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1. FINANCIAL MANAGEMENT OVERVIEW 

PA Pre-K Counts (PKC) and Head Start Supplemental Assistance Program (HSSAP) Lead Agency (LA) and 

Partner users access the Financial Management functions of Pennsylvania’s Enterprise to Link Information for 

Children Across Networks (PELICAN) to create financial documents, such as:  

• Continuation Grants 

• Budgets 

• Pass Thru Budget (Partners only) 

• Budget Revisions 

• Pass Thru Budget Revisions (Partners only) 

• Quarterly Expenditure Reports (QER) 

• Final Expenditure Reports (FER) 

• Inventory Reports  

When participating in Pre-K Counts and/or HSSAP, as an LA/Grantee or as a Partner, the Financial Management 

process is required for each grant.  

Grantees can refer to this user guide for the steps to create any of the financial documents listed above. Grantees 

also participating in the HSSAP will follow the same steps to submit a HSSAP Continuation Grant Application. 

The process itself does not change, only how some information is populated in the system.  

This user guide is intended as a reference tool and is specific to Financial Management Documents. It does not 

address every scenario. Please contact your Pre-school Program Specialist (PPS) or the PELICAN Help Desk 

for additional assistance. If needed, contact the PELICAN Help Desk at 877-491-3818 or send an email to RA-

ELN@pa.gov.  

  

mailto:RA-ELN@pa.gov
mailto:RA-ELN@pa.gov
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2. PSS Login View 

Begin by logging in to the Provider Self-Service (PSS) system (https://www.pelican.state.pa.us/provider) with an 

LA User ID and Password.  

 

 
 

1. Enter in the correct User ID and Password. 

2. Click LOG IN.  
  

 

1 

2 

https://www.pelican.state.pa.us/provider
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3. Click the desired Legal Entity Name link in the table. Note: If the user is linked to a single 

Organization, this screen will not display. 

 

3 
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4. Click the drawer for EARLY LEARNING NETWORK, then select ACCESS ELN FOR PA PKC, 

HEAD START OR KEYSTONE STARS to navigate to the Early Learning Network (ELN). 

 

4 
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5. Click the desired Lead Agency/Legal Entity Name link. Note: If the user is linked to a single 

Organization, this screen will not display. 
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3. PA Pre-K Counts Home 

The PA Pre-K Counts Home screen enables users to navigate to different sections in the PA Pre-K Counts 

system, utilized by Lead Agencies, Partners, and Locations with at least one of the following programs:  

• HSSAP 

• PKC 

 
 

1. Main Navigation Bar 

• HOME – Click this option to access the PA Pre-K Counts Home screen. 

• MY PROVIDERS – Click this option to access the My Providers screen.  

• MY DETAILS – Click this option to access the Providers Details screen. 

• FINANCIAL MANAGEMENT – Click to access the Financial Management screen. 

• CHILD INFORMATION – Click this option to access the Location Home screen. 

• ADDITIONAL OPTIONS – Click this menu to access the following (access PKC Online Help for 

more details about these screens): 

o TOOLS – Click to access Alerts, Transfers, and Correspondence. 

o QUALITY MANAGEMENT – Click to access Quarterly Narrative, Program Review 

Instrument, and Waivers. 

o REPORTS – Click to generate reports and view them in the Reports Inbox. 

• HELP – Click to access PKC Online Help in a new browser tab (as seen below). 

 

 

 

(PROVIDER VIEW) 

2 1 



PELICAN ELN FISCAL MANAGEMENT 
USER’S GUIDE 
 
 

8 

 
 

2. Blue Box 

• Alerts – Click to access the Alert Inbox screen. 

• Financial Management – Click to access the Financial Management screen. 

• Correspondence – Click to access the Correspondence screen. 

• Reports – Click to access the Report Home screen. 

