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Parent Portal Training




Parent Portal Training Agenda

» Parent Portal — Submitting Family Application (Parent View)

» Reviewing the Family Recruitment List (Converting Application to Begin Enrollment
Process)

= Current Families and Duplicate Applications



Parent Portal

(Family View)

Family Application:

- Register/Login

- Complete Family Profile
- Adding Child Application

- Submitting Application




Parent Portal (Family View)

When on the Parent Portal login page, families will have the option to log in if they have created a profile or
register if they have not yet done so.

- If they have forgotten their username or password, they should follow the prompts after selecting one of the
two options. Please note that COPA Support is unable to reset usernames or passwords.




Parent Portal (Family View)

After selecting "Register," families will be directed to the Parent Consent page. It is
necessary for them to provide consent before proceeding with the registration process.

Consent of Parent or Guardian

'''' I state that [ am the parent or legal guardian of the child [ am filling out a preschool application on behalf of .

1 consent to disclosing my child's name, address and other personal information. This will be used should I need assistance to help me
match my child with one or mere soitable preschools.

The consent | am granting here is for assistance 1o mateh my child with one of more suitable preschools

Consentimienta del Padre ¢ Tutor L\?
***Yo certifico que sov & padre o netor legal del nifto para el coal estov completando 3ta aplicacidn. Esto sera utilizade si vo necasitara
avuda para encontrar ¢l programa preescolar mas adecuado para mi nifio, .,
E| consentimiento que estov otorgando aqul 3 para asistencia en encontrar ¢l programa preescolar mas adecuado para mi nuio Nila
cuidad, i las Escuelas Publicas, m los centros presscolares basados en 1a comunidad pusden usar 12 mfermacion d me mifie para mingin
Clro propasite sin oblensr mi consentimiento adicional por separado.

I consent/Doy mi consentimiento Subrmit



Parent Portal (Family View)

Once consent 1s obtained, families Create your account

Will be able tO proceed With the Primary Caregiver/Applicant First Name (Required T —
I

registration process by creating a —

Trishamartin

Usemname must be at least B characters, starting with a letter and may
include underscore, peried, dash and @ sign

profile. Information that 1s —_—

Primary Caregiver/Applicant Last Name (Requied

mandatory will be indicated as e

+ Must slart with a letter

Primary Caregiver/Applicant Birth Date (Requirea

"required. ) Confirm Password [Required
- Please be aware that the security T

Security Question #1 (Requirec

questions are crucial for :

Varity Phone [Requred Senira

recovering passwords or

SE'::IJF'rqI' Question #2 (Required

Email Address (Requeed Please Selact w

b

usernames 1n the event they are
forgotten. ——
Once all information is entered, Either a cell phane number or an email address is required 1o register

We strongly recommend providing an email address so that you can
receive notification status and updates directly. If you do not supply an
amail address, you will be contacted at the phone number provided with

families will select “create account”.




Parent Portal (Family View)

Once the family profile has been registered, users will be directed to the main page of the
Parent Portal. The next step 1s to complete the Family Profile (Update Family Profile).

Rep Log Cut
‘Welcomae, Trisha Martin? Espatiol

There are three basic steps to completing your child’s preschool application:

1. Click “Update Famiy Profile" and add general info, contact info, and income(s) for the child's caregiver(s)

2. Chick "New Child Application” or "New Family Member” button and complete information for the child OR the family member.

3 Click “Finalize and Submit Application
Primary Caregiver Nams Date of birth Gender Application Date

Trisha Martin 09-22-1891 2
Ethnicity / Race Home Phong Cell Phome Emall
(818) 123-4567 Emantinezi@kindersy stems_com

Addrass

5 — | Update Famiy Profie || Finalizs and Submt Applcation |

Mevwr Child Application

Mew Family Mamber




Parent Portal (Family View)

When updating the Family Profile, families will be required to provide general
information about the Primary Caregiver. As with the registration process, mandatory
information will be clearly marked as "required.

