HOW TO ACCESS 2010-2011 FEDERAL APR REPORTING INSTRUCTIONS AND FORMS
Note:  If you will no longer be with the program, be sure you leave this information with someone else in charge and notify our DESE office of whom the new contact person will be.

Steps for locating all APR reporting information in the DESE Portal:

1. Go to this site:  http://portal.kidscarecenter.com/sites/DESEPortal/default.aspx?ToolPaneView=0
a. If this link does not work for you, then you should go to the Kids Care Center site and instead of logging in there, just click on the DESE Portal link located right there on the KCC sign-in page.

2. Once in the Portal, click on the folder titled “Procedures and Reports Forms”.
3. Look at the column on the right side.  The first section in the column is titled “APR Reporting – CCLC ONLY”.
4. In this section you will find all APR federal reporting documents and/or instructions.  You need to open each document and follow all instructions.  Failure to follow instructions will result in reports being returned for correction.

5. Complete all steps located in this portion of the Portal (except the MAP State Assessment portion) and submit to DESE by June 1, 2011 for the PPICS Grantee Profile Report and by July 15, 2011 for the PPICS/APR and Teacher Survey Reports.   These items are required to be printed, signed, dated and mailed to DESE as indicated.
6. NOTE:  PPICS Grantee Profile, PPICS/APR, and Teacher Survey Aggregate reports must be returned by mail to our office (faxes and emails will not be accepted).  Mailing information is also located in the same portion of the DESE Portal.

You will be notified individually via email and/or phone if questions or problems arise with your APR reporting as we get further into the process. 

Have a fantastic summer!!!! Thank you.

Cindy Heislen
Director, Extended Learning
Missouri Department of Elementary and Secondary Education

573.526.9761 
cindy.heislen@dese.mo.gov
