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1. INTRODUCTION

The Alabama Department of Human Resources has implemented Arise, a new childcare
management system with a family portal. The Arise Family Portal enables families to carry out the
various steps and processes associated with childcare subsidies, including submitting
applications, tracking attendance, and more.

Every family that wishes to have their children enrolled for state childcare subsidies must register
on the portal and complete the steps indicated to submit their subsidy applications. Additionally,
once their applications have been approved, the portal may be used to log and keep track of any
changes and updates, file complaints, as well as submit any future applications.

Accessing the Arise Family Portal initially leads to the following page:

{d‘ ARISE CARE ; s SRS aES

I —
Register for Benefits ‘Add Complaint

Figure 1: Family Portal Login/Registration Screen

On this page, users must first register and create an account. Following this, they will be able to use
the portal to complete their subsidy application.

1.1 Registration Process
How to Register for Childcare Benefits?

On the Family Portal Login/Registration Screen:

Click on the ‘Register for Benefits' button to begin the registration process. This action will lead you
to the following page:
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#L ARISE CARE

New user registration for family benefit

Note: If this is your first time applying for assistance, you will need fo create an account. If you need help with filling out the application please: contact XXX-XXX-XXXX

Applicant Legal Name

First Name Middle Name Last Name

First Name . Middle Name Last Name .

Applicant Information

Date of Birth Gender
g —- Select -
Physical Address
Stret 1 \
Stre
, % _ Select — - z 9 — County — -
Phone Number
Primary Phone Number Type Primary Phone Number Ext
~ Select -- - S
Alternate Phone Number Type Alternate Phone Number Ext
— Select - - Altemate Phone Numbe
Email Password Confirm Password
. B .
Email - »

Figure 2: New User Registration for Family Benefit Page

The New User Registration for Family Benefit Page (Figure 2) captures the user’s legal name, and
other personal information such as date of birth and gender. Here, all mandatory fields are marked
with a red asterisk on the top right corner of the field. This mark will turn green once the field has
been appropriately filled.

At this point, users are expected to fill in all mandatory fields, including a valid physical/mailing
address and contact information. Additionally, they must also provide the email ID that they wish to
have associated with their Arise Family Portal account, as well as a password for the same.

To proceed:

1. Fillin all mandatory details (as mentioned above)
2. Click on the 'Register’ button
Clicking on the register button will lead to the following page:

This document contains data and information Internal to CITI that shall not be disclosed, duplicated, or used—in whole or in 4
part—unless approved in writing by an authorized company representative. Cl Document.
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# ARISE CARE ansrorming chilacare, one small step at a ttme

A verification email has been sent to you. Please check your email and click
the link provided to activate your new account

Family Portal Login

Register for Benefits Add Complaint

Register with Code

Figure 3: Verification Message

Once the user can see this note on the screen, their registration must be confirmed or verified.

1.2 Registration Confirmation Process

Once the user has completed the initial registration, as described above, a verification link to
activate their account is sent to the email address provided at the time of registration.

This process confirms the information provided by the user is valid, and the user can confirm the
same by clicking on the verification link to log into the Family Portal using the confirmed email
address and password.

To carry out the registration process:
1. Logintothe email inbox associated with the email address provided during registration.

The inbox will contain the following verification mail and link:

Registration Confirmation with ARISE Family Portal ineox & U

arise@smtp.citi-us.com Jan 30,2024, :56AM ¢ @ &
tome -

Dear Astoria Greengrass

You have requested to register your email address for the ARISE Family Portal. Click here to activate your account and begin the application process

Figure 4: Account Activation Email

2. Click onthe link provided to be directed back to the registration/log in screen(Figure 1).
3. Login by entering the verified email and password, and then clicking on the ‘Login’ button.

This document contains data and information Internal to CITI that shall not be disclosed, duplicated, or used—in whole or in 5
part—unless approved in writing by an authorized company representative. Cl Document.
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1.3 Landing Page

The landing page is the first page that is displayed after logging in to the family portal. This is the
‘Home" module of the Family account, and on this screen, users will be able to see their progress,
receive notices and messages, and complete the steps required to submit their subsidy
application.

'#'{\RISE‘CME Home MyApplications Profle Resource Contact & Greengrass, Astoria -

Initial Application
+ -] o L
Create Account | Subsidy Appiication  Eligioaty Approval  Facement
© Completed  Action Needed Pending Pending

Tasks and Notices.

Message Y | Generated Date ) f
Plsase complete your Family Subsidy application 09/03/2024 Clear
Show Al 1-10f1 items
Broadcast Messages
Message Title T Message Text T Received Date T Expiration Date T
n Show All No Messages.

Send Request

Figure 5: Landing Page
At the top of the landing page is an application wizard, containing a set of steps. These are the
various steps to be completed when submitting a subsidy application. These steps also indicate
the progress made at each stage, through the links displayed in each step.

Additionally, the landing page also displays all tasks and notices, as well as broadcast messages
sent to all Family Portal users.

From this page, users may begin filling in their subsidy applications and access the various other
modules at the top right of the screen. The next of these modules is the ‘My Applications’ module.

This document contains data and information Internal to CITI that shall not be disclosed, duplicated, or used—in whole or in 6
part—unless approved in writing by an authorized company representative. Cl Document.
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2. MY APPLICATIONS MODULE

Clicking on the ‘My Applications’Module at the top will lead users to the following page:

41 ARISE CARE Home MyApplications Profle  Resource Contact (3 Greengrass, Astoria —
Application ID Application Typa Created Date Application Status Redetermination Date
APO15 Initial Application 09/03/2024 In Progress

n Show All 1-10f 1 items

Figure 6: My Applications Module

On this page, users will be able to view applications that are currently in progress or have already
been submitted/completed.

3. PROFILE MODULE

The “Profile” module consists of all the information that the user had provided during the initial
registration process, on a single screen. This includes the user’s demographics, contact number
and email address, as follows:

Home MyApplications ~Profle Resource Contact & Greengrass, Astoria -

Family Profile

Name of the Applicant

First Name Middle Name Last Name

Astoria 9 Middle Name Greengrass.

Race Date of Birth
- Select - 01/01/2000 &

Phone Number

Primary Phone Number Type Primary Phone Number Ext
Cell Phone - (098) 912-3456

Alternate Phone Number Type Alternate Phone Number Ext.

— Select - Alternate Phone Numbe

Email

astoria@sharklasers.com

Save Cancel

Figure 7: Profile Module

Using the Profile Module, users can view, edit, and/or update their information and profile.

How to view/update user profile?

1. Click on Profile’module to be directed to the Family Profile screen (Figure 7).
2. Review the demographics, physical address, contact number and email address
3. Update the details (if required)
4. Click on'Save’to save the updated information
This document contains data and information Internal to CITI that shall not be disclosed, duplicated, or used—in whole or in 7

part—unless approved in writing by an authorized company representative. Cl Document.
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Home MyApplcatons Profile  Resource Confact (& Greengrass, Astoria -

Family Profile v
Name of the Applicant

First Name Middle Name Last Name
Astoria iy Middle Name Greengrass .
Race Date of Birth
— Select - 0110112000 &

Phone Number

Primary Phone Number Type Primary Phone Number Ext
Cell Phone - (098) 912-3456 X Ext
Alternate Phone Number Type Alternate Phone Number Ext
— Select v Alternate Phone Numbe xt
Email

astoria@sharklasers.com

Figure 8: Updating the Family User Profile Screen

In this way, the Family User Profile may be updated at any stage of the application process, and
post placement as well. It is important to ensure that the Family Profile information is accurate and

updated as and when required.

