LDE Licensing
Provider Licensing Instructions for Applying Online Using CAFE

Getting Started with CAFE

Go to this webpage to apply online through CAFE — https://cafe-cp.dcfs.la.gov/providerservice/

Must use Internet Explorer or Firefox to go to webpage.

Louisiana CAFE Provider Portal

& Provider Sign In

Sign in using your LA CAFE account

User ID:

( )

Password:

( )

) Forgot Password?
p N LOGIN
@ Tracking of Time Services (TOTS) Iidair s

TOTS for Providers is the electronic time and attendance process that LDE uses to

Need help logging in?

keep track of the time children spend in care with child care providers. TOTS
gives child care providers with internet access the ability to view their
authorizations and the attendance reports for their authorized children online.

J
- -
° Important Information for Providers o About LA Café Provider Portal
ChildCare Get Started
The Child Care Assistance Program (CCAP) helps low-income families to pay for
child care while working or attending school or training. Parents may select any If you don't have an account already, click here to
Type III early learning center, before and after school child care center, military get started!
child care center, registered Family Child Care Provider or In-Home provider that
has been certified for CCAP by the Louisiana Department of Education (LDE) CCAP B
Provider Certification. After signing into LA CAFE, you will be able to complete an [ olnhernal Revenue Service
application to become a CCAP provider.
. . ) ) ) ) { Click here to go to IRS

Foster care is a protective service for children and their parents who must live
apart because of child abuse, neglect or special family circumstances requiring the

need for out-of-home care. Foster care is intended to provide temporary/short- s

term care for a child. The goal of the foster care program is to maintain the child o Child Care Provider HEIP Line
in a safe and nurturing environment, which is supportive of his development while
assisting his parents in resuming responsibility and custody or until an alternative
permanent placement for the child is found. The first goal of foster care is to
reunite the child with his or her biclogical family.

If you need help using TOTS, please contact the
Provider Help Line at 1-888-281-0326

For links to other state and local services, click
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Signing In — Existing Providers

1. Existing providers that have an existing account may input their current User ID and password.
This is only used for providers that have already created an existing account in the CAFE portal.
NOTE: If you do not have an account, go to the next page.

2. The provider should refer to ‘forgot password’, ‘Forgot User ID’ or ‘need help logging in’ if they
need assistance recalling existing account information.
3. Once you have logged in go the directions on page 8 on Completing an Application.

Louisiana CAFE Provider Portal

Louisiana.gov > Department of Children and Family Services =

Louisiana.gov > Department of Education >

& Provider Sign In
Sign in using your LA CAFE account
IF you have an account already, enter e User ID:

your User ID and Password here and ]
click LOGIN.

Forgot Password?
y LOGIN

o Tracking of Time Services (TOTS) Forgot User ID?

TOTS for Providers is the electronic time and attendance process that LDE uses to Need help logging in?
keep track of the time children spend in care with child care providers. TOTS

gives child care providers with internet access the ability to view their

authorizations and the attendance reports for their authorized children online.

A
™
o Important Information for Providers o About LA Café Provider Portal
ChildCare Get Started
The Child Care Assistance Program (CCAP) helps low-income families to pay for
child care while working or attending school or training. Parents may select any If you don't have an account already, click here to
Type III early learning center, before and after school child care center, military get started!
child care center, registered Family Child Care Provider or In-Home provider that g )

has been certified for CCAP by the Louisiana Department of Education (LDE) CCAP
Provider Certification. After signing into LA CAFE, you will be able to complete an o Internal Revenue Service
application to become a CCAP provider.
Click here to go to IRS

Foster care is a protective service for children and their parents who must live L )

apart because of child abuse, neglect or special family circumstances requiring the
need for out-of-home care. Foster care is intended to provide temporary/short-

°Child Care Provider Help Line

in a safe and nurturing environment, which is supportive of his development while If you need help using TOTS, please contact the

term care for a child. The goal of the foster care program is to maintain the child

assisting his parents in resuming responsibility and custody or until an alternative Provider Help Line at 1-888-261-0326
permanent placement for the child is found. The first goal of foster care is to

reunite the child with his or her biclogical family.

For links to other state and local services, click
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Signing In — Creating a NEW Account

1. To create a new CAFE account, click the “If you don’t have an account” option.

Louisiana CAFE Provider Portal

Louisiana.gov > Department of Children and Family Services =
Louisiana.gov > Department of Education =

& Provider Sign In

Sign in using your LA CAFE account

( )

Password:

( )

X Forgot Password?
- LOGIN
D Tracking of Time Services (TOTS) e

TOTS for Providers is the electronic time and attendance process that LDE uses to Need help logaging in?
keep track of the time children spend in care with child care providers. TOTS
gives child care providers with internet access the ability to view their
authorizations and the attendance reports for their authorized children online.

