WV N) LOUISIANA DEPARTMENT OF EDUCATION

Edit Entity Application
User Guide

June 2023

edlink




Table of Contents

LOZEING INTO EAIINK. ettt e e e e e e e e e e e e se s nabarraereeeeeeas 3
ol a8V D T g1 o Jo =1 (o FUURU U SUOPRR 3
License Summa-
Y2 PP 4
UT oo Fo LI\, A 1T o 1Y < T RT
Begin Change Of LOCAtION......ccccuuiiiiiiiiiieee ettt e e e e e e e e e e e e senanes
Begin Change Of LICENSE TYPE....uuuuiiiiieiiiiiieeeeeeeeieeciiitrrereeee e e e ee e e e s eessssbarraereeeeeeaeeeeeeseenanns
(See additional Training Material for CHOL/CHOLT)
Changes Requiring LDOE APPIOVal.....uuueeeeieiiieiieiieiiceiiiirreeeeeeeeeeeeeseeseesntssrseeeeeeeeeeesseeesesssnssnnes 5
Early Learning Center INfOrmatioN.........oouiieiiiiiiiiieeeeieeeeeeeeee et e e e e er e e e e 6
SEIVICES ANU HOUIS...ceiiiiii ittt eeeeeeeee s e s s s snnesasaaeaeeeaaeeeeseesaannnnnnnnns 7
(0T o X Tol 1 A @ s =T o T={ TSROSO PR PUPUUTRRRRN
HOUIS Of OP@IATION.c.iiiiiiiieeiecttttteeeeeeee ettt e e e e e e e e e s e s bbb b aerreeeeeseeeeeesenas 8
7o Lo T aTo) o b= 1YY Y ol Y-SR SPROt 9
R LI T o == SRR 10
=T = = n (o] T ol YU 11
Rates and Verification UPlOad..........ccooiiiiiiiiiiiiiiiieieeeeeeeeeeeee et er e e e e e e e e e e s e snabaaraenees 12
BanKiNg INFOrmMatioN....c..uuiiiiiiiiieiiec e e e e e e e e e e s 13
G AN e SUMIMAIY. .. iiiiiitiieeeeee e eeeeeeeec et e e e eeeeeeeeesse bbb b baraaraereseeeeeesesaasssssbsssenseeeseeeeeseennnnnnns 15

Pending Application and NOTIfiCatioNS.......cooceciiiiiiiiiieieeeeee e e e 16



LOGGING INTO EDLINK

Using the link below, begin the Edit Entity Change Application by logging into Edlink.

https://ldoe.edlink.la.gov/#/

@ An Official Louisiana.Gov Website. Here's how you know. v English Esnafiol Francais

ed! i ﬁ" k EdLink Support Louisiana Believes

—

Welcome to
EdLink.

We've revolutionized the way we use data to support
students and families of Louisiana.

DEPARTMENT of

EDUGATION 8 Email Us J Call Us ﬂ u o m

On the Entity Dashboard, locate the left-side menu options, under the Edlink logo. Make sure that you do not
have any other applications pending in the Pending Application section. You may only have one application in

progress or pending at any given time. If there is another application in this area, you may cancel, withdraw or
Edit. Select Entity Management to begin.

ed!imk = Entity Dashboard
) >

Welcome Back, Pamela Mertens

All Approved Entities Welcome to your Entity Management Dashboard. Here you can review and make changes to your entity.
115406 -Type 3
c = Renew License ¢

Click the “Start Renewal” button to begin a Renewal Application for your entity. If you have multiple entities, select the appropriate site in the left side navigation. Note: An
LDOE Licensing Consultant will need to review and approve your submission to receive a new license.

Start Renewal &

@ MyDashboard

B Entity Management Entity Helpful links
B Staff Management K test 9692
9876 Perkins rd EdLink Support £ CPRand First Aid Vendors [
Financial Management .
Baton Rouge, Louisiana, 70301 Child Care Health Consultants [ Emergency Preparedness [
2 Messages ) )
. p cCccec & Fire Marshal Inspection &£
) License Details
prcotisetnes . , Office of Public Health & Quality Providers Library &£
Licenses Type License Number
Help Type Il 87083359 Publicly-Funded Provider Programs (4 Child Care Resource & Referral Agencies [
License Status Expires
Open 07/11/2023

Pending Application and Actions _”



LICENSE SUMMARY (UPDATE OPTIONS)

Select, License Summary. Review the Entity License Information on this page before proceeding. It may assist in
knowing what changes to make.

