PROVIDER PORTAL — LOGGING INTO THE WA COMPASS PROVIDER PORTAL TIP SHEET

Logging into the WA Compass Provider Portal

The WA Compass Provider Portal is an online, cloud-based tool that was launched in 2019 and is used by the Licensing
Division to manage and provide information for child care and early learning providers, as well as Family, Friends, and
Neighbor (FFN) providers. Early learning and FFN providers can provide updates to DCYF staff regarding their facility and
care situations (for FFN providers), as well as submit various applications for review and determination by the agency.

Access to the WA Compass Provider Portal is based on individual access, with each individual having a unique username
and password, and allows providers to use their specific login credentials to access the Provider Portal for each facility or
account that they have been granted access to by child care licensing and license-exempt staff (users will need a STARS
ID# from MERIT before being granted access to the system).

Access to WA Compass Provider Portal allows:

e Prospective providers to submit an online child care licensing application

e Licensed and certified child care providers to review and complete recent Inspection Reports

e Licensed and certified child care providers to view previous licensing history and inspection information

e Family, Friends, and Neighbor (FFN) providers to update care situations and household members

e Providers to apply for eligible grants

e Providers to submit applications for review and determination by the agency that previously were completed via

paper

Note: If you have never logged into the WA Compass Provider Portal before, or are looking to become licensed for child
care, please contact WA Compass Provider Portal Support for assistance. The “Forgot Your Password” link will only work
for individuals that have previously logged into the system.

For Provider Portal support, email dcyf.providerportal@dcyf.wa.gov or call 1-866-627-8929.

To Log into the WA Compass Provider Portal, Follow the Steps Below

1. Click on the WA Compass Provider Portal link to access the online login page.

@ Washington State Department of
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WA Compass Provider Portal

Username
\ |
Password

Forgot Your Password?

If you need help logging into your account, please contact

deyf.providerportal@dcyf.wa.gov or call 866-627-8929.
DCYF Security & Privacy Policy
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2. Enter the Username in the Username field.
Note: The Username is an email address and was provided in the original email link when access was set up by the
agency.

Washington State Department of

Q
@ CHILDREN, YOUTH & FAMILIES

WA Compass Provider Portal

Username
[mwashington@testemail.com| |

Password

Forgot Your Password?

If you need help logging into your account, please contact

deyf providerportal@dcyf. wa.gov or call 866-627-8929.
DCYF Security & Privacy Policy

3. Enterin your Password in the Password field.
Note: If you do not remember your password, of have never logged into the WA Compass Provider Portal, please
reach out to the Provider Portal Support team at dcyf.providerportal@dcyf.wa.gov for assistance.

Washington State Department of

Q
@ CHILDREN, YOUTH & FAMILIES

WA Compass Provider Portal

Username
[mwashington@testemail.com |

Password

Forgot Your Password?

Login

If you need help logging into your account, please contact
deyf providerportal@dcyf wa.gov or call 866-627-8929.
DCYF Security & Privacy Policy
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4. Click the “Login” button to continue.

6‘1 Washington State Department of
@ CHILDREN, YOUTH & FAMILIES

WA Compass Provider Portal

Username
|mwashington@testemail.com |

Password

Forgot Your Password?

If you need help logging into your account, please contact

deyf.providerportal@dcyf.wa.gov or call 866-627-8929.
DCYF Security & Privacy Policy

5. Once logged into the WA Compass Provider Portal, the Home Page will be displayed:

(G2 emingeon sae peparmen of 'G Select Language | ¥
N’/ CHILDREN, YOUTH & FAMILIES Translation Disclaimer

Logout
DCYF Security & Privacy Policy

hd Licensing Grant Information Help ~ & logins ~

Available Actions :
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6. The Home Page is the gateway for providers to review Inspection Reports, license certificates, as well as submit
requests to the department.
Note: Tip sheets are available under the Help/Tip Sheets tab in the upper right corner of the Home Page and offers
instructions to complete various tasks and requests within the system (such as entering correction dates on an
Inspection Report, printing a license certificate, or requesting a waiver or variance).

