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CDDIS Trainings

This is the second training in a series of CDDIS trainings for child care providers. We
recommend you view them in the order below.

1. CDDIS Login Overview
2. CDDIS Attendance Reports

3. CDDIS Provider Rate Agreements (PRA)
a) Checking PRA Status

4. CDDIS Operation Hours, Certificates, Claims and Notices



https://outside.vermont.gov/dept/DCF/Shared%20Documents/CDD/CCFAP/CDDIS-Login-Overview.pdf
https://outside.vermont.gov/dept/DCF/Shared%20Documents/CDD/CCFAP/CDDIS-Attendance-Report.pdf
https://outside.vermont.gov/dept/DCF/Shared%20Documents/CDD/CCFAP/CDDIS-PRAs.pdf
https://outside.vermont.gov/dept/DCF/Shared%20Documents/CDD/CCFAP/CDDIS-PRA-Status-Checker.pdf
https://outside.vermont.gov/dept/DCF/Shared%20Documents/CDD/CCFAP/CDDIS-OpHours-Certificates-Claims-Notices.pdf
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Logging Into CDDIS




Getting Paid Through CDDIS

All licensed, registered, and Approved Relative Child Care providers who wish to be paid
child care financial assistance (subsidy) need to submit attendance reports in the Child
Development Division Information System (CDDIS).

Providers must request access to CDDIS by submitting a CDDIS Help Desk Request at
https://cddishelpdesk.vermont.gov.



https://cddishelpdesk.vermont.gov/

Log Into Your my.vermont.gov Account

You will receive an email prompting you to
e S VERVONT log in or set up a new account with
my.vermont.gov.

If you need assistance with your password,
submit a CDDIS Help Desk Request at
https://cddishelpdesk.vermont.gov.



https://cddishelpdesk.vermont.gov/

Provider Login

Once you are logged into
your my.Vermont.gov
account*, look for the
Child Care Programs
block and click Provider
Login. You will be directed
to the CDDIS homepage
(see slide 10).

*The look of your
homepage in
my.Vermont.gov may look
different based on the
AHS programs you are
associated with.

Upload

Medicaid for the Aged, Blind and
Disabled (MABD)

Application for health coverage and help
paying medical costs.

Apply

MyBenefits
3SquaresVT, Reach Up, Fuel Assistance &
u Essential Person benefits.

Apply

AHS Child Development Division
Click below for CDDIS application links.

Families

? Child care financial assistance account

information.

Family Login

Child Care Programs

AVERMONT Attendance and invoicing for

DEPARTMENT FOR CHILDREN ano FamiLEs  child care financial assistance.
CHILD DEVELOPMENT DIVISION

Provider Login

© Click here for assistance logging in to CDD programs.



Logging In With A Mobile Device

*You can use a smartphone, tablet, or computer to log
into CDDIS. < 6 ht:;in//evermomz—rstagesandbox < €0 hll(;r:]/?vermomtzr—stagesandbox <

X 7~ VERMONT

*There is no separate app to do this. You will need to
log in at my.Vermont.gov via a browser as if you
were on a desktop.

Provider Rate Agreement
Operating Hours

Attendance

*The information found using a mobile device will be Welcome!

the same, BUT the view will adjust to fit a smaller

You are accessing the Provider Portal of the

S C re e n Child Development Division Information Notices

System (CDDIS). The portal will provide
information about your child care program.

*Look for a “More” button or select the dropdown icon

Financial Assistance Program (CCFAP),

to expand the n u m ber Of items you See . please contact the Eligibility Specialist

within the Community Child Care Support
Agency.

¢ Example: On a Galaxy phone, the tOOIbar ChOiceS Ifyf)urequiretechnicalassistance(e.g.,
display when you select the triple line icon on the v estions shutthe ot i

your account, please submit a CDDIS Help

top left of the Welcome screen.

Ul @] <




Entering An
Attendance Report




Enter An
Attendance
Report

After you have logged
into CDDIS, select
the Attendance tab*
from the green
banner on the top of
the CDDIS
homepage.