  

2 (PROVIDER VIEW) 
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4. Financial Management Home Page 

The Financial Management screen enables providers to access, create, and manage various grant-related 

documents, such as budget and budget revision documents, expenditure reports, inventory reports, and 

continuation grant applications. Navigate to this screen by clicking FINANCIAL MANAGEMENT in the main 

navigation bar. Other navigation paths to this screen may exist. 

 
 

1. FINANCIAL MANAGEMENT – Click to access this screen.  

2. System Tour link – A pop-up modal opens for system tour. 

3. Time Period drop-down – Select a specific Fiscal Year.  

4. Grants tiles – Provides summarized Grant information. Click to access the Grant at a Glance 

screen. 

5. Continuation Grant Application tiles – Click to access the Continuation Grant Application.  

1 

2 

3 

4 

5 

(PROVIDER VIEW) 
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6. Lead Agency/Partner drop-down – When logging into PSS as a Partner to an LA, select the correct 

LA or Partner from this drop-down. 

7. Alert icon – Displays the corresponding number of grants that require action. 

  

 

(Partner of LA) 

6 

7 

(PROVIDER VIEW) 
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4.1 Grant at a Glance 

The Grant at a Glance screen displays the high-level Grant Information, Key Dates, and details about associated 

Grant documents. This screen can be navigated to by clicking the Grant ID in the orange banner of a Grants tile 

on the Financial Management screen. Other screen navigation paths may exist. 

  
 

1. Select… drop-down – Select a screen title from this drop-down to access the selected screen.  

2. GRANT INFORMATION – Click to access the Grant Information screen.  

3. GRANT STRUCTURE – Click to access the Grant Structure screen.  

4. Documents buttons – Click to access the specified document screen. 

 

1 

2 

3 

4 

(PROVIDER VIEW) 
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4.2 Grant Information 

The Grant Information screen allows a user to view grant information and associated slot information by Fiscal 

Year and Program. This screen can be navigated to by selecting FINANCIAL MANAGEMENT from the PA Pre-

K Counts Home page, then clicking the Grant ID in the orange banner of a Grants tile on the Financial 

Management screen. Once on the Grant at a Glance screen, click the GRANT INFORMATION button. 

 
 

1. Select Fiscal Year drop-down – Select the fiscal year for which the grant information for the selected 

provider is applicable.  

• Program drop-down – Select the program for which the grant information for the selected provider 

and fiscal year are applicable. 

• GO button – Click to see the requested Grant Information. 

2. Select… drop-down – Select a screen title from this drop-down to access the selected screen. 

3. GRANT STRUCTURE – Click to access the Grant Structure screen. 

4. PROVIDER DETAILS – Click to access the Provider Detail screen. 

 

 

  

4 

2 

3 

1 

(PROVIDER VIEW) 
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4.3 Grant Structure 

The Grant Structure screen allows the users to view the Grant Structure associated to a particular grant by 

Fiscal Year and Program. Grant information such as Grant Amount, Slots, and Fiscal Year are displayed on the 

page. This screen can be navigated to by selecting FINANCIAL MANAGEMENT from the PA Pre-K Counts 

Home page, then clicking the Grant ID in the orange banner of a Grants tile on the Financial Management 

screen. Once on the Grant at a Glance screen, click the GRANT STRUCTURE button.  

     
 

1. Select Fiscal Year drop-down – Select the fiscal year for which the grant information for the 

selected provider is applicable.  

• Program drop-down – Select the program for which the grant information for the selected 

provider and fiscal year are applicable. 

• GO button – Click to see the requested Grant Information. 

2. Select… drop-down – Select a screen title from this drop-down to access the selected screen. 

3. PROVIDER DETAILS – User is navigated to the Provider Detail page. 

4. Grant Structure table – Displays the Provider Name, Relationship Type, Total Pass Through Grant 

Amount, Begin Date, and End Date. Select a radio button under View Enrollment Details to view 

the number of slots per enrollment for the provider. 

4 

1 
2 

3 

(PROVIDER VIEW) 
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5. Click the drop-down arrow next to a provider in the Grant Structure table to view Partner pass 

through details. 

