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The Texas Workforce Commission Provider Web Portal gives childcare
WORKFORCE SOLUTIONS

providers with internet access the ability to view their referrals and the

i attendance and absence reports for their referred children online.

R 2 N e Providers are given temporary User IDs and passwords, which must be
changed at the first login. Logging in gives providers access to their
referral and attendance information. The information for each provider
is secure, viewable only by entering User 1D and password.

TWC Provider Web Portal

Forgot Password

A new field has been added to the Provider Portal Signin Screen for TWC Staff Use. Providers who sign
on to the portal should leave this field blank.




Provider Profile Screen
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USER INFO
© Provider
4 provider Profile
'Name: THE I CACEMY Email:
? INC Address: I -
License #:
|Board: 20 - Alamo City: SAN ANTONIO
|Provider ID: 2200 State: ™
‘ Status: ACTIVE Zip: 78240
|Regulation Type: LICE ILD CARE County: 15 - Bexar

\ CEN Phone #: 210

| Corporation: No

[ ——— . we Date Ring pe

|Xeax Holiday 04/27/2010  POS

12012 01/02, 01/16, 04/06, 04/27, 05/28, 07/04, 08/10,

‘ 09/03

|2011  04/15, 04/22, 05/30, O
12/26

‘;2010 05/31, 07/05, 09/06,T1/25, 11/26, 12/24, 12/31

09/05, 11/24, 11/25,

fThis povider urrenl has no holidays.

REFERRALS TRANSACTION N ATTENDANCE

New fields have been added to the Provider Profile Screen.

In the lefthand column below the Regulation Type is the Corporation indicator. See the Red Arrow .
"Yes" in this field indicates that the listing represents a joint account that groups multiple providers
together for portal viewing. "No" in this field indicates that the listing represents a single provider.

Below the Provider Holiday list is the new list of Unpaid Holidays. See the Yellow Arrow. Providers will
submit dates their facilities will be closed to their workforce board. The board will designate which of
those dates will be paid holidays and which will be unpaid holidays.

In the righthand column, the a new Attendance Reporting Type has been added to designate whether
the provider uses a Point of Service terminal or the Interactive Voice Response to enter attendance data.
See the Blue Arrow.



Provider Attendance Report

O Provider - Attendance Report
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Corporation: No

I O
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™
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Provider - Attendance Report
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DETAILS ) REFERRALS TRANSACTION § ATTENDANCE

A new Sort, Filter and Export toolbar has been added to the Attendance Report screen. This toolbar
allows users to set the number of lines displayed, controls paging and allows the user to filter and

extract attendance data.




The arrow buttons control paging through the attendance data. The inner-most arrows step forward
and back through the data one page at a time.

4 provider - Attendance Report
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The outer-most arrows allow the user to go directly to the beginning or to the end of the data.

L
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The pulldown list next to the arrow buttons control the number of lines displayed , allowing the user to
set the page size to 10, 20, 50 or 100 lines.
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DETAILS | REFERRALS TRANSACTION J ATTENDANCE

The button to the right of pull-down list allows the user to export the displayed attendance data to a
Comma Separated Value text file that can be used in building spreadsheets.
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The button to the right of the CSV export button allows the user to extract the displayed attendance

data directly to an Excel spreadsheet with formatted column headings.
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4 Provider Information
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DETAILS | REFERRALS TRANSACTION J ATTENDANCE

The Magnifying Glass button next to the Excel export button causes the attendance data to be filtered
using search arguments entered into the grey data fields above the headers.
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DETAILS REFERRALS § ACTIVITY TRANSACTION § ATTENDANCE

In the sample image shown, part of the Child Name has been entered and the Magnifying Glass button
was clicked, resulting in three records being selected.
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The Attendance Report data can be sorted by any of the column headings. By clicking the Child Name
heading, the user resorts the data into alphabetical order by each child's last name.
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Clicking the Child Name heading again will reverse the sort order

4 provider - Attendance Report
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Clicking the heading a third time restores the original sort order

_
| Admin

USER INFO

© Provider - Attendance Report

4 Provider Information
Facility Information

Address
THE I - CADEMY Email:
Name:
INC Address: I O
License #: S
Board: 20 - Alamo City: SAN ANTONIO
Provider ID: 22000 State: ™™
Status: ACTIVE 2ip: 78240
Regulation Type: gec:;‘es:o CHILD CARE County: 15 - Bexar
% Phone #: 210-
Corporation: No M
Provider - Attendance Report
1
Ioa '20“ SEARCH
Displaying Month of Aug, 2011 Month Year

eedBll 0 - |0 @DIQAS

[ TY'IISI’. Child Name
H ‘; <= [

il o o s
GARZA, G
GARZA, S
kenT, N $BEEEE eerHE
kENT,RENEEEE EEEEE PEEEE EEEEE =HEE
FAaK, e PN Pipiplp

