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1.0 OVERVIEW

Pennsylvania’s Enterprise to Link Information for Children Across Networks (PELICAN) is the
over-arching system that supports the Office of Child Development and Early Learning (OCDEL).
PELICAN integrates OCDEL'’s child care programs under a single management information
system. All early learning services information is managed within PELICAN.

The purpose of this New Provider User Training Guide is to provide a step by step reference for
entering data into the PELICAN system for the following users:

o Pre-K Counts (PKC) Lead Agencies (LA)
e Head Start (HS) Lead Agency (LA)
e Early Learning Network (ELN) STARS Providers — Legal Entities (LE)
e Location Users (LU):
o STARS ELN LU
o PKCLU
o HSLU

The goal of this reference is to minimize the amount of time you spend entering data so that you
will have more time to devote to your children.
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2.0 GETTING ACCESS TO PELICAN ELN FOR PA PRE-K
COUNTS, HEAD START, AND STARS PROVIDERS

2.1 Provider Self-Service (PSS)

All providers accessing PELICAN systems will log in via Provider Self-Service (PSS) as the sole
access point for all PELICAN providers.

New providers can create a PSS account from the PELICAN PSS homepage at
https://www.pelican.state.pa.us/provider/ by clicking on the [CREATE ACCOUNT] link.

PELICAN

PROVIDER SELF-SERVICE

Welcome to Provider Self Service (PSS)

You can apply for or renew child care licensing s

'@ pennsylvania

DEPARTMENT OF HUMAN SERVICES Asked Contact Us Report a Complaint or Incident

Figure 1 PSS-Create Account

NOTE: Providers with ELN/Pre-K Counts access will be granted access to PSS automatically.
Once the PSS account and username are created, the User Registration Confirmation screen is
displayed.

This screen confirms the registration was successful and provides next steps to complete the new
user registration process.


https://www.pelican.state.pa.us/provider/
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User Registration ! 2

Personal

Information

PRINT USER ID

What's Next?

Save your new User ID
Please remember your new User 1D, This is what you will use to log in to Provider Self-Service (PSS).
Link to your organization

To get started you need to link to your organization using your MPI and Tax IDs, Click the *RETURN TO PSS LOGIN PAGE" button to log in to PSS, using your new User ID, and link to
your organization, Link to your organization so you can connect to your Early Childhood or Early Learning Program and utilize the online services avallable through PSS

RETURN TO PSS LOGIN PAGE

pennsylvania
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Figure 2 User Registration Complete

Contact the PELICAN Help Desk at 877-491-3818 or by email at ra-eln@pa.gov to address any

guestions or concerns about the PELICAN system. There are knowledgeable people to answer
guestions, resolve technical problems, and above all, help providers become independent users

of the PELICAN system.

2.2 Link to Organization

To get started, providers must link to an organization using their MPI and Tax IDs. Linking to an
organization will allow users to connect to their affiliated Early Childhood or Early Learning

Program and utilize the online services available through PSS.

Click the [RETURN TO PSS LOGIN PAGE] button to log in to PSS using the new User ID and

link to the appropriate organization.

uestion: Reglstration
reement Confirmation

User Registration 1 2 L2

What's Next?

Save your new User ID
Please remember your new User ID. This is what you will use to log in to Provider Self-Service (PSS).

Link to your organization

your organization, Link to your organization so you can connect to your Early Childhood or Early Learning Program and utilize the online services avalable through PSS,

PRINT USER ID

To get started you need to link to your organization using your MPI and Tax IDs. Click the *RETURN TO PSS LOGIN PAGE" button to log in to PSS, using your new User ID, and link to

RETURN TO PSS LOGIN PAGE

Figure 3 User Registration - Return to PSS


mailto:ra-eln@pa.gov

pennsylvania

PELICAN
EARLY LEARNING NETWORK

New Provider User Training Guide

From the PSS Home Page, click the [Link to your Organization] link in the top left corner of
the screen.

'mnsylvania E E B U John Doe1g

R SELF-SERVICE

Link to your Organzation! © View Broadcast Messages ©

For a tour of the PSS Home Page, click here

Welcome to Provider Self Service (PSS)
Chick on the flelds below to expand and vew additional options.
% INVOICE & CORRESPONDENCE

MNP ALENCINCE KWOKES 300 iew E0DIments J0¢ Correspondences

EARLY LEARNING NETWORK

Accuss 4 manage SLOS end Barly Learning Information

PROVIDER PROFILE

Vanag locaton demagraphie edormaton

#o0'y for/manage my cortificstion beensing iform st

¥
)
B LICENSING
o

MY ACCOUNT

Manage iy #w0unt s ongan zation sces

'@ pennsylvania : : . ;

DEPANTMENT OF MUMAN SERVICES

Figure 4 PSS Home Page - Link to Organization

The Link to your Organization screen is displayed.

10
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Link to your Organization

To review/update your location's provider profile, CCIS attendance incvoice. correspondence,
access the Early Learning Network or SLDS, you must register for access by linking to your
organization. Hover over the "?" icon for more details about where to find your MPI ID.

MPI ID (required) @ Tax ID (required) @

€.8. X000000 2.8, 20000000

What do you need to access? (required)
If you require access to both CCIS Invoicing and Correspondence/Licensing and the Early

Learning Network/SLDS, please submit separate requests.
O €IS Invoicing and Correspondence/Licensing @
O Early Learning Network (PA Pre-K Counts, Head Start, Keystone STARS) @

O Early Learning Network (Upload SLDS Data) @
O None, return to PSS home page

SUBMIT

Note: This is a secure page and the information you enter here is protected. You
must provide an MPI ID and Tax ID to maintain provider services information. For
assistance in locating your MPI ID, contact your Help Desk by clicking Contact Us.

Resources FAQs Contact Us

Figure 5 Link to Organization

Steps:

1. Complete the required fields:

MPI ID Enter the provider's Master Provider Index number
Tax ID Enter the provider’s Tax Identification number
What do you need to access? Select the appropriate radio button to set up access

to specific functions. If more than one function is
required, submit a separate request for each.

2. Click [SUBMIT].
The Early Learning Network Access screen is displayed.
To request access for the Early Learning Network and specific functionality, select the desired

access level and programs and click the [CONTINUE] button.

11
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Early Learning Network Access

To request access for the Early Learning Network and spedific functionality, select your access
evel and desired programs, If approved, this access will be granted to your specific usemame
and reflected in the Early Learning Network.

Access Levels

Please select the Access Level radio buttons to request your access level
Select  Access Level Description

Lead Agency

or Legal Entity | This access level grants you Location level abiities (update
child, staff. classroom Information) in addtion to financial
access for creating and updating budgets. This access level
also allows access to other financial management
functionality iInduding Grant Structure, Continuation Grant,
Program Review Instrument. Quarterly Narrative, Budgets,
etc. Choose this access level ff you are a Lead Agency and
need financial access to all Direct Service Locations and
Partner Locations, or If you are a Partner and need access to
your financial information.