(5 Select Language | ¥
Translation Disclaimer

Logout
DCYF Security & Privacy Policy

& Logins ~

Available £  Useful Links

- >

7. Toview the tip sheets, click on the Tip Sheets option. The full list of available tip sheets will display (tip sheets are
available in English, Spanish, and Somali):

Tip Sheets

Licensing Tip Sheets

o Requesting a Variance
= English
= Espafiol
= Soomaali
o Requesting a Waiver
= English
= Espariol
= Soomaali
o Adding a Program Description
= English
= Espafiol
= Soomaali
o Changing your Doing Business As Name
= English
= Espafiol
= Soomaali
o Changing your Schedule
= English
= Espafiol
= Soomaali
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8. Click on the blue hyperlink for the tip sheet version that you wish to view:

Licensing Tip Sheets

o Requesting a Variance
English
Espafiol
Soomaali
Requesting a Waiver

= English

= Espafiol

= Spomaali
Adding a Program Description

= English

= Espafiol

= Spomaali
Changing your Doing Business As Name

= English

= Espafiol

= Soomaali
Changing your Schedule

= English

= Espafiol

= Spomaali

[=]

[=]

[=]

=]

9. The selected tip sheet will open as a PDF.

PROVIDER PORTAL — REQUESTING A VARIANCE TIP SHEET

Requesting a Variance

Definition of Variance: Official approval from the department allowing an early learning program to achieve the
outcome of a rule or rules in WAC in an alternative way than described due to the needs of a unique or specific
program approach or methodology.

For Provider Portal support, Contact: decyf.providerportal@dcyf.wa.gov or 1-866-627-8929.

To Request a Variance in the Provider Portal, Follow the Steps Below

1. From the homepage of the Provider Portal, click on the “Request Changes” button.

Child Care Center Jen = Grant Information

10. If individuals wish to see the WA Compass Provider Portal in a different language, click on the Select Language drop-
down in the upper right corner and select the desired language:

gbo? Washington State Department of
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(43 Washington State Department of G select Languagel\ |
»Select Language Belarusian ;Croatian  :French sHebraw »Javanese sLao :Malayalam >Orome »Scots Gaelic »Sundanese Turkmen 2Zulu
»Afrikaans >Bengali »Czech »Frisian >Hindi »Kannada >Latin »Maltese >Pashto »Sepedi »Swahili >Twi
»Albanian sBhojpuri :Danish »Galician >Hmeng »Kazakh sLatvian :Maori sPersian »Serbian »Swedish sUkrainian Policy
»Amharic >Bosnian sDhivehi »Georgian >Hungarian  sKhmer »Lingala sMarathi »Paolish »Sesotho »Tajik >Urdu
»Arabic >Bulgarian »Dogri »German slcelandic  :Kinyarwanda sLithuanian »Meiteilon {Manipuri) >Portuguese :Shona »Tamil sUyghur
sArmenian »Catalan ;Dutch »Graek 2lgbe sKonkani sLuganda sMizo »Punjabi »Sindhi sTatar sUzbek "~
»Assamese >Cebuano »Esperante :Guarani sllocano »Korean sLuxembourgish sMongolian »Quechua »Sinhala »Telugu >Vietnamese
»Aymara >Chichewa ;Estonian  :Gujarati sIndonesian :Krio sMacedonian :Myanmar (Burmese) >Romanian  :Slovak »Thai sWelsh
»Azerbaijani >Chinese (Simplified) :Ewe »Haitian Creole lrish »Kurdish (Kurmanji) sMaithili sNepali >Russian »Slovenian »>Tigrinya >Xhosa
»Bambara >Chinese (Traditional) :Filipino »Hausa sltalian »Kurdish (Sorani) sMalagasy »Norwegian >Samoan »Somali »Tsonga >Yiddish
:Basqgue sCorsican sFinnish sHawaiian vJapanese  Kyrgyz sMalay ;Odia (Oriya) »Sanskrit »Spanish >Turkish sYoruba

= Enslish

11. To log out of the WA Compass Provider Portal, click on the Logout link in the upper right corner of the page:

G Select Language | ¥

Translation Disclaimer

E—

DCYF Security & Privacy Policy

Help ~

& Logins ~
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