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Getting 
Started

Vertical Change Site Updates



Login Screen 
https://hello.verticalChange.com



Login Issues ?

If you are having 

problems signing in. 

Please select ’Don’t 

Remember your 

password’ from the 
login screen to 

prompt a password 

reset email.



Next Steps

Now 
What?



If you are greeted with this screen (see below), Please select ‘ADD NEW’ and 

skip ahead to slide #11. If you are not greeted by this screen, please continue to 

the next slide.

Home Screen / Dashboard



Finding Your Agency or Site
If your agency only has one participating site, 

you may have to search for your agency / site in 

the ‘Jump to contact field’ 

From this field, you can search for 

your agency name or site name



Agency Level / Site Level
Site updates are entered at the site level. If you navigated to the 

agency level, please select the site name from the list of sites on 

the right-hand side of the screen



Finding Your Site Update
From the Site level 

page, select the 
‘activities’ tab



Finding Your Site Update

Open the 

dropdown menu 
under Administering 

Activities
Select ‘QCSM 

Annual Site Update’



Completing Your 
Site Update



Beginning Your 
Site Update

Please start by including the 

date you are completing 

this form. 

From the dropdown menu, 

select this program year 

2024-25

If this is not the first time you are completing a site update, please remember to select 

copy results from previously administered “QCSM Annual Site Update”. This function 

will copy over your results from your last site update. After copying these results, you 

will then continue to verify and adjust last years’ entry to reflect the current state of 

your program.

Don’t Forget!



Contact 
Information

Enter and/or verify your 

program information, 

including the phone 

number, email address, and 

website you would like to 
be publicly posted.



Contact 
Information

The details on this portion of the site update should 

include information about the site director. These 

details are not publicly posted.

If you would like to include a secondary contact or 
oversee multiple sites, please select ‘Site Director 

Oversees Multiple Sites’ to include a secondary 

contact, such as a site supervisor or other agency 

representative.

If you are completing this form on behalf of the Site 
Director, please include your contact details. This is 

necessary to ensure that you continue to have user 

access to Vertical change.



Agency and Licensing 
Information

Federal Tax Identification Number (FEIN) is 
required for all CSPP / Title V agencies

Please indicate your type of program

If your site has more than one license, your 

licenses should be listed in order of highest 

enrollment. 

• For example, if your site has two licenses 
and is serving 25 children ages 0-18 

months and 13 children ages 3-5, your 

infant license should be listed first. 

Note: License Expiration is an optional field, if 
you do not have this information, please 

leave this field blank. This will not prevent you 

from saving the form.

Required - CSPP / Title V Sites* 



Multiple 
Licenses?

If you have a second 

license, please select 

the ‘yes’ on the ‘Do 

you have a second 

license’ check box and 
additional fields will be 

added to capture this 

information

If you have a third 

license, please select the 

‘yes’ on the ‘Do you 

have a third license’ 

check box and 
additional fields will be 

added to capture this 

informationReminder: If your site has 

more than one license, your 

licenses should be listed in 

order of highest enrollment. 



Actions From Community Care 
Licensing?

Please select ‘None of the 
above’ if none of these apply

Please indicate if your site has any of the following 

actions in progress



Accreditation 
and LEA 
Funding

If your site is accredited 

or receives LEA funding, 
please select the ‘yes’ 

checkbox, after doing 
so an additional field 
will open to capture 

more information.



Funding 
Details

NEW: If your site 

receives vouchers, 

please indicate the 

type of voucher 

you receive {
‘Voucher Ready’ indicates 

that your site is available to 

receive vouchers, this does 

not indicate whether you 

are currently receiving 
vouchers

Non-CSPP Sites 

Please select 

this box

CSPP / Title V 

sites please 

select this box

Please select 
all that apply

Only one 

of these 

two boxes 

should be 

selected



Defining Classrooms

Please keep 
these definitions 

in mind while 

completing the 

next section



Reporting CCTR IT Classrooms

If you are a CSPP / Title V site 

and have CCTR Infant Toddler 

classrooms at your site, please 

provide the following details. 

It is important that this section 
is accurate and up to date.  