-
o Important Information Click here to create a new account. About LA Café Provider Portal

ChildCare

Get Started
The Child Care Assistance Program (CCAP) helps low-income I'amiliestcl\ q
child care while working or attending school or training. Parents may select any ™= If you don't have an account already, click here to
Type III early learning center, before and after school child care center, military get started!
child care center, registered Family Child Care Provider or In-Home provider that
has been certified for CCAP by the Louisiana Department of Education (LDE) CCAP

Provider Certification. After signing into L& CAFE, you will be able to complete an
application to become a CCAP provider.

o Internal Revenue Service

. . X X X i Click here to go to IRS
Foster care is a protective service for children and their parents who must live

apart because of child abuse, neglect or special family circumstances requiring the
need for out-of-home care. Foster care is intended to provide temporary/short- s . ; .
term care for a child. The goal of the foster care program is to maintain the child °Chlld Care Provider Help Line

in a safe and nurturing environment, which is supportive of his development while If you need help using TOTS, please contact the

assisting his parents in resuming responsibility and custody or until an alternative Provider Help Line at 1-888-281-0326

permanent placement for the child is found. The first goal of foster care is to

reunite the child with his or her biclogical family.

For links to other state and local services, click
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Step 1: Your Personal Information — Please enter you First Name and Last Name at a minimum. You
must complete all mandatory fields labeled with an asterisk (*).

NOTE - You are highly encouraged to enter an email address and choose how you wish to receive
notifications in relation to your application.

h 4
Louisiana CAFE Provider Portal

Loulsana.gov > Department af Children and Family S=rvloss >
Loulsiana.gov > Department of Educatian >
[ Print ﬁ [Help @ an#/])

There are five steps o s=tling up & s=cure acoownt. Aft=r completing the four steps on this page, you will be taken Lo another sore=n to setup your security

guestions. Ke=ep in mind that this is & seoure webs=ite run by the Stat= of Lovisisns. By law, w= mus=t ke=p your information private and secure.

Setting Up Your Account

If you alresdy have 8 L& CAFE Provider online account, click fers to log in. Some items have =0 sasterisk (%] next @0 them. ¥ou must Gl thess it=ms in before

¥ou can create your account.

Step 1 - Your Personal Information
Step 1 : Your Personal Information

Pl=as= fill in your name and =mail address below.

We strongly suggest you provide an e-mail address 50 you will be able to recover your User ID if it is ever forgotben,

* First Name: Middl= MName: * Last Mame: Email address:
| | |

Are you currently a Child Care Provider or do you intend to become a Child Care o

Y= Nz
Provider? ©

* Email notifications are mandatory for all child care providers.

* Would you like to rec=ive reminders by =mail when you have unread ibems in youwr O
CAFE Motifications fald=r?

Y= 0 Nz

Step 2: User ID, Password, and PIN

To log in to your account, you will need to oreate 2 user ID and password. For both of thes=, you should choos= something that's masy for you Lo remember but
hard for other people to guess.

Keep in mind that you will need your PIN when electronically signing anything you submit to DCFS. So it's a good idea to write this down and
keep it in safe place.
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Step 2: User ID, Password, and PIN — Create a User ID, Password (must enter twice) and a 6 digit PIN
and enter that information. You MUST retain this account information. It will be needed to log in to your
CAFE account and sign applications in the future.

Step 3: Security Check — Enter the numbers and/or letters as they appear. This is a part of the security of
the application.

—

—l Step 2 — User ID, Password, and PIN

S
Step 2: User ID, Password, and PIN

Tz log in to your socount, you will need to create 8 wser ID and password. For both of these

hard for other people o guess.

Keep in mind that you will need your PIN when electronically signing anything you submit to LDE. So it's & good idea to write this dewn and
keep it in safe place.

Your User [D must be betwe=en § and &4 charact=rs long, include at lzast 1 l=tter, and
cannot contasin two comseculive zpecial characters. You can inciude lefters, numbers, and the

following =pecisl characters: ~_", "§", *-", and "." {underscore, al symbol, hyphen, and * User ID:
perzd] wihen creating your User 1D, We 94 5o it will

b cmay to remember, NOTE — Keep your

Paz=weord must be Between B and 64 chard w

e Emml el z
it one Englt

upper case charactzr {&-Z), at lzast one 55 w hd atf least 1

* Password:

digit (0-8].
* Retype

Enter your passwond sxactly as you entered & before.
Password:

PIN murst b= & mumbers, * PIN:

Step 2: Security Check —

— .
Flzaze =nter the letters and/or numbers you s== below. I you cannct tell what lztter or numbers SteE 3 - Securlty Check

system will display new letters andfor numbers. I you ar= using soreen reader softwar= or cann

“Vision Impaired” Button and the syst=m will read them to you {pleass note: your computer must Be able To play sound and your volume must Bz on Tor this o
work].

