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PURPOSE

This user guide provides support to Site 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 Viewing Documents

e Managing Sites and Classes

Site Director e Viewing Calendar

e Managing Visits

e Managing the Class Reporting Manager
e Managing Waiting Lists

e Viewing Rosters

e Submitting a New Incident
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INTRODUCTION

This User Guide will assist Site 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.

ACTIVATING AND LOGGING INTO YOUR ACCOUNT

If you are not enrolled as a Pre-K Provider with DECAL, you must activate your account first.
The Site Director will need to contact their Primary Authorized User to activate provider
details.

Activating the GAPREK User Account

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

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

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

logins.
[External Message] Sandbox: Welcome to GA DECAL (External) nbox x e B
GA DECAL no-reply@decal.ga.gov via xdw9ru1fd7n37j.3s-8hmguay.cs133.bnc.sandbox.salesforce.com 11:23PM (O minutes ago) Dxg “

to chinmayee.chirasmita+999@mtxb2b.com v

Hi John,

Welcome to GA DECAL! To get started, go to https:/gadecal--mergega.sandbox.my.site.com/iccs/login?c=k1eo1NeSGBicMsLJdwt_SYbRtNA3C1
D_TmzdGDaQgKnJfORArSKNw7yyg5ss70tbMhm1U7FvdRsET1f HKV_0a2YENCiSz3EHgWJlyPYWM20gby7ndzaC5pPnCvXH3v3VBbPGXxTmJRFnlys_y1dKON
BcLR2.e7AoNSeNAIEhMQh1QLyjaelGevtlpfitAeQmPEtQHIN04Gnx3wn9I3P1AQD46CLJKg%3D%3D

Username: chinmayee.chirasmita+999@mtxb2b.com

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

The Georgia DECAL Change Password page will be displayed, allowing you to create a
password.
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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.

Integrated Provider Portal

Change Password
WELCOME TO Please enter a new password

Georgia DECAL New Password

Integrated PI’OVider ﬂe Enter Password
Portal ' ) -

MyDECAL is the Georgia DECAL's online ¥ A5 >
platform for program and workforce - Prad e
management. Through MyDECAL, you can

access the below applications

The password should satisfy the password policy
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

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.

ylp Georgia Dept .
2(9Ds dEkardycare | |ntegrated Provider Portal

and Learning

Welcome, Site sneha Contact
Program List

ma Georgia's
my Pre-% Program

Pre-K Portal

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

Go to Providers List—

Live Chat
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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 o
ofkarlyCare | |ntegrated Provider Portal

/<~ and Learning

WELCOME TO Login

Georgia
DECAL

Integrated Provider
Portal o *Password

* indicates required field
*Username

chinmayee.chirasmita+999@mtxb2b.com

MyDECAL is the Georgia DECAL's online B ) Y \ ! P
platform for program and workforce 5 A v G | V Remember me
management. Through MyDECAL, you can )
|

Forgot Password?

access the below applications

CAPS Yox CAPS Pre-K Services i?'v&?i’!%ﬁé‘;im « Privacy Policy  Terms & Conditions

After logging in, you will be directed to the GA DECAL Integrated Provider Portal welcome page.
Please note that if you are enrolled with other Provider Programs, you will also see other
Program Tiles (such as CAPS) in addition to Pre-K.

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

s GeorgiaDept .
ofarly Care | |ntegrated Provider Portal

'~ and Learning

Welcome, Site sneha Contact
Program List
_=m Georgia's
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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The Provider List page will be displayed.
Note: You will be directed to the Provider Dashboard directly if enrolled with only one Provider.

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

G ia Dept — ‘At
6 ofEaflycare WM Georgia's @
and Learning . Pre-v Program s
en_

Welcome, Site Sneha Contact

< Return to DECAL program list

Please select the provider you would like to log into.

Provider List

Legal Owner 123Site 1 JOMO Legal Owner
Testa StreetSausalito CA United States 94965 China
Provider Details Provider Details

Pre-K Provider ID 171651 Pre-K Provider ID [ 235297 ]

Go To DashBoard ] ‘ Go To DashBoard w Live Chat

Privacy - Terms

You will be directed to the Pre-K welcome page, and the Provider ID will be displayed on the
top of the page.

4 Georgla Dept mm Georgia's _._o (== .
CQ ot ] - Pre ,(pgogmm N ‘ SC Site sneha Contact v
Welcome to Legal Owner 123Site1  Provider ID 171651 « Return to Pre-K provider list

Calendars -
Important Communications

&3 Class Reporting Manager

[ ] Document Library Upcoming Visits >

= Manage Rosters

Critical Reporting Dates >
*x Manage Sites and Classes
Visit Reports Site Details
B  waitingLists & Classes EJ  Rosters (£))  waiting List
® Active Classes 4 Students Enrolled 0 Children Listed 0
Need Support?
Teachers 0
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VIEWING DASHBOARD

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

Important Communications

Important communication under the Dashboard section assists the Site 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.

FTeT= Program Notifications L J
Welcome to Legal Owner 123Site 1  Provider ID 171651 <« Return to Pre-K provider list
Dashboarg
Calendars
Important Communications
o0 Class Reporting
Manager
Upcoming Visits >
[ Document Library

Upcoming Visits

This Upcoming Visits section provides a comprehensive overview of all forthcoming visits to this

site. It is tailored to ensure that the Site Directors can efficiently manage and coordinate these
visits.

You can view the Upcoming Visits by clicking the down arrow in the Upcoming Visits section.

o CeorgaDen | g Cooraia 20
f Early C: = Georgia's _ .
O LB - brogam Notifioations [ 80 Site sneha Contact 'J
Welcome to Legal Owner 123Site 1 Provider ID 171651 <« Return to Pre-K provider list
Calendars
Important Communications
P Class Reporting
Manager
Upcoming Visits v
(B} Document Library f
= Manage Rosters View all the upcoming visit dates for the selected time period. 30 Days v
Manage Sites and
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Critical Reporting Dates

The Critical Reporting Dates provides 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.

G ia Dept — )
Cg" offariycare B Georgia's
andLearning WM Pre-% Program

2®

{ SC Site sneha Contact v]
Notifications

Welcome to Legal Owner 123Site 1  Provider ID 171651 <« Return to Pre-K provider list

Calendars

Important Communications

Upcoming Visits v

Class Reporting View all the upcoming visit dates for the selected time period. 30 Days

&
Manager

[} Document Library

= Manage Rosters Critical Reporting Dates

~><

Qe Manage Sites and View all the critical reporting dates for the selected time period. 30 Days v
Classes

Visit Reports
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Service Features

The Service Features section provides an analysis of the number of Sites and Classes, Rosters,
and the details of the Waiting List.

4 Georgia Dept — ., ‘e
f Early Care =" Georgia's o .
CQ and Learning "Preq(pgogram Notifications [ SC Site sneha Contact v]
Welcome to Legal Owner 123Site 1 Provider ID 171651 <« Return to Pre-K provider list
Site Details
I ® iting Li
Calendars O Classes E Rosters 2J]  Waiting List
oo  Class Reporting Active Classes 4 Students Enrolled 0 Children Listed 0
<2 Manager
Teachers 0

(] Document Library

Quick Links

This Quick Links section provides you with immediate access to the most frequently used
features and documents, streamlining your daily operations and enhancing productivity.

< ivhowme W Georgia's 1@ .
O sk are eweMp?og,am g SC Site sneha Contact v

Notifications

Welcome to Legal Owner 123Site1  Provider ID 171651 « Return to Pre-K provider list

Active Classes 4 Students Enrolled (4] Children Listed 0
TeaChers o

Calendars

Quick Links

Class Reporting
Manager
Georgia's Pre-K

Website Work Sampling Online GELDS GAPDS

(] Document Library

= Manage Rosters
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VIEWING DOCUMENTS

The Viewing Document feature allows you to view and manage essential resources, guidelines,
and updates for documents related to the Pre-K Program in the Document Library section.

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

1. Go to the Documents Library tab on the left panel.

:'W(E?E;%;:m " ‘ VD Very New Site Director v

Notifications

Welcome to Vikhyat Test New Site  Provider ID 168084 « Return to Pre-K provider list

Dashboard

Calendars

Important Communications

&2 Class Reporting Manager

(] Document Library Upcoming Visits >

= Manage Roster:

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.

-gﬁge?gg\as 2 ‘ VD Very New Site Director v
‘e~ Program Notifications L J

Welcome to Vikhyat Test New Site  Provider ID 168084 <« Return to Pre-K provider list

@  Home | Document Library

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

&% Class Reporting Manager

D Document Library Category (L1) < Sub Category (L2) Academic Year <

. Site Level Documents v Class Level Documents v 2024-2025
= Manage Rosters

Ao Manage Sites and
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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).

