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How to Renew a License

1. Call LDE Licensing at 225.342.9905 for your Unique ID and your date of birth on record.
2. Create an account in CAFE if you do not already have an LDE Provider CAFE Account. Complete an online
renewal application.
3. Upload documentation of satisfactory Criminal Background Checks for all owners, directors, and director
designees each center via CAFE.
4. Upload documentation of State Central Registry disclosure forms (SCR-1) for all owners, directors, and director
designees each center via CAFE.
5. Pay your renewal fee via CAFE. Additional capacity fees may be charged if you have a change in capacity.
e 15 or fewer children: $25
e 16-50 children: $100
e 51-100 children: $175
e 101 or more children: $250

Below are instructions for using CAFE. If you do not have a CAFE account, begin with Step 1. If you do have a CAFE
account, navigate to CAFE, log in, and begin with Step 5.

1. Create a CAFE Account. Click the link in the red box.

—
The Provider Portal screen reader program of choice is Non VWisual Desktop

Access (NWVDA)Y. Download the free software at NWDA Download.

PLEASE MNOTE: Adobe Reader and WebTwain are needed to upload
documents and complete forms in yvyour Provider Portal account. Download the

latest versions at Adobe Download and WebTwain Download.
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Louisiana CAFE Prowvider Portal

Louisiana.gow > Department of Children and Family Services >
Louisiana.gow > Departoment of Education >

i Prowvider Sign In
Sigry in asing yoor LA CAFE account

“y Forgot Password?
D) Tracking of Time Services (TOTS) LOGIMN

Forgot User IO
TOTS for Providers is the =lectronic time and attendance process that LDE uses to

keep track of the timme children spend in care with child care providers. TOTS gives Meed help logging in?

child care providers with internet access the ability to wiew their authorizaticons
and the attendance reports for their authorized children online.

D) Important information for Providers D About LA Café Provider Portal

Child Care Get Started
The Child Care Assistance Program (CCAP)} helps low-income families to pay for

child care while werking or attending schecl or training. Parents may s=lect any | If vou don't have an account L|mady, click here to
Type= II1 sarly learning center, befors and after school child cars center, military g=t =tartedl

child care center. registered Family Child Care Provider or In-Home provider that

has been certifisd for CCAP by the Lowisiana Departmant of Education (LDE) CCaR

Provider Cartification. After signing into LA CAFE. you will be able to complete an o Internal Revenue Service

application to becorme a CCAP prowider.

Click here to go to TRS |
Foster Care
Foster care is a protective service for children and their parsnts who must live
apart because of child abuse. neglect or special family circumstancss requiring the

@ C©hild Care Provider Help Line

ne=d for cut-of-home care. Foster care is intendad to prowvide temporary/shore-

term cars for a child. The goal of the fostar cars program is to maintain the child If you need help using TOTS, please contact the |
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2. Click the Next button in the red box below.
Louisiana CAFE Provider Portal

Lovisiana.gov > Department of Children and Family Senvi

Lovisizna.gov > Department of Education >

[pﬁmiﬁ[ Hllp@ FM:II:/>

Are you in the right place?

If you already have a LA CAFE Provider online account, Click here to log into vour account

Getting Started

Before you can begin using LA CAFE , you will need to create a secure account. Once you have created a secure account, you can:

» Apply online for Licensing, CCAP Frovider Certification, or to become a Foster Care/Adoptive Parent
* Renew your CCAP Provider Certification through a renewal or midpoint.

» Renew your Licanse,

* Report changes.

+ Upload necessary documents to earn/retain your Provider Certification/License

s Check the status of an application/renewal/midpoint that vou have recently submittad

s View Payment Information

» View notifications that may remind you about important information relating to your accounts

+ Update your online account information{password, pin, security guestions, etc...)

What happens next?

After you create a secure account, you will be taken to your personal account dashboard known as "My Account.” From here you can apply for a new License.
CCAP Provider Certifcation, or to become a Foster/Adoptive Parent. You can also check tha status of an application you have recently submitted, continue
working on an application that yvou have saved, submit an application for renewals/midpoints, check your payment detzils, upload documents for review, and
update your online account information.

Click on the "Mext” button at the bottom of the screen to create an account and start using LA CAFE. If you already have a LA CAFE Provider account, click
here to log into your account

Next
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3. Complete Steps 1-4 for “Setting Up Your Account” and click “Create Account”.

