Submitting, Viewing and
Editing Provider Rate
Agreements (PRA) in CDDIS

7~ VERMONT
DEPARTMENT FOR CHILDREN AND FAMILIES
ISION

CHILD DEVELOPMENT DIV




CDDIS Trainings for Child Care
Providers

This is the third in a series of trainings. We recommend you view them in
the order outlined below:

1. Login and Overview for the Child Development Division Information System (CDDIS) for Child Care Providers

2. Entering, Adjusting or Viewing a CDDIS Attendance Report

3. Entering, Viewing and Editing Provider Rate Agreements (PRA) in CDDIS

4. Viewing and Editing Operation Hours, Certificates, Claims and Notices in CDDIS




Log Into CDDIS

Entering a New or Updated PRA

 Providers with One Account

« Providers with Multiple Accounts

Checking the Status of a PRA

Viewing a PRA
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| Upload |
| Medicaid for the Aged, Blind and
Disabled (MABD)
Application fc ealth coverage and help

paying medic osts.

Apply

Once you are logged into your
my.Vermont.gov account, look for the "o | [
Child Care Programs button.

 Selecting this button will bring you to the AHS ChildDevelopment Division
. Click below for CDDIS application links.
CDDIS homepage seen on the next slide.

my.Vermont.gov may look different based
on the programs you are associated with.

Families

Child Care Progr

/\2‘\ VERMONT Attendance anc

DEPARTMENT FOR CHILDREN AND FaMILES  child care fina

CHILD DEVELOPMENT DIVISION
Provider Login

@ Click here for assistance logging in to CDD programs.




Begin by logging into your my.vermont.gov

Account

Login to get started

<~ VERMONT

You will have received an email
with login information from CDD.

If you need assistance with your
password, submit a CDDIS Help
Desk Request at

https://cddishelpdesk.Vermont.gov.



https://cddishelpdesk.vermont.gov/

Logging in with a Mobile Device

*You can use a smart phone or tablet, as well as a o i s L o o Fle .
computer, to log into CDDIS. i < ewon |
*There is not a 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

*The information found using a mobile device will be the Welcome!
same, BUT the view will adjust to fit a smaller screen.
You are accessing the Provider Portal of the
. Child Development Division Information Notices
*Look for a “More” button or select the dropdown icon to O T
expand the number Of ItemS you See- If you have questions about the Child Care

. Financial Assistance Program (CCFAP),

« Example: on a Galaxy phone, the toolbar choices w‘i’t'.?i?fth%“Z?:‘m‘S;fi'EL??!I‘Z:‘;‘*:L?,‘,T”
display when you select the triple line icon on the top Agency.

Ieft Of the We/come Screen. If you require technical assistance (e.qg.,

login support, system error message) or
have questions about the information within
your account, please submit a CDDIS Help
Desk Request.

1l @] <




Entering a New or Updated
PRA

NOTE: A NEW PRA WILL NOT BE APPLIED TO PREVIOUSLY
SUBMITTED PAY PERIODS.

i —————————————————————————————————————————————————————————————————————————————————————————————




Operating Hours

A PRA cannot be entered if the
operating hours aren’t filled in. If this

PRA Update total no of hours per week

information has not been entered

previously, complete the following
steps.

1. Click on the Operating Hours tab
on task bar.

2. Enter total # of working hours/week.
3. SeleCt NeXt When Complete PRA Update total no of hours per week
4. ReVleW the SUCCGSSfUIIy updated Successfully updated the total number of working hours to 50
hours screen.

5. Select Finish.




Entering a New or Updated PRA

(For Providers with one account)

1 1. Select the Provider Rate
- o : - Agreement button on the
green banner.

If you have questi bout submitting a Provider R ment, call the Child Development Division at 1-800-64%-24642,

u
ot 24 onte o The Create Provider Rate
Part Time Rate Full Time Rate Extended Care Rate

Frequency

B | [ RS R d Agreement screen will open.
E I

) L — — | 2. Enter your updated rates and
(oo | (oo e | (e 3 select the Next button.

| | (o e | o 3 Note: You cannot update a PRA if
. you have already entered
| attendance for a pay period.




Confirming a New
PRA (For
Providers with
onhe account)

3. After entering new data on
the blank PRA screen and
clicking Next, review that
your information reads
correctly. You can hit
Previous if you need to
correct anything. Select
Next

. Creating a PRA is not the
same as submitting a PRA.
Select Next to continue the
process of submitting.