(C]

@
&2

%

B

(] Document Library

© Need Support?

ety Cave Georgia's
ad Laraing "Pre-v. Program

Welcome to Vikhyat Test New Site Provider ID 168084

Home Site Level Documents

Calendars

Class Reporting Manager

Manage Rosters

Passport4
Manage Sites and
Classes Passport3
Visit Reports

Passport2
Waiting Lists

Passport1

Page 1of 1

Showing 1-4 of 4

Visit Documents

Document Name Visit Type

Roster
Verification Visit

Roster
Verification Visit

Roster
Verification Visit

Roster
Verification Visit

Site Name

Vikhyat Test New
Site

Vikhyat Test New
Site
Vikhyat Test New
Site

Vikhyat Test New
Site

Assigned

Specialist

Pre K Director

Pre K Director

Pre K Director

Pre K Director

20

Status

Submitted

Submitted

Submitted

Submitted

‘ VD Very New Site Director vJ

« Return to Pre-K provider list

% Search

Uploaded Date Action

2024-06-04 (o]
’
2024-06-04 (o]
2024-06-04 (o]
2024-06-04 (o]

Show 5 v entries

The view documents pop-up window will be displayed.

3. Click the Name link to view the document.

Name

View Documents

PreK Bulk Student Upload Class Reporting Template (17).xlsx

Uploaded By

Uploaded Date

Vikhyat Mehra Project Director 06/17/2024 03:29:59

10
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MANAGING SITES AND CLASSES

mm Georgia's
Hy Pre-¥% Program

Managing Sites 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.

Geongia Dept
& s
and Learning

& Georgia's
. Pre-v Program

Welcome to Chennai Super Kings Provider ID 167847

Calendars

Important Communications

Upcoming Visits

&% Class Reporting Manager Critical Reporting Dates

(] Document Library

Site Details

= Manage Rosters
@ Classes E Rosters
% Manage Sites and
Classes
Active Classes 6 Students Enrolled 2

Visit Reports Teachers 6
E‘g Waiting Lists ) )

Quick Links

Notifications

20

SD Site director22222 v

« Return to Pre-K provider list

>
>

(£]]  waiting List
Children Listed 24

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

4> Georgia Dept = G .
Gtsycwe W Georgia's
STl | Yoo Program

Welcome to John Doe  Provider ID 173709

@  Home Manage Sites and Classes

Calendars Select a site to access the site information and classes.

Texas Acadamy
3 4 N

&2  Class Reporting Manager sparkle Acadamy

3564 Neville Stre et Santa

(] Document Library
Program Legal Name: John Doe Program Legal Name: John Doe

= Manage Rosters

20

- PA Primary Authh v
Notifications J

« Return to Pre-K provider list

Program Legal Name: John Doe

COO Account A

RD SANTA

é Requests

Program Legal Name: John Doe
Visit Reports

Site ID: 182824

Eé Waiting Lists

Site ID 173710 Site ID: 17371 Site ID: 173712
L SR REER T Classes at this site: 4 Classes at this site 1 Classes at this site: 3
Classes
2 Manage Users (
‘ Manage Manage Manage
@ Payment Advices
(1]} Payment Holds

11
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Managing 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.

Welcome to Chennai Super Kings  Provider ID 167847 « Return to Pre-K provider list
@ Home Manage Sites and Classes
Calendars Select a site to access the site information and classes.
&% Class Reporting Manager Test Site 1 Test Site 4
sadasd asdasd AL Appling 12312 sadasd asdasd AL Appling 12312

(] Document Library

Program Legal Chennai Super Program Legal Chennai Super
- Name: Kings Name: Kings
= Manage Rosters

Site ID: 193874 Site ID: 233914

Manage Sites and
® Classes Classes at this site: 2 Classes at this site 4
Visit Reports . =
‘ Manage ‘ ‘ Manage

B  Waiting Lists -

©® Need Support?

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

Note: You can edit the Site Info by clicking the Edit button.

@  Home Manage Sites and Classes « Return to the list

Calendars
Test Site 4 siein:233014

&3 Class Reporting Manager

3  Document Library
SITEINFO  [cLASSES

= Manage Rosters
Edit
Manage Sites and

x Classes * Indicates required field

Site/Location Name *Number of Pre-K Classes requested
Visit Reports q

Test Site 4 2

B  Waiting Lists

Site Contact

*First Name Middle Name *Last Name

?

©® Need Support? I

Managing Classes

This section helps you to view, move, and close the classes.

12
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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.

Geongia Dept . R
G} s care  Mm Georgia’s ‘-‘o SD  Site director22222 v
% WEm Pre-< Program Notifications J
Welcome to Chennai Super Kings  Provider ID 167847 & Return to Pre-K provider list
@ Home Manage Sites and Classes & RemmiviolE:

Calendars
Test Site 4 sitein:23s014

8% Class Reporting Manager

(] 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 Sites and Department by submitting the Class Curriculum Approval Request.
Classes

= Manage Rosters

* Indicates required field
Visit Reports

E& Waiting Lists

Class head

ID: 888264

Edit

Classroom Type
© Need Support? b

Contact Pre-K ¢ *Curriculum @

Phone Select Curriculum v

13
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Moving a Class

To move the class, perform the following steps:

I

Georgia’s
Pye-¥ Program

I

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

button.

Home Manage Sites and Classes

@
Calendars
Bakingo Acadamy sieoazsz

SITEINFO | CLASSES

* Indicates required field

33 Class Reporting Manager

Qo

(hm] Document Library
= Manage Rosters

Manage Sites and
® Classes

Site/Location Name *Number of Pre-K Classes requested

&¢  Manage Users

Bakingo Acadamy 2
@ Payment Advices
Site Contact
® Payment Holds .
*First Name Middle Name

*Last Name

< Return to the list

{ Move Class J [ Close Class }

Edit \‘

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.

l 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 1D: Classroom 581

Classroom 585 |D: Classroom 585

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

Select Site

14
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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 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

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 from 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

*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.

@  Home Manage Sites and Classes € Return to thelist
Calendars 3 N
Bakingo Acadamy sienars7z Move Class | [ Close Class
) )
&2 Class Reporting Manager
03  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

&¢  Manage Users
Payment Ad
® oy ees Classroom 581 Edit
1D: 100010
@  Payment Holds
Classroom Type
&  Requests

Inclusion

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

1 Select Closure Type

Permanent Closure

Temporary 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

[ 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 ID: Classroom 581
Classroom 585 |D: Classroom 585

Classroom 578 1D: 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

lassroom 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 |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

17



—— .y
GAPREK Site Director User Guide 5?%?€£9;grgm

Name Of Document

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  1D: Classroom 578

Cancel Confirm Closure

*After saving, a success message will be displayed on the page.
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VIEWING CALENDAR
The Viewing Calendar feature lets you view site calendars and their statuses.
To view the Calendar, perform the following steps:

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

o Georgia Dept - o p
G sy gceo"g‘as 2 VD Very New Site Director v
and Learning ‘Pre-¥ Program Notifications )
Welcome to Vikhyat Test New Site  Provider ID 168084 « Return to Pre-K provider list
Dashboard
() Calendars .
Important Communications
&3 Class Reporting Manager
(i ] Document Library Upcoming Visits
E— Manage Rosters
Critical Reporting Dates
%, Manage Sites and
Classes ) )
Site Details
Visit Reports
& classes EJ  Rosters (£)]  waiting List
E®  Waiting Lists
Active Classes 5 Students Enrolled o Children Listed
€ Need Support? Teachers 8

You will be directed to the Site Calendars page. A list of calendars associated with the provider

will be displayed.

— Ceoraia’ 20 ‘
of Farly Care == Georgia's o v i
andLearning WM Pre-% Program Notifications VD Very New Site Director v

Welcome to Vikhyat Test New Site  Provider ID 168084 < Return to Pre-K provider list
@&  Home Site Calendars
@ Calendars
8 Class Reporting Manager Search by Site Name 2023-2024 Reset
(hm] 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
Test1 Vikhyat Test New ~ 2024-06-18 12:38 AM Submitted View
Site
Visit Reports
New Primary Authorized User Vikhyat Test New  2024-06-07 4:34 AM [l Approved Vies
B Waiting Lists Calendar Site
Test New Calendar Vikhyat Test New  2024-05-295:53AM [l Approved View
Site
® Need Support?
Contact Pre-K ~
Phone
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2. Toview the calendar based on the Site Name, select the Site Name from the Search by
Site Name drop-down list.

@  Home Site Calendars

B Calendars

oo Class R ftina Manage 2023-2024 + Reset Create Calendar
=5 Class Reporting Manager

spark

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 Acadamy a Draft
Classes

& Manage Users Hameed V1 sparkle Acadamy  2024-05-30 10:29 AM B Inactive

@ Payment Advices Hameed sparkle Acadamy  2024-05-30 8:11 AM B Amended

& Payment Holds Milind Texas Acadamy  2024-05-30 12:17 AM @ Inactive

&  Requests

— q Calendar B Draft

3. 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.

