pursuant
to O.C.G.A. 16-10-20 and 23-3-121.

[ Cancel || EASSTEACTY

*After saving, a success message will be displayed on the page.
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MANAGING PAYMENTS
Payment Advice are categorized into three different types:

e Monthly Payments

e Special Payments

e Start-Up Payments

—— sy
_=m Georgia’s

g Pve-% Program

To view the different Payments under the Payment Advice section, perform the following steps:

1. Go to the Payment Advices tab on the left panel.

, Georgia Dept
of Early Care
and Learning

20

Notifications

& Georgia's
W Pre-< Program

Welcome to zzz Buyer one COO  Provider ID 235342

Calendars

Dashboard

{:5( New Applications are open for the current school year. Please fill out the form.

&3 Class Reporting Manager

O Document Library Important Communications

= Manage Rosters

. Manage Sites and My Recent Application

Classes

Manage Users

Payment Advices

Payment Holds

De

®

D @

Requests

Visit Reports

B>  Waiting Lists

‘ TN test first name test Last Name v

« Return to Pre-K provider list

Apply Now

You will be directed to the Payments > Payment Advice Summary page.

20

Notifications

& Georgia's

= Pre-% Program
Welcome to zzz Buyer one COO  Provider ID 235342

(] Document Library

Payments

= Manage Rosters

Payment Advice Summary

%1 Manage Sites and
Classes

2 Manage Users

® Payment Advices

(1] Payment Holds

Payment Advice Type

Select Payment Advice v

é Requests

‘ TN test first name test Last Name v

€ Return to Pre-K provider list
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Monthly Payments

Monthly payments are the multiple payments made to the lead teacher, assistant teacher,
student, and transportation every month. Once the Provider makes the monthly payments, the
data will be updated on the Portal.

To view the Monthly Payments, perform the following steps:

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

P - : ® )

o & :-Peef{)rglas o ‘ TN test first name test Last Name v
€ Program Notifications . J
Welcome to zzz Buyer one COO  Provider ID 235342 « Return to Pre-K provider list

Home PaymentS

Calendars | Payment Advice Summary |

Class Reporting Manager

Payment Advice Type

(] Document Library
{ Select Payment Advice vl

= Manage Rosters i i
9 I Monthly Payments I \

Manage Sites and Special Payments

Classes Start-Up Payments

2 Manage Users

Payment Advices

(1]} Payment Holds

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.

== Georgials - ‘ TN test first name test Last Name v |
bt rogram Notifications )
Welcome to zzz Buyer one COO  Provider ID 235342 « Return to Pre-K provider list

@ Home Payments
Calendars Payment Advice Summary
&3 Class Reporting Manager
* indicates required field
] Document Library

Payment Advice Type * Year *Month

= Manage Rosters Monthly Payments v ’ 2024-2025 v ’January v

% Manage Sites and
Classes

Manage Users

De

The search results will be displayed.
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You can view the Provider details and a complete Provider Payment Summary.

P , 0
oitaiycwe MWW Georgia's . | fi + Last N

() indlearning WM Pre-« Program Notations | TN test first name test Last Name v/

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

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

Calendars L

Provider ID: 235342 TIN: 654312345
&%  Class Reporting Manager

ADDRESS
03  Document Library sSTreet1 Srtee23

aafdsa

YE, Atkinson 54322
= Manage Rosters

I Provider Payment Summary - zzz Buyer one COO

9: Manage Sites and
Classes

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

@ Payment Advices Total Sites Total Classes Payment Processed Date Grand Total Payment
1 1 06/06/2024 $425031.88

(1]} Payment Holds
Total Lead Teacher Salary $9575.24 Total Operating Classroom $103.52
é Requests
Total Lead Teacher Supplement $9575.24 Total Transportation $3000
Visit Reports
Total Lead Teacher Benefits $287256.36 n
E®  Waiting Lists Total Assistant Teacher Salary $5675.38 -

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

Under the site and class payment summary sections, you can view the total payment and
individual payments.

