Guidance for Data Entry

Required Data for all PHLpreK enroliments:

Child Information
e First Name, Last Name (legal name)
DOB
Sex
Race
Ethnicity

Primary Contact Information
e First Name, Last Name
e Address
e A phone number
e Relationship

Intake Information
e Enrollment Status
o  Family Size
e Family Annual Income
e Language Spoken at Home

PHLpreK designation
e Designate PHLpreK child
e Add PHLpreK subsidy to child’s account



Instructions to ensure that all required fields are complete when entering a new child.

Start with your site’s Child Data List. Make sure to check your list of “All Children” prior to entering a new child.
This helps to avoid creating duplicates.

tps://cwapp.phmc.org/Retrieve.aspx
New York Times CNN - Breaking New (C ChildWare . Philadelphia, PA Wea e Login | MailChimp - = . Phila Facility Fund P Childcaremap | Powe

Home | Change User | Change Site | Help | Log Out

ChildWare e

Child/Family v Staff v Attendance/Meals ¥ Billing v Reports/Docs ¥ To Do List ¥ Admin v
Children Add Child ] Advanced Search ] Print /Export List I
View or Search By: [Future Enrollments ']

Active -
IS AETOT All Children Sex Enrolled Discharged Entered By

Select |Atester NESICHSNCIUELID |F 103/20/2017 | 103/19/2017  |AADMIN Delete
Select | Test Active (date range) [F |03/20/2017 03/15/2017  AMCMAHON | Delete
= Did Not Enroll S
Discharged Page 1 of 1 2 records found
Discharge Reason
Online Application |
Interested 't About ChildWare Need Help?
Pending ublic Health Management Corporation - Copyright 2006-2017

Waiting List

Waiting List (Head Start)
Allergies / Food Restriction
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Care Level

Child Lookup

Classroom

Contacts

Cross Site Families
Discounts

Once you have confirmed that the child is not already in ChildWare, click the “Add Child” button.
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This will open a blank child record. In this document, the PHLpreK required fields on the page have been
highlighted to show much of the required data. The fields are not highlighted in ChildWare. Please provide a copy
of this handout to the person who is entering the data into ChildWare for your site.
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This will take you to the Child Record’s Main tab where you can continue to enter required data. At this point, the
data review and update process is the same for as it would be for a child already entered into ChildWare. Please
refer to the following pages for additional instructions.

Relationship Tab Information:

Click on the Relationships tab and Select the Primary contact (first on list).
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Click on the Main Tab and make sure the name, race, language, address, and phone information is filled out.
PHLpreK requires this information to approve enrollment.
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Instructions to ensure that all required fields are complete for a child already entered into ChildWare.

Start with your site’s Child Data List. The best choice is to use the “All Children” selection when searching for a

child. You can also choose other options from the drop down list:

All children — all children associated in any way with your site
Active children — currently enrolled as of the date you are searching ChildWare

Future enrollments — any children that have been given an Enrolled status for a future date
Pending — used for children that are ready to enroll, but have not yet been approved by PHMC
Waitlist — children waiting for an opening in your program

If you are not sure of the child’s status, the easiest choice is to select All Children
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From your Child Data list, select the child for whom you are going to update the information. Once selected, you
will be directed to the child’s Main tab. If not, then select the Main tab.

Review the record to ensure that all required items are completed. On this copy, the required fields on this page
for PHLpreK are highlighted. They are not highlighted in ChildWare, so please keep this handout on hand for

reference.

Check that the date of birth has been entered correctly and that the child’s age aligns with the PHLpreK age

requirements.
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Once you've ensured that all required data is entered, move to the bottom of the screen to: Referral/Enrollment

History

Select the record (for most children, there will be only one item in the list. If there is more than one — choose the

one with the correct enrollment date).
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Once on the Referral/Enrollment page, review the record to ensure that required data has been entered under
Intake Information:
e Ensure that the enrollment date is correct and that the PHLPreK box is checked.