ELN/STARS Legal Entity

This access level aliows you 1o update ak ELN program
Information for all locations within the FEIN/Tax ID you have
linked to and is specific to STARS participants,

[0} Location 2
This access level allows you to update child. staff, and
classroom information for specific location(s). Choose this
access level if you need to add, delete. or update child, staff,
dlassrooms, or attendance information in ELN.,
Programs

Please select the Program checkboxes to request access 1o particular Early Learning
Programs. Selecting a checkbox will allow access to that program for all locations.

[J PAPre-K Counts
[] Head Start

[[] Keystone STARS

BACK | CONTINUE |

Resources FAQs Contact Us

Figure 6 ELN - Access Levels

If approved, this access will be granted to the specific username and reflected in the Early
Learning Network.

The Early Learning Network Access — Locations screen will be displayed for Location Users.

12
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Early Learning Network Access

Locations

Please select the Location checkboxes to request access to 3 location, Selecting a checkbox
will add the access to the location. Desslecting a checkbox will remove the access to this
location. If you have selected Lead Agency/Legal Entity access, you will have access to all
locations and they will be automatically selected on this page.

if you don't see your location below: please contact the PELICAN Help Desk.

Select | Location Name MPl-Loc ID Address

KINDIF CARF STATF ~ = A3 F RFAVFR AVF APT 704 STATF
O Jcousee 1234567890001 | coy 1 eGE PA, 16801

KIDDIE CARE i, 123 MAIN STREET, ELIZABETHTOWN
O Jeuzagervrown 1234367830002 | o) s00an

. . 300 CORPORATE CENTER DRIVE.

0 [ooDEcARecampHiL | 1234567800003 | 220 CORPORATESEN
0 [JcooEcmenewtown | 1234s6789.0010 | 25 AMARYLLISLANE, NEWTOWN, PA

18940

Previous Next Page |2 [wjof3 GO
EXIT § BACK | CONTINUE
Resources FAQs Contact Us

Figure 7 ELN Access - Locations

Location Users should select the checkbox(es) that corresponds to the location(s) they will need
to access and click the [CONTINUE] button.

Legal Entity/Lead Agencies will automatically have access to all locations.

The Organization Information screen is displayed and allows users to verify that the access
level and program(s) for the requested organization are correct.
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Organization Information

You are reguesting the following access level and programi(s) for the Organization below. I
these selections are correct. please click CONTIMUE. Otherwise, dick BACK to enter new
information or EXIT to return to the P55 Home Page.

PELICARE Early Learning

MPIID: 123436789

Ta 1D 987634321

Prograrms: Head Start. PA Pre-E Counts

Access Lavel: Location

Locatians: Little Learners Care. Happy Rainbows Learning Center, Kiddie Care Camp

Hill, Kiddie Care Carlisle, Kiddie Care Harrisburg. Kiddie Care
Mechanicsbiurg, Kiddie Care Philadelphia, Fiddie Care Metown

] 1 hereby certify that the below individual has appreved my access request. (required

Approving Manager/SpecialistySupenvisor Mame [required)

Approving Manager/Specialist/Supervisor Phone Number (required)

Approving Manager/Specialist/Supervisor Email  (required)

Requestor Phone Number ([required)

EXIT BACK CONTINUE |

Resources FAQs Contact Us

Figure 8 Organization Information and Approval

Complete the required fields indicating approval of the user's management for the access and
program(s) being requested and click the [CONTINUE] button.

The Thank You screen is displayed and confirms the request for access has been submitted.
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Thank You!

Your request for access has been submitted. You will be notified by email once your request is
reviewed. If you have not been notified in one week, please contact the Help Desk by clicking
the Contact Us link.

CONTINUE TO PSS HOME PAGE

Resources FAQs Contact Us

Figure 9 ELN Link to Your Organization - Thank You

Click [CONTINUE TO PSS HOME PAGE] to proceed.
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3.0 LOGGING INTO PELICAN

Once your PELICAN Account Request Form has been processed and your Username and
Password have been established, you are ready to log in to PELICAN.

Remember that user names are case sensitive. For example, user names b-uatslds007 and B-
UATSLDSO007 are different user names. Those logging into PELICAN should make note of the
case (lower or upper case) being used in the user name assigned.

Steps:

1. Click the PELICAN link https://www.pelican.state.pa.us/ and click the [Business
Partner Login] button.

W pennsylvania

Please seloct one of the options below based on your user type

Figure 10 PELICAN - Business Partner Login

The login screen is displayed.

W pennsylvania

Keystone Key Self-service for Business Partner

Usemame ‘ o Forgot User ID

ﬂ Forgot Password

Password

£ Editprofile

Self-service for Commonwealth Employees

| @ Change CWOPA Password or Hint Questions |

WARNING! US GOVERNMENT SYSTEM and DEPARTMENT OF HUMAN SERVICES SYSTEM. Unauthorized access is prohibited by Public Law 99474 "The Computer Fraud and Abuse Act
of 1986”. Use of this system constitutes CONSENT TO MONITORING AT ALL TIMES and s not subject 1o ANY expectation of privacy. Unauthorized use of or access to this system may subject
you to civil or criminal penalties under state or federal law. This stalement s being posted by the Department of Human Services Security and Audits Unit

Copyright® 2016 by the Commonwealth of Penasylvania. All Rights Reserved.

Figure 11 PELICAN Login Page

16


https://www.pelican.state.pa.us/siteminderagent/forms/loginv3.fcc?TYPE=33554433&REALMOID=06-3c145037-4456-4b42-849c-9afa747f1a32&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=-SM-TYViJV55uRjdlHU1iibl8XyfiwP8lTvE4xA1b%2fsvODgDR7HmdDvnwX1e1MUdPVW3&TARGET=-SM-https%3a%2f%2fwww%2epelican%2estate%2epa%2eus%2fccmis%2fPelicanDefault%2easpx

pennsylvania

PELICAN
EARLY LEARNING NETWORK

New Provider User Training Guide
_______________________________________________________________________________________________________________________________

2. Enter the user credentials on the login screen.

Click [LOGIN].

4. Enter the Multi-Factor Authentication (MFA) security code that was sent to the user’s
registered email address. (The MFA code will be sent from the following send only
address automatedemailDONOTREPLY @pa.gov.

5. Click [NEXT].

w

Enter Your Security Code

A security code has been sent to c*********@p*.gov
Please enter the Security Code in the field below and click "Submit".

What is a Security Code?

