ARPAModule -Eligibility Request
Creating an Eligibility Request

Log into WebAuthor Portal and click ARPA Module.

Select site from Provider field.

If you see the red box display Existing Record found. SlagirayeEligibilty Request.

Srowickar lwmmatian

Existing Record Found
N o, e found an exsting record in the
= syslein.

Address ]

1395 Thurder R, Eagle Lake, FL 33639
Tra i & christiansokaidelcoolkorg

I or * ok
Froneumber £ o BE3-577-2450

[STEShTN)
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Select Provider Type.

Provider @ fe
Address 9

Email Address * o

Phane Number ¥ [ o [0 0 en

License # ¥

Provider ID *

i *
Provider Type Licensed Family Home | Licensed-Exempt Family Home Licensed Center | Licensed-Exempt Center

Select QualityActivitiesand Program Year.

Indicate options for ARPA quality activities

5 i _
Quality Activities Recruitment Bonus @

Health and Safety Bonus @

CLASS Bonus - PreK @

CLASS Bonus - Infant/Toddler @

Upskill Director Bonus @

P Y * 5 Ame
rogram Year 50222023

Select Yes/No to the following questions.

If Yes is selected for ¥/being submitted, inpubDate W9 Submitted.

Diste Prisviously Submisted W.3 *
]

If Nois selected for WD being submitted, upload W. Only PDF files are accepted.

Wi | G
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In the Provider Attestation Sectiqrinput Signature of Authorized Provider Representative, Provider
Printed Name and select confirmation fiela§y.

Click Save and Submit

Save & Submit

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

Click thehighlighted(Dashboardputton to the left in Pictureto return to Main Page
v ARPA

REQUESTS MAR

N ELC - C10PO0ODD @
Detail \' :

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 4 ELC - C10PO0000

If you see this, your Request is being Reviewed.

ELC - C10PO0000
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You willalso see the statusf your requesto the right of your site. View Request takes you back to
Record Details seen previsiy.

Youmaysee the following options available, Educator/Director Request, QlilceSs and Class
Observer Child Care Supply Buildiagd 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

Stafffitem

+ Child Care Supply Building | + Continuous Quality Improvement

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 &

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

Selet the +Educator/Director Request button.

AMERICAN RESCUE PLAN ACT (ARPA)

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

ELC - C10PO0000

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

Staff/ltem

Click “Add Staff".

1016 21023 331 PM CarRoocen 1234 [ |

Complete Provider Staff Section. Input First Name, Middle Name, Lag, eate of Birth an&SN.

Frovider Stafl

(oo

First Mame # |

Middle Name

Input Home Mailing Address, Email Address, Phone (Cell), Phone @idréglect 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 irfCRédlyood Field, and Upload W9 .

Age Groups Teaching * Tnfants [0-12 manths|

! Taddlers [13-36 manths]
Freschanl (37 montise—Frok]
Sehanl age

i

Wirked in Early Childhood Field *

WO E  ChocaFis

& Download from IRS

Complete Authorization Agreement for Autaic Deposit Form section. Input Name of Bank, Bank
ABA/Routing Number, Confirm Bank ABA/Routing Number, BaocduAt Number, Confirm Bank
Account Number. Select checking or Savings Account, Upl¥aided Check/Direct Deposit Form.

Have Staff/EducatoBirector 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 staffe suptions may or @y
not be available further intéNYof the Forms available.

Select staff from dropdown.
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Select Bonuses.

Educator Applicaticn

| Recruitment Bonus @

| Heatth and Satety Borus @

ipssilt Lirector onus @

Sections will appear for you to Upload documentation for each of the above #efasted in Bonuses.
¥ Upload required documentation to demonstrate completion of requirements stated above.

