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For Licensed/Subscribed ChildWare Users with PHLpreK Slots
(CW System of Record Locations)

PHLpreK Guidelines for Transition from Summer
Programming to PHLpreK

Preparing a child in your Summer Program for Approval in the
PHLpreK Program for September

During the summer program, you can start the process to transition children into the PHLpreK
program for September.

1. The transition into the PHLpreK program is completed in ChildWare by creating a new referral and
pending record. The process is different than the typical service profile changes made as children go
from summer to fall enroliment.

2. Inorder to create the new referral and pending record, you must first discharge the child from summer
enrollment. (Note: You can also use the bulk discharge feature — instructions are provided at the end of
this document). This process, when done correctly, does not adversely affect billing or other data
management activities.

3. Identify the children currently enrolled in your summer program who will be transitioning into the
PHLpreK program in September. Under the Child/Family Section, select Child Data and then select Active
enrollments. Select the child you want to discharge.

TT Ih'-ll ALY

Child/Family ¥ Staff v Attendance/Meals v Billing ¥ Reports/Docs v To Do List ¥ Admin ¥

Children Add Childl Advanced Search Print/Export List
View or Search By( | Active ) v ]

as 5 d DOB P plled Discharged ered
Select |Test (Child 11/06/2012  F|05/01/2017 | 05/09/2017  |AMCMAHON | Delete
Select \Wonderland  Manny 10/10/2011 M 01/04/2017  |06/30/2017  |05/24/2017  AMCMAHON  Delete
Select |Wright Mable 01/01/2014 |F  |05/01/2017 |05/24/2017 | AADMIN Delete

Need assistance? Contact the PHMC ChildWare Helpdesk at helpdesk@phmc.org
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4. Inthe Child’s record on the Main tab, scroll to the bottom of the screen and select the current

Referral/Enrollment History.

NOTE — if you see a duplicated or 2" open enrollment record (there are two enrollment records without

discharge dates) — please contact the help desk before proceeding.

Child Due: $0.00 Family Due: $0.00

Deposit Required: $0.00

Deposit On File:

‘ Main H R}Iationships | Services H Financial | Health “ HS Eligibility H Admin || Events & Case Notes “ Documents || Logs |

$0.00

First Name: :Vaﬂld

Sex: LF '], ]
SSN: | - - |

DOB: |1
DOB Verified By: |

| Age: 4 years, 6 months

v 0

Birth City: |
Birth State: | v |
Birth Country: |

Race: i
Ethnicity:

Languages

Spoken at Home: |

r
|
Other Language: ‘r v

Referral/Enrollment History pIir

01/01/2017 05/01/2017

‘ MI: LJ Last Name: ‘Test

| Suffix: \ 7'7\

Photo: || _“child Photo

| Choose File

School-Age Information

School: \
Grade: | Pupil ID: 1

Kindergarten: ‘ “

(starting year)

Add Referral/Enrollment ]

v

05/09/2017 AMCMAHON

N
23

Home

About ChildWare

Need Help?

Enter a Discharge Date under the Discharge and Transfer Information section. Children can be

discharged in advance so that date can be in the future with no impact on system billing.

Referral/Enrollment: Child Test

Recruitment Information

Referral Date: |

Intake Information

Referred By: | ki Site: | PHLprek

Reason For Care: L v Alliance: ¥ PHL Prek

First Staff Contact: | v | i )
Expected Enrollment: r J Subsidy Informatg

Facility Tour Date: | Calg Abebross; ‘_ —! 2

Application Completed: |ﬁ eBedin Paies % ‘ o
Application Fee Paid: \ 5 Fod Date: [ ‘
Status: \_Enrrolied v Discharge and Transfer Information

Note: |

Discharge Date:

| (outside of agency and before enrolled)

A Reason: L
I

Service Profiles p1r

Note: [

Need assistance? Contact the PHMC ChildWare Helpdesk at helpdesk@phmc.org
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6. Choose a Discharge Reason and write a brief explanation in the note section. Then click OK. The system
will change the child’s status for you.

