
Provider Online Services  
Account Setup Tip Sheet  

Creating a Provider Self-Service (PSS) Account  

For users other than PA Pre-K Counts, follow these steps: 

1. From your Internet browser, navigate to www.pelican.state.pa.us/provider and click on the New 
User? link. 

2. Enter information about the person requesting access. This includes password creation, so please 
remember your password. 

3. Click CONTINUE after all user information is completed. 

4. Make a note of your Keystone ID, then click CONTINUE. 

5. Type your system generated “Keystone Id” and “Password’ into the appropriate fields, then click 
LOGIN. 

6. Click the  (+) as many times as necessary to adequately enlarge the page.  

7. Accept the Management Directive, then click Next. 

8. Select a question from the “Security Question 1” field, then enter the answer in the “Answer 1” 
field. 

9. Repeat the previous step for Security Questions 2 and 3, selecting different questions for each. 

10. Enter the primary phone number, if desired, then click Finish. 

11. Click Close Window on the “Task Completed” page. 

12. Log back into PSS.  

13. Click the “View and Update CCIS Attendance Invoice Details” link in the “Manage Provider Data” 
section of the “Provider Home” page. 

14. Type the provider “Tax ID” and “MPI ID” into the appropriate fields, then click CONTINUE. 

15. Click CONTINUE again to confirm entry of the tax ID, MPI ID and LE name. 

 

If… Then… 

your organization is not 
yet known to the Provider 
Self-Service system 

You will receive a confirmation email stating that your 
organization will be added. Once you receive confirmation 
that your organization has been added, log on to PSS and 
repeat steps 14 through 16 to complete the registration 
process.  

the registered user ID is 
that of the Legal Entity 
(LE) user manager (this is 
the role assigned for the 
first person who signs in 
for the legal entity) 

The “Request Submission” page displays and notifies you 
that OCDEL HQ will approve your request. Once you 
receive notification that your account has been approved, 
proceed with the steps in the Assigning User Access Level 
(User Roles) or Location Access to Submit Attendance 
Online topic in this tip sheet. 

the registered user ID is 
that of a general user 

The “Request Submission” page displays and the LE user 
manager must approve the request, as detailed in the 
Approving a New User ID Request topic in this tip sheet. 

16. Click CONTINUE, then click LOGOUT to exit the system. 
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Assigning User Access Level (User Roles) or Location Access to Submit Attendance Online 

After you receive confirmation that your account has been approved, you must assign the appropriate 
roles and location access to be able to submit attendance information online. To do so, follow these 
steps: 

1. Navigate to www.pelican.state.pa.us/provider from your Internet browser. 

2. Enter your “Keystone Id” and “Password”, then click LOGIN. 

3. Click the Manage Users link at the bottom of the page.  

The “Manage Users” page is displayed. (If the Manage Users link is not listed, you do not have 
access and must request access from your LE user manager.) 

4. Click the Select link associated with the user ID to be changed. 

5. Click the checkbox(es) associated with the Access Level to be granted. 

6. Select the provider location(s) to which the user ID should be associated. 

7. Click SAVE, then click CONTINUE. 

 

Opting in for Online Attendance 

Now that your account has been created and you have the appropriate roles, follow the below steps to 
opt-in for online attendance. 

1. Navigate to www.pelican.state.pa.us/provider from your Internet browser. 

2. Type your “Keystone Id” and “Password”, then click LOGIN. 

3. Select the Manage Facility CCIS Attendance Invoice Participation link. 

 IMPORTANT: 
 Please be aware that the Manage Facility CCIS Attendance Invoice Participation link will not 

be operable for at least one hour after assigning the appropriate role. If you are 
automatically logged out upon clicking the link, this indicates the link is not yet operable. 

4. Select Online from the "Submission Type" drop-down list, then click SAVE.  

The user receives a confirmation email. 

5. Click CONFIRM, then click CONTINUE. 

Upon opting in or out, one email is sent to each user for each location which opts-in.  
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LE User Managers Only: Creating and Approving Additional User IDs 

Create additional user accounts for back-up purposes or to designate staff responsible for updates to 
various locations. OCDEL only approves the LE user manager (the user that initially registered). The LE 
user manager may either register their staff or staff may register themselves. In either case, the LE 
user manager must approve all additional login requests. Add access for additional staff as follows: 

1. Complete steps 1 - 16 in the Creating a Provider Self-Service (PSS) Account topic in this tip sheet. 

 IMPORTANT: 
 After a new user is registered in Provider Self Service, the LE user manager must approve 

the request and grant access to specific provider location(s) as detailed in the Approving a 
New User ID Request topic in this tip sheet. 

 
Approving a New User ID Request 

1. Navigate to www.pelican.state.pa.us/provider from your Internet browser. 

2. Enter your “Keystone Id” and “Password”, then click LOGIN.  

3. Click the Check Access Requests link, then select the appropriate user. 

4. Click the Select link associated with the desired applicant. 

5. Click the checkbox(es) associated with the Access Level to be granted to this user. 

6. Select the provider location(s) to which the new user should be associated. 

7. Click APPROVE, then click CONTINUE. 

 
Rejecting a New User ID Request 

1. Navigate to www.pelican.state.pa.us/provider from your Internet browser. 

2. Enter your “Keystone Id” and “Password”, then click LOGIN. 

3. Click the Check Access Requests link, then select the appropriate user. 

4. Click REJECT, then click CONTINUE. 

 
Resolving Website Accessibility Issues 

If you experience issues when saving online attendance information, please refer to the “Resolving 
Website Accessibility Issues in Provider Self-Service (PSS)” topic within the Provider Online Services 
Reference Guide for important settings information.  

 

For login help or questions regarding 
online attendance tracking, please 

contact the ELN Help Desk: 
 

1-877-491-3818 
Monday – Friday 

7:30 a.m. – 4:30 p.m. 
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