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This document provides support to the CCC and FCC Providers in submitting the Initial Data 
Documentation on the RISES portal.  

Personas Responsibilities 

Child Care Center 
Provider/ Family 
Child Care 
Provider 

• Submitting the Initial Data Documentation 

For data-migrated accounts (those providers that were already licensed when RISES launched 
in February), submitting the Initial Data Documentation is necessary to capture information 
for the required fields found in RISES. This is also information that will be fed into your renewal 
and is required to be completed prior to accessing your renewal application. This Quick 
Reference Guide (QRG) supports CCC and FCC providers in completing the submission 
process, ensuring efficient retrieval of essential information. 

  

PURPOSE  

PERSONAS 

INTRODUCTION  
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Prerequisite: To log in to the RISES portal as a Child Care Center Provider, please ensure you 
already have an active workforce registry login for RISES. If you need help with your workforce 
registry profile, please see the User Guide. 

To log in to your RISES account, perform the following steps: 

1. Click here to access the RISES Program login page.  

2. Enter the registered Email Address and Password in the designated text boxes, then 
click the Login button. 

 
 

 

 

  

LOGGING IN TO YOUR ACCOUNT 

https://rigov.sharepoint.com/:w:/r/sites/ChildCare-Exceedsite-Collaboration-Team/Shared%20Documents/General/Change%20Enablement/User%20Guides%20(Release%201)/Updated%20User%20Guides/Providers/RISES_Providers_User_Guide_V4_09-02-24.docx?d=w8dc7e2a3cb6440ddb8db25a19a12865f&csf=1&web=1&e=URS9dV
https://ridhsrises.my.site.com/rises/s/login/?language=en_US&ec=302&startURL=%2Frises%2Fs%2F
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This section outlines the step-by-step process for CCC Providers to submit the Initial Data 
Documentation. 

Note: FCC Providers must refer to the Submitting Initial Data Documentation by FCC Provider 
section for specific instructions relevant to their submission workflow. 

To submit the Initial Data Documentation, perform the following steps. 

1. On the Provider Portal, click the View/Add Child Care Programs button on the Child 
Care Provider(s) tile. 

 
The Owner/organization/Corporation page will be displayed. 

2. On the Organization tile, click the Programs button. 

 
The Manage Programs page will be displayed with the list of Programs. 

SUBMITTING INITIAL DATA DOCUMENTATION BY CCC 
PROVIDER  
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3. On the Program tile, click the Select Program button. 

 
The Dashboard page will be displayed. 

4. On the left panel, click the New Applications tab. 

 
The New Applications page will be displayed. 
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5. On the New Applications page, click the Initial Data Documentation button, available 
on the Initial Data Documentation tile. 

 
The Instructions page will be displayed. 

6. On the Instructions page, read the information, then click the Proceed button. 
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The Core Questions page will be displayed with the non-editable Corporate/Organization 
Information, Corporate/Organization Physical Address and Corporate/Organization Mailing 
Address. 

 
7. Scroll to the Program Information section. Update the answers to the questions in the 

Program Information section as necessary. 
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8. Scroll to the Owner/Operator Information section, select Yes/No for “Are they 
currently part of the RISES Workforce Registry?” question. Family Child Care 
providers will not be required to complete this section. 

Note: Selecting Yes displays the Search Member link, while No shows fields to add 
Owner information. 

 
a. To search for a member, click the Search Member link.  

The Search Member pop-up window will be displayed. 

b. You can search for a member using the Workforce ID or Demographic. 
Note: The member must be part of RISES to be added to a program. 

 
c. To search for a member using the demographic details, click the radio button 

to select Demographics. 
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d. Enter the First Name and Last Name. 

 
e. Enter the Date of Birth or Email Address, then click the Search button. 

 
The Employee details will be displayed. 

f. To add the employee, click the radio button on the select column, then click 
the Add button. 
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If the Owner/operator is not a part of the RISES system, then perform the following steps: 

a. Click No for “Are they currently part of the RISES Workforce Registry?” 
question. 

b. Enter the Owner First Name, Owner Last Name, Owner Primary Phone and 
Owner Email Address. 

c. Click the Save & Next button to continue. 

 
The Program Capacity page will be displayed. 

9. Enter the NUMBER OF CLASSROOMS for all the AGE GROUPS. Family Child Care 
providers will not see this section. 
Note: You cannot update the Age group you are currently licensed for. 
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10. In the Additional Program Information section, select Yes/No to answer the 
questions, then click the Save & Next button. 

Note: Selecting Yes will display some additional fields to complete. 

 
The Schedule of Operation page will be displayed. 

11. Select the days and corresponding START TIME and END TIME that you anticipate 
operating your Program.  

Note:  

• Click the Copy to All button to apply the Start and End Time to every day of the 
week. 

• You can also add a second shift using the + 2nd Shift button. 
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12. Select the Months your program is in operation and all Holidays and Closures you 
have planned annually. 

13. Select the Services your center provides. 

14. Enter the number of hours you consider a full day. 

 
15.  Scroll down, then select Yes/No for the questions. Click the Save & Next button to 

save the information and continue the application. 

Note: Selecting Yes will display some additional fields to fill the information. 

 
The Program Leadership page will be displayed. 
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16. On the Program Leadership page, you can add a member using the + Add Member 
button. 
Notes:  

• You can view the member details, edit the member information and delete the 
details using the icons displayed on the Actions column. 

• You must assign a role and enter/update other required details by clicking the 
Edit pencil icon. 