© vision impaired / Audio as they appear in the line above on
your screen (not as in this document).

(N

W © v Aot Enter the numbers and/or letters here
ZE S ('] er
H

* Enter the l=tt=rs and/or numbers you s== abowve:

Step 4: User Acceptance Agreement

CAFE LDE Customer Portal Scoount User Agre=ment

[ »

Genaral

Th= Department of Education {LDE) Customer Portal is offered to you, the user ["User™), conditionally upon aco=ptance of the terms and oonditions hmeein,

without modification. Us=r aco=ss and vse= of this sit= constitutes aco=ptanc= of thes= terms and oonditions.

The Customer Portal is & LDE computer sy=tem, provided ax a public ==rvice. The general public may us= this system o conduct busine=s with the
De=partment, User agrees to uss this web sit= and Customer Portal as permitted by applicable local, state, and federal laws. Us=r agrees, ther=fors, not to: 1)
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Step 4 — User Acceptance Agreement — Click the box below as indicated. This box indicates that you
have read and agreed to the CAFE LDE Customer Portal Account User Agreement.

Once you have completed all of these steps, select “Create Account.” This will take you to the “Security
Questions and Answers” page.

Step 3: Security Check

Plzazz =ntar the lzttzrs and/or numbers you s== below. If you cannot tell what lztter or numbers are Being displayed, diick on the "Try Ancther” button and the
system will display new letters and/or numbers. If you are using screen reader software or cannct t=1l what the lztter and/or numbers are, you can click on the

"\ision Impaired” button and the system will read them to you (please note: your computer must be able to play sound and your volume must be on for this to
work).

ZE w S @- Try Another

H () vision impaired / Audio
Step 4 — User Acceptance Agreement

* Enter the letters and/or numbers you z=e above:

Step 4: User Acceptance Agreement
CAFE LDE Customer Portal Acoount User Agre=ment

m »

Genzral
Click here to agree.

The Department of Education {LDE) Customer Portal is offered to you, the user {"Ussr”), conditionally
without medification. User acoz=s and us= of this site constitut=s aco=ptance of thesz t=rms a

The Customer Portal is a LDE computer =yst=m, provided as a neral public may use this syst=m to conduct business with the

as permitted by applicable local,

oallz: 11

Department. User agrees to use this web site 2

krrwinahr and withond sathonzati mane  qr Anstreyr | TF or snotfer gmec's comonfer .
1 Next, click here to create your account.

# [ “Flanze chack the box to lat s know that you have read and agreed to Lovisiana’s User Acceptance Agreement above.,

Previous ‘ {Create Account
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Setup Your Security Questions and Answers - You must answer ALL of the security questions before
continuing. Once all questions have been answered, select the “Submit” button to continue. You will
then be taken to the “My Account” homepage.

NOTE: If you forget your PIN, go to the” My Account” section to retrieve this information.

Louisiana CAFE CCAP Customer Portal Language Seiection: En Espafiol | THna Wikt Logasd inas the | Lozt

N | [Pl‘inli%[Halp@[FAﬂ(;D

In the svent that you forpst your pazzword, you can recover your passwond by answering questions known only to you.

Setup Your Security Questions and Answers

Plzaz= provide answers 1o the guestions Delow. Becauss the answers o thess gueslions can D= used o aco==s your account, Be sure to supply answers thet are

nol maxy for others to guess or dizoowver.

You musl provide an arswer Tor every guestion. Please keep in mind that you must provide a different answer for esch question. If you forgel your
pa=zword, you will peed to zupply answers {o sl lzast 3 of thezs guestions o resel your pazswond.

Onoz you hawve answered zach guestion, dcick on the “Submil”™ Bullon at the Boltom of the page. Pleasze nolz that you will ne=d o provide answers o ALL
questions before you can oontinuee.

If you click on the "Exit” button, you will b= legged cut and will ne=d to answer the questions wih

* What is your mothers birth date? (e 07726/1854) Enter answers to all of these
questions.

* What are the last four numbers of your drivers license/ID card number?

* What is the name of your favorite childhood friend?

