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3 APPROVAL NOTICE MENU 
Approval Notices are notifications to the local purchasing agency that a caregiver is eligible 
to receive state and federal subsidy funds for child care services.  The Approval Notice 
contains information that the local purchasing agency must know before paying the 
provider.  

Select Option 3 from the Main Menu and press <ENTER>. The Facility and 
Provider Processing Menu screen will appear (Figure 3 - 2).                                                  
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3.1 List of Facility’s Approval Notices 
Under this option you can view a list of Approval Notices for a keyed facility.  The list 
includes the name of the facility; whether the notice is A (active), N (not active) or  
T (terminated); the form effective date; the processed date and the rate effective date.   
The list also displays the Facility ID, the license number and a termination date if 
applicable.  From the list you can select an Approval Notice to view.  The most current 
notice appears at the top of the list. 

Accessing a facility’s Approval Notice 
1. Type “1” in the SELECTION field and the Facility ID in the KEY field  

(Figure 3.1 - 1). 
2. Press <ENTER> and the list for the keyed facility will appear (Figure 3.1 - 2). 
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3. Type “S” beside a notice to view it (Figure 3.1 – 3). 

                            

4. Press <ENTER> and the Facility Demographic Data screen will appear  
(Figure 3.1 – 4).  
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5. Press <F8> to view the Facility Maximum Payment Rates screen  
(Figure 3.1 – 5).  Rates are shown by shift, for up to three shifts. 

                        

6. If a facility has more than one shift, key the appropriate shift number in the SHIFT 
field.  Figure 3.1 - 5 shows a second shift, therefore key in “2” (Figure 3.1 – 6).  

                         

                            
 



Subsidized Child Care Reimbursement System Manual                                   
Revised June 2009   
 

3 - Approval Notice Menu             5 
 

7. Press <ENTER> to view the rates for the keyed shift (Figure 3.1 – 7). 

                           

8. Once rates for each applicable shift have been displayed, press <F8> again to 
view the Facility Messages screen (Figure 3.1 – 8). 
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3.2 Provider Detail 
This option allows you to view a provider’s name, address and phone number.  

Accessing a provider’s information 
1. Type “2” in the SELECTION field and the Provider ID in the KEY field   

(Figure 3.2 - 1). 

                            

2. Press <ENTER> and the Provider Detail screen will appear (Figure 3.2 - 2).                                 
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3.3 State Office Menu  
This option is not available to county staff. Any attempt to access this function will 
generate the message shown below in Figure 3.3 – 1. 
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3.4 Provider List of Facilities 
This option allows you to view a list of facilities associated with the keyed provider. 

 
Accessing a provider’s list of facilities 

1. Type “4” in the SELECTION field and the Provider ID in the KEY field  
(Figure 3.4 - 1). 

                            

2. Press <ENTER> and a list of facilities will appear (Figure 3.4 - 2). 
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3.5 Calculator for Entering Private Pay Rates 
The Private Pay Rate calculator is used by counties of origin to enter or update their 
private pay rates.  Contracting counties can only use the calculator to generate and print, 
but not save, private pay rates.   

 
3.5.1   Calculator for entering private pay rates – county of origin, entering rates 

1. Type “5” in the SELECTION field and key in the Facility ID in the KEY field 
(Figure 3.5.1 - 1). 

                                  

 
2. Press <ENTER> and the warning screen for contracting counties will appear 

(Figure 3.5.1 - 2).                     
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3. Press any key to reach the Payment Rates screen (Figure 3.5.1 – 3). 

                           

4. Key in the weekly and, if applicable, early pay rates (Figure 3.5.1 – 4). 
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5. Press <ENTER> to update the rates (Figure 3.5.1 – 5). 

                           

6. Press <F8> to continue and update the applicable dates (Figure 3.5.1 – 6).                                    
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7. Update dates and press <F10> to confirm the update (Figure 3.5.1 – 7). 

                              

 
8. The message “GHB815- Successful update private paying rates.  Enter next 

Facility ID” will appear (Figure 3.5.1 – 8).                    
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3.5.2 Calculator for entering private pay rate – county of origin, updating rates 

1. Type “5” in the SELECTION field and the Facility ID in the KEY field  
(Figure 3.5.2 - 1).   

 
2. Press <ENTER> and the warning screen for contracting counties will appear 

(Figure 3.5.2 - 2). 
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3. Press any key to reach the Payment Rates screen (Figure 3.5.2 – 3). 

                

 
 
4. Key in any rate updates (Figure 3.5.2 – 4). 
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5. Press <ENTER> to update the rates (Figure 3.5.2 – 5). 

                    
6. Press <F8> to continue and update the applicable dates (Figure 3.5.2 – 6). 
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7. Update dates and press <F10> to confirm the update (Figure 3.5.2 – 7). 

                   

8. The message “GHB815- Successful update private paying rates.  Enter next 
Facility ID” will appear.  Note that if you have additional shifts to update enter the 
next shift number (Figure 3.5.2 – 8). 
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3.5.3 Calculator for entering private pay rates – contracting county 
1. Type “5” in the SELECTION field and the Facility ID in the KEY field  

(Figure 3.5.3 - 1). 

                          
2. Press <ENTER> and the warning screen for contracting counties will appear 

(Figure 3.5.3 - 2). 
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3. Press any key to reach the Payment Rates screen (Figure 3.5.3 – 3). 

                           

4. Key in the weekly and, if applicable, early pay rates for calculation  
(Figure 3.5.3 – 4). 
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5. Press <ENTER> to view calculated rates (Figure 3.5.3 – 5).  These rates are 
inquiry only and will not be saved. 
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3.6 List of Private Paying Rate Changes 
This option shows a list of facilities that have had a change in their private paying rates.  
This list only displays facilities within the purchaser’s county or the counties with which 
they are contracting.  Note that this is a view-only option.  You will not be able to change 
information that appears on the screens.  If you have a question concerning a facility’s 
private paying rates, contact the Data Management Unit of the Division of Child 
Development.  

  Viewing a facility’s private pay rate changes 
1. Type “6” in the SELECTION (Figure 3.6 - 1). 
2. Press <ENTER> and the List of Private Pay Rates Recently Issued screen will 

appear (Figure 3.6 - 2). 
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3. Tab down and type “S” beside the facility whose private pay rates you want to 
view (Figure 3.6 – 3). 

                                                         

4. Press <ENTER> and the private payment rates for that facility will appear  
(Figure 3-6 – 4). 
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5. Press <F8> to scroll forward and view the effective date for those rates. 
 

                           


