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How to Report a Change in Location or Change in Information for a License

Call LDE Licensing at 225.342.9905 for your Unique ID and your date of birth on record.

Create an account in CAFE if you do not already have an LDE Provider CAFE Account. Complete an online
renewal application.

Upload documentation of satisfactory Criminal Background Checks for all owners, directors, and director
designees each center via CAFE (if applicable).

Pay your fee via CAFE (if applicable). Additional capacity fees may be charged if you have a change in capacity.
e 15 or fewer children: $25

e 16-50 children: $100
e 51-100 children: $175
e 101 or more children: $250

Below are instructions for using CAFE. If you do not have a CAFE account, begin with Step 1. If you have a CAFE
account, navigate to CAFE, log in, and begin with Step 5.

1. Create a CAFE Account. Click the link in the red box.

The Provider Portal screen reader program of choice is Non VWisual

Desktop
Access (NWDA). Download

the free software at NWD A Download.
PLEASE MNOTE: Adobe Reader and WebTwain are needed to upload

documents and complete forms in vour Provider Portal account. Download the)

latest versions at Adobe Download and WebTwain Download.

DEPARTMENT OF CHILDREMN AND FAMILY SERVICES
DEPARTMENT OF EDUCATICON

S TATE COF L Ol s e rae

Louisiana CAFE Prowvider Portal

Lousiana.gow = Department of Children and Family Services >
Louisiana.gow > Deparoment of Educartion >

= Provider Sign In

Sigu in wusing youor LA CAFE account

User ID:
Password:
- - "y Forgot Password?
D Tracking of Time Services (TOTS) LOGIMN

Eorgot Ussr 1D

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

keep track of the time children spend in care with child care providers. TOTS gives reed help logging im=

child care providers with internet access the ability to wview their authorizations

and the att=ndance reports for their suthorized children online.

2 iImportant Information for Providers

D) About LA Café Provider Portal
Child Care Get Started
The Child Care Assistance Program (CSCAP} helps low-income families to pawy for
child care while working or attending school or training. Parents may s=lect any | If vou don't have an account already,] click here to
Type= III == arning center, before and after school child care center, military: -
child care center, registeraed Family Child Care Provider or In-Home prowvider that
has been certified for CCAP by the Louisiana Department of Education (LDE) CCAR
Prowvider Certification. After signing into LA CAFE, you will be able to complete an ° Internal Revenue Service
application to become a CCAP prowider.

Click here to ao to TRS |
Foster Care

Foster care is @ protective service for children and their parents who must live
apart because of child abuse. neglect or special family circumstances requiring the @ Child Care Provider Help Line
nesd for cut-of-home care. Foster care is intendad to provide temporary/short-

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

If you need help using TOTS, please contact the |

2. Click the Next button in the red box below.

February 6, 2020



DEPARTMENT of

EDUCGATION
louisiana Believes &"%&M"”&

Louisiana CAFE Provider Portal

Lovisiana.gov > Department of Children and Family Services >
Lovisizna.gov > Department of Education >

[ Print y[ Help @ Faa( i

Are you in the right place?

If you already have a LA CAFE Provider online account, Click here to log into vour account

Getting Started

Before you can begin using LA CAFE , you will need to create a secure account. Once you have created a secure account, you can:

Apply online for Licensing, CCAP Provider Certification, or to become a Foster Care/Adoptive Parent
* Renew your CCAP Provider Certification through a renewal or midpoint.

» Renew your Licanse,

* Report changes.

+ Upload necessary documents to earn/retain your Provider Certification/License

s Check the status of an application/renewal/midpoint that vou have recently submittad

s View Payment Information

» View notifications that may remind you about important information relating to your accounts

+ Update your online account information{password, pin, security guestions, etc...)

What happens next?

After you create a secure account, you will be taken to your personal account dashboard known as "My Account.” From here you can apply for a new License.
CCAP Provider Certifcation, or to become a Foster/Adoptive Parent. You can also check tha status of an application you have recently submitted, continue
working on an application that yvou have saved, submit an application for renewals/midpoints, check your payment detzils, upload documents for review, and
update your online account information.

Click on the "Mext” button at the bottom of the screen to create an account and start using LA CAFE. If you already have a LA CAFE Provider account, click
here to log into your account

Next
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3. Complete Steps 1-4 for “Setting Up Your Account” and click “Create Account”.