J

- .
. NOTE - If you need to reset your password in
= What iz the first name of your maternal grand mother?
the future, you will need to answer 3 of these
security questions.
* What city were you born in? e

* What is your natural hair ealor?

* What are the last four digits of your phone number?

Next, click Submit.

/3'_"\
Submit |
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Completing a NEW Application

Once you have successfully logged in or created a new account, the “My Accounts” page is displayed as
shown below.

1. Select “My Applications” to start a new application. You may also view any previously submitted
applications and incomplete applications here too.

2. ALL fields with an asterisk (*) are mandatory and must be completed.

3. PLEASE NOTE: PROVIDERS THAT NEED TO SUBMIT RENEWALS/MIDPOINTS SHOULD SELECT “MY
RENEWALS AND MIDPOINTS”

Louisiana CAFE Provider Portal Laggnd = up Rmmet | Lagmas

Loaisre gos 3 Dwparbmant of Chlkdren sed Famlly Sarvics >
Losisiare pos 3 Duparbrant of Sdecaliss >

F#'-"- Bt Horme My#&ooount can help you manages your applications, Provider Profile information, and
— view payments wilh just the click of a b i
DolbAec cmons : :
T Iy 1 lisbed Below. Pl . . .
R YR ERmene nEmS mEEm. PRS2 1T For a Renewal application, click hre.
* button in your brows=er from his page.
Mid-Faoints N\
r W
meu:f Frofie D My appiications D My Renewals and Midpoints
ummm = - Sabmik s apalicaban fa bmcome m COAR e e e e e — e
—_— Frodidar, astain & loa=am, o agaly B2 I _ _ ~ _
JMEEEG‘“EEE! swczTie o Farten S dopthon Sarerk AT Tl e
W DCOFE Flacsneni
b LS LA -
i N 5
- engiors D Provider Frofile D Notincations
:'3 Mismmos Wi Accoust W P I B TETIE B¢ guEiE BT ATy Cmmsk yacr maEfimsineg 12 wies masrEett
l ErEzaTEZTEEE SlnT. rwmilndsn rabrind f3 your Frosider aczzomt.
Loocut
L S

b

;ﬂ Report Changes ;ﬂ DCF 3 Placement Providers

- Baport Coamgar b pour Frosider scoaert, 4,
Cach mE Direct Dapack Isfoemabizn, @ csange L EJ5miE o samana ruimEunaTArt form o
=f Lzcabion soficm, o- an addbicral W dzarized 1 ham eealindan famm.

EEZRgrILmE ChaEE.

| |
L, -

f N b
D vendors D Manags My Account
iinan or Updebs Rafarrale, o Submdt an A Changm pazr gexxwardE, PTH , saceriky
Ireciza farm | T guartia=e, and cthar assaant irfarmatas.
I
L5 L5
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e Providers should select “Submit Renewal or Midpoint” to begin the application process.

e Buthe arrow you should see your license number, type and submit a renewal

e If you wish to finish an incomplete application, please select “Incomplete Applications”

e To view previously submitted applications and their status, please select “Submitted
Applications.”

e If you need to exit Café’, logout using the logout link on the screen. If you fail to logout
using this link, the system will lock you out for 15 minutes

| Web Slice Gallery v '}f CAFE Worker Portal Depa..

Department of Children and Family Servicas >
> Department of Education >

D Submita Renewal or Mid-Point for Provider Services
Select the account for which you would like to submit a renewal or midpeint from the table below. Please note that
{, ’M}(AECOUH‘ Home g g . P
1 only CCAP and Licensing Providers are able to submit a renewal/midpoint.
My Applications To submit a renewal or midpaint for a different account, dlick here to link the profle to your accaunt.
)% My Renewals and TIPS Provider/Licensing # Type Submit Renewal/Midpoint
Mid-Points You are not currently linked to an account that is eligible to submit a Renewal or Midpoint.
JPeruider Profie
. “Notifications o Incomplete Renewals or MidPoints(Online forms you have started but not yet submitted)
If you have started a renewal or midpoint but have yet not submitted it, a "continue” link will be displayed below.
D Report Changes You can click on that link to return to your online form.
DCFS Placement (7 Please keep in mind that you must submit the online form within 30 days. After 30 days, incomplete renewals
o o X
Providers | or midpaints are deleted and you will need to start a new online form.
m\fendors Application # Start Date Form Name: Submit By Date Action

You do not have any incomplete Renewals or midpoints.

@ Manage My Account

P Logout

o Submitted Renewals and Mid-Points

The table below displays renewals and midpoints that you have submitted. You can check the status of a renewal
or application submitted for a short time by clicking on the "View Status” link. You can also view uploaded
documents for any renewal or midpoint shown below To upload additional documents for a submitted renewal,

first click the "View Status” link in the table below for the application you wish to upload a document to.

