
IPKIS Provider Portal 
Attendance Tracking Demo 

 

10/7/15 



**Please contact TCCSupport@e-tcc.com for account and password requests**  

1.  Log in using your IPKIS Provider Portal username and password 

IPKIS Provider Portal Log In 

mailto:TCCSupport@e-tcc.com


Select Facility Set-Up from the Attendance dropdown to begin 

IPKIS Provider Portal System Dashboard 



Landing page will be displayed with system instructions.  You may access these 
instructions at any time via the information icon, located beneath the status bar.   

Provider Portal Attendance:  Begin 



Click Next to continue 

Provider Portal Attendance:  Begin 



Select Facility School Year 2015-2016 from dropdown 

Facility Set-Up:  Step 1 – Facility Dates 



Enter Facility Begin and End Dates 

Facility Set-Up:  Step 1 – Facility Dates 

**These are the first and last day that you are open for the current school year** 



Indicate whether or not before or after care are offered at your facility 

Facility Set-Up:  Step 1 – Facility Dates 



Click Save/Next 



• ALL days/times during which your facility is closed must be entered for attendance to be accurate 
**Please only included days/times during which facility is completely closed with no children attending  

• Unexpected closures, such as snow days and delays, may be entered as they occur 
• You may enter One Day, Partial, or Extended Closures 

Facility Set-Up:  Step 2 – Closures 



• Enter Closure Date 
• Enter Closure Name 
• Click Save 

Facility Set-Up:  Step 2 – Closures (One Day Closure) 



Facility Set-Up:  Step 2 – Closures 

Continue entering closures until all facility closures for the year have been completed 



Facility Set-Up:  Step 2 – Closures (Partial Closure) 

• Enter Closure Date 
• Enter Closure Begin Time **if morning closure, select time facility would normally open 
• Enter Closure End Time **if afternoon closure, select time facility would normally close 
• Enter Closure Name 
• Click Save 



Facility Set-Up:  Step 2 – Closures (Extended Closure) 

• Enter Closure Begin Date 
• Enter Closure End Date  **Last day facility is closed, NOT the day you reopen 
• Enter Closure Name 
• Click Save 



Click Next to continue 

Facility Set-Up:  Step 2 – Closures 



Facility Set-Up:  Step 3 - Classrooms 

Enter the names of classrooms at your facility which will contain OMW Pre-K or Indy PSP grant-receiving 
children.  You will assign each child to a classroom later.  Classrooms may only be added and edited, not 
deleted.  If you have entered a classroom in error, simply do not assign children to that classroom. 



Facility Set-Up:  Step 3 - Classrooms 

• Enter classroom name 
• Click save 



Facility Set-Up:  Step 3 - Classrooms 

Continue entering classrooms until all classrooms in which grant-receiving children are enrolled have been entered. 



Facility Set-Up:  Step 3 - Classrooms 

Click Next to continue 



Facility Set-Up:  Step 4 – Schedule Options  

In order to accurately capture attendance, we need to know what days and times children are expected 
to attend for pre-K or preschool services at your facility.  This should NOT include before or after care 
hours, ONLY the days and times during which pre-k or preschool services are offered at your facility.   



Facility Set-Up:  Step 4 – Schedule Options  

If your facility offers multiple schedule options, such as part day AM and part day PM, you 
will need to enter scheduling details for each. At the end of the facility set-up process, you 
will assign each grant-receiving child at your facility to a particular schedule option.  This 
will ensure that dosage and attendance are accurately calculated for the child. 
 



Facility Set-Up:  Step 4 – Schedule Options  

Select the appropriate number of schedule options from the dropdown 
Click Next to continue 
 



Facility Set-Up:  Step 4 – Schedule Options 

• Enter Schedule Option Name 
• Enter Schedule Option Begin and End Date  **These fields will be auto-populated with the facility 

begin and end dates entered at the beginning.  Make sure these dates are accurate for the 
particular schedule option, in order to ensure accurate attendance calculations.** 



Facility Set-Up:  Step 4 – Schedule Options 

• Enter Begin and End time for each day services are offered.  **These are times children 
are expected to be at the facility for pre-k/preschool service.  Attendance entries or 
indication of absence will be expected for these days.** 

• For days during which services are not offered, select non-service day.   



Facility Set-Up:  Step 4 – Schedule Options 

Click Save/Next to continue 



Facility Set-Up:  Step 4 – Schedule Options 

If multiple schedule options are offered at your facility, you will be asked to enter scheduling details 
for each.  Continue entering schedule option information until details for each have been completed. 