Referral/Enrollment: Child A Test ok | Cancel |

Recruitment Information Intake Information
09/01/2016 | Enrolled: | ]
Site: | Happy Children Early Childcare Center [ |

Referral Date:

Referred By:

Reason For Care: |

Alliance: D PHSP Test

First Staff Contact: |
Expected Enrcliment

Subsidy Information

CCIS Absences: | ’\ (outside of agency and before enrolled)

Facility Tour Dat:

HS Begin Date:
HS End Date: | PIR

idNotEnroll  [>] Discharge and Transfer Information

‘mp

Application Completed

Application Fee Pai

| Discharge Date: \

Reason: |

= Note: |

Behavioral problems
Caregiver won't complete eligibility forms
Completed program

Contract terminated

Family situation

Service Profiles Pir Lost subsidy funding

Medical reasons !

| Moved away

Select Preschool - 3-4 Full Day S 09/01/2016 Private Pay Non payment of fee

Not satisfied / parent concerns
Other

Home About Childware Need Help| Outside activity participation
Poor attendance
Temporarily inactive
Transferred outside agency
Transferred within agency
Transferred within alliance
Unknown

ChildWare is a product of Public Heslth Management Corporation

7. The child will now have a Discharge Date entered into their Referral/Enrollment History.

Child Due: $0.00 Family Due: $0.00 Deposit Required: $0.00 Deposit On File: $0.00

Main “ Relationships “ Services ” Financial “ Health J| HS Eligibility ” Admin “ Events & Case Notes “ Documents “ LogsJ

First Name: [Child | mI: | Last Name: [Test | Suffix: | v
Sex: |F v

SSN: Photo: | [_"Child Photo

DOB: |11/06/2012 | Age: 4 years, 6 months
DOB Verified By: ! ¥, ] G

Birth City: | ]
Birth State: | v
Birth Country: | ‘

| Choose File

Race: | v |er

Ethnicity: v | pim

School-Age Information

Languages
- . School: | ¥
. v | PR F———] ;
Spoken at Home: | = Grade: I v | Pupil ID:
: v | PIR : I — i
Other Language: | B Kindergarten: | ‘ (starting year)
Referral/Enroliment History pPIir Add Referral/Enrollment I

Enrolled
05/01/2017

05/09/2017

AMCMAHON

06/16/2017 emporarily inactive |Delete

Select 01/01/2017

Home  About ChildWare Need Help?

Need assistance? Contact the PHMC ChildWare Helpdesk at helpdesk@phmc.org
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8. Once the children have been marked as discharged from the summer program you can create a new
pending referral for the PHLpreK program.

Assigning a child Pending status for PHLpreK program Approval for September

9. Select the child’s record and open up the Main tab

Child: Child Test ()

ox | (e

Child Due: $0.00 Family Due: $0.00 Deposit Required: $0.00 Deposit On File: $0.00

Main [}lelationships ” Services “ Financial h Health H HS Eligibility “ Admin “ Events & Case Notes I\ Documents “ Logs 1
e = =

First Name: | Child | MI: L‘I Last Name: [Iest | Suffix: | "1

Sex: [F v ]|
ssN: [ - - '1 Photo: | [_"child Photo
DOB: |11/06/2012 | Age: 4 years, 7 months
DOR Verified By: | v ﬂ

10. At the bottom of the screen, review the Referral/Enrollment history. The child should have the correct
discharge date for the summer program. Click on the Add Referral/Enrollment button