Application

Application # Submit Date Application Status
Summary

You do not have any renewals or midpoints submitted in the past 3 years.

Keep in mind that you'll need to have a program called Adobe Acrobat Reader to see and print the summaries. If
you don't have this program on your computer, you may install it for free by clicking on the button below:

1

(a Back to MyAccount

~—
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A PDF application will open in CAFE.

e NOTE: If no application opens, then ensure you have the latest version of Adobe Acrobat
Reader installed. A link is provided at the very bottom of the page that will take you to the
Adobe website to install it.

e Make the correct selections on the PDF form.

e Providers will be required to enter a Unique Identifier for each Applicant/Owner. You will need
to retain for use later to link your CAFE account to your license number when issued.

e Please note that the information needed to link your CAFE account to your license is your
License number, DOB and Unique Identifier.

:2] Provider Portal Applic:ili‘on.pifh— ( W=k
File Edit Wiew Document To Enter aEEhCGNt %
= &- @ % | information. Fnd .

[ Applicant Infom%n
NOTE — Make sure to ——First Namel(asey Middle Name | | “lLast Name |Cartwrigh Suffix L I 3

answer all questions
with an asterisk (* Sex (" Male ( Female Maiden Name(If Applicable) |

*Date of Birth Apr 8, 1988 *Unigue Identifier |550-19-4723

L
Driver's License # l:] Issuing State |
Race I I

Contact Information

“Home Telephone Number [ (337) 809-0006 | *Mobile Telephone Number l_ (337) 4420804

“Email Address ]caseycartwright@x;mail.com I
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1. ALL fields with an asterisk (*) are mandatory and must be completed.

E Provider Portal Appllcatl‘on.pifh— Adobe Reader -

Eile Edit Miew Document Tools Window Help

= @vggéﬁmmgf&@ we% « (M (] Fin -

;
I‘ Fockytector | )

This information

NOTE: A Director must meet qualifications befare being appointed. Documentation must be submitted verifying that the

NOTE: The facility \ qualifications are met. is pre-
director information T Director Information pogulated.
may be the same as [

Check to make
sure it is correct.

) Sex (" Male (& Female Maiden Name(If Applicable) | | K j

' S— neversefrrrm ]
Driver's License # I:l Issuing State |

Race ' ) - l

Contact Information

the applicant FistNameshleigh | Middle Neme | “tastName [Howard | sufix|

information.

“Hotme Telephone Number [ (237) 505-2130 “Maobile Telephone Number (337) 809-4401
*Email Address |ashleigh.howard@gmail.com |
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e The Background Check information is needed for the Director and Director Designee working at
the Facility.

e This will be pre-populated by CAFE. It serves as notice to the provider that a background check
is required for each owner and director.

File Edit Miew Document Tools Window Help M
H & e 2/ 8 ux -] B Fine - information for
background
check.
Background Check
The owner(s) of this business are listed below. Criminal Background checks will need to be uploaded or mailed t
completion of this application for all individuals listed.
Individual's Information /
First Name Middle Name I:I Last Name |Cartwrigh ‘ Suﬁ"rxl | =
Title | [
Sex  ("Male (& Female
Date of Birth Apr 8, 1988
‘Telephone Number [ (337) B09-0006 | I
Street Address
Address |1420 Greek Row Drive ‘
City [l_afayette ] State |Lauis'mr|a '
acla NSNS Darich '1 ACAVETTE | v
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e Please make sure all Disclosure information 1 through 8 is completed.

g Provider Portal Applicaticn.pdf —TAdobe Reader

File  Edit Miew Document Tools Window Help *

B & @ 5 /0 @@ wx - B D] -

Disclosure #1

“Has the owner, director, or any staff ever been convicted of, or pled guilty or nolo contendere to any felony?
 Yes @ No
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e The Emergency Preparedness is very important. All providers must complete an Emergency
Preparedness evacuation plan. This information is a major part of the application and must be
completed accurately by the provider.

F — o
¥ Provider Portal Application.pdf‘;ﬁdobe Reader - Q@g

File  Edit Miew Document Tools Window Help *®

= @v\é B 2 /n

® 100% -

‘ Emergency Preparedness Plan |

*Did you enact this emergency preparedness plan? Only select yes if you have experienced a recent CYes (@ No
emergency and have put this plan into action

Child Day Care Centers

LOE Child Care Centers are required to submit an Emergency Preparedness Plan.