Facility Summary Screen 

Upon completing all schedule option details, you will be taken to the Facility Summary screen.  Verify that 
all information entered previously is accurate and complete.  You may return to any of the previous 
sections by clicking Edit for that section.  All sections must be completed before proceeding to Enrollment.   



Facility Summary Screen 

Click Next to proceed to Enrollment 



Child Set-Up:  Step 5 – Enrollment  

Select Edit for a child in the grid to begin the enrollment process 



Enrollment screen for the child selected will be displayed.  You will now assign that child to a schedule option and 
classroom.  If you only have one schedule option or one classroom at your facility, those fields will be auto-populated.  
Finally, you will need to select a Before-Care and/or After-Care Funding Source, if applicable.  Select N/A for children not 
receiving Before or After-Care.  If Before and/or After-Care are not offered at your facility, these fields will not be present. 

Child Set-Up:  Step 5 - Enrollment 



Child Set-Up:  Step 5 – Enrollment 

• Select the Schedule Option to which the child is enrolled 
• Select the Classroom in which child is enrolled 
• Select Before and After-Care Funding Source for child, if applicable 
• Click Save 



Child Set-Up:  Step 5 - Enrollment 

You will be returned to the enrollment grid.  Continue entering enrollment information for all children. 



Child Set-Up:  Step 5 - Enrollment 

Click Save/Next when enrollment has been completed for all children  



Final Summary Screen 

You will be taken to the final summary screen.  Please review all information before 
continuing to attendance.  You may return to any of the sections by selecting Edit.   



Final Summary Screen 

Click Next to continue to Attendance 



Attendance:  Begin 

CAUTION:  Upon entrance of first attendance record, you will no longer be able to 
make changes to facility date, schedule options, or child enrollment information.  
Please ensure that all information is accurate before entering attendance.   



Attendance:  Begin 

All grant-receiving children at your facility will be displayed in the attendance grid.  The current 
week will be displayed.  You may select previous weeks from the dropdown.  Attendance grid 
can be filtered by schedule option or classroom using the dropdowns.  You may also sort by 
student first or last name, schedule option, or classroom using the column headers. 



Attendance 

To enter WEEKLY attendance for a child, click Edit.   
To enter DAILY attendance for all children displayed in the grid, click the column header for that day. 



Enter Attendance - Weekly 

Weekly attendance entry grid will be displayed for the child selected.  You may 
save a single day entry, if desired.  Or you may complete the entire week.  Non-
service days will display No Service and will not require an attendance entry. 



Enter Attendance - Weekly 

Weekly attendance entry grid will be displayed for the child selected.  You may save a single day entry, if 
desired.  Or you may complete the entire week.  Non-service days will display No Service and will not require 
an attendance entry.  Full-day closures will display closure name and not require an attendance entry. 



Enter Attendance - Weekly 

Enter Time IN and Time OUT 

**Select time that child entered and departed facility.  This may include before or after-care hours.** 
**If child only attended for childcare that day, select Childcare Hours Only** 



Enter Attendance - Weekly 

Select Absent, if child was not present 

**You may also select an absence reason from the dropdown and enter comments, if desired.** 
**If child was absent for a facility scheduled vacation, please choose absence reason “Approved-

Absence – Scheduled Break”.  This absence will not be counted against child attendance. ** 



Enter Attendance - Weekly 

Click Save when finished 



Enter Attendance 

You will be returned to the attendance grid after saving child attendance record.  To 
enter DAILY attendance, click the column header for that day.  You will be taken to 
the DAILY attendance entry screen for the children displayed in the grid. 



Enter Attendance – Daily  

You may enter daily attendance for a single child and save, if desired.  Or you 
may complete attendance entries for all children displayed.  Click Save to 
continue or Cancel to return to the attendance grid without saving. 



Enter Attendance – Daily  

Enter Time IN and Time OUT 

**Select time that child entered and departed facility.  This may include before or after-care hours.** 
**If child only attended for childcare that day, select Childcare Hours Only** 



Enter Attendance – Daily  

Select Absent, if child was not present 

**You may also select an absence reason from the dropdown and enter comments, if desired.** 
**If child was absent for a facility scheduled vacation, please choose absence reason “Approved-
Absence – Scheduled Break”.  This absence will not be counted against child attendance. ** 



Enter Attendance – Daily  

Click Save to continue 



Enter Attendance   

You will be returned to the attendance grid.  You have a one week grace period for attendance entries.  Attendance for the 
previous week will not be considered late until the end of the current week.  You may revise attendance entries for the 
previous five weeks.  If changes are needed following that time period, please contact Beth.Barrett@fssa.in.gov to discuss.   

mailto:Beth.Barrett@fssa.in.gov
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