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TIP SHEET

The purpose of this tip sheet is to demonstrate the automatic child information upload process. These steps include downloading the Child
Information Template, entering child data, uploading the template, selecting the child(ren) to process, reviewing and/or updating child and
parent information, and performing child clearance.

Child Information Upload Process

1. Download the Child Information Template. This template can be downloaded from the Child Information Summary screen or from

the Child Information Upload pop-out. See the examples below.
Or, Click the
here
hyperlink.

Click the
hyperlink...

Child Information Upload Summary el - |

For & tour of the child information u

d process,

Child Information Uploa

T o You may use the Child Information Template to facilitate newjs fild entry. Once the
information is uploaded, you may review each child before sfipmitting as if you were
entering the children’s information manually.

You can download the latest Child Information Templatd here. Ppen the file called
Child_Info_Template.xlsm and add key demographic and parent/legal guardian
information for each child. Once you are finished, click the SAVE button within the
template to save your work and create the "Upload_Child_Info.csv" file for upload.
Then, browse for your file below.

Once your file has been processed and scanned for viruses, the children will appear
on the Child Information Upload Summary page.

File Name:
|C:\PrOJects\PeIican\PSS\Deve\opment\Prototype\PSSW02027\NewCh\I‘ Browse... ‘

nes  pPage[i[<]of20 e
e CANCEL CONTINUE

2. Enter child data. Use the Child Information Template to enter child demographic and parent/legal guardian information for upload.
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Please enter Child Information below to populate into ELN. The SAVE button will save your progress and create a .CSV file for upload. Required fields must be added
to this template in order to successfully upload the child.

SAVE
1

Child's Last Name Child's First Name Child's Middle Child's Suffix (Select  Child's Date of Birth Child's Gender (Select from Child's Race (Select from Child's Ethnicity (Select from
(Required) (Required) Initial from dropdown) (Required) dropdown) (M/F) (Required) dropdown) (Required)  dropdown) (Required)

Note the required fields: Child's Last Name, Child’'s First Name, Child’s Date of Birth, Child’s Gender, Child’s Race, and Child’s
Ethnicity.

Additional fields available on the template include the following: Parent’s Suffix, Parent’s Gender, Parent’s Date of Birth, Parent’'s
Relationship to Child, Parent’s Secondary Relationship to Child, Parent’s Role, Parent’s Address (street, county, state, zip code),
Parent’s School District of Residence, Parent’s Phone Number, and Parent’s Email.

3. Save the Template on your computer when finished. The SAVE process will create two files containing the information — one is an
Excel file and one is a .csv file (for the upload).

4. Upload the completed template to PELICAN from the Child Information Upload screen.
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Child Information Upload

You may use the Child Information Template to facilitate new child entry. Once the

information is uploaded, you may review each child before submitting as if you were
entering the children's information manually.

You can download the latest Child Information Template here. Open the file called Click the Browse
Child_Info_Template.xlsm and add key demographic and parent/legal guardian button to find your
information for each child. Once you are finished, click the SAVE button within the Upload_Child_Info.csv

template to save your work and create the "Upload_Child_Info.csv” file for upload.
Then, browse for your file below.

file to upload.

Once your file has been processed and scanned for viruses, the children will appear
on the Child Information Upload Summary page.

File Name:
‘C:\Projects\Pelican\PSS\Development\Prototype\PSSWD2027\NewChiI| Browse...

CANCEL CONTINUE

5. Click [CONTINUE] to upload your file.

6. A system virus scan will run. The Child Information Upload pop-out will display a message indicating the file is secure.
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Child Information Upload

The file is secure. Select CONTINUE to upload the child information.

You may use the Child Information Template to facilitate new child entry. Once the information is
uploaded, you may review each child before submitting as if you were entering the children's
information manually.

You can download the latest Child Information Template here. Open the file called
Child_Info_Template xlsm and add key demographic and parent/legal guardian information for each
child. Once you are finished, click the SAVE button within the template to save your work and create
the "Upload_Child_Info.csv" file for upload. Then, browse for your file below.

Once your file has been processed and scanned for viruses, the children will appear on the Child
Information Upload Summary page.