DEPARTMENT OF CHILDREN AND FAMILY SEI
NT OF EDUCATION

DS LA MNA

Louisiana CAFE Provider Portal

ans.gov > Department of Children snd Family Sendces >

Louisiana.gow > Deparcment of Education =

G T S

There are five steps to setting up a secure account. After completing the four steps on this page, you will be taken to ancther screen to setup your security
iana. By law, we must keep your information private and securs.

Setting Up Your Account

questions. Keep in mind that this is @ sscure wabsite run by the State of Lou

If you already have a LA CAFE Provider online account, click hers to log in. Some items have an asterisk (*) next to them. You must fill thess items in before

you can craste your account.

Step 1 : Your Personal Information

Please fill in your name and email addrass belows.

address so you will be able to recover your User ID if it is ever forgotten.

We strongly suggest you provide an e-ma

* First Mame: Middle Mame: * Last Name: Email address:
* Are you currently @ Child Care Provider or do you intend to become a Child Care ey

< L&] Yes (@] Mo
Provider?

Email notifications are mandstery for sl child care providers.
+ would you like to receive reminders by email when you have unread items in your o
CAFE Motifications folder?

Step 2: User ID, Password, and PIN

To lag in to your sccount. you will nesd to crests = wser ID and password. For both of thess, you should checss somathing that's =asy for you to remember but

hard for other people to guess.

need your PIN when electronically signing anything you submit. So it's a good idea to write this down and keep it in

Keep in mind that you wi

a safe place.

Your User ID must be betwesn & and 64 characters long, include =t least 1 letter, and
<cannot contain two consecutive special characters. You can include lstters. numbers, and

{underscore, at symbel.hyphen,and * User ID:

the following special characters ™_","@","-", and

period) when creating your User ID. We suggest using your amail address so it will be sasy

to remamber.
Passwiord must be between 8 and 64 characters long and must contain at least one English
upper case character (A-Z).at la=st one English lowsr cas= character {2-2), and st least 1 * Password: | |

digit{0-3}.

SR [ |
passwaord:

PIM must be 6 numbers, = PIN: |

Step 3 : Security Check

Enter your password exactly as you entered it before.

Pleass enter the latters and/or numbers you see below. If you cannot tell what latters or numbers are baing displayad. click on the "Try Ancther” button and the
systemn will display news letters and/or numbers. If you are using screen readar softivare or cannot =il what the letters and/for numbers are, you can click on the
"Vvision 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

weork).
L (=) Try Another
3 N L M 5 €D vision Impaired / Audio

® Enbar the ietter andfor numbers you see sbove: [ |

Step 4: User Acceptance Agreement
CAFE Prowider Portal Account User Agreement
~

Senaral

The CAFE Provider Portal is offered to you, the user ("User”}, conditicnally upcn acceptance of the terms and conditions herein, without modification. User
access and use of this site constitutes acceptance of these terms and conditions.

The Provider Portal is a State of Louisiana computer system, provided as a public service. The general public may use this system to conduct business with
the State. User agreses to use this web site and Provider Portal as permitted by applicable local, state, and federal laws. User agrees, thersfors, not to: 1)
knowingly and without authorization, alter. damage. or destroy the State's or another usar's computer system, network. software, program, documentstion

t the performance of any activity that is prohibited by lav. s

or data contained thersin; 2J use this service to conduct or attempt to conduct business or soli

In additicn. taking any action which results in blocking access to this website by other users will be deamed an unauthorized us=a.

>

# [] pPlease chack the box to l=t us know that you hawve read and agre=d to Louisiana’s User Acceptance Agresment abowve.

Previous ] [Create Acoount]
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4. Answer all seven securlty questlons W|th dlfferent answers and click “Submit”.

4 CHILDREN A ) ILY SERV
RTMENT OF EDUCAT IOMN

Or Louisiara

Logged in as Prod | Logout

[Pﬁm‘%[ H.lp@[ Fm(/D

In the event that you forget your password, you can recowver your password by answering guestions known only to you.

Louisiana.gov = Department of Education

Setup Your Security Questions and Answers

Please provide answers to the questions below. Becauss the answers to these questions can be used to access your account, be sure to supply answers that are

not easy for others to guess or discover.

You must provide an answer for every guestion. Please keep in mind that you must provide a different answer for each question. If you forgst your
password, you will need to supply answears to at least 3 of thess guestions to reset your password.

Onc= you have answerad each guestion, click on the "Submit” button at the bottorn of the page. Please note that you will need to provide answers to ALL
guestions before you can continue.