TN test first name test Last Name v
Notifications L )

6' o Pty Cape g Georgia's
and Learming Pre-¥ Program

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

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

@ Home
Number of Classes Total Payment
Calendars 1 215456.64
&% Class Reporting Manager
Total Lead Teacher Salary $9575.24 Total Operating Classroom $103.52
(] Document Library
Total Lead Teacher Supplement $9575.24 Total Transportation $3000
= Manage Rosters Total Lead Teacher Benefits $287256.36
% Manage Sites and Total Assistant Teacher Salary $5675.38
Classes
Total Assistant Teacher Benefits $109846.14

2 Manage Users

I Class Payment Summary - 100032
(E] Payment Advices

Lead Teacher Credential Lead Teacher CYE Total Students

@)  Payment Holds ECE Bachelor's Degree or Higher 3 2

a Requests Total Teacher Salary Total Transportation Total Operating Classroom

- $421928.36 $3000 $103.52

Visit Reports ™~
CURRENT PAYMENTS RETRO PAYMENTS

E_é Waiting Lists - Tem

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

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

To view the Special Payments, perform the following steps:

1. Onthe Payment Advice Summary page, select Special Payments from the Payment
Advice Type drop-down list.

Georgia Dept — 0 o (
of Early Cg'l‘(_ - Georglas ‘.' TN test first name test Last Name v
andLearning WM PYe-% Program Notifications
Welcome to zzz Buyer one COO  Provider ID 235342 < Return to Pre-K provider list
@ Home Payments
Calendars | Payment Advice Summary |

82 Class Reporting Manager

Payment Advice Type

(] Document Library
{ Select Payment Advice vl

= Manage Rosters H )
g H Monthly Payments \

@ Manage Sites and I Special Payments I

Classes

Start-Up Payments

2 Manage Users

[ Payment Advices

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.

§Qeorgla's ‘.‘ ‘ TN test first name test Last Name v ‘
. Pre-¥ Program Notifications . )
Welcome to zzz Buyer one COO  Provider ID 235342 <« Return to Pre-K provider list
Home Payments
Calendars Payment Advice Summary
&% Class Reporting Manager

* indicates required field
(] Document Library
Payment Advice Type *Year *Month

= Manage Rosters Special Payments v 2023-2024 v June v
9: Manage Sites and \ \

Classes

2 Manage Users
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The search results will be displayed.

mm Georgia's
Hy Pve-¥ Progra

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

m

6‘ o Pty Cave Georgia's ‘.o
=N Pre-< Program Notifications
Welcome to zzz Buyer one COO  Provider ID 235342
@  Home Bright from the Start: Georgia Department of Early Care and Learning
Provider ID: 167919 TIN: 123455555
Calendars
0o  Class Reporting ADDRESS
S Manager Clock Tower Tower-2
Amalapuram
AP, Baker 53322
[m] Document Library
= Manage Rosters I m Provider Special Payment Summary - Vikhyat Mehra Legal Owner |
@ Manage Sites and ‘ o If you have questions or concerns, submit a support ticket and select “Payment Advice" from ticket categories.
Classes
2+ Manage Users Total Sites Total Classes Grand Total Payment
1 (4 $9000
[®  Payment Advices
Special Payment Details
()] Payment Holds
Site Name Class ID Special Payment Amount Recipient Type
&  Requests
Vikhyat Test New Site $2000 site
Visit Reports
Vikhyat Test New Site 51000 Site
Eo  Waiting Lists
$1000 Provider
@  Waivers
$100 Provider

TN test first name test Last Name v ‘

« Return to Pre-K provider list

& Download

Payment Processed Date

06/20/2024

Comments

Test Payment

test

Test

Test i

To download the payment advice, refer to the Download Payment Advice section.
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The Startup Payments are issued to the Legal Owner once the new Pre-K application status is
updated to Grant Agreement Finalized. The amount of this startup payment is determined by
the number of Sites based on recommendations from internal users.