File Name: child data upload.csv

CANCEL CONTINUE

5. Click [CONTINUE].

6. Receive Child Information Upload summary pop-out.
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Child Information Upload

There are 505 children on the upload file for this location. The ChiLljd Ilnf?jrmation
ploa

Children Successfully Uploaded

This screen confirms the child
information upload and
provides the upload results by
showing the number of children
successfully uploaded and the
number of children

15 child(ren) have not been uploaded from the file because their First Name, Last unsuccessfully uploaded.
Name, or Date of Birth was not entered.

485 child({ren) have been successfully uploaded from the file.

Children Unsuccessfully Uploaded

5 child{ren) have not been uploaded from the file because over 500 children were on
the upload file.

You may edit child data and confirm data accuracy after clicking CONTINUE.
Additional children can be manually entered by selecting the CREATE NEW CHILD
button on the Child Roster or Child Search screens.

CONTINUE

7. Click [CONTINUE].
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After clicking [CONTINUE] in
Child Information Upload Summary - 3 the previous step, the Child
For a tour of the child information upload process, click here. |nf0rmat| on Upload

Welcome to the Child Information Upload Summary page! Here, you can view all of the child data that you have uploaded or updated
Summary screen appears.

To upload children, download the latest Child inforr mplate here

To learn more about the child information upload proces less,

Bnload a CHld informaion Template, adet child data, and use the SAVE Button to save your progress and create e for upload This screen allows you to view
U 0500 Criaren can b uploadet 3 ingh e, Als0, adliional races can b et 0 Ch whil processing afcer you have all the child data that was
R e S e S e T R e e g uploaded or updated within
the past 90 days that have not
been processed.

uploading children for
Child Information Terr

mm & - ] e B e
=] Lakas

] Wndar Kirstan 1L/ 20 bt bl @ O2/01/2016 11:11 AM
o e - 8. Select child(ren) to process by
et il = clicking the checkbox(es).
(=] T Mar e ! os
1 1 Luc o 1| b kowvimbkeler D9/01/2016 11-20 AM
& i — 9. Click [CONTINUE]
n il lnmnichm ol Car T 330 P
(=] Catus David 03/18/2014 o o s 0B/25/2016 03.30 PM

e Page[1]=]of20 Go

DELETE CONTINUE

10. Process what you uploaded. After clicking [CONTINUE] in the previous step, the Child Information Summary page displays.
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/From this screen, by \\
clicking the “+” sign, you
can view and edit Child
Demographic Information,
Parent/Legal Guardian
Information, Income
Information, and Risk

Qactor Information.

Gender: Farmala
Ethnicity: 4

Full Nama: Shandra Winkets

Role: Primar

School District: West Mifllis

Relationship: Mother

() ADD PARENT/LEGAL GUARDIAN

= |ncome Information

== Risk Factor Information

SAVE AND QUIT

== Child Demographic Information (e
7 Full Name: Kirsten Winkels

== Parent/Legal Guardian Information (=

v

Data of Birth: 11/20/2012
Race: White. Asiar

Programs: STARS, PA Pre-K

Date of Birth: 06/120197

chiidiof 2 [

. Click the
order o

Address: 26 Amaryliis Lane, Newtowrn, PA

Primary Address: Yes

Socondary Ralationchip: ¢

SKIP CHILD

Seats

COLLAPSE ALL

SUBMIT

% pennsylvania
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Note: Child data can also be edited
from the Child Demographic
Information screen, after the child is
enrolled (i.e., after child clearance).

However, the preferred way to edit
child data is from the Child
Information Upload Summary
screen (left), prior to submitting and
enrolling the child (i.e., prior to child
clearance).

After performing all the edits and
updates for the child from the Child
Information Upload Summary
screen, click [SUBMIT].

11. Child Clearance. After clicking [SUBMIT] in the previous step, the Child Clearance screen will load if a child record matching the data
entered is currently in the system.
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Child Clearance

The information you have entered is similar to a child record on file in our database. The child may have a record on
file because they participated in other child services programs or have a prior enrollment.