*If using a mobile
device, you will need
to click on the “More”
or dropdown button to
sebe the Attendance
tab.

My Account

Provider Rate Agreement

Operating Hours

Attendance

Certificates

Notices




The Attendance screen has tabs for Attendance Entry,
Attendance Adjusting Attendance, and running Attendance Reports.

Entry Screen The default is Attendance Entry.

My Account Provider Rate Agreement Operating Hours Attendance Certificates

Attendance Attendance Adjustment Attendance Report

Attendance Entry
Tirme Plan {mm/ddAvyyy-mmdddyyyy) Select Account
Search Time Plans... Q l [ Select Account b
D Paper Attendance? Diownload Paper Print Print Attendance
CHILD PARENT CERTIFIFCATECERTIFICATE NO LOMNGER
4 1
NAME NAME  END DATE 1D Numeer "EF¥  enroLLep ® i i o il 5 i IR NORES




Service Periods

= CDDIS is set up to accept attendance in two-week
Intervals called service periods.
= Service periods are fixed and cover the fiscal year,
which runs from July 1st through June 30,
= All attendance records are based on the state fiscal
year, not the January to December calendar year.
= For example, licensed and registered providers
may be paid for up to 30 closed days. You must use
July 1st as the start date when calculating the
number of closed days you can be paid for during
the year.

A link to the current CCFAP Payment Calendar is always posted on the CCFAP Information
for Providers page on our website.



https://dcf.vermont.gov/cdd/providers/care/ccfap

Home My Account Provider Rate Agreement Operating Hours Attendance E n te r i n g Se rVi Ce
Period Dates

In the Time Plan field, begin
bendance Entry typing the month and the day of
TirNe Plan {mm/AddAyyy-mmddd vy the SerV|Ce pe”Od

04/24 Q

Attendance Attendance Adjustment Attendance Report

The date range will pop up
below the field for you to select.

D\ Show All Results for "04/24"

04/24/2022-05/07/2022

Note: There must be 4 digits.
CHILD PARENT CERTIFIFCATECEF‘.TIFICATEWEEK M LDHGERS M T Example Aprll 24th |S 04/24

MAME MAME EMD DATE ID NUMBER EMROLLED




Selecting An
Account

If you have more than one
account in CDDIS, you will
need to click on the Select
Account field and choose
the correct account from
the dropdown.

You will automatically be
taken to the attendance

page.

Provider Rate Agreement

hdance Adjustment Attendance Report

Entry

vyy-mmiddyvyyy) Select Account

05/07/2022 X l l Select Account v ‘

Download Paper Print

Meck of the Woods

CERTIFIFCATECERTIFICATE NO LONGER
eND DATE 1D NumBer "EEK  enrollep M T Kristen's Kid Kare

14



Attendance Entry

Attendance Entry
ime Plan (mm/dd/yyyy-mm/dd/yyyy) Select
04/24/2022-05/07/2022 X] [ Neck of Woods
O eee Download Paper Prir Print
i:\’\;g PARENT NO LONGER ¢ F FT/PT NOTES
424 4/25 426 4/28 4/29 4/30
Y
52 5/5
5 2022-06-18  CR-049254 5/1/2022-5/7/2022 O ;?
4/29
5/6
y

For each child, mark the hours
of attendance in the boxes on
the right side of the screen.

* There are separate
attendance lines for the two
weeks of the service period.

* You may use decimals to
enter partial hours (ex. 8.5.)




Attendance Entry FT/PT

Providers should NOT check the FT/PT (full-
time/part-time) box by default. It should only be
selected when a child with a FT/PT certificate is |, aenance
present or registered for full-time hours during a
week, and codes are used.

