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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. Submitting and Viewing Provider Rate Agreements (PRA) in CDDIS

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

These trainings can be found on the CDD Provider Information page:
CCFAP Information For Providers | Department for Children and Families (vermont.gov)



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

Loqg Into CDDIS
Entering a New PRA

Viewing and Checking the Status

of a PRA

Operating Hours
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Log into CDDIS

Begin by logging into your
my.Vermont.gov account, look for the
Provider Login button.

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

If you have any questions about how to
login to your account, please refer to
the training: Login and Overview for
the Child Development Division
Information System (CDDIS) for Child
Care Providers.

Upload

Medicaid for the Aged, Blind and
Disabled (MABD)

Application for health coverage and help
paving medical costs.

Apply

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

Apply

AHS Child Development Division
Click below for CDDIS application links.

Families
[ ] Child care financial assistance account
Y information.

Family Login

Child Care Programs

/\D'\VERN[ONT Attendance and invoicing for

DEPARTMENT FOR CHILDREN aND Famiues — child care financial assistance.

CHILD DEVELOPMENT DIVISION
Provider Login

© Click here for assistance logging in to CDD programs.



https://my.vermont.gov/oauth2/v1/authorize?client_id=okta.2b1959c8-bcc0-56eb-a589-cfcfb7422f26&code_challenge=s_BL7GUxhv-yBUXJYxXr_VWQD4VUcgRWvwvKnMD6f_8&code_challenge_method=S256&nonce=Q6s9wEAI0BzlY1eD7Agp10f7tV2iS2XPtn7tdyKGjP8voKLAdWjYzy27xJgQKu1d&redirect_uri=https%3A%2F%2Fmy.vermont.gov%2Fenduser%2Fcallback&response_type=code&state=RqJNwAvyqsdyROI3JQ8ohlW2HQ7io4zT1TjEcYoVrSwAwMdMUh0nBQKizf3xzl2J&scope=openid%20profile%20email%20okta.users.read.self%20okta.users.manage.self%20okta.internal.enduser.read%20okta.internal.enduser.manage%20okta.enduser.dashboard.read%20okta.enduser.dashboard.manage%20okta.myAccount.sessions.manage
https://cddishelpdesk.vermont.gov/

Logging in with a Mobile Device

*You can use a smart phone or tablet, as well as a
computer, to log into CDDIS.

*There is not a separate app to do this. Log in at
my.Vermont.gov via a browser as if you were on a
desktop.

*The information found using a mobile device will be the
same, but the view will adjust to fit a smaller screen.

*Select the three stacked lines in the upper left corner to
expand the number of items you see.

« Example shows website on an Android device and
where to locate additional tabs
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Welcome!

CDDIS Provider Portal

You are accessing the Provider Portal of the
Child Development Division Information
System (CDDIS). The portal will provide

information about your child care program.

If you have questions about the Child Care
Financial Assistance Program (CCFAP),
please contact the Eligibility Specialist

within the Community Child Care Support

Agency.

If you require technical assistance (e.g.,
login support, system error message) or
have questions about the information within
your account, please submit a CDDIS Help

Desk Request.
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https://vermont2--stage.sandbox.
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Entering a PRA (Provider
Rate Agreement).

Note: a new PRA must be entered whenever your rates have changed

Note: a new PRA will not be applied to previously submitted pay periods.

Note: CDD no longer requires the uploading of printed material.




Entering a Provider Rate Agreement (PRA)

1 . CI iCk th e My Acco u n t 2~ _VERMONT Home My Account Attendance Certificates 0 General Information
button On the ba n ner. Accounts [ Printable View \

All Accounts v [#]

2. Choose the appropriate o)) )[7)(e]7]
aCCOU nt, by CI icki ng On the AccountName T~ | Phone ~ | Mailing Street “ | Mailing City “ | Mailing State/Provi.. » | Mailin.. » | Physical ... » | Physic.. » | Physic... » | Physic... v | Email w | Owne.. v | Owny
802-123-4567 280 State Drive ‘Waterbury vT 05671 280 State D Waterbury VT 05671 testprovider Eligibility Speciall

Acco u nt N a m e . 2 lenny's Child Care  802-867-5309 1 Tommy Tutone Dr  Waterbury vT 05671 1 Tommy Tu Waterbury VT 05671 testprovider Eligibility Special

3 C“Ck Create PRA and 3 VermontChildCare g5y 8028020 115 State Street Waterbury VT 05671 115 State St Waterbury VT 05671  VTChildcare Eligibility Speciall
enter rates.