Child: Child Test () oK H Cancel |
Child Due: $0.00 Family Due: $0.00 Deposit Required: $0.00 Deposit On File: $0.00
Main h Relationships H Services “ Financial il Health “ HS Eligibility H Admin | Events & Case Notes “ Documents || Logs ‘\
First Name: | Child | M1 [j Last Name: | Test Suffix: | v |
Sex: | fﬁy:‘
SSN: [ - - | Photo: | [_>Child Photo
DOB: :;_141_]Q§[gg1"277‘1 Age: 4 years, 7 months
DOB Verified By: | v |
Birth City:
Birth State: | v |
Birth Country: | ‘
‘ Choose File |
Race: | o ¥ |PIR
Ethnicity: | v | pR
School-Age Information
Languages
School: | v
< ¥ | PIR — 7 ; 7
Spoken at Home i Grade: [ v PupilD: |
Other Language: | b L) Kindergarten: | | (starting year)
Referral/Enrollment History pIr Add Referral/Enrollment
Select |01/01/2017 05/01/2017 05/31/2017 Temporarily inactive 05/09/2017 AMCMAHON Delete
N 1

Need assistance? Contact the PHMC ChildWare Helpdesk at helpdesk@phmc.org
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11. In the Referral/Enrollment screen, enter a new Referral date. This date must be after the discharge date
for the summer program.

OOy T ATy v CAT-Limm g RLLETTUanTCe T Teas ¥ DTy v TEPUTty TUsS ¥ TU DU LISC ¥ ROTTIT ¥

Referral/Enrollment: Child Test oK | Cancel |

Referral Information N
* Referral Date m[«}:—_l
By: v
Reason Requesting Care: v
First Staff Contact: | v |
Status: v

Intake Information

Enrolled:

Site: PHLpreK S

Alliance: PHL PreK

12. Move to the Status drop down and select Pending. Because PHLpreK requires approval prior to
enrollment, the pending status is used.

Referral/Enrollment: Child Test oK | Cancel ]

Referral Information

Referral Date: '76'77/6{)20177
By: v | mn
Reason Requesting Care: f v |

First Staff Contact: v

Status: v

Intake Information

| Did Not Enroll
Enrolled: | Enrolled

Site j - RLEE v
Alliance: | WaltingTist
| Waiting List (Head Start)

13. Then click the PHLpreK Alliance Check Box — this is an important step because the summer enrollment
record did not have this box checked. DO NOT enter a date in the Enrolled field.

14. Click OK to save this information.

T 7 = 24 T

Referral/Enrollment: Child Test oK | Cancel |

Referral Information

Referral Date: | 07/01/2017
By: = v | R
Reason Requesting Care: ) v
First Staff Contact: | v|
Status: '7l5grﬁiinrg v

Intake Information

Enrolled: |

Site: PHLprek v

— Gliance: Rer ek )

Need assistance? Contact the PHMC ChildWare Helpdesk at helpdesk@phmc.org
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15. ChildWare will ask you to confirm because the referral date is in the future. Check your dates and click Yes.

Childware Validation

#25/2] This enrollment is in the future!

PLErER  are vou sure this is correct?
PHL P

_| {outside of agency and before enrolled)

16. A new referral screen will open. In the Notes section, enter the child’s start date for September. This is
required in the notes field because it will assist in the approval process at PHMC. Do not enter any other
information.

17. Click OK to save the information.

Referral /Enrollment: Child Test Cancel |

Recruitment Information Intake Information
Referral Date: | g7/01/2017 Enrolled:
Referred By: ¥ | PIR Site: | PHLprek v
Reason For Care: v

Alliznce: ¥ PHL Prex
First Staff Contact: v
Subsidy Information

Expected Enrollment:
CCIS Absences: {outside of agency and before enrolled)

HS Begin
HS End

Facility Tour Date:

Application Completed:

Enter the start date for this
child for the PHLpreK program
for September

Application Fee Paid:
Status: | Pending v

Dischar

Note: | pe-enroll for 8/5/17

Follow the PHLpreK policy for notifying PHLpreK of a pending enrollment.

Note that this process creates a new service profile for the child. Do not make any changes to the service
profile until after the child has been approved. If you make changes prior to the approval and formal
enrollment by the PHLpreK staff you could create a duplicate service profile. Duplicate service profiles result
in issues with attendance tracking, billing and reporting.

Need assistance? Contact the PHMC ChildWare Helpdesk at helpdesk@phmc.org
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Checking a child’s pending status for September

Once you have completed the last step above and clicked the OK button to save the information; you can
then confirm that child(ren) has been properly marked as a pending.