@ Home Site Calendars
@ Calendars
\ Search by Site Name g Reset T lendar
8 Class Reporting Manager arch t te Name w 2023-2024 ese Create Calenda
v 2023-2024
B Document Library Calendars List
022-2023
= Manage Rosters 2021-2022
Calendar Name  Site Name dTime  Waiver Request Submitted  Status Comments  Actions
2020-202
9;, Manage Sites and
4 V2 c f 3 "
Clssos Hameed V2 sparkle Acadamy =] Draft View Edit Datete
2 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 B Amended
= Payment Holds Milind Texas Acadamy 2024-05-30 12:17 AM = Inactive
&  Requests
= e Calendar 2] Draft View Edit_Delete

The Calendar List will be updated based on the selected Site Name and year range.
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4. To view the respective Calendar, click the View hyperlink.

p— . o
of Farly Care Georgia's & VD Very New Site Director v
] Pre-x Program Notifications L )
Welcome to Vikhyat Test New Site  Provider ID 168084 « Return to Pre-K provider list
@  Home Site Calendars
g8 Class Reporting Manager Search by Site Name 2023-2024 + \ Reset
(] Document Library Calendars List
= Manage Rosters
Calendar Name Site Name Submitted Date and Waiver Request Status Comments Actions
. Time Submitted
%1 Manage Sites and
Classes
Test 1 Vikhyat Test New  2024-06-18 12:38 AM Submitted View
Site
Visit Reports
New Primary Authorized User Vikhyat Test New 2024-06-07 4:34 AM | | Approved
E‘O Waiting Lists Calendar Site
Test New Calendar Vikhyat Test New ~ 2024-05-29 5:53AM [l Approved View
Site
©® Need Support?
Contact Pre-K ¢
Phone -
o Georgia Dept ( )
O snmo gcefﬁg‘as g [ VD Very New Site Director v
=] ogram Notifications L )
Welcome to Vikhyat Test New Site  Provider ID 168084 « Return to Pre-K provider list
@ Home Site Calendars
B  Calendars Calendar Setup « Return to the list
&%  Class Reporting Manager
O Document Library General  Calendar  Sites
= Manage Rosters * Indicates required field
Manage Sites and
% * Start time for the instructional day * End time for the instructional day
Classes
12:00 AM ® 3:00 AM ®
Visit Reports
* Number of days in a standard week the program will run Pre-K
B  Waiting Lists 5 v
* First day of student instruction * Last day of student instruction
©® Need Support? Jun 7, 2024 Jun 28, 2024
* Days Pre-K will not operate (holidays, fall/winter/spring break, etc.)
Contact Pre-K ¢
2 ™
Phone —
* Teacher nlanning da Early Release Davs of <
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MANAGING VISITS
Managing visits 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.

G f.ﬁ"l:ﬁ’.; Cre = Georgia's .‘o

ng . Pre-% Program ‘ VD Very New Site Director v

Notifications

Welcome to Vikhyat Test New Site  Provider ID 168084

Calendars

€ Return to Pre-K provider list

Important Communications

&2 Class Reporting Manager

(] Document Library Upcoming Visits >

= Manage Rosters

Critical Reporting Dates >
Manage Sites and
& Classes . )
Site Details
Visit Reports
@ Classes E Rosters (£))  waiting List
Eé Waiting Lists
Active Classes 5 Students Enrolled 0 Children Listed 1
© Need Support? Teachers 8
Contact Pre-K Quick Links
™
Phone
s104s sonanan Georaia's Pre-K Website Work Sampling Online GELDS GAPDS

*You will be directed to the Visit Reports page.
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Acknowledging the Visit Reports

You can Acknowledge and View the Visit Report, once the visit is completed and published by
Pre-K.

To acknowledge the Visit Reports, perform the following steps:

1. Onthe Visit Reports page, against the required Visit Type, click the Acknowledge
button.

Georyia Dept . (-]
C,‘)" of Early Care ;GEOTQlaS & VD Very New Site Director v
andLearning ‘Pre-« Program Notifications J

Welcome to Vikhyat Test New Site  Provider ID 168084 « Return to Pre-K provider list
@  Home Visit Reports
Calendars
List of Visits
&% Class Reporting Manager

O  Document Library Visit Type
All v
= Manage Rosters
% Manage Sites and Visit Type Site Name Specialist Visit Status Published Date Actions
Classes
Roster Verification Visit Vikhyat Test New Site Pre K Director Publish 06/05/2024 Acknowledge
Visit Reports
Roster Verification Visit Vikhyat Test New Site Pre K Specialist2 Report Acknowledged 06/04/2024 @
B Waiting Lists

The View Acknowledgement pop-up window will be displayed.

2. To acknowledge the report, click the | 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.

I Acknowledge

*After saving, a success message will display on the page.
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Viewing the Visit Reports

To view the Visit Reports, perform the following steps:

A
- 4
L]

1. Onthe Visit Reports page, against the required Visit Type, click the View button.

Georgia’s
Pye-¥ Program

& Georgia Dept
of Early Care
and Learning

& Georgia's

Welcome to Vikhyat Test New Site

@ Home
Calendars
&2 Class Reporting Manager

(hm] Document Library

= Manage Rosters

%, Manage Sites and
Classes

@  Visit Reports

B  Waiting Lists

©® Need Support?

Contact Pre-K

Phone

& Pre-% Program

Provider ID 168084

Visit Reports

List of Visits

Visit Type

All v

Visit Type Site Name Specialist

Roster Verification Visit Vikhyat Test New Site Pre K Director

Roster Verification Visit Vikhyat Test New Site Pre K Specialist2

20

Notifications

Visit Status

Publish

Report Acknowledged

Published Date

06/05/2024

06/04/2024

<

‘ VD Very New Site Director

« Return to Pre-K provider list

Actions

Acknowledge

The detailed Roster Verification Visit Report will be displayed.

& Georgia Dept
of Early Care
and Learning

g Georgia's
“Pre-% Program

Welcome to Vikhyat Test New Site

@ Home

Calendars

&% Class Reporting Manager
3  Document Library

= Manage Rosters

% Manage Sites and
Classes

- Visit Reports

E@ Waiting Lists

©® Need Support?

Contact Pre-K

Phone

Provider ID 168084

Visit Reports

Roster Verification Visit Report

General Details

Visit Time

Arrived Date
4/2024

Departed Date

Reviewer Details

Specialist
Pre K Specialist2

Other Participant 1

Provider Details

Provider Legal Name
Vikhyat Mehra Legal Owner

Project Director
Vikhyat Project Director Two

County
Appling

20

Notifications

Other Participant 2

Site Name
Vikhyat Test New Site

VD Very New Site Director v

« Return to Pre-K provider list

« Back

Other Participant 3

Site Director
Very New 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 view the Visit Reports, perform the following steps:

1. On the Visit Reports page, against the required Visit Type, click the Upload button.

List of Visits
Q Home
Visit Type
Calendars All v
&3 Class Reporting Manager
Visit Type Site Name Specialist Visit Status Published Date Actions.
(hm] Document Library
Roster Verification Visit Test Site 2 Pre K Specialist2 Report Acknowledged 06/10/2024 View ‘
= Manage Rosters
Program Visit Test Site 2 Pre K Specialist2 Report Acknowledged 06/10/2024 View ‘
% Manage Sites and
Classes
Admin Visit Test Site 2 Pre K Specialist3 Publish 06/10/2024
Class Visit Test Site 2 Pre K Specialist2 Documents Requested
B  Waiting Lists
Admin Visit Test Site 2 Pre K Specialist2 Documents Requested
a.. .. in Bocter Verificatinn Vicit Toct Gite 9 Dro W Snocialictd Docimente Bonected

You will be directed to the Visit Type page.

2. Click the Upload button.

&  Home Visit Reports « Back

Calendars Class Visit

&% Class Reporting Manager

O  Document Library Requested

= Manage Rosters

% Manage Sites and Acceptable format for the documents uploads are .docx, .png, .jpg, .jpeg, .gif, .pdf, .txt, .xls, .xIsx, .xps

Classes
L] VBEERERS Document name Due Date Status
Doc 1 06/26/2024 Documents Requested
Eé) Waiting Lists & Upload
Document

® Need Support?

*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 and a success
message will display 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.

Calendars

Important Communications

I &3 Class Reporting Manager |

(] Document Library Upcoming Visits >

= Manage Rosters
Critical Reporting Dates >
Manage Sites and
9'? Classes

Cise Mool

You will be directed to the Class Reporting Manager page.