5. Continue to

Provider Rate Agreement

Create Provider Rate Agreement

If you have guestions about submitting a Provider Rate Agreement, call the Child Development D

Part-Time weekly

Infant §200.00

(Birth to 24 months)

Toddler $175.00

{2to 3years)

PreSchool $15000
{3to5years)

School age $150.00

(5to 12 vears)

ivision at 1-800-649-2642.

Full-Time weekly Extended Care weekly
$400.00 $450.00
0.00 00.0
$300.00 $350.0¢
$300.00 $350.0¢
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Craate Provider Rate Agreement

PRA record has been created. ‘

Pravider Rate Apresments

Allw ¥

Aitems « Sorted by Provide r Rete Apresment o Filtered by &1 provider rate sgresme nts - Efective End Date o |

2
[e-)(m-](c](~)(e]7)

pidated 3 fewseconds apo

D Provice: Raleagraa,. T | Provice Acsaum w | Effectivesta.. v Efl

i End... w | Totalm. w | PRA.. » | Subm. v | Appr. v | Creatsd Data w | Cragted By W

D 254 EyRO00HITUDG et P ! L #25/2021 1262026 4000

7/f2022,12:08 PR Tes E]
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Entering a New or Updated PRA

(For Providers with multiple account)

My Account Provider Rate Agreement Operating Hours Attendance Certificates

Most providers have only one
account. Providers with more

than one account who are e All Accounts
Submitting a PRA, need tO do 3items » Sorted by Account Name » Filtered by All accounts « Updated a few seconds ago Search this list.. H & - H =T ] <

Printable View

h f 11 o R Accoun tName T “ | Phone v | Mailing Street “ | Mailing City | Mailing State/Province “ | Mailing Zip/Postal Code
the following:
1 | Test Provider Account 802-123-4567 280 State Drive Waterbury VT 05671
.
]- . C]-]-Ck the My Account 2 Jenny's Child Care 802-867-5309 1 Tommy Tutone Drive Waterbury VT 05671
button on the banner. 3 Vermont Child Care 802-802-8020 115 State Street Montpelier VT 05633

2. Choose the appropriate
account. Eﬁ Account
3. Select Create PRA and
enter rates. 802-123-4567 280 State Drive Integration Service CDDIS Application £

Waterbury, VT 05671

Test Provider Account [ + Follow I[ Creatz PRA ]

DETAILS RELATED [ - ] [ Search this feed.. ] { Y- ]

Account Name
Test Provider Account Integration Service CDDIS Application




Entering Rates
(For Providers
with multiple
accounts)

4. Enter your updated rates
and select the Next
button.

Note: You cannot update a
PRA if you have already
entered attendance for a pay
period.

Create PRA

Account Test Provider Account

If you have questions about submitting a Provider Rate Agreement, call the Child Development

Division at 1-800-649-2642.

Infant (Birth to 24 months)

Part Time Rate Full Time Rate Extended Care Rate =ue

| 5125 ‘ ‘ $250 | ‘ $300 | Weekly : |
Toddler (2 to 3 years)

Part Time Rate Full Time Rate Extended Care Rate Talil=

| $125 ‘ ‘ §250 | ‘ £300 | Weekly . |
Preschool (3 to 5 years)

Part Time Rate Full Time Rate Extended Care Rate =ue

| 5125 ‘ ‘ $250 | ‘ $300 | Weekly : |
School-age (5 to 12 years)

Part Time Rate Full Time Rate Extended Care Rate Talil=

| $125 ‘ ‘ §250 | ‘ £300 | Weekly . |

Total number of operating hours per week :40

12



e Create PRA
Confirming a New
B If you have questions about submitting a Provider Rate Agreement, call the Child Development
P R ( FO r Division at 1-800-64%-2642.

n n Part-Time weekly Full-Time weekly Extended Care
Providers with
Infant $125.00 $250.00 $300.00

[ ]
mUItIpIe (Birth to 24 months)
Toddler $125.00 $250.00 $300.00
accou n [2to 3 years)

5 Conflrm the rates you PreSchool $125.00 $250.00 $300.00
. (3to 5 years)
have entered are )
School age $125.00 $250.00 $300.00
correct and select the 15t 12 years)

Next button. You can
hit Previous if you

need to correct
anything.

Select Next on the Create PRA
Create PRA page.

