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Profile 
A Provider Portal user must fill out all information in each tab, and click the Next button to continue filling out the 

provider profile information. Click the Back button to return to the previous tab. 

Tool tips, indicated by the  symbol, are available to provide useful information to Provider Portal users about 

specific terms in the Provider Profile. Click the to see the message.  

To complete the Provider Profile, click the Profile dropdown menu from the Provider Dashboard. 

 

Then, click Provider Profile.  
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Yellow Warning Symbols 

Yellow warning symbols will appear on certain fields on the following tabs: General, Facility, Services, Curriculum, 

Staffing & Capacity, and Documents.  

If the Provider Portal user hovers over the yellow warning symbol, the following message will display.  

 

If a change is made, the coalition will review the change and change the profile status to Incomplete to allow the 

Provider Portal user to re-submit the VPK-APP. The user will receive the following email from 

DONOTREPLY@OEL.myflorida.com.  
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Step 1 – General 
The General tab collects basic information about the provider, including provider types and whether or not there is 

interest in contracting with the early learning coalition to provide School Readiness or Voluntary Prekindergarten 

(VPK) Education services. 
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Step 2 – Facility 
The Facility tab collects contact information for the provider. The Provider Portal user is required to enter contact 

information for staff responsible for different aspects of the business. If the staff person is an Authorized Contract 

Representative or VPK Authorized Contract Representative, click the checkbox below each section (Director, VPK 

Director, etc.).  

All VPK Providers: Each child enrolled in VPK must be assessed under the Coordinated Screening and 
Progress Monitoring Program (CSPM), known as the Florida Assessment of Student Thinking (FAST) using 
Star Early Literacy. Each provider must designate a primary contact to receive information regarding 
participation. A CSPM secondary contact is optional.  

• CSPM primary and secondary contacts should not be the same. 

• If both CSPM primary and secondary contacts are populated, the system compares the email 
addresses and will display an error if the primary and secondary contact emails are the same. 
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Public Records Exemption Indicator 
Individual provider contacts may be marked as exempt from public records disclosure.  
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NOTE: If the childcare program is certified by the U.S. Department of Defense and is operating on a military 
installation, an additional question will display after question 8, but only if the provider meets one of the following 
conditions: 
 

 
 

The additional question asks, “Are you an accredited childcare program certified by the United States Department 

of Defense AND operating on a military installation?”.  The Provider Portal User can select Yes or No.  If the user 

selects Yes, a pop-up message will appear asking the user to verify their selection.  After submitting the profile, this 

selection cannot be changed. 
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When the Add New Contact button is clicked, the Provider Portal user can create additional provider contacts for 

the profile. Individual contacts may be marked as exempt from public records disclosure.  
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Step 3 – Services 
The Services tab collects information on the ages of the children in provider care, as well as different provider 

services. 
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Step 4 – Curriculum 
The Curriculum tab collects information about the provider’s curriculum. A provider may choose multiple curricula 

from the list. If the provider is a school readiness provider, an approved curriculum must be chosen. If no approved 

curricula are being used by the provider, the Provider Portal user should select “Other.” If a provider does not see 

their curricula listed, choose “Other” as the curriculum. 

 

 

Step 5 – Fees & Discounts 
The Fees & Discounts tab collects information about fees the provider assesses the parent. The Provider Portal 

user should enter all applicable fees. All amount fields must have either a dollar amount or zero entered.  If a fee is 

not applicable, the amount entered must be “0.” If there are no family discounts offered, the selection must be 

“None.” 
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Step 6 – Hours of Operation 
The Hours of Operation tab collects information on the type of schedules offered for care. The Provider Portal user 

must click the checkbox next to the desired day of the week before inputting hours of operation for that day. The 

default hours of operation for each day are 6:00 a.m.– 6:00 p.m. An Enhanced Schedule is available.  
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Step 7 – Staffing & Capacity 
The Staffing & Capacity tab collects information on how many children the facility will or can care for. These 

questions are asked by age group. For each care level, the Provider Portal user should enter the highest number of 

teachers and children for all classrooms for each care level. This tab does not calculate staff-to-child ratios, but 

stores staffing and capacity numbers for local early learning coalition review.  