- Once all information is entered, families can continue to next section or save and finish
later.

| Erimary Caregiver Contact info  Sacondary Caregiver General Info * Family Income Information

Flease complete the application DY snanng information on wour family Dackg round, contact information, If there is another caregliver, and all of the income your szlly receives

Flease answer to the best of your ability. If you need support filing out this section of the application, please call ...

First Name Middle Mame Last Name Birth Date Exampie: 12.05-1989
Martin 3
Genger Ethnicity Race Frimary Language
I | s Select
aaaaaaa ry Language Education Level Employment Status Do you have Medical Insurance?
Number in the family (7 MNumber in Household (7) Family Type Receivin g WIC
Housing Status Receiving Food Stamp / SNAP ‘Veteran of the United States military Member of the US military on active duty
Please select b Please select
Desired Services —
lease select
Employment

Save and finish later ] [ Save and continue to next page




Parent Portal (Family View)

The next section of the Family Profile will address the Primary Caregiver Contact
Information. Once the information has been entered, the family may proceed to the
Secondary Caregiver section or choose to pause at this section and continue later.

Primary Caregiver Contact Info

Street NO Direction Street Name

Save and return to profile ] Save and Proceed to Secondary Caregiver Info




Parent Portal (Family View)

The next section of the Family Profile will focus on the Secondary Caregiver. If a family
does not have a secondary caregiver, they may select the checkbox indicating this. Once
the necessary information 1s provided, they can proceed to the Family Income
Information section.

Portal | Primary Caregiver General Info | Primary Caregiver Contact Info * Secondary Caregiver General Info /| Family Income Information
— No secondary careger i faiy
First Name Middie Name Last Mame DOB Example: 12-05-1989
=}
Gender Employment Stailus

Save and finish later l I Save and continue to next page ] _




Parent Portal (Family View)

The Family Income Second will require the family to report any income received or
carned. They can indicate whether they are receiving SSI or TANF, as well as confirm 1f
they are not recerving any income. Once the family income has been entered, they will
need to save their progress and return to the profile to complete the family profile.

Boral - Primary Coregiver General info | Primary_ Caregiver Contact Info | Secondary Caregiver General info / Famiy Income information

To the best of your ability, list all incomes you and your family receive Them are separale columns for primary and secondary caregiver — please complete both if applicable. You will submit proof of income later after your child's application is submitted.
Gross income eamed by the child's parents or legal guardians (only) will be included when determining a child's income eligibity

Gross income is the total | inr_nme received before taxes or any other dedu includes dlncurne military incom an's benefits ial security bensfits, unemp::n,n'cent compensation, and public assistance benefits)
| Weekly = Once a weak, Bi-Weekly = Evary Other Week H thl:; Onc Aanlh Sem M Ih wice a Month (1st and 1 Sth of the mon thR'IﬁI -::3 ih of the month), Yearly = Once a Year

Income

it
nemployment
Primary 1S 0 er year a
imary /3 o year
edicaidiOrego! (OHP)
in $ 0 year
hash Grants M)
Primary 13 0 Mo year
HS employ elated | ]
imary (5 0 o er year
187 InCome (el UH
imary 15 0 er year
clusion income label
Primary (3 o ryear
| Per Year 00 .00

nnnnnnn

( Save and return to profile




Parent Portal (Family View)

Once the family updates the Family Profile and returns to the Parent Portal main page,
they can proceed to add a child or another family member to be included 1n their profile.
- In this example, we will focus solely on adding a child.

Repors

Welcome, Trisha Martin! Espafiol

There are three basic steps to completing your child’s preschool application:
1. Click “Update Family Profile” and add general info, contact info, and incomel(s) for the child's caregiver(s)
2 Click "New Child Application™ or "New Family Member” button and complete information for the child OR the family member,
3. Click “Finalize and Submit Application.”

|
B
i
g
3
&
&
||

Primary Carggiver Name Date of hirth Gender Application Date
Trisha Martin 08-22-1981 Fema 12-14-2023

EMnnicity | Race Home Prone Cell Phone Email
Non-Hispanic/Non-Latina, Other 818) 1122456 KITaltingz@Hindersy stems. com

Address
1234 Lake St CA 91340

| Update Family Profile || Finglize and Submit Application [

i
‘

New Family Member




Parent Portal (Family View)

After selecting "New Child Application," the family will be prompted to provide
information concerning the child. They will see that the required information includes
the Enrollment Year, which can be either the current year or the next school year, as well
as the "Filter Desired Site By:" option.