= Entity - License Summary

License Summary
87983359 -K test 9692

All Approved Entities

115406-Type 3 € Return to Dashboard

“Temporary Feature

Entity

My Site Details
@ My Dashboard Applications Messages Staff Inspections Anniversary Expiration

o 74 4 o April 07/11/2023

B Entity Management
@ License Summary ||
@ Entity Information R R

License Details
@ Servicesand Hours

© License Info @ License Image
@ Owner Management
@ Emergency Contacts Entity Name Physical Address
@ Entity Documents K test 9692 9876 Perkins rd
Baton Rouge, LA, 70301

@ Rates And Fees

License Number License Type
@ Health and Safety Services

) 87983359 Type |
@ KinderConnect Special Needs
B Staff Management > License Expiration Anniversary Month
Fi L M: t »
inancial Managemen 07/11/2023 April

& Messages

Select, Update License. In this application, all sub-menus listed in the left-side menu may be edited with the
exception of center location and license type changes. The application presents the opportunity to make these
changes to all areas of your Entity. You only need to edit what is necessary. Continue through the pages where
changes are not needed.

Update My License #

Click the "Update License" button to change details like Center Name, Capacity Details, Age Update License #° ||
Range Served, or your Services offered. An Edit Entity application will be created for your entity.

Note: Administration Fees and an on-site Inspection may be associated with these changes.

Change of Location Q

Click the "Begin CHOL" button to update your Site's physical location. A Change of Location Begin CHOL Vi
application will be created for your entity. Note: Administration Fees and an on-site Inspection may

be associated with these changes

Change of License Type @

Click the "Begin CHOLT" button to change the Site's license type. A Change of License type Begin CHOLT &
application will be created for your entity. Note: Administration Fees and an on-site Inspection may

be associated with these changes.




CHANGES REQUIREING/NOT REQUIRING LDOE REVIEW

The page in the image below, lists the changes that must be approved by LDOE and those that do not. If
approval is required, the changes will not be immediate. You must wait until the application has been approved
before you will see the requested changes. Select, “Accepted” and Continue to Edit Entity to move forward.

= Entity - Change of Information

Entity - Change of Information

The following pages will allow you to change/update your Entity’s Information, Services, and Hours of Operation.
All Approved Entities

115406-Type 3
T Edit Entity Information and/or Services

Only an authorized Owner, Director, or Director Designee will be able to complete this request. Please read the warning and options below:
Entity

@ Warning! You are requesting to change your Entity Information and/or Services and Hours. Some changes will require additional documentation and validation prior to approval by the Department 3
of Education.

My Dashboard
The fields listed below will require review and approval by LDOE:
Entity Management

« Center Name Change

« Update Operating Hours
Staff Management

* Age Range Served Change * Update Service Hours

- Add/Remove Services - Request Change in Capacity
Messages

« Request Change in Banking Information
Account Settings

a
;|
A
B Financial Management
=]
&
(]

Hel
D The remaining items can be changed without review and approval and no fess are sssociated.
* Update Center Contacts * Change of Location (Mailing)

* Update Center Social Media

*By clicking this box, | have read through all the instructions and agree to them.

Accepted

€ Back to Entity Dashboard

Continue to Edit Entity >




EARLY LEARNING CENTER INFORMATION

On this page, changes to the Center’s name (spelling or differentiation from other centers) may be made.
Contact your Licensing Consultant prior to changing the name of your center beyond spelling errors. Mailing
address, email, social media URL's may be added to this page. This information will be seen by parents and
providers on Louisiana School and Center Finder.

Early Learning Center Information

The Early Learning Center information on this page will be linked to the Center profile on the LDOE School Finder website.

€ Return to Entity Dashboard

Section 1: Early Learning Center Name

*As it will appear on School or Center Finder

| K test 9692

Section 2: Address Information

Physical Address Mailing Address

*Street Name 1 “Street Name 1

| 9876 Perkins rd | I 9876 Perkins rd I

Street Name 2

Street Name 2

*City “City “State

| Baton Rouge + I Baton Rouge I Louisiana 3 |
*Zip “Zip “Parish/County

| 70301 $ | I 70301 l | Caddo %+ |

Copy to Mailing

Section 3: Early Learning Center Contacts

*Primary Telephone Number Center Facebook Page
| 225-345-6787 | | ﬂ

Secondary Telephone Number Center Twitter Account

*Notification Email Address Center Instagram Account

Lakshmi.Bobba2@la.gov | | |

Center Website Address Is your Center located in a School?

| | ow

€ Back to Entity Dashboard |I Save and Continue




SERVICES AND HOURS (CAPACITY)

On this Service and Hours page, enter the number of buildings, classrooms, ages served, hours of operation
and additional services.