[
»

Meck of the Woods v

M T W TH F 5 IF FT/PT NOTES

4/24 4/25 4/26 4/27 4/28 4/29 4/30
5 I

ET?
85 ] [3.5 } | 85 | | ] e /
/ 5/6 5/7

By checking the FT/PT box, you certify: [es ) [os | [ )
1. The child was enrolled to attend at least 26  |s» 52 s

5/3 4 5% 5/ LY
hous of care. s s e o (A
2. During this care, the child’s regular school ~ [** _ ** **¢ 7 %% ¥ % )
or program was not available to them. N N i
5/ 5/ 5/6 517

5/1 5/2 3 5/4 5/5

3. You used attendance codes for the times -
the child was scheduled to attend. L

ey " -




Hours Entered VS Hours Paid

= Registered and licensed child care
providers will receive payment only for
hours authorized; however, they must

enter the total number of hours a child
S ) [esroeris : attended, regardless of authorized
S hours.

e - , (=] - ERiE = Y = Approved Relative Child Care (ARCC)

S 20220618 CROASA SU2022-5772022 [ 2 .

D () D el D i providers can only enter up to the
w1 0 C] C] @ g @ O @ + number of hours authorized.

NS Pvronemm  cucy oo suvwsimz [ C] D [: D C] S D T




Don't Lose Your Work!

= You MUST select the Save button
before you move on to another
screen or your work will be lost.

= This includes situations where

B e ) (s : programs have multiple pages of
attendance. You MUST Save at
S oo s unaen e B v T W m e e the end of each page.
P ey 222001 CRows: 42u072- 4302022 [ - - - - - - D o) .
e = You can enter attendance daily,
D — @ @ — E 7 * L weekly or for a full two-week
e T @ C] g @ @ o service period, but always
-

hit Save to keep that information
until the full two weeks

of attendance has

been submitted.

2022-08-27 CR-047311 5/1/2022-5/7/2022 O

GDESBGD




Attendance Codes

*Regulated child care providers who serve children receiving child care financial
assistance can enter letter codes into their child care attendance within CDDIS in place
of hours of care when a child is absent or when the program is closed on normal days of
operation.

*Approved Relative Child Care providers are not eligible to use codes. If a code is
entered, no payment will be made for that day.

*See the Attendance Code fact sheet at https://dcf.vermont.gov/cdd/providers/care/ccfap

for more details about each code and when and how to use them.



https://dcf.vermont.gov/cdd/providers/care/ccfap

Entering Attendance Codes

In this example, the child was
T ————— on vacation from 4/24-4/30.

= ' ' The provider entered a “V” in
the attendance for the week.

|
Attendanca Entry




Additional Information

Additional information available on the
Attendance Entry page includes:

Attendance

Parent name

Attendance Entry

*Child’s certificate Wonmasis ] Frasssmess

*Service period

20220618 CROSFISE 4/242012-830/2022 [

*Check box if the child is no longer

en rol Ied '_H_ - :; , gy 20220618 CRO49254  SivoRz-sTzE (O § l:J l J P l l J | | :

=== =

) V) i o i

424 27 428

A Print Attendance button to download
a spreadsheet with the data you have
entered for your record-keeping.

He-08-27 CROSTINL 472402002 -453002022 [7]

2022-08-27  CR-O4TINL  5/170002- 022 )




Submitting Attendance

Once all attendance
information for that

My Account

Provider Rate Agreement

service period is entered,

* You can only submit e S '
attendance once the |l T
service period has s e e A o
ended. * IO 7 L

* You have up to 60 o S
days to submit B, weoy oo wmmionn O =T e T T W |
attendance for a —

memmmmEEE D OO T

service period.

=) |




Summary Details

After hitting Submit, a
Summary Details page will
appear.

1. Review the attendance
information and the
calculation of hours for
accuracy.

. Click the approval box on
the bottom of the screen.

Note: Ared error box may
appear if there is a problem
with the hours entered. In the
example above, too many
hours were entered for the
child.

@ Error p 4

For CertificateCR-049247 Total Hours 140 should not be > Authorized Hours100

Success
Attendance Summary Calculated Successfully.

Success
Timesheet Saved Successfully!

