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Conduent State & Local Solutions, Inc.

1.0 Introduction

This user guide provides information about the features and functionality of the New Jersey e-Child
Care Provider Web Portal, commonly referred to as “the Provider Portal’ or “the portal”.

The Provider Portal is an internet based application used by child care providers to research
information regarding children on the e-Child Care program. The portal can be accessed from any
location where you have an internet connection and know your password.

The Provider Portal provides information regarding you, as a provider, agreement information
regarding the child, and parent and designee card and case information. When logged into the
Provider Portal application, the user has rights to view only the provider related information
associated with their User ID. No other provider’s information is accessible.

1.1 About This Guide

Purpose

This document describes the processes for accessing the Provider Web Portal for viewing the
provider profile, and agreement and transaction information specific to the provider logged into the
application. This user guide is intended as a resource manual when using the application.

Use of this Guide

The user guide does not provide step-by-step instructions for site navigation; however, it does
provide detailed screen information and instructions for conducting inquiries. For additional
assistance with the application, please contact the Provider Helpline at 1-877-516-5776.

Graphics

The graphic illustrations in this guide are screen images that show whole or partial New Jersey
Provider Portal screens. The entries seen in the illustrations in this guide are not actual provider
data. It is possible that the data or screens you see in the live application may vary slightly from
the screen images shown in this manual. Some updates may have been completed after the time
of printing of this manual. For questions on items of this nature, please also contact the Provider
Helpline at 1-877-516-5776.

1.2 About the New Jersey e-Child Care Provider Web Portal

The New Jersey Provider Web Portal is primarily a “see” system, which means you will be viewing
data within the application as opposed to “doing” any type of data entry. You will view specific child
care data and help manage attendance through the e-Child Care program. All Portal screens use
drop-down menus and point-and-click techniques to provide you with an easy-to-use method to
access and view child care transaction data. You can retrieve and view data associated with:

* Your provider profile

The list of children you have agreement for

Viewing the attendance transactions and case reports

Viewing the agreement report and detailed payment information
Voiding transactions

2 New Jersey e-Child Care Provider Web Portal User Guide



Conduent State & Local Solutions, Inc.

2.0 Provider Portal Basics

This section describes basic information on accessing the New Jersey Provider Portal, logging in
to the website, and other common screen information.

2.1 Accessing the Provider Portal
To access the Provider Portal, your computer must be connected to the internet. Follow the steps
below:

* Open Internet Explorer.

» Type the New Jersey Provider Portal address into the address box at the top of the screen:
www.echildcarenj.org. (It is recommended to set this website address as a ‘Favorite” in your
browser.)

* Press the Enter key

The website opens at the Login Screen, which requires a valid login (User ID) and password. The
User ID is your provider number which is included in your provider packet.

Your initial password is the 5-digit zip code of your facility. For security reasons, you are forced to
change your password on your initial login. You will also have to set up a security question in case
you forget your password

New Jersey e-Child Care Provider Web Portal User Guide 3
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2.2 Login Screen
Purpose: This screen allows you to log into the New Jersey Provider Web Portal.

General You are required to have a valid User ID and password in order to access the
Information: application and you must login every time you use the portal.

The User ID is your provider number which is included in your provider packet.
Your initial password is the 5-digit zip code of your facility.

The firsttime you login to the portal, you will automatically be directed to the Password
Change screen. Follow the instructions in section 2.3 for password change.

s Srare of New Jensey
l-;-..$| DeparTaienT OF Hunan SErvices

Division oF Fasity DEVELOPMENT

ek Y

Our Services | Public Notices | News B Evants | Screen for Senices

Welcome to New Jersey's Electronic Child Care (ECC) Provider Web Portal

Trel Nivwi Jaredy @-CHild Cane Provides Web Rortal K & pioswanrtil Bood Ehat Glviet
User ID child eare previders the ability to view information abaut their agreaments,
attendanoe fransactions, payments, and other program information. To start,
enter your User 1D (EPPIC™ Provider 10 and temporary password that was
Password rmailéd to you with your dutomated Clearing House banking fiorm, tax ferm, and
otharr material. After pour first iog-in, you will be directed 1o change pour
passyward and Sat your SEfurEy Question.

OFD/CCRER Staff Only AR information on the Frovider Web Portal is secure and viewabde only Dy
entering your wnigue User 1D and password. Providers will have acoesa to only
thizir Sccount nformatcn,

M "& IF vou ang hawing eguipment or other technical problems, please call the

Forget Password? Prividar helpling at 1-877-516<5775. For a child care palicy questicn, contact
ur Child Care Besaurce and Raferral Apsncy (CCRAR)
ECC Portal Uiser Manual your Chila. AR RO AR MacYL

Hew! Newws and Notices

Provider Help Line
1(B77)516-5776

P NEW NOTICE! Child Carg Dewelopmeent Bhock Grant [DCDBRG) FAD

Chitd Care Dvgplopmant Block Grant (DCDAG) Beasharization At
Elyer

Resources Tor Providers

User Actions: 1. Enter your User ID. This is your provider number which is included in your
provider packet.

2. Enter your password. For initial login, this is the 5-digit zip code of your facility.

-

3. Click the blue Login button. w
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2.3 Change Password Screen

Purpose:

General
Information:

LY L5

This screen allows you to change your password on initial login or reset your
password if you forget it.

You will be automatically directed to this screen the first time you access the Portal.
After that, you can get to it any time by clicking Forgot Password on the Login
Screen and then entering the answer to the security question you set up when you
first visited the Portal.

The following are requirements when selecting a password.