Staff-to-child Ratio is the number of children that an individual teacher is responsible for.  To reflect the actual 

ratio, the “Teachers in Classroom” column should always be 1.  For example, if you have 2 teachers with one class 

of 20, you should list 1 “Teacher in Classroom” with 10 “Children in Classroom” and a “Group Size” of 20.    If you 

follow the state mandated ratios for a center or facility, please see the example below.  You can omit the age 

groups you do not serve. 

Group Size is the maximum number of children, by age, that can be in a single classroom at any given time.  If you 

follow the state mandated group sizes for a center or facility, please see the example below.  You can omit the age 

groups you do not serve.   
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Example: Child Care Center 1 
This example uses the state mandated minimum staff-to-child ratios and maximum group sizes permitted for 

centers.  

 

Example: Child Care Center 2 
This example uses more stringent staff-to-child ratios and group sizes that are smaller than the state mandate for 

centers. 

 

For more information on staff-to-child ratios and group sizes for facilities, please visit the School Readiness Health 

and Safety Standards Handbook. 

http://www.floridaearlylearning.com/statewide-initiatives/health-safety/health-safety-checklists-handbooks-and-forms
http://www.floridaearlylearning.com/statewide-initiatives/health-safety/health-safety-checklists-handbooks-and-forms
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Example: Family Child Care Homes 1 
A family day care home is allowed to provide care for one of the following groups of children, which includes 

household children under 13 years of age.  Below are examples of how to fill out this table using the state 

mandated minimum ratios.  

**The group size column should never exceed 10 for a family child care home. 

This example uses the maximum of four children from birth to 12 months of age.  

 

Example: Family Child Care Homes 2 
This example uses the maximum of three children from birth to 12 months of age, and other children, for a 

maximum total of six children.  
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Example: Family Child Care Homes 3 
This example uses the maximum of six preschool children if all are older than 12 months of age. 

  

Example: Family Child Care Homes 4 
This example uses the maximum of 10 children if no more than 5 are preschool age and, of those 5, no more than 

2 are under 12 months of age. 
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Example: Large Family Child Care Homes 1 
A large family child care home is allowed to provide care for one of the following groups of children, which 

includes household children under 13 years of age. 

**The group size column should never exceed 12 for a large family child care home. 

This example uses the maximum of 8 children from birth to 24 months of age. 

 

Example: Large Family Child Care Homes 2 
This example uses the maximum of 12 children, with no more than 4 children under 24 months of age. 

 

For more information on staff-to-child ratios and group sizes for family child care homes please visit the School 

Readiness Health and Safety Standards 

Handbook.http://www.floridaearlylearning.com/sites/www/Uploads/files/Statewide Initiatives/Health and 

Safety/HS Handbook Facilities_OEL-SR-6202_ADA.pdf 

http://www.floridaearlylearning.com/statewide-initiatives/health-safety/health-safety-checklists-handbooks-and-forms
http://www.floridaearlylearning.com/statewide-initiatives/health-safety/health-safety-checklists-handbooks-and-forms
http://www.floridaearlylearning.com/statewide-initiatives/health-safety/health-safety-checklists-handbooks-and-forms
http://www.floridaearlylearning.com/sites/www/Uploads/files/Statewide%20Initiatives/Health%20and%20Safety/HS%20Handbook%20Facilities_OEL-SR-6202_ADA.pdf
http://www.floridaearlylearning.com/sites/www/Uploads/files/Statewide%20Initiatives/Health%20and%20Safety/HS%20Handbook%20Facilities_OEL-SR-6202_ADA.pdf
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Step 8 – Private Pay Rates 
The Private Pay Rates tab collects information on the provider’s private pay rate based on unit of care and care 

level. The Provider Portal user must enter in the private pay rates for each “Unit of Care” and “Care Level” offered 

by the provider. Shaded cells do not permit entry. If care is not provided for that Unit of Care and Care Level, no 

entry is needed.  