4. CREATING A SUBSIDY APPLICATION

As mentioned earlier, the Family Portal may be used to create and submit subsidy applications for
families and children who wish to be considered for state childcare subsidies or benefits.

The process of creating an initial application can be started from the Home page of the Family
Portal.

*" ARISE CARE Home MyApplications Profle Resource Contact & Greengrass, Astoria -
Initial Application
+ ] « #
Create Account | Subsiay Agpication | EXgibity Approval | Placement
@ Completed Action Needed Pending Pending

Tasks and Notices

Message T  Generated Date T

Please complete your Family Subsidy application 08/03/2024 Clear

. - »w || Snowal 1-10f1items

Broadcast Messages
Message Titla Y  Message Text T  Received Date T  Expiration Date T
B S Show All No Messages.
Figure 9: Home Page
This document contains data and information Internal to CITI that shall not be disclosed, duplicated, or used—in whole or in 8

part—unless approved in writing by an authorized company representative. Cl Document.
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On this page, users will be able to see an application wizard at the top, with a set of steps that must
be completed in order for their subsidy application to be submitted and approved, finally leading to
the children in question being placed in the appropriate childcare facilities.

Additionally, users will also be able to see any tasks and notices sent to them from state
caseworkers, as well as broadcast messages sent to all users of the Family Portal.

This is the page where the users can begin their initial subsidy application, using the application
wizard at the top.

How to Create an Initial Subsidy Application?

1. Click on'Action Needed'link in ‘Subsidy Application’ step in the application wizard to be
directed to the ‘Edit Demographics’ page (refer to Figure 11).

OR

2. Click on the Application module at the top of the home page, to be directed to the following
page:

# ARISE CARE Home MyApplications Profle Resource Conlact £ Greengrass, Astoria -

Application D Application Type Crealed Date Application Status Redetermination Date:

AP015 Initial Application 06/03/2024 In Progress

n Show Al 1-10f1items

Figure 10: Create New Application Page
On this page:
3. Click onthe Application ID to be directed to the ‘Edit Demographics’ page.

Here, you will need to review all demographic details and update/fill in any required information,
before clicking on ‘Save’ to proceed.

The Demographics page is further discussed in the section below.

This document contains data and information Internal to CITI that shall not be disclosed, duplicated, or used—in whole or in 9
part—unless approved in writing by an authorized company representative. Cl Document.
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4.1

The ‘Demographics’ screen allows the user to review, add/update the user’s information captured
during registration process.

Demographics

41 ARISE CARE

Application ID APD15
Date 9/3/2024
Application Type Initial Application

Edil Demographics
Dependents
Household Residents

Edit Demographics
Demographics

Name of the Applicant

Home MyApplications  Profile  Resource Contact & Greengrass, Astoria -

Physical Address

First Name Middle Name Last Name
Education & Employment - -
Other Income and Deduction Astoria Middie Nar Greengrass
Total Incoma Summary
Supporting Documents
Summary
Gender Race Ethnicity Date of Birth
Female - — Select — . — Select - 01/01/2000 g
Language Preference Marital Status Military Service sSN
English - _ Select— . _ Select - -

1506 East Franklin Street United States

Chapel Hill

[ Different Mailing Address

Phone Number

AL E

. g

27544 Autauga L

Primary Phone Number Type Primary Phone Number Ext
Cell Prone - (098) 912-3456 . Ext
Alternate Phone Number Type Alternate Phone Number Ext
— Select v
Email Describe Your Current Housing Status

astoria@sharklasers.com

- Select -

Are you currently receiving any of the following benefits listed from either this department or another locality?

1| Food Stamp

] | Is This Person Disabled?

Save Cancel

1 TANF Recipient

[J I This Person Incapacitated?

JOBS Recipient

Teen Parent/ High School Student ®

Figure 11: Edit Demographics Screen

Here, the user's demographics, physical address, contact number and email address are captured,
as filled in during the registration. Additionally, details such as childcare referrals, benefits the
family has been receiving, as well as housing status are present on this screen.

To successfully complete the Demographics section and proceed, all mandatory fields (marked
with a red asterisk at the top right corner of the field) must be filled. While it is only necessary to fill

This document contains data and information Internal to CITI that shall not be disclosed, duplicated, or used—in whole or in 10
part—unless approved in writing by an authorized company representative. Cl Document.
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in mandatory fields to proceed, it is highly recommended that all possible fields be accurately filled
in, to ensure a smoother process throughout the rest of the application process.

Once this section has accordingly been completed, click on ‘Save’ before moving on to the next
sections.

Note that the navigation pane on the left side of the screen depicts the various sections that must
be completed before the subsidy application can be completed. Thus, once the demographics have
been successfully filled in, the user may click on the next link on the navigation pane - Dependents.

4.2 Dependents

The Dependents section aims to capture all relevant information, including demographic details,
care requirements, and more, with respect to household residents (those living in the same house
as the primary user) who are dependents. That is, all household residents who are under the age of
thirteen or are over the age of thirteen but have special needs requirements and are thus eligible
for state subsidy.

Clicking on the ‘Dependents’ link on the left navigation pane leads to the following screen:

:*&-gpsg_cms Home MyApplications Profle  Resource Contact & Mills, Jenny ~

Dependents
Application ID AP0O16

Date 9/3/2024

APSExtice: Typ oot Appaceton Note: Children over 13 years of age with no special needs are not eligible to enroll for the sul

Address Relationship To Client Care Requested Care Level

Show All No Dependent Records Found.

All dependents have been added.

Figure 12: Dependents Summary Page

On this screen, users will see a dependent summary grid, where they will be able to see an overview
of the details of every dependent added at this stage.

How to Add Dependent Information?
On the Dependents Summary Page (Figure 12):
1. Click onthe ’Add Dependent button to be directed to the following page:

This document contains data and information Internal to CITI that shall not be disclosed, duplicated, or used—in whole or in 1
part—unless approved in writing by an authorized company representative. Cl Document.
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{l ARISE CARE Home MyApplications ~ Profie  Resourco  Contact & Mills, Jenny ~
Add Dependent
Application ID AP016
Date 9/3/2024
Application Type Initial Application Dependent Information
Edil Demographics First Name Middle Name Last Name
First Name = Middle Nar .
Gender Languages Race Ethnicity
Other Income and Deduction _ Select - - Select - Selsct . - Select -
Total Income Summary
Supporting Documents Date of Birth 0Years/ 0 0 Absences To Date SSN
Summary = Menths / 0 Days
Relationship With Primary Applicant
~ Select — -
() Different than Mills, Jenny
Special Needs
OYes ONo  Care Requested 9
Legal StatusiUs Citizenship
~ Select — .
[ Children under Protective Services () | Child experiencing homelessness
(m] Child in foster care 0O Child of recipients of vocational rehabilitation
services
School
O | Other/Out of State
OYes ONo  Include in Family size? @ \
[ Has Absent Parent
Child Care Referral @
None -
EECl  Back to Dependents.
Figure 13: Add Dependents

2. Fillinthe dependent’s demographic information
Enter the relationship with the Primary Applicant
Check the applicable checkboxes

Enter Absent Parent Information (if applicable)
Click on‘Save’to save your recorded information

o o1 >

Note that you will not be able to save your form and proceed, if any mandatory field is not filled in.
Additionally, while not all fields are mandatory, it is highly recommended that all possible fields are
filled. In particular, the care requested checkbox must be appropriately selected in order for the
dependent to be considered for subsidy.