These details will be used in 

determining your eligibility for 

a CCTR IT Award.
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Reporting CSPP Classrooms

CSPP / Title V sites, it is important that 

this section is accurate and up to 

date. This information will be used in 

calculating your CSPP Local Block 

Grant and QI Awards and will be 
cross-referenced with your classroom 

details previously entered in NOHO (if 

applicable) and the classroom details 

provided later in this form.
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Reporting CSPP Classrooms

If you are a CSPP / Title V site and have 

CCTR Infant Toddler classrooms at your 

site, please provide the following 

details. It is important that this section is 

accurate and up to date. These 
details will be cross-referenced with 

the information your previously 

provided in NOHO (if applicable) and 

will be used in determining your 

eligibility for a CCTR IT Award.
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Program Operation 
Information

For hours of operation, if your program has 
structured start and end times that are consistent 
throughout the week please select ‘yes’ and 
provide those times.

If your site has a more 

flexible schedule (start 

and end times change 

throughout the week) 

please select ‘No’ and 
provide us your hours of 

operation.



Program services 
and languages Used

Please select all that 
apply



Enrollment Information

This number should be the sum 

of all your licensed capacities

Please indicate all ages served at 

your site. School age information 

is only collected for Family Child 

Cares

The sum of 

enrolled Infants, 

Toddlers, and 

Preschoolers will 

be used for many 
of the upcoming 

prompts

Enrollment Information



Enrollment Information
Enrollment Information

=

Please make 
sure the sum of 
all enrolled 
children is 
equal to the 
sum of all 
Part-Day/
Full-Day, 
Part-Year/
Full Year 
spots filled

The total of these two categories should be equal



Race and Ethnicity

=

Please list the 

Race/Ethnicity of each 

child. There should only 

be 1 (one) input per child 

enrolled.

The total of these two categories should be equal

If a child has more than 

one race, use the more 

than one race field for this 

child

If the race of a child is 

unknown, please use the 

’unknown ethnicity’ field



Home 
Languages

=

Please indicate the home language of each child. Do not 

list more than one language for each child.

For children who have more than 

one home language, please select 
‘other language’ and provide a 
description in the other field



Enrollment Information

The sum of the 

number of boys 

and girls should be 

equal to total 

enrollment

None of these fields can 

exceed total number of  

enrolled children

=
<



Enrollment Information

None of these fields can exceed total number 

of  enrolled children

<



Teacher 
Credentials

Please only include the highest 

permit level of each teacher

The total of all permits entered 

should be equal to the total 

number of teaching staff



Classroom 
Data

Please indicate the total 

number of classrooms 

serving ages 0-5 at your 

site. Please also indicate 

the number of part-day 
and full-day classrooms.

The next fields will ask 

for more information 

about your classrooms



Classroom Data
This slide and the following slide represent the data 

we will need to collect for each classroom at 

serving children ages 0-5
Please provide a classroom name. 

If you are a CSPP subcontractor, 

please include the classroom name, 

as well as, the name you have 
assigned to the classroom in NOHO 

(if the two names are different).

Example: Yellow Room (CSPP PD AM)

Please make sure to indicate if this is 

a CSPP classroom

Please make sure to indicate if this is 

a CCTR IT classroom

Please provide the classroom 

schedule



Classroom Data
Please provide a list of the teaching 

staff assigned to this classroom and 

their roles.

Example: Justin Short (Lead Teacher)

If you have another classroom to 

add please select this box.

Please indicate all ages enrolled at 

this site (check all that apply)

Please indicate the majority age 

group at this site



Almost 
finished…
Please sign and date 

to confirm this years’ 

site update 

information is 

accurate and up to 
date 



Troubleshooting 
Tips and Tricks

*
(asterisk symbols) Indicate a required fields

(Red text boxes) Indicate incomplete 

required fields

Pay attention to formatting requirements

If you are still unable to complete your site update, 

please reach out to QCSM Student Services Specialist 

Ian Johnson (ijohnson@smcoe.org, 650-802-5344)

mailto:ijohnson@smcoe.org


Congratulations

Completion of the Vertical Change Site Update 

marks the completion on participation milestone 

#1. This data is meaningful and helpful and will 

be used to benefit your program and report to 

CDE and our funders. Thank you for being a part 
of the Quality Counts San Mateo Team. 

Thank you!
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