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Below is an alphabetical list of acronyms, initialisms, and terms that are frequently referenced to throughout this document. 

· Agency: The early learning and care agency that maintains a child care and development contract with the California Department of Education.

· Analyst: Child Development and Nutrition Fiscal Services Office, Fiscal Apportionment Analyst

· CalWORKs: California Work Opportunity and Responsibility to Kids

· CDE: California Department of Education

· CDNFS: Child Development and Nutrition Fiscal Services

· Certified child: Eligible to be subsidized by CDE

· Contract: California Department of Education child care and development contract

· ELCD: Early Learning and Care Division

· FASD: Fiscal and Administrative Services Division

· FAQ: Frequently Asked Questions

· FI$Cal: Financial Information System of California

· FT&C: Funding Terms and Conditions

· FY: Fiscal Year

· MDO: Minimum Days of Operation 

· MHCS: Mental Health Consultation Services

· Non-certified child: Not subsidized by the contractor’s CDE contract

· PCA: Project Cost Account

· Report Period: Month and Year of the CDNFS Fiscal and Attendance Report 

Below is a list of the current California Department of Education (CDE) child development programs contract designations for service contracts by program type:

Alternative Payment Contracts
· C2AP: CalWORKS Stage 2
· C3AP: CalWORKS Stage 3
· CAPP: Alternative Payment Program
· CFCC: Family Childcare Home Education Networks
· CMAP: Migrant Alternative Payment Program 

Center-Based Contracts 
· CCTR: General Childcare and Development Program
· CHAN: Severely Disabled Program
· CMIG:  Migrant Child Care and Development Programs
· CMSS: Migrant Special Services 
· CRRP: Resource and Referral Program
· CSPP: California State Preschool Program

Support Contracts
· CCIP: Child Care Initiative 
· CHST: Health and Safety
· CLPC: Local Planning Council
· CPKS: Pre-Kindergarten & Family Literacy Support
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The purpose of the Child Development Provider Accounting Reporting Information System (CPARIS) User Manual is to provide early learning and care contractors with instructions on how to navigate the web-based application. 

CPARIS was originally released to early learning and care contractors in January 2019, after the State of California implemented a new automated accounting system, known as the Financial Information System of California (FI$Cal), which impacted state functions related to budgeting, accounting, and cash management. CDNFS established CPARIS allowing contractors to view the payment detail of the child development apportionments that was no longer printed on remittance advices processed through FI$Cal. Specifically, CPARIS allowed contractors to continue to associate payments received to a specific contract or fund source. 

As of August 2020, CPARIS has been expanded to collect fiscal and attendance information for center-based contractors. 

This user manual will be updated as more aspects of the CPARIS system are developed.
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Contractors can log on to the CPARIS system to view payment information and submit fiscal and attendance reports on a monthly or quarterly basis. 

The log on screen for the CPARIS website is located at https://www2.cde.ca.gov/cparis/logon.aspx. Users must enter their user name and password, and select the “Submit” button to access CPARIS.

User names and passwords are case sensitive. Any capital letters must be entered as capital letters; lower case letters must be entered as lower case.

For assistance with logging on to CPARIS it is recommended that the Frequently Asked Questions are reviewed prior to contacting CPARIS Support. If there are additional questions, please contact the assigned agency fiscal analyst or CPARIS Support at cparissupport@cde.ca.gov.
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[bookmark: _GoBack]All users must register and establish a username and password through the Centralized Authentication System (CAS), at https://www3.cde.ca.gov/cdeauthentication/registration.aspx?programabbr=CPF, prior to accessing any information through CPARIS. Once registered and added as a user of CPARIS, users can view payment information and submit fiscal and attendance data to the California Department of Education (CDE), depending on their user role. 

Each agency must identify at least one administrative user, indicated as the Agency Admin role. If an agency has not yet established an Agency Admin user or the existing Agency Admin user is no longer employed by the agency, a new Agency Admin user can be added by contacting their fiscal analyst after registering through CAS. Agency Admin users have the primary responsibility of adding additional users at their agency.
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This section of CPARIS is solely for the management of users within the agency’s portal under the User Management Tab. 

[bookmark: _Toc48129078]User Management Roles

Multiple users can be assigned to each user role and individual users can occupy one or more of the following roles:
 
· Agency Admin: Primary administrator for the agency. User has ability to view payment information, view report data, and manage users. 
· Agency Staff: User has view-only rights to access payment information and report data. A user with this role cannot enter any report data on behalf of the agency. This is the default user role assigned when a new user is added.
· Data Entry Representative: User has ability to view payment information, view report data, and enter report data.
· Authorized Representative: User has ability to view payment information, enter report data, certify the Certification of Assurances, and certify report data. 
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To add a user, the Agency Admin must:
1. Click on the User Management tab.
2. In the Add a User box labeled Username, type in the CAS username of the user they wish to add.
3. Click Search.
4. Verify the User Information is correct.
5. Click Save.
6. Assign a user role. Note that Agency Staff is the default role and is automatically selected.