Plan and Location for Evacuation in Case of Emergency

“Please describe your plans for evacuation in case of an emergency, such as a storm, power plant meltdown, act of terrorsim, etc.
Include the location where you would go in an evacuation. Please also include the names of all of the children being evacuated/ I
you would be caring for, as well as special needs for any of those children. For example, if you care for a diabetic child, include
how you would manage the child's diabetes during the emergency.

Gather children
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e The Emergency Contacts are also an important part of the Emergency Preparedness plan. Two
contact people are needed on all applications.

Provider Portal Application.pdf - Adobe Reader EEn_ )
File  Edit Wiew Document Tools Window Help »

= @_--@*23!29;@@?1.1%,55 k] # Find .

'| -
Emergency Contacts

List two (2) persons who can be reached in the case of an emergency who will accompany children in the event of an evacuation or

ather evert, such as a facility director, or facility staff.
Contact 1

“First Name Middle _'\IameL:l “Last Mame |Logan | Surffis | |

“Address1 [194 Senate Road |

Address 2 | -|

“City |Lalayel‘te “State |Loui5lana |

ot

“Home Phone | (337) BA0-1444 |

Cell Fhone | l

Waork Phone I —|

Dither Phone I |
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e Once you have completed the PDF, click submit to complete the provider application.

e Providers will have to click submit to complete the application. CAFE will review the form and
prompt users to complete any mandatory fields that are blank. It should also be noted that
providers can Save and Exit their application and return to it later to complete it. Also,
incomplete applications will be deleted if not submitted after 30 days.

Scroll to the bottom of the PDF
and click SUBMIT to complete the
application.

Save and Exit Submit l e

@ Back fo MvAccounﬂ

e Once you have successfully submitted your application you will be taken to the Electronic
Signature page.
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Ja.gov/providersemvice/selisevicel 0 - @ G | @ LA CAFE - Louisiana CAFE .. %

File Edit View Favorites Tools Help

DEPARTMENT OF
DEPARTMENT OF EDUCATION

STATE OF LOUISIAMA

Louisiana CAFE Provider Portal

Louisiana.gov > Department of Children and Family Services >
Louisianaigov > Department of Education >

MyAccount

Electronic Signature

I certify that I have personally completed this application and have carefully investigated all facts necessary to complete this Application, I further certify that
all information to the best of my knowledge and ability contained in this Application is true and correct, that T have not used a false or fictitious name in such
application, and that I have not knowingly made a false statement or have not knowingly concealed any material fact or otherwise committed any fraud in any
such application for a license. I understand that knowingly providing false information on this Application may cause my application to be denied or my license
revoked or not renewed. I further understand that failure to provide complete information may result in my application being delayed, denied or my license
revoked or not renewed. I also understand that knowingly providing false information may result in criminal charges. I understand that failure to comply with
the law and regulations governing the licensure of child care facilities could result in my license being denied or revoked.

Furthermore, I certify that I have persenally completed the Disclosure Form. I further certify that I have carefully investigated all facts necessary to complete
the Disclosure Form, and that all information contained on this Disclosure Form is true and correct to the best of my knowledge and ability, that I have not
used a false or fictitious name in such application, and that I have not knowingly made  false statement or have not knowingly concealed any material fact or
otherwise committed any fraud in any such application for a license. T understand that knowingly providing false information on this Disclosure Form, may
cause my apglication to be denied, license revoked or not renewed. I further understand that failure to provide complete information may result in my
application being denied or my license revoked or nat renewed. 1 also understand that knowingly providing false information may result in criminal charges. T
understand that failure to comply with the law and regulations governing the licensure of child care faclities could result in my license being denied or revoked.

* Eirst Name: | | middle Name: “lastWame:|  |suffi:

Back to MyAccount Submit @

e The Electronic Signature Section is needed from every provider before finalizing the application
for submission.
e Your PIN will be needed to complete your electronic signature.
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LDE Licensing
Provider Licensing Instructions for Applying Online Using CAFE

e A CAFE Application Number is generated with the submission of the application.
e To upload documents you must first install the Dynamic Web twain that you will be prompted to
use. As the pop up appears, click on all users.

e If your document does not upload, please check the size, and type of file to verify it matches
with the requirements.

& hitps://eafe ust.dcisla.gov/ providerservice/selfsenvicet O ~ B € | & La cAFE - Louisiana CAFE ... X

File Edit View Favorites Tools Help

DEI ENT O ILDREN AND FAMILY
DEPA ENT OF EDUCATION

STATE OF LOUISIANA

Louisiana CAFE Provider Portal e v Gt | Lt
Louisiana.gov > Department of Children and Family Services >
Louisiana.gov > Dapartment of Education >

(EzMyAccount

CAFE Application * 4000185144

Thank You!