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

Welcome to Jyothi Site1 Provider ID 232652 « Return to Pre-K provider list

@ Home Class Reporting Manager

Calendars Select a site to access the student and teacher data.

Jyothi Site 1

sghj, Leesburg, VA, Appling

Class Reporting Manager

(] Document Library
Program Legal Name: Jyothi Site 1

= Manage Rosters

Site ID 232652
?‘;, Manage Sites and Classes at this site: 2
Classes Students at this site: 23
Visit Reports
B  Waiting Lists Manage

€ Need Support?

Contact Pre-K

You will be directed to the Site page.
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Adding a Student

To add a student to a class, perform the following steps:
1. On the Class Reporting Manager page, go to the Student Data page.
2. Click the Add Student button.

= Georgia's ‘o ‘ sqQ  sit eroe o
== M - ite director merge qa v
S PYe-v-Program Notifications . )
Welcome to Jyothi Site 1  Provider ID 232652 « Return to Pre-K provider list
@  Home Class Reporting Manager « Return to the list
Calendars Jyothi Site 1
& Class Reporting Manager
(] Document Library StudentData  Teacher Data
— * Select School Year Select Student List
= Manage Rosters
2023-2024 v Current Stud... Search & Filter
?\? Manage Sites and
Classes
+ Add Student + Add Returning Students
Visit Reports

Current Students
|5E<19 Waiting Lists

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

© Need Support?

Select Last Name First Name Student ID Class ID Gender Begin Date in Class
Contact Pre-K ¢ 1

Coleman Maria 0034903 888944 Male Jun 17,2024
Phone

You will be directed to the Add Student page.
3. On the Student Information section, enter the following information:

Enter the First Name in the First Name textbox.

Enter the Middle Name in the Middle Name textbox.

Enter the Last Name in the Last Name textbox.

Select the value in the Date of Birth field.

Select the gender in the Gender drop-down list.

Select the value in the Multi-birth drop-down list.

Enter the nine-digit SSN in the Social Security Number field.

Note: Check the SSN Not available checkbox if you do not have a Social Security
Number.

@ "m0 o o0 oW

h. Select Yes or No radio button for the Transportation option.
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i. Select Yes or No radio button for Socioeconomic Category option.

Student Information

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

* indi ired f
3  Document Library Enter the student name as it appears on the birth documentatior
= M - *First Name *Middle Name *Last Name
= Manage Ro / /

= Aanag es d

& Classes No Middle Name on Documentation

Suffix (Jr., 1L, IV, V, etc.) *Date of Birth *Gender
&+  Manage Users / M

i t Gender -

® >ayment Advice

*Multi-birth
@)  Payment Holds / Select Multi-birth v
& i *Social Security Number

/ £ SN
sit Reports
SSN Not available
B Waiting Lists *Transportation
/ Yes ® No

/ * Socioeconomic
Catennry 1 Catennry 2

j. Select Yes or No radio button for Multilingual Learner option.

k. Select Yes or No radio button for Does this student receive Special Education
Services option.

l. Select Yes or No radio button for Is this student in a blended Head Start/Pre-K
classroom option.

m. Select the value in the Ethnicity drop-down list.

n. Select the value(s) in the Race options.

*Multilingual Learner
@ Home / Yes No
o * Does this student receive Special Education Services?
Calendars
/ Yes  No
e Class Reporting *Is this student in a blended Head Start/Pre-K classroom?
-
Manager / Yes No
3  Document Library / * Ethnicity
= Manage Rosters
*Rac
Q@ Aanag / American Indian or Alaskan Native Asian Black or African American Native Hawaiian or Other Pacific Islander White
Information Not Provided
Qs+  Manage Users : :
&r  Manage Users Parent / Guardian Information
® ment
*Parent / Guardian First Name *Parent / Guardian Last Name * Relationship
&)  Payment Holds Select Relationship v
&  Request * Parent/Guardian Email * Parent/Guardian Zip Code
(v} o

4. On the Parent/Guardian Information section, enter the following information:

a. Enter the First Name in the Parent / Guardian First Name textbox.
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b. Enter the Last Name in the Parent / Guardian Last Name textbox.
c. Select the Gender in the Gender drop-down list.
d. Enter the Email Address in the Parent/Guardian Email field.
e. Enterthe Zip Code in the Parent/Guardian Zip Code field.
@&  Home “Race
American Indian or Alaskan Native Asian Black or African American Native Hawaiian or Other Pacific Islander White
Calendars Information Not Provided
oo Class Reporting I Parent / Guardian Informationl
®*  Manager
D DCiTiGHE LIGary /’Pzrenl/(}uarman First Name *Parent / Guardian Last Name * Relationship
= Manage Rosters / / . :
*Parent/Guardian Email *Parent/Guardian Zip Code
% Manage Sites and /

Classes

5. On the Additional Information section, enter the following information:

a. Select the class in the Select a Class drop-down list.
b. Select the value in the Begin Date in Class field.

6. Click the Submit button.

o Gy

& Aanage Users I Additional Information I

B  Payment Advices
*Selecta Class *Begin Date in Class End Date in Class

@)  Payment Holds / Select Class & E]

a Requests

Visit Reports

B waitngLiss - @‘
ance

@  Wwaivers

*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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Filtering a Student

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

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

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

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

@  Home Class Reporting Manager « Return to the list

Calendars sparkle Acadamy

D Document Library Student Data || Teacher Data
- *Select School Year Select Student List
= Manage Rosters
2024-2025 v Current Stud... v Search... || &= Filter |
%’ Manage Sites and Classes
2 Manage Users + Add Student + Add Returning Students

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

Class Reporting Manager & Retur to the list

sparkle Acadamy

*Select School Year

2024-2025 v Current Stud... v ea & Filte
+ Add Student + Add Returning Students Class ID
100007 v
Current Students
Soc
Select LastName FirstName Student!D ClassID Gender BeginDateinClass EndDateinClass Attendance Overlap Duplicz Category 1 M
David Michael 0043741 100007 Male  Jul23,2024 ] Transportation ‘
No v
Disouza  Maria 0043740 100009  Female Jul 10,2024 ™
Multilingual Learner
Oliver James 0034977 Male ]
Showing 1-30f 3 Page 10f Special Education Services ‘
N v
Show Results Reset ‘ ~

3. The search results will be displayed based on the selection entered.
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Class Reporting Manager « Return to the st
sparkle Acadamy
*Select School Year Select Student List
2024-2025 v Current Stud... Search. & Filter
+ Add Student + Add Returning Students

Current Students

Select LastName FirstName StudentiD ClassID  Gender BeginDateinClass EndDateinClass  Attendance Overlap  f) Duplicate Flag  Action

David Michael 0043741 100007 Male Jul 23,2024 (]

Disouza Maria 0043740 100009  Female  Jul 10,2024 [ ]

h 1-2of P:
Showing 1-20f 2 Page Show 10 + entries
Tof1
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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 > Move
button.

Calendars *Select School Year Select Student List

2023-2024 v Current Stud... v L 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.

o

3¢ Manage Users

D

Select Last Name First Name Student ID Class ID Gender Begin Date in Class
@ Payment Advices
AnDersonn coReyy 0034979 100010 Male Jun s, 2024
(1] Payment Holds ’
Atkins Martin 0030199 100006 Female May 9, 2024
é Requests ’
Benton Branden 0007332 100010 Male Jun 11, 2024

Visit Reports

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

/
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a. If you select the Move to Another Site option from the list, perform the following
steps:

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.
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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] i @ Move To Another Class at the Same Site

* Please select the class to which the students will be moving:
Select class
*End Date

Jun 18, 2024

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.

@  Home

* Select School Year Select Student List

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

& Class Reporting Manager
+ Add Student + Add Returning Students

3  Document Library

Current Students
= Manage Rosters

A\ The system has identified potential i d These have been flagged below. Review and update the

You will be directed to the Closed Students List page.
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3. Onthe Closed Students List section, select the student you want to add. Then, click the
Add Students button.

Add a Returning Student
Q Home

Calendars e
Closed Students List

o Class Reporting Manager

* indicates required field

B Document Library School Year

- 2023-2024
— Manage Rosters

Select 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  Apr04,2018  *ee-sr- 4689  Male Aprs8, 2024  Apr 24,2024
B  Payment Advices / Capslock tab 0000738 100018 Apr 01,2018 ss+.2+.5567  Female  Apr1,2024  Apr 30,2024
B b 0000694 100018 Apr 01,2018 ses.00-6789  Mal Apr2,2024  Jun4,2024
(O] Payment Holds - o PN e i s
Mark mark 0000673 100018 Apr 01,2018 *e+.4-0879  Male Apr1,2024  Apr 30,2024
a Requests

B  Visit Reports Add Students P

Eé Waiting Lists

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.
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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:

1. To upload the document, scroll right in the Current Student section using the scroll bar.
Then, click the Upload Student Identity Documents icon.