Upon returning to the User Management Tab, the user will now appear in the user list for the agency. 
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To assign a user role, the Agency Admin must: 
1. Click on the User Management tab. 
2. Click on the username of the user they wish to edit roles for. 
3. Select the appropriate user roles for the user using the check boxes. 
4. Save the information and return to the User Management Tab to ensure the roles have been updated.

[bookmark: _Toc48129081]Activating/Inactivating Users

The User Management list displays all active and inactive users at an agency; user status is indicated in the Status column. An active user can access agency information through CPARIS as specified by the user role. An inactive user can no longer access agency information through CPARIS. 

Agency Admin users can activate or inactivate users by clicking on the inactive or active link in the Update Status column. Please note that clicking on the inactive link will inactive users immediately, users that are inactivated can be reactivated by clicking on the active link.

Agency Admin users may update their own status but should be aware inactivating their username will prevent further access to CPARIS. If an Agency Admin user has inactivated their username in error, they should contact another Agency Admin user at their agency, if available, or their fiscal analyst to reactivate their username.
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There are multiple ways to view payment information in CPARIS. Contractors can view the most recent payment information displayed on the home screen of the agency’s portal. Details for all other payment information may be found under the tabs labeled Payments and Payments by Agreement. 

For assistance or questions regarding payment information, please contact your fiscal analyst. The assigned analyst information may be found at the bottom of each page in CPARIS. 
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When selecting the Payments Tab, payments issued by warrant are displayed. Payments can be sorted by Invoice ID, Amount, Payment Date, or Status by selecting the white, underlined category titles. Payment information is available going back to FY 2016-2017.

Payments issued prior to the CDE transacting through FI$Cal will have a seven-digit invoice ID. Payments issued in FI$Cal will have an invoice ID beginning with CD (which stands for Child Development funds), followed by 8 digits that specify the payment schedule number, and 5 digits that indicate agency-specific information. This invoice ID will correspond to the remittance advice that accompanies the warrant.
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The Payments by Agreement Tab displays the total paid-year-to-date for each agreement, also known as a contract number. This page can be filtered by the agreement start year. For example, to view a list of FY 2020-2021 contracts only, select “2020” in the Filter by Agreement Start Year dropdown.

To view a breakdown of contract-specific payment information, click on the agreement number. A page will be displayed that will include the project cost accounts (PCAs), payments to date per PCA, and invoice IDs associated with each payment. 
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As of August 2020, agencies will submit fiscal and attendance reports for CCTR, CSPP, and CMIG contracts through the Reporting portal of CPARIS on a monthly or quarterly basis. The Reporting Tab of CPARIS contains agency-specific report forms and certification requirements. 

Prior to submitting the first fiscal and attendance report of the fiscal year, the agency must submit the certification of assurances. 
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The Certification of Assurances is a statement acknowledging that the electronic certification of reports by Authorized Representatives replaces official signatures on paper submissions. The Certification of Assurances serves as our method of ensuring that any report data we receive has been approved by an authorized individual at the agency. This certification must be done annually and is required prior to being able to submit any Fiscal and Attendance reports electronically.

The text of the Certification of Assurances is as follows:

“I hereby acknowledge electronic certification of reports replaces original signatures. I hereby certify that I have provided this information to all Authorized Representatives at my agency. I hereby certify that all Authorized Representatives have sufficient knowledge of the matters contained herein such that their certification is based on personal knowledge and a good faith belief in its accuracy. I certify that to the best of my knowledge the information contained in this Certification of Assurances is correct and complete. I acknowledge that my Certification of Assurances indicates my approval of the contents herein. I certify that actual ink signatures for this form are on file.”

To access the Certification of Assurances, navigate to the Reporting Tab and select the subcategory Certify Data. Enter the indicated information and save the data. Please note that only a user with the role of Authorized Representative can certify the Certification of Assurances. 
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Within the Reporting Tab are two subcategories labeled Current Forms and All Report Forms. The Current Forms section contains the reports that are currently due. The All Report Forms section contains all report forms that are open, available for editing, have upcoming deadlines, are certified, and/or are overdue for being certified. 

Contracts with a Clear status are required to report on a quarterly basis. Quarterly report forms – September, December, March, and June – will be displayed in the Current Report Forms section as they become due. Monthly report forms would be optional for that contract, and therefore will not be viewable from the Current Report Forms but will be available in the All Report Forms section in the event an agency wishes to submit a monthly report for that contract.

Contracts with a Conditional or Provisional status are required to report monthly. Monthly report forms will be displayed in the Current Report Forms section as they become due, as well as in the All Report Forms section. 

For reporting requirements and deadlines, please see the Child Development Attendance and Fiscal Reporting and Reimbursement Procedures (CDNFS Fiscal Handbook) located at https://www.cde.ca.gov/fg/aa/cd/.
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After completing the Certification of Assurances, report data can be entered. Please note that only users with the role of Data Entry Representative and/or Authorized Representative can enter report data. 