— PR e

First Name Last Name

Gender Birth Date Example: 12:05-1589
Select Gender ¥ =

Primary Language Ethnicity

Disability Status

Filter Desired Sites. By: (Required

.

l

Return to profile without saving ] [ Save and return to profile




Parent Portal (Family View)

The "Filter Desired Site By:" option enables families to navigate the variety of childcare
sites using filters to identify their preferred site. They can filter options by agency, home

zip code, or site/school name. Once the filter 1s applied, they can select from the

available options that meet their criteria.
: To return to the main page, users will have the choice to save the entered
information or return without saving.

EEEEEEEEEEE

Return to profile without saving ] { Save and return to profile




Parent Portal (Family View)

Once the Child's Profile has been successfully saved and the user returns to the main
page, the child's application will be visible under the Child Profile section. After the
family has completed all required information, entered their children/family members,
and 1s prepared to submit their application, they can select "Finalize and Submit

Application."
: Please be aware that the family can continue to edit the information provided up
to this stage. — ~—
e e
el = R
v | rseisiess | |
| re——
\




Parent Portal (Family View)

Before the family submits their CC Consens and Asmatins

application, they will be informed that s

once the application 1s submitted, they —) |
will not have the ability to edit it.

IR Once the application 1s

Welcome, Trisha Martin! Esia

A submitted, families will no

1. Click “Update Famiy Profil=" and add gen: contact info, and income(s) for the child's caregiver(s).
2. Click "New Child Application™ or "Newr Family Member” button and complete information for the child OR the family member.
3. Chick *Finalize and Submil Application ”

longer be able to edit their

aaaaaaaaaa

- profiles or application. They

ssssss

view notifications, resources,

access reports, upload

Desired Location 1 Desired Locationz ~~ Application Ill
Chitd Care Progrann for Early Education / ASHLAND hild Care Program for Eatly Education / MULING HS L

documents, and complete

assessments.




Parent Portal (Family View)

Families will receive a confirmation page that includes the following information:

IMPORTANT: Please upload the following

required documents after completing your

online application.

» Birth certificate

» Updated Vaccination Record (complete
record from birth)

» EPSDT (doctor's child's physical fitness)

» Copy of Medicaid card/Insurance Card (if
applicable)

» Proof of Income (W2 most recent pay stubs)

» Proof of Residence




Family Recruitment
Parent Portal Applications:

L1 St _ Reviewing Submitted Family/Child
Applications

- Converting Parent Portal Applications




Family Recruitment List

The family's submitted application will now be included on the
Family Recruitment List within COPA. Access to this list can be
obtained by logging into COPA and selecting the "Enrollment" tab
to view the drop-down menu.

I” t OPA 8™ Calendar 7 Motilications Ty Support Tutorials  Admin  Sign Oul
Kinder e Chid = 4 -

Assassmeant = Grant Application = CAP = elocs = |.'1'.-‘..'1'.D.'.c - 1.'9"I:'_:‘.'_"!L:| = DME = Fees = .‘E.gf’}-lf‘ - Fam ¥ = Qenc Fepaort
¥ | " MyCOPA DeskTop (admin, 54, Manager) "c= | & @ COPA Administrator's Dashboard Enrsliment Page 88 74
My Quick Links "¢ #
- Management By Information (MBI) Child Info ¢ Ma &
| Enrofiment w & Dea
Expand all Collapse all E
) ; Current Enroliment + Preg. Moms | Enrgliment Percentage Funded / Capacity ‘Vacancy | 1
» ALL / Grantee 28 2.30% 1220 1152 1

& Portlet Notes

1- Click on the portlet’s header or the down arrow to expand the portlet, Depending on the data size, it may take a few seconds.
2= Click on the Arrow nest to Agency or Site nante to to see sub-data,

3- Use drop down to see other MBI portlets.