Keep in mind that your warker may ask for proof of some of the things you told us in your application. We've created a list of the types of proof that you may
need to provide. Click the Types of Proof button to see and print this list. Let your worker know if you have any questions about what you must provide or if
you need help in getting the proof you need.

PLEASE MOTE: Your Licensing submission is not considered complete and will not be processed until all required fees are paid from your Provider Portal account
and all required Owner State Central Registry Disclosure Form (SCR-1) and Owner Criminal Background Check Results are uploaded from your Provider Portal

Types of Proof i“ g

1f you have those documents available currently you can upload them by clicking on the Upload Documents button. You will be able to view the Types of Proof

account. You have 30 days to complete these steps.

again from the Upload Page

[Upload Documents]

‘ Next C:}
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LDE Licensing

Provider Licensing Instructions for Applying Online Using CAFE

e After completing your electronic signature, you will be brought to the document upload screen.
Click on the “Upload Documents” button to get to the next screen. On the Document Upload
screen you will be asked to select a document to upload and indicate the facility or individual

the document pertains to.

e Select the facility and the Individual the document pertains to concerning the CBC andSCR1

before uploaded to CAFE. You must upload each separately. Your application will not be

submitted unless both documents as well as the payment is received.

o The next step isto key in the security pin before uploading the documents.

e Documents can be no larger than 3MB and must be a JPEG, scanned PDF, PNG, or GIF format.

Page | 19

Louisiana CAFE Provider Portal

[ L T p—
Lovemiara e + Gt of Gdhatmn =

DOCUMENT UBLOAD

7
i e e el b e e et K e et e et s e e et o E
Types of Proof

Payment, referrais, stz

PLEASE NOTE: pet earsdered nd il rp—
Cwner State Centrl Registry Dischosure Farm (SC0:1) and Owees Crimngl Backpreund Chesk Resuls are upleased
Triomn yesse Prider Berlal atesust You bave 30 fayd 1 compiete thate step.

Upload a Document

Chesse File: Upload Documents

“Upisads are bmited 1 IPEG, seanned FOF, PG and GIF with & masimam Fe size of 3
e,

D_- 8|S A ARt - Loasiana CAVE ..

b4d Pee 0l fhd S L

Dacument Type: [« siick here 1= ehsese » 07
Selnct the Faciliy this documect pectaing b2

[]4BE Gay Care

Select the Person{i) this documest prtaing to:

[Cl7ane F 30

ey F 30

Elanta aeker the letters and/or umbare you be below. IF you eannct tell what lestar o numbars aes being dieplayed, chck on tha "Try Ansthee” buttsa and the
swstem will dhsclay estw letters andler numbess. If you are wing screen reader softwace of cannot 16 what the better andier rumbers are, you con chek on the
“Visiom Impared” button and the system will read them b yo {please mote: your cemputer must be able tn play saund and your valume mezst be on for this b
work],

(3 Try Anather
JZZ ED3 D vision Impaired | Audio

' Reset | [+ Upload

Listed Balow are the documents that you have previously wpioaded, 1t may take wp to 24 howrs for the documants to be visible, To view 8 documant cick on
thae "View” Bk, You will noed Javascript enabled in your browser 15 view the dscament.

* Enter the latters andfer numbers you sas Mbove:




LDE Licensing
Provider Licensing Instructions for Applying Online Using CAFE

o The next page gives the provider the option to print their application and pay the fee. The
application will not be submitted for processing until the CBC, SCR1 and Fee is paid in CAFE.

- i |

e(é.)) & https://cafe-ust.dcfslagov/providerservice/selfzerviceC O ~ @ C || & LA CAFE - Louisiana CAFE... X S ——— oA

File Edit View Favorites Tools Help

Be sure fo write this number down of prink this page for your records.

1f you have a question about the status of your application, contact the LDE Call Center at 1-877-453-2721. If you give the Call Center your tracking number,
it can help you get an answer more quickly. If you haven't heard back about an application you've submitted, please be sure to contact the LDE Call Center
before submitting another online application.

Print Your Application

If you would like to print or save a copy of your application for your files, please dlick the print summary button below. Clicking on the "Print Full Summary”
button will display a summary with every answer that you provided. If you decide to print or save, please keep in mind that your application has your private,
personal information in it.