Required:

* Minimum password length is four (4) characters with a maximum of eight (8)
characters

* Minimum one lower case alpha character

¢ Minimum one number

* Minimum one upper case alpha characters

* Minimum one special characters (Ex. *, &, %)

Other constraints
» Passwords cannot be repeated within one (1) year after last used
* New passwords cannot be the same as the current password or the previous
five (5) passwords

For security reasons, if a password is entered incorrectly three (3) times in a row,
the system disables the user account and you will be locked out. If lockout occurs,
click on the Forgot Password link underneath the blue Login button and follow the
instructions in section 2.5. If you remain locked out, contact the Provider Helpdesk
to have your password reset.

You will be prompted to change your password at the time of your initial login, and
then again every 90 days.

ERPPIL

A e " WL 11 1 (Rl F|

Old Masswaril
Hew Passward

Confirm Pasmword!

‘i‘T""‘._-' .
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User Actions
1. Enter your current password in the “Old Password” field. (Since this is your initial login, the
“Old Password” is still the 5-digit zip code of the facility.)

2. After considering the password requirements, create a new password and enter it in the “New
Password” field. Enter that same password again in the “Confirm Password” field and click on
the Change button.

3. Upon pressing the Change button, you will be directed to the Security Question set up
screen. Follow the instructions in section 2.4 to set up your security question.

2.4 Manage Security Questions Screen

This screen assists you in setting up a security question so you can reset your

Purpose: , ,
password later if you forget it.

General All information on this screen is required. You must select one of the questions
Information: from the drop down menu, answer it in the Security Answer box, confirm the
answer in the Confirm Security Answer box, and click the Save button.

The text typed for the Security Answer and the Confirm Security Answer must
match exactly. The text entered for the Security Answer and Confirm Security
Answer show as colored dots rather than text for security purposes.

When logging in for the first time, you must set up your security question immediately
after changing your original password.

EPPIC

o lIser Proiiid

Security Question Security Answer Confirm Security Answer

¥ '} ~ I - .
il ey weene you b '

User Actions:

1. Select a security question from the drop down menu.

2. Enter the answer in the Security Answer field and enter that same answer in the Confirm
Security Answer field. You must enter the answers exactly the same.

3. Click the Save button when finished.

4. When the security question has been saved, the system will automatically take you

to the Provider Profile screen. This is your indication you have logged into the website
successfully.

6 New Jersey e-Child Care Provider Web Portal User Guide
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2.5 Forgot Password - User ID Screen

Purpose: If you forget your password, you can enter your User ID to set a new password
with your security question.

General This screen is opened from the Login Page by clicking the Forgot Password?
Information: link under the blue Login button.

TOGINT

Forget Password? —

All information on this screen is required. You must enter your User ID and click
the Submit button.

Remember: The User ID is your provider number which is included in your provider
packet.

If you have forgotten your User ID, contact the Provider Helpdesk @ 1-877-516-
5776 for assistance.

EPPIC
& Securily

Flrase anter yealr Liser 10 te rRESwe yaur Seournty quession

User 1D |
IS CIEN

User Actions:
1. Enter your User ID.

2. Click the Submit button.

3. The system will automatically take you to the security answer screen discussed in the next
section. It will prompt you to complete the security question you chose previously.

New Jersey e-Child Care Provider Web Portal User Guide 7
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2.6 Forgot Password - Security Answer Screen

Purpose:

General
Information:

The purpose of this screen is to assist you in setting a new password, using the
security question you completed previously.

When a password is forgotten, the only option is to select a new password. The
portal does not have the ability to email you your old password or notify you of it by
some other means. You will simply set a new password.

This screen opens after you enter your User ID on the Security Question User
ID page and click the Submit button. From there, the User ID will carry forward as
the first field on this screen but is a field you cannot change or edit.

All information on this screen is required. The system defaults to the security
question you chose previously. In this screen, the answer to the security question
is NOT case-sensitive. Therefore, the answer McCloskey and MCCLOSKEY are
the same.

For security purposes, the text entered for the Security Answer appears as
colored dots, not text.

If you enter the wrong answer, the system will display an error message indicating
that either the User ID or answer is incorrect.

After three (3) failed attempts to answer the security questions correctly, you will
be locked out and the system will not start a new session. If you have been locked
out or forgotten your User Id, contact the Provider Helpline @ 877-516- 5776 for
assistance.

EPPIC

- QUL kY iestion

T
ot !

Wmaar 100 02 5

Secwrily QJuvesiion | What hgh $chodl 34 vou aHéndy o

Sucorly Answer

User Actions:

(SUBHIT J CANCEL |

1. Enter the answer to the security question in the Security Answer field.

2. Click the Submit button. [ENELIN

3. Clicking this button takes you to the User Password Change screen shown below. At this point,
you will reset your password by choosing a new one. Instructions for completing this screen are
described in section 2.7.

New Jersey e-Child Care Provider Web Portal User Guide
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2.7 Forgot Password - Change Password Screen

This screen allows you to select a new password when you have forgotten your

Purpose:
old one.

General This screen is opened after you enter the answer to your Security Question and
Information: click the Submit button. All information on this screen is required. Your new
password must meet the following requirements:
Required:

* Minimum password length is four (4) characters with a maximum of eight (8)
characters

* Minimum one lower case alpha character

¢ Minimum one number

* Minimum one upper case alpha characters

* Minimum one special character (Ex. *, &, %)

Other constraints
» Passwords cannot be repeated within one (1) year after last used

* New passwords cannot be the same as the current password or the previous
five (5) passwords

= | B

Hew Passonomli

I
-
|

Canbrnm Pasvwaord:

[CHANCE Jl CANCFL

User Actions:

1. Following the password requirements noted above, enter your new password in the New
Password field.

2. Enter the same password again in the Confirm Password field. These two entries must
match.

3. Click the Change button.

4. Upon clicking the Change button, you are immediately returned to the main login screen.
(Section 2.2) The User ID field will already by populated with your User ID. Enter the new
password you just created and click the Login button.