Summary Details

Certificate D “ | Certificate EndDate “ | Total Authorized Hours ~ | Week1's Reported Ho... » | Week2's Reported Ho...
CR-049254 &/18/2022 45 51 0
CR-047311 8/27/2022 40 0 o
CR-048913 7/30/2022 25 0 0
CR-048748 &/11/2022 25 0 0
CR-04874% 8/27/2022 40 o 0

agency is a criminal act. The crime is a felony under 33 VS.A 5143, §141, with a maximum penalty of up to 10 years in prison or a fine up to 51,000 or twice the a
r 13'V.5.A. §3001 with a maximum penalty of 5 years in prison or a fine of up to $10,000, or both.

ainst vour ¢hild care license, ra gistr ot certificate if providing false information is substantiated.
rmiation | entered on this form is true, accurate, and complete

23



Success Notification

At each step in the attendance
submission process, a Success
notification will pop-up on the screen.

Here you can see that:
- the attendance was successfully

Success
Download Pape Attendance Submitted Successfully!

S U b m itted SEFE{JTEQ;EATEFEE TJ—L:TE‘: ° Success w T
Attendance Summary Calculated Successfully. 4/97 a
. th e atten d ance summa ry was 2022-06-18  CR-049254  4/24/2022 - 4/30/2022
8.5
calculated successfully @ success et —
. the t| meSheet was Saved 2022-06-18  CR-049254  5/1/2022-5/7/2022

Note: You will need to hit the X for the
notifications to go away.




Viewing A Submitted
Attendance Report




View Status of

Attendance Report S
2 items » Sorted by Account Name » Filtered by All accounts - Account Record Type » Updated a few seconds ago Search thislist.. ] E]-
CCount Name A

| Account Record Type | Owner First Name

Once the attendance has been
successfully submitted you
can check its status in CDDIS.

1. From the green banner at

the top of the page select Details |RE ated |
the My Account tab.

. Select the Account Name.
. Select the Related tab. B claims 64)

. Scr‘o” to the bottom Of the C aim.hl..mh(.-r Claim Status Claim Owner Pay Period
Related screen and find
the Claims SeCtion. a2u3S0000001EqB Processed sAV Provid

C C
. Click View All under the SAOS0O00LEY SOV Provider 06/26/2022.09/10/2022
Claims SeCtion if you do not a2u350000001Cow Processed SOV Provider 08/14/2022-08/27/202
0

a2u350000001Eq1 Processed SOV Provider

Provider Sandhya

———
[] Neckof the Woods Pravider DCF-CDDIS System

My Account Provider Rate Agreement Operating Hours Attendance Certificates Notices

Account
Kristen's Kid Kare

SOV Provider 09/25/2022-10/08/2022

a2u3S0000001FnT Processed SOV Provider

8/28/2022-09/10/2022

8/14/2022-08/27/2022

initially see the Claim
Number.

Honoole|e




View & Print T

- Claim Number Claim Status Claim Owner Pay Period
C I a I m R e C 0 rd 523500000007 || Processed Neck of the Woods
a2u350000000UAr Processed Neck of the Woods
§2L|SSOOODODGVSR Processed Neck of the Woods
a2u350000000VYG Processed Neck of the Woods

To see the details of an invoice,

follow the steps on the previous B .y Leaming program | sl
slide and then:

Claim Number Pay Period Claim Total Expense Amount Claim Status VISION Paid Amount
07/03/2022-07/16/2022 $561.00 $561.00 Processed $561.00

From the Claims section, select
the relevant Claim Number. berals  ReLaTeD

Chatter isn't enabled or the user doesn't have Chatter acces

l Print l

Once that claim screen opens,

Provider |d: 0003z
click on the View Claim Record FayParce
. . Invaice Create Date: Mon Oct 31 16:24:20 GMT 2022
button in the top right corner. o e
Invaice Status Posted
Paid Date

Invoice Description:

A copy of the invoice will display. moce o e
It can be printed or saved as a
pdf.