A Security Code is an additional security measure to protect sensitive information. Please note that you will receive an e-mail
with a unique Security Code every time you access this application in order to ensure your account is authenticated

Username:

Security Code: I l:‘ Llnmde entries

Figure 12 PELICAN MFA Security Code

6. Select either public or private based on the criteria below:
i. Select Private if logging in from a personal laptop. (You will not be prompted
for an MFA security code again for 12 hours.)
ii. Select Public if logging in from any public computer, such as a library or a
hotel business center.
7. Click [CONTINUE].

DPrivate Computer (Authorize this computer)

Select this option if this is a private computer. By selecting this option, you are allowing this website to recognize this
computer for future logins.

EPuinc or Shared Computer (Do not authorize this computer)

Select this option if this is not a private computer and / or you do not want this computer to be recognized for future logins (for
example, if this is a publically used computer). If this option is selected, you will be prompted with this screen the next time
you login.

Figure 13 PELICAN MFA Private or Public Computer
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3.1 Multi-Factor Authentication (MFA)

DHS has recently instituted additional security measures to ensure the safety of child, provider,
financial, and other data. Included in these additional security measures are the Multi-Factor
Authentication, or MFA.

3.1.1 What is MFA?

MFA is an advanced security feature to protect the user’s and client’s data. An additional
layer of security has been added using a MFA solution to enhance secure access
mechanisms to users’ and clients’ personal information.

3.1.2 How Does MFA Work?

MFA is based on multiple factors such as something user knows, something user has,
and something user is. The solution uses more than one factor to authenticate the user’s
identity.

3.1.3 How Does the User Login Experience Change?

The process is very simple, quick, and intuitive. Provider users will be required to enter a
6-digit security code that is sent to the user’s registered email account daily. Users will be
required to enter a security code daily on first login attempt and will not be required to
enter a security code for a duration of 12 hours when the computer type selected is
“Private.” If the computer type is “Public,” a security code must be entered at each login
attempt.

3.1.4 Additional Assistance

For additional assistance, please call the Department of Human Services (DHS) Help
Desk at 1-800-296-5335, or email them at RA-PWDHSMFAHELPDESK@pa.gov for
additional support.

3.2 Provider Self-Service (PSS) Home Page

Users can access ELN functionality from the PSS home page by clicking on the [+] next to the
Early Learning Network field to expand and view additional options.

Users will be able to perform actions affiliated with their user access permissions.
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pennsylvania B B d John Doelg o

ICAN
JOER SELF-SERVICE

Link to.your Organization! © View Broadcast Messages ©

For a tour of the PSS Home Page, click here

Welcome to Provider Self Service (PSS)
Click on the fields below to expand and view additional options.

% INVOICE & CORRESPONDENCE

Manage attendance ivoices and view enrollments and correspondences

Y EARLY LEARNING NETWORK

and manage Earty Leaening and SLDS information

ACCESS ELN FOR PA PKC, HEAD START OR KEYSTONE STARS
ACCESS SLDS

UPDATE EARLY LEARNING PROFILE

& PROVIDER PROFILE
Manage iocation Gemagraphic lormation
E LICENSING

Apply for/manage my Cerufication hensing iNkormanon

MY ACCOUNT

Manage my 3ccount and OfgANZALoN ac

'@ pennsylvania

Figure 14 PSS ELN Options

3.2.1 PSS Header and Footer

PSS displays a consistent header and footer on every page in the PSS system after
navigating past the PSS Home Page.

pennsylvania g FY[) roere -
5&’.:““2‘!-5(&«( g A TO 22 OMILD TARE LEARMING CENTER INC
Wmsnwoncs&comssmmz-  MYACCOUNT ~  PROVIDERPROFILE  LICENSING ' i

@ pennsylvania

DEPARTMINT OF HUMAN SERVICES Rezources

Figure 15 PSS Header Footer
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3.3 Early Learning Network (ELN) Landing Page

The ELN header has two layers of navigation, the main menu and the sub-menu.

pennsylvania

PELICAN ane Doe
EARLY LEARNING NETWORK Back to PSS Home  J

‘HOME MY LOCATIONS MY PROVIDERS = LOCATION TOOLS MYDEIAILS | CHILD INFORMATION | REPORTS @ Hewe

CHILD ROSTER | CHILD SEARCH = WAITING LIST NEHIEDINFORMATION UPLOAD

Figure 16 ELN Header

The ELN footer will only appear when ELN is accessed from PSS.

ﬁ:&f pennsyl\rama Resources FAQs Contact Us Report a Complaint or Incident
\fha} DEPARTMENT OF HUMAN SERVICES

Figure 17 ELN Footer

Users can navigate to the ELN landing page from all screens on the ELN system.

NOTE: Users selecting the Pennsylvania PELICAN Early Learning Network on the Provider Self-
Service home page will be redirected to ELN, based on the PELICAN user type assigned.

1. Location users navigating to the PA Pre-K Counts Home page may not see links to
Financial Management and Quality Management tool menu options in the ELN header.

2. Lead Agency/Legal Entity users will be re-directed to the Lead Agency/Legal Entity
Home page. (The Lead Agency/Legal Entity screen allows users to select a Lead
Agency/Legal Entity to view. This screen can be navigated to by logging in to ELN with a
user linked to multiple Lead Agencies/Legal Entities.)

3. ELN Stars Provider — Legal Entities users will not see Financial Management and
Quality Management menu options in the ELN header.

4. PKC/HS/ELN Location users will be re-directed to the Location Home page upon logging
in. (Location Users are required to select a location when logging in to the system. All
Locations associated with a User ID will be displayed. To continue, click on the desired
[Location ID] link.
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Location users are directed to the Location Home page upon initial login.

pennsylvania Back To PSS Home b-uatlapkchs ¥

PELICAN
EARLY LEARNING NETWORK
| @HELP |

Location Home

Status:

foad AgencylPartner mm

ACTIVE 1540,1541

Location 1D Location Name

UAT ELN TRAINING CENTER Keystone STARS, Head Start, PA Pre-K Counts 100 BLOOMING GROVE RD, HAWLEY, PA 18428 UAT ELN Training Ctr Inc

Figure 18 Location Home

To continue, click on the desired [Location ID] link. User will be redirected to the PA Pre-K
Counts Home page.

“ pennsylvania
Back To PSS Home b-uatlapkchs ¥

PELICAN
EARLY LEARNING NETWORK

‘ﬁMYLOCAﬂONS LOCATION | CHILD INFORMATION TOOLS REPORTS HOME @ HELP

PA Pre-K Counts Home

Alerts Welcome to PA Pre-K Counts
Correspondence Broadcast Messages
Reports No Current Broadcast Messages

Figure 19 PA Pre-K Counts Home Page

Click the [LOCATION] main menu option to navigate to the Location Information page.