6. Select a radio button under View Enrollment Details to view the number of slots per enrollment for 

the provider. 

7. LOCATION MAINTENANCE – Click to navigate to the Location Information screen to add 

classroom sessions. Note: This button only displays when the View Enrollment Details radio button 

is selected for a Location. 

8. LOCATION DETAIL – Click to navigate to the Provider Detail screen to view general information 

about the provider location or to view Program Participation or STARS Rating history screens. 

Note: This button only displays when the View Enrollment Details radio button is selected for a 

Location. 

 

  

5 

5 

6 

7 
8 

(PROVIDER VIEW) 
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4.4 Wayfinder Navigation 

The Wayfinder shows which step the user is taking within the Document process. 

 
 

1. Green Check – Displays when a section has been completed. 

2. Red X – Displays when a section has not been completed. 

 

  

1 2 
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5. Financial Management Document Processes 

5.1 Continuation Grant Application 

To begin the Continuation Grant Application process, log into PSS and navigate to ELN as described 

previously, click FINANCIAL MANAGEMENT, then click on the desired Continuation Grant application for 

Head Start or PA Pre-K Counts tile.  
 

 

1. On the Grant Structure screen, fill out the required five sections which include TOTAL SLOTS, 

PARTNERSHIPS, SLOT DISTRIBUTION, SERVICE LOCATIONS, and Additional Changes.  

1 

(PROVIDER VIEW) 
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The table at the bottom of the screen enables the following actions:  

2. Remove a Partner or Location by selecting the appropriate checkbox in the Remove? column prior 

to saving or navigating to the next screen. 

3. Enter the Projected Grant Amount for the LA. 

4. View enrollment information for the LAs, Partners, and Locations by clicking Enrollment in the 

Action column. 

5. For Partners and their Locations, enter the Actual Pass Through Amount and add a Justification 

for why it differs from the Grant Amount. 

• Indicates that a justification must be entered. Click the icon to view a window to enter the 

justification. 

• Indicates that a justification has already been entered. Click the icon to edit the justification 

that was previously entered. 

Note: Entries made in this table should be based on answers provided in the previous sections. 

6. When changes are entered in the Projected Grant Amount or Actual Pass Through Amount 

fields, click the CALCULATE button to view the updated totals at the bottom of the table. 

7. Once all entries are completed and confirmed to be accurate, check the Attestation checkbox, then 

click the SAVE button. A confirmation windows displays, click SAVE again.  

8. After the Confirmation window closes, click the NEXT button to navigate to the Lead Agency 

Contacts screen. 

6 

2 

4 

2 

4 3 

5 

6 

7 8 

(PROVIDER VIEW) 
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9. If no contacts have been entered, click the ADD button to navigate to the Contact Details screen. 

Note: Continue to page 20 to view options for when contacts have already been entered. 

9 

(PROVIDER VIEW) 
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10. Fill out the required information. 

11. For training purposes, the contents of the Contact Type drop-down are displayed above. 

12. To opt in to receive notifications via text messaging, select the radio button for Yes.  

 

 

 

 

 

 

 

 

 

13. Once all information is entered, click the SAVE button. 

Note: The DELETE button enables the removal of a previously saved contact, and it is disabled when 

initially entering a new contact. 

 

1
0 

10 

12 

(PROVIDER VIEW) 

13 

11 

If Yes is selected, follow the steps below: 

12a. Click the Terms and Conditions 

and Privacy Policy link. 

12b. Click VERIFY MY NUMBER.  

12a 12b 
Note: A verification text will be sent to the phone 

number entered in the Cell Number field. 
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14. To edit a previously saved contact, click the appropriate Contact Type link. 

15. Indicates if a contact is opted in to receive text message notifications as well as email. 

16. Select checkboxes in the Verified column for each contact whose information has been verified. 

17. Once all entries are completed and confirmed to be accurate, check the Attestation checkbox, then 

click the SAVE button. A confirmation windows displays, click SAVE again.  