Current Students
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
Sa Class Reporting
-
Manager Male - A
Male _® s
03  Document Library =
12234 Female May 15, 2024 Jun 4,2024 B 7
= Manage Ro
F J ’
0 a o||s
2 Manage U
] 7’
Fi J 3 o Y
= H
- o s
fa !
o s
12234 F 27,20 a 2 p ‘
B ing L /
Male A4, 2024 un 25, 2024 ) ol [/ ™

You will be directed to the Upload Documents page.
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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.

— o o ,
& smern g’pgef;gol;zm e ‘ VD vikhyat Mehra Project Director v
Welcome to Vikhyat Mehra Legal Owner  Provider ID 167919 « Return to Pre-K provider list
| 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 i e Uplod
= Manage Rosters /
Birth certificate - adoption Unsubmitted & Upload
% Manage Sites and
Classes
&¢  Manage Users Social Security Card Unsubmitted &, Upload
® Payment Advices
il Davny ot Hald | Student roster information form 2, Upload
Once the document is uploaded, the status will be changed to Submitted.
3. To submit the document, click the Submit button.
Submitted & Upload
& images.jpeg ©
& Class Reporting
Manager
Certificate of Live Birth Unsubmitted & Upload
03  Document Library ! ! e i
= Manage Rosters
Birth certificate - adoption Unsubmitted & Upload
% Manage Sites and
Classes
&¢  Manage Users Social Security Card Unsubmitted &, Upload
® Payment Advices
@)  Payment Holds Student roster information form Unsubmitted &4, Upload
& Requests
Child registration form Unsubmitted &, Upload
Visit Reports
Eo  Waiting Lists
@  Wwaivers
Submit

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

Class Reporting Manager « Retur to the lst

sparkle Acadamy

* Select School Year Select Student List
2024-2025 v Current Stud... Search. &= Filter
+ Add Student - Move <+ Add Returning Students

Select Last Name First Name Student ID Class ID Gender Begin Date in Class End Date in Class Attendance Overlap Duplicate Flag Action
; David Michael 0043741 100007 Male Jul 23, 2024 [ ] - |
Disouza Maria 0043740 100009 Female Jul 10, 2024 [ ] -
Oliver James 0034977 Male ] ”

’

The Edit Student > Student Information page will be displayed.

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

Class Reporting Manager « Return to the list
Edit Student
Student Information 2% Mark Did Not Attend

Select a method to Add Students

Add Manually Bulk Upload

* indicates required field
Enter the student name as it appears on the birth documentation
*First Name * Middle Name *Last Name

Michael A David

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.

Closing a Student

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

To close a student, perform the following steps:

1. To close a student, scroll right on the Current Student section using the scroll bar. Then,
click the Edit pencil icon.

& Current Students
Home

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

13 Class Reporting Manager

igin Date in Class End Date in Class Attendance Overlap A\ Duplicate Flag Action
(=] Document Library
= [7]
= Manage Rosters ’
ay 15, 2024 Jun 4, 2024 ] 3

%, 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.

White Information Not Provided
Parent / Guardian Information
@ Home
Calendars * Parent / Guardian First Name *Parent / Guardian Last Name * Relationship
pOneTwo 10neTwo Mother v
&%  Class Reporting Manager
* Parent/Guardian Email * Parent/Guardian Zip Code
[} Document Library )
testtest321@gmail.com 12323

= Manage Rosters

IAdditionaI Information I
% Manage Sites and

Classes

Class *Begin Date in Class End Date in Class

De

d Manage Users
Select an Option v ]

Payment Advices /

®
(1]} Payment Holds
a

Jun 13, 2024

:[3

Requests

Visit Reports

B 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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Managing Teachers

To manage the teachers, perform the following steps:

1. Go to the Class Reporting Manager tab on the left panel.

mm Georgia's
Hy Pre-¥% Program

Welcome to Vikhyat Test New Site  Provider ID 168084

Calendars

Dashboard

Important Communications

Qo
U

S Class Reporting Manager |

« Return to Pre-K provider list

[0  Document Library Upcoming Visits >
= Manage Rosters
Critical Reporting Dates >
?{ Manage Sites and
Classes ) .
Site Details
Visit Reports
@ Classes E Rosters (5))  Waiting List
B Waiting Lists
Active Classes 5 Students Enrolled Children Listed 1
© Need Support? Teachers
Dsinle ] inl

You will be directed to the Class Reporting Manager page.

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

Welcome to Vikhyat Test New Site  Provider ID 168084

@ Home Class Reporting Manager

Calendars Select a site to access the student and teacher data.

&% Class Reporting Manager

[m ] Document Library

Visit Reports

Eé Waiting Lists

© Need Support?

Vikhyat Test New Site

Test, 123456789, Lko, GA, Appling,

12345

Program Legal

Vikhyat Test New

= Manage Rosters Name: Site
% Manage Sites and SkE e 168084
Classes Classes at this site: 5
Students at this site: 35

Manage

« Return to Pre-K provider list

You will be directed to the Site details page.

41




> 4 . 7
GAPREK Site Director User Guide 5 Georgla S
Hy Pre-¥% Program
Name Of Document

3. Click the Teacher Data tab.

Welcome to Vikhyat Test New Site  Provider ID 168084 « Return to Pre-K provider list
@  Home Class Reporting Manager « Return to the list
Calendars Vikhyat Test New Site

Class Reporting Manager

(] Document Library

= Manage Rosters *Select School Year Select Student List
2023-2024 v Current Stud... v Search... & Filter
Manage Sites and
* Classes
+ Add Student + Add Returning Students

Visit Reports

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

©® Need Support?

Select Last Name First Name Student Class Gender Begin Date in End Date in Attendance 1 Duplic

You will be directed to the Teacher details 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.

@ Home Class Reporting Manager « Return to the list
Calendars sparkle Acadamy

(] Document Library Student Dat

— *Select School Year
= Manage Rosters

2023-2024 v & Filter
Manage Sites and
(E’ Classes
+ Add Additional Staff & 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

Lead Kant Kamal  Jun14, ECE Bachelor's 2 [ ] Request
&  Requests Teacher 2024 Degree or
Higher

Visit Reports Y ™
o Waiting Lists 100009 —

You will be directed to the Add Teacher page.
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2. Onthe 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.

Add Teacher
@ Home
() Document Library Search Teacher
=  Manage Rosters *First Name * Last Name
?‘? Manage Sites and
Classes Teacher does not have a GaPDS Number
* PDS Number * Last 4 digits of SSN
¢ Manage Users
@  Payment Advices
@)  Payment Holds p—
=

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 * indicates required field
&%  Class Reporting Manager Search Teacher
(] Document Library *First Name * Last Name

greece Desai
— age Roste

Teacher does not have a GaPDS Number
9:; PDS Number * Last 4 digits of SSN
8473

& age Use!
® ayment Advice Searct
@) Payment Hold

Add Teacher Manually
&  Request

The Teacher Information page will be displayed.

43



mm Georgia's
Hy Pre-¥% Program

GAPREK Site Director User Guide

Name Of Document

4. On the Teacher Information section, enter the following information:

a. Select the value in the Teacher Type drop-down list.
b. Enter the First Name in the First Name textbox.
c. Enter the Last Name in the Last Name textbox.
d. Enter the nine-digit SSN in the Social Security Number field.
e. Enter the email address in the Email Address field.
f. Select the value in the Credential drop-down list.
g. Enter the value in the Creditable Years of Experience field.
=]
o Class Reporting Teacher Information
(] I
: /
¥ / 71
a 4 b D
. S S VR —
)] J: / = /
o /
: /

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.
6. After updating all the details, click the Save button.

B

S Select Degree
uent in Other Languages
&% Class Reporting Manager K ther Languages ©
Yes No

3  Document Library
Assign Teacher to a Class

Provider Legal Name Site Name *Class ID

Qs Mar t /
e

* Begin Date End Date
o
&

& &

) 4
- |
2 —

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

44



GAPREK Site Director User Guide

Name Of Document

Moving a Teacher

I

Georgia’s
Pye-¥ Program

I

The Move Teacher feature allows you to transfer a teacher to another site or another class.

To move a teacher, perform the following steps:

- Move button.