4- Health screening Mumbers are Caloulated based on the Last Exam Date and is not limited to current year

8 Management By Information (ME1) Family Info *c M a

CREATED BY COPA -- www.myCopa.com



Family Recruitment List

When reviewing the Family Recruitment List, you will have the opportunity to view
the application submitted by the family. You will notice an icon under the “More”
column, which provides a menu of quick links to add notes and view children's and
family profiles prior to converting the application.

C OPA M Calendar ¥ Notifications  my Support Tutorigls  Admin  Sign Out
Kindex Assessment = ~ | CAP » | eDocs = | Inventory = | Monitosin . - | Sigr Family = | Chid « ent = | Agency - | Repors
= ? 31 Bre-gnr 1

Enroliment Pags Recnstment - Elig,_Agpilication Eligibisty Waiting List Eligiladtccepl

Fiflanng Cusiomiza Sort
Enrolling Agency All Agencies w Enrolling Site Al Sites w
Application Date From 1 To i Applicant For Cumrent Year 2023-24 w
Service Category Please Select
Display Duplicate Flag Display All Famiies
Family Last Mame Martin Family First Name Family £ Child Lookup
Max Results/Page 50

[ Filter H View AN ] Comvert Recruitment Forms to Regular Application ] Dalate i

Hobe: Applic ation Dales displayed in RED font are more than 90 days old. Children who are nol applicants foc the salected school year, ate nol clickabla

Family Recruitment List (1 mcords)
Applicants for Cument Year 2023-24

i 1ig.
More Family Name Family | ApplicantiD | Application Date Email Child Name Child ID Child DOB Days on List 2;:;“; De:.r';e” pij'l_""s More
Kartin, Trsha 9000375 12-14-2023 kmaftine2Eindersystem | padin, ines G000195 05-20-2020 0 Child Care Program for ASHLAND

Ly Sc0m Early Education MULING HS

Child Care Frogram for
I Earty Education I



Family Recruitment List

The first set of quick links are regarding the family profile while the second set 1s

regardmg the child(ren) profile.

Notes — Entering Family/Children Case Notes
* Income — View Family’s Income
* Missing Info. —
* Documents — View family uploaded Documents

View Missing Information that needs to be entered prior to converting application

* Assessment — Access Assessment page for Children/Family

* Checklist — View child checklist
* Email — Send notification to family

v COPA

Fillenng
Enrolling Agency
Application Date From
Service Category
Display Duplicate Flag
Family Last Name

Max Results/Page

More Famile Nama

More Family Mame Family / Applicant ID Application Date Email

Marlin_Trisha 9000275 12-14-2023 kmastinezi@kindersysiem | Bartin, ines

5.com

Child Name

™ Calendar Notifications
Inventory Vioni Fe Sign-in
Pre-gniolled Li dvocate

ment CAP - | eDocs
Enpliment Fage Recrgmeant Elsg, Application Eligibity Wailing List ElgipleiAccepted List Inglig /Terminates
Customiza Son
v Enrolling Site All Sites
i To B Applicant For
Please Select
Display All Families
Marir Family First Name
50 = Filter [ View A1 ‘ Convert Recruitment Forms to Regular Application ] Delete |

Curmrent Year 2023-24

Family ID

Hete: Application Dalss displayed in RED feal are made than 90 days ol Children v hbaen:ﬂauptm for the salacted $chool year. are nal clickable

Family Recruitment List (1 records)
Apphicants for Curment Year 2023-24

Familv ! Annlicant ID Application Date Email Child Name Child ID Child DOB

12142023 kmartinez@kindersystem | Martin, Ines 9000195

5.com

05-20-2020

L 2 Desired Desired
Child 1D Child DOB Dixys on List o Sita
S0185 05-20-2020 o Child Care Program for ASHLAN

Early Education MULIND

Child Care Frogram for
Earty Education

2 Desired Desired
Days on List o Site
o Child Care Program for ASHLAND

Early Education
Child Care Frogram for
Early Education

More

B =Yd

=

MULING HS

Support Tutorials ~ Admin  Sign O

- | Enroliment - | Agency - | Repor

>
v
?
Elg.
2 More

Points



Family Recruitment List

If you would like to convert the application, please ensure that all required information is
complete by reviewing the list under the "Missing Info" 1con. Once you have entered all
necessary details, you can proceed with the conversion by checking the box next to the
family's name and selecting "Convert Recruitment Forms to Regular Application”.