1. Click on the Child/Family section and select Child Data from the list

h__ A B EELE ] v v AT ~— PHLpreK
. Child/Family v Staff v Attendance/Meals v Billing v Reports/Docs v To Do List v Admin v

chifchildata D i

Contact Data
Bulk Service Updates “amily Due: $0.00 Deposit Required: $0.00 Deposit On File: $0.00
Batch Record Updates
Notification Emails

Main

'FinanciaI-H-HealtE-H HS Eligibility “>Events & Case Notes N Documents “ Logs |

First PIN Maintenance | MI: | | Last Name: [Test | suffix: [ v |

2. From the View and Search By drop down, select “Pending”

™

Child/Family v Staff v Attendance/Meals v Billing v Reports/Docs v To Do List v Admin v

Children Addchild] AdvancedSearch] Print/Export List ]

* View or Search By:

All Children

(F5 4. ET0LS Al Children Ml Sex Enrolled Discharged Entered By
Select |Cinderella | All Children (HS) F , |06/08/2017 | GFARALLYSEMERAD Delete
Select Mouse | Future (E:art"e”'r‘;‘;t:) M |06/08/2017 | (06/08/2017 | GFARALLYSEMERAD  Delete
Select |Mouse bid Not Encoll F 06/08/2017 |GFARALLYSEMERAD Delete
Select Sleeping | Discharged E | | 06/08/2017 GFARALLYSEMERAD Delete
Select Sparrow |Discharge Reason M |09/11/2017 06/12/2017 |GFARALLYSEMERAD Delete
Select |Test Duline Applicabion Fo _ 05/09/2017 | AMCMAHON Delete
Select |Tigger g Pending M |06/08/2017 |06/12/2017 |06/08/2017 |GFARALLYSEMERAD Delete
Select |Wonderld it i F 05/24/2017 |AMCMAHON Delete
Select | Wonderlang Waiting List (Head Start) M 05/24/2017  AMCMAHON Delete
Calant Werinht A”ergles / Food Restriction E ns/n1/on13 | ne/nA/Mmn1? ANDWATI [V PP

3. Confirm that that the correct child(ren) are on the pending list for September
Child/Family v Staff v Attendance/Meals v Billing v Reports/Docs ¥ To Do List ¥ Admin v

Children Add Child ] Advanced Search ] Print/Export List ]

View or Search By: | Pending v ]

Last Name First Name DOB Age Sex Referral Entered By

Select vs_lggginq Beauty 02/08/2013 |4 yrs, 4 mos___|F 06/06/201 06/08 _GFARALLYSE

Select |Test child 11/06/2012 |4 yrs, 7mos |F  07/01/2017 |05/09/2017 | AMCMAHON

Select TWonderland IAlice _11,-’15[2013 13yrs, 7mos [F 107/01/2017  105/24/2017 _AMCMAHON Delete |
Select _Wonderland Manny 10/10/2011 |5 yrs, 8 mos M 07/01/2017 05/24/2017 |AMCMAHON Delete
Select |Cinderella Blue |01/01/2013 4 yrs, 5 mos F 07/04/2017 06/08/2017 | GFARALLYSEMERAD Delete
Select 'Mouse Minnie 11/28/2013 3 yrs, 7 mos F 07/04/2017 06/08/2017 | GFARALLYSEMERAD Delete

4. As children are approved for enroliment, PHMC staff will update the record with the enrollment
date from the Notes field (that is why it’s important to enter the correct date in the Notes field). The
child will then be enrolled for September.

5. Once the enrollment has been approved and the child’s status has been changed, the
service profile can be updated to reflect new subsidies and classroom assignments.

Need assistance? Contact the PHMC ChildWare Helpdesk at helpdesk@phmc.org
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Discharging Multiple Children Using Bulk Service Updates - End of Summer Program

If you have multiple children that will be transitioning to the PHLpreK program, you can save some time using

ChildWare’s bulk service update feature to process the discharge for multiple children at one time.