Providers that indicate they want to complete a contract to participate in the school readiness program on the 

General tab will also have a section on the Private Pay Rates tab to enter the Daily Rates for the School Readiness 

Program. The Provider Portal user may edit the $0.00 amount for each “Unit of Care” and “Care Level” offered by 

the provider or click on the SR Daily Rate Helper button. The Helper button will automatically calculate the rates 

based on the Full Time Monthly Rates or Full Time Weekly Rates, and the Part Time Weekly Rates entered in the 

Private Pay Rates section. The rates are also editable after calculation. These rates will be utilized in the 

contracting process if the provider enters into a School Readiness contract with an early learning coalition.  

NOTE: With Release 3.5, School Readiness providers must now answer a question regarding the family’s 

responsibility to pay the differential between the Approved Reimbursement Rate and the Private Pay Rate.     
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Step 9 – Closures Calendar 
The Closures Calendar tab collects information on any days the provider will be closed. The Provider Portal user 

will select all closure days for the provider. Once selected, the date will change from white to blue. The local early 

learning coalition may define reimbursable holidays for the School Readiness program, which will be shaded gray. 

When a provider closure date and a coalition-defined reimbursable holiday are the same, the date will be shaded 

dark blue. A Provider Portal user does not need to include Saturdays and Sundays on the Closures Calendar if 

services are not provided on those days.   

NOTE: Actual reimbursable holidays will be selected during the contracting process if the provider enters into a 

School Readiness contract with an early learning coalition.  
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Step 10 – Documents 
The Documents tab allows the Provider Portal user to upload documents for the local early learning coalition to 

review. Based on provider answers in the provider profile, the Documents tab will display types of documents that 

may be uploaded to support a contract to provide School Readiness or VPK services. Users may enter up to five 

documents for each document type. Documents uploaded in this tab will also populate in the Document Library 

and will be utilized during the contracting process.  
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Step 11 – Review 
After reviewing the information for each section, the Provider Portal user must click the Next button to continue.  

 

 

    

… 

 

 

 

 

 

 

 

 

 



 72 

Step 12 – Sign and Certify 
To submit the Provider Profile, the Full Name must exactly match (and is case-sensitive) the name entered on the 

Manage Users page. The Provider Portal user must then check the “Check box to certify by electronic signature” 

check box and click the Submit button. 

 

 

Once the Provider Portal user submits the Provider Profile, the following page will display: 

 

The Provider Portal user should then find the email sent by DONOTREPLY@oel.myflorida.com. 
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Managing a Profile as a Provider Portal User 

Provider Dashboard 
On January 1 of each program year, a button will appear next to the current program year that will allow the 

Provider Portal user to migrate all profile information from the current program year to the next program year 

(except Closures Calendar dates). To migrate profile information to the next program year, the Provider Portal user 

will click the button. In this example, the provider is migrating profile information from the 2018 – 

2019 program year to the 2019 – 2020 program year. All information from the 2018-2019 profile will migrate to 

the 2019-2020 profile, with the exception of the Closures Calendar. The provider can also skip a profile year and 

still be able to create a profile for the current year. For example, the provider had a 2017-2018 profile, but skipped 

the 2018-2019 profile. In order to create a 2019-2020 profile, the provider will go to the 2017-2018 profile, click 

the Create 2018 button, then go to the 2018-2019 profile, and click the Create 2019 button. The skipped profile 

2018-2019 can remain Incomplete.  

 

 

After a provider is active, a Provider Portal User can edit the Provider Profile, by clicking the Profile dropdown 

menu and then clicking the Provider Profile button.  

 

Provider Portal users can manage School Readiness and VPK contracts from the Provider Dashboard.  
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Provider Portal users can manage School Readiness and VPK enrollments from the Provider Dashboard.  

                  

              

Provider Portal users can manage School Readiness and VPK attendance, as well as view reimbursement details for 

paid attendance rosters, SR Reimbursement Rates, and Temporary Closures, from the Provider Dashboard.  

 

Provider Portal users can click the Documents dropdown menu to access the Document Library Management 

function and view and upload additional documents for coalition review.  

 

  


	EFS_Modernization_Project_Provider_Portal_User_Guide (3)