Assessment - | Grant Application - | CAP - | eDocs - | Invenfory - | Monitosing - | DMR - | Fees - | Sign-in - | Family = | Chid ~ | Enrollment - | Agency - | Repors

' ( ™ O | IA &M Calendar ¥ Notifications my Support Tutorizls  Admin  Sign Out
Kinder Y v
ses < BCr

Fillenng Cusiomize Sort
Enrolling Agency All Agencies w Enrolling Site Al Sites w
Application Date From = To = Applicant For Current Year 2023-24 w
Service Category Please Select =
Display Duplicats Flag Display All Famiies
Family Last Mame Martin Family First Name Family 1D Child Lookup
Max ResulisiPage &0

i ]
[ Fitter ] I Viewr AN I | Convent Recruitment Forms to Regular Application I | Delate |
: Hoba: Annt;c.]mu Dales displayed in RED font are more than 50 days old C-hlmem.ho are ned applicants for the selected school year, are nol clickabla,

Family Recruitment List (1 records) = P
Applcants for Cument Year 2023-24

: : . T : . 3 : : Desired Desired Elig.
More Family Nama Family / Applicant ID Application Date Email Child Nama Child 1D Child DOB Days on List Agency Sita Points More
_ Marin, Trisha 9000375 12-14-2023 kmartinezi@kindersyslem | partin ines 9000185 05-20-2020 0 Child Care Program for ASHLAND £
I.:j- 5.Com Early Education MULIND HS
Child Care Program for
Earty Education

If you wish to delete a family application, please check the box next to the respective family name and click "Delete.



Family Recruitment List

|
e AppieCaton Dates giapiayed o RED font ae mode than 50 ayys obl Chédeen who e nol 3ppEcants for e seieCied SOhool year ane fl Chok e
Famity Recruftment List (1 mooms)
Applcants for Current Yiear 3003-24

Dasiredd Degad Elig

Child DB Dhays on List

More Family Kame Family | Applicant iD Application Dale Email Chikd Name Child 1Dy oy Sie Points
M Trishg e 12-14-2023 "f-a':-“ﬂ-ﬁ‘ﬂwhﬁ‘-' Watte Ines GO00195 05 202020 ] cr-qn?:::-wl-dr_- for ASHLAND
To review any potentially missing
o . B Calendar Y7 Nolificalions iy E Support Tutonials  Admin  Sign Out A o . .
Lok, o o s o e 1o o e e INfOrmation for a family or child, please

Dizlet Racoid

First Name

Last Name
Application Date
Gender

* Receiving WiC

Family Other ID
* Languages
* Ethnicity

* SNAPIFood Stamp

* Edlucation Level

Completed a job training program, professional ceificate, of Hoense,

* Employment Status

Average # of HoursWeek

* Member of US military on active duty
Email kmartirezg@kindarsysiems com
Phone{hormi)

Home Number 1234
Type 5t
County

Zip Code

Work Zip Code

Other Address

* Family Structure

— CamibTuna

e Select

Trisha
Martin
12-14-2023
Female

Vs
Also avadable in Income page
TANF #

English

Mo

Bachelor or Advanced Degree

Employad fulkime

Phone(mobile) (818) 112-3455
Phone (Work)

Direction

Aptg

State Califomia

Zip Code +4

Zip Code +4

M. Initial

Lineage

* B Date 08-22-1881
85N

Family 1D 9000376

* Other Language
* Race

SHAPFood Stamp # or Comment

[Education Complation Date:
Program Complation Date
Employer/School Name

= Veteran of the United $tates military
Consents 1o Receive Taxt Massages
Ext.

Home Address (Street)

City

Address Type
* Parentis) / Guardian{s) Best Descriptor

| mstin Camile T

Family Housing Information
Housing Cost: §

Ciher

Also available in Income page

Mo
Prefemmed Contact Method
Lake
Township

Update General Information

click on the "More" icon to access the
"Missing Info" list.

