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There are four types of end dating processes within PELICAN:

End-Dating a Child Enrollment — Ends a child’s enrollment in a specific program in a classroom session.
End-Dating Staff from a Classroom Session — Ends a staff member’s assignment to a classroom session.
End-Dating Staff from a Location — Ends a staff member’s assignment to a location.

End-Dating a Classroom Session — Ends a classroom session at a location.

It is important to understand the difference between end dating and deleting:

¢ End-dating — Closes an enrollment, classroom session, or staff assignment. The history details of that
information is maintained (such as saving the history of a child’s previous enrollments.)
e Deleting — Removes all information about the enrollment, classroom session, or staff assignment without

maintaining the history. For instance, a classroom session that is moving to a new physical location would
be end dated, while a classroom session that was created incorrectly would be deleted.

Do not delete a record unless the information was entered in error.
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End-Dating Child Enrollment

The End-Date Enrollments function allows users to end-date enrollment(s) for a child or children selected on the

Child Roster. To end-date a child or children’s enrollment record(s), follow the steps below:

a. Select the radio button for each child on the Child Roster to be end-dated or Select All.

CHILD ROSTER ‘ CHILD SEARCH CHILD INFORMATION UPLOAD WAITING LIST

MPI ID 300503106-0001 Location Name UAT ELN TRAINING CENTER ACTIVE

Location ID 13805 Lead Agency UAT ELN TRAINING CTR INC

For a tour of the Child Roster page, click here

Below are the enrollments which are currently Active at this location. You can use the filters along the side of the screen view enrollments in different statuses, specific programs,
classroom sessions or schedules. The display order can also be changed using the arrows in the top header row.

When the Inactive status filter is applied, this page displays enroliments which have been inactive for less than two years. To view enrollments which have been inactive for more than
wo years, please use Child Search.

Active Children At This Location: 23
Active Enroliments At This Location: 23

Filter By: @ + Showing Results For Enroliment Status: Active

= Enroliment Status
Date of Classroom PropTa Enroliment Enroliment Risk Factors
o Select Birth Session ! Begin Date End Date
@ Active Al
I

O Inactive (past 2 years)
09/11/2013 Full Day MCC Pre-K 1 EAIEL 09/20/2017 Individualized

O In-Process Counts Education Plan

(O On Waiting List

D& Deo v ot B e

pennsylvania Back To PSS Home b-hhelms ¥
Eglﬁll.cYALNEARNING NETWORK
A MY LOCATIONS HOME LOCATION | CHILD INFORMATION | TOOLS ADDITIONAL OPTIONS + |0HELP |

Child Roster seect N < |
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b. Once the records are selected, the END-DATE ENROLLMENT button is activated.

c. Click the END-DATE ENROLLMENT button.

Mumber of Results: 73 Mext Page |1 v|of2 Go Children Selected 1

CREATE ENROLLMENT END DATE ENROLLMENT CREATE NEW CHILD CHILD UPLOAD SUMMARY

ennsylvania
Dpa\nmneuryoF HUMAN SERVICES Resources Erequently Asked Questions

d. The End-Date Enrollments pop-out is displayed.

End-Date Enroliments

1 Enrollments will be end-dated when you select SAVE.

Please select the Enrollment End Date and the Enrollment End Date Reason for the

enrollments you are modifying.

Enrollment End Date: (required)

Enrollment End Date Reason: jrequired)

CANCEL

Revised: 11/13/2017
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Enter the required Enrollment End Date by typing in the date (MM/DD/YYYY).

Enter the Enrollment End Date Reason by selecting the appropriate reason from the dropdown list.
Click [SAVE] to validate the enrollment information.

Click the [CANCEL] button to return to the previous screen without making changes.

PObPR

The End-Date Enrollments Summary pop-out is displayed.

End-Date Enroliments Summary The End-Date Enrollments Summary
screen provides a summary of the
Below is a summary of the enrollments you have end dated. Use the (+) and (-) enrollments which were and were not
symbols to view more or less detail and click CONTINUE to return to the Child
Roster. end-dated when the end-date enrollment
action is completed on multiple child

Enrollments Successfully End Dated
records.