1. Under the Child/Family section of ChildWare, select the Bulk Service Updates from the drop down menu.
If you do not have this option available in the menu, please email ChildWare@phmc.org to request a

change to your user profile.

UIHAVVAIC

Child/Family ¥ Staff v Attendance/Meals v Billing ¥ Reports/Docs ¥ To Do List v Admin v

Little Learners Academy

M»Ch"d Data R? Add Child l Advanced Search I Print/Export List

Select Notification Emails 03/15/2012  |F  05/08/2013 | 07/06/2012  |FPARKES  Delete
Select PIN Maintenance 02/01/2008 M |09/01/2010 ‘06/22/2011 FPARKES M
Select Allen Andrew 12/01/2009 M 07/12/2011 | 04/18/2011  |ALPHATEST  Delete
Colast Mlan Anns NA/MRIINNE E nAI01/9011 nA/18/9014 ALDHATECT Diolabs

2. Once selected, you will open the Process Update Screen.

Child/Family v Staff v Attendance/Meals v Billing v Reports/Docs ¥ To Do List ¥ Admin v
Bulk Service Updates I} Process Updates

Process Update || History ]

A R A R |

Update Action

Action: [ v

Child Selection

Select: ! ® Single Child > Family (> Multiple Children i

3. Under Update Action, use the drop down to select Discharge Active Children.

Child/Family v Staff v Attendance/Meals v Billing v Reports/Docs v To Do List ¥ Admin v

“Process Update | History |

Bulk Service Updates Process Updates

Update Action
Action:

Re-Enroll Discharged Children

child Selection | Discharge Active Children

Modify Service Profiles For Active Children
Sele| Rate Change For Active Children

Idren |

Subsidy Rate Change For Active Children

Need assistance? Contact the PHMC ChildWare Helpdesk at helpdesk@phmc.org
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4. Enter the date for the last day of service in the PHLpreK program year.

Child/Family v Staff v Attendance/Meals v Billing v Reports/Docs v To Do List ¥ Admin v

Bulk Service Updates

Process Updates

Process Update h Higtréﬁ}rj

Update Action

Action [ Discharge Active Chidren 2

Discharge Information

Discharge Date: “:/_/ « June, 2017
Reason: | '\rb
— Su Mo Tu We Th Fr Sa
Note:

1 2 3

4 56 7 8 5 10 A
11 12 13° 3415 16 17
Child Selection 18 15 20 21 22 23 24

[ 2 2 30 =
Select: | '® Single @ P M ldren |

5. For Discharge Reason: choosing temporarily inactive will allow you to identify the children more quickly
for the process of creating their pending status for the fall.

Child/Family v Staff v Attendance/Meals v Billing v Reports/Docs v To Do List v Admin v

Bulk Service Updates

Process Updates

Process Update h History J

Update Action

Action: | Discharge Active Children v

Discharge Information
Discharge Date: 1W‘
Reason:
Note:

Completed program
Temporarily inactive

(NS

6. Click on the radial button for Multiple Children.

Bulk Service Updates Process Updates ]

Process Update niHiVSitigl;?I

Update Action

Action: | Discharge Active Children v

Discharge Information

Discharge Date: ,05/16/—2017,‘
Reason: LCompIeted program ¥
Note: | ]

Child Selection

Select: | () Single Child ) Family ® tultiple Children |
b

Born Between: | \ and | \
| Include Room Group ¥ || All Room Groups ¥ |

[Include Care Level v |[All Care Levels v

Need assistance? Contact the PHMC ChildWare Helpdesk at helpdesk@phmc.org
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You will end up with a list of children actively enrolled in you center. You can use the filter options to narrow

down the selection of children by their birthday, room and other options.
Note:

Child Selection

Select: | ©’ Single Child ( Family ® Multiple Children ‘

Born Between: | | and | } | Include Care Type ¥ || All Care Types "
| Include Room Group V_] All Room Groups ¥ iIncIude Care Level v ||All Care Levels ¥ |
| Include Room ¥ || All Rooms v | Include Subsidy ¥ || All Subsidies ¥ |

Apply Filter] Reset Filter] Print Proposed]

Incdude Child's Name DOB Room Enrolled Discharged

L Aikens, Angelica 03/15/2012 |Big Tots - Older Toddlers Room 5/8/2013

7. Select the children that you will be discharging. Remember that you should only select those children
whose discharge date and reason all match.