D —— ) _

A Dashboard / Change of Information / Center Information / Services and Hours @

Services and Hours

The information entered on this page will be linked to the Center's profile on the LDOE School Finder website.

4 Return to Entity Dashboard

Section 1: Licensed Capacity

*How many buildings will be used by the children *How many classrooms will be used by the children

E | Lo |
*Enter Age *Select Age Range *Enter Age *Select Age Range

| 1 | | Years % ‘ 8 | Years E |
Minimum age being served

Maximum age being served

For centers that serve children under 1 year old, the Safety Approved Crib Statement will need to be signed

and currently dated each time the application is closed and reopened. The application can not be submitted
unless this is done.

“Enter Age “Select Age Range “Enter Age *Select Age Range

n | Months * 7

Years s

Minimum age being served Maximum age being served

Safety Approved Cribs (less than 1yr old)

This statement must be certified by the applicant anytime they make a new request to take care of a child that is less than 1year old in a center.
| certify that the center listed on this application currently has the safety approved cribs available for each infant in care.

*Signature “Today's Date

= ar
T (00ay & date i the Tormat of MMDDIV VY

Pamela Smith

Type your full name to certify




SERVICE AND HOURS (OPPORATING HOURS)

To edit the Hours of Operation, read the toggle questions carefully and select the best fit. Year long operation
for the center is the default but it can be changed by sliding the toggle to the left. Select the days that the
center is open using the same technique. The days may be opened or closed while the application is open.
Enter the time the center will be open and closed enter to the first time boxes. If all days open have the same
times for open and close, click on Copy to All for the times to be duplicated for all days.

If no has been selected for “open all months of the year”, provide the months for when you do provide care.
Enter Hours of Operation the same as directed above.

If 24Hr facility is selected, a 24Hr clock is updated in the time boxes. No further action is needed.

Section 2: Operating Hours

*Is this facility open all months of the year? @D Yeh”

*Is this facility open 24 hoursaday? @) No

Day Open Open From: Open Until:

o (oo o Mo e) D
Wednesday @D Open

Section 3: Additional Services

[ Before Care O All bay [ Transportation (To/From Home or School)
[ After Care || (O Half Day (O Transportation (Field Trips)

O Summer/Holiday Hours (O Half Day Only Special Needs n

O Overnight Care (9pm to 6am)

Select all additional services that you would like to add and delete those that you will not be offering. The
Special Needs service is a Federal Mandate and cannot be removed. The next image is of the new time boxes
that will need to be completed based upon your additional services.



SERVICE AND HOURS (OPPORATING HOURS)

Section 3: Additional Services

Before Care O All Day [ Transportation (To/From Home or School)
After Care O Half Day [ Transportation (Field Trips)
0 Summer/Holiday Hours [ Half Day Only Special Needs

[ Overnight Care (9pm to 6am)

Section 4: Additional Service Hours

Before Care
Start Time End Time

06:00 AM @ 08:00 AM

Days Available

Monday Tuesday Wednesday Thursday Friday Saturday Sunday
Available Available Available Available Available  [J Unavailable (0 Unavailable

After Care
Start Time End Time

04:00 PM @ 06:00 PM © _”

Days Available
Monday Tuesday Wednesday Thursday Friday Saturday Sunday
Available Available Available Available Available ([0 Unavailable  [J Unavailable

€ Back to ELC Information |I- Save and Continue =

Ensure that the Before and After Care Open and Close times are within the perimeters of the Open and Close
times of the facility. Select, Save and Continue.




RATES AND FEES

Enter the rates charged enter the boxes that correspond with the ages that are served. If there is an age that
is not served, place a 1 in the box. Zeros are not accepted. These rates will need to be verified by the Licensing
Consultant.

Rates and Fees

Review your Rates and Fees. Select Edit Entity to edit your Rates.

€ Return to Entity Dashboard

Section 1: Rates and Fees

Please enter your Center's rates and registration fees. Provide them both as a daily, rate for full time care and as an hourly rate for part time care. Rates can be changed in the future from the Entity Management

section of the Entity Portal. However, changes will not take affect until the next calendar month.

Enter Your Daily Rates

Age0 *Full Daily Rate *“Part Time Hourly Rate
E NE =

Age 1 *Full Daily Rate *Part Time Hourly Rate

B | [ |
Age 2 *Full Daily Rate *Part Time Hourly Rate

B | [ |
Age 3 *Full Daily Rate *Part Time Hourly Rate

[ 30 | [ |
Age 4 *Full Daily Rate “Part Time Hourly Rate

B | [ |
Age 5 & Over *Full Daily Rate *Part Time Hourly Rate

E | [ |

*Do you charge a registration fee?