FAULK, & S A BEs L] ]
covaveo,mmmm EHEEE BEEEE HEEEE HEHEEEE @ EEE
pog soras, cillllill BEEEE BEEEEE EEEEE SEEEEE s
bof sancrezmmmm EEHEE BEEEEE EREEE EEEER BEEE

Bl rresent(P)
BiHoliday (H)
Unpaid Holiday (U)
WNo Report(2)
Absent(I,C,A)
Authorized Day |

DETAILS [ REFERRALS TRANSACTION § ATTENDANCE

The default sort order is TWIST ID.
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B THE ACADEMY Email
INC Address: I RO
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Results 1 - 10 of 30.

DETAILS | REFERRALS TRANSACTION F ATTENDANCE

The same Search, Sort and Extract toolbar has been added to Referral Report screen and the Transaction
Report screen as well as the Provider Activity Report <screen shot not available>
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| Results 1 - 10 of 2,388,

DETAILS REFERRALS § ACTIVITY ATTENDANCE

A new function has been added to the Provider Transaction Search that allows users to search for
unmatched attendance transactions within a selected period by checking the Unmatched indicator.
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| Results 1 - 10 of 31.
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DETAILS | REFERRALS ATTENDANCE
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4 Referral Information

Referral Information ~_ Address Information
Child #: 1
£t T City: STAFFORD
DOB: os State: P
Zip: 77477
County: 101 - Harris
Home Phone:
Work Phone :
Status Type Care Days D*a:fs Provider Name Effective Date End Date
ExReferrall OPEN 09/19/2011 09/30/2011

EEReferral2 OPEN 10/01/2011 10/14/2011

REFERRALS § ACTIVITY TRANSACTION

Changes have been made to the Referral Profile screen to add more detail information to the summary
bar of each referral. The summary bar now allows users to view type of care, care days and number of
care days of each referral without expanding the referral.




_ T

| Admin
USER INFO
o Referral - Profile
4 Referral Information
O I T
Child #:
Child Name: F City: STAPFORD
DOB: oz/ | IEGEGN State: ™
Zip: 77477
County: 101 - Harris
Home Phone:
Work Phone :
’ f Provider Name Effective Date End Date

EReferrall
Referral2

09/19/2011 05/30/2011
10/01/2011 10/14/2011

Status: OPEN Provider Name: I -1 VATE SCHOOL
Received Date: 09/14/2011 10:14:08 Provider ID: 26000
Effective Date: License/ Permit/ SSN #: |
End Date: Address: E ]
Care Days:
# of Days: City: HOUSTON
Full/Part Time: State: ™
Referral ID: Zip: 77081
County: 101 - Harris
Phone: 712

REFERRALS TRANSACTION
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The Search, Sort and Export toolbar has also been added to the Referral Transaction Report

@ Log-out

Admin
USER INFO

o Referral Information
Referral Information

TWIST 10: - Nddrass: |
Child #: 1 355
Child Name: I LOR IR
DOB: 11/ City: HOUSTON
- State: ™

Zip: 77090

County: 101 - Harris

Home Phone:

Work Phone : 231- N

Referral Transaction Search

fos, [o1/ foor1 - fos, fo7/ Jor1

(Month/Day/Year) Sta End Date

Report on dates between:

Referral Transaction Report

EEd| 0 |1 DIQAE
N S P B [ T

Saa) by NN TAV.OR 2 I (ooysiA
oAy NEEEEEAYLOR R 1 I o0 ouT (00) S/A
09/07/11  NEEEEETAYLORR 1 22 N (00) S/A
ey am WEEERTAUOR 2 22 N (ooysix
S NEEEEETAYLOR R 1 L EEEEEER (AB) Cliackc Out it
O EEEERTAVOR 2 2 N (AB) CIvack Ouit Ficst
09/06/1!  NEEEETAYLORIR 1 22 F/OUT S (00) S/A
/00, | EEEERTAvOR |2 I oo2  P/OUT el (00) S/A
e, N TAYLOROR 1 [ EEEEEER (00) S/A
go/oe/lt MEEEENTAVOR 2 L EEEEE (00) S/A

Result_s 1- 10 of 28.
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