Continue to PRA record has been created.
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PRA Display screen

eeeeeeeeeeeeeeeeeeeeeeeeeeeeeee

llllll

PRA Verification
& Submission

Upload Documents

Verify the rates you
have submitted are the
rates you charge to all S5
el fre b

those that pay with e e o
other funds. Once

Submit

DDDDDDD

Complete Click Submit. Part-Time weekly Full-Time weekly i);t::;ed(:are

'w| Click here to submit your PRA Infant 3125 $250 $300
(Birth to 24 months)

2. Check the box and click v s
NeXt. PreSchool $125 $250 $300

(3 to 5 years)

School age $125 $250 $300
(5to 12 years)

3. A review of the rates will

appear. Click Next.
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Provider Submit

ReSpOnSibﬂitiES Scroll Here

Section C Provider Responsibilities :>

In order to receive Child Care Financial Assistance Program payments and/or other grant
Review the Provider awards from CDD for child care services the child care provider named in Section A agrees to:

ST LR 1. Provide child care to children of families eligible for Vermont's Child Care Financial
Responsibilities. Scroll

Assistance Program.
to the bottom of the -
page and check the

”Agree” checkbox and | have read Section C and understand my responsibilities and agree to the terms and conditions
c of the Financial Provider Agreement.
click Next.

D Agree

15




Submitting PRA

Submit

5. Click Next and you
have SuceSSquy Provider Rate Agreement is submitted for Approval
submitted a PRA. This

will bring you back to

the submission screen.

Close out of the e B

SubmiSSion Screen by Create Provider Rate Agreement

You cannot submit a new PRA as you already have an existing PRA in pending status.

clicking on the Provider
Rate Agreement tab on

For questions about the Provider Rate Agreement or how to complete it, please call the Child Care Financial Assistance Progrom at 1-800-649-2642 ext. 5.

the top of your screen.

Provider Rate Agreements

All v ¥

Note: You are unable to e
submit another PRA until

your newly submitted PRA

is approved.

16




Checking the Status of
a PRA




Checking PRA
Status

Click the Provider Rate
Agreement tab.

Scroll to the bottom of the

2
page.
Create Provider Rate Agreement

Look at the following scroll Down
Column5: Submitted for :T‘::)r::l:::hiie:‘:l:r::::u[;unnmmngaPrnwderRateAgreemen:‘cal\mecmldDevelonmeleulsnonat 1-800-649-2642. @
Approval and PRA | | [ ]
Approved.
a. If you see a checked box in D A" ',

the PRA Approved column Tl e v

this means that the PRA has homs S B« Fl G e agroemarts - Effc * Updateda i hadl| LA 53 4[5

been approved and is effective [] ProviderRae...+ v | Provider Account ertcivesiarcOme  tvekn. v | L +vf{rRAAoved | v | submittedtor Aporoval v [ Aoproval rauestefc.. v | CreatedDate

per the Effective Start Date . .

column.

. ] 47PM
If you see a checked box in —
the Submitted for Approval J

column this means the PRA
has been submitted and is
pending approval from CDD.

If you do not see a checked
box in the Submitted for
Approval or PRA Approved
columns this means you have
not submitted the PRA.

18




PRA Not
Submitted

If your PRA has not been
submitted (see ), you
must do the following:

a. Click on the Provider Rate
Agreement link.

Follow the flow (by clicking
Next) to the last page. Make
sure to review and update

any information along the
way.

Click Submit to submit the
PRA.

Complete

to verify your PRA has
been Submitted for
Approval. Once your PRA
has been approved you will
receive an

. You may use

this email as an indicator
that you are now able to
submit your attendance.

Provider Rate Agreements

Printable View

Al » ¥
ey el Bl oo e et SRR o i e Search this st ez |le]~]e]T
[] Provider Rate Agreement  der Account v | Effective.. ™ | Effective En, v|T.TvI PRA Approved | Submitted for Approval | Approval request Rejec.. v | Created Date ~
O Test Provider " 1/1/20 14/2023 6/7/202

1/1/2019 10/22/2022 v

A -
=
s

B
I

]

S

)

51

11/5/2022

PRA Display screen
Part-Time weekly

Infant $125
(Birth to 24 months)

Toddler §125
(2 to 3 years)

PreSchool §125
(3to 5 years)

School-age $125
(5 to 12 years)

Full-Time weekly Extended Care weekly

5250

Upload File
| & UploadFiles | Ordropfiles |

NoFile Selected..

Upload Documents

Decument SubType

Entity Type Document Date CreatedBy

No documents found!

Provider Rate Agreement

a56BZ000000t43J1

DETAILS RELATED

Chatter isn't enabled or the user doesn't have Chatter access.

19



PRA Approval Notice

This is an example of the notice that will be emailed once a PRA has been
approved.