Lead Agency/Legal Entity users with access to multiple Lead Agencies are directed to the Lead
Agency/Legal Entity Home page.

pennsylvania Back To PSS Home  b-uatlapkhss ¥

PELICAN
EARLY LEARNING NETWORK
| @HELP |

Lead Agency/Legal Entity Home

Please select a lead agency/legal entity to access ELN.

e

241119876 Lead Agency,Partner 100 BLOOMING GROVE RD, HAWLEY, PA 18428

UAT ELN Training Ctr Inc

232163457 Lead Agency,Partner 333 Walnut st, Harrisburg, PA 17111

BAPlace Inc

Figure 20 Lead Agency/Legal Entity Home Page
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To continue, click on [Lead Agency/Legal Entity] hyperlink and navigate to the PA Pre-K Counts
Home page.

Lead Agency/Legal Entity users with access to a single Lead Agency are directed to the PA
Pre-K Counts Home page upon initial login.

pennsylvania

PELICAN - | v
EARLY LEARNING NETWORK Back To PSS Home b-leadlearnc

/ﬁ\ HOME MY PROVIDERS FINANCIAL MANAGEMENT  CHILD INFORMATION  ADDITIONAL OPTIONS | OHELP‘

PA Pre-K Counts Home

Alerts Welcome to PA Pre-K Counts

Funds Inbox Broadcast Messages
Correspondence No Current Broadcast Messages

Reports

Figure 21 PA Pre-K Counts Home-LA User

Click [MY DETAILS] from the main menu option to navigate to the Provider Detail page.

pennsylvania
EARY Wanning nerwork Back To PSS Home b-leadlearnc ¥
ﬁ' HOME MY PROVIDERS MY DETAILS FINANCIAL MANAGEMENT  CHILD INFORMATION  ADDITIONAL OPTIONS + | @ HELP |

MPIID Provider Name

300505380 UAT LEARNING CENTER INC £l Grant Structure
Grant Information
Erogram Review Instrument
Quarterly Narrative

Provider Detail

Status:  Active

General Information

Name: UAT Learning Center Inc

PA Pre-K Counts Provider Type: Head Start

Tax ID: 435-56-7893

Tax Id Type: SSN

School District located in: Cumberland Valley

Partnership: Joint

Workload ID:

Address Information

Street Address: 3504 MARGO RD

CAMP HILL PA 17011-

County: Cumberland

|_partner |

Grant Information

Fiscal Year: 2017-2018
[Grant Amount| Program [Total Standard Slot Types|Total Other Slot Types|Begin Date| End Date |
[$150,000.00 [Head sStart|150 [4s0 [07/01/2017 [06/30/2018]

Figure 22 Provider Detail

Click [VIEW LOCATIONS] to navigate to the Location Home page.
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3.4 Location Information

When a user selects a [Location ID] hyperlink from the Location Home screen, the user
accesses ELN as the selected Location and the Location Information page is displayed.

' pennsylvania BackTo PSS Home b-uatlapkhss ¥

PELICAN
EARLY LEARNING NETWORK

ﬁ UPLOAD CHILD DATA MY LOCATIONS HOME LOCATION CHILD INFORMATION ADDITIONAL OPTIONS ~ 9HELP|

LOCATION INFORMATION | STAFF | ATTENMDANCE FUNDING INFORMATION

300503106-0001 ' UAT ELN TRAINING CENTER

13805 UAT ELM TRAINING CTR INC
Location Information Select.
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 cdassroom 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 dassroom sessions at this location. You can sort the classroom sessions displayed by selecting
Active, Inactive, or All. Click on the Classroom Session Narme to view the Classroom Sessions Summary.

Active
Chisdren Enrolled
MName
The Best Room STRPKC 3 Houghton KMIfiin 08/31/2017
MCCHS 1 Jackie japuar Room 202 HDS PKC 3 20 Creative Curriculum 09/01/2017
MCC Pre- 1 Frankle Fish Room 201 PKC B 20 Creative Curriculum 09/01/2017
PHlprek 4 Frankie Fish SWL FCCH HDS PKC 2 10 Creative Curriculum 09/01/2017 DE/30/2018

PROVIDER DETAILS

Figure 23 Location Information Page - Selected Location

The Location Information screen displays information for the selected location, which includes
physical rooms and classroom sessions.

NOTE: For the remainder of this User Guide, screens displayed will be
based on the PKC Lead Agency user access unless otherwise noted.
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All classrooms must have at least one teacher assigned. Users can create records for staff and

identify the classrooms they are assigned to from the Location Home page.

To create staff records, navigate to the Staff Summary page.

From the Location Information page select [STAFF] from the sub menu header or the navigation

menu.

'ﬁ‘ UPLOAD CHILD DATA MY LOCATIONS HOME LOCATION CHILD INFORMATION ADDITIONAL OPTIONS v

LOCATION INFORMATION STAFF ATTENDANCE FUNDING INFORMATION

MF1 1D

03106-0001

Location Name
Lead Agency

UAT ELN TRAINING CENTER

Location ID 13805 UAT ELN TRAINING CTR INC

Location Information

‘Welcome to the Location Information page! The below information shows all of the Location Information details. This page displays the contact
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.

4+ 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.

S - Active

Class)

Na

AmEPM The Best Room STRPKC Houghton Mifflin 0B8/31/2017
MCCHS 1 lackie laguar Rogm 202 HDS,PKC [ 20 Creative Curriculum 0s/01/2017
MCCPre-K 1 Frankie Fish Room 201 PKC 8 20 Creative Curriculum 09/01/2017
PH 4 Frankie Fish SWL FCCH HOS,PKC 2 10 Creative Curriculum 09/01/2017

Stams ACTIVE

Select.
Location Information

Staff Summary
Attendance
Funding Information

now vl
room Session Classroom Session Physical Ehidren Enroled e Curriculum
- -~ . i e b 8
lackie laguar 3 19

| @HELP |

EXPAND ALL

06/30/2018

Figure 24 Navigate to Staff Summary from Location Information

The Staff Summary page is displayed.
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4.1 Staff Summary

The Staff Summary page will list all active staff members currently in the system. Users may apply
the [Inactive] filter to view both active and inactive staff members.

NOTE: New providers will not have staff members visible until they have been entered.

'ﬁ‘ UPLOAD CHILD DATA MY LOCATIONS HOME LOCATION CHILD INFORMATION ADDITIONAL OPTIONS « |°HELP ‘

LOCATION INFORMATION STAFF ATTENDANCE FUNDING INFORMATION

MPIID 300503106-0001 Location Name UAT ELN TRAINING CENTER

Location ID 13805 Lead Agency UAT ELN TRAINING CTR INC

Staff Summary SN o |

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.