DEPARTMENT OF CHILDREN AND FAMILY
DEPARTMENT OF EDUCATION

BTATE OF LOUIBIARNA

Louisiana CAFE Provider Portal

Lowisisna.gov > Department of Children and Family Services >

Louisiana.gow > Department of Education >

[Pﬁnlﬁ[ H.lp@[ FAn(:D

There are five steps to setting up a secure account. After completing the four steps on this page, you will be taken to ancther screen to setup your security

Setting Up Your Account

questions. Keep in mind that this is @ secure website run by the State of Louisiana. By law, we must keep your information private and secure,

If you already have a LA CAFE Provider online account, click here to log in. Some items hawve an asterisk (*} next to them. You must fill these items in before

wyou can create your account.

Step 1 : Your Personal Information

Please fill in your name and email address below.

We strongly suggest you provide an e-mail address so you will be able to recover your User ID if it is ever forgotten.

* First Name: Middle Mams: = Last Name: Email address:
* Are you currently a Child Care Provider or do you intend to become a Child Care o % o i
as o
Provider?

Email notifications are mandatery for all child care providers.

* Would you like to receive reminders by email when you have unread items in your

CAFE Motifications folder?

Step 2: User ID, Password, and PIN

To log in to your account, you will need to create a user ID and password. For both of these, you should choose something that's easy for you to remember but
hard for other people to guess.
Keep in mind that you will need your PIN when electronically signing anything you submit. So it's a good idea to write this down and keep it in
a safe place.
Your User ID must be between 8 and 64 characters long. include st least 1 letter, and
cannot contain two consecutive special characters. You can include letters, numbers, and

the following special charactars ™_"."@ undarscors, at symbel, hyphen,and * User ID:
period} when creating your User ID. We suggest using your email address so it will be sasy

. and '

to remamber.

Password must be between 8 and 64 characters long and must contain at least one English

upper case character (A-Z).at least one English lower case character (a-z}. and at least 1  * Password: [ |

digit{0-3}.

[ Retvee [ |
passwaord:

PIN must be & numbers. * PIM: [

Enter your password =xactly as you enteraed it befors.

Step 3 : Security Check

Please enter the letters andfor numbers you se= below. If you cannot tell what letters or numbers are being displayed, click on the "Try Another” buttocn and the
system will display new letters and/or numbears. If you are using screen reader software or cannot tell what the letters andfor numbers are, you can click on the

“wision Impaired” button snd the system will read them o you (plesss nots: your computsr must be abls to play sound and your velums must b= on for this to

weark).

.L 5 (=) Try Another
gNE

Y| € Vision Impaired / Audio

* Entar the latter and/or numbers you see sbove: | ]

Step 4: User Accepltance Agreement
CAFE Provider Portal Account User Agreement
-~

Genaral
The CAFE Provider Portal is offered to you, the user ("User”}). conditionally upon acceptance of the tarms and conditions herein, without modification. User

access and use of this site constitutes acceptance of these terms and conditions.

The Provider Portal is a State of Louisiana computer system, provided as a public service. The genaral public may use this system to conduct businass with
the State. User agraes to use this web site and Provider Portal as permitted by applicable local, state, and federal laws. User agrees, therefors, not to: 1)
knowingly and without authorization, alter, damage, or destroy the State’s or another usar’s computer system, network, software, program, documentation
or data contained therein; 2) use this service to conduct or attempt to conduct business or solicit the performance of any activity that is prohibited by law.
In addition, taking any action which results in blocking access to this website by other users will be deamed an unauthorized uss, -

# [] please check the box to let us know that you have read and agreed to Louisiana's User Acceptance Agreement abowe.

Previous ] [CreateAcoount]
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4. Answer all seven security questions with different answers and click “Submit”.
I

DEPARTMENT CHILDREN ILY SERVICES

DEPARTMENT OF EDUCATION

BTATE OF LOUISIAMNA

Louisiana CAFE Provider Portal Logged in as Prod | Logout

[Pﬁm‘%[ H.Ip@[ Fm(@

In the event that you forget your password, you can recover your password by answering guestions known only to you.

Setup Your Security Questions and Answers

Please provide answers to the guestions below. Because the answers to these gquestions can be used to access your account, be sure to supply answers that are

not sasy for others to guess or discover.

You must p an for evary ion. Pl keep in mind that you must ide a di for each guestion. If you forgst your

password, you will need to supply answers to at least 2 of these guestions to reset your password.

Once you have answarad sach question, click on the "Submit” button st the bottom of the page. Plaase note that you will need to provide answars to ALL

guestions before you can continue.
If you click on the "Exit” button. you will be logged cut and will nesd to answer the guestions when you log back in before continuing.
* what is your mothers birth date? (ex. 07/ 26/1954)

* What are the last four numbers of your drivers license/ID card number?

* What is the name of your ite childhood fri &

* What is the first name of your maternal grandmother?

“ wWhat city were you born in?

“* what is your natural hair color?

* What are the last four digits of your phone number?