Account
i Test Provider Account + Follow I Create PRA IOp-erat'nghDurs Change Record Type

Fhane Physical Address

AVEMIONT Home My Account Attendance Certificates Notices General Information A 2 | Test Provider Account

2B0 State Drive
B02-123-4567 ‘Waterbury, VT 05671

Related Deta Code Tracker
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Entering Rates

4. Enter your updated rates

5. Enter your requested
start date or end date of
new rates

6. Click the Next button

Note: If you have

already entered attendance
for a service period, the PRA
will be effective at

the beginning of the next
service period

Note: It is no longer
necessary to upload any
scanned or printed material

Create PRA

Account - Test Provider

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

(=) [e= =

Toddler (2 to 3 years)

Part Time Rate Full Time Rate

() [ =

Preschool (3 to 3 years)

Part Time Rate Full Time Rate

(=) [ ) [

School-age (3 to 12 years)

Part Time Rate Full Time Rate

o) [ ] ) [

Total number of operating hours per week 40

Requested start or end date of new rates

l 02/09/2025

A service period start date may not be selected if an invoice was submitted and processing has
occurred. If you pravide a date that does not meet this criterion the Child Development Division wil
adjust the date accordingly. Please note that all Provider Rate Agresments are active far three vy
unlesz you have requested an earlier end date.

Previous




Create PRA

Confirming a
N P RA If you have questions about submitting a Provider Rate Agreement, call the Child Development
eW Division at 1-800-64%-2642.

Part-Time weekly Full-Time weekly Extended Care
7. Confirm the rates you skl
have ente red are CO rreCt lI:;Tf:htto I $125.00 $250.00 $300.00
and CIiCk the Nexlt Toddler $125.00 $250.00 $300.00
button. You can hit
P revi o us if you n eed to (Psr:;h:;lrs} $125.00 $250.00 $300.00
correct anything.

(5to 12 years)
Select Next on the Q

Create PRA page.

Continue to PRA
Verification &
Submission Create PRA

IPRA record has been created.




ccount Attendance Certificates Notices General Information A =

1 7~~~ VERMONT  teme

PRA Display screen
Part-Time weekly Full-Time weekly Extended Care weekly
| | | Infant 3 $230 4300
e rl I Ca I o n o
Toddler 5 $230 3300
(2 to 3 years)

Submission

School-age $125 $250 4300
(3 to 12 years)

Verify the rates you B sossases
have entered are

DETAILS RELATED
correct. Once
LW ol . ]
verified, click Submit.
Submit
[
A review of the rates
" n Part-Time weekly Full-Time weekly Extended Care

will appear. Click Next.
Infant $125 $250 $300
(Birth to 24 months)
Toddler $125 $250 $300
(2to 3years)
PreSchool $125 $250 $300
(3to5years)
School age $125 $250 $300
(5to 12 years)

10




Submit

Provider

RQSpO"SibilitieS Scroll Here

Section C Provider Responsibilities :>

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

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

Assistance Program.
to the bottom of the PSR -
page

| have read Section C and understand my responsibilities and agree to the terms and conditions
of the Financial Provider Agreement.

Check the “Agree”
checkbox, then click
Next.

e [

11




Submit

Submitting PRA

5. Submit screen. Click
NeXt' YOU have Provider Rate Agreement is submitted for Approval
successfully submitted

a PRA. This takes you | Next |

back to the submission
screen.

Close the submission
screen by clicking on

the MyAccount tab on Q3 Aiaccounts + (7]
the top of your screen. R

/\J'\ \"ERNIO“TT Home

Q. Search thislist. er

Account Name T~ | Phone “ | Mailing Street “w | Mailing City w | Mailing State/Provi... v | Mailin... v | Physical... » | Physic.. » | Physic.. » | Physic.. v | Email
N 1 Test Provider Account 802-123-4567 280 State Drive Waterbury VT 05671 280 State D Waterbury VT 05671 testprovil
Y ble t
Ote - Ou are u na e O 2 lenny's Child Care 802-867-5308 1 Tommy Tutone Dr  Waterbury VT 05671 1 Tommy Tu Waterbury VT 05671 testprovi
. .
SuU | | |t another PA unt” 3 VermontChildCare  g9) 8028020 115 State Street Waterbury VT 05671 115 State St Waterbury VT 05671 VTChildd

your newly submitted PRA
IS approved.

12




Viewing and
Checking the Status
of a PRA




Viewing a PRA

Click the My Account button
on the banner.

Choose the appropriate
account by clicking on the
Account Name.

Scroll to the Provider Fee

Schedule Section.

Click the View All button on
the bottom to view all PRA’s.