5. You will be taken to the Provider Profile home screen. This is your indication you have
changed the password and logged in successfully

New Jersey e-Child Care Provider Web Portal User Guide 9
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2.8 Common Screen Areas

Some common screen features appear on every screen in the Provider Portal. These common
features are explained in this section of this manual.

**Note: These areas do not appear on the Security Question Password Reset screens.

2.8.1 Home Area

In the top, left-hand portion of the screen is the New Jersey ECC heading area of the portal. Roll
your mouse over this area, and when the cursor changes to a hand, you can click in this blue
portion of the screen to take you directly back to the Main Screen.

New Jersey ECC

2.8.2 Information Access Sections

The top right hand part of the screen is where you will go to access information in the portal.

Con> ——

WM INHE

Roll your mouse over Admin to open a list of the related screens you can access.

Addmin

i PFassword Change
User Profile

Here you will see options “Password Change” and “User Profile”. These screens do the following:

Password Change opens the Password Change Screen discussed in section 2.3. Using this
option here, allows you to manually force a password change at any time.

User Profile opens the User Profile Screen discussed in section 2.8.3.

10 New Jersey e-Child Care Provider Web Portal User Guide
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2.8.3 User Info Area
Moving the mouse pointer over USER INFO will show your user name, the time you last logged

in, and the time you performed an action on the Portal.

USER INFO

MName: JAMNE

SMITH

Login Tirme:
05/17/2011
63617 AM

Last Active:
ns/17/2011
06:36.17 AM

2.8.4 Log-out Area
Clicking on the Log-out link of any screen logs you out of the Portal and returns you to the Login

Screen. After clicking this, you will have to log in again in order to use the Portal.

@ Log-out

2.8.5 Hyperlinks
Any Portal information shown on the screen in blue type is a hyperlink or link that you can click to
go to a new page that gives you more detailed information about the selected item.

EPPIC Provider ID:

New Jersey e-Child Care Provider Web Portal User Guide
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2.9 Navigation and Option Buttons

Several navigation and option buttons will appear on the search result screens in the top left side
of the screen. Below is an explanation of these features.

Provider lrmsactimnnwt
meesllx v |0 @ Q%

| Trans Date/ Time | Case & | Child Name [Child #| Trans Type | Entry D/T Response |
{oa)

O5/14/2012 07145 PM SUCCESS/APPROVED
{oa]

0571472012 0748 PM SUCCLSSAPPROYLD
inaj

OF/08/Z012 06134 PM  SUCCESS/ARPPROVED
(oo}

OFGE Z0LZ 06133 PHM  SUCCESES ARPPROVED
[oa)

OFMORFZ012 06132 PM  SUCCESS/ AWPPROVED

foa)
03/08/2012 06:31 PM  SUCCESS/ARPROVED

0509 2012 1100 PM 0123436 JENMIFER SMITH 01 Pfoud
030N 2012 03:00 FM  D1Z3436 JCANIFCR SMITH 01 PN
03/09/2012 06134 PM  0L23436 JEWNIFER SMITH 01  RiouT
Q509 2012 10D AM Q123436 JENNIFER SMITH &1 P/IN

OR 08 2012 16000 PM 0123436 JEWNIFER EMITH 01 PIOUT

ON/08/2012 10:00 AM 0123436 JENWIFER SMITH 01  R/IN

2.9.1 Pagination Features

I¢¢$

First page of Pravious page MNext page Last page of
search resulls search resulls
Movas usar hack Movas usar ta
Moves user lo lo pravious page the nexl page of Moves user lo

first record in of search results saarch results last record in
oparch resulis moarch resulis

2.9.2 Display Records

2 |v ' This option allows the user to select how many
| records to display per page of search results. The
10 \ options are 10, 20, 50, or 100 records per page.
: | The default is 20 records.
20

100 The user may change this option at any time

To change the default, select an option from the
drop down.

12 New Jersey e-Child Care Provider Web Portal User Guide
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2.9.3 Export Options

| &)
1 G

C3V Export ALS Export
This option allows the user to export the This option allows the user to export the
search results to a standard .csv file. CS5Vis search results to a standard xl= file.
‘comma separated value', meaning the data is Exporting 1o xis transports the data directly
put in a simple text file with each data element to a Microsaft Exerl spreadshest
separaied by a comma. This file can then be
imparted into many different computer Uaing this type of export allows you to
applications, including Microsoft Excel, but also Manpuiae e Saach resuRs in 3 Mcrosall

Excel application,

rmany spresdehest type programs. CSV s
more of a universal hle type.

Dining this type of cxport allows you o filter
and manipulate the scarch results for other

types of reports or spreadshects you may be
dhoing

2.9.4 Other Result Options

.-'E:'h. F;j
/ \n
Filter Results Clear Resuhs
This option allows the user to filter the This ophion clears any previos search
results based on specific critena, filters.

New Jersey e-Child Care Provider Web Portal User Guide 13
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2.9.5 Column Sort

Most columns in the search results are available to sort by. Roll the cursor over the blue header
of each column and if the cursor changes to a hand, that column is available for sorting. Once the
column has been sorted, a white arrow will appear next to the column header.

Mhm- Lost Activity | Trans Type

COLI00RI34 JENNIFER SMITH Q51772011 17:38:27
OIS 35S <L s ETHAN JOMNLES 0517 P01 17-43:22
CRLO03456 30 o ANDRES RODRIGUEL 05/17 2000 1T249:43
OO1004567 40 03 BETH MILLER 051772011 17-55:12

2.9.6 Browser Buttons

Internet Explorer has “Back” and “Forward” buttons; sometimes called, “Next” and “Previous”
buttons. These functions also work within the Provider Web Portal to allow for easy navigation

between screens.
For purposes of this manual, the buttons used in Internet Explorer are featured in this section.