Scroll to the bottom of the page to Service Profiles and select the current service profile.
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Once on the Service Profile page, review that all the required information is completed.

e Add or correct Family Financial information here: Family Size and Annual Income. If you have a CACFP
program, consider using the data collected during the CACFP application process.

e For providers that are new to ChildWare and have the PHLpreK set-up, please use Full Day as the Care Type.
This was the default used for child imports and for PHLpreK.

e Check that classroom assignment is correct.

Continued on next page



Once you've reviewed the record and updated the required fields, click the “Add Subsidy/Scholarship” button
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Family Financial

Family Size: Annual Income: | 25000 Meal Subsidy:

Subsidies / Scholarships
PIR I > Add Subsidy / Scholarship ]

| 4
Costs / Payments
Services / Rates weekly Payments / Source
Tuition: [Full Day / 5 days ($0.00 weekly) - Effective: 01/01/2010 ¥ Tuition/Care (parent): $0.00
Weekly Payment Summary
Weekly Cost Summary Payments from all Sources: $0.00
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Once you select the PHLpreK subsidy, the rest of the information is filled in from default set-ups in the system.
Click OK.
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Once you click OK, you will move to another page where defaults have also been set-up. These defaults should be
fine — as noted, we are using Full Day for most providers (unless you had a prior ChildWare account).
Click OK.
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Subsidy / Scholarship: Child Atester oK | Cancel l
Subsidy

Subsidy: PHL Prek v I}

Subsidy Care Level: | PreSchool ¥

Expected Subsidy Attendance Rates
Monday: iFuH Day / ($0.00 daily) - Effective: 01/01/2010 ¥ |
Tuesday: | Full Day / ($0.00 daily) - Effective: 01/01/2010 v |
Wednesday: | Full Day / ($0.00 daily) - Effective: 01/01/2010 ¥ |
Thursday: | Full Day / ($0.00 daily) - Effective: 01/01/2010 v |
Friday: iFuII Day / ($0.00 daily) - Effective: 01/01/2010 v |

Saturday: v
Sunday: v
Note:

A‘

Home  About ChildWare Need Help?
ChildWare is a product of Public Health Management Corporation - Copyright 2006-2017




You will be returned to the Service Profile page. You will now see that the subsidy has been added to the child’s
record.
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Child/Family ¥ Staff v Attendance/Meals v Billing v Reports/Docs ¥ To Do List v Admin ¥
Service Profile: Child Atester 0{;_, | Cancel |
Services [ Save any changes made to this / change current service prof]
Care Monday T day Wed day Thursday Friday Saturday Sunday
Care Type: | Full Day v H Full Day v H Full Day v U Full Day v || Full Day v | v v
Time In: | | | | i |
Time Out: | | | | [ |
Drop In Only: =
Classroom: }Busy Bees (PreK 1) v i
Care Level: | Preschool (37 - 71 months) v | Child's DOB: 1/1/2012 (5 years, 2 months old)

Family Financial
Family Size: \i] Annual Income: I_zsooo | Meal Subsidy: {_Fie_e v |

Subsidies / Scholarships

PIR Add Subsidy / Scholarship |

Subsidy Care Level Rate Rate Frequency CoPay Copay Frequency Entered
Select |PHL Prek PreSchool $0.00 Weekly $0.00 03/19/2017 AADMIN Delete

Costs / Payments

Services / Rates Weekly Payments / Source
Tuition: | Full Day / 5 days ($0.00 weekly) - Effective: 01/01/2010 ¥ | Tuition/Care (subsidies): $0.00
Copay (parent): $0.00
Weekly Cost Summary : : s
- Partial Private (parent): l $0.00|
Tuition/Care: $0.00 Discounis/Credits

At this point, continue to click OK until you return to the child’s main page. You are finished updating this child’s
record and can move on to the next child.

Need assistance? Contact the ChildWare Helpdesk at 215-985-2599, option 1 or helpdesk@phmc.org.
(And please leave a voice mail message so that we can return your call!)