2~~ VERMONT ! Attendance Certificates General Information

Accounts - .
L) All Accounts w Printable View

AccountName T~ | Phone ~ | Mailing Street ~ | Mailing City v | Mailing State/Provi... " | Mailin... v | Physical... » | Physic... » | Physic... » | Physic.. v | Email v | Owne.. v | Ownd

1 Test Provider Account | 802-123-4567 280 State Drive Waterbury VT 05671 280 State D Waterbury VT 05671 testprovider Eligibility Speciall
2 Jenny's Child Care 802-867-5309 1 Tommy Tutone Dr  Waterbury VT 05671 1 Tommy Tu Waterbury VT 05671 testprovider E\igihililySpeciaII
3 VermentChild Care 547 80 8020 115 State Street Waterbury T 05671 115 State St Waterbury VT 05671 VTChildcare Eliﬂibi\itvﬁbecialil
]

7~ VERMONT

Account - - . . . N -
Test Provider + Follow || Crest= PRA, Oparating hours (Changs Record Type ]

802-123-4567 280 State Drive Eligibility Specialist £
Waterbury, VT 05671

Related Deetails Code Tracke
E Related Contacts (64)
Contact Hame Account Name Title Direct
Apple Tester Tt Presvitie B
Banana Tester =1
Pear Tester =
Strawberry Tester &)
Kiwi Tester =
Grape Tester o
u Parties (1)
L Mur ] it
...... B
U Provider Fee Schedule (6+)
Froviger Rate Agreement Effectrve Szart Date Effectrve End Date Total number of hours per weak
02/09/2024 000 =
12/17/2023 12/27/2025 000 (=]
12/18/2022 12/16/2023 E]
12/19/2021 12/17/2022 2000 =
12/06/2020 12/18/2021 4000 =
12/22/2018 12/05/2020 4000 =

14



Checking
PRA Status

. : 2~ VERMONT Home Attendance General Information
Click the Provider Rate Agreement
tab, SCrO” to the bottom Of the page- Accounts > Test Provider 6
Provider Fee Schedule
. & itemz » Sorted by Provider Rate Agreement s Undated 2 few zacands 220 Y
Look at the foIIowmg columns: | pe——
Submitted for Approval and PRA I Effective Start Date -~ | EffectiveEnd Date  ~ | Total number of hours perweek \oI PRA Approved “ | Submitted for Approval VIAppravaI reguest Rejection Reason | Cres
Approved . 30 a56csD0000055W 12/24/2017 12/22/2018 50,00 = n*
a. If you see a checked box in 2 =96es0000007Q4 12/23/2018 122172018 5 g
the PRA Approved | 22 aD&csO000007z0L 12/22/2015 12/05/2020 50,00 ] n
c0|umn, the PRA haS been 23 aS6cs000000IEmS 12/06/2020 12/18/2021 36,00 7 L
approved and is effective per 2 asses0o0000)1B 12f9/2021  1217/2022 o0 . )
the Effective Start Date column. [E— o150 12/18/2028 o 3 A
If you see a checked box in 25 sS6e000000KKn 12/17/2023 — c. n
the Smeltted fOI" Approval 7 a56cs000000KEUR 12/17/2023 12/27,/2025 40,00 ol a. L
column, the PRA has been w sesmmcm | 02/09/2004 oo N -
submitted and is pending q v

approval from CDD.

If you do not see a checked
box in the Submitted for
Approval or PRA Approved
columns, you have not
submitted the PRA. Continue to
next slide.

15




7= VERMONT = Home

PRA Not Submitted

7. If your PRA has not been

Agoou nts > Test Provider
Provider Fee Schedule

Provider Rate Agree... T | EffectiveStartDate ~ | EffectiveEnd Date ~ | Total number of hours perweek ~ | PRA Approved | Submitted for Approval | Approval request Rejection Reason | Cry
20 a56cs00000055W] 12/24/2017 12/22/2018 50.00
submitted (see Step 6¢), you must e & .
d th f | I . 21 aS6csDODDO0TOAR 12/23/2018 12/21/2019 50.00 v
O e O OWI n g - 22 a56cs000000720L 12/22/2019 12/05/2020 50.00 Cd
35.00 o L

a. CIiCk the Provider Rate _ 256cs000000IEmS 12/06/2020 12/18/2021

256cz000000J 118 12/19/2021 12/17/2022 4000 ! L
Ag reeme nt | N k . =365=000000,202 12/18/2022  12/16/2023 2000 v Y

. . . 256cs000000JKKn I 12/17/2023 40.00 I—I n
Click Submit to submit the
PRA.

Follow the flow (by clicking
Next) to the last page.

7~~~ VERMONT

PRA Display screen

Review and update any S S it
information along the way.

Complete steps in previous i
slide to verify your PRA has

been Submitted for Approval.
Once your PRA has been
approved, you will receive an
email confirmation. You may
use this email as an indicator T
that you are now able to

submit your attendance.

Provider Rate Agreement i
2 Zsecsoo0000Kssz

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

16




PRA Approval Notice

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

@ 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.

]

Hi,

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

Thank youl

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




Viewing the
Details of a PRA

Click the My Account button on the
banner.

Choose the appropriate account by
clicking on the Account Name.

Scroll to the Provider Fee Schedule
Section.

Click on Provider Rate Agreement
Link of the PRA that you want to
view.

7~ VERMONT

Accounts
All Accounts » [#]

Attendance

Certificates

General Information

Printable View

AccountName T~ | Phone ~ | Mailing Street ~ | Mailing City “ | Mailing State/Provi... » | Mailin... » | Physical... | Physic.. ~ | Physic.. » | Physic.. » | Email ~ | Owne.. v | Ownd
il Test Provider Account | 802-123-4567 280 State Drive Waterbury VT 05671 280 State D Waterbury VT 05671 testprovider Eligibility Speciall
2 Jenny's Child Care  802-867-5309 1 Tommy Tutone Dr  Waterbury VT 05671 1 Tommy Tu Waterbury VT 05671 testprovider E\igihililySpeciaII
3 VermontChildCare 907 502 8020 115 State Street Waterbury T 05671 115 State St Waterbury VT 05671 VTChildcare Eliﬂibi\itvﬁbecialil

2= NVERMONT

D Test Provider + oA il =
802-123-4567 280 State Drive Eligihility Specialist £
Waterbury, VT 055671
Related
D Related Contacts (6+)
Contact Mama Trest
Apple Tester E‘
Banana Tester @
Pear Tester
Strawberry Tester &
Kiwi Tester [=]
Grape Tester B
B partiesy
v # b -
0]
O erovider Fee Schedule (541
factive Siart Dvds - cury s
02093024 ar E|
‘ 13/17/2023 12/27/202% = |.|
V21852032 12/16/2023 =
12/19/2021 12/17/2012 b [*]
12/06/2020 12f18/2021 _—_ |T|

18



The PRA Screen
Contains:

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

Infants

Toddlers

Pre-school

School age

Part-Time, Full-Time, or
Extended Care

2. Your PRA Status, and Start and
End Dates can be found by
scrolling down to view the PRA
Details and Related Tab.

7~ VERMONT =~ Home

PRA Display screen

Part-Time weekly Full-Time weekly

Teddler
(2 to 3years)

PreSchool

School-age
(5to 12 years)

Extended Care weekly

Provider Rate Agreem

e ent
a56cs000000K53Z

DETAILS RELATED

~ Infant (Birth to 24 months)

$125.00 ra $250.00

$300.00 rd Weekhy

~ Toddler (2 to 3 years)

$125.00 ra 525000

$300.00 ra Weskly

v Preschool (3 to 5 years)

Submit

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

Scroll
down

$

19



DETAILS RELATED

~ Infant (Birth to 24 months)

P RA D eta i IS a n d o p P,

Related Screen

~ Toddler (2 to 3 years)

On the Details tab, you will .

see the rate details for
each child category

~ Preschool (3 to 5 years)

Part Time Rate ull time
$125.00 r 5250.00

(Infant, Toddler, Preschool,

5300.00 ra Weekly

and School-age)

The last section of the ‘: s:e_a_:i._oe
page will show the PRA

Approval Status, and the

Test Provider

Effective Start & End ===

Dates R “Gaiossing

02/20/2027

b o 1/7/2025, 12:46 PM C HrEs

47 PM

20



Operating Hours (Part one of two)

A Provider Rate
Agreement (PRA) cannot % VERMONT  bore
be entered if Operating | |
Hours are not filled in. Al Accounts + (7] (_prmasevev |
To enter or update romtme ¥ [P Mgt Waeac |l < |l < | i< | e < | e < | i | vl o ] oo
Operating Hours. e

1 C I [ C k th e M a cco nt 2 lenny's Child Care 802-867-5309 1 Tommy Tutone Dr  Waterbury vT 05671 1 Tommy Tu Waterbury VT 05671 testprovider Eligibility 5pecia||
b tt c thy b 3 VermontChildCare 02 8028020 115 State Street Waterbury VT 05671 115 State St Waterbury VT 05671 VTChildcare Eligibility Specianl
ution In the danner )

2. Select the appropriate
account, by clicking
the Account Name. - e S

3. Click the Operating e
Hours button. woen

Account §802-123-4567 280 State Drive Waterbury VT 05671 280 State D Waterbury VT 05671 testprovider Eligibility Speciall

=~ VERMONT




Operating Hours (Part two of two)

4. Enter the total number of
working hours per week. Operating hours

5. Click Next to save your
changes.

6. Review the “Successfully
Updated Hours™ screen.

7. Click Finish to complete the
update.

Note: If you have not entered
Operating Hours before clicking the
“Create PRA” button, the system
will prompt you to enter it in the
Create PRA flow.




Thank you for
viewing this training

A PDF version of this training can be found on the CDD provider information
page:

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



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