T ——— ¥ T S—
= Status Eish, Frankie Teacher Active

o Gonzalez, Happy Teacher Active 4392139
ctive
1 Inactive aguar, |ackie Teacher Active
= Stam Type King. Kim Teacher Active 4825465
McPhee, Nanny Teacher Active 3458242
M Aide
= Acsi G Monroe, Sappy Aide Active
ssistant Group
Supervisor Mullarkey, Michelle Aide Active 7916051
8 Director ree, reed Teacher Active 6317858
¥ Group Supervisor
7 Home Visitor Smith, lohn Teacher Active 9593181
M Teacher test, test Teacher Active 6750484

Page 1 of 1
APPLY
Reset Filters
CREATE NEW STAFF

Figure 25 Staff Summary - Active vs. Inactive Staff
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4.2 Entering New Staff Records

From the Staff Summary page, click [CREATE NEW STAFF] to begin the process of adding a
new staff member. New staff members may include Teachers, Aides, Assistant Group
Supervisors, Group Supervisors, Directors, and Home Visitors.

"ﬁ‘ UPLOAD CHILD DATA MY LOCATIONS HOME LOCATION CHILD INFORMATION ADDITIONAL OPTIONS « |0HELP ‘

LOCATION INFORMATION STAFF ATTENDANCE FUNDING INFORMATION

MPIID 300503106-0001 Location Name UAT ELN TRAINING CENTER

Location ID 13805 Lead Agency UAT ELN TRAINING CTR INC

Staff Summary seec. ~ B

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

Filter By © e * _ Fen *
= Slatus Fish, Frankie Teacher Active

Act Gonzalez, Happy Teacher Active 4392139
Clive
[ Inactive aguar, |ackie Teacher Active
— Staff Type King, Kim Teacher Active 4825465
McPhee, Nanny Teacher Active 3458242
i Aide
ol Monroe, Sappy Aide Active
Assistant Group
Supervisor Mullarkey, Michelle Aide Active 7916051
Director
M ree, reed Teacher Active 6317858
W Group Supervisor
@ Home Visitor Smith, john Teacher Active 9593181
¥ Teacher esttest Teacher Active 6750484

Page 1 0f 1
APPLY
Reset Filters
CREATE NEW STAFF

Figure 26 Staff Summary - Adding Staff
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The Create New Staff page is displayed.

Create New Staff

Please enter the Information below to create a new staff member.

First Name: (required) Middle Initial: Last Name: (required) Suffix:
Select.. ™|
Gender: (required) Date of Birth: (required) Race: required) Ethnicity: (required)
Select... v Select all that apply ~ Select.. ™|
SSN: (required) 2] Email: (required) PPID: searcn for peic @
Years of Early Childhood Teaching Total Number of Years
Experience (Birth-8 years): (required) of Experience: (required)

Location Specific Information

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

Select... v Select... v

Figure 27 Staff General Information - Entering Staff Information

On the Create New Staff page, all required fields must be entered. Only the Middle Initial, Suffix
fields, and PPID may be omitted.

Fields include the following:

Last Name: Enter the last name.

First Name: Enter the first name.

Middle Initial: Enter the middle initial if desired. Not a required field.

Suffix: Use the dropdown list to select a suffix if desired. Not a required field.
Date of Birth: Enter the date the staff member was born in the format MM/DD/YYYY.
Gender: Use the dropdown list to select the gender of the staff member.

SSN: Enter the Social Security Number (SSN) in the boxes provided. Only the

last 5 digits are required if the staff member prefers to not provide the
complete SSN.
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Race:

Ethnicity:
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PELICAN
EARLY LEARNING NETWORK

Use the dropdown list to select the staff member’s race. The available
options are:

e Black or African American
e American Indian or Alaskan

e Asian
e White
e Other

¢ Native Hawaiian or Pacific
e Unknown

Use the dropdown list to indicate if the staff member’s ethnicity is Hispanic,
Non-Hispanic, or Unknown.

Years of Early Childhood Teaching Experience (Birth — 8 years):

Enter the number of years the staff member has worked at the Early
Childhood level (Children from Birth — 8 years of age).

Total Number of Years of Experience:

Email:

Location Start Date:

Staff Type:

Staff Category:

Enter the number of total years of educational work experience.
Enter a valid email address.

Enter the date this staff member will begin with the organization at the
location selected.

Use the dropdown list to indicate the type of staff you are entering. The
following staff types are available:

e Teacher

e Aide

e Assistant Group Supervisor
e Group Supervisor

o Director

e Home Visitor

NOTE: PKC providers must accurately reflect the roles of the staff member
in the classroom, i.e., Teacher or Aide.

Use the dropdown list to indicate if the staff member will be Full-time, Part-
time, or Unknown.

Click [SAVE] to submit and create the staff record or,
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Click [CANCEL] to return to the Staff Summary page. Note, the process is canceled, all
unsaved information entered will be lost.

By clicking [SAVE] on the Create New Staff page, PELICAN will initiate a search for a possible
match on the staff member information entered against existing staff members’ records.

If a possible match is found, the Staff Clearance page will be displayed. If no matches are found,
the Staff Information Summary page will be displayed.

4.3 Staff Information Summary

Once the staff record has been created and submitted, the Staff Information Summary page is
displayed with the new staff member’s information.

If this information needs to be corrected, click the dropdown arrow on the right side of each section
to edit the information in that section. Otherwise Click [BACK TO STAFF SUMMARY].
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ﬁ' UPLOAD CHILD DATA MY LOCATIONS HOME LOCATION CHILD INFORMATION ADDITIONAL OPTIONS - | 9HELP|

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. EXPAND ALL

= Staff Demographic Information

Full Name- Fish Frankie | Race- White

Gender- Male Date of Birth: 04/06/1983

Ethinicity: Mon-Hispanic Email: nwilliard@sumcd.org

Years of Early Childhood Teaching Experience (Birth-8 Years): 5 Total Number of Years of Experience: 6
PPID:

= Location Specific Information

Start Dave- 09/01/2017 Staff Type: Teacher
Staff Category: Full-Time Employment Status: Active
Inactive Date: Inactive Reason:

= Credential Information
Director Credential: In-Process Supervisory Certificate: No

Private Academic Director Credential: Yes

== Qualification Information

Qualification (Educational Attainment/ Area of Degree: Early Childhood Education
Certification/License): Bachelor
Date Obtained: 05/10/2010

= Professional Development Information

Fscal Year: 2016-17 Credits: 8
MNon-Credit Hours: 4

BACK TO STAFF SUMMARY

Figure 28 Staff Information Summary - Back to Staff Summary

4.4 Staff Clearance

The Staff Clearance page occurs when the staff member information entered is a possible match
to an existing staff member record that has been previously entered in to PELICAN. Itis important
to review the potential matches and determine if the new staff member record is in fact a match
to an existing record.

If the match is true, follow these steps:
Steps:
1. Select the Match record for your staff member, for example, Nanny McPhee.

2. Click [SAVE].
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Staff Clearance

The information you have entered is similar to a staff member we already have stored in our database.

Please read the matches below to see if any of the records match the staff member you are attempting to create. Selecting an existing
record will update the staff membzer with the information stored in our database. If none of the matches are correct, please select the
Create Mew Staff radio button.