1. Onthe Teacher Data tab, select the Teacher of a particular class to move, then click the

@

O

&

)4

D

B

]
a

Home Class Reporting Manager « Return to thelist

Calendars sparkle Acadamy

&% Class Reporting Manager

Document Library Student Data

Teacher Data

* Select School Year

Manage Rosters
2023-2024

Manage Sites and

v & Filter

Classes
+ Multiple Substitutes Used =~ + Add Additional Staff 4 Add Teacher  ¢7 Change Teacher Type & Print

Manage Users
100007
Payment Advices

Select  Teacher Last

Payment Holds

Requests

Visit Reports

Type

Lead
Teacher

Name

Kant

First Start End PDS Credential ECE CYE 2 Year Degree Request CYE
Name Date Date # Degree Grandfathered Change
Kamal Jun 14, ECE Bachelor's 2 a Request
2024 Degree or
Higher

The Move Teachers pop-up window will be displayed.

following:

2. Select the Teacher you wish to move. Based on the selection, you must do one of the

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

a. Ifyou 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.
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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 Class

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

Select site v

*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.

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

* Select the class to which the teacher will be moving

Select class v

* Teacher Type

Select Teacher Type v

* Teacher Begin Date in New Class

a

Jun 17, 2024

* Teacher End Date in Current Class

13

Jun 17, 2024

*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

You can change the Teacher type, allowing you to switch roles between teachers such as
Assistant Teacher and Lead Teacher, as needed.

To change a teacher type, perform the following steps:

1. Onthe Teacher Data tab, click the checkbox to select the Teacher, then click the Change
Teacher Type button.

@  Home Class Reporting Manager « Return to the list
Calendars Vikhyat Test New Site

&%  Class Reporting Manager

[0  Document Library StudentData  Teacher Data

— * Select School Year
= Manage Rosters

2023-2024 v & Filter
Manage Sites and

% Classes

+ Multiple Substitutes Used 4+ Add Additional Staff 4 Add Teacher | ¢3 Change Teacher Type & Print
F 23 Manage Users

112234
@ Payment Advices

Select Teacher Type Last Name First Name Start Date End Date PDS # Credential ECE D¢
(1] Payment Holds o

.1 Lead Teacher Teacher Test May 29, 2024 Jun 5, 2024 Insufficient

£  Requests / ...... 5
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.
c. Click the Save button.

Change Teacher Type

* indicates required field

* Teacher Type * Effective Date

Assistant Teacher v Jun 27, 2024

Comments

=

*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.

47



N ]
_=mm Georgia’'s
Hy Pre-¥% Program

GAPREK Site Director User Guide

Name Of Document

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.

Class Reporting Manager « Retum to the fist
@ Home Clock Tower
Calendars
e 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,
&  Requests 2024 2024
Visit Reports Assistant  TDTY  TERS Apr GaPSC Montessori 3 [ ] Request [ | ~
Teacher 30, Teaching Diploma
— 2024 Certificate,
o  Waiting Lists 15 or higher

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

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.

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:

a. Enter the First Name in the First Name textbox.
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Enter the Last Name in the Last Name textbox.

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.

@

O

&

o
ar

B

<]
a

B

Home

Calendars

& Class Reporting Manager
Teacher Information

Document Library

Manage Rosters

Manage Sites and
Classes

Manage Users

Payment Advices

Payment Holds

Requests

Visit Reports

aiting List:

Class Reporting Manager « Return to the list

Additional Staff

* indicates required field

Search Teacher

*First Name *Last Name

Teacher does not have a GaPDS Number

* PDS Number * Last 4 digits of SSN

7

Search

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.

@

(]

&

=

Home

Calendars

*PDS Number * Last 4 digits of SSN
S it
- Class Reporting Manager 4568336 1245

Document Library

Manage Rosters

Manage Sites and
Classes

Manage Users

Payment Advices

Payment Holds

*First Name *Last Name

Sam Peter

Teacher does not have a GaPDS Number

Search

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
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.

Add Teacher Manually

You will be directed to the Additional Staff page.

In the Teacher Information section, enter the following information:
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a. Enter the First Name in the First Name textbox.
b. Enter the Last Name in the Last Name textbox.
c. Enter the nine-digit SSN in the Social Security Number field.

Class Reporting Manager < Return to the list
@ Home

Calendars Additional Staff

& Class Reporting Manager
03  Document Library Teacher Information

* indicates required field

= Manage Rosters

* Teacher Type
%’ Manage Sites and

Classes Additional Staff .

* First Name *Last Name * Last 4 digits of SSN

2 Manage Users
Sam Peter /

@ Payment Advices
Teacher does not have a GaPDS number

&) Payment Holds Georgia Professional Development System
a

Number (GaPDS#) Email Address
Requests 4568336
Visit Reports Additional Comments Ny

Eé Waiting Lists

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 Professional Development System
Number (GaPDS#) Email Address

@  Home 4568336

Calendars

& Class Reporting Manager

(hm] Document Library

Assign Teacher to a Class
= Manage Rosters

Additional Comments

Provider Legal Name Site Name *Class ID
Manage Sites and
(E’ Vikhyat Mehra Project Director Clock Tower Select Class ID v
Classes
*Begin Date End Date
2 Manage Users
& ]

@  Payment Advices

(3] Payment Holds
a

Requests
=

%) Visit Reports

*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.

@ Home Class Reporting Manager « Return to the list
Calendars Clock Tower

&% Class Reporting Manager

] Document Library Student D;m

— *Select School Year
= Manage Rosters

2023-2024 v &= Filter
Manage Sites and

%7 Classes

+ Multiple Substitutes Used | + Add Additional Staff + 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 (o)

Change
& Requests Additional  Staff  additional  Apr May [ ] Request [}
/ Staff 18, 10,

Visit Reports 2024 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

Cancel

*A success message will be displayed on the page.
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Closing a Teacher

As a Site 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.

rID 173709 € Pre
Class Reporting Manager « Return to the list
Bakingo Acadamy
* Select School Year
2024-2025 -
+ d aff + d T i & F
null
Select  Teacher Last First Start End PDS  Credential ECE Degree CYE 2 Year Degree Request Teacher Action
Type Name MName Date Date  # Grandfathered  CYEChange  Overlap
Assistant Testet  aknil  Jul1,  Jul Non-ECE assocate 2 @ euest S
Teacher 2020 24 Bachelors  Degree with
2024 Degree or £CE Major
Higher

*The Edit Teacher page will be displayed.

2. Inthe Assign Teacher to Class section, update the End Date, then click the Save button.

yo9

Creditable Years of Experience

trsexdgrf@fmsadas.comm

Fluent in Secondary Language

Yes ® No

Assign Teacher to a Class
egal Name

Site Name ClassID

Bakingo Ac Select Class ID

*Begin Date End Date

Jul1, 2024 8 Jul 24, 2024 &

Cancel

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

To search for a particular teacher, perform the following:

1. On the Teacher Data tab, click the Filter button.

& Home Class Reporting Manager « Return to the list
Calendars Clock Tower

(] Document Library Student Data

*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 o

Change
& Requests Additional ~ Staff  additional  Apr  May [} Request [
Staff 18, 10,
2024 2024

A Visit Ranarte —

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 e
Select Teacher Type Last Name First Name Start Date |/
) Enter First Name
(] Document Library
Lead Teacher Teacher Test May 29, 2024 i
— Last Name
= Manage Rosters f
Assistant Teacher Waiver Teacher Jun 4,2024 i 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 Teacher Type
® Payment Advices /
Lead Teacher Teacher Two Test May 30, 2024 Jun 6, Select Teacher Type v
(O] Payment Holds
" Lead Teacher Dsf fdsf Jun 14, 2024 / L
Requests
7 q Enter PDS#
Assistant Teacher Xev cx Jun 14, 2024
Visit Reports - N oy
I Show Results I Reset ‘
o Waiting Lists e
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MANAGING WAITING LIST

A student waiting list is to maintain an organized queue of students seeking enrollment,
however, they 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
Service Features
® Payment Advices
@)  Payment Holds @ Sites and Classes E Rosters )] Payment
Q Requests B
Active Sites 42 Students 9 Last Payment Amount $0
Visit Reports Active Classes 12 Teachers 26 Last Payment Date ;91;‘,4(\)/124‘
Waitlist 12 sen
E®  Waiting Lists
My Recent Application
%] Waivers
DOUICATION MILINIDCD IvDC STATIIC DoOCDAN n

You will be directed to the Waiting List > Student Waiting Lists page.

uo

Class Reporting Manager

Qo

Archive Students + Add Student to Waiting List

Waiting List

[} Document Library

Student Waiting Lists

= Manage Rosters

Manage Sites and
Classes * indicates required field

*+  Manage Users * Select School Year

De

2023-2024 v
® Payment Advices

(1]} Payment Holds Provider Details

Legal Name Address Phone
Q Requests Vikhyat Mehra Project Director Clock Tower, Tower-2, Amalapuram, AP, (544) 321-7897
Baker, 53322

Visit Reports

e  Waiting Lists

Archived Students (1) View Archived Students ‘
@ Walvers Archiving students removes them from the waiting list and saves their details for future reference.
™
@ Need Support? Waiting Lists per Site
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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.

2 Manage Users 2023-2024 v

@ Payment Advices
Provider Details

&) 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) View Archived Students

e Waiting Lists

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

@ Waivers

Waiting Lists per Site

© Need Support?

Select Sites
Contact Pre-K 2
{ Select Sites v I
Phone
+1800 413 9935 Site Name 2
Email Site Name 1
GAPREK.Support@decal.ga.gov. Red Bridge n
Clock Tower

Selected Site(s) will be displayed as sections with a list of waiting list students.
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3. On the Site [Site Name] section (The Site name is Clock Tower in this scenario), click the

checkbox to select the required students.

4. Click the Move Students to Class Reporting Manager button.

4 Manage Users

De

I Waiting Lists per Site |

® Payment Advices

Select Sites

®

Payment Holds
Select Sites v

ID-

Requests
s 2
| Clock Tower g |
Nttt

Clock Tower

Visit Reports

| Y Waiting Lists

Move Students to Class Reporting Manager

@ B Kids Listed Status
Waivers
4
Select Last First DoB Gender  Phone Email Id
© Need Support?
Name Name
Contact Pre-K ¢
Student Rajat Jun 6, 2019 Male vikhyat.mehr@mtxb2b.com
Phone /
#1800 413 9935 .
Student  Abdul Jun 6, 2019 Male vikhyat.mehra@mtxb2b.com
Email /
GAPREK.Support@decal.ga.gov
JACK JACK Jul 14, 2018 Female  (916) 123-4371 tye56@g.com

Entered
On

Jun 14,
2024

Jun 14,
2024

Mar 28,
2024

Last
Modified
By

Pranay
Kasliwal

Pranay
Kasliwal

Vikhyat
Mehra

Last #
Modified
Date

Jun 15,
2024

Jun 15,
2024

May 28,
2024

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

6. In 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 the Yes or No radio button for the Transportation option.
Select the Yes or No radio button for the Socioeconomic Category option.
Select the 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
testr45@g.com || Jul 25, 2018

Additional Information

SSN Not available
* Social Security Number * Multi-birth

Enter 9 digit SSN Select Multi-birth v

* Transportation
/ No
* Socioeconomic
/ Category 1 Category 2

* Does this child receive Special Education Services?

Cancel

57



N ]
_=mm Georgia’'s
Hy Pre-¥% Program

GAPREK Site Director User Guide

Name Of Document

f. Select the 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

ciier 9 uigit 5oy SeELL VUL 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

[Cance\ \

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

1o 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

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

=

*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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To add a student to the Waiting List, perform the following steps:
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1. On the Waiting List > Student Waiting Lists page, click the +Add Student to Waiting List

button.

@ Manage Sites and

Classes

P-4 Manage Users
[B Payment Advices
@)  Payment Holds
a Requests

Visit Reports

Waiting List

Student Waiting Lists

* indicates required field

* Select School Year

2023-2024 v

Provider Details

Legal Name Address

Archive Students

I + Add Student to Waiting List

You will be directed to the Waiting List > Add Student page.

2 Manage Users
@ Payment Advices
(]} Payment Holds
a Requests

Visit Reports

6 Waiting Lists

[#%] Waivers

® Need Support?

Contact Pre-K ¢

Phone

Waiting List

Add Student

Select a method to Add Students

Add Manually Bulk Upload

* indicates required field
Site Details

*Select a Site

Select Progress v

Student Information

< Return to the list

60



e —— LT
GAPREK Site Director User Guide 5 Georgla S
Hy Pre-¥% Program
Name Of Document

2. On the Site Details section, select the site in the Select a Site drop-down list.

2 Manage Users

D

Waiting LiSt <« Return to the list

Add Student

@ Payment Advices
®)  Payment Holds
&

Requests

Select a method to Add Students

Visit Reports
Add Manually Bulk Upload

6 Waiting Lists

*indicates required field

@ Waivers
Site Details
@ Need Support? * Select a Site
Select Progress v

Contact Pre-K @@

Student Information
Phone

3. In the Student Information section, enter the following information:

Enter the First Name in the First Name textbox.

Enter the Middle Name in the Middle Name textbox.

Enter the Last Name in the Last Name textbox.

Select the date in the Date of Birth field.

Select the Yes or No radio button for the Multilingual Lerner option.
Enter the address in the Address section.

Do o0 T o

B  Payment Advices Student Information

= SEE
W Rapremthiods / “First Name *Middle Name *Last Name
&  Requests
No Middle Name on Documentation
Visit Reports
Name Suffix “Date of Birth Gender

I Waiting Lists = Select Progres

& Select Progress v
@  Waivers *Multilingual Learner

/ Yes No

Last 4 digits of SSN
© Need Support?

“ontact Pre-K ¢
ContactBresiid Address
*Street Address - 1 Street Address - 2 *City
Phone /
+1844 4802029 /
Email
*County of Residence State *Zip Code
prek@decal.ga.gov
Select Progress v GA oy
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4. On the Parent/Guardian Information section, enter the following information:

a. Enter the First Name in the Parent/Guardian First Name textbox.
b. Enter the Last Name in the Parent/Guardian Last Name textbox.
c. Select the Relationship in the Relationship drop-down list.
d. Enter the Email Address in the Parent/Guardian Email textbox.
e. Enterthe Zip Code in the Parent/Guardian Zip Code field.
- - ‘ B I Parent/Guardian Informationl
?: ;ﬂ‘anaqe Sites and
*Parent/Guardian First Name *Parent/Guardian Last Name *Relationship
2 Manage Users Select Relationship L
@ Payment Advices *Parent/Guardian Email Address *Parent/Guardian Zip Code
@)  Payment Holds
& Requests Additional Contact Person Information

5. On the Additional Contact Person Information section, enter the following information:

a. Select the date in the Date Started on the Waiting List field.
b. Select the year in the Select School Year drop-down list.

6. Click the Save button.

@ Payment Advices
B  Payment Holds I Additional Contact Person Information I
&  Requests Parent/Guardian First Name Parent/Guardian Last Name Relationship
Select Relationship v

Visit Reports

Parent/Guardian Email Address Parent/Guardian Zip Code
6 Waiting Lists
@ Waivers

* Date Started on Waiting List *Select School Year

Jun 29, 2024 @ Select School Year v
@ Need Support?
Contact Pre-K @@
Phone
+1800413 9935 —_—
EETE

Email S
nnnnnnnnnnnnnn _ N

*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.
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Archiving a Student

To archive a student, 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.

¥ v
udents removes them from the waiting list and saves their details for future reference
Waiting Lists per Site
Calendars
Select Sites
&3

( Vikhyat Test New Site

Vikhyat Test New Site

, ove Students to Class Reporting Manager

4
& Manage Users

Select Last Name First Name DoB Gender Phone Email Id Entered Last Last Modified Action
® Payment Advices on Modified By  Date
@  Payment Holds bOneTwo 20neTwo May 1, 2019 Male test321@gmail.com May 24 Vikhyat May 28, 2024 /7

/ """ 2024 Mehra

& Request
s Same Vikhyat May 3, 2018 Male vikhyat.mehra@mtxb2b.com May 15, Vikhyat May 28, 2024

2. Scroll up, then click the Archive Students button.

Waiting List

+ Add Student to Waiting List

Calendars Student Waiting Lists
% s Reg:
©®  Manager
i f
B  Document Library * Select School Year
= Manage Rosters B 14

* Provider Details
& Manage Users Mehra Legal Owner Clock Tower, Amalapuram, AP, Baker, 53322 (544) 321-7897
[®  Payment Advice
o . Archived Students (1) View Archived Students

Payment Holds

f 3 i ir
f= 0
Visit Reports Waiting Lists per Site
I Waiting Lists
Select Sites

The Archive Students pop-up window will be displayed.
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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 Email Id Entered On

bOneTwo aOneTwo May 1, 2019 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.

VIEWING ROSTER

The purpose of viewing rosters is to know the updated student enrollment information,
ensuring that all records are current and complete.

To view the rosters, perform the following steps:

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

6‘ '."J“':; Care g Georgia's ‘o

Learning ‘Pre-¥ Program ‘ VD Very New Site Director v

Notifications

Welcome to Vikhyat Test New Site  Provider ID 168084 « Return to Pre-K provider list

Calendars o
Important Communications

2 Class Reporting Manager

] Document Library Upcoming Visits >

= Manage Rosters
Critical Reporting Dates >

Manage Sites and

You will be directed to the Manage Rosters page.

2. Click the Manage button on the desired site tile.
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Welcome to Vikhyat Test New Site

@ Home
Calendars
2 Class Reporting Manager

(] Document Library

Manage Rosters

% Manage Sites and
Classes

Visit Reports

B Waiting Lists

©® Need Support?

Contact Pre-K ¢

Phone

sa0as sonnnnn

o Georgia Dept .
G Farly Care Georgia's
nd Learning Pre-x. Program

Provider ID 168084

20

Notifications

VD Very New Site Director v

<« Return to Pre-K provider list

& Print Rosters

Manage Rosters

Select a site to access the roster.

Vikhyat Test New Site
Test, 123456789, Lko, GA, Appling,
12345

Program Legal Vikhyat Test New

Name Site
Classes at this site: 5
Students in the Current Roster: 12

Roster Status

—T—
|

The selected Site details page > Student Roster tab will be displayed allowing you to view the

Student Roster Details.

Q Home

Calendars

=) Class Reporting Manager
O  Document Library

Manage Rosters

9;, Manage Sites and
Classes

‘4 Manage Users

De

@ Payment Advices
)  Payment Holds
Q Requests

Visit Reports

< Return to the list

Manage Rosters

Late Start Request Late Roster Submission Request

Clock Tower e

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

ECRGULIEE Submit All Rosters

Lead Teacher: Total Students: 1

Roster Due Date: Jun 29, 2024

Category 1 with Transportation: 0~ Assistant Teacher.

Class ID: 100018

X0 Submit Roster

Category 2 with Transportation: 0 Roster Due Date: Jun 12, 2024

On the Student Rosters tab, the Roster details will be displayed.

Note: Rosters are generated based on the Roster Due Date.
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@ Home Manage Rosters « Return to the list
Calendars Late Start Request Late Roster Submission Request
&%  Class Reporting Manager Test Site 1 1 & Filter
O  Document Library
Manage Rosters Student Roster
%‘ 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
¢ Manage Users
ERGULIE 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
é Requests
& Print  ESILIIEEEEY
Visit Reports
Last Name First Name Student ID Gender Begin Date End Date Duplicate Flag I
&2 Class Reporting Manager Last Name First Name Student ID Gender Begin Date End Date Duplicate Flag
O Document Library Caleb Aria 0043659 Male Jun 10, 2024 Jun 26, 2024 A
Core Intel 0043662 Male May 27, 2024 Jun 26, 2024
Manage Rosters
Core Intel 0043663 Male Jun 03, 2024 Jun 26, 2024
% Manage Sites and
Classes DUDY BUBU 0043660 Female Jun 03, 2024 Jun 27,2024
2 Manage Users
v bubu BuBU 0043661 Male Jun M, 2024 Jun 25,2024
@ Payment Advices Kaleb Arya 0043658 Male Jun 03, 2024 Jun 27, 2024 A
B  Payment Holds Kohli user virat 0043668 Male Jun 12, 2024 Jun 20, 2024
é Requests Pluto Planet 0043667 Female Jun 10, 2024 Jun 26, 2024 A
Pluto Planet 0043666 Male May 27, 2024 Jun 18, 2024
Visit Reports v A n
o test bat virat 0043669 Male Jun 12, 2024 Jun 20, 2024 T
B Waiting Lists -
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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 « Return to Pre-K provider list
Manage Rosters « Return to the list
Bakingo Acadamy & Filter

Student Roster

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.

Manage Rosters « Return to the lst
q & Filte
Bakingo Acadamy er
School Year
2024-2025 v
2024-2025 tatus: Not Submitted ter: FY25 Roster Cycle 1 Rost o
Roster Cycle
ate: Jul 01, 2024 e Jul 10, 2024
FY25 Roster Cycle 1 -
&P
Class 1D
7 t o Teac 100007 v
100010 it tat (] te te: Jul 10, 2024
Socioeconomic (category 1 students)
& Print Category 1 v
Last Name First Name Student ID Gender Begin Date End Date Transportation i
Al v
AnDersonn coReyy 0034979 Male Jun 05, 2024 .
Benton Branden 0007332 Male Jun 11,2024 Muttilingual Learner
Al v
Garner Daquan 0043635 Male Jun 17, 2024
Special Education Services
KinGG chEEnaa 0040581 Male Jun 12, 2024
Al v
Kingg Cheenaa 0040580 Male Jun 12, 2024
showResuts | [
Mushal Commandoo 0043634 Male Jun 14, 2024 L
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The search results will be displayed based on the selection entered.
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Bakingo Acadamy

Manage Rosters

< Return to the list

& Filter

School Year: 2024-2025 ite Roster Status: Not Submitted  Roster: FY25 Roster Cycle 1 Class Roster Submission Count: 0/1
Count Date: Jul 01, 2024 Roster Due Date: Jul 10, 2024
& Print
ead Teache: Tot h Transportation: 0 istant Teacher: akhilll Testet
Class ID: 100007 an 0
& Print
Last Name First Name Student ID Gender Begin Date End Date Duplicate Flag
Rabel James 0043717 Male Jul 02, 2024
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SUBMITTING A NEW INCIDENT (HELP DESK TICKET)

The Need Support section provides a feature that helps you create an incident for reporting
issues, seeking assistance, and requesting support for the Provider Portal. You can submit an
Incident to quickly connect with the Pre-K staff for prompt resolution of technical issues,
feature questions, or process guidance.

To submit a New Incident, perform the following steps:

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

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

Class Reporting
Manager

Important Communications

= Manage Rosters

Eo  Waiting Lists

@ Need Support?

Contact Pre-K 7

Phone

+1844 480 2029

Email

prek@decal.ga.gov

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

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

4. Click the Save&Next button.

Pre-K Incident

New Incident All Incident

Provider Name Provider Type
Vikhyat Mehra Project Director Licensed

Provider Number Provider ID

360022853 167919
Email Phone Number

testone@gmail.com 5443217897
Category Sub Category

Payment v Teacher Salary v

Description * *

Need more information

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

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

Pre-K Incident

New Incident All Incident

Select Files To Upload

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

Upload Files

File

| &, Upload Files Or drop files

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

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

Favourites oo 355

g6 v ®®v [ Desktop — iCloud Q
@ Recents

A Applications

o = E E
iCloud - :

9 Shared Help Ticket gadecal-- gadecal-- cc NMDWS
q q I Y ..) (1). ergeq...top).pni
& icloud Drive ssue.png mergeq...) (1).png  mergeq...top).png

=) Desktop

[ Documents —-=

DOCX
Tags

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

® Blue Show Options Cancel

The uploaded file will be displayed in the Upload Files pop-up window.

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

Upload Files

1. Help Ticket Issue.png

Upload

A message stating File Successfully Uploaded will be displayed.

9. To close the Upload Files pop-up window, click the Close button.
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Upload Files

1. Help Ticket Issue.png

File Successfully Uploaded.

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

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

Pre-K Incident

New Incident All Incident

Select Files To Upload
Help Ticket Issue.png
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UPLOADING FILES

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

*After saving, a success message will display on the page.
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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 HB Hilary Brock v ‘
e-¥Program Notifications \ \
Welcome to JohnDoe  Provider ID 173709 « Post
Logout
Dashboard
Calendars
Important Communications
&2 Class Reporting Manager
3 Document Library Upcoming Visits >
= Manage Rosters
Critical Reporting Dates >
% Manage Sites and
Classes ) .
Site Details
Visit Reports
@ Classes EJ  Rosters ()]  waiting List
E&, Waiting Lists
Active Classes o Students Enrolled o Children Listed o
S a o
€ Need Support? Teachers
Contact Pre-K ¢ Quick Links
™
Phone
el oo Georaia's Pre-K Website Work Sampling Online GELDS GAPDS

You will be directed to the My Profile page.
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Viewing Provider Information

On My Profile page, this section helps you view 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
* Indicates required field
Provider Information
Provider Details
* Provider Legal Name *EIN *Type
John Doe 990009989 Licensed v
Business Address
* Street Address - 1 * Street Address - 2 * City
3150 Junior Avenue Norcross
*County * State *Zip Code
GA 30003
Business Mailing Address
M Business Mailing Address is the same as Business Address
* Street Address - 1 * Street Address - 2 *City
3150 Junior Avenue Norcross
“Cauos sSial “ZinCaod
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Viewing Grant Contract Signatory Information

1. On 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 I

usiness Mailing Address

ss Mailing Address is the same as Business Address
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Viewing and Editing User Information

The Viewing and Editing User Information feature allows you to view and update the user
information.

To modify/change the User Information, perform the following steps:

1. Scroll to the User Information and click the Edit button.

User Information

*First Name * Last Name Email

Hilary

wefyqujomi@mailinator.com
Phone Number

Role * Site Name

6746 Site Director Jo

ohn Doe

2. To edit the First Name, Last Name, and Phone Number, click the Edit button.

Note: As a Site Director, you cannot edit the Email, Role, and Site of the User.

User Information

# Edit
*First Name

* Last Name Email

Hilary Brock

wefyqujomi@mailinator.com

Phone Number Role *Site Name

7673876746 John Doe

- -

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

This Concludes the GAPREK Site Director User Guide.
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