Thase buttons recerd
movement within your
browser and keep a history

Back or Previous of the screens you have

wisited.
This bustton allows the | | & | This button allows the
user io move forward

ugar to move backia a
la tha naxl scresn in

previous screen in thelr
browsar hislory their browser RISy,

Farwanrd or Meaxt
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3.0 Provider Screens

3.1 Provider Profile

Purpose: This screen displays your provider profile. It is often referred to as the “Home
Screen.”
General This screen contains general demographic information about your facility, i.e.

Information: facility name, address, phone number, etc. If you believe something on this screen
is incorrect, contact your CCR&R representative .

W @ L=l
Inewriniss | Reports | Admin

USEa 10
o Provider
Facility lfosmatien Addeess
Hame; JONES, JANE Emails
Licerniae § & Addreas: 1000 MALN LTRLLT
FPPIC Provider 1M 0125058 Tl TRENTON
Stadumss ACTIVE Shalle:- [ 1]
Prowider Type: T fip: [0
Aclive Agreamants: 5 Counby: O1-=ERCER
fccreditation Statis: N Fhone £ &0-111-0000
Accraditatisn Dala: 1armmass Alernate Phone #;
Uwion Information Cootect Infermatien
[TETE-TT AFRCME Contact Name: EEHE
Umbom Opt In Date: tafinfams Centact Fhone & E0-111 0000
[ scomspnaracrs | tsscsacrion § activrte Janiust J cosusr cans |
Action Buttons Function
AGREEMENTS This button opens the Provider Agreement Report.
TRANSACTION This button opens the Provider Transaction Report.
ACTIVITY This button opens the Activity Report Screen.
ADJUST This button opens the Adjustment History Screen.
CLOSURE DATES | This button opens the provider Closure Dates Screen.

While most users will see the above Provider Profile Screen upon successful login, some providers
that have multiple sites will see a Welcome Screen that allows them to select which site they wish
to view. A sample of this screen follows.

@ Log-out

Hapauts | A
USER 1NFD

o Welcome
Ml s

Prradder Mafmis FPPC Prosdisdiee ID J-F ey Ciey R ELT
ABC CARE CENTER 12I4LEE9 1234 Main Streat Trankce i
LM CARE CENTER QRTAS4IZ] S6TE 1&t Streat Toirr b M1
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3.2 Provider Agreement Search

Purpose:

General
Information:

This screen allows the user to search for agreements and displays a list of children
authorized at your facility.

The user enters the search dates and the results are returned beneath the search
boxes. Ordering of results is as follows:

1. By Case #
2. By Child Number (#)

The Case Number and Agreement Number are system generated numbers that
occur when the information comes into the child care program from the state’s
eligibility system.

The Child Number is a system assigned number. At the time of conversion to e
Child Care, existing children on the case are assigned a number beginning at 01,
02, 03 and so on - from youngest to oldest child on the case. New children added
to the case after that , will be assigned the next number in numerical order for the
case, regardless of their age within the family at that time.

EXAMPLE SHOWN ON NEXT PAGE.

Iow'nits | RApovts | Admin

USER TNFD

O Provider Agreement Report
Prowvider Informalion

[ ETITH JONGES, LAME Address: 1000 MAIN STREET
License & | ity TRENTEN

ErPIC Provider TDe (E v n k] Shalbe: (0]
m County: 1-MERCER
Contact Name: Phane &1 6C8-11 §-0000
Contact Plyone #; 5‘”‘ =1 1 1=0000

A live Agresmenls Belwesn; E |!_I. i Iﬁ - E II_JI' Eﬁ m“

{ Bnehy Ty YR AT )

Start Data Emdl it

NaeHl: « 0 B las

Cowot lhareomant Gkt cod Name bty Type g S ot i e

O1204506  OOOFT 2 Ba00 005 P IR MMM SR TH AR |.|-.|.r1|:|.r.-|:|::- 1|.|.r o1
0123456 O0000123400005578 500001 a1 JENMIFER EMITH CCAR O-00/2012 04/30/2012
Qli3436 OOl 3Si000se7aR00001 [} JENNIFER EHITH CCaAR oS0 2012 OFfaLs2012

Resulis 1 - 3of 3

16
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3.3 Provider Transaction Search Screen
Purpose: This screen allows you to search for transactions performed at your facility. You

can also search transaction for a specific case by entering the case number.
General

This is an inquiry screen that is available from the drop down menu on the main
Information:

screen or from the Provider Profile screen. To execute a search, enter the date
range you would like in the Start Date and End Date fields. The date must be
entered in MM/DD/YYYY format. This means you must have a two digit number
for the month and day and a 4 digit number for the year. For example: 05/02/2011
would represent May 2, 2011.

You can enter either a date range, or a case number, or both.

For example, if you'd like to retrieve a report of all transactions in the month of
June, you would enter 06/01/2011 in the “Start Date” field and then 06/30/2011 in

the “End Date” field and then press the Search button. You can leave the Case #
field blank in this example.

Alternatively, you could leave the date fields blank and enter a case number only
to retrieve a list of all transactions matching that case number.

Further actions are described below.

R

i Irans-ariom 5 L

Bapod on dalec halwasn: | |_ |_ T m

Wik \ Y

Enter acarch datca here according
o the format abowe
Enter cass numbsa

L]
L
>
1
: hara to eearch for a
L
L
H

epacific case

Action buttons

Function
“.. | SEARCH

CHck the Search button wihen you are ready 1o begin the search. This
executes the search and brings back the records you have requested,

RESET Thia butten elears all information entered and reacta the scarch acreen o

accept new datee or a new caee numbar,

New Jersey e-Child Care Provider Web Portal User Guide 17
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3.4 Provider Transaction Report

Purpose:

General
Information:

18

This report shows all transactions that have occurred at your facility for the specified
dates.
Order of the results is as follows:

» Date/Time of transaction

+ Case Number

» Child Name

* Child Number

Any of these columns can be sorted and reordered by clicking in the blue header
area of the column as explained in Section 2.9.5.

