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When Do I Need To Submit An 
Adjustment Invoice 

• You would submit an adjustment if you made a mistake on an 
already submitted invoice or if you need to enter back 
attendance for a child or children that were not on the roaster 
when you originally submitted it. 

• When submitting an adjustment the status of the original 
invoice needs to read either Posted, Processed, or Paid. If the 
status reads Submitted, or Preliminary Approval you will need 
to wait to submit the adjustment. See Example Below: 
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Before You Get Started 
• Make sure you have your username and 

password information ready. 
 
If you have any questions please contact the BFIS 
Help Desk at 1-800-649-2642, option 4 or email 
them at bfis.help@state.vt.us.  
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Let’s Get Started… 
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Open your web browser and in the address bar type, 
“brightfutures.dcf.state.vt.us”, and then hit the “Enter” key 

on your keyboard. 
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After hitting “Enter” you should see the following page 
displayed on your computer. 
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Click the Login button next to Bright Futures Account. 
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Click the Login button under Child Care Program 
Account. 
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Type in your username and password, then click 
Submit. 
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Click the Attendance & Invoicing tab at the top of the 
page. 
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Under Submit Invoice choose the service period you 
want to submit an adjustment for, then click Go. 
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Click Submit Adjustment. 

13 



Select the box next to the child or children you need 
to do adjustments for, then click Continue. 
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Enter in the total hours a day you watched each child. 
When complete click Submit Attendance. 
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Review the hours you submitted to make sure they 
are accurate. If they are check the box below and then 

click Submit Attendance. 
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You will know your adjustment has successfully been 
submitted if you receive an invoice number. 
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Click the Attendance & Invoicing tab at the top of the 
page to view invoice details. 
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Scroll to the bottom of the page and you will see your 
recently submitted invoice. To view a complete 

breakdown click the invoice number. 
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This page is the complete breakdown of payment. 
See the next page for a detailed explanation. 
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         Invoice Details 
Heading Description 

Base Rate Amount paid by CDD based upon the 
client’s subsidy percentage. 

Quality Factor Amount paid based on provider’s STARS. 

Total State Rate Base rate plus STARS. 

Specialized Services If child qualifies for specialized services, 
invoice will show the additional payment. 

Unsubsidized Amount The co-payment amount assessed to the 
family based upon their subsidy 
percentage and provider’s rates. 

Adjustment If any adjustments have been made to the 
attendance record, that amount is shown 
here. 

Net Amount Amount paid by the State, to the provider, 
on behalf of the parent. 

Status The current status of the payment to the 
provider is posted here. 
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Attendance Codes 
(For Registered  Providers and Licensed Programs Only) 

Provider’s may use codes for times when a child is absent from the child care program. 
Approved codes are listed below. 
 

 
Code Reason To Use Code 
P: Provider Closed Day Use this code when you are closed on normal days of operation. To receive 

payment on state or federal holidays you must enter a “P”. Do not use this 
code for weekends if you do not normally provide care on the weekends. 
Providers are granted 15 provider closed days a fiscal year. Payment will be 
deducted from your invoice for any additional “P” days taken beyond your 
15 allocated days.  

S: Sick Child Use this code when children are absent due to illness. Parent must verify 
that the child is on sick leave. 

V: Child Vacation Use this code when children are absent due to vacation. Children are 
allowed 10 vacation days a fiscal year. Parent/guardian must verify that child 
is on vacation.  

H: Hold Placement To hold an opening for a child with an “H” code, you need to contact your 
local community agency for approval.  

N: No Notice To use an “N” code when a child has stopped attending, you need to contact 
your local community agency for approval. If approved, the “N” code can 
only be used for one week. 

*Fiscal Year runs from July 1st to June 30th. 
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Important Things To Keep In 
Mind 

 
• If you do not see a child listed on your attendance sheet, please 

contact your local Community Agency.  
• When entering attendance only use whole numbers. Do not use 

decimals (3.5) or ranges (7:30-4:30). 
• (LECC Providers) - If a child was absent leave the box blank. 
• (Registered and Licensed Providers) – If a child was absent with no 

reason given for absence and was scheduled to be at the program 
contact your Community Agency for advice on what to put down on 
your attendance sheet. 
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Common Error Messages and 
What To Do 

• “Invoice submitted twice” 
• You will need to click the Attendance & Invoicing tab and 

resubmit the attendance. Your information should be saved.  
• “Please enter a valid attendance absent reason code for child 

ID: on ______ for the service week starting on __/__/____ 
(request id=1422464743011_0)” 
• You will need to review your attendance and make sure that 

all the numbers are on the left side of the boxes, and that 
there are not spaces before or after them. Also make sure 
you are using the correct Attendance Codes which can be 
found on the previous slide. If you still have trouble you 
may have to delete and reenter the hours. 
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Common Error Messages and 
What To Do (Continued) 

• “Missing provider rate agreement” 
• You will need to complete a new Provider Rate Agreement 

form and send it back to us. You can find the form at the 
link below: 
http://dcf.vermont.gov/sites/dcf/files/pdf/cdd/care/fap/Fin
ancial_Agreement_Part_1.pdf  

• (LECC Providers) - “Total service hours exceeded authorized 
hours per week. Please enter valid attendance hours for child 
ID ______ for the service week starting on __/__/____. 
Authorized hours per week: __; total service hours entered: __ 
(request id=1422465201059_0)” 
• You can only enter in the exact hours you are authorized 

each week. You will need to adjust your attendance when 
entering in the system, but please keep accurate paper 
records. 
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Contact Information 
Child Development Division 
Department for Children and Families 
103 South Main Street 
Waterbury, VT 05671-5500 
1-800-649-2642 
 
Community Child Care Support Agencies: 
http://dcf.vermont.gov/cdd/cccsa  
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Thank you for reading! 
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