Summary of Invoice Details

Child Name

Certi “Atte )% Pay Week: Amount Family Share
MALAK CR A3 2022-09-25 - 2022-10-01 280.00 00.00
, * MALAK CRL = 2022-10-02 - 2022-10-08 280.00 00.00
Alan Bo CRL A3 2022-09-25-2022-10-01 280.00 00.00
N Ote . T h e aSte Il S k ( ) N eXt tO a Alan Bolm CRI = 2022-10-02 - 2022-10-08 280.00 00.00
- y - Atticus CRL A3 2022-09-25-2022-10-01 280.00 00.00
Ch | Id S name On the Clalm reCO rd Atticus CRL Al 2022-10-02 - 2022-10-08 280.00 00.00
Y - Y A ook Gx  au s 0o 28 a0 1001 2600 0000
Ind ICateS th ey recelve SpeCIaI |Zed Alan Book: @ E 2022-10-02 - 2022-10-08 28.00  00.00

child care payments and will be O e PO g 500 s ot o st of sz mtrt's
. . . . professional development, staffing, and other supparts needed to provide specialized child care.
listed twice on the invoice.

Number of children Eligible Amount Received
1 56.00

Invoice Deduction Amount:

This amount (if greater than $0) indicates the recoupment of funds by the Child Development Division. The
recoupment of funds will continue on each submitted invoice until the balance 15 paid in full. If you have
questions about your recoupment, please refer to the ietter you received from the Child Development Division

27




B Clalm
SOV Provider ViewClaim Record | Printable View

V . C I .
I ew a I m a2u3S00 09/25/2022-10/08/2022 3201600 $2016.00 Pested $2,018.00
L L
|_| Chatter isn't enabled or the user doesn't have Chatter access.
e a I S y I i i

5;‘; Claim Line Items (6+)

Child Lastname Attendance

1. While in a claim record (see
step 1 on page 27), click
the Related tab.

Click View All under Claim

Line Items. This will give

you a list view of all

Claim Line Items

children. Click column

headers by' Line ltem Number vI Child Firstname | Child Lastna... vIAttenda. ~ | Expense Amount v | Certificate v | WeekStart.. v | WeekEn... & | Status vIREcordTvpe \I
.

2 al103st Jolene A34 $0.00 CR-008 10/2/2022 10/8/2022 Closed W/O Pay Claim Line ltem

. .
C C h I I d F I rSt N a l I l O r 10 21038t KELANINOLAH A34 $0.00 CR-001 10/2/2022 10/8/2022 Closed W/O Pay Claim Line Item
‘ h i I d L a St N a m e to 11 al103st Alan A34 $28.00 CR-008 10/2/2022 10/8/2022 Posted I Specialized Child Care I

. 12 al03s MALAKAI A4 $28000 CR-002 9/25/2022 10/1/2022 Posted ClaimLine ltem

m atC h u p th e I I n e S b y 13 al103s OLIN A-34 $0.00 CR-004 9/25/2022 10/1/2022 Closed W/O Pay Claim Line Item

C h I | d 12 al03 Pebbles A4 $0.00 CR-008 9/25/2022 10/1/2022 Closed W/O Pay ClaimLine ltem
.

15 al03s Alan A-34 $280.00 CR-008 9/25/2022 10/1/2022 Posted Claim Line Item

R e CO rd Ty p e to h a Ve 16 31038 Atticus A34 $280.00 CR-001 9/25/2022 10/1/2022 Posted ClaimLine ltem

al03s Ava A-34 $280.00 CR-005 9/25/2022 10/1/2022 Posted Claim Line Item

the specialized child o o
care children show
together.

28




Adjusting Attendance

Editing and re-submitting a previously submitted attendance
form




Submit An Adjustment

If CDD notices an error or missing element in an attendance report, it will be sent back to you for
updating. To correct a claim that is already submitted:

1. Go to the Attendance tab.
2. Select Attendance Adjustment.
3. Select the relevant Service Period and Account Name.

My Account Provider Rate Agreement Operating Hours Attendance Certificates

Attendance |Attendance Adiustmentl Attendance Report

Attendance Entry

Time Plan {mm/ddAyyy-mmiddAyvy) I’E lect Account
04/24/2022-05/07/2022 X l I Neck of the Woods I




Attendance
Adjustment -
Screen 1

After choosing the
Attendance Adjustment
button and selecting the
appropriate dates and
account, this screen
appears.