Note - If you choose not to print or save the full summary of the application at this time it may take up to 24 hours for the summary to appear in your

Print Full Summary 53

Keep in mind that you'll need to have a program called Adobe Acrobat Reader to see and print this information. If you don't have this program on your

g

account,

computer, you may install it for free by dlicking:

Pay Fee
Your Licensing Application fee is $25.00.
To pay your application fee online through CAFE, click the Pay Fee button below. Paying online is fast, easy, convenient and allows your processing of your
application te begin faster.

PLEASE NOTE: You may be contacted by the Louisiana Department of Education to pay an additional fee once your application is reviewed and the capacity of

your facility is confirmed by a worker.
Back to MyAccount

If you have any questions regarding your online application please contact 1-877-453-2721.
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e The License fee generated to be paid in CAFE

e’ @ https./ust thepayplace.com/spsyconsumerweb/is‘eds O ~ @ X || O License Fees X i

LDE Licensing
Provider Licensing Instructions for Applying Online Using CAFE

File Edit View Favorites Tools Help

y
Sin Ol JRE L

License Fees

Payment Method

= Indicates required field

Your Information

CAFE Application Number: 5000184254
License Number: N/A
Facility Name: ABC Day Care
Facility Address: 123 Main
Licensing Fee Amount: 25.00
Licensing Fine Amount: 0.00
Service Fee Amount: 0.00
Total Amount: 25.00

Choose method of payment

@ Pay by credit card
visal

[oc | new

‘CONTACT US: Louisiana Department of Education | 1201 North Third Street | Baton Rouge, LA
70802

LDE Call Center: 1-877-453-2721[@)

Report Child Abuse: 1-855-4LA—K\DS (1-855-452—543@} toll-free. 24 h a day. 7 days a week
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LDE Licensing
Provider Licensing Instructions for Applying Online Using CAFE

e Enter the required information for payment which includes credit card information and security
pin.

e hitps:// a0+ B¢ || @ License Fees x ‘ kT
File Edit View Favorites Tool Help

Enter your payment information below: Note that you can use the Save Account option belaw to have the system remember your account information the next time you
make a payment.

thepayplace.com/ep

* Indicates required field

Billing Address

“FirstName:[ |
MmL:[ |
Hasthame:| ]

*Street Line 1: [ |

Street Line 2: | |
*City: | |
*State: | Select State ~
e
*Phone:| ]

*E-Mail: |

Payment Details

*Payment Amount: 25.00 USD

Payment Method

*Nameoncard:| ]
*CardNumber:[ |

*
*Expiration Date: .
Y

*Card Verification Value(CVV2): [ | what's This?

* Enter the above code: |:|

Can't read? Trv 3 different code.

E =3 B v
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LDE Licensing
Provider Licensing Instructions for Applying Online Using CAFE

e The credit card is authorized and the button “Pay Now’’ should be selected.

[ -
e )| @ nhitps://uat thepayplace.com/epaycansumenweb/lz/ed. O ~ @ X H Q License Fees x ‘ ‘
File Edit View Favorites Tools Help

License Fees

Payment Review

I authorize the charge to the credit/debit card indicated in this web form for the noted amount on today's date I certify that I am an authorized user of this
credit/debit card and I will not dispute the payment with my credit/debit card company/bank

Address

Billing Address:

Betty Rubble

1234 Main Street
Baton Rouge, LA 70800
(225) 999-9999
email@yahoo.com

Payment Method

Credit Card VIS4
Betty Rubble
x1881 04/17

Payment Amount

Amount: 25.00 USD
Total: 25.00 USD

[sock | pov vow Jf ot

CONTACT US: Louisiana Department of Education | 1201 North Third Street | Baton Rouge, LA ~
70802
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LDE Licensing
Provider Licensing Instructions for Applying Online Using CAFE

e This page allows the provider to print the processing page for their records.

R ™ ™ ™ e 5|
e@) B hitps//cafe-ust.defs.la.gow/providerservice/selfzervicel O ~ @ € || @ LA CAFE - Louisiana CAFE... % A ok

File Edit View Favorites Tools Help
ARTMENT OF CHILDREN AND FAMILY SERVICES
XTMENT OF EDUCATION
STATE OF LOUIS|IANA

Louisiana CAFE Provider Portal it s Gingor | Lk

Louisiana.gov > Department of Children and Family Sarvices >
Louisiana.gov > Department of Education >

Payment Confirmation

Thank you for your payment. You may print this page for your records by clicking the "Print” button at the top of the page

Paid To: Department of Education
Paid for: Licensing Application Fee
Application Number: 5000184254

Facility Name ABC Day Care

Payment Date: 12/14/2015
Confirmation Number: 15121402311272

Total Amount Paid: $25.00

Credit Card Type: VISA

Back to MyAccount
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