
 
               

               
           

    

       
      

       

       

         

    

Provider Portal 
This guide explains how directors and staff can: (1) grant Provider Portal access, (2) add and 

associate staff to a facility, and (3) submit the EFT W-9 and Provider Rights and Responsibilities 

for dashboard attendance data visibility. Instructions are structured for clarity and ADA 

accessibility. 

Accessing and Managing the Provider 

Portal 

Step 1: Access the Provider Portal from Okta 

1. Log in to your Okta account. 

2. Locate and launch the Provider Portal application. 

3. Once inside, you will reach the main page. 

4. To view your facility listings, choose View Childcare Services. 

as seen in images below 
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Step 2: Review Your Facilities 

On the Facility Listing page, check all facilities tied to your account. 
Directors see every facility they are assigned to. 

Staff see only facilities where access is granted. 

Step 3: Manage Staff Access for a Facility 

1. Find the facility you want to manage and click Select Facility. 

2. Inside the facility, go to Manage Staff. 

as seen in the images below. 
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Step 4: Grant Portal Access to Existing Staff 

1. Within Manage Staff, locate the Portal Access section. 

2. Use the toggle under Portal Access to enable access for the staff member. 

3. A confirmation will display. Choose Confirm to grant access. 

4. The staff member now has Provider Portal access. 

As seen in images below. 
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Step 5: Add a New Staff Member 

1. Click Add Staff. 

2. Select Add Staff Member. 

3. Search by Name, Email, or Person ID if the individual may exist in the system. 

4. If not found, continue to create a new staff entry. 

as seen in images below 
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Step 6: Enter Staff Details 

1. Fill out all required form fields for the new staff member (marked with a red asterisk). 

2. Once complete, select Save. 

3. The new staff member will be included in the facility. 

as seen in image below 

Step 7: Associate and Review New Staff 

1. Link the new staff to the facility by clicking Associate. 
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2. Check the Pending Staff section to review staff waiting for approval. 

as seen in image below 

Submitting EFT W-9 and Provider Rights 

and Responsibilities 

Step 8: Go to the Facility Dashboard 

1. Return to your facility’s page. 

2. Select View Dashboard to open the dashboard. 

3. Directors, for first-time access to attendance data, must submit the EFT W‑9 and Provider 

Rights and Responsibilities. 

as seen in images below 
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Step 9: Access Childcare Scholarship Provider for EFT W‑9 

1. From the dashboard, go to Childcare Scholarship Provider (or Childcare Provider / 

Childcare Scholarship Provider) to start the EFT W‑9 submission. 

2. This allows you to begin a new EFT W‑9 request to view attendance data. 

as seen in image below 

Step 10: Start and Complete the EFT W‑9 Request 

1. Click New Request for a new EFT W‑9 submission. 
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2. Fill in all the required information (marked with a red asterisk). 

3. Upload all necessary EFT W‑9 files. 

4. Click Next to proceed. 

as seen in image below 
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Step 11: Complete W9 

1. On the next page, complete additional fields as required and select the required boxes to 

proceed to the final step. 

2. Upload any extra required files. 

as seen in image below 

Step 11: Confirm Director Access and Rights 

1. You must also submit Provider Rights and Responsibilities. 
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2. Check all required acknowledgment boxes on this stepper. 

as seen in image below 

Step 12: Submit and Access Childcare Scholarship Tab 

1. When all sections and acknowledgments are done, click Submit to finish your EFT W‑9 

request. 

2. You will now see the Childcare Scholarship tab, where you can manage scholarship 

information and attendance records. 

as seen in image below 
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