== 10 Enrollment(s) were successfully end dated

Click on the [+] to expand the view and

Enrollments Not End Dated display the children’s names.
== 2 Enrollment(s) were not end dated because they were not in .
Active status Click the [CONTINUE] button to close
* Winkeler, Kirst .
. pa]ffofj'.ﬂ.%r; - the summary and return to the Child

Roster screen with the selected child

records end-dated.
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END-DATE STAFF FROM A CLASSROOM SESSION

Navigate to the Location Information screen by selecting LOCATION from the ELN header menu, then

LOCATION INFORMATION from the sub-navigation menu.

pennsylvania
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‘ﬁ‘M‘fLOC;ATIONS HOME | LOCATION | CHILD INFORMATION TOOLS ADDITIONAL OPTIONS v

I LOCATION INFORMATION || STAFF | ATTENDANCE | FUNDING INFORMATION |

MPI ID 300503106-0001 Location Name

UAT ELN TRAINING CENTER

Location ID 13805 Lead Agency UAT ELN TRAINING CTR INC

Back To PSS Home b-hhelms ¥

[0HELP|

Status ACTIVE

a. Click on the [Classroom Session Name] link that the staff member should be end-dated for.
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= Classroom Sessions

Below is a list of all the classroom sessions at this location. You can sort the classroom sessions displayed by selecting
Active, Inactive, or All. Click on the Classroom Session Name to view the Classroom Sessions Summary.

— Chlldn:n Enrolled
- -m ~
Program

Creative Curriculum 09/01/2017

Show: Active

MCCHSI ackie r Room 202
MCCPre-K 1 Erankie Fish Room 201 PKC 20 20 Creative Curriculum 09/01/2017

The Classroom Session Summary screen is displayed.
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w E&TanylVan'la Back To PSS Home b-hhelms ¥
EARLY LEARNING NETWORK
A" MYLOCATIONS HOME LOCATION CHILD INFORMATION TOOLS ADDITIONAL OPTIONS + | @HELP |
MPI1 ID 300503106-0001 Location Name UAT ELN TRAINING CENTER Status ACTIVE
Location ID 13805 Lead Agency UAT ELN TRAINING CTR INC

Classroom Session Summary
The below information shows all of the Classroom Session details. Click the dropdown arrow on the right side of each section to edit the information in that section. EXPAND ALL
= General Information

Classroom Session Name: MCC HS | Classroom Session Start Date: 09/01/2017
Classroom Session End Date: Physical Room: Room 202
Approved Assessment:

+ School Year Information

b. Click the action dropdown arrow on the right side of the appropriate staff member to edit their information.

= Staff Information

Show: | Active [v|

Classroom Session Role: Teacher
Staff Classroom Session Start Date: 09/01/2017

staff Name: Jaguar, Jackie
Classroom Session Lead: Yes
staff Classroom Session End Date:

| # EDIT
@M DELETE
© HISTORY

.

The Staff Member Information pop-out displays.

Revised: 11/13/2017
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Staff Member Information

Please enter the staff member information below for the classroom session.

Staff Name: (required) Classroom Session Role: (required)

Jaguar, Jackie Teacher

Staff Classroom Session Start Date: Staff Classroom Session End Date:
(required)

0s8/01/2017

¥ Classroom Session Lead @

CANCEL

c. Enter the Staff Classroom Session End Date and click the [SAVE] button to confirm the end date was
updated on the Classroom Session Summary screen.

If problems occur when end dating staff from a classroom session, it is likely due to the following reason:
e Staff cannot be end dated from a classroom session if they are the Lead Teacher unless they are the only
active staff associated with that classroom session. If the staff member being end dated is the Lead

Revised: 11/13/2017 Page 8 of 14
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Teacher and there is other active staff associated with the classroom session, an error message occurs
saying “This staff member is currently active in at least one classroom session. Please end date them in
the classroom session(s) before changing their employment status to inactive.” To resolve this error,
assign another staff member as the Lead Teacher and then end date the staff member.

END-DATE STAFF FROM A LOCATION

Navigate to the Staff Summary screen by selecting LOCATION from the ELN header menu, then STAFF from
the sub-navigation menu.

pennsylvania
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Back To PSS Home b-hhelms ¥

48 MY LOCATIONS HOME | LOCATION | CHILD INFORMATION TOOLS ADDITIONAL OPTIONS v ‘GHELP‘

LOCATION INFORMATION ATTENDANCE FUNDING INFORMATION

MPI ID 300503106-0001 Location Name UAT ELN TRAINING CENTER ACTIVE

Location ID 13805 Lead Agency UAT ELN TRAINING CTR INC

Staff Summary Select.. v B

The Staff Summary screen displays.
a. Click on the name of the staff to be end dated.
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Staff Summary

[ + Status ] Fish, Frankie Teacher Active
[ 'I'Stafnype ] |aguar, |ackie Teacher Active
Page 1 of 1