After reviewing the list, select the
family name, which will take you to the
recruitment form for editing and
updates. If there are no missing
information, you can continue to the
converting process.

Missing Mandatory Fields and Errors for Trisha Martin (9000376)

Wessing Mandatory Fieids & Enors

Primary Caregiver

Addes - wnhip

Auddtedd - Chusly

E5H

Ciy

Fareni(s] / Guardanis| Best Descriplor
Martl St

Chisd 1D p00T05

Martn, ines

=N[4

‘Speak Engins 2t home
Flation 1 Frimaey Catgetr
et Gt



Family Recruitment List

Once the application has been converted, the system will notify you that the selected
families and children have been successfully converted. You will have the option to
return to the Family Recruitment List. The selected children are now on the waitlist, and

you may proceed with the standard enrollment process.

Assessment - | GrantApplication = | CAF - | eDocs = | Inwentory = | Monitoring = | DMR = | Fees Sign-ir ) ment

. ( :OPA & Calendar T Notifications my Support Tutgrigls Admin  Sign Out
Kinder Gk CAF C Monitosin MR ees = | Sign-in « | Family = | Child = | Enroliment = | Agency - | Reports
L4

Tl

1 Enmilment Page Recrsmant - Elig, Application Eligibikty Wakting List EligileiAccapted List lig Termin,

Selected families and children converted. No errors detected.

Back by Family Recnitment List DE,'



Family Recruitment List

If a family has submitted an application and you are unable to access or view 1t on the
Family Recruitment List, please contact COPA Support.
- When reaching out to COPA Support, kindly specify that you are unable to access the

family's submitted application and provide both the Primary Caregiver’s name and the
Child’s name.



Existing Families
and Duplicate

- Current Families Submitting Applications

Applications

- Duplicate Applications




Existing Families and Duplicate Applications

In the case that an existing family has submitted a Recruitment application, please search
for the family on the Family Recruitment list. Ensure that you select "Display Duplicate
Flag," as this will indicate any duplicate families by presenting a duplicate icon above the
Family/Applicant ID.

P U\
wKinderSystems Assessment - | Grant Application = | CAP - | eDocs » | Inventory ~ | Monitosing = | DMR = | Fees = | Sign-in » | Family = | Chid~ | Enroliment - | Agency - | Reports
n < Enroliment Fage Recrutment - Elig, Application Eligibikty Walling List EtipiblatAccepted List Inglig /Terminaled Lis] Ere-gnrolied Lisi Aesign Advocate - >
=i Filtenng [ Customize £ Son
Enrolling Agency Al Agencles ~ Enrolling Site All Sites ~
Application Date From =] To B Applicant For Current Year 2023-24 v
Service Category Please Salect
1 Display Dupicats Fia N | Dsplay A Famiies
Family Last Name A Family First Name Eilean Family 1D Chilkd Lpokup:

[ Filtar H View A ” Comvaen Recruitment Forms to Regular Application ][ Daml

Mote: Application Dates displayed in RED font are mone than 90 days edd. Chidren who are nof applicants for the sslected sthool year, ane not clickabie.
Family Recruitment List (1 records)

Apphcants for Caament Year 2023-24

= ; Desired Desired Elig.
] More Family Hame Family | Applicant I Application Date Child Name Child 1D P i e More
5 Foster, Eleen fia] — 12-14-2023 Foster Patncia 9000194 Chid Care Program for Early ASHLAND 200 £
SO003TE Educalion MULIND HS
Chitd Care Program for Early

Education



Existing Families and Duplicate Applications

Due to recent updates within COPA, the process of comparing and copying information
prior to converting recruitment applications to regular applications 1s now restricted.

- To process duplicate applications, please contact COPA Support (kindly provide the
Primary Caregiver's and/or child's name when submitting your request and specify that

this 1s a duplicate application.)
I arkansas.mycopa.com Says I

Access to Compare and Copy Info page is restricted to Grantee Level
Admin Users Onily.

I I



Questions?
If you are experiencing issues within COPA, please

contact COPA Support
(copasupport.mailaccount(@ade.arkansas.gov).
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