Provider Portal — Logging into the WA Compass Provider Portal

The WA Compass Provider Portal is an online tool used by the Department of Children, Youth, and Families
(DCYF) Licensing Division to help manage and share information with child care and early learning providers,
as well as Family, Friend, and Neighbor (FFN) providers.

In the Provider Portal, providers can:
« New providers can submit new child care licensing applications online
e Licensed and certified providers can review and complete recent inspection reports
e Licensed and certified providers can look at their past licensing and inspection history
e FFN providers can update information about the care they provide
e Providers can apply for grants they qualify for
e Providers can submit requests for agency review that used to be done on paper

Each person who uses the portal has their own username and password. To get access, you need a STARS
ID number from MERIT. Once approved, you can log in to see the accounts or facilities you have access to.

Important: If this is your first time logging in, please contact WA Compass Provider Portal Support for help.
The “Forgot Your Password” link only works if you've logged in before.

For Provider Portal support, contact: dcyf.providerportal@dcyf.wa.gov or 1-866-627-8929.

How to log into the WA Compass Provider Portal
e Access the WA Compass Provider Portal at https://wa-del.my.site.com/PP_LoginPage.
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Enter your Username in the username box.
Note: This is your full email address. It was sent to you in the first email from the agency when your
account was set up.
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Enter your Password in the password box.

Note: If you don’'t remember your password, of if you've never logged in before, contact WA Compass
Provider Portal Support at dcyf.providerportal@dcyf.wa.gov for help.
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Click the Login button.
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If you need help logging into your account, please contact
dcyf providerportal@dcyf. wa.gov or call 866-627-8929.
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Once you're logged into the WA Compass Provider Portal, you'll see the Home Page.
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The Home Page is where you can review information and submit requests for the facility.

Note: You can find Tip Sheets under the Help/Tip Sheets tab in the top right corner of the Home
Page. These guides show you how to do different tasks in the system—Iike entering correction dates
on an Inspection Report, printing your license certificate, or asking for a waiver or variance.
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Available Ac Useful Links

Tip Sheets

To see the Tip Sheets, click on the Help drop-down arrow and select Tip Sheets. You'll then see a list
of all the available Tip Sheets.
Note: They are offered in English, Spanish, and Somali.

-

Licensing Tip Sheets

o Adding a Program Description
English Soomaali
Espafiol

o Adding and Updating Classrooms and Sessions
English Soomaali
Espafiol

o Adding and Updating Information to Display on Child Care Check
English Soomaali
Espariol

o Adding Available Slots to display on Child Care Check

English Soomaali
[ Espafiol
o Changing your Doing Business As Name
English Soomaali
Espaniol

o Changing your Schedule
English Soomaali
Espaiiol

o Completing a Child Care Licensing Application
English Soomaali
Espafiol

o Completing a Needs-Based Grant Application
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Click the blue link for the Tip Sheet you want to open.

Licensing Tip Sheets

Adding a Program Description

Soomaali

English Soomaali

The Tip Sheet you selected will open as a PDF file.

Keep content clean and truthful. Do not include:
* Bad language

* |nappropriate pictures or words

Provider Portal — Adding a Program Description

For Provider Portal support, contact: deyf providerportal@deyf.wa.gov or 1-866-627-8929.

DCYF will not be responsible for the illegal use of trademarked logos or program descriptions.

A program description is a brief statement about your facility. The program description will display on the
Department of Children, Youth, and Families’ public facing website, Child Care Check. Child Care Check i
used by families to search for child care. This tip sheet explains how to add a description for your program|

If you want to see the WA Compass Provider Portal in a different language, click the Select Language

drop-down in the top right corner and choose the language you want.
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e To go back to the Home Page of the WA Compass Provider Portal, click the Home button.

Jennifer's Sprint test account Licensing

o To log out of the WA Compass Provider Portal, click the Logout link in the top right corner of the
page.
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