Born Between: ‘ | and | : | Include Care Type ¥ \ All Care Types v |
[Include Room Group ¥ || All Room Groups v | [Include Care Level v |[All Care Levels v |
['i-rTcl-u_d_egliK-'“[:kAII Rooms " i?nclude Subsidy ¥ H All Subsidies v |
Apply Filter] Reset Filter] Print Proposed]
Incdude Child's Name DOB Room Enrolled Discharged

L Aikens, Angelica 03/15/2012 Big Tots - Older Toddlers Room 5/8/2013

5} iAlexander, Jason 02/01/2009 ‘l_ittle Learners - Preschool Room 9/1/2010 D
L Allen, Andrew 12/01/2009 Big Tots - Older Toddlers Room 7/12/2011

« Allen, Anna v 04/23/2006 |Little Learners - Preschool Room 4/1/2011

J Balances, Bernard » 06/22/2012 2/1/20186

el vBaIan:es, Bradley . 01/01/2012 .Little Learners - Preschool Room 1/1/2015

il Banks, Christina 12/24/2009 |Little Learners - Preschool Room 11/15/2011

= iBanks, Robert » 03/06/2009 .Big Tots - Older Toddlers Room 11/15/2011

J vBorschanski, April v 12/31/2010 Little Learners - Preschool Room 3/1/2011

8. Confirm that you have the correct Discharge Date and Discharge reason for the selected children. Then
click the Process Updates button.

Child/Family v Staff v Attendance/Meals v Billing v Reports/Docs v To Do List w Admin v
Bulk Service Updates Process Updates

Process Update l'History |

Update Action

Action: | Discharge Active Children v

Reason: [7Completed program "
Note:

Child Selection

Select: | -’ Single Child (. Family ® Multiple Children |

Born Between: | | and | ] | Include Care Type ¥ || All Care Types v |

———— 1=

= Y TS = P | T = ==l = PR =

Need assistance? Contact the PHMC ChildWare Helpdesk at helpdesk@phmc.org
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9. ChildWare will alert you that you are making a change to the selected records. If your information is
correct, click the Yes button.

Childware Validation

This will discharge all selected children!

Do you wish to continue?

10. ChildWare will confirm that the updates have been completed
niiavvdre

Little Learners Academy

Child/Family v Staff v Attendance/Meals v Billing v Reports/Docs v To Do List v Admin v |
Bulk Service Updates | Process Updates l

Process Update || History |

@ischarge has been processed for 3 children out of 3 seleE(iD

Update Action l}

Action: | Discharge Active Children v |

Dok T x5

After completing either the Individual Child or Bulk Child Discharge process, the Discharge Date will now
appear on in the “Discharged” column on the Child Data screen.

ChildWare

Home | Change User | Change Site | Help | Log Qut

PHLpreK
Child/Family v Staff w Attendance/Meals v Billing v Ref@rts/Docs v To Do List v Admin v
Children Add [hild Advanced Search ] Print/Export List ]
View or Search By: |Aclive ¥ |
Last Name First Name Sex Discharged Entered
Select |[Test Child 11/06/2012 F 05/01/2017 06/16/2017 05/09/2017 AMCMAHOMN Delete
Select |Wonderland Manny 10/10/2011 M 01,/04/2017 06/30/2017 05/24/2017 AMCMAHOMN Delete
Select |Wright Mable 01,/01/2014 F 05/01/2017 05/24/2017 AADMIN Delete
Page 1 of 1 3 records found
Home  About ChildWare Meed Help?

Need assistance? Contact the PHMC ChildWare Helpdesk at helpdesk@phmc.org
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