@ No

4 Back to Services and Hours |I Save and Continue

10



REGISTRATION FEES

Enter any Registration Fees charged based upon your added services. You do not have to charge a fee but

indicate this fee as shown below. If you selected Yes, you may change the response to No if you will not charge

Registration Fees. Leave additional text boxes alone. No need to enter information.

*Do you charge a registration fee?

o Yes I|
*Registration Fee *This fee is charged *This fee is collected

| 0 | | --Select-- s | | --Select -- s |

Example 75.00

*Before Care Fee *This fee is charged *This fee is collected

| 0 | | --Select -- B | | --Select -- s |

Example 75.00

*After Care Fee *This fee is charged *This fee is collected

| 0 | | --Select -- + | | --Select -- + |

Example 75.00

€ Back to Services and Hours |I- Save and Continue

11




RATES VERIFICATION UPLOAD

Upload the rates and verifications letter, memo or email that was provided to parents, notifying them of the
current rates and fees being charged at the center.

Document Upload

Based on the changes you have selected, the following documents are required for LDOE to review your request.

€ Return to Entity Dashboard

Section 1: Rates Verification

Upload a copy of notice to parents such as newsletter, bulletin, memo, etc.

“Upload File

Choose File | | Browse

N
A

€ Back to Rates and Fees Save and Continue

@ open X -
4 > THsPC » Desktop » AFR v o Search AFR L »
Organize v Newfolder - m
S Picures £ A Name -

Date modified Type Siz

< GoogleDive # ) AGR Templae(passed)_original vlid

AFR S5 AR Templte 2021 py
- Desktop
& EdinkTraining T

Microsoft Exc

Microsoft Excel 9 s 713k8

Saved Pictures
o Creative Cloud Fil
@ OneDrive - Persor.
= ThisPC

¥ 30 Objects

8 Desktop

# Documents

% Downloads

b Music

&= pictures

B videos

< Windows (€

< Google Drive (G

@ Network v

il name: (68 Templte 202157 7] [cwtomis 3

Cancel

€ Back to Rates and Fees Save and Continue=>

Document Upload

Based on the changes you have selected, the following documents are required for LDOE to review your request.

« Return to Entity Dashboard

Section 1: Rates Verification

Upload a copy of notice to parents such as newsletter, bulletin, memo, etc.

“Upload File

Chooss File

AFR_Template_2021_py.xls

100%

B Rate Verification Status w
AFR_Template_2021_py.xls Under Review Il
06/15/2023

€ Back to Rates and Fees

Save and Continue -

12



BANKING INFORMATION

Download, complete and upload the Direct Deposit Authorization form. Enter your banking information as

shown in the image below.

Edit Banking Information
Please review the steps below to submit a change in your banking information. This information will be reviewed by LDOE. The effective date will be from the date LDOE validations the request for
change.

€ Return to Dashboard

Section 1: New Banking Information

Enter the updated banking information below for the Bank and Account Holder.

Banking Details Banking Address
*Bank Name *Street Name 1
| Truist | | 2345 Main St |
*Bank Routing Number Street Name 2
| 346478759 | | |
*Bank Account Number “City “State
B || [anroues | [ovsme <]
*Disbursement Type “Zip *Parish/County
| D-Personal Checking B | | 70301 | | Caldwell B |
Account Holder Details Payee Address
*Account Owner - First Name “Street Name 1
I Cynthia l [ 346356 Perkins rd |
Account Owner - Middle Initial Street Name 2
*Account Owner - Last Name “City “State
e || [oonros | [covsime 1)
DBA (Business Name) “Zip “Parish/County
I l [ 70301 | Caldwell s |

Section 2: Banking Documents

Please upload your banking information to indicate where provider reimbursements and public funding will be deposited for your Early
Learning Center. A template is provided below that includes all instructions and requirements to receive State funding.

wnload Bank Info Template

*Upload File

I Choose File Browse I|

4> ThEPC > Desktop > AR vlo Search A

Organize v Newfoider
pidwe 44 Name - Oate modifed
< GoogleDme # g 4gn Tempstepaseed) original valid

R 5 AFR Templste 2021 py

 Deskiop

& Edink Teining T
Saved Pictures

k2o
aaaom

K8 Caldwell
Take

o Crestive Cloud il
@ Onedrive -Persor
= Thizpc

3 30 Objects
 Desktop

Documents

& Downloads

& Music

= Pictures

B videos

< Windows (€)
< Google Dive &

@ Network v

i rame: 468 Templte 201y <] lcumomies g I|

Open Cancal

“I confirm that | am authorized to make these changes on behalf of the Entity.