= | Choose 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 Sityme and Applicant Printed Name. Click “Yes” if information is

accurate.

ewort sy | D0 MOT SHEM ON BEHALF o thit v

Appiicant Frinted Name *

Provider completes Sponsoring Provider’'s Affirmation Statement Se@lak Yes/No or N/A as
appropriate to questions seen.
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Input Signature of Authorized Provider Representative, Provider PrintegeNalick “Yes” if information
is accurate.

ol ican o e H Dorists snd foe o
iy pravider location will be given 80 the applicant for

undarstand sl stipend monies
W provided n this applizaon s

Sigrature of Suthuriced Frovider
Representative ¥

Pruswiclir Prirstid Mame ¥

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

On ARPA Main Page click View Request.

Click View.

Scroll to bottom of page. Click View for either the Staff's Application fou®mnor 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 Modffied...
0 = George Washington [Director: 1/1/. | [EEE A $3,150.00 1005 | Christian-Test Sojka... | 2/8/2023 11:38 AM
) @ Abraham Lincoln [Director: 1/2/20... | [[ECE AL $3,150.00 1006 | Christian-Test Sojka... | 2/8/2023 11:46 AM
PROVIDER STAFF
) Page 1 |ofl Records per page:) 10 v || & | Displaying 1 to 2 of 2 items.
First Name Last Name SSN Phone (Cell).. Position Title. Position Start... ID... Modified By Date Modffied...
I | George Washington '™ 000-000-0000 1/1/2023 1005 | Christian-Test Sojka... | 2/8/2023 11:07 AM
EZ  Abranam Lincoln 111-111-1111 1/2/2023 1006 | Christian-Test Sojka.. | 2/8/2023 11:14 AM

Revised ELC of P&IR1/2023 Pages



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 MaiRage click +Educator/Director Request

ELC - C10PO0000

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

Stafffitem T

Select Provider Staff and continue wiineatingan Educator/Director Request (Pads

+ 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, gannotcreate both.

Creating a Child Success and CLASS Observer Record

Clickthe +Child Success and CLASS Observer button.

AMERICAN RESCUE PLAN ACT (ARPA)

+New5ugbutyneqst @Help  EARPA 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 -
oo Ko Bp PR

In the Professional DevelopmenSegment 1 section, input Number of Directors and Nundjekll
OtherEmployees.

Repeat foProfessional DevelopmenrtSegment 2 section.

Repeat for Performance section.

In the CLASS Observer Grant section, input Number aftBisednfant/Toddler, Number of Directors
Infant, Number of Directors Toddler and NumbebDafectors PreK.

Obsieronr Extimate
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Select Yes/No for following questions in Eligibility Criteria for each Early Le&tildgCare Provider

section.

Input Signature of Authorized Provider Representative, Provider Printegead click Yes if

information is accurate.

0 &= B a

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)

+NewEugubmtynaquast @ Help D ARPA Overview @ About ARPA

PROVIDER INFORMATION EDUCATOR APPLICATION I

— ELC - C10PQ0000

+ Child Succe _ *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 gat. *Y
will not be able to create a Child Care Supply Building record if you haven’'t completed
the Child Success and CLASS Observeryetrm

Creating a Child Care Supply Building Record

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

AMERICAN RESCUE PLAN ACT (ARPA)

+NEwEl|ghlltyHEq ol (& 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 Skcoegier Staff, and Grants.
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Sections will appear belowf@ach of the above items selected in Grants.

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

Upload Documentation and input Confirmation for each setcti

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 Signatre of Authorized Provider Representative, Provider Printed Name and/efidk
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 recoodnymicreate both.

Creding aContinuous Quality ImprovemenRecord

On ARPA main page, click the +Continuous Quality Impreneutton.

ELC - C10PO0000 J

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

In Application Details section, input Training Plan, Priorities, Weekly @udBlanned Outcomes.

Click Add More button to input Trainings details.

Input Course Title, Coursed®ider, Course Description, Training Format, Course Cost and Hours.

Input Training Plan Start Date and Training Plan End Date

o L]

Click Add More button to input Training Participant Details.

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

Input Line Item, Description/Justification and Proposedds.

Input Signature of Authorized Provider Representative, Provider PrinteteNad click Yes if
information is accurate.

Click Save & Submit Entry.

Resubmitting a Rejected/Returned Form

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

Click Modify Entry.

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