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Entering, Applying, and Enrolling a Child 

This document will teach you how to enter, apply, 
and enroll a family/child into your program. 
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Adding a Family/Child 

Before Adding a Family/Child into ChildWare, your 
site should: 

1. Set-up your Site Classroom(s) 
2. Have available PHLpreK slots 
3. Have confirmed the Application 

PHLpreK will communicate all policy and timeline related details 
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Adding a Caregiver 

To add a new Family/Child (or add a child to an existing family), 

start by clicking Caregiver on the Navigation Menu 

Caregiver information is entered before child’s information.  

Search Caregiver first to add returning 
students, transfer within agency, and 

sibling groups. 
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If you find that the caregiver is not already in 
your agency, go back to the Caregiver on the 
Navigation Menu and select  Add Family  for all 
new families/children 

On the next few pages, 
enter data collected 

Adding a Caregiver 
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Adding a Caregiver 
The caregiver’s information is input first 

Required Fields: 

 First and Last Name 

Address should match exactly to what is in Avela 
and/or on the parent application. 

You must input an eligible address to complete enrollment   

(refer to PHLpreK for policy)  
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Language is a required field.  

Add all languages listed. 

Please enter both phone number 
and email if provided 

Adding a Caregiver 

A Caregiver and a Child must 
be entered to create a profile! 
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The child’s birthdate is a required field. 

You must input an age eligible birth date to continue 
onto enrollment this program year. 

 (refer to PHLpreK for policy)  

Entering a Child 

Required Fields: 

 First and Last Name 
 Birthdate 
 Gender 
 Race 
 Ethnicity 
 Agency 
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Entering a Child 

Language is a required field.  

Add all languages listed on application. 

Add all Child Risk Factors 

listed on the application. 

At this point, you can add additional caregivers or children that 
are applying for PHLpreK living in the same household.  

Once all family members have been added click ‘Next’.  
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Selecting Relationships 

Common Relationships 

Sibling: Relationship to other children enrolled at same agency 

Child: Relationship to Parent 

Undefined: Relationship between two adult Caregivers 

Relationship is a required field.  

To add child to family, you must enter the appropriate relationship distinctions.  
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Applying a Child 

Once the child’s profile is created, 
go to Children on the Navigation 
Menu. 

Check your work by finding your new child at the top of 
your site’s children’s list. 

To add an application, go to Children 
on the Navigation Menu and select the 
child profile. 
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Applying a Child 
Enter the Application/Enrollment tab on the child’s profile 

Select New Application button on the to enter apply child to site 

Application Date is today’s date 
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Applying a Child 

Answer application questions 

 (refer to PHLpreK for policy)  

Eligibility table will confirm 
that the information you 

have input is accurate and 
that the child age and 

residency eligible for each 
school year 
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Enrolling a Child 
Once Application Questions are saved, you will enter back to 

the Application/Enrollment tab on the child’s profile. 

Child’s status will now show as Applicant 

In the Application/Enrollment tab of the child’s profile, click Enrollment 

Click Enroll 
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Enrolling a Child 
Fill in the required fields: 

    

 Service (PHLpreK slot) 
 Classroom 
 Start and End Time 
 Start Date* 
 Schedule* 

The system will prompt you to enter a 
future date of at least two business 

days (refer to PHLpreK for policy) 

* Click Weekdays On 

Once the enrollment date arrives, the child’s status will change 
from Pre-enrolled to Enrolled. 

All children who have been pre-enrolled with a future date will have a 
Pre-Enrolled status 
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 Enter the Home Module on the Navigation Menu 
to view the Home Dashboard. 

Here you will see columns for: 

• Slots 
• Applicants 
• Unapproved Pre-Enrolled 
• Approved Pre-Enrolled 
• Enrolled 

Click on any of the status columns to see the list of 
children in that status. 

Check Your Work 