18. After the Confirmation window closes, click the NEXT button to navigate to the Program 

Operations screen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7 

(PROVIDER VIEW) 
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14 
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19. Fill out the required two sections, which include Staff Qualifications and Grantee-Specific 

Requirements.  

20. Once all entries are completed and confirmed to be accurate, check the Attestation checkbox, then 

click the SAVE button. A confirmation windows displays, click SAVE again.  

21. After the Confirmation window closes, click the NEXT button to navigate to the Additional Funding 

screen. 

 

 

 

 

 

 

 

 

 

 

 

 

1
9 

(PROVIDER VIEW) 

21 2
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22. Fill out the required Additional Funding Request section. 

23. Once all entries are completed and confirmed to be accurate, check the Attestation checkbox, then 

click the SAVE button. A confirmation windows displays, click SAVE again.  

24. After the Confirmation window closes, click the NEXT button to navigate to the Fiscal Information 

screen.  

 

 

 

 

 

 

 

 

 

 

 

 

(PROVIDER VIEW) 

24 2
0 
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25. Fill out the required three sections which include Lead Teacher Funding, Classroom Enrollments, 

and Location Enrollment.  

26. Once all entries are completed and confirmed to be accurate, check the Attestation checkbox, then 

click the SAVE button. A confirmation windows displays, click SAVE again.  

27. After the Confirmation window closes, click the NEXT button to navigate to the Summary and 

Attestation screen.  

 

 

 

2
2 
2
2 

25 

27 2
0 
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28. Ensure all entered information is correct, then select the Attestation checkbox. 

29. Enter Submission Comments in the field. 

30. Click the SAVE button.  

31. Click the SUBMIT button to navigate to the Submission Confirmation screen.  

 

 

 

 

 

 

 

 

 

 

28 

29 

30 31 
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Notes:  

• Click the PREVIOUS button to navigate back one step in the Wayfinder. 

• Click the EXIT DOCUMENT button to navigate to the Financial Management screen. 

• Click the PRINT button to download a copy of the submitted document. 
 

32. Click the UPLOAD SUPPORTING DOCUMENT button to access the Supporting Documentation 

window. 

 

 

 

 

32 
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Note: After documents have been successfully uploaded, a link to the document displays in the table on 

this screen. Allow at least five minutes before checking back to view the link in the File Name column. 

 

  

33 

34 

36 

35 

When requested, follow the steps below: 
 

33. Click the Select Document Type… 

drop-down and select a document type. 

34. Click the ADD DOCUMENT button. A 

File Explorer window opens. Select the 

appropriate file and click Open. 

35. Click the SUBMIT button.  

36. Click the CLOSE button. 
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5.2 Budget Detail 

To begin the Budget Detail process, log into PSS and navigate to ELN as described previously, click 

FINANCIAL MANAGEMENT, then click on the desired Grant tile in the Grants section. Once on the Grant at a 

Glance screen, click NEW BUDGET. 

 
 

1. Click the NEW BUDGET button. 

 

 

1 
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Note: Not all drawers will be applicable. For example, not all grantees have a partner, so they will 

not complete the Pass Through Funds drawer.  

2. Click the       button for an applicable drawer.  

 

 

 

 

 

 

 

 

 

2 
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3. Click the Enter Details button.  

 

 

 

 

 

 

 

 

 

4. Enter the Amount. 

5. Enter the Description. 

6. Enter the Justification (if applicable). 

4 

Category Modal Steps: 
 

4. Select a line item. 

5. Click the EDIT button. 

6. Enter the Amount. 

7. Enter the Description. 

8. Enter the Justification (if applicable). 

9. Click the SAVE button.  

10. Repeat steps 4–9 for each line item, as 

needed. 

11. When finished, click CLOSE. 

3 

4 

5 

6 

7 

9 

11 

8 
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12. Complete each applicable drawer by repeating steps 2–11 for each remaining drawer. 