Users can filter reports by year, agreement type, and status. To enter report data, the user will click on the specific contract number which is followed by the report month (i.e. CSPPXXXX: July Attendance and Fiscal Report). If the contractor is entering in the first report for the report period, the status of None will be displayed. 
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The overall structure of the Fiscal and Attendance Reports in CPARIS have been designed to mirror the original report forms that contractors would submit through hard copy format. Specifically, contractors will find the description of each reporting category, columns representing cumulative prior period data, current period, and cumulative fiscal year totals. Cumulative prior period data will auto-populate based on the most recently saved prior period report data captured in CPARIS. 

Please note that because prior period data is populated from the most recently saved report, if a contractor saved a report but the report was never certified, CPARIS will require the user to certify the previous uncertified report prior to certifying any subsequent reports. 
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Contractors will submit their fiscal and attendance reports by having the user with the role of Data Entry Representative enter in data into the following sections: 

· Certified Children Receiving MHCS: The user must select No or Yes, indicating whether Certified Children benefiting from Mental Health Consultation Services (MHCS) were served. If the user has marked yes, the user must enter enrollment and attendance data related to those that benefited from MHCS in the current period of the section. 
· Non-Certified Children Receiving MHCS: The user must select No or Yes, indicating whether Non-Certified Children benefiting from MHCS were served. If the user has marked yes, the user must enter enrollment data related to those non-certified children who benefited from MHCS in the current period of the section. 
· Days of Enrollment for Certified Children: The user must enter enrollment and attendance data for certified children in the current period of the section. 
· Non-Certified Children Enrollment: The user must select No or Yes, indicating whether Non-Certified Children were served in the same classroom as certified children. If the user marked yes, the user must enter data in the current period of the section. 
· Revenue: The user will enter revenue information in the current period of the section. If the user reports revenue on the Other Unrestricted Income/Revenue line, they must enter the source in the text box labeled Other Unrestricted Income/Revenue Source(s), found underneath the Revenue section. 
· Reimbursable Expenses: The user will enter current period expenses by category in the current period of the section. Please note the Maximum Indirect Cost Rate will be prepopulated based upon each agency’s approved indirect cost rate, if applicable, or the maximum indirect cost rate. Approved indirect cost rates are located at https://www.cde.ca.gov/fg/ac/ic/index.asp.
· Supplemental Revenue: The user will enter data in the current period. If the user reports supplemental revenue on the Supplemental Revenue Other line, they will enter the source in the text box labeled Supplemental Revenue Other: Source(s) underneath the Supplemental Revenue section. 

Please note, CPARIS does not have the capacity to calculate fields automatically after every entry. Therefore, users must select the Recalculate button after entering data in each reporting section, if they wish to view the results prior to saving the report. 

Prior to saving the report, the Data Entry Representative should review all entries to ensure accuracy. Once the report has been reviewed, the Data Entry Representative must save the report. 
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After entering and reviewing the data, the user will select the Save button at the bottom of the page. Data will not save if one or more error messages populates. Review the error message(s) at the top of the page and make the indicated changes.  Warning messages may populate in addition to error messages, but warning messages will not prevent data from being saved. 

If no error messages populate, the verification message will appear that states “Data saved successfully as a draft.” Once the data has been saved as a Draft, return the All Report Forms subcategory and the status of the report will be updated to Draft and will indicate the user, date, and time of the most recently updated draft in the Last Updated box. Reports in Draft status can continue to be revised as long as the report deadline has not passed. 
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The Certification Preview subcategory is under development at this time. Please be sure to read the Announcements section on the agency’s CPARIS home page when more information will be available. 



[bookmark: _Toc48129093]Certifying Fiscal and Attendance Report Data

When the report form is ready to be certified, the Authorized Representative will click on the subcategory Certify Data under the Reporting Tab. If there are multiple forms to certify, the Authorized Representative can mark the Select All option. Once the box(es) have been selected, the Authorized Representative will select certify. The Status box will reflect the user, date, and time the data was certified. The Certify box will state “Success.”

When a user returns to the All Report Forms subcategory, the Status box will be updated to Certified and the Last Updated box will show the user, date, and time of the certification. 
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Reports that have been certified can be revised as long as the report deadline has not passed. The Data Entry Representative or Authorized Representative can return to a certified report form and edit the data. 

Previously, when agencies submitted hard copy reports, a revision to prior period data was done in the Cumulative Prior Period column of a current report. CPARIS allows agencies to correct data in the period in which the change occurred. In other words, if an agency has a revision to a September report, they will reopen the previously certified September report to make the changes.

When reopening a previously certified report, a warning message will populate to remind the user that the report form has been previously certified and any saved changes will be in draft status. The draft data will not be used for CDNFS calculations until the revised report form has been certified by the Authorized Representative. Upon certification, the originally certified form will be obsolete and the data from that report form will no longer be relevant. 

Please note that a revision to a report form can initiate required recertification of subsequent report forms. For example, an agency on Clear status has certified reports for the periods of September and December. After certifying the December report, the agency needs to revise the prior period. The agency must edit and recertify the September report and then recertify the December report to reflect the changes made to the prior period. 
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