If you click on the "Exit” button, you will be logged out and will need to answer the guestions when you log back in befare conti

* What is your mothers birth date? (ex. 07/26/1954)

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

* wWhat is the name of your favorite childhood friend?

* What is the first name of your maternal grandmother?

* What city were you born in?

* wWhat is your natural hair color?

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

Submit ]

5. Click “Provider Profile” in the red box below.

S
Louisiana CAFE Provider Portal Logged in == Prod | Logout

roment of Children and Fams
Deparcment of Educa

My Account

My Account can help ywou manage your applications, Provider Profile information, and
wview payments with just the click of a button. To start using MyAccount, select one
of the options listed below. Please note that if wvou hit the back button or refresh

g My Renewals and

button in yvour browser from this page, yvyou mavy be logged out.

s

S Provider Profile © My Applications © My Renewals and Midpoints

M\ shiotifications ErHErer s o Sl e O == oSS Q Submit an application for = Renewal or
Prowvider, cbtain a licenss, or applhy to - e o o N - et

D Report Changes = become a Foster/Adoptive Parsnt. ==

3 DCFS Placement

Eroviders |

&~ endors
tg Manage by Account Wiews your payments or submit an Emergency Check your notifications to view important
Preparadness Plan. reminders related to your Provider account.

B Lcoout

er Profile I ©» MNotifications

D Report Changes @ DCFS Placement Providers

Report Changes to your Provider account,

Submit an expense reimbursement form or

such as Direct Depeosit information. a change
of Location notice, or an additional * dewnlasd 2 home svaluation form.

Background Chack.

@ Vendors © Manage My Account

Wiew or Update Referrals, or Submit an
inveics form

Changs your password, PIN , security
qusstions, and other account infermation.
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6. Under “LDE Account Type:” select “LDE Licensing (Child Day Care)” and click “+Add Account”.
Louisiana CAFE Provider Portal

Logged in as Prod | Logout

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

MyAccount

o Select Profile

1’ MyAccount Home Bzlow are all of the accounts to which you are currently linked. Te view specific infarmation regarding one of your
L accounts, select tha "View Details” link next to the account that you wish to view. You can also unlink yourself
| . from an account by selecting the "Remowve” button next to the account that you would like to unlink from your
= My Applicafions
accounts.

% by Renewals and Provider TIPSiLicense # View Details
R

| You have not linked to any accounts yet. Te link to an account select the account type you wish to link to belowr
.pProvider Profile and click “&dd Account”

vNotiﬂc ations

- DRE ort Changes

QDCFS Placement

If you would like to add an account, select the account type below and dick the add button.

DCFS Account Type:

() Foster/Adoptive Parent

Providers | () Residential Provider
mVendors () TFC/Private Foster Care Agency
- () Mon-Cartified Relative Caregiver
(3} Manage My Account O vendar
u Logout () DCFS Licensing (Child Residential Facility, Maternity Home, Juvenile Detention Center)
LDE Account Type:

CCAP - I provide care as a Family Child Care provider (six or fewer children) or I provide care in a child's
home

CCAP - I provide care as part of a school, on a military base, or in an early learning center
(®) LDE Licensing {Child Day Care)
| | - Add Account II
@ Back to MoncounlJ

7. Call LDE Licensing at 225.342.9905 to receive your Unique ID and the Date of Birth on record for your license.
Complete the three mandatory fields and click “Next”.

Louisiana CAFE Provider Portal

Louisiana.gow > Department of Children and Family S
epartment of Educa

A

Logged in =5 Prod | Logout

© Add Provider ID

In erder to view your existing Provider account information. you need to provide some information to identify yourself with your existing accounts.

Please enter your License Mumber along with your Social Security Mumber and Date of Birth to help retrieve your Provider account information.

< (e g e Gl —

* Unique ID (Pleass make not= of

e C -1

* Dat= of Birth: (R = v

Q@ rrevioss | [ nex_ @D

February 6, 2020



DEPARTMENT of
EDUCATION ®aA
louisiana Believes &‘“ﬁ'&wﬂn‘

8. You have successfully linked your LDE Licensing Profile. Click “Next”.
-
Louisiana CAFE Provider Portal

Logged in 2= Rose | Logout

> Department of Children and Family Se
na.gov Department of Educal

( Add Provider ID W

You have successfully linked your CAFE account to your Provider account.

¥ou may click the "Mext™ button to view your Provider account information.

Next

9. The Provider Profile page displays. Now you will see your License linked on this page. Click “Report Changes” on
the left-hand navigation.