13. When finished, click the NEXT button to navigate to the Attestation screen.  

 

8 13 12 
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14. Check the Attestation checkbox. 

15. Enter Submission Comments. 

16. Click the SAVE button. 

17. Click the SUBMIT button. Then click the SUBMIT button again to confirm.  

 

 

14 

17 

15 

16 
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6  

 

Notes:  

• Click the PREVIOUS button to navigate back one step in the Wayfinder. 

• Click the EXIT DOCUMENT button to navigate to the Grant at a Glance screen. 

• Click the PRINT button to download a copy of the submitted document. 
 

18. Click the UPLOAD SUPPORTING DOCUMENT button to access the Supporting Documentation 

window. 

 
 

18 
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Note: After documents have been successfully uploaded, a link to the document displays in the table on 

this screen. Allow at least five minutes before checking back to view the link in the File Name column. 

 

20 
19 

21 

22 

When requested, follow the steps below: 
 

19. Click the Select Document Type… 

drop-down and select a document type. 

20. Click the ADD DOCUMENT button. A 

File Explorer window opens. Select the 

appropriate file and click Open. 

21. Click the SUBMIT button.  

22. Click the CLOSE button. 
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5.3 Budget Revision 

To begin the Budget Revision process, log into PSS and navigate to ELN as described previously, click 

FINANCIAL MANAGEMENT, then click on the desired Grant tile in the Grants section. Once on the Grant at a 

Glance screen, click NEW BUDGET REVISION. 

 

 
 

1. Click the NEW BUDGET REVISION button.  

 

 

 

 

 

1 
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2. Click the       to expand the drawer that needs to be revised.  

 

2 
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3. Click the Enter Details button. 

 

 

 

 

3 

Category Modal Steps: 
 

4. Select a line item. 

5. Click the EDIT button. 

6. Enter the Revised Amount. 

7. Enter the Justification (if applicable). 

8. Click the SAVE button.  

9. Repeat steps 4–8 for each line item, 

as needed. 

10. When finished, click CLOSE. 

 

4 

5 

6 

7 

8 10 
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11. Complete each applicable drawer by repeating steps 2–10 for each remaining drawer. 

12. When finished, click the NEXT button to navigate to the Attestation screen.  

 

 

 

 

 

1
2 

12 11 
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13. Check the Attestation checkbox. 

14. Enter Submission Comments. 

15. Click the SAVE button. 

16. Click the SUBMIT button. Click the SUBMIT button again to confirm.  

 

13 

15 
16 

14 
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Notes:  

• Click the PREVIOUS button to navigate back one step in the Wayfinder. 

• Click the EXIT DOCUMENT button to navigate to the Grant at a Glance screen. 

• Click the PRINT button to download a copy of the submitted document. 
 

17. Click the UPLOAD SUPPORTING DOCUMENTS button to access the Supporting Documentation 

window.  

 

 

 

 

 

17 
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Note: After documents have been successfully uploaded, a link to the document displays in the table on 

this screen. Allow at least five minutes before checking back to view the link in the File Name column. 

18 
19 

20 

21 

When requested, follow the steps below: 
 

18. Click the Select Document Type… 

drop-down and select a document type. 

19. Click the ADD DOCUMENT button. A 

File Explorer window opens. Select the 

appropriate file and click Open. 

20. Click the SUBMIT button.  

21. Click the CLOSE button. 
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5.4 Quarterly Expenditure Reports (QER) 

To begin the Quarterly Expenditure Reports process, log into PSS and navigate to ELN as described 

previously, click FINANCIAL MANAGEMENT, then click on the desired Grant tile in the Grants section. Once 

on the Grant at a Glance screen, click a button for the NEW QUARTERLY EXPENDITURE (I, II, III). 

 

 
 

1. Click the NEW QUARTERLY EXPENDITURE I button to navigate to the first Quarterly Expenditure 

Report screen. 

Note: Budget Documents must be Final Approved (indicated by a green checkmark in the Actions 

column in the displayed table) to start a Quarterly Expenditure Report. 