Once all required fields have been filled, the saved dependent information will be displayed on the
Dependent's summary page (Figure 12) as follows:

This document contains data and information Internal to CITI that shall not be disclosed, duplicated, or used—in whole or in 12
part—unless approved in writing by an authorized company representative. Cl Document.
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4’. ARISE CARE Home My Applications  Profle  Resource Contact & Mills, Jenny ~

Dependents
Application ID AP016
Date 9/3/2024

Application Type Initial Application o O

children over 13 years

rs of age with no special needs are not eligible to enrol for the subsidy program and should be enlered as household residents. Children 13 years of age and under and

/8, who meet the special needs criteria are eligible to enroll for the subsidy program and should be entered as dependents
Edit [

Add Dependent

Name DOB Address Relationship To Client Care Requested Care Level

Mills, Eris 01/01/2024 1203 Maple Street United States, Greensboro, AL 27405, Autauga Daughter Yes Infant Delete

- Show Al 1-10f1items

All dependents have been added

Continue

Figure 14: Dependents Summary Page

The same process must be repeated to add all dependents to the dependent summary page. Each
of these dependents will be added to the grid, as seen above.

Once all dependents have been added, the ‘All dependents have been added’ checkbox must be
selected for the ‘Dependents’ section to be successfully completed.

Following this, dependent information can be viewed, edited, and/or deleted from this screen.

How to ‘Edit’ a Dependent’s Record?

1. Navigate to the Dependent Summary Page by clicking on the dependents link on the left
navigation pane

2. Onthe Dependent Summary Page, the list of added dependents will be visible in the grid (as
seenin Figure 14)

3. Click onthe appropriate dependent’s name to be directed to the specific dependent’s
information

4. Edit or update the information as required

5. Click on the ‘Save’to save the edited information

#gms;_cms Home MyApplications  Profle  Resoute Confact & Mils, Jenny -

Dependents
Application ID APD1E
Date 8/3/2024
Application Type Initial Application Ty p—
children over 13

of age with no special needs are not eligible to ¢
who meet the special needs criteria are eligible

Il for the subsidy program and should be entered as househald residents. Children 13 years of age and under and

enroll for the subsidy program and should be entered as dependents
Edit Demographics

Add Dependent

ction Name DOB Address Relationship To Client Care Requested Care Level

1 012024 1203 Maple Street United States, Greensboro, AL 27405, Autauga Daughter Yes Infant Delete
n Show Al 1-10f1items

All dependents have been added

Continue

Figure 15: Edit Dependent Information

This document contains data and information Internal to CITI that shall not be disclosed, duplicated, or used—in whole or in 13
part—unless approved in writing by an authorized company representative. Cl Document.
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How to ‘Delete’ a Dependent’s Record?

1. Navigate to the Dependent Summary Page by clicking on the dependents link on the left
navigation pane

2. Onthe Dependent Summary Page, the list of added dependents will be visible in the grid (as
seenin Figure 14)

3. Identify the appropriate dependent and click on the ‘Delete’ button towards the right-hand
side of the summary grid.

4. This action will trigger a pop-up confirming your decision to delete the record

5. Click on'Delete’ to confirm deletion

Delete Record

e you sure you want to delete this
..... a7

Continua?

Cancel

Figure 16: Delete Dependent Information

Once the Dependents section has been completed, users may move on to the next section by
clicking on the next link on the navigation pane on the left - Household Residents.

4.3 Household Residents

The Household Residents section aims to capture all relevant information regarding individuals
above the age of eighteen who are living in the same household as the user.

Household residents can typically be of two types - those who are included in the family size (that
is, those who are either contributing to or making use of the total family income), as well as those
who are not included in the family size (those whose status as household resident has no impact on
the total income).

Both types of household residents must be added to this section, with appropriate options
selected for each type.

Users may navigate to the Household Residents section by clicking on the link on the left
navigation pane. This action will lead to the following page:

This document contains data and information Internal to CITI that shall not be disclosed, duplicated, or used—in whole or in 14
part—unless approved in writing by an authorized company representative. Cl Document.
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-%1-“55:“5 Home MyApplications  Profile  Resource Confact £ Mills, Jenny ~

Household Residents
Application ID APO16
Date 9312024
Cr L 2 G T NOTE: Household Residents included in family size affect the eligibility for the subsidy as their education and income are also considered. Also, residents under 13 years and residents between age 13
19 years wilh special needs are fo be added in ‘Dependents’ seclion

Add Household Resident

Name Date Of Birth Race Address Phone Number Relationship To Client

n Show All No Household Residents

Atendance App User

ing Documents

[ All household residents have been added.

Figure 17: Household Residents Summary Page

On this screen, users will see a household resident summary grid, where they will be able to see an
overview of the details of every resident added at this stage.

How to Add a Household Resident?
On the Household Resident Summary Page (Figure 17):
1. Click on the ‘Add Household Resident’ button to be redirected to the following page:

%1 ARISE CARE Home MyApplications Profle Resource  Contact S Mills, Jenny ~

Add Household Resident
Application ID APO16

Date 03/2024
Application Type Initial Application Household Resident Information

First Name Middle Name Last Name

Edit Demographics

D ts First Name 9 Middle Name Last Name 9
Housahold Residents

Education & Employment Gender Race Ethnicity Date of Birth

Other Income and Deduction _ Select— . _ Selact— . _ Select - . =
Total Income Summary

Supporting Documents Languages Marital Status Military Service SSN

Si ary

Summery ~ Select - ~ Select— b — Select — v

Relationship With Primary Applicant

— Select —

Address
Different than the Mills, Jenny

) Give access to attendance application

Email

Ema
(] Temp Away From Home?
Is This Person Disabled? (m} Is This Person Incapacitated?

Teen Parent? OYes OMNo  Include in Family size? @

Back to Household Residents

Figure 18: Add Household Resident

On this page:

2. Fillin Demographic information pertaining to the resident in question
3. Select the appropriate relationship with the primary client
4. Select any applicable checkboxes

This document contains data and information Internal to CITI that shall not be disclosed, duplicated, or used—in whole or in 15
part—unless approved in writing by an authorized company representative. Cl Document.



Public Access Portal- Family Subsidy CITI.'.

5. Select the’Include in Family Size' checkbox, if required
6. Click on’Save’to save the recorded information.

Note that you will not be able to save your form and proceed, if any mandatory field is not filled in.
Additionally, while not all fields are mandatory, it is highly recommended that all possible fields are
filled.

Once all required fields have been filled, the saved household resident information will be displayed
on the Dependent’s summary page (Figure 17) as follows:

Household Residents
Application ID AP016
Date 9/3/2024
Application Type Initial Application

el o Add Household Resident

Date OfBith ~ Race = Address Phone Number  Relationship To Client | Attendance App User

100035 02/02/2000 White = 1203 Maple Street United States, Greensboro, AL 27405, Autauga (098) 912-3456  Cousin No Delete

Show All 1-10f1items

| All household residents have been added

Figure 19: Household Residents Summary Page

The same process must be repeated to add all household residents to the Household Resident
Summary Page. Each of these residents will be added to the grid, as seen above.

Once all residents have been added, the ‘All household residents have been added’ checkbox
must be selected for the ‘Household Residents’ section to be successfully completed.

Following this, household resident information can be viewed, edited, and/or deleted from this
screen as well.

How to ‘Edit’ a Household Resident’s Record?

1. Navigate to the Household Resident Summary Page by clicking on the Household Residents
link on the left navigation pane

2. Onthe Household Residents Summary Page, the list of added residents will be visible in the
grid (as seenin Figure 19)

3. Click onthe appropriate resident’s name to be directed to the specific resident’s
information

4. Edit or update the information as required

5. Click on the‘'Save'to save the edited information

How to ‘Delete’ a Household Resident’s Record?

1. Navigate to the Household Resident Summary Page by clicking on the household resident
link on the left navigation pane

2. Onthe Household Resident Summary Page, the list of added residents will be visible in the
grid (as seenin Figure 19)

This document contains data and information Internal to CITI that shall not be disclosed, duplicated, or used—in whole or in 16
part—unless approved in writing by an authorized company representative. Cl Document.
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3. Identify the appropriate resident and click on the ‘Delete’ button towards the right-hand
side of the summary grid.

4. This action will trigger a pop-up confirming your decision to delete the record

5. Click on'Delete’ to confirm deletion

Delete Record

Are you sure you want to delete this
racord?

Conlinue?

Delete Cancel

Figure 20: Delete Household Resident

Once the Household Residents section has been completed, users may move on to the next section
by clicking on the next link on the navigation pane on the left - Education & Employment.

4.4 Education & Employment

The Education & Employment section aims to capture current education and employment details
of household members. That is, details regarding educational and professional endeavors that they
are currently pursuing. Additionally, specifics regarding the schedule of each resident’s
educational/professional venture are also captured, so as to better understand childcare
requirements.

This section is divided into two broad categories, as seen on the Education and Employment
summary page that users are redirected to when they click on the link on the navigation pane:

ARISE CARE Home My Apphcalions  Profile. Contact & Mills, Jenny ~

Education & Employment
Appiication 1D A701

Date 922024
ot Demograghics Add Education Detalls

Name Education Center Name Start Date End Date

. n .o Show All Mo Education History
Employment & Income
Ao Employment & Income Details
Name. Employer Gross Monihly Income: Prorated Gross Monihly income @ End Date Cument Employer  Employer Type.
« n » w | snowan No Employment Income Found

Are you searching for job?

O ves O Mo

(] AN education and emplayment details have been added.

Figure 21: Education and Employment Summary Page

This document contains data and information Internal to CITI that shall not be disclosed, duplicated, or used—in whole or in 17
part—unless approved in writing by an authorized company representative. Cl Document.
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Each category - education, and employment & income - must be filled in for all relevant residents.

4.4.1 Education Information

As mentioned above, the Education section of the Education & Employment Page aims to capture
details regarding any current educational pursuits of household residents. This includes
information such as education center details, travel times, hours spent per week, credits, and
more.

How to Add Educational Details for a household resident?

On the Education and Employment summary page:

Add Education Details

Name Education Center Name Start Date End Date

n Show All No Education History

Figure 22: Add Education Details button
1. Click on the ‘Add Education Details’ button to be redirected to the following page:

':'*1"“"‘,'555‘““ Home MyApplications  Profile  Resource  Contact 3 Mills, Jenny ~

Add Education Details

Application ID APD15

Date 9/3/2024
Application Type Initial Application Education Details

Edit Demographics Household Member Phone
Dependents _ Select — -

Household Residents

Is this Education/Training ?

nd Deduction Education O Training
Tote mmary

Supporting Documents Education Center Name Travel Time (Minutes) &
Summary .
Education Center Name

Hours Per Week

0 L

Mailing Address

— Select - v I ! — County — -
Course Type
- Seledt - -~
Start Date End Date
& =
Schedule Note

Schedule Note

Anticipated Graduation Date
]

Back to Education & Employment

Figure 23: Add Education Details

This document contains data and information Internal to CITI that shall not be disclosed, duplicated, or used—in whole or in 18
part—unless approved in writing by an authorized company representative. Cl Document.




cITi

Public Access Portal- Family Subsidy

On this page:
1. Select the household member
2. Complete the form by entering all the mandatory details
3. Click onthe'Save’ button to save the recorded information.

The saved information will be displayed in the ‘Education’ grid on the Education & Employment
Summary Page, as follows:

Education Schedule
Add Education Details
Name Education Center Name Start Date End Date
Greengrass, Astonia Career First 01/01/2024 Delete
n Show All 1-1o0f 1items

Figure 24: Education Details Reflected on Summary Page

The same process must be repeated to add the education details for all household residents. Each
new addition will be added to the grid, as seen above. Following this, education information can be
viewed, edited, and/or deleted from this screen as well.

How to ‘Edit’ Education Details?

1. Navigate to the Education & Employment Summary Page by clicking on the Education &
Employment link on the left navigation pane

2. Onthe Summary Page, the list of all added education details will be visible in the grid (as
seenin Figure 24)

3. Click onthe appropriate resident’s name to be directed to that specific resident’s education
information

4. Edit or update the information as required
5. Click on‘save’to save the edited information
Education

Add Education Details

Name

Greengrass, Astonia

Show All

Education Center Name

Career First

Start Date

01/01/2024

End Date

Delete

1-1of 1items

Figure 25: Edit Education Information

How to ‘Delete’ Education Details?

1. Navigate to the Education & Employment Summary Page by clicking on the Education &
Employment link on the left navigation pane

2. Onthe Summary Page, the list of all added education details will be visible in the grid (as
seenin Figure 24)

This document contains data and information Internal to CITI that shall not be disclosed, duplicated, or used—in whole or in 19
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3. Identify the appropriate resident and click on the ‘Delete’ button towards the right-hand
side of the summary grid.

4. This action will trigger a pop-up confirming your decision to delete the record

5. Click on'OK’ to confirm your decision

Confirmation

Are you sure you want to delete this
record?

Figure 26: Delete Education Information

How to Create a schedule for Education Information?

1. Navigate to the Education & Employment Summary Page by clicking on the Education &
Employment link on the left navigation pane

Education | Schedule ‘
Add Education Details

Name Education Center Name Start Date End Date

Greengrass, Astonia Career First 01/01/2024 Delete

‘| L Show Al 1-10f 1items

Figure 27: Schedule Button

2. Click onthe'Schedule’ button on the top right corner of the education summary grid, to be
directed to the following page:

This document contains data and information Internal to CITI that shall not be disclosed, duplicated, or used—in whole or in 20
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-41 fng;; CARE Home MyApplications  Profile  Resource Contact & Mills, Jenny ~
Application ID AP016 Schedule
Das Ny Hills, Jane § oter
Application Type Initial Application abc education Schedules
91172024 - Present
. M-F 85
it Boiad (Drag resource above onto calendar below o 3dd 1o schedule or select a resource by cicking i then mouse over the calendar and hit CTRL4V. You can also copy events by holing CTRL while dragging )
Education & Employment
Today <« » F3 Sunday, September 01, 2024 - Saturday, September 07, 2024 Day | Week Month = Year
ther Income and Deduction
a Summay Sunday Monday Tuesday Wednesday Thursday Friday Saturday
7:00 AM
8:00 AM
9:00 AM
10:00 AM
11:00 AM
12:00 PM
1:00 PM
Figure 28: Create Education/Training Schedule

3. Dragthe household resident’s schedule (the block mentioning the resident’s name,
Education/Training Start Date till Present) onto the appropriate timeslots provided on the

schedule calendar
OR
4. Click on‘M-F 8-5'(Monday to Friday schedule from 8:00 AM to 5:00 PM) button to create a

default schedule.
5. Click on’Back to training/employment’ to confirm the schedule and return to the Education

& Employment Summary Page

Once all education details have been successfully and accurately added, the user may move on to
the next part of the Education & Employment section - Employment & Income Information.

4.4.2 Employment & Income Information

As mentioned earlier, the Employment & Income section of the Education & Employment Page
aims to capture details regarding any current employment of household residents. This includes
employer information, travel time, hours per week, income, and more.

How to Add Employment & Income Details for a household resident?

On the Education and Employment summary page:

Employment & Income

Add Employment & Income Details

Name Employer Gross Monthly Income End Date Current Employer  Employer Type

n Show All

No Employment Income Found.

Figure 29: Add Employment & Income Details button
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1. Click on the ‘Add Employment & Income’ button to be directed to the following screen:

%‘ ARISE CARE Home MyApplications Profle Resource Contact & Mills, Jenny ~

Add Employment Details

Application ID AP016
Date 9/3/2024

Application Type Initial Application Add Employment Details

Household Member

Residents — Select — v
Education & Employment

Other Incom

Self Employed

Employment Information

Employer Name Travel Time (Minutes) &
yer Na
Employer Industry Type Hours Per Week
— Select -- ™~ L
Manager End Date
B
Phone

Varied Schedule

Schedule Note

Mailing Address

— Select - v z o — County — -
Note: Please save the form to enable income entry
Employment Income Details
Effective Date @ Income Type Monthly Income
] n > | ™ Show All No Employment Income Found.

Back to Education & Employment

Figure 30: Add Employment Details
On this page:
2. Select the household member
3. Complete the form by entering all mandatory details

4. Click on the ‘Save’ button to save the recorded information. Clicking on ‘Save’ will enable the
‘Add Employer Income’ button as follows:

Employment Income Details

| Add Employer Income |

Effective Date Income Type Monthly Income

n Show All No Employment Income Found.

Figure 31: Activated Add Employer Income button

5. Click on the 'Add Employer Income’ button to be directed to the following page:
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f#'f!‘.‘s‘..‘.‘“ Home MyApplications Profle Resource Contact & Mills, Jenny -

Add Employment Income
Application ID AP016

Date 9/3/2024

Household Member Employer Name
Application Type Initial Application

Wills, Jenny Salazar Companies
Edit Demographics
Dependents Income Information
Household Residents

Effective Date © Income Pay Type

: = | .
ductic & — Select ~ v

Pay Details

Please Save the form to activate pay stubs form

EEl  Back o Employer

Figure 32: Add Employment Income
On this page:
6. EnterIncome Information for the household member - Effective Date, Income Pay Type,
and Pay Verification Type
7. Based on the Income Pay Type, a Pay Details form will also appear and will need to be filled
Click on the 'Save’ button to save the recorded information

Click on the ‘Back to Employer’ button to be taken back to the add employment details page
(Figure 30)

10. The income details will now be reflected on the employment details page as follows:

Employment Income Details
Add Employer Income

Effective Date Income Type Monthly Income

11112024 Salaried $1,000.00 Delete

n Show All 1-10of 1items

Figure 33: Employment Income Details

11. Click on the back to Education & Employment button to be taken back to the Employment &
Income Summary Page (Figure 21)

12. The newly added employment details will be visible as follows:

Add Employment & Income Details

Name Employer Gross Monthly Income End Date Current Employer = Employer Type
Michaels, Lisa BCG $1,000.00 Corporate Delete
- Show All 1-10f1items

Figure 34: Employment Income Details Reflected on Employment & Income Summary Page

The same process must be repeated to add all employment details for all household residents.
Each new addition will be added to the grid, as seen above.

Following this, employment information can be viewed, edited, and/or deleted from this screen as
well.
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How to ‘Edit’ Employment & Income Details?

1. Navigate to the Education & Employment Summary Page by clicking on the Education &
Employment link on the left navigation pane

2. 0Onthe Summary Page, the list of alladded Employment & Income details will be visible in
the grid (as seen in Figure 37)

3. Click onthe appropriate resident’s name to be directed to that specific resident’s

Employment & Income information

Edit or update the information as required

Click on‘'save’ to save the edited information

ok

‘ Add Employment & Income Details |

Name Employer Gross Monthly Income End Date Current Employer = Employer Type

viichaels, Lisa BCG $1,000.00 Corporate Delete
1 - BEEC 1-10f 1 items

Figure 35: 'Edit’ Employment & Income Information

How to ‘Delete’ Employment & Income Details?

1. Navigate to the Education & Employment Summary Page by clicking on the Education &
Employment link on the left navigation pane

2. 0Onthe Summary Page, the list of alladded Employment & Income details will be visible in
the grid (as seenin Figure 37)

3. ldentify the appropriate resident and click on the ‘Delete’ button towards the right-hand

side of the summary grid.
4. Thisaction will trigger a pop-up confirming your decision to delete the record
5. Click on‘OK’to confirm your decision

Confirmation

Afe you sure you want 1o delete this
record?

oK Cancel

Figure 36: 'Delete’ Employment & Income Information
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Using the same process, once all employment details have been successfully added, the Education
& Employment Summary page will reflect all added education and employment details as follows:

M ARISE CARE Home MyAppiicalions Profle  Resource Contacl & Mills, Jenny ~

Education & Employment
Application ID AP016

Dats 9272024
Application Type Initial Application Education Schedule ‘

Add Education Details

Name Education Center Name Start Date End Date

Hills, Jane abe education 09/01/2024 Delete

pporting Document n Snow 1-10f 1items

Employment & Income I Schedue ‘

Add Employment & Income Details

Name Employer Gross Montnly Income Prorated Gross Monty Income @ Ena Date Current Empioyer  Employer Type

Mits, Jenn Salazar Companies $100.00 $100.00 Cleaning Services Delete

B Show Al 1-10f 1 ltems

Are you searching for job?

Yes O Ne

[ ANl education and employment details have been added

Figure 37: Updated Education & Employment Summary Page

Now, with all relevant information added, users may successfully complete the Education &
Employment section by selecting the ‘All education and employment details have been added’
checkbox.

Once the section has been completed, as described above, the user may move on to the next
section - Other Income and Deductions.

4.5 Other Income and Deductions

The Other Income and Deductions section aims to capture information regarding alternate sources
of income (outside of regular employment)and reqular deductions, both of which affect the total
family income.

In this section each resident’s other income and deductions (if any) must be added and will be
considered when calculating eligibility based on total income and family size.
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Accordingly, this section is divided into two broad categories, as seen on the Other Income and
Deductions summary page that users are redirected to when they click on the link on the
navigation pane:

:*L'A_\R_ISECAEE Home MyApplicaions Profile  Resource  Contact & Mills, Jenny ~

Other Income and Deduction
Application ID APO18

Date 9/3/2024
Application Type Initial Application Add Other Income
Name Pay Period Other Income Source: Pay Frequency Income Amount Prorated Income Amount € Allowable
n Show All No Other Income Found.
Name Start Date End Date Deduction Source Pay Frequency Amount Prorated Monthly Deduction € Allowable
n Show All No Deduction Found.

Supporting Documents

Summary
All other income and deduction details have been
added.

Figure 38: Other Income and Deductions Summary Page

Each category - other income, and deduction - must be filled in for all relevant residents.

451 Other Income

As mentioned above, the Other Income section aims to capture any alternate sources of income
that may impact total family income. Examples of these sources of income include state support
and benefits.

How to add ‘Other Income’ information for a household resident?

On the otherincome and deductions summary page:

Add Other Income

Name Pay Period Income Source Pay Frequency Income Amount Allowable

n Show All No Other Income Found.

Figure 39: Add Other Income button

1. Click on the ‘Add Other Income’ button to be redirected to the following page:

-41 ARISE CARE Home MyApplications Profle Resource  Confact & Mills, Jenny ~

Add Other Income

Application ID AP012

Date 9/4/2024
Application Type Initial Application Other Income Information

Household Member Other Income Source Income Amount Pay Frequency

— Select — - ~ Select v ~ Select - -

Start Date End Date Receiving Income

g ) — Selact - .

Figure 40: Add Other Income
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On this page:
1. Select the household member

2. Complete the form by entering all the mandatory details

3. Click on the ‘Save’ button to save the recorded information and be taken back to the
summary page

The saved information will be displayed in the ‘Other Income’ grid on the Other Income and
Deductions Summary Page, as follows:

Add Other Income

Name Pay Period Income Source Pay Frequency Income Amount Allowable

Greengrass, Astoria 1172023 - 1/1/2028 Interest/Dividends Monthly $100.00 View Delete

- Show Al 1-10f 1 items

Figure 41: Other Income Details Reflected on Summary Page

The same process must be repeated to add the other income details for all household residents.
Each new addition will be added to the grid, as seen above.

Following this, other income information can be viewed, edited, and/or deleted from this screen.

How to ‘Edit’ Other Income Details?

1. Navigate to the Other Income and Deductions Summary Page by clicking on the Other
Income and Deductions link on the left navigation pane

2. Onthe Summary Page, the list of all added other income details will be visible in the grid (as
seenin Figure 41)

3. Click onthe appropriate resident’s name to be directed to that specific resident’s other
income information

4. Edit or update the information as required

5. Click on’save’to save the edited information

Add Other Income

Name Pay Period Income Source Pay Frequency Income Amount Allowable

1/1/2023 - 1/1/2028 Interest/Dividends Monthly $100.00 View Delete
[ 1| Show Al 1-10f 1 items

Figure 42: 'Edit' Other Income Information

How to ‘Delete’ Other Income Details?

1. Navigate to the Other Income and Deductions Summary Page by clicking on the Other
Income and Deduction link on the left navigation pane

2. Onthe Summary Page, the list of all added other income details will be visible in the grid (as
seenin Figure 41)

3. ldentify the appropriate resident and click on the ‘Delete’ button towards the right-hand
side of the summary grid.
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4. This action will trigger a pop-up confirming your decision to delete the record
5. Click on'Delete’ to confirm your decision

Delete Record

Are you sure you want to delete this
record?

Continue?

Delete

Figure 43: 'Delete' Other Income Information

In this way, once all education details have been successfully and accurately added, the user may
move on to the next part of the Other Income and Deductions section - Deduction.

Now, with all relevant information added, users may successfully complete the Other Income and
Deductions section by selecting the ‘All Other Income and deduction details have been added’
checkbox.

Once the section has been completed, as described above, the user may move on to the next
section - Total Income Summary
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4.6 Total Income Summary

The total income summary is a read-only screen that represents the total family income, taking
into consideration earnings through employment, other sources of income, as well as deduction.

Additionally, the total income summary screen also displays the complete
education/training/working hours of residents, so as to provide a clear view of the kind of childcare
thatisrequired.

The total income summary may be viewed as follows:

1. Click on the Total Income Summary link on the left navigation pane to be directed to the
following page:

<M. ARISE CARE Home  MyAppications  Profie  Resource  Contact  © Mills, Jenny ~

Total Income Summary
Application ID APD16

Date 97372024
Application Type Initial Application

Employer Income
Member Name EmpioyenDeduction Type Income/Deduction
+ Member Name: Hills, Jane
s, Ja InteresyDividends

4 Member Name: Mills, Jenny

otal income Summary s, Jenn Salazar Companies
" ! o Total Gross Income = £133.3
Adjusted Gross Income = $133.3

[ 1] snow A 1-2012 tems
Education/Working Hours
Family Member Employer/Schoel Training/Working Hours
+ Family Member: Hills, Jane
a0 soucation(Not Satstactory Frogress)
4 Family Member: Mills, Jenny
i, Jenny saiazar Companies

Total = 109

n Snow A 1-202 lems

Figure 44: Sample Total Income Summary Page

On this screen, the users will see a read-only break up of all the income and deduction details
provided earlier, including income from employment. Additionally, the user will also see the total
gross income (which is the aggregate income of all members included in the family size) as well as
the adjusted gross income (which is the actual total income of every household member included in
family size, while accounting for all allowable deductions as well). It is this adjusted gross income
that will be considered when evaluating the family’s eligibility for state subsidy on childcare.

Since this page is aread-only screen, details on this page cannot be edited and must only be used
for review purposes. Edits or changes made to the Employment & Income, and Other Income and
Deduction sections will be reflected on this page.

Once this page has been successfully reviewed, users may move on to the next section -
Supporting Documents.

4.7 Supporting Documents

The Supporting Documents screen displays a list of mandatory documents that the user must
upload to complete and submit their subsidy application.
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The screen contains a list of clickable links that may be used to upload documents. Additionally,
the screen also contains a grid that displays the upload history, which is arecord of all documents
have been uploaded, as follows:

Supporting Documents

Application ID APD16
Date 91372024
Application Type Initial Appication Note: To complele the subsidy appiication, please upioad the following documents which are required o be submitted.

Supporting Documents

g X Proofol

Document Name T  Description T | Uploaded Date T Uploaded By T

n Show All No Document History

Figure 45: Supporting Documents Page

How to upload a document?

1. Navigate to the Supporting Documents page by clicking on the Supporting Documents link
on the left navigation pane

Click on the link for the document to be uploaded

Click on the ‘Select file' button to select the file to be uploaded

Click the ‘Upload Document’ button

5. Repeat the same process for all documents that need to be uploaded

EELES

As the users upload documents, they will see that the red cross next to each document turns into a
green tick (refer to Figure 46), indicating that the document has been successfully uploaded.
Additionally, they will also see a record of the document being created in the Upload History grid.
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Supporting Documents
Application ID APO15
Date 932024

Application Type Inilial Application Note: To complete the subsidy application, please upioad he following documents which are required to be

v |eror

v |Legal Relationship [Compiete]

Total ma v |Phete 1D [Compiete;

Document Name Y Description T Uploaded Date T Uploaded By T

I-.;\ Document docx Proof of Residency I 9/3/2024 3.53 PM Mills, Jenny Delete

st Document docx Legal Relationship 9/3/2024 3.53 PM Mills, Jenny Delete

Pholo 1D 9/3/2024 3.54 PM Mills, Jenny Detete

Figure 46: Uploaded Supporting Documents

How to View an uploaded document?

1. Navigate to the Supporting Documents page by clicking on the Supporting Documents link
on the left navigation pane

2. ldentify the uploaded document on the Upload History grid

3. Click on the document name to download and then view the document

Document Name Y  Description Y  Uploaded Date Y | Uploaded By T
Sample 1.docx Proof of Residency 6/27/2024 1:38 PM Michaels, Shawn Delete
Sample 1.docx Legal Relationship 6/27/2024 1:38 PM Michaels, Shawn Delete
Sample 1.docx Proof of citizenship - Michaels, Alex 6/27/2024 1:38 PM Michaels, Shawn Delete
Sample 1.docx Proof of employment - Six Ten Stores 6/27/2024 1:38 PM Michaels, Shawn Delete
Sample 1.docx Proof of Other Income - Michaels, Lisaa 6/27/2024 1:38 PM Michaels, Shawn Delete
- Show All 1-5of 5items

Figure 47: Viewing an Uploaded Document

How to Delete an uploaded document?

1. Navigate to the Supporting Documents page by clicking on the Supporting Documents link
on the left navigation pane

2. ldentify the uploaded document on the Upload History grid

Click on the ‘Delete’ button on the extreme right of the grid to delete the document

4. Once the document has been deleted, the user will notice that the associated link at the top
of the page will now reflect a red cross, indicating that the document is missing

w
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Application Upload History v

Document Name Y | Description Y  Uploaded Date Y  Uploaded By T
Sample 1.docx Proof of Residency 6/27/2024 1:38 PM Michaels, Shawn
Sample 1.docx Legal Relationship 6/27/2024 1:38 PM Michaels, Shawn Delete
Sample 1.docx Proof of citizenship - Michaels, Alex 6/27/2024 1:38 PM Michaels, Shawn Delete
Sample 1.docx Proof of empleyment - Six Ten Stores 6/27/2024 1:38 PM Michaels, Shawn Delete
Sample 1.docx Preof of Other Income - Michaels, Lisaa 6/27/2024 1:38 PM Michaels, Shawn Delete
- Show All 1-50f5items

Figure 48: Deleting an Uploaded Document

How to Re-upload a document?

The process of re-uploading a document is identical to the uploading process, and the same steps
may be followed.

Once all documents have been successfully uploaded and the Supporting Documents section has
been completed, the user may move on to the next section - Summary.

4.8 Summary - Acknowledge and Authorize

The Summary section is the last section that must be completed before users can submit their
subsidy application. The page consists of a checklist of clickable items that indicate all the
steps/sections that must be completed in order to complete the subsidy application. Additionally,
the page also contains checkboxes and options for authorization and signature - all of which must
be provided by the user for the application to be submitted.
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41 .AR:IS_EC_A?E Home MyApplications Profle Resource Contact & Mills, Jenny ~

Summary
Application ID AP016

931202
B e Required for Application Submission
Application Type Initial Application

Employment and Education
Oth
Family Sut F
v Proof of Residency
v Legal Relationship
v Photo ID

v Proof of ctizenship
v Miils, Ens

v Proof of enroliment
v abc education

v Proof of employment
v Salazar Companies
v Proof of Other Income
v Hills, Jane

CLCCCe

NOTE: To submit the application, please complete the required items listed above

Authorize and Signature

Rights and responsibilities (see details here)

| attest | don't have liquid assets in excess of $1,000,000.

T)  Icertify that the information given is true and complete to the best of my knowledge

Primary Case Person Signature Date
09/03/2024 &
‘Subsidy Form Download

Figure 49: Summary Page

On the summary page, as mentioned above, users will notice a checklist of items that must be
completed before their application can be submitted. The checklist corresponds to each section
that was completed prior to reaching this stage of the application process (including the
documents that were uploaded). Therefore, since each section has already been completed, the
checklist depicts green ticks signifying completion (as seen in Figure 49).

If, however, there is any element that depicts a red cross, the sign indicates that the section has
not been completed.

How to review and complete the Summary section?

1. Navigate to the Summary section by clicking on the summary link on the left navigation
pane

2. Check if all the required action items on the list are green ticked (if any items depict ared
cross, click on the respective link to be directed to the appropriate section to be
completed)

3. Clickon’here’link in the ‘Authorize and Signature’ grid to download Rights and
Responsibilities document

4. Readthe Rights and Responsibilities document before clicking on the Rights and

Responsibilities checkbox

Select the acknowledgement checkbox.

6. Add Signature and ensure that the correct date has been filled in

o

This document contains data and information Internal to CITI that shall not be disclosed, duplicated, or used—in whole or in 33
part—unless approved in writing by an authorized company representative. Cl Document.



Public Access Portal- Family Subsidy C’Tl'-'

Authorize and Signature

Rights and responsibilities (see details here)
| attest | don't have liquid assets in excess of $1,000,000.

I certify that the information given is true and complete to the best of my knowledge

Primary Case Person Signature Date

Jenny Mills % 00/03/2024 e

Subsidy Form Download

Figure 50: Rights and Responsibilities, Acknowledgement, Signature

7. Click on the ‘Submit’ button to submit your application
8. Submitting the application will trigger the following message, confirming that the
application has been submitted:

Authorize and Signature

Rights and responsibjl
@ The application is submitted successfully

| attest | don't have liq:

I certify that the information given is true and complete to the best of my knowledge

Primary Case Person Signature Date
Jenny Mills . 09/03/2024

3
L

Figure 51: Submission Confirmed

Once the application has been submitted, users may download the completed and submitted
application, for their reference, by clicking on the ‘Subsidy Form Download’ button on the same
page (refer to Figure 50).