A A
Louisiana CAFE Provider Portal

Logged in 2= Rose | Logout

yAccount

D Select Profile

” MyAc ot H Below are all of the accounts to which you are currently linked. To view specific information regarding one of your
o e ome accounts, salect the "View Details" link next to the account that you wish to wiew. You can also unlink yourself
| " N from an account by selecting the "Remowve” button next to the accownt that you would like to unlink from your
My Applications =
accounts.

% My Renewals and
Mid-Points
.pProvider Profile

Provider TIP S/License # View Details

000070555 Licensing View Details Remove

If you would like to add an account, select the account type below and dick the add button.

Motific ations

D Report Changes DCFS Account Type:
sDCFS Placement () FosterfAdoptive Parent
Provid () Residentizl Provider
roviders
() TFC/Private Foster Care Agency
mv—endom ) Mon-Certified Relative Caregiver
[‘5 Manage My Account O wendor

() DCFS Licensing (Child Residential Facility, Maternity Home, Juvenile Detention Center)

u Logout LDE Account Type:

O CCAP - 1 provide care as a Family Child Care provider (six or fewer children} or I provide care in a child's
home

() CCAP - 1 provide care as part of a school, on a military base, or in an early learning center
() LDE Licensing {Child Day Care}

<4 Add Account

@Back to MyAwountJ
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10. Click the “Change of Location” link next to the License number you are reporting a location change for. Click the
“Report Change” link to report any other change next to the License number you are reporting a change for.

Legged in 2s Rese | Logous
na.gow > Department of Chi

=n and Family Services >

o Mew Change Request

1‘, - Selact the account for which vou would like to submit a change request from the table below. Pleas= note that
P MyAccount Home only GGAP and Licensing Prowiders are able to submit a change report.
My Applications To submit a change reguest for a different account, click here to link the profile to your account.
My Renewals and TIPS Provider/Li - R Cha T
et EESS ——— S S B
Mid-Points
| /OF'r ider Profile cooo7osSS Licensing Report Change Change of Location
wotiﬁcalions
| o Incomplete Forms (Forms you have started but not yet submitted)
»> D Report Changes

If you have started = form to repert changes. but have yet not submitted it, a "centinue” link will be displayed
E S == e e below. You can click on that link to return to your online form.

[Erredters Please keep in mind that you must submit the online form within 30 days or by your License Expiration Date.

whichewver comes first. After 20 days or your License Expiration date, incomplete forms are deleted and vou will
Mendors need to start 2 new online form.

13 Manage My Account

Form # Start Date Fornmn Name Submit By Date Action

You do not have any Incomplete Forms.

) Submitted Forms
The table below displays forms you have submitted to DCFS.

PLEASE NOTE: Your LDE License to Operate a Child Care Facility submission is not considered submitted and will
not be processed until all required fees (if applicable) are paid from your Provider Portal account and all required
forms (Owner State Central Registry Disclosure Form (SCR-1) and Owner Cri

nal Background Check Results) are
uploaded from your Provider Portal account. You have 20 days from your application completion date or until your
license and data, whichewar comes first, to complete thase steps.

Form # Submit Date Fonm Mame Form Summarny Status

You do not hawve any Submitted Forms.

)eep in mind that you’ll nesd to have = program called Adobe Acrobat Reader to s=e and print the summarias. If
you don't hawve this program on your computer, you may install it for free by clicking on the button belowr:

FaN cer £l

@Back to Moncount]

11. Check the box next to the type of change(s) you are reporting, enter the license number, and click “Confirm
Changes”.

Louisiana CAFE Provider Portal

Legged in == Ross | Legoutr

Louisiana.gow > Deparcment of Children and Family Services >
Louisiana.gow > Departrment of Education >

1 A R 60.4% -~ -ee @ Emily ~

| Report Changes |

[ Change of Location

[1 Add a Director

[ Add a Director Designes

[ Facility Contact infermation has Chanaed
[ License Type Change

@ “What information neads to be changed?

Il

[ Mame Change

[ Transportation Change
[] Might Time Care Change
[ Age Range Change

[ Capacity Change

[] ©hange of Facility Hours

=What is your license number? |

===pote: Once you confirm your selections, you will not be able to
‘Confirm Changes ] change your selection without starting a new change report.

@ Back to Moneount]
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12. Once finished, click “Submit”. There is a “Submit” button at the bottom of each page.
13. Upload your documents (if applicable).
14. Pay your fee (if applicable).
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