1 

(Provider View) 
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2. Click the       to expand a drawer.  

 

 

 

2 

(Provider view) 
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3. Click the Enter Details button. 

 

 

 

 

 

 

 

Category Modal Steps: 
 

4. Select a line item. 

5. Click the EDIT button. 

6. Enter the Amount Expended 

Prior to Close of Quarter. 

7. Enter the Justification (if applicable). 

8. Click the SAVE button.  

9. Repeat steps 4–8 for each line 

item as needed. 

10. When finished, click CLOSE. 

 

4 

5 

6 

7 

8 
10 

3 
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11. Complete each applicable drawer by repeating steps 2–10 for each remaining drawer. 

12. When finished, click the NEXT button to navigate to the Attestation screen.  

1
2 

12 11 
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13. Check the Attestation checkbox. 

14. Enter Submission Comments. 

15. Click the SAVE button. 

16. Click the SUBMIT button. Click the SUBMIT button again to confirm.  

(Provider View) 

15 16 

13 
14 
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Notes:  

• Click the PREVIOUS button to navigate back one step in the Wayfinder. 

• Click the EXIT DOCUMENT button to navigate to the Grant at a Glance screen. 

• Click the PRINT button to download a copy of the submitted document. 
 

17. Click the UPLOAD SUPPORTING DOCUMENTS button to access the Supporting Documentation 

window.  

17 

(Provider View) 
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Note: After documents have been successfully uploaded, a link to the document displays in the table on 

this screen. Allow at least five minutes before checking back to view the link in the File Name column. 

(Provider View) 

20 
19 

18 

21 

When requested, follow the steps below: 
 
18. Click the Select Document Type… 

drop-down and select a document type. 

19. Click the ADD DOCUMENT button. A 

File Explorer window opens. Select the 

appropriate file and click Open. 

20. Click the SUBMIT button.  

21. Click the CLOSE button. 
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5.5 Final Expenditure Reports (FER) 

To begin the Final Expenditure Reports process, log into PSS and navigate to ELN as described previously, 

click FINANCIAL MANAGEMENT, then click on the desired Grant tile in the Grants section. Once on the Grant 

at a Glance screen, click the NEW FINAL EXPENDITURE button. 

 

 
 

1. Click the NEW FINAL EXPENDITURE button. 

Note: Budget Documents and at least the Quarterly Expenditure Report III must be Final Approved 

(indicated by a green checkmark in the Actions column in the displayed table) to start a Final Expenditure 

Report. 

 

1 
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2. Click the       to expand a drawer.  

Note: An Inventory Report is required to be completed to enable the submission of a FER. To complete 

an Inventory Report, start from this screen and click the INVENTORY REPORT button.  

 

 

 

 

(Provider View) 

2 
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3. Click the Enter Details button. 

 

 

 

 

 

 

 

 

 

Category Modal Steps: 
 

4. Select a line item. 

5. Click the EDIT button. 

6. Enter the Amount Expended. 

7. Click the SAVE button.  

8. Repeat steps 4–7 for each line 

item as needed. 

9. When finished, click CLOSE. 

 

4 

5 

6 

7 9 
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10. Complete each applicable drawer by repeating steps 2–9 for each remaining drawer. 

11. When finished, click the NEXT button to navigate to the Expense Summary screen.  

1
2 11 

10 
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12. Follow the instructions on this screen and enter the amount received from the Commonwealth for 

the Fiscal Year into the Revenue Received to Date field. 

13. Click the SAVE button. The Total Due to Grantee or (PA Dept. of Education) field updates. As the 

on-screen instructions explain, if the amount is negative, issue a check in that amount to the PA 

Dept. of Education. 

14. Click NEXT to move to the Attestation screen.  

 

 

1
4 

(Provider View) 
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15. Check the Attestation checkbox. 