The Trans Type field shows the type of activity on the card at the facility. Some
possible entries are:
* IN/OUT (Check In/ Check Out)
* P/IN or P/OUT (Previous Check In or Previous Check Out)
» SAF IN or SAF OUT (Check In/Out the occurred while the device was in
Store and Forward mode)

For a swipe that was done as a “Previous” transaction, the date and time the
Previous In/Out swipe actually occurred is shown in the Entry Date/Time field

The Response column notes the response received from the POS machine.

As a reminder, the results of this report can be exported to a .csv file or a .xls file
as explained in section 2.9.3.

New Jersey e-Child Care Provider Web Portal User Guide
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W g Log-oui
Incw'risf | Reparts | Admidn
LISER ENFD

o Provider - Transaction Report

Facility Information . . Address .

Wanne: JOMEL, JANE Addross: 10l MATM STREET
LicEnse & LIy TRENTOMN

Contact Informatios State M

Lontact Mame: JaME Couniy; Q1-Hercer

Conlact Phons #: E00-11 L0600 Phomne #: AiG-111-0000

Provider Transaction Search

Beport on dates bebwesn: IE. F fl&-li E |I_If|-' |1lfll! mm
E { Monthy CoayFear) Siart Dals End Ciate
Casa §: |

Pruwitler Troamsocliomn Be

‘

Medesend| 2 ~ | & QS
T e T T e T S
| 05/06/2012 11:00 PM 0123456 JENMIFER SMITW 01 BJOUT 8573472012 07:45 B Sidcessappeoveo (I
05/09/2012 03:00 PM 0113456 JEMMIFER SMITH 01 B/IM 5511472012 07:44 M Sbcessyaronover  ENED
05/06/3017 Bh-24 BM 0177456 IEMNIFFR SMITH 01 B/ouT B5/0A/2017 06: 34 bW Sidcrssappecven IR
05/04/2017 10-00 AM 0171456 FNNIFER SMITH 01 BN BR/BA3 0611 P derssappeoven  (NEIED
0582017 1600 PM 013456 EFNMNTFFR SMITH 0t ORI DS/ 2 G107 P Eg}llrﬁwm _
05/09/2012 10:00 AM 0123456 JENNIFER SMITH 01 P/IN D5/08/2017 06:31 PM  SURcESS/APPROVED  EEE

As a provider, you may also void transactions by clicking on the VOID button as shown above. This
action will result in the following dialog box requesting confirmation of the VOID request.

Message from webpape

L] ) Void Transaction for Case & sessesneey dated MM/DD/YYYY HH:MM AM/PM?

Lo || conced |
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Clicking on OK will return a Transaction Voided message as shown below.

Miessage Trom webpage |E|

Transaction Voided

Ol
' |
3.5 Provider Activity Report
Purpose: This screen allows the user to search for transaction activity occurring on the
current day at your facility.
General The results show all children at your facility, the date and time of the transaction as

Information: well the transaction type and the response for each transaction

New Jersey ECC @ Log-out
Inguirikes | Beportd | Sdmin
UEER IWFG

o Provider Activity Report
Provider Information

Name: JONES' KID ROUNDUP Address: 1000 Main Street
License #: 0123456 Ciky: TRENTON
Contact Information = State N3
- County: 1-Mercer
Coantact Mame: IO
Jane Phone #: 609-111-0000

Contact Phone &; 6iF9-111-0000

asHls ¥ | @ ™ Ia
Csen ___|Chilay Johmatame  |EsbyOeteTws |Vewilype | Responsa

cooo1tl ol Cmify Jecksan 12/2W2010 17:00:00 POz Do Agproyed
DeOO01 1L 02 Tacie jocizan 12/29/2010 17:29:37 O Succers/Approved
1111008 i ] Tirrry Rensf 12/39/2010 O8:12:10 [re Swtceii) Appoved
1111000 oL Bl Badriguas 12/27/2010 L7:00:00 in Succeas/Approvid
{18 LOWND oL Janrifar Theman 133773010 17 o000 Ini Sucoery Approved

Eesilts 1 -5 of 10

[morie ] Agroements J rusnincrionf aoust TCLOSURL DATLS
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3.6 Case Inquiry Screens

Purpose: This screen allows the user to search for cases with agreements for your facility.

General The results show all cases and the children in those cases. You can search cases
Information: by name and/or case number.

New Jersey ECC @ Log-out

Inguiries | Beporis | Admin
LISFR 1NFO

o Case Inguiry

Case Inouiry

Eriter comailets or parisl data im one or more 3F the fallowing fuslds o retnieve al matching names
First Manie: 1

El asl Bamr: |

lcase #2 |

| County: | Burlingtan -
[srancs Qrresey

The following screen shows a sample od case search.

W @ Lot
I

s | Raparts | Admin

LISER INFO
& Casec

Cass Search Results

el = v || & Q2

o e S T s S 0, T 2 e
EMITH 0123456  GO01230004560000 ACTTVE P oL-MERCER BN
Reguls 1 -1of &
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Clicking on “DETAILS” will direct you to the Case Profile screen and provide specific information
for that case as shown below.

frdwrried | Mepords | Admiln
USER. INFO

o Case - Profile
Cﬂ*_“: Informathon

CARE & o1 .'.-_H:!.-l, Hams Cards: Sratis PR

Addroas: 4000 MATK STREET JMNE SMITH D01 ZI0MMSE0000 Actiee P
Authorized Chibklren

Ciity TRENTON Hame Child 2

State: ) ICMRHIFER SMITH 04

Zi: 2sa: system Of fecned

Counly: F1-MERCER System Of Record  CARES

Horse Plroms: EVE-1 1 000

Work Fhone ; §09-111-1111

Haohile Phanea:

Sschool District Coda: o123

3.7 Agreement Inquiry Screens

Purpose: This screen allows you to search for agreements at your facility.