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

1. Onthe Payment Advice Summary page, select Start-Up Payments from the Payment

Advice Type drop-down list.

Georgia Dept = .
of Early Care Georgia's
(5 St G Georgias

Welcome to zzz Buyer one COO  Provider ID 235342

Home Payments

Calendars

I Payment Advice Summary |

&3 Class Reporting Manager

Payment Advice Type

(] Document Library
i Select Payment Advice vj

= Manage Rosters i )
g Monthly Payments g\

Special Payments

Start-Up Payments

% Manage Sites and
Classes

&+  Manage Users

20

Notifications

‘ TN test first name test Last Name v

« Return to Pre-K provider list

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

button.

s= Georgia's
W Pre-v Program

Welcome to zzz Buyer one COO  Provider ID 235342

@  Home Payments

Calendars Payment Advice Summary

&% Class Reporting Manager

* indicates required field
(] Document Library
Payment Advice Type * Year

= Manage Rosters

Start-Up Payments v 2023-2024

%1 Manage Sites and
Classes

28 Manage Users

@ Payment Advices

(1] Payment Holds

Q Requests

20

Notifications

N

‘ TN test first name test Last Name v

« Return to Pre-K provider list

The search results will be displayed.
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You can view the Provider Details and a complete Provider Start-Up Payment Summary.

[ TN test first name test Last Name v

& Trarly Care g Georgia's 20

and Learning ‘Pre-% Program

Notifications

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 I

& Download
@ Home Provider ID: 167919 TIN: 123455555

Calendars
ADDRESS

Clock Tower Tower-2
&2 Class Reporting Manager Amalapuram
AP, Baker 53322

(] Document Library

| Provider Start-Up Payment Summary - Vikhyat Mehra Legal Owner
= Manage Rosters

° If you have questions or concerns, submit a support ticket and select "Payment Advice" from ticket categories.
(BC‘ Manage Sites and

Classes

Total Sites Total Classes Grand Total Payment Payment Processed Date
&+ Manage Users 2 2 $16000 06/20/2024

Start-Up Payment Details

(1]} Payment Holds

I?@ Waiting Lists

Site Name Class ID Start-Up Amount
é Requests
Site 2 97851333 $8000
Visit Reports
$8000 n

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.

Dept

& Georgia's ‘»°
W Pre-% Program

ning ‘ TN test first name test Last Name v

Notifications

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

* indicates required field

@ Home
Payment Advice Type *Year *Month
Calendars
Monthly Payments v 2023-2024 v June v Search
&2 Class Reporting Manager
(hm] Document Library

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

Manage Rosters Provider ID: 235342 TIN: 654312345

Manage Sites and
& Classes ADDRESS
sSTreet] Srtee23
aafdsa

o) v} 1l

A PDF version of the selected Payment Advice Type’s Payment Summary will be downloaded.

G

gceovg\a‘s
Pre-+ Program

Bright from the Start: Georgia Department

N 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 o $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
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VIEWING PAYMENT HOLDS

The purpose of this function is to monitor any delays or issues with payment disbursements

that might affect your program's operations.

To view the Payment Holds, perform the following steps:

1. Go to the Payment Holds tab on the left panel.

mm Georgia's

—

g Pve-% Program

Georgla Dept

A of Early Care
O dhmse

Calendars

o

O  Document Library
= Manage Rosters

% Manage Sites and
Classes

2 Manage Users
@ Payment Advices
®;  Payment Holds
Q Requests

Visit Reports

B  Waiting Lists

&= Georgia's
W Pre-v Program

2 Class Reporting Manager

Welcome to Vikhyat Mehra Legal Owner  Provider ID 167919

Dashboard

Important Communications

Critical Reporting Dates
Service Features

@ Sites and Classes

Active Sites

Active Classes

My Recent Application

APPLICATION NUMBER
15098

9 Rosters

42 Students
14 Teachers
Waitlist
TYPE
Pre-K Continuation Application

STATUS
Not Submitted

20

Notifications

20

p S
VD Vikhyat Mehra Project Director v

« Return to Pre-K provider list
>
(£)]  Ppayment
Last Payment Amount $0
16/2024,
Last Payment Date M