16. Enter an appropriate Title in the field. 

17. Enter Submission Comments. 

18. Click the SAVE button. 

19. Click the SUBMIT button. Click the SUBMIT button again to confirm.  

 

Note: An Inventory Report must be created before submitting the Final Expenditure Report if the LA has 

a Partner. If on the Attestation screen for the Final Expenditure Report, click Step 1 – Final Expenditure 

Report on the Wayfinder, then click the INVENTORY REPORT button.  

 

 

15 

16 

(Provider View) 
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Notes:  

• Click the PREVIOUS button to navigate back one step in the Wayfinder. 

• Click the EXIT DOCUMENT button to navigate to the Grant at a Glance screen. 

• Click the PRINT button to download a copy of the submitted document. 
 

20. Click the UPLOAD SUPPORTING DOCUMENT button to navigate the user to the Supporting 

Documentation screen. 

 

20 

(Provider View) 
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Note: After documents have been successfully uploaded, a link to the document displays in the table on 

this screen. Allow at least five minutes before checking back to view the link in the File Name column. 

 

21 

22 

23 

24 

When requested, follow the steps below: 
 
21. Click the Select Document Type… 

drop-down and select a document type. 

22. Click the ADD DOCUMENT button. A 

File Explorer window opens. Select the 

appropriate file and click Open. 

23. Click the SUBMIT button.  

24. Click the CLOSE button. 
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5.6 Inventory Report 

To begin the Inventory Report process, log into PSS and navigate to ELN as described previously, click 

FINANCIAL MANAGEMENT, then click on the desired Grant tile in the Grants section. Once on the Grant at a 

Glance screen, click the Document ID link for the Final Expenditure Report, then click the INVENTORY 

REPORT button. 
 

 
 

1. Scroll down to the bottom of the Grant at a Glance page and click the Final Expenditure Report 

Document ID link.  
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2. Click the INVENTORY REPORT button. 
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3. Click the Yes, I need to complete an Inventory Report radio button if there is anything over the 

single item threshold. If not, click No, I do not need to complete an Inventory Report. 

 

If Yes was selected, follow the steps below: 
 
4. Click      ADD.  

5. Enter the Description of Item. 

6. Enter the Purchase Date.  

7. Enter the Purchase Price.  

8. Click the SAVE button. 

3 

4 

5 

6 7 
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9. If a purchase was added, the Purchase Details table has been updated with your entry. Finish 

adding any additional items purchased of $5,000 or greater during the last fiscal year. 

10. Click the NEXT button to navigate to the Attestation screen.  

 
 

11. Check the Attestation checkbox. 

12. Enter Submission Comments. 

13. Click the SAVE button.  
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Notes:  

• Click the PREVIOUS button to navigate back one step in the Wayfinder. 

• Click the EXIT DOCUMENT button to navigate to the Grant at a Glance screen. 

• Click the PRINT button to download a copy of the submitted document. 
 

14. Click the UPLOAD SUPPORTING DOCUMENTS button to navigate the user to the Supporting 

Documentation screen.  

 

14 
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Note: After documents have been successfully uploaded, a link to the document displays in the table on 

this screen. Allow at least five minutes before checking back to view the link in the File Name column. 

16 

15 

17 

18 

When requested, follow the steps below: 
 
15. Click the Select Document Type… 

drop-down and select a document type. 

16. Click the ADD DOCUMENT button. A 

File Explorer window opens. Select the 

appropriate file and click Open. 

17. Click the SUBMIT button.  

18. Click the CLOSE button. 
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6. Appendix – Glossary of Terms 

Term Description 

ELN Early Learning Network 

FER Final Expenditure Report 

FY Fiscal Year 

HSSAP Head Start Supplemental Assistance Program 

LA Lead Agency 

PELICAN Pennsylvania’s Enterprise to Link Information for Children Across Networks 

PKC Pre-Kindergarten Counts 

PPS Pre-school Program Specialist 

PRI Program Review Instrument 

PSS Provider Self-Service 

QER Quarterly Expenditure Report 

SLDS State Longitudinal Data System 

 