Based on this information, we have performed a comparison and calculated a Match Score. The higher the
percentage, the more likely it is that the child you entered matches one of the records already on file. A Match Score
of 90 or above is considered a likely match. Match Scores will be 100 only if there are matching Social Security
Numbers on each child’s record.

Please review the possible matches below and determine if the records match the child you are attempting to create.
By selecting an existing record, you will overwrite the information entered with the information on file. If none of the
records below are a match, please select the Create New Child button.

Gender SSN

Winkeler Kirsten M 11/20/2012 F

pennsylvania
P E L I c A M
Early Learning Nefwork
Fenmytronia s Eaterprivr iz Link Informetion for Chddnm Acrons Nefwork

If a child listed below matches the entered child above, click the Select radio button associated with the match and

click SAVE. @
Select  Last Gender SSN Match Score
Winkeler Kristen 08/14/2014 F woec4573 90
Winkler Kiersten M 11/20/2012 F xo-xx-4738 80
o Winkeler Krirsten 5 09/14/2014 F 70

O Create New Child

Follow the instructions on the screen.

If the child data entered matches a
child listed on the screen, click the
[SELECT] radio button next to that
match.

If the child data entered does not
match a child listed on the screen,
select the [Create New Child] radio
button.

If a Match Score is 98 or above, the
record is considered an exact match
and must be selected. Creating a
new child is not an option.

screen displays.

12. Submit New Child. After selecting the [Create New Child] radio button in the previous step, the Submit New Child confirmation
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Submit New Child

The information for Kirsten Winkeler has been added to your location and is available as "In-
Process." You can make any additional changes to the child’'s information from the Child
Information Summary.

This child will no longer be available on the Child Upload Summary page. You can see a record
of all uploaded children by clicking the UPLOAD HISTORY button on the Upload Summary page.

CONTINUE

Click [CONTINUE].

13. Repeat Steps 10 through 12 for each child selected to process. The system will display the next child that was selected to process
until all have processed. After clicking [CONTINUE] for the last child, the Child Information Upload — Upload Summary screen
displays.
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Child Information Upload

Upload Summary

The children you have submitted are listed in the green box below. These children have been saved to your location as "In
Process." These children will no longer appear on the Child Information Upload Summary and have been placed in the
Child Information Upload History. You can make changes to these children on the Child Roster page.

Submitted Children

== 5 Child(ren) were successfully submitted.

* Lakos, Sarah

* Winkeler, Kirsten

= Walker, Robert

= Rosenstein, Stefani
= Skywalker, Lucas

The children you have not submitted are listed in the yellow box below. You can continue entering these children later from
the Child Information Upload Summary.

Unsubmitted Children
== 2 Child(ren) were not submitted.

BACK TO UPLOAD SUMMARY

14. Click [BACK TO UPLOAD SUMMARY] to return to the Upload Summary page.
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Lecation 1D

Child Information Upload Summary o o |
For a tour of the child information uplaad process, click here. .
Waelcome to the Child Information Upload Summanry page! Here, you can view all of the child data that you have uploaded or updated I m p O rta‘nt NOteS .

within the past

To upload children,

i Children successfully submitted will no longer
EiSimidan o Chlld RvSrinstion TS et Nobt ol dskor 0wz ie AV BIRER S Sav ol piurics ST crashd S I G vkl appear on the Upload Summary page.
e These children are not enrolled.
'. ¢ Navigate to CHILD ROSTER and filter to view
iPlce i dRaEad for Moot Nl i sl g s b Lnkes i s DOt e eR sl In Process records to enroll the children.

UPLOAD CHILD INFORMATION VIEW UPLOAD HISTORY

3 |Last update By o Last Update On

n more about the child information upload p

Children that were not successfully submitted
through the upload will require updates to
correct the data before resubmitting.
e These updates can be made from the Upload
Summary screen. It is not necessary to
upload the file again.

s 09 01 /2016 1115 AW

If all children were submitted successfully, and
there are no additional child records to submit,
the Child Information Upload Summary page will
not display child records.

e Navigate away from the Upload Summary
page by choosing a page from navigation
drop-down menu or an option from the ELN
menu headers.

s 09/01/2016 1195 AR

Mexr Page[1]=]of 20

DELETE CONTINUE
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