Below is the information you have entered for this staff member.

T e T
F

mcphes nanmy 4021977 *¥H_TH_QORT

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

SAVE. @
I o O N S = I
mcphee nanny 0410271977 F R AR DORT 3458242

O Create New Staff
CANCEL | SAVE |

Figure 29 Staff Information Clearance - Selecting a Match

NOTE: If there is no valid match, do not select an entry.

In the example below, the entries are only slightly different. In this case, the birth year is different
for Kristen Winkeler. It is a potential match but not the same person as the staff member entered.
Therefore, a match is not found.

Steps:
1. To continue, select [Create New Staff].

2. Click [SAVE]}.
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Staff Clearance

The infermation you have entered is similiar 1o a staff member we already have stored in our database.

Please read the matches below to see if any of the records match the staff member you are attempting to create. Selecting an
existing record will update the staff member with the information stored in our database. If none of the matches are correct, please
select the Create Mew Staff radio button,

Below is the information you have entered for this staff member.

Suffix Do Gender 55N

Winkeler Kristen 08/14/2014 F 30001234

If a staff member listed below matches the staff member entered above, click the Select radio button associated with the match
and click SAVE. g

Select  Last 5 Suffix  DOB Gender PPID
o Winkeler Kristen 08/14/1984 F wx-xx=-1234
o Winkler Kiersten M 11/20/1932 F xx=xx-1234
o Winkeler Krirsten s 03/14/1984 F w-ax=-1234

reatE New Staff

Figure 30 Staff Clearance Information - No Match Found

Whether a match is found on the Staff Clearance page or a new staff member is created, the Staff
Information Summary page is loaded to continue updating the staff member information.

The page displays the data previously entered as well as sections to add Credential Information,
Quialification Information, and Professional Development Information.

Click on the [ADD CREDENTIAL INFORMATION], [ADD QUALIFICATION], and the [ADD
PROFESSIONAL DEVELOPMENT] links to update this information.
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Staff Information Summary

= Staff Demographic Information

Full Name: McPhee Nanmy

Gender: Fernale

Ethinicity: Hispanic

“Vears of Early Childhood Teaching Experience (Birth-8 Years): 18
PPID: 3458242

= Location Specific Information

Start Dave: 10/07/2017

Staff Cavegory: Full-Time
Inactive Date:

== Credential Information

No Data Found

= Qualification Information

Qualification (Educational Attainment/

Certification/License): PA Early Childhood Education Certification
Instructional 1

Date Obtained: 12/12/2010

= Professional Development Information

Fscal Year: 2010-11
Non-Credit Hours: 2

BACK TO STAFF SUMMARY

‘ﬁ‘ UPLOAD CHILD DATA MY LOCATIONS HOME LOCATION CHILD INFORMATION ADDITIONAL OPTIONS =

LOCATION INFORMATION STAFF ATTEMDANCE FUNDING INFORMATION

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.

Race: Asian

Date of Birth: 04/02/1977

Email: nm@mail.com

Total Number of Years of Experience: 12

Staff Type: Teacher
Employment Status: Active
Inactive Reason:

Area of Degree:

Credits: 3

|9HELP|

EXPAND ALL

Figure 31 Staff Information - Additional Information Tabs

Once information has been entered in the Qualification and Professional Development sections,

click [BACK TO STAFF SUMMARY].

The Staff Summary page will display showing a new row for the staff member just entered.
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ﬁ UPLOAD CHILD DATA MY LOCATIONS HOME LOCATION CHILD INFORMATIOM ADDITIONAL OPTIONS |0—|ELP|

LOCATION INFORMATION | STAFF | ATTENDAMCE FUNDING INFORMATION

300503106-0001 b LIAT ELN TRAINING CENTER

13805 UAT ELN TRAINING CTR INC

Staff Summary Select. ~

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.

Hsh Frankle

[ = Status ] Teacher Active
N Hsnh_Frankle Teacher Active
W Active
[ Inactive Gonzalez Hapmy Teacner Active 4392139
Staff aguar_|ackie Teacher Active
King Klm Teacher Actve 4B25465
] Aice
) Lane Reva O Teacher Adtive
M1 Assistant Group
Supervisor I McPhes Nanny Teacher Active 3458242 I

Figure 32 Staff Summary - New Record Displayed

4.5 Editing Existing Staff Records

From the Staff Summary page (see Figure 26), click on the staff member’'s name to be edited.

The Staff Information Summary page is displayed with the current information for the selected
staff member presented.

Steps:

1. Click the dropdown arrow on the right side of the desired section to edit the information
in that section,

2. Update the fields with the correct information.

3. Click [SAVE].
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ﬁ' UPLOAD CHILD DATA MY LOCATIONS HOME LOCATION CHILD INFORMATIOM ADDITIONAL OFTIONS

LOCATION INFORMATION STAFF | ATTENDAMNCE 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

Full Name: McPhee Nanny Race: Asian

Gender: Female Date of Birth: 04/02/1977

Ethinicity: Hispanic Email: nm@mail.com

Years of Early Childhood Teaching Experience (Birth-8 Years): 18 Total Number of Years of Experience: 12
PPID: 3458242

= Location Specific Information

Start Dave- 10/07/2017 Staff Type: Teacher
Staff Category: Full-Time Employment Status: Active
Inactive Date: Inactive Reason:

=+ Credential Information

|9HE|_P|

EXPAND ALL

Figure 33 Staff Information Summary - Edit Staff Information

The Staff Information Summary page is loaded with the information being updated.

NOTE: To view a history of changes made to a Staff Demographic Information record, select the
[HISTORY] hyperlink within the Staff Demographic Information Action dropdown on the Staff
Information Summary page. Remember that for new providers, initially there will be no history

records available.

Staff Demographic Information History

Please select a radio button for a historic Staff Demographic Information record and click VIEW to see
the complete data.

I e

il nanry mophee D-uatiapknss 1/18/2018 12:21:58 PM

VIEW
First Mame: Middle Initial: Last Name: Surffix:
nanny mcphee
Gender: Date of Birth: Race: Ethnicity:
Fermnale 04/02/1994 Asian Hispanic
S5N:
wh%. %0087

BACK TO STAFF INFORMATION SUMMARY

Figure 34 Staff Summary - Editing Staff
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4.6 Creating Physical Rooms

A physical room(s) and classroom session(s) are required to enroll children at a specific location.
To create the physical room, navigate to the Location Information screen.

The Location Information screen can be navigated to by selecting [LOCATION] from the ELN
header menu, then Location Information from the sub-navigation menu.

