
1. Start at the Department of Social Services home page to access the Child Care Online 
Invoice System. 

 

  
 
2. Scroll down to the Child Care Online Invoice System icon and click on it. 
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3. Select ‘Yes’ on the Security Alert Message that pops up.  The next screen is the Child 
Care Online Invoice System Home Page. 
 

 
 
4. Welcome to the Child Care Online Invoice System Home Page.  Provider signs in or 
sets up an account as a new user.  You may select the Tutorial link to take a tour. 
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5. Provider enters child attendance, maintains profile and accesses messages from the 
Attendance Detail page. 
 

 
 
The provider has the option of entering child attendance for each child or entering and 
submitting attendance one child at a time. The attendance for each child must be saved 
before it is submitted.  Once all child attendance is saved for the period of time in which 
the provider chooses to work on the attendance, the provider clicks the Submit 
Attendances button.   
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6. The Attendance Confirmation page displays after the attendance is submitted.  The 
provider has an opportunity to verify their entries, make changes to attendance, then 
process the final submission. 
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7. After the attendance is submitted, a pop up message appears telling the provider that 
their transaction was successful. 
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8. The last screen in the CCOIS shows the attendance entries exactly as the provider 
entered them on the Attendance Detail page. 
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9. A confirmation email message is also sent to the provider that summarizes the 
submitted attendance. 
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10. The next business day, you are able to see the provider’s payment and entries on 
FM5P and FM6R. 
 
 
 

 
 
11. Select Attendance Detail to view the provider’s entries. 
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