O Accepted
“Position Type “Full Name “Date of Birth

Select Position =| l ] |mm’dd"ywy o

€ Back to Document Upload

Save and Continue=>

13



Section 2: Banking Documents

Please upload your banking information to indicate where provider reimbursements and public funding will be depesited for your Early
Learning Center. A template is provided below that includes all instructions and requirements to receive State funding.

& Download Bank Info Template

*Upload File
[ Choose File
AFR_Template_2021_py.xls
100% I|
B Banking Information Status 1
AFR_Template_2021_py.xls Under Review
06/15/2023

Review your application and sign as shown below. Your signature will be electronically recorded.

Section 2: Sighature Authorization

*1 confirm that | am authorized to make these changes on behalf of the Entity.

Accepted
*Position Type

*Full Name “Date of Birth

ﬂ Director 3 ] I I I mm/dd/yyyy

o

--Select Position --
Director Designee
Director II

Owner
ELC Staff Administrator

€ Back to Document Upload |I- Save and Continue

14



CHANGE SUMMARY

Review the changes you’ve elected to make to your Entity. Provide a brief justification for the changes in the
text box. Accept the changes and Submit Changes for Review. You'll be redirected back to your Dashboard.

Edit Entity - Change Summary

This page summarizes any changes you have made to your Entity Information, Services, or Hours of Operation.

Change Summary

Below is a list of all the changes you have made during this session. Please review and confirm if you are complete with all items that need to be changed. Further changes may incur additional fees.

Field

Add/Remove Services
Before Care -Monday
Before Care - Tuesday
Before Care -Wednesday
Before Care - Thursday
Before Care -Friday
After Care - Monday
After Care-Tuesday
After Care -Wednesday

After Care-Thursday

Original Value

Special Needs
Unavailable
Unavailable
Unavailable
Unavailable
Unavailable
Unavailable
Unavailable
Unavailable

Unavailable

New Value

Before Care, After Care, Special Needs
Available
Available
Available
Available
Available
Available
Available
Available
Available

Show 10 per page

Documents Uploaded

o o o o o o o ©o ©o ©o

s | | « | ¢ 2 | > | » | Showing Page 10of 2

Change Justification

*Please describe the reason you are requesting a change to your Entity’s information

Hours of Operation have changed. _”

ity name is cl

\angINg Decause we have opened a second center. we agded #1 10 (Ne name Lo Nelp Client's Know WHICH Center 1S Deing discussed

*1 confirm that | have completed all the changes | need to make at this time.

Accepted I|

< Back to Banking Info

Submit Changes for Review =

15




= Entity Dashboard

@ |/ Dashboard @

All Approved Entities

115406-Type 3 Welcome Back, Pamela Mertens

AL LA Welcome to your Entity Management Dashboard. Here you can review and make changes to your entity.

Entity

L] RenewlLicense #

@ My Dashboard

Click the “Start Renewal” button to begin a Renewal Application for your entity. If you have multiple entities, select the appropriate site in the left side navigation. Note: An
Entity Management LDOE Licensing Consultant will need to review and approve your submission to receive a new license. SRV

Staff Management

Financial Management

S Entity Helpful links
K test 9692
Account Settings 9876 Perkins rd EdLink Suppert £ CPR and First Aid Vendors £
Help Baton Rouge, Louisiana, 70301 Child Care Health Consultants £ Emergency Preparedness
. . CCCBC B2 Fire Marshal Inspection £
License Details
. . Office of Public Health (4 Quality Providers Library
Licenses Type License Number
Type lll 87983350 Publicly-Funded Provider Programs [ Child Care Resource & Referral Agencies
License Status Expires
Open 07/11/2023

The application receipt is located in the Pending Application section, as shown below. You'll also receive an
email for each page that a change was made. Below is an example of this.

Pending Application and Actions

K test 9692 - Type 3 Hll

Application ID Category Last Update Expires on
116785 Entity 06/15/2023 09/13/2023

Withdraw Application

Change of Information Received aQv &~

@NoReply © P @ O O W s S & 2 o
To: Pamela Mertens Thu 6/15/2023 11:03 AM
Dear Provider,
There has been an update in regards to your EdLink Account.

Please view the update on your EdLink Portal here:
https://sit Idoe.edlink.la.gov

Thanks,
Louisiana Department of Education

€~ Reply 2 Forward

16