EECTanylvama Back To PSS Home  b-hhelms ™
EARLY LEARNING NETWORK
ﬁ‘MYLOCATIONS HOME | LOCATION J CHILD INFORMATION TOOLS ADDITIONAL OPTIONS + ‘0HELP|
I LOCATION INFORMATION |STAFF |AT[ENDAN(E 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. ™ E
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

|:.-: pennsylvania

px DEPARTMENT OF HUMAN SERVICES Resources Frequently Asked Questions Contact Us Report a C laint or Incid

Figure 35 ELN Header - Location

The Location Information page is displayed.
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Steps:

1. Select [ADD PHYSICAL CLASSROOM]

ﬁ UPLOAD CHILD DATA MY LOCATIONS HOME LOCATION CHILD INFORMATION ADDITIONAL OPTIONS = | QHELP|
LOCATION INFORMATION | STAFF | ATTEMDANCE FUNDING INFORMATION
300503108-0001 b UAT ELN TRAINING CENTER
13805 LIAT ELN TRAINING CTR INC
Location Information Select. Y <o
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
Room Name: Room 201
Room Mame: Room 202
Room Mame: SWL FCCH

Room Name: The Best Room

+ Classroom Sessions

PROVIDER DETAILS

Figure 36 Location Information - Add Physical Room

2. The Physical Room screen displays.

Physical Room

A location rmust have at least one physical room. You may add or edit physical
raoms using the field below. Physical rooms can be deleted using the dropdown on
Location Information screen.

Room Name: required)

Happy Ca mpersi ®

CANCEL SAVE

Figure 37 Physical Room - Room Name

3. Enter the name of the physical room into the Physical Room field.
4. Click [SAVE]
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Note: The Physical Room names should identify an actual physical space within your location
(e.g., aroom, trailer, annex building, etc.).

The Location Information page is displayed with the Physical Room section updated.

ﬁ UPLOAD CHILD DATA MY LOCATIONS HOME LOCATION CHILD INFORMATION ADDITIONAL OFTIONS |9HELP|

LOCATION INFORMATION | STAFF | ATTENDANCE FUNDING INFORMATION

300502106-0001 b UAT ELM TRAINING CENTER

13805 UAT ELN TRAINING CTR INC

Location Information Select. ~ E

Your Physical Room has been updated. ‘

Welcome to the Location Information page! The below information shows all of the Location Infermation 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

Room Name: Happy Campers

Room Mame: Room 201
Room Mame: Room 202
Room Name: SWL FCCH

Room Name: The Best Room

=+ Classroom Sessions

PROVIDER DETAILS

Figure 38 Location Information - Physical Room Added
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4.7 Creating Classroom Sessions
Steps:

1. To add a Classroom Session, click [ADD CLASSROOM SESSION] from the Location
Information page.

= 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.

Show: Active ﬂ

Children Enrolled
Classroom Session Classroom Session Physical Class Dat: End Dats
- el N N ] E
Program Count
Jackie Jaguar HDS 3 20

MCCHSI Room 202 Creative Curriculum 09/01/2017

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

Figure 39 Location Information - Add Classroom Session

2. Ifthisis the first classroom session being added, the General Information page will display.

Enter the required fields and click [SAVE] to continue.

General Information

Please enter the general information below for the classroom session.

Classroom 5ession Name: required Classroom Session Start Date: required)
Classroom Session End Date: Physical Room: irequired;

Select... [+
Approved Assessment:

Select all that apply =

CANCEL SAVE

Figure 40 General Information - Enter New Classroom Session

Complete the General Information for the classroom session as described below by typing
or selecting data from the available text fields or dropdown lists:
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Classroom Session Name: Enter a unique Classroom Session name.

Classroom Session Start Date: Enter July 1% of the fiscal year.

Classroom Session End Date: Do NOT enter a Classroom Session End Date.

Physical Room: Use the dropdown list to select an available physical
room.

Approved Assessment: Select one of the approved from the list box. The

assessments available are:

e  Curriculum Associates — BRIGANCE
e High Reach — GRO (Pre-K)

e Pearson — Ounce Scale

e Pearson —Work Sampling System

e Teaching Strategies — GOLD

For more information on the assessment process, please
see the Early Learning Outcomes section of this guide.

3. The General Information page closes when the [SAVE] button is clicked and the
Classroom Session Summary page is displayed with the General Information updated
with the information entered.

' pennsylvania b-uatlapkhss ™

PELICAN
EARLY LEARNING NETWORK

ﬁ‘ UPLOAD CHILD DATA MY LOCATIONS HOME LOCATION CHILD INFORMATION ADDITIONAL OPTIONS w |9HELP|

300502108-0001 b UAT ELN TRAINING CENTER

13805 LAT 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: MCCHS | Classroom Session Start Date: 09/01/2017
Classroom Session End Date: Physical Room: Room 202
Approved Assessment

Figure 41 Classroom Session Summary - General Information Updated
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4.8 Additional Classroom Information

From the Classroom Session Summary page enter the following additional classroom session
information to continue.

Steps:

1. School Year Information — must be entered annually.
a. Use July 1% of the current fiscal year in the format MM/DD/YYYY.

== School Year Information

Select a School Vear: | 2017-12 !
School Year: 2017-18 School Year Start Date: 09/01/2017
Schedule” Part Time Operational Days Per Year: 180
Instructional Hours Per Day: 4 Hours of Operation: 8:00 Al - 12:00 PM
Total Active Children: & Class Size: 20
Primary Curriculunn: Creative Curriculum Screening Tool: Ages and Stages Questionnaire

Figure 42 Classroom Session Information - Classroom Session School Year Information

The School Year Information screen is displayed and allows the user to capture school year
information for a new classroom or edit an existing School Year.

2. Complete the required School Year Information fields as described below by typing or
selecting data from the available text fields or dropdown lists:

School Year: Use the dropdown list to select the current school year.

School Year Start Date: Enter July 1% as the start of the fiscal year.

Schedule: Enter Full Time, Part-Time, Both, or Home-Visiting.

Operational Days Per Year: Enter # of days the center will be open during the school
year.

Instructional Hours Per Day: Enter # of hours of instruction for each day.

Hours of Operation: Enter the daily starting and ending times for the facility.
Total Active Children: Enter the number of active children

Class Size: Enter the number of spaces available for this class.
Primary Curriculum: Enter an approved curriculum.

Screening Tool: Enter an approved screening tool.
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3. Click [SAVE] once the all required information has been entered.

Classroom sessions must have staff assigned to enroll children. Staff can be added from the
Classroom Session Summary page, which is displayed when the School Year Information is
saved.

School Year Information
Please enter the schoal year information below for the Classroom session. By selecting the previous school year and then COPY, you can
populate the below fields with the selected school year's information to save for the upcoming school year.
School Year: (required) Copy from previous year:

Select... [v] Select... 2@ cory
School Year Start Date: (required) Schedule: (required)

Select... [v]
Operational Days Per Year: (required) Instructional Hours Per Day: (required)
Hours of Operation: (required) Class Size: (required)
AM [v] | - : AM [v]

Primary Curriculum: required) Screening Tool:

Select... [v] Select... [v]
CANCEL SAVE AND ADD ANOTHER SAVE

Figure 43 Classroom Session School Year Information - Save

4.9 Adding Staff Member(s) to Classroom Session

The Classroom Session Summary page is displayed when the [SAVE] button is clicked on the
School Year Information.