General The fields available on this screen include name, case number, agreement number,
Information: and county allowing you to filter searches.

@ Log-out

New Jersey ECC

Inguaies  Reporls | Admir
USER INFD
o Agreement

Erter complete or peraal detain ane o mers of the Scllessrg Gelds o retrieee sll metching

auher zations,

C.lg Firso hame: :I

Chilic! Laell Baume: I

Cage & |

Eigioity Type &
AJrERmErt @ |

County: (swecatum (v)
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The following shows the results of an Agreements Search.

Conduent State & Local Solutions, Inc.

O Agrcemeont

o] |10 @ QS

Aeports | Adoun

ll-u-HErInIFIq |8 IMED
h-l:ﬁl?—l-'l
Search Case

Agresment Soarch Besults

Last Name| First Mama|Case # |Chitd # | Agrasmant 5 |Start Date [Gnd Date |Provider | |

JEHHNIFER 0123456 01 B001234560007200001 234 05/0172012
5MILIH JERHNIFER 0121436 0L DO0LZ44 3000/ EY0U01 234 8012012
| SMImH JCHNIFDR 0123456 01 DO0124560007000001204 OT/0L 2012
EMITH JERNIFER 0123456 01 01234560007 E90001 234 0670112012
| SMITH IFRHIFFR 0173456 A1 001 FRASEMCHTAIONAT 34 05/ /e T
EMITH JEHNIFER 0122456 01 B001234560007890001 234 0470172082
EMITH JEMNIFER  0LIZ4SE OL 0001234 3SD00TEM00L 234 O3/ L0 2012

(Reduks 1 - T al 7.

02302012
OHf31/2012
o7/a1/2012
D6/30/2012
fi Lt Beli b
04302012

D3/ 2L/2012

JINEE, JAKE
NS, JANE
JOMLCE. JANL
JMINEE, JANE

WINFS, 1ANF

JONES, IANE

MINES, JANE

Clicking on the “DETAIL” button allows you to see specific information on each agreement as

shown on the following screen.

o Agresment - Profile

Case £: 12347 Address:

Case Member 10 : RS LT

Child Hame: TEMMITE ST City:

Child & 1 ¥1 Stater

(rel T 0/ 17 20 Zip:
Curily:
Pl

B Agre Sﬂ"] 59 15934100 I.Ell]"HJ'l ?[l 13 Start

Aqgra -r[ﬁ.l'l'l-'l 24100 I.Hl-liru'l FL "-Fﬂl'l'
[ '-|"II'111-JI'II'JIHI'J1.I.1IJ'ﬂl'.I' 'i..l‘..'ll'l'nl

New Jersey e-Child Care Provider Web Portal User Guide

Ineuii=s | Repovis | Admin
USES [NFO

10600 HAIN STREET

TREMTON

01 - MERCER
BES=-112-0000

]'DHI'_"~. JANE

oy - JDNE ]ﬂuhll:
F'rﬂl.l'l."l'-l'l-l' 1|."rI'JF"1 1AKF
Providel: JUNES, JANE
Prowker: JOMES, JANE
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3.8 Provider Closure Screen

Purpose: This screen provides you with a list of your closure dates that have been entered

on behalf of your facility.

General The fields available on this screen include name, case number, agreement number,
Information: allowing you to filter searches.

24

New Jersey ECC ——
Inmgriries

| Inguiries | Manual Claims | Reports | Admin
USER INFO
© Provider Closure Dates

AT LT JONES KID ROUNDUR Addreo: 1000 Main Street

License &t 0123456 City: TRENTON
Contact Information  Stete: M)

Contact Nama: Jane Jones County: 1-Mercar
Contact Phone 8 R0A-111-0000 Phone #: 608-111-0000

e o~ |06 B IGE

01/01/2011 Hul iy
oz/oa/a011 Clesurt
07/04/2011 Halidoy
oR/oLiaoiy Haliduy
10/02/1011 Clumury
112473001 Holidey
12/01/2011 Clenure
1ijasfruil moliday
Results 3-8 07 8
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3.9 Provider Adjustment Screens
Purpose: This screen allows you to view adjustments that have been made for your facility.
General The fields available on this screen include entry date, amount of the adjustment

Information: balance, adjustment type, the status of the adjustment and the settlement date

Bl —

the adjustment amount.

of

@ Log-out

Faouines | Beports | Admin

LUSER INFO
o Provider - Adjustment History
Address

Haima: SMITH, JANE Addrass: LODD MAIN STREET
Licwnsm F ; Cily: TRENTON
Contact Taformation | Slale: Ml
Contact Mame: JANE Conty: 0 -Meronr
Lontact Phone #: G05-11L-0000 Fhone 2 &0%- 115 -0000

aspllx v | @l

e T

04/TS/2013 B4.02 EETTLED 040820132
4TS/2012 2o 000 Py SETTLED 04082012 “
04582012 2538 Q.04 Pary SETTLED Q47082082 [ CATALLE |
Risuls 1 - Jof 3

ADJUSTMENT DETAIL SCREEN:

Selectin

g the detail button allows the viewer to see a description of the selected adjustment.

PFrovider Adjustment Information

i

-~

Recuwrring Dollar " - P X
bl Bl 02 EHective Date: E.- E_. EHE (MM DD Y YY)
REcurring Percent r Setilernent Dale: Qal/0Br2013
ArAnEE: :
Tulal Dullar F Slalus: SETTLED
Amound: Q2
Adjustiveenl Type: ¥ pagy Becoup
Case (L R T LY p
Heasnn Codie: | Ciner L
recmenl #; 0003 2 34 D0G0 S S TR O000S =
Ao | Entered By PALIL THOHMPSON
Current Balanve: .0
Lact Modified Ay FALIL THOMPSGM

P CCAB, JEWNIFER, SMITH, NOT 1% EPIC

New Jersey e-Child Care Provider Web Portal User Guide
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3.10 Provider Payment Screens

Purpose: The following screens allow the user to view payment information for your facility.
There are several screens which provide you different payment data based on the
screen selected.

General After selecting the settlement date to search. Additional screens available include
Information: the Payment Detail Screen, Child Payment Detail Screen, Child Attendance Detail
Screen, Payment Adjustment Detail Screen, and Case Payment Detail Screen.

W LN,
Irguirkes | Rsparts | Aok

USER {8aFC

o Provider Payment Inquiry

Settlement Date 107G -

| Solect | Moo
HO0AEH

OFLERH O
Ean AN g
DA 2008 0
SLEELT i Te Te TET]
Tl LR
il S 0
BRI O
AL 2
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Selecting the date of the report shown in the drop down box will result in the display of the Provider

Payment Detail Screen shown on the following screen.

Pravider Payment Datail Screan:

| New Jersey ECC el

& Piowider Payirent Delal

Frovider Information
‘Facility Intormaties ~ Addeess

| P JONLCS, JANE

|Licanse #

| FPPIC Provider Th: Dbt 23

Contact information
| Cantact Mame: JANE

|Contact Phone & RED-1 1 1 -0

Address: LOGO MAIH STREET

ity TERENTON

Giate: M1

COunty: OL=MERLCER [
PFhoang #; EO0 - L11 OG0 |

| REpores

@ s =rink

UEER IRFD

| SMITH, JEMMIFER 0123456
| SMITH, JENMIFER 0123456

S 00 2
Uy gy SUTE = U0 200

Agreemienl #

COLZI4567A005ETEA3LI0 Q12345678 CCAP
O0L2345ETAO000BTEEAZIL0 OLIBMSETE CCAP

Caea

Eligibilify Attandances

Copay

Hemileer I Type Aorpprrnd Anmguni Total
§74.69 1£0L007 74,50
$32.01 150,00 $32.00

Tetal Afgndanze Caemant Amaunk F106. 70
Tetal Broveder Sdjucimant Amourd {0007
Tetal Ursdn Payment Amount L {RRE A}
Totlsd &CS 6T Adjustment Amount [§0.0)
Tetal Paymant Amauwnt F106.70

New Jersey e-Child Care Provider Web Portal User Guide
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Clicking on the Total amount for a child will show the Child Payment Detail Screen giving you detail
for that child payment shown in the following screen.

Child Payment Detail Scraen:

W .‘-’“'I'“'“"-
gwirsd | Raparta | Adimi

LISER INFO
© Provider Child Paymoent Detail

Provider [nformdation
Farility Tafasmation Addesss

| R JONES, JANE Address: oo MALN STREEET
License # ; Citys TRENTOM

| CPPILC Prowider TD: 000123 State: Wl

Contect Information ~ Lounty: 01-MERCER
Contact Mame: JANE Phones #: 50%-111-0000

Child tnformaties Agreemenst ioformeten
| Case # 0001230 Agresment £ 1234567051 2I456TIFLE 34
| Cane Mambar 1D: 113456709 Autharized Cara: FLLL TIME
| Clhild Hame: JENMIFER SMITH Auth Weskly Full Time Days: 5§
| Chald w: Li4] adjusted rull 1ima Hate: S10.87F
| DD 05/177 3009 Aunth Weekly Fart Thne Days: 0
Adjusted Part Timve Rate: 310,67
Daily Copay: §3.52
Fligihility Type: AR
Lare Level Lode: £-Pre-Sch 2.5 up oD yrs)

Child Poyrsant Information

| sstlement Date

| Payment Period .

]

| Rate Determibiatban
Full Terms Atbardans=s Maa 7 Pt Tima AMandnres Tiages i)
Fuill Tirme Semid Dy i PErt Tome Sick Deys: 0
Fall Teme absent Days Paid; ] Eari Tirne Sbsend Days Pasd: o
Tuill Temts Chosure Diays Pald: s} Fart Tome Closure Days Faidy o

| Ba-Weekly Copay Emeurt Dedusted [ T lsls]

[ Uinpaid &iskamred Paype 5
Full Teme Says 0 Preyious B Fari Torme Gays i Frevious B
Banadp: Byrmodi

[FROVIDES PxviRNT)
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By clicking on the blue links shown in the Child Payment Information box, the detail of the attendance

information will be shown on the Child Attandance Detail screen in the following illustration.