Additionally, once the application has been successfully submitted, clicking on the ‘'Home" module
at the top of the page will lead the users back to the landing screen, where they will be able to see
the progress that has been made on the application wizard at the top.
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4‘ ARISE CARE Home MyApplications  Profle  Resource Contact & Mills, Jenny ~

Initial Application

+ B o -
Create Account | Subsiy Appication | Eligibilty Appeoval | Fiacement
© Complated In Progress Pending Pending

Tasks and Notices

Message Y Generated Date . T
Please complete your Family Subsidy application 09/03/2024 Clear
- Show All 1-10f1items
Broadcast Messages
Message Title T  Message Text Y  Received Date Y Expiration Date T
n Show All No Messages.
Send Request

Figure 52: Progress on Application Wizard

Users will now see that the status link on the ‘Subsidy Application’ step of the application wizard
now says ‘In progress’, indicating that the application review and approval is now in progress.
Similarly, the status will change to ‘Completed’ once the application has been accepted.

Note that once the application has been accepted and marked complete, two new modules will
also appear at the top of the screen - My Case, and Schedules.

#1 ARISE CARE Home MyApplications MyCase Schedules Profle  Resource Contact & Mills, Jenny -

Initial Application
+ B o #
Create Account | Subsidy Appiication | Eligicaty Approval  Piacement
& Completed &) Compieted In Progress Pending

Figure 53: My Case and Schedules Modules

5. ELIGIBILITY APPROVAL

As with the Subsidy Application step on the application wizard, the next steps also reflect changed
statuses based on the review and approval process conducted by the caseworkers.

Once the subsidy application has been submitted, users will be able to see the status of the
application through the ‘My Applications’ module at the top of the page (refer to Figure 6).

Alternatively, status updates will be reflected on the ‘Eligibility Approval’ step on the application
wizard as well.

*& AR,ISEFAHE Home MyApplications My Case Schedules Profile  Resource Contact & Mills, Jenny ~

Initial Application
+ (Y o -

Creale Account  Subsidy Appication | Eigitiity Approval | Placement

@ Completed © Completed © completed fin Progress

Figure 54: Completed Eligibility Approval Step

This document contains data and information Internal to CITI that shall not be disclosed, duplicated, or used—in whole or in 35
part—unless approved in writing by an authorized company representative. Cl Document.



Public Access Portal- Family Subsidy C’Tl'-'

The completed status indicates that the eligibility process has been approved and the child has
been found eligible to be placed in a subsidized childcare facility. Similarly, the status of the next
step - Placement - reflects that the placement process is currently in progress and an effort is
being made to place the child in an appropriate childcare facility.

6. PLACEMENT

Once the subsidy application has been approved and the child has been placed at a childcare
facility, the ‘Placement’ step on the application wizard will reflect the following:

'%'QR.ISF_I;_ARE Home MyAppications MyCase Schedules Profle Resource Confact & Mills, Jenny -

Initial Application

+

Create Account  Subss

&

y Applicaion  Egibiliy Approval
Completed @ Completed @ Completed | @ Compicted

Figure 55: Completed Placement Step

Clicking on the ‘Completed’link on the Placement step will lead the user to the following page:

{L ARISE CARE Home MyAppicaions MyCase Schedules Profle Resource Contact & Mills, Jenny -

Placement
Case ID CO0013

Application ID APO15

Date 6132024 Child Name Facility Name Status Authorization Date + Termination Date Copayment
Application Type Initial Application Mills, Eris. Greengrass Facility Authonzed 9112024 $0.00
Status Approved

Figure 56: Placement Details

On this page, users will be able to see details regarding the placement of their child, including the
name of the facility where the child has been placed, the authorization date, and copayment
amount.

7. MY CASE MODULE

Once the initial Subsidy Application has been accepted, the My Case module appears at the top of
the screen.

Clicking on the module directs users to the following page:

This document contains data and information Internal to CITI that shall not be disclosed, duplicated, or used—in whole or in 36
part—unless approved in writing by an authorized company representative. Cl Document.



Public Access Portal- Family Subsidy C’Tl:..

'{1 ARISE CARE Home MyApplications My Case Schedules Profile Resouce Contact & Mills, Jenny ~
Edit Demographics
Case ID C00013
Application ID APO16
Date 9/3/2024 Demographics

Application Type Initial Application
Status Approved Name of the Applicant

First Name Middle Name Last Name
Jenny S Middle Nam Mills 9
Gender Race Ethnicity Date of Birth
Female - White @ . Other Ly 01/01/2000
Language Preference Marital Status Wilitary Service sSN
English - Single - — Select—

Physical Address

1203 Maple Street United States

Figure 57: My Case Module Landing Page

On this page, using the navigation pane on the left, users will be able to view, edit and update all
details that had been provided during the initial application stage. The process for viewing, editing
and updating is the same as described earlier.

Additionally, the navigation pane also reflects three new sections at the very end - Received
Documents, Placement, Payments.

7.1 Received Documents

The received documents section reflects all documents that have been sent to the user by the
caseworker, regarding any aspect of their application, subsidy, placement, or any other part of
their profile. These documents, received by the user, will be reflected on the received documents
grid.

Clicking on the Received Documents link leads to the received documents grid as follows:

41 ARISE CARE Home MyApplications My Case Schedules Profle Resource Contact & Mills, Jenny ~

Received Documents
Case ID CODD13
Application ID APD16

Date 912/2024 Received Documents
Application Typ Initial Appiication

St Appees) Dacument Date/Time

1 L Show All No Documents Records Found.

Placement

Payments

Figure 58: Received Documents Grid
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7.2 Placement

The Placement section reflects specific details regarding the placement of the child in a childcare
facility. This includes details such as the Facility’s name, the authorization and termination dates,
as well as the amount of copayment that has been determined during the eligibility approval and
placement processes.

Clicking on the Placement link leads to the placement grid as follows:

'{L ARISE CARE Home MyApplications MyCase Schedules Profle Resource Contact & Mills, Jenny ~

Placement
Case ID CO0013

Application ID APO15

Date 6132024 Child Name Facility Name Status Authorization Date 4 Termination Date Copayment
Application Type Initial Application Mills, Enis Greengrass Facility Authonzed 9/1/2024
Status Approved

$0.00

Figure 59: Placement Grid

7.3 Payment

The Payment section captures and records all transactions in case of any overpayments that have

been made by the state. This includes information regarding the type of payment, the amount, the
balance (if any), and more.

Clicking on the Payment link leads to the payment grid as follows:

'41 ARISE CARE Home MyApplications My Case  Schedules Profle  Resource Confact & Mills, Jenny ~

Payments
Case ID C00013

Application ID AP018
Date 5737074 Created Date + Type Facility Amount Balance Status
Application Type Initial Appiication n Show Al

No Payment Adjustiments Found
Status Approved

Figure 60: Payment Grid

8. CONCLUSION

As seen above, using the various modules and functions that are available on the Arise Family
Portal, users will be able to complete the various steps required to create and submit their subsidy

applications. Additionally, they will also be able to view and manage the status of their application,
including the placement details of their child.
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