= Staff Information

Show: | Active [v]
Staff Name: Jaguar, Jackie Classroom Session Role: Teacher
Classroom Session Lead: Yes Staff Classroom Session Start Date: 09/01/2017

Staff Classroom Session End Date:

Figure 44 Classroom Session Summary - Add Staff Member

42



pennsylvania

PELICAN
EARLY LEARNING NETWORK

New Provider User Training Guide

Steps:

1. Click [ADD STAFF MEMBER TO SESSION] to assign staff members that are in the
system.

The Staff Member Information screen is displayed.

Staff Member Information

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

Staff Name: jrequiresd) Classroom Session Role: jrequired)
| Select... v
Staff Classroom Session Start Date: Staff Classroom Session End Date:

prequined)

O Classroom Session Lead €

CANCEL SAVE AND ADD ANOTHER SAVE

Figure 45 Staff Information - Assigning Staff to Session

2. Enter the required fields as described below by typing in the text fields or selecting data
from the dropdown lists:

Classroom Session Lead: Select the Classroom Session Lead checkbox to
indicate if the staff member being added to the
session is the Lead Teacher.

NOTE: Each classroom must have a Lead Teacher.
Staff Name: Use the dropdown to select available staff.
Classroom Session Role: Use the dropdown to select the staff role.

Available roles:

e Teacher

e PA Pre-K Counts Aide

e Teaching Assistant / Aide
e Home Visitor
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Staff Classroom Session Begin Date: Enter the date the staff member starts.

NOTE: The start date for a lead teacher must be the
same as the class start date.

Staff Classroom Session End Date: Leave blank.

3. Click [SAVE AND ADD ANOTHER] to add another staff member to a classroom session
— OR - Click [SAVE] to return to the Classroom Session Summary.

The Classroom Session Summary page is displayed with the Staff Member Information
section updated with the entered information.

To view Staff Member Information History:

4. Select the [HISTORY] button within the Staff Member Information Action Dropdown on
the Classroom Session Summary page.

= Staff Information

Show:  Active v
Staff Name: Jaguar, Jackie Classroom Session Role: Teacher
Classroom Session Lead: Yes Staff Classroom Session Start Date: 09/01/2017 # EDIT
staff Classroom Session End Date: W DELETE

© HISTORY

Figure 46 Classroom Session Summary - Staff Member Information Action Dropdown

The Staff Member Information History screen is displayed.

Staff Member Information History

Classroom Session Classroom Session Staff Classroom Session Start | Staff Clazsroom Session End Last Update
Lead Staff Name Role Date Date By Last Update On

ki 09/20/2017 10:39:43
[T Teacher 09/01/2017 b-nwilliard
Jaguar am

BACK TO CLASSROOM SESSION SUMMARY

Figure 47 Staff Member Information History - View Staff History

5. Click [BACK TO CLASSROOM SESSION SUMMARY] to continue.
6. The Classroom Session Summary page is displayed.
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7. Click [ADD ERS SCORE] to update the Environmental Rating Scale (ERS) Score

= Environmental Rating Scale (ERS) Score

Show: | Active v

No Data Found

Figure 48 Classroom Session Summary - Add ERS Score

The Environmental Rating Scale (ERS) Score screen is displayed.

Environmental Rating Scale (ERS) Score

Please enter the environmental rating scale score information below for the
classroom session.

ERS Score: required) ERS Score Modified:
Physical Room: Effective Start Date: wequired
Select.. ~]

Effective End Date:

CANCEL SAVE AND ADD ANOTHER SAVE

Figure 49 Environmental Rating Scale (ERS) - Add ERS Score

8. Enter information for the required fields.
9. Click [SAVE AND ADD ANOTHER] to add another ERS score to a classroom session —
OR - Click [SAVE] to return to the Classroom Session Summary.
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5.0 ENROLLING CHILDREN

Children can be enrolled once the staff member(s), physical room(s), and at least one classroom
session have been created. There are two ways to initiate the enrollment process in PELICAN:

1. Automatic Upload
2. Manual

5.1 Automatic Upload

The automatic upload process allows providers to upload key child and parent/legal guardian
information into PELICAN.

To begin the automatic upload process, navigate to the Child Information Upload Summary
screen to download the latest Child Information Template.

pennsylvania Back To PSS Home b-hhelms ™
EELR]L({’ALNEARNXNG NETWORK
ﬁ MY LOCATIONS HOME LOCATION | CHILD INFORMATION | TOOLS ADDITIONAL OPTIONS + |°HELF’ ‘
CHILD ROSTER ‘ CHILD SEARCH | CHILD INFORMATION UPLOAD | ‘ WAITING LIST |
MPI ID 300503106-0001 Location Name UAT ELN TRAINING CENTER Status ACTIVE
Location ID 13805 Lead Agency UAT ELN TRAINING CTR INC
Child Information Upload Summary Select ™ E

For a tour of the child information upload process, click here.

Welcome to the Child Information Upload Summary page! Here, you can view all of the child data that you have uploaded or updated within the past 90 days.

I To upload children, download the latest Child Information Template here I

To learn more about the child information upload process, view more

UPLOAD CHILD INFORMATION g VIEW UPLOAD HISTORY
I T N [ [Py ey e

No data found

Figure 50 Child Information Upload - Template

Automatic Upload Steps:

Access the Child Information template via the Child Information Upload Summary screen.
Enable and complete the Child Information template.

Create a .CSV file for upload by clicking the [SAVE] button on the template.

Upload the Child Information template by clicking the [Child Information Upload] button
and browsing for the .CSV file.

5. Confirm the Child Information Upload.

HwnNPE

46



pennsylvania

PELICAN
EARLY LEARNING NETWORK

New Provider User Training Guide
_______________________________________________________________________________________________________________________________

5.1.1 Child Information Upload Summary
Navigate to the Child Information Upload Summary screen to:

e Access the latest Child Information Template or
o View a summary for all children that were successfully uploaded from a Child Information
Template, but not processed.

To navigate to the Child Information Upload Summary:
Steps:

1. Select the [CHILD INFORMATION] link in the ELN header menu, and then the [CHILD
INFORMATION UPLOAD] link in the sub-header, OR,

E&;}anylvania Back To PSS Home b-uatlapkhss ¥
EARLY LEARNING NETWORK

‘ﬂ UPLOAD CHILD DATA MY LOCATIONS HOME LOCATION | CHILD INFORMATION | ADDITIONAL OPTIONS ~ |9HELP|

CHILD ROSTER |CH\LD5EARCH || CHILD INFORMATION UPLOAD H WAITING LIