ARPA Module - Eligibility Request

Creating an Eligibility Request

Log into WebAuthor Portal and click ARPA Module.

Select site from Provider field.

Existing Record Found
N o, e found an exsting record in the
g i

Address 9 1=

Email Address ¥

Fhone Mumber *
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Select Provider Type.

Provider @ fe
Address 9

Email Address * o

Phone Number * =

i *
License # rito0
Provider ID *
i *
Provider Type Licensad Family Home LitshSa0-EXSMpE Famity Home Licsnised Canter LidanEad-Exempt Cantar

Select Quality Activities and Program Year.

Indicate options for ARPA quality activities

Quality Activities * Recruitment Bonus @
Health and Safety Bonus @
CLASS Bonus - PreK @

CLASS Bonus - Infant/Toddler @

Upskill Director Bonus @

*
Program Year 2022-2023

Select Yes/No to the following questions.

If Yes is selected for W-9 being submitted, input Date W-9 Submitted.

Diste Prisviously Submisted W.3 *
]

If No is selected for W-9 being submitted, upload W-9. Only PDF files are accepted.

wa
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In the Provider Attestation Section, input Signature of Authorized Provider Representative, Provider
Printed Name and select confirmation field (Yes).

Sqnatuns o Autharizsd Prosider

Fupresantative

Click Save and Submit.

Save & Submit

You will be redirected to the Record Details Screen shown below. Form will show what status it is in. It is
currently “Submitted”.

Click the highlighted (Dashboard) button to the left in Picture to return to Main Page.
v ARPA

REQUESTS MAR

N ELC - C10PO0ODD @

1016 B2023 331PM C10PODDDY 1234 [ ee | @ Submitted

Signature Confirmation

Press plus (“+”) symbol next to site name.

AMERICAN RESCUE PLAN ACT (ARPA)

+ New Eligibility Request [li: IRH] 0 ARPA ¢

3 < ELC - C10POQ0000

If you see this, your Request is being Reviewed.

ELC - C10PO0000
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You will also see the status of your request to the right of your site. View Request takes you back to
Record Details seen previously.

When status is “Approved”

Approved

You may see the following options available, Educator/Director Request, Child Success and Class
Observer, Child Care Supply Building and Continuous Quality Improvement.

AMERICAN RESCUE PLAN ACT (ARPA)

P EE IS B Help G ARPA Overview @ About ARPA

= ELC - C10PO0000

+ Educator/Director Request | + Child Success and CLASS Observer | + Child Care Supply Building | + Continuous Quality Improvement

Stafffitem

Please reference next instructions based on the option you pick.

Resubmitting if Request is Returned/Rejected

On ARPA main page click View Request

— ELC - C10PO0000 Returned e

Click Modify

ELC - C10PO0000D ¢

=z] > 2 X & -] # Modify B Detail =+

1016 C10FPO0000

'ID Date Submitted License #

Edit information as needed and click Save & Submit

Save & Submit
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ARPA - Educator/Director Request

Please reference Eligibility Request Instructions first if you haven’t created one yet.

Creating an Educator/Director Request

Select the +Educator/Director Request button.

AMERICAN RESCUE PLAN ACT (ARPA)

PRI ISR @) Help | @ ARPA Overview @ About ARPA

ELC - C10PO0000

Staff/ltem
Click “Add Staff”.

1016 21023 331 PM CarRoocen 1234 [ |

Complete Provider Staff Section. Input First Name, Middle Name, Last Name, Date of Birth and SSN.

rovider Stafl

(oo

First Mame # |

Middle Name

Input Home Mailing Address, Email Address, Phone (Cell), Phone (Work) and select Position Title.

Home Mailing Address * Q

Email Address ¥

=

Phone (Cell) 1)

Phone (Work) o
Position Title ¥ Select One
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Input Position Start Date, Select Age Groups Teaching, Worked in Early Childhood Field, and Upload W9 .

Age Groups Teaching ® - Jjnrynts (012 months)

okl [13-36 manths)

Freschanl (37 monatlsFrai)

Warked in Early Childhood Field * Loss 2 years 2 GLyears G 10 vears 10 years.

WO E  ChocaFis

& Download from IRS

Complete Authorization Agreement for Automatic Deposit Form section. Input Name of Bank, Bank
ABA/Routing Number, Confirm Bank ABA/Routing Number, Bank Account Number, Confirm Bank
Account Number. Select checking or Savings Account, Upload a Voided Check/Direct Deposit Form.

At it At o Autin it Dl

Have Staff/Educator/Director input Signature of Early Learning Educator, Printed Name of Early Learning
Educator and select Yes if information is accurate.

Click Save Entry.

Add more staff as necessary. *Depending on information filled out for staff, some options may or may
not be available further into ANY of the Forms available.

Select staff from dropdown.

Gucrge Washingtors (Dhrsctos: 212053
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Select Bonuses.

Educator Applicaticn

| Recruitment Bonus @

| Health and Satety Bonus @

upsial Girector tionus @

Total Requested

Sections will appear for you to Upload documentation for each of the above items selected in Bonuses.
¥ Upload required documentation to demonstrate completion of requirements stated above.
= || Chaose File

¥ By selecting "yes” this confirms that the requirements have been met and documentation of requirements are attached.

[ Yes

Have the Staff person selected input Signature and Applicant Printed Name. Click “Yes” if information is
accurate.

Lan L ity i W
i
STOF. Tha imersrfiste mut siraturs anclafimation s recpiine from e spelin (s neinn | D0 HOT SIG ON BEHALF o that pean
Signatirs of Applicant %
0 = B2 a
Applizant Printed Mame *+
+ m trat PR, itz agnsiy e 5

Provider completes Sponsoring Provider’s Affirmation Statement Section. Click Yes/No or N/A as
appropriate to questions seen.
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Input Signature of Authorized Provider Representative, Provider Printed Name. Click “Yes” if information
is accurate.

ican o e ises s tor
oy ravider focation will be given to Ehe applizant for co

T understand 2l stipend monies
= pravided n this applization is

Click Save Entry.
Modify Staff or Application for Educators/Directors

On ARPA Main Page click View Request.

T

Click View.

Scroll to bottom of page. Click View for either the Staff’s Application for Bonuses or to edit the Staff’s
Personal information details via Provider Staff.

N

EDUCATOR APPLICATION
Page| 1 |ofl Records per page:] 10 || @ | Displaying 1 to 2 of 2 items.

Provider Staff Bonus Total Requested ID... Modified By Date Medified...

EB George Washington (Director: 1/1/... | (SN A $3,150.00 1005 | Christian-Test Sojka... | 2/8/2023 11:38 AM

ER Abraham Lincoln (Director: 1/2/20 CLASS Bonus - Infant/Toddler $3,150.00 1006 | Christian-Test Sojka... | 2/8/2023 11:46 AM
PROVIDER STAFF
) Page 1 |ofl Records perpage: 10~ | @ | Displaying 1to 2 of 2 items.
First Name = LastName = sSN = | Phone (Cell)... Position Title. Position Start... ID.. = Modified By Date Modffied...
George Washington '™ 000-000-0000 1/1/2023 1005 | Christian-Test Sojka.. | 2/8/2023 11:07 AM
m Abraham Lincoln 111-111-1111 1/2/2023 1006 | Christian-Test Sojka.. | 2/8/2023 11:14 AM
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Click Modify Entry.
B Request Details # Modify Entry

1016 1005
Z'ID Entry ID

Edit record/form as necessary and click Save Entry.

Add Application for additional Staff/Educators/Directors

On ARPA Main Page click +Educator/Director Request

ELC - C10PO0000

+ Educator/Director Request | + Child Success and CLASS Observer

Stafffitem T

Select Provider Staff and continue with Creating an Educator/Director Request (Page 5)

+ Child Care Supply Building | + Continuous Quality Improvement

ARPA - Child Success and CLASS Observer

Please reference Eligibility Request Instructions first if you haven’t created one yet.
Please note: Creating a Child Success and CLASS Observer record prevents future ability
to create a Continuous Quality Improvement record, you cannot create both.

Creating a Child Success and CLASS Observer Record

Click the +Child Success and CLASS Observer button.

AMERICAN RESCUE PLAN ACT (ARPA)

+Newsugbutyneq PRl ®@Help D ARPA Overview @ About ARPA

FROVIBER INFORNATION -

ELC - C10PO0000

+ Educator/Director Request | + Child Success and CLASS Observer § +Child Care Supply Building | + Continuous Quality Improvement

’,\
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Select CLASS Score.

Select Grant Options.

LI - - I I - I -]
o R Koo P R R

In the Professional Development — Segment 1 section, input Number of Directors and Number of All
Other Employees.

& Al Othar Emplzryens *

Repeat for Professional Development — Segment 2 section.

Repeat for Performance section.

In the CLASS Observer Grant section, input Number of Directors Infant/Toddler, Number of Directors
Infant, Number of Directors Toddler and Number of Directors PreK.
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Select Yes/No for following questions in Eligibility Criteria for each Early Learning/Child Care Provider

section.

Input Signature of Authorized Provider Representative, Provider Printed Name and click Yes if

information is accurate.

Sgnatune of futhorzed Prosides
Flepresentative *

0 &= B a

Prwtder Printed Mames *

Tetal Amourt

Click Save & Submit Entry.

Save & Submit Entry

Resubmitting if Form is Returned/Rejected

On ARPA main page, click Child Success and CLASS Observer link.

AMERICAN RESCUE PLAN ACT (ARPA)

+Naw Eugubmty Request [T D ARPA Overview @ About ARPA

PROVIDER INFORMATION EDUCATOR APPLICATION I

— ELC - C10PO0000

+ Child Suco _ *nd CLASS Observer | + Child Care Supply Building

Stafffitem

J Child Success and CLASS Observer (1005)
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Click Modify Entry.

Edit information as necessary and click Save & Submit Entry.

Save & Submit Entry

ARPA - Child Care Supply Building

Please reference Eligibility Request Instructions first if you haven’t created one yet. *You
will not be able to create a Child Care Supply Building record if you haven’t completed

the Child Success and CLASS Observer form yet.

Creating a Child Care Supply Building Record

On ARPA main page, click the +Child Care Supply Building button.

AMERICAN RESCUE PLAN ACT (ARPA)

+ New Ellglh\llty CEEE (&) Help B ARPA Overview @ About ARPA

PROVIDER INFORMATION EDUCATOR APPLICATION i

ELC - C10PO0000

+ Educator/Director Request | + Child Success and CLASS Observer | + Child Care Supply Building

T

In the Child Care Supply Building Section, select options from Child Success, Provider Staff, and Grants.

Chiel Surress *

Frovicr Suadf * |, |

Profussionsl Duvlopmns Bone - Segmur 1
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Sections will appear below for each of the above items selected in Grants.

*Please note that some Grants may or may not be available depending on information filled out for
selected Provider Staff previously.

Upload Documentation and input Confirmation for each section.

Upload required documentation to demonstrate completion of reguirements stated above.

By selecting "yes" this confirms that the reguirements have been met and docurmentation of reguirements are attached.

O Yes

Input Signature of Authorized Provider Representative, Provider Printed Name and click yes if
information is accurate.

Click Save Entry.

Repeat steps for each Provider Staff as needed.

ARPA - Continuous Quality Improvement

Please reference Eligibility Request Instructions first if you haven’t created one yet.

Please note: Creating a Continuous Quality Improvement record prevents future ability

to create a Child Success and CLASS Observer record, you cannot create both.

Creating a Continuous Quality Improvement Record

On ARPA main page, click the +Continuous Quality Improvement button.

ELC - C10PO0000 J

+ Educator/Director Request | + Child Success and CLASS Observer + Continuous Quality Improvement
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In Continuous Quality Improvement section, input CLASS Date and select CLASS Score.

v READ MIODRE

In Application Details section, input Training Plan, Priorities, Weekly Goals and Planned Outcomes.

Click Add More button to input Training Participant Details.

\ - wtidpi Same : Fusttion

Input Participant Name and select Position.
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Click Add More button to input Budget Details.

Bkt . - Plissat ctoich i prpacicic Bt Enis Pt ot i ke 55 i v g omk el i cobiyputi g gt Fo it bk

Descripmiondustfcat
\ Line e an Fropased Bisskget Amasant Sgpant Amoink Remaning

==

Input Line Item, Description/Justification and Proposed Budget.

Input Signature of Authorized Provider Representative, Provider Printed Name and click Yes if

information is accurate.

0 & [ &

Provizdur Printad Hamu *

Click Save & Submit Entry.

Save & Submit Entry

Resubmitting a Rejected/Returned Form

On ARPA main page, click the Continuous Quality Improvement Link.

— ELC - C10PO0000

+ Child Success and CLASS Observer | + Child Care Supply Building

Stafffitem

Continuous Quality Improvement (1002) &
Click Modify Entry.

ELL - C10POO00

1023 1602 ULVZIEI 110 FM CIIFOO000 1233 [ e |

Darts Ssbmithad

Edit information in record as necessary and click Save & Submit Entry.

Save & Submit Entry
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