Provider Rate Agreement has been approved

noreply@salesforce.com on behalf of Helena Antony <helena.antony@britesys.com:=
To @ Hayden-West, Kristen

@ Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

EXTERNAL SENDER: Do not open attachments or click on links unless you recognize and trust the sender.

5]

Hi,

Your submitted Provider Rate Agreement has been reviewed and approved by
State of Vermont. Kindly visit portal to review that

Thank youl




Viewing a PRA




View PRA in
Related View .

Test Provider Account { + Follow

Once in Related view, select

Provider Fee Schedule. . mn (-] [ Sexchicten I+

Click on the blue Provider
Rate Agreement number to
View Or edit PRA Contact Name Account Mame Title Direct

v )

information. ; S

ﬂ Related Contacts (2)

Parties (1)

Party Name License Mumber Provider Category

Licensed iz Collaborate here!

Here's where you start talking with your colleagues about this record.

[E] _provider Fee Schedule (6+)

Provider Rate Agreement e Start Date Effective End Date Total number of hours per w...
a568y0000006daj 4 1/14/2023 (+)
ab8! 11hRO 12024 1/14/2023 50.00

W

1/15/2023 1/3/2026

@
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The PRA Related
Screen Contains:

A place to
status.

A snapshot of your

A button where you can
edit/update your PRA (only
a choice if your PRA has not
yet been processed).

Your
(you’ll need
to scroll down when on the

page).

Upload Documents

Sno File Name Document Type Document SubType

Entity Type Documen t Date Created By

Nodocuments found!

PRA Display screen

Part-Time weekly

Infant $1625
(Birth to 24 months)

Toddler
{2 to 3 years)

PreSchool
{3to5years)

School-age
(5to 12 years)

If you have questions about submitting a Provider Rate Agreement, call the Child Development Division a

Full-Time weekly Extended Care weekly

$325

$300

t 1-800-649-2642.

63) Provider Rate Agreement
5" a56350000000548

DETAILS RELATED

Chatter isn't enabled or the user doesn't h;

s~ Infant (Birth to 24 months)

art time Rate Full time Rate
$162.50 $325.00

Extended Rate Frequency

23




Viewing PRA Documentation Material

Action

c Sno File Mame Document Type Document SubType Entity Type Document Date CreatedBy

PROVIDER PROCESS.DOCX PROVIDER CASE FINANCIAL PROVIDER 5/3/2022 KRISTEN HAYDEN-WEST

l Preview H Delete ]

This section of the PRA Related View displays documents you have previously
uploaded. You can preview or delete the document.




PRA Display Screen

Upload Documents

Sno File Name Document Type Document SubType Entity Type Decument Date CreatedBy Action

No documents found!

PRA Display screen

Part-Time weekly Full-Time weekly Extended Care weekly

Infant $162.5 $325

(Birth to 24 months)

Toddler $150 $300

(2to 3years)

PreSchool $137.5 $275

(3to5years)

School-age $137.5 $275

(5to 12 years)

If you have questions about submitting a Provider Rate Agreement, call the Child Development Division at 1-800-649-2642.

Provider Rate Agreement

%" a56350000000548

Chatter isn't enabled or the user doesn't have Chatter access.

DETAILS RELATED

v Infant (Birth to 24 months)

Full time Rate

$325.00

Frequency
Weeklv

The PRA Display Screen provides
a snapshot of the fees you
currently charge for:

* Infants

= Toddlers
= Pre-School
= School age

= Part-Time, Full-Time, or
Extended Care




PRA Detalls
and Related
Screen

With the Details tab you
will see the rate details for
each child category
(Infant, Toddler,
Preschool, and School-

age).

The last section of the
page will show the PRA
Approval Status and the
effective PRA Start & End
Dates.

DETAILS RELATED

~ Infant (Birth to 24 months)

$100.00

$200.00

Extended Rate Frequency
$300.00 Weekly
IsFileUploaded

eption checked

~ Toddler (2 to 3 years)

art time Full time
$100.00 $200.00
Extended Rate Freguency
$300.00 Weekly
~ Preschool (3 to 5 years)

art Time Full time
$100.00 $200.00
Extended Rate Freguency
$300.00 Weekly
v School-age (5 to 12 years)

art Time Full time
$100.00 $200.00
Extended Freguency
$300.00 Weekly
Provider Rate Agresment
testing what t h

,,,,, hours per week
Effective End Date
Fi2/3022

26



Thank you for viewing
this training.

THIS TRAINING CAN BE FOUND ON THE CDD
/CDD/PROVIDERS/CARE/CCFAP



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