PROGRAM

2024 Pre-K 10 Month Program

You will be directed to the Payment Hold details page.
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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.

o Georgia Dept - © \
O b —s-wc?ﬂg‘as & VD Vikhyat Mehra Project Director v

* ¥ Frogram Notifications L ),

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

Home Payment Holds
Calendars Payment Hold Details
&3 Class Reporting Manager

(] Document Library
For assistance resolving your payment hold, submit a help ticket or contact prekbusiness.support@decal.ga.gov.

Manage Rosters

Grantee Level
%, Manage Sites and
Classes
Status  Provider Name Effective Start Date Comment from Department Reason
2 Manage Users
Active Vikhyat Mehra Legal Owner Jun 18, 2024 Funds Due Back to the Department @
@ Payment Advices
Active Vikhyat Mehra Legal Owner Jun 19, 2024 tets Past Due Requested Documents
=
Site Level
é Requests
Visit Reports Status Site Name Effective Start Date Comment from Department Reason
= Active Clock Tower Jun19, 2024 Temporary Closure @ e - Tems
o Waiting Lists -

o Site Level: Payment is held at the site level. If a payment is held at this level, all invoice
records for that site will be marked as on hold. Consequently, no payment will be made
to that site in the specific payment cycle.

JRp— o o )
@ sEmGr & Georgia's o VD Vikhyat Mehra Project Director v
>7¥ Program Notifications L J
Welcome to Vikhyat Mehra Legal Owner Provider ID 167919 « Return to Pre-K provider list
@ Home Status  Provider Name Effective Start Date Comment from Department Reason
Calendars 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
&3 Class Reporting Manager ¥ 9
O  Document Library Site Level
= Manage Rosters
Status Site Name Effective Start Date Comment from Department Reason
9: Manage Sites and
Classes Active Clock Tower Jun 19, 2024 Temporary Closure @
&+  Manage Users Class Level
@ Payment Advices
Status  Site Name Class Name Effective Start Date Comment from Department Reason
Active  Clock Tower 100018 Past Due Roster Submission @
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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. No payment will be made to the
class if the payment hold is at the class level.

o Georgia Dept ‘ ‘° ,
of Early Care Georgia's . Vi N e v
(O SRS Ao, P%qvam et VD) Vikhyat Mehra Project Director v |
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
B  cCalendars
Active Clock Tower 100018 Past Due Roster Submission @
gs  ClassReporting
Manager Active Vikhyat Site Two 100060 Past Due Roster Submission @
O3  Document Library Active site name 1 100047 Past Due Roster Submission @
= Manage Rosters Active Red Bridge 100262 Past Due Roster Submission @
Active site name 1 100254 Past Due Roster Submission @
@ ManagesSitesand
Classes
Active site name 1 100490 Past Due Roster Submission @
&¢  Manage Users
" N Active Address 100252 Past Due Roster Submission @
B  Payment Advices Active site name 1 100256 Past Due Roster Submission @
Payment Holds Active Vikhyat Test New Site 12234 Past Due Roster Submission @
A Requests Active Vikhyat Test New Site 12235 Past Due Roster Submission @
Active Vikhyat Test New Site 12236 Past Due Roster Submission
Visit Reports v . °
Active Site Jyothi 1 100430 Past Due Roster Submission @
E®  Waiting Lists
Active site name 1 999996 Jun 14, 2024 Temporary Closure @
@  Waivers
Active site name 1 Jun 14,2024 Temporary Closure @
Active site name 1 999994 Jun 15, 2024 Temporary Closure @
© Need Support? ™
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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 Pre-K 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. Scroll to the Requests tab on the left panel 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's -.-o ‘ NU new auth user v
. Pre-« Program T ew auth us
Notifications )
Welcome to Priyaranjan Legal owner Provider ID 167886 « Return to Pre-K provider list
B  Payment Advices
APPLICATION NUMBER TYPE STATUS PROGRAM
@) Payment Holds 13 >re-K New Applicatio Grant Agreement Finalized 2024 Pre-K 10 Mont
PROGRAM YEAR
& Requests et
Visit Reports
]
B  Waiting Lists
@  Waivers Quick Links
Georgia's Pre-K Website Work Sampling Online GELDS GAPDS
©® Need Support?
Learning Resources
Phone
+1844 480 2029 Access your learning material from here
Email
prek@decal.ga.gov Coming Soon Pre-K Provider's Operating Guidelines

You will be directed to the Pre-K Incident page.
2. On the New Incident tab, enter the below information:
a. Select the option from the Category drop-down list.
b. Select the option from the Sub-Category drop-down list.
c. Enter the reason in the Description textbox.

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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3. Click the Save&Next button.

—— sy
_=m Georgia’s
g Pve-% Program

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

Need more information

Description * *

*After saving, a success message will be displayed on the page.
The Pre-K Incident page will be displayed.

4. Click the Select Files To Upload button.

Note: Refer to the File Upload section for the detailed procedure for uploading the files.

Pre-K Incident

New Incident AllIncident

Select Files To Upload

*After uploading, a success message will be displayed on the page.

You will be directed to the New Incident page.
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5. To submit the incident, click the Submit button.

Pre-K Incident

New Incident  All Incident

Select Files To Upload
Help Ticket Issue.png

FILE UPLOAD
This section explains the step-by step procedure to upload the relevant files.

1. To Upload files, click the Upload Files button.

Upload Files

File

& Upload Files Or drop files

2. After uploading the file, click the Upload button.

Upload Files

1. Importance-of-Nature.pdf

Upload

*After uploading, a success message will be displayed on the page.
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UPLOADING LOGO FOR A PROVIDER
This feature enables you to upload the Provider's logo to the Provider Portal.
To upload the logo, perform the following steps:

1. Onthe GA DECAL Integrated Provider Portal welcome page, click the Go to Providers
List button on the Pre-K Portal tile.

Georgia Dept
f Early C

g | Integrated Provider Portal

Welcome, Jeannie Lippy
Program List

= Georgia's
Hy 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: Please note that you cannot upload a logo if you are enrolled with only one provider.

2. Onthe required provider tile, click the Upload icon located beside the Provider’s Name

Welcome, Jeannie Lippy
< Return to DECAL program list

Please select the provider you would like to log into.

Provider List

s N

Chirec International

upload
4 Provider Details

Pre-K Provider ID 228179

SkyVista Solutions
San Francisco CA United States 94105

Provider Details

Pre-K Provider ID 228177

Go To Dashboard

Go To Dashboard

Live Chat
y

Privacy - Terms

A Pop-up window will be displayed.
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3. To upload the logo, click the Upload Files button.

Upload Logo

M, Upload Files | Ordrop files

Cancel

You will be navigated to your local system.

4. Select the image from the desired location, then click the Open button.
Note: Please upload the logo in JPG or PNG format, with a size between 80x80px and
200x200px

A Applications

@© Downloads F

iCloud

=9 Shared

& iCloud Drive
[= Desktop

[ Documents

Tags
® Red

® Orange
> Yellow

® Green

® Blue Show Options Cancel

5. To complete the logo upload, click the Upload button.

imresizer-1723544450782.jpg

*The Logo Image Upload Successfully message will be displayed, and you can view the logo
after refreshing the page.

This concludes the GAPREK Primary Authorized User and Project Director User Guide.
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