Welcome to the Staff Summary! Here, you can view all staff for your location. Click on a staff member to edit their information or add staff using the CREATE NEW STAFF button. You
can use the filters to adjust which staff members are displayed on this screen. The display order can also be changed using the arrows in the top header row

Select

o <

The Staff Information Summary screen is displayed.

b. Scroll down to the Location Specific Information section of the screen.
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‘ﬁ MY LOCATIONS HOME LOCATION CHILD INFORMATION TOOLS ADDITIONAL OPTIONS v

LOCATION INFORMATION | STAFF | ATTENDANCE | FUNDING INFORMATION

Staff Information Summary

Welcome to the Staff Information Summary page! Click the dropdown arrow on the right side of each section to edit the information in that section

+ Staff Demographic Information

= Location Specific Information

Start Date: 09/01/2017
Staff Category: Full-Time
Inactive Date:

Staff Type: Teacher
Employment Status: Active
Inactive Reason:

Back To PSS Home

b-hhelms ¥

| @HELP |

EXPAND ALL

I # EDIT I

© HISTORY

c. Click the action dropdown arrow to edit the location specific

Revised: 11/13/2017

information the staff member is connected to.
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The Location Specific Information screen is displayed.

Location Specific Information

Please enter the location information below for this staff member.

Start Date: jrequired) Staff Type: (required) Staff Category: (required)

09/01/2017 Teacher Full-Time

Employment Status: (required) Inactive Date: Provide Reason if Inactive:

Active Select...

CANCEL

d. Enter an Inactive Date.
e. Select an Inactive Reason from the dropdown list.
f. Click [SAVE] to return to the Staff Information Summary screen and view the updated information.

If problems occur when end dating staff from a location, it is likely due to the following reason:

e Staff cannot be end dated from a location if they are still active in a classroom session. If the staff is
active in a classroom session, an error message occurs saying “This staff member is currently active in at
least one classroom session. Please end date them in the classroom session(s) before changing their
employment status to inactive.” To resolve this error, check each classroom session page and end date
the staff from each classroom session in which they are active.

END-DATE A CLASSROOM SESSION
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Navigate to the Classroom Session Summary from the Location Information screen.

-' = > ror Back To PSS Home Q- THTENTTS
PELICAN
EARLY LEARNING NETWORK

ﬁ‘MY LOCATIONS HOME |LOCATION| CHILD INFORMATION TOOLS ADDITIONAL OPTIONS « |°HELP|

| LOCATION INFORMATION |‘ STAFF | ATTENDANCE FUNDING INFORMATION

MPI ID 300503106-0001 Location Name UAT ELN TRAINING CENTER ACTIVE
Location ID 13805 Lead Agency UAT ELN TRAINING CTR INC
Location Information select. m
Welcome to the Location Information page! The below information shows all of the Location Information details. This page displays the contact EXPAND ALL
information for the location, a list of the physical rooms at this location, as well as the various classroom sessions offered. Click the dropdown arrow

on the right side of each section to edit the information in that section

#+ Physical Rooms

= Classroom Sessions

Below is a list of all the classroom sessions at this location. You can sort the classroom sessions displayed by selecting
Active, Inactive, or All. Click on the Classroom Session Name to view the Classroom Sessions Summary.

Children Enrolled
T O P e o s
Lead Room Size

Program Count

HDS 3 20

ackie r Room 202

Show: | Active

MCCHS| Creative Curriculum 09/01/2017

MCC Pre-K 1 Frankie Fish Room 201 PKC 20 20 Creative Curriculum 08/01/2017

a. Click on the classroom session name to open the Classroom Session Summary screen.
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Classroom Session Summary

The below information shows all of the Classroom Session details. Click the dropdown arrow on the right side of each section to edit the information in that section.

EXPAND ALL

= General Information

Classroom Session Name: MCC HS | Classroom Session Start Date: 09/01/2017
Classroom Session End Date- Physical Room: Room 202
Approved Assessment:

b. Click the action dropdown arrow to open the General Information screen and edit the Classroom
information.

General Information

Please enter the general information below for the classroom session

Classroom Session Name: (required) Classroom Session Start Date: (required)

MCCHS | 09/01/2017

Classroom Session End Date: Physical Room: (required)

Room 202

Approved Assessment:

Select all that apply «

CANCEL
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c. Enter the Classroom Session End Date (DD/MM/YYYY) and click the [SAVE] button to update
the classroom session status.

If problems occur when end dating a classroom session, contact the PELICAN Help Desk at 1-877-491-3818.
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