1. Click the box next to
the child whose
attendance you need
to update.

Select the Next
button.

Attendance Attendance Adjustment Attendance Report

op @ success

Attendance Adjustment Records loaded successfully

Attendance Entry

Time Plan {mm/dd/fywyy-mm/ddiyyyy)

Select Account

[ 04/24/2022-05/07/2022 X l [ Neck of the Waods - l
) CERT.
Child I . IF
B o v D v | Weeld v | S Mo wo|[TH |F 5 fupy | Weekzv |'S TH |F 5 P
NUMBEI
. 424- <
CRO49254 85 &5 85 &5 85 &5 v 51-57 v
o 4/24-
8/26/2022 CROA31L 1-5/7
. 4/24- )
7/29/2022  CRO48913 o 1-5/7
o 4/24- -
6102022  CRO4B748 v s1-57 v
i 4/24-
- B/26/2022  CRO4B749 1-577

31



Edit Attendance

|Attendance Attendance Adjustment Attendance Report

Attendance Entry

1 . We u pd ated th e h O u rS fo r Time Plan (mm/dd/yyyy-mm/dd/yyyy) Select Account

th e wee k Of 4/24_4/3 O : 04/24/2022-05/07/2022 » ] l ekt e - l

(_NOte that_ the Child WaS CHILD PARENT CERTIFIFCATECERTIFICATE T
S I Ck O n F rld ay. ) NAME MAME END DATE  IDNUMBER '~ ©  ENROLLED °4;24 ‘4725 — - , . .
G AR ase 20220827 R047311 4/24-4/30 [ - - — ; ; ; = )
. For the week of 5/1-5/7, ek Jb Jb Jb J& JU
we have CheCked the No N, 20220527  CRO47311 5/1-5/ l ‘ l - )

Longer Enrolled box.
This blanked out the
ability to fill in attendance
and will let CDD know
that the child is no longer
enrolled in your program.

. Select Submit when
done.

32



Success ) 4
Attendance Summary Calculated Successfully.

X

Summary Details

Child... ~ | Certi... ~ | Certi.. ~ | Total.. v | Week.. v | Week... v | Used... v

40 44 0 15

Confirmation

As when you originally submitted attendance, you will receive a success notification
and be asked to verify your submission. Check the box and click Submit.

33



Printing or Exporting
Attendance Reports




Attendance

Attendance Entry

Time Plan {mm/ddAnyyy-mm/ddAyvyyy) Select Account

04/24/2022-05/07/2022 X l Neck of the Woods v
Print Attendance

Click on the
Attendance Report tab
to view a history of
submitted attendance.

Select the service
p e ri Od , a CCO u n t : a n d J Attend_ance/Atter-ld.ar.lce Adjustnjentfleports _
Ch i Id . ;«a‘ Records (\):tau-ecmx # child is no long... gm. T/PT Indicator ;m- If FT/PT

ﬁ Report: Attendance with Certificate Q & Add Chart b c Export

Child Name T |*| Certificateld T |*| | Attendance: Record Type | *| Pay Period ¥| Week Start Date |*  Week End Date | *| Attendance: Created Date 4+ | ¥ Attendance: Attendance Name | ¥ | | Certificate: Certificate Name

L] - ‘.
( ; I Ck P ri nt PPy, C707311 ) Attendance 04/24/2022-05/07/2022 472472022 4/30/2022 5/5/2022 A-39884 CR-047311
Attendance 04/24/2022-05/07/2022 57172022 57772022 5/5/2022 | A-39885 CR-047311
Attendance e
-

A list of attendance
submissions associated
with that child will
display. They can be
viewed or exported.
Row Counts (@) Cetsil Rows @D subtotal: @)  Grand Total

IJ



Thank you for viewing
this training.

For additional tools and resources visit the CCFAP Information For
Providers page on our website at

https://dcf.vermont.gov/cdd/providers/care/ccfap.



https://dcf.vermont.gov/cdd/providers/care/ccfap
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