Submit ]
5. Click “Provider Profile” in the red box below.
Louisiana CAFE Provider Portal Logged anmggu(

Deparrment of Bducas

@E)MyAccount

My Account

.1" My Account Home MyAccount can help you manage your applications, Provider Profile information, and
| wiew payments with just the click of a button. To start using MyAccount, select one
of the options listed below. Please note that if wvou hit the back button or refresh

Dy Applications

% _—— button in your browser from this page, you may be logged out.

..
_SOprovider erotie © My Applications @ My Renewals and Midpoints
- Submit an a lication to become a CCAP
M) siictifications i o Q Submit an application for a Renewal or
= e Midpoint for an existing Provider account.
D Report Changes = become a Foster/Adoptive Parent.

zDCFS Placement

Providers |

a-]vendors

Provider Profile D MNotifications

(2} Manage my Account Wisws yeur payments or submit an Emergency Cheack your notifications to view impertant
Preparedness Plan. reminders related to vour Provider account.
B Logout
D Report Changes > DCFS Placement Providers
Report Changes to your Drovider account, I‘
such as Direct Deposit information. a change Submit an expenss reimbursement form or
of Location notice. or an additional w downlead a hems svaluaticn form.

Background Check.

D Vendors O Manage My Account

Wiew or Update Referrals. or Submit an
inwvoice form

Change your password, PIN . security
quastions, and other account information.
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6. Under “LDE Account Type:”, select “LDE Licensing (Child Day Care)” and click “+Add Account”.
k4
Louisiana CAFE Provider Portal

Logged in as Prod | Logout

Louisiana.gow > Department of Children and Famil
Department of Educa

MyAccount

) select Profile

11 T Balow are all of the accounts to which you are currently linked. To view specific information regarding one of your
L accounts, select the "View Details” link next to the account that you wish to view. You can zalso unlink yourself
| . _ from an account by selecting the "Remowve” button next to the account that yeou would like to unlink frem your
54| My Applications
accounts.

- % My Renewals and
Mid-Point

| You have not linked to any accounts yet. To link to an account select the account type you wish to link to below
.pProuider Profile

and click "Add Account”
vl\lmiﬂcations

D Report Changes

3DCFS Flacement

Provider TIP SiLicense #

If you would like to add an account, select the account type below and dick the add button.

DCFS Account Type:

() Fostar/Adoptive Parent

Providers | () Residential Provider
mv’endorﬁ () TFC/Private Foster Care Agency
- () Mon-Certified Relative Caregiver
() Manage My Account O vendor

u Logout () DCFS Licensing (Child Residential Facility, Maternity Home, Juvenile Detention Centar)

LDE Account Type:

O CCAP - T provide care as a Family Child Care provider (six er fewer children} or I provide care in a child's
home

() CCAP - 1 provide care as part of a school, on & military base, or in an early learning center

E LDE Licensing (Child Day Care)} I

4= Add Account

@ Back to MyAwnuntJ

7. Call LDE Licensing at 225.342.9905 to receive your Unique ID and the Date of Birth on record for your license.
Complete the three mandatory fields and click “Next”.

Louisiana CAFE Provider Portal

Logged in as Prod | Logout
Louisiana.gow > Department of Children and Family Services >
Louisiana.gov > Department of Education >

MyAccount

o Add Provider ID

In order to wiew your existing Provider account information, you need to provide some information to identify yourself with your existing accounts.

Please enter your License Number along with your Sccial Security Mumber and Date of Birth to help retrieve your Provider account information.

* Enter your License Nurnber:  —
* Unigue ID {Please make note of

this Unique ID.): L J-L_1-L ]
* Dats of Birth: [ ] e emevddryyy

W][ Next @
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8. You have successfully linked your LDE Licensing Profile. Click “Next”.

Louisiana CAFE Provider Portal

Louisiana.gowv > Department of Children and Family Services >
Lovisiana.gov > Department of Education >

h BB

Logged in 2= Rose | Logout

MyAccount

(o Add Provider ID T

You have successfully linked your CAFE account to your Provider account.

You may click the "Mext™ button to view your Provider account information.

Next

9. The Provider Profile page displays. Now you will see your License linked on this page. Click “My Renewals and
Mid-Points” on the left-hand navigation.