• You must add an Education Coordinator, Administrator/Director, and Site 
Coordinator on the Member Details page. 
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17. Click the Save & Next button to continue. 

 
The Upload Documents page will be displayed. 

18. To upload the documents, click the Upload button, then click the Save & Next button 
to continue. 
Note: Uploading documents is optional. However, many of these documents will be 
required at your renewal. We encourage you to begin uploading these documents as 
part of this process.  

 



Initial Data Documentation QRG 

 

 

 14 

The Review Summary page will be displayed. 

19. Review the information entered in the previous sections using the Show Details 
button, then click the Submit button. 
Note: You can edit the information using the Edit pencil icon. 

 
The Confirmation of Application Submission pop-up window will be displayed. 

20. On the Confirmation of Application Submission pop-up window, click the Yes button. 

 
  



Initial Data Documentation QRG 

 

 

 15 

Upon successful submission, you will be redirected to the application page displaying the 
Application ID with the Application Submitted Successfully status. 

Notes: 

• Click the Download Application button to download the application 

• You can go back to the Dashboard using the Go to Dashboard button 
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To submit the Initial Data Documentation as an FCC provider, perform the following steps. 

1. On the Provider Portal, click the View/Add Child Care Programs button on the Child 
Care Provider(s) tile. 

 
The Family Child Care page will be displayed. 

2. On the Program tile, click the Select Program button. 

 

SUBMITTING INITIAL DATA DOCUMENTATION BY FCC 
PROVIDER  
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The Dashboard page will be displayed. 

3. On the left panel, click the New Applications tab. 

 
The New Applications page will be displayed. 

4. On the New Applications page, click the Initial Data Documentation button, available 
on the Initial Data Documentation tile. 

 
The Instructions page will be displayed. 
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5. On the Instructions page, read the information, then click the Proceed button. 

 
The Applicant Information page will be displayed with the non-editable Applicant Information 
and Mailing Address Search section. 

6. Scroll to the Physical Address section. 

7. You can make necessary changes to the answers to the questions in the Physical 
Address section. 

8. Click the Save & Next button to continue. 

 
The Household Members page will be displayed with the list of Household Members. 
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9. To add a new household member, click the + Add Household Member button. 

Note: You can view, edit, and delete the Household member using the View, Edit 
pencil icon, and Delete bin icon from the Actions column. 

 
The Add New Household Member pop-up window will be displayed. 

10. Enter the First Name, Last Name, and Date of Birth. 

11. Select the Gender and Relation to Applicant. 

Note: Fields marked with a red asterisk (*) are mandatory fields. 
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12. Select The background check has been completed for this member 
checkbox, if the background check of the Household member is 
completed. 

13. Select Where was the background check completed? and enter the 
Completion Date, then click the Save button. 

 
A success message will be displayed, and you will be navigated to the Household Members 
page. 

14. On the Household Members page, click the Save & Next button to continue. 

 
The Plan for Mandatory Assistant page will be displayed. 
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15. To add a Plan for Mandatory Assistant, click the + Add Assistants button. 

Note: It is mandatory to add an Assistant. You can’t proceed without adding the 
assistant. 

 
The Add New Assistant pop-up window will be displayed. 

16. Select Yes/No to confirm whether the Assistant is a part of the RISES system. 

Notes:  

• Selecting Yes enables you to search for the members using their Workforce ID 
or demographic information 

• Selecting No enables you to add a new member 
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To search for the member using their Demographics, perform the following steps: 

a) On the Add New Assistant pop-up window, select Yes. 

 
The Search Member field will be displayed, and the Workforce ID will be selected. 

b) Click the radio button to search for the member using Demographics. 

 
c) Enter the First Name, Last Name, and Date of Birth/Email Address, then click the 

Search button. 

 
The member details will be displayed. 
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d) To add the member, click the radio button, then click Save. 

 
A success message will be displayed. 

To add a New Assistant, perform the following steps: 

a) On the Add New Assistant pop-up window, select No. 

Note: The new user will be added to the RISES system and receive an email to 
complete their registration. 

 
Some additional fields will be displayed to fill in the required information. 

b) Enter the First Name, Last Name, and Email Address. 

c) Select the Date of Birth and Gender, then click the Save button. 
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A success message will be displayed, and you will be directed to the Plan for Mandatory 
Assistant page, where the newly added member details will be displayed. 

17. To continue, click the Save & Next button. 

Note: The buttons in the Action column provide options to view, edit, or delete the 
Member Details, each represented by the left, middle, and last buttons, respectively. 

 
The Program Capacity and Schedule page will be displayed. 

18. Update the necessary information on the Program Capacity page, then click the Save 
& Next button. 
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The Upload Documents page will be displayed. 

19. To upload the documents, click the Upload button, then click the Save & Next button 
to continue. 
Note: Uploading documents is optional. However, many of these documents will be 
required at your renewal. We encourage you to begin uploading these documents as 
part of this process.  

 
The Review Summary page will be displayed. 

20. Review the information entered in the previous sections using the Show Details 
button, then click the Submit button. 
Note: You can edit the information using the Edit pencil icon. 
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The Confirmation of Application Submission pop-up window will be displayed. 

21. On the Confirmation of Application Submission pop-up window, click the Yes button. 

 
Upon successful submission, you will be redirected to the application page displaying the 
Application ID with the Application Submitted Successfully status. 

Notes: 

• Click the Download Application button to download the application 

• You can go back to the Dashboard using the Go to Dashboard button 

 
 

 

This concludes the Initial Data Documentation Quick Reference Guide 
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