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Invitation



Profile



Profile

Much of your 
information will be 
auto populated, 
simply fill out any 
blank fields and hit 
Save at the bottom 
of the screen.



Section 1



Section 1

Select the check 
boxes that are 
applicable to you.



Section 1

When you click the 
magnifying glass, 
this window will 
pop up with your 
associated 
Provider name.

Make sure it is 
checked and 
correct, then hit 
Select.



Section 2



Section 2

Options for “Are 
you operating 
under a different 
name?”
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Section 2

Options for “What 
category describes 
your race?”



Section 2

Options for “What 
category describes 
your ethnicity?”



Section 2

Options for “To 
which gender 
identity do you 
most identify 
with?”



Section 2

This is what your 
section 2 will look 
like completed, 
the grey filled 
boxes are auto 
populated and you 
will not be allowed 
to edit them.



Section 3



Section 3

What you see 
when section 3 tab 
first opens.



Section 3

Select the arrow 
under “List of 
Services” to edit 
and verify or opt 
out of your 
provider’s 
services. Services 
will be auto 
populated. 



Section 3

Options for 
“Director 
Verification” of 
services. All 
services must be 
verified or opted 
out to move on to 
the next section.



Section 3

If you select 
“Verified” .



Section 3

Eligibility “Yes” or 
“No” questions.



Section 3

If you select “Yes” 
for the eligibility 
questions you will 
answer these 
additional fields. 
Fill them all in and 
then select 
“Submit” at the 
bottom.
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Section 3

What you will see 
if you Opt Out of  a 
Service.



Section 3

Be sure that you 
have no 
“Unverified 
Services” left. 

A Service needs to 
be verified or 
opted out to 
proceed.



Section 3

Once all of your 
services have been 
verified or opted 
out of, click “Add 
Employees” to add 
all employees of 
the provider.



Section 3

Enter the 
employee’s name 
in the first field 
and then select 
the service they 
are employed at. 
Services will be 
auto populated.



Section 3

Next select the 
calendar icon and 
select the 
employee’s date of 
hire. Then select 
their part or full 
time status and 
their hours per 
week.



Section 3

This will be what 
your section 3 
looks like after you 
have verified all 
services and 
added all 
employees. Select 
“Save & Continue” 
to move onto 
section 4.



Section 4



Section 4

Select the check 
box here to attest 
to the statements 
and move onto 
section 5.



Section 5



Section 5

Click “Add File” and select 
the applicable file from your 
computer. The document 
will appear in the subgrid
and a green check will 
appear next to “Add File” 
when the file has 
successfully uploaded.
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Section 5

Adding your bank account 
information, options for 
“Account Type” displayed 
here.



Section 5

Check each box to agree to 
the attestations.



Section 6



Section 6

You will see this when 
section 6 expands. Check all 
attestation boxes and sign 
the signature box to submit 
your application. 



Managing Your Application



Managing Your Application

To go back and access 
your application 
select “My 
Application” and then 
you can select 
“Actions” where you 
have the following 
options. 
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