Logged in 2= Rose | Logout

Louisiana CAFE Provider Portal

Louisiana.gow > Department of Children and Family Services =
Louisiana.gov = Department of Education =

MyAccount
w © select Profile

1” D RIS I Below are all of the accounts to which you are currently linked. To view specific information regarding one of your

L accounts, select the "View Details” link next to the account that you wish to view. You can also unlink yourself

My Applications from ar‘;account by selecting the "Remowe" button next to the account that you would like to unlink from your
accounts,

% My Renewals and Provider TIP S/License #

MRt 000070555 Licensing View Details Remove
» pﬁrowaer pl’O [|[=
| . X If you would like to add an account, select the account type below and dlick the add button.
vr\lotmcanons
| D Report Changes DCFS Account Type:
" DCES Placement () Foster/Adoptive Parent
. () Residential Provider
Providers
() TFC/Private Foster Care Agency
mm () Non-Certified Relative Caregivar

| fg Manage My Account )

() DCFS Licensing (Child Residential Facility, Maternity Home, Juvenile Detention Center)

u Logout LDE Account Type:

o CCAP - I provide care as a Family Child Care provider (six or fewer children} or I provide care in a child's
home

) ©CAP - 1 provide care as part of a school, on a military base, or in an early learning center

() LDE Licensing {Child Day Care)

- Add Account

@Back to MyAmunt]

October 12, 2016 6




DEPARTMENT of

EDUGATION

Llouisiana Believes

®a
Enty Chlhed.

10. Click the “Submit Renewal/Midpoint” button next to the License number you are trying to renew.

Louisiana CAFE Provider Portal

Logged in == Rese | Logout

MyAccount

ﬁ’ MyAccount Home

My Applications

.g My Renewals and
Mid-Points

[ pF’rovider Profile

vr\lmiﬂcations

DRB ort Changes

3DCFS Placement

Providers

mvendom

tg Manage My Account

u Logout

{0 sSubmit a Renewal or Mid-Point for Provider Services

Select the account for which you would like to submit a renewal or midpoint from the table below. Please note that
only CCAP and Licensing Providers are able to submit a renewal/midpoint.

To submit a renewal or midpoint for a different account, click here to link the profile to wour account.

TIPS Provider/Licensing #

Submit RenewalMidpoint
Q00070555 Licensing

Submit Renewal/Midpoint

o Incomplete Renewals or MidPeoints(Online forms you have started but not yet submitted)

If you have started a renewal or midpoint but have yet not submitted it, a "continue” link will be displayed belowr.
You can click on that link to return to your online form.

() Please keep in mind that you must submit the enline form within 20 days or by your License Expiration Date,

¥ whichaever comes first. After 20 days or your License Expiration date, incompleta renewals or midpoints are
deleted and you will need to start a new online form.

Start Date

Submit By Date
¥You do not have any incemplete Renawals or midpaints.

{0 submitted Renewals and Mid-Points

The table balow displays renewals and midpoints that you have submitted. You can check the status of a reneval
or application submitted for a short time by clicking on the "View Status” link. You can also view uploaded

documents for any renewal or midpoint shown below To upload additional documents for a submitted renewal.
first click the "View Status" link in the table below for the application you wish te upload a document to.

Application #

Application

Application Status
Summary

You do not have any renswals or midpoints submitted in the past 3 years.

Keap in mind that you'll need to have a program called Adcbe Acrobat Readar to see and print the summarias, If

you don't have this program on your computer, you may install it for free by clicking on the button below:

Back to MyAccoun

11. Select “New Application”.

Application Start

| MNawvigation -

Il

=1s this a new application or a change of ownership?

" Mewe Application

T Change of Ownership
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12. Complete all mandatory fields. After choosing your Organizational Structure, you must click the “Confirm
Selections” button in the red box below. The rest of the application will populate.

[ Mavigation

| Organizational Structurae |

“Pleasa salect your organizational Structure

Sole proprietor or sole owner is the individual who directly owns a facility without setting up or

O individual registering a corporation/LLC, Parinership, efc.
Any gensral or limited partnership icenssd or authorized fo do business m this state. Owners
" Partnership of a partmership are ite limited or general parinere and any managers thereof.

Any clergy member that is present n the early leaming center during howrs of operation. If
O Thurch clergy is not on the premises a letter is needed stating thereof.

Any board membser that ie in the early leaming center durmng the hours of operation. If a board
T University member is not on the premises a letter is needed siating thereof.

Any enfity incorporated in Loussiana or incorporated im ancther state, registersd with the
O Corporation/LLC Secretary of State in Louisiana, and legally authorized to do business in Louisiana

Any entity incorporated in Loussiana or incorporated im anocther state, regestersd with the

 Governmental Secretary of State in Louiciana, and legally authorized to do bucimecs in Louiciana

=2=hlote: By clicking the Confirm Selections Butbon, you will confirm youwr Facility's License Type, and
Confinn Selections Organizational Structure. After confirming your selections, you will only be able to change the
confirmed information by starting a mew formm.

13. Once finished, click “Submit”. There is a “Submit” button at the bottom of each page.

Other Phon= | |

(Email Address should be accessible during an evacuation)

=Primary Ernail [ |
[ subme ||

14. Upload your documents.
15. Pay your fee.
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