Child Attendance Detall Scraan:

W @ Log-0ut
Iow'niss | Reporis | Adinds

& Child Attendance Details

Provider Lnformation

Hame: JURES, MANE Address: 1000 MAIN STREET
License & ; City: TRCHTON

| EFPIC Prosddar ID- 0000123 Stata: ]

Contact information | county: UL-MERLER
Contact Hame: JANE Phona #; E00 111 D000
Contact Phone : 609-111-0000

| Canem it Deaizin Agreamenl § 13345678912 3456 T891 234
| Case Hember ID: LTI 50TEY Authorized Cares FULL TiME
| Child Mama: JENMIFER EMITH Auth Waakly Full Time Days: &
| Child #: i Adjustad Fall Tima Rala: $10.67
C:oo: G317 LS Auth Weekly Part Tiove Days: ©
Adjusted Part Tima Bata: §LO.67
raily Copay: §ESF
Chigikility Types CCAF
Care | swel Condes JPra-Seh (2 5 g 105y

T | Boaarrime | Bt Timne Duration (Pwymant Type | Hamus! Adjust?
| PN 0012 0300 P LT O42AMN0E2 1135 P 08229 Full Tarme H
| B/TH 0432013 B-00 P BOUT O45207M013 11:00 P =050 Fusll Tarme N
| IN 04/ 2472002 D1151 FH FIOUT C4f2420132 11:00 P C#:08 Fiall Time L]
{ F/TH 0252012 03100 PH POUT  O4/25/0012 1100 PM Ca:00 Full Tame N
| #iN D& I INLL Q00D P L Bafimi0ld 13131 P {5 B Full Time N
| PFIN BRI I0LE OO0 PN FIQUT QIR0 LLTDO FH e Pull Tirme: L]
| &I G 30 A0LE 0300 P EBOUT  Osf300I003 LEIDO P E-HaH Fuil Tima L]

[Rmsults 1+ 7 ol 7.

Days Fald al Fall Time Rate: 7
Diays Mald &l Part Time Rate 1]

New Jersey e-Child Care Provider Web Portal User Guide
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This screen is accessed from the Provider Payment Detail Screen by clicking on the Case Number
for any detail line item. The amount reflected on the Provider Payment Detail Screen is then detailed
on this screen under the Case Payment Detail block

Payment Adjustment Delaill Sereen:

W @ Log st
otz

Reports | Adrmdn
USER INFO
o Provider Payment Adjustment Detail

| M BOHES, JANC Agddroae: 2000 MADH STREET
Licemman # ¢ Cilys TRENTON
EPPIC Provider I0: DalslHE 77 State: Wi

Loty 01-MERLER
| Conlact Mame: JANE Plvisive & G0%-111-0000
Conlact Phone #: £09-111-0060

Froviior Faymont Adjustmoant Information

Settlement Date: 04/002012
Pawmsent Pertod: 03715201 - 037347200

(el =10 & Q&

T e N L S T [T
CCAF, SHTTH JCMMIFTR, HOT M CPRIC. GEr L 1 1 02000 0 & 0D 2GR0 33D [ 1 ke = 0336
.I l.'ﬂh‘." CCAF, SHITH JENSMIFCR, WOT I8 CPFIC. G311 1000000 L 00 3003004 COIEMS L S
3 =1 CCAF, SHITH JEMMIFER, HOT 1M EPFIC. BT L L OnQeCri0 ) Qe 0 F0R0 COLII4 | B
| Ry L - 3ol )

Total Provider Adjustment Amount 5120 :-i:
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This screen is accessed from the Provider Payment Detail Screen by clicking on the Case Number
for any detail line item. The amount reflected on the Provider Payment Detail Screen is then detailed
on this screen under the Case Payment Detail block.

Case Payment Detail Screen:

W @ Log-out

s | REports | Adrmin
USER INFO
o Case Payment Details

ru so Infermation

El'lil LH CRURM DU Nama Card#: Status P/ A

Mame; JANC D SMITH JANC O SMITH DI DOCDT] T30 345 dtive P

Address: 1000 HAIN ETREET Avtburioed Chibdesn
Child Mame Child #

CRy: TEFMTON ERNIFFR M SMITH a1

State: M Svstom Of Record

Fi N (E-1T Systam 0f Beenrd CAGES

County MERLCER

Homea Phone: 6091100000

Waork Phome |

Mabila Plhena-

Srhnal Dielrict Cadad o110

Case Pa et Ditails

Seltlement Date D08 3012
Fayment Period BXILZ01T - DA/TAZ01T

Child Hame JENNIFER M SHITH

Attendance Tkl o tiananes
CFFIC Frovider 1D el Co-pay Adjustmants Total
DeOird 23 S117.97 £ 00 §0.00 11737

Total Paymant Amount  $117.37
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3.11 Unmatched Check-In/Check-Out Report
This screen allows you to view a report of all unmatched transactions for children
that have checked in but have not checked out.

General This report is useful in identifying parents that have not completed transactions for
Information: an attendance cycle.

Purpose:

e Beports | Aderun
WSER [WFO

o Provider Unmatched Check-InfOut Report Inguiry

Unmowched Check-In'Ow ingquiry

Trday™s Wi sl ched -I:hl-ﬂ.'-‘ﬂul_] Freviout JO dayt Unmstched (hed in/0us ]

You can select a report for either today’s transactions or a report covering the previous 20 days.
A sample of this type of report is shown below.

W ‘. L= oul
Faurvigs | Repovis | Adbmin
USER INFO
O Provider Unmatched Check-In/0Out Report

Exceptions Results for; 05/04/ 201.2-05/23/ 2012
aewll 2 « | &l0%

Irans Date/ Tune Case s lchildMame _|Agresments _______lTranslIvpe |

AESa/efis 03: 0P (B JENNIFER SMITH G300 12 34000056 TRO00ORD PN
Resulie 1 -L of 1.
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3.12 Provider 1099 Report

Purpose: This screen allows you to retrieve a 1099 form for your facility.
General The year is selected through a drop down box and clicking on search.
Information:
New Jersey ECC
Inou'risd | Reapawrs | Admin

SER [NFD
O Provider 1099 Form Scarch

Providoer 1089 Form Scarch

For Year: .'I:::I-'II w
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4. Help

 For further assistance with the NJ e-Child Care Provider Web Portal, contact your Child Care
Resource & Referral Agency (CCR&R) OR;

— Provider Help Line 1-877-516-5776
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