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Provider Self-Service- Overview

Provider Self-Service (PSS) is an 
online portal administered by the Office of 
Child Development and Early Learning 
(OCDEL) designed to help childcare, Early 
Learning and KEYSTONE STARS providers 
manage everyday work and establish what 
customers see about their organizations. 
PSS is designed to allow users to 
accomplish tasks including but not limited to 
the functionality detailed in the following 
slides.
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PSS

Invoice
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Keystone 
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Early Learning 
Network

Licensing

Correspondence
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Provider Self-Service- Overview

Login Page
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Click to create new PSS 
account.
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Provider Self-Service- Overview
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User Registration
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Provider Self-Service- Overview

Link to your Organization
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Note: The first person to link their organization 
to access ELRC Invoice and 
Correspondence/Licensing becomes the 
Account Manager.
This person is notified when another person in 
their organization requests access to PSS.

After user registration, login 
and link to your Organization
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Provider Self-Service- Overview

Home Page
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Account Manager
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Account Manager

Mar 1, 2022 11

Manage access roles for your organization…

Select the desired 
user, then click 
[MODIFY USER]
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Account Manager

Mar 1, 2022 12

Allow access to 
various parts of PSS

Assign Account Manager 
role to another user

Allow access to other 
locations within the 

organization

Activate/ 
deactivate users

Manage access roles 
for your organization…
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Account Manager
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Manage access roles for your organization…

Approve or Reject 
access request.
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Account Manager
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Change Password/Security Questions
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Online Attendance Invoice 

15

Online Attendance Invoice

• Receive email notifications for new, past due and submitted 
online invoices

• New invoices available prior to the start of month
• Submit invoices in real-time.
• View ELRC modifications to invoices immediately
• Save invoice to submit later
• Access online invoice history
• Easily report discrepancies to ELRC
• View snapshot of payments received each month
• Minimize paper usage and eliminate postage fees

Benefits of Online Invoicing
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Online Attendance Invoice

Click to view online 
attendance invoices

Click to participate in online 
invoice submission
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Manage Attendance Invoice Participation

Online Attendance Invoice
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Select Paper or Online for 
each service location
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Online Attendance Invoice

Sort invoices 
by Service 
Period 
(default) or 
Location Name

Filter the displayed 
invoices using 
various criteria
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Online Attendance Invoice

Upload attendance 
from supported 
attendance 
tracking software

All invoices for the selected 
Service Period are listed at 
the top of the page

All children on the selected 
invoices from above display 
in the schedule

Update schedules 
via drop-down 
menus
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Online Attendance Invoice

Print a single invoice for 
paper submission to be 
mailed to the ELRC if not 
submitted through PSS
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Online Attendance Invoice

Upload attendance 
schedule from supported 
attendance tracking 
software
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Generate 
File

Export Attendance output file from 
attendance tracking software

Upload File Upload Attendance output file from 
attendance tracking software

Virus Scan System automatically scans file for 
security

Scan for 
Errors

System scans the file to check for 
errors

Upload 
Attendance Click Continue!

How to upload attendance…

Online Attendance Invoice
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Attendance Invoice Notifications
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How to sign-up to receive invoice notifications…

Attendance Invoice Notifications

Choose to opt in/out from 
receiving email notifications 
about enrollments and changes 
for ELRC Online Attendance 
Invoicing

Enter an email to 
receive ELRC Online 
Invoices Notifications
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Example email…

1.Receive email notification from PSS when invoices are available
2.Click the desired link, for example, the View Current Invoice link

Attendance Invoice Notifications
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Subsidy eCorrespondence

27

§ Receive notification of correspondence available in PSS

§ Allow more than one person in your business to access correspondence

§ Save time and the environment by reducing paper usage

§ Choose to receive correspondence in English or Spanish

With eCorrespondence you can…

Subsidy eCorrespondence
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Email

Login

View

2. Click link, then login to PSS.

Don’t miss information that may impact your payment!  
eCorrespondence is as easy as 1-2-3…

1. Notification received 
via email.

3. View or print eCorrespondence online.

Subsidy eCorrespondence
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Example email…
Receive email notification informing of new eCorrespondences that are available to view in PSS.
Email Subject Line: eCorrespondence Summary – [Legal Entity Name]

Subsidy eCorrespondence
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Search for correspondence…

Data has been fabricated for this presentation.

Filter the displayed 
correspondence using 
various criteria

Correspondence 
may be sorted 
by type or date

Subsidy eCorrespondence
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Search for correspondence…

Data has been fabricated for this presentation.

Subsidy eCorrespondence
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Select YES to receive 
correspondence 
through PSS
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Update Subsidy Provider Profile
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33

Update location information to change what is displayed to public through COMPASS 
Provider Search. Updates are available next day.

Icons illustrate if a click 
will result in expanding 
the section or will 
navigate to a new screen

Update Subsidy Provider Profile
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Manage Closed Days!

Add Paid or 
Unpaid Closed 
Days.

Update Subsidy Provider Profile
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Manage Private Pay Rates!

Note: These rates will be displayed to 
the public through the COMPASS 
Provider Search.

Update Subsidy Provider Profile
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Enables families and community 
organizations to view site-specific 
vacancy information by care-level.

Manage Operational Capacity, 
Vacancy, and Waitlist.

Update Subsidy Provider Profile
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Manage 
Operational 
Capacity, Vacancy, 
and Waitlist!

New screen to enter Operational 
Capacity and indicate if you have a 
Vacancy or Waitlist per location by 
care level

Update Subsidy Provider Profile
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View Public Provider Profile
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To view what is displayed for the public:
1.Navigate to COMPASS Provider Search (www.findchildcare.pa.gov). 
2.Perform a search by provider name.

View Public Provider Profile
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Note: Parents can also search by zip, 
city or address

40

https://www.compass.state.pa.us/
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Narrow search results…

Filters are available 
to narrow the search 
for Providers

View Public Provider Profile
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3. Locate the desired 
location in the search 
results.

4. Click More Details.

View Public Provider Profile
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Interactive contact info…

Google Maps is linked 
with location details. On 
mobile devices, this links 
to turn-by-turn 
navigation If the Provider elects, 

parents/caretakers can directly 
contact them via email

After clicking More Details, the information 
on the next three slides will display

View Public Provider Profile
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View what is publicly 
displayed… Licensed capacity is displayed 

here

Displays rates 
and openings 
per care level 
served

View Public Provider Profile
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View what is publicly 
displayed…

Displays Schedules 
served

View Public Provider Profile
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View what is publicly 
displayed…

Displays meal and 
transportation options

View Public Provider Profile
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Report an Incident
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Note: Individuals do not need 
to be registered in PSS to 
report a complaint or incident.

Submit Incident Report
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Licensing
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Click on Apply For/Manage My 
Certification Licensing 
Information to go to Licensing 
page
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Licensing
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www.publicconsultinggroup.com 51

Location 
Profiles

Plan of 
Correction 
(POC)

Civil Rights 
Compliance 
Questionnaire 
(CRCQ)

Applications

Submit, track, 
and update 
applications 

Submit and 
delete CRCQ

View Location, 
licensing, waiver, 

inspection, 
sanction, appeal, 

and complaint 
information

Submit, update, 
and print POCs

Licensing

51

Licensing

Mar 1, 2022 52

Expand the Location Profiles 
section to view all locations to 
which you are associated and 

view the locations that are due 
for renewal

52
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Alerts the 
user

Receive an alert when location certificate is due for 
renewal

Pre-filled 
application

Renewal application is pre-populated with the most 
up-to-date information

Submission Fill in the application and submit online

Track the 
application

Track the submitted renewal application online 
throughout the process

Note: In-process online applications may be saved and submitted later or withdrawn.

Renewals made easy…
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Renewal Due!

Licensing

53

Keys to Quality
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Keys to Quality
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Click on Keystone STARS to go 
to Keystone STARS Home page.
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Keys to Quality – Designation Request
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Create a new Designation 
request or view previously 
submitted Designations. 
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Keys to Quality – Designation Request
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Select a location and click GET 
STARTED to create a new 
Designation request.

57

Keys to Quality – Enrollment Calculation Tool
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Create a new Enrollment 
Calculation Tool (ECT) or view 
previously submitted ECTs. 
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Keys to Quality – Enrollment Calculation Tool
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Select a location, enter a valid 
time frame, then click GET 
STARTED to create a new ECT.
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Keys to Quality – Grants
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Create a new Grant document 
or view previously submitted 
Grant document, such as an 
application, budget, budget 
revision, QER, or FER.
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Keys to Quality – Grants
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Select a location, select a Grant Type, 
then click GET STARTED to create a 
new Grant application

61

Mobile Compatibility
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Who needs a desktop when you can access Provider Self-Service on the go?

Simply open the browser on your mobile device, go to www.pelican.state.pa.us/provider
and tap fields to enter your credentials. 

You will find a consistent experience across all mobile platforms below: 

Mobile Compatibility
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New Functionality (in June)
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New Functionality (in June)

Opt-in to receive notifications via:
• Text 
• Email

Mar 1, 2022 65

Available on 

June 27th!

When an invoice has not been submitted 
by the 1st and 6th of the month

When an enrollment with an Adverse 
Action has been satisfied

When the grant agreement has been signed by the 
ELRC

When a manually created Enrollment Calculation Tool 
has been confirmed

When an approved grant has been modified with a 
budget revision or a final expense report

65

PSS Usage Statistics
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PSS Usage Statistics
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Note: Statistics are as of 1/21/2022.

3,783 providers have opted in for Online 
Invoices out of 6,060 active providers thus 
far (62%); 72% of CCC, 32% of FCCH, and 
46% of GCCH providers are opted in

3,764 providers have updated their Provider 
Profile in PSS from 01/21/2021-01/21/2022 
out of 6,060 active providers (62%); of which 
3,368 have updated Closed Days (56%)

01/21/2021 – 01/21/2022:                  
6,165 applications submitted

Attendance for 72% of Child Care 
Works enrollments are submitted via 
PSS

3,125 providers have opted into 
eCorrespondence out of 6,060 
active providers thus far (52%)

1,320,611 Child Care Works 
eCorrespondences have been sent through 
email

Daily Average 

01/21/2021 to 01/21/2022

966
Active Users

619 Designation Requests by 583 providers 
have been submitted via PSS out of 2,236 
total requests (28%) in FY 21-22

75 Enrollment Calculation Tools have been 
submitted via PSS out of 75 total requests 
(100%) in FY 21-22

528 Keys to Quality 
eCorrespondences have been sent 
through email

67

Questions?
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Contact Information

If you have any Questions about PSS, please contact: 

PELICAN Provider Help Desk   
Email: Ra-eln@pa.gov
Dial: 877-491-3818 Option#2

Beverly Hajek  behajek@pa.gov
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Thank YOU!!
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Thank you!

• Remember… If you did not sign-in at the beginning of the workshop, sign-
in now in the Chat box.

• If you are on a tablet or phone and do not see a Chat box, email your 
name to membership@pacca.org

• Following this webinar, you will receive a link to an evaluation

• All registrants will receive a link to the recording of this webinar. The 
recording will be available on the PACCA website at https://pacca.org
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Contact Information

If you have any questions about this or 
future webinars, please contact:

Maureen Murphy
Director of Member Engagement

Maureen.Murphy@pacca.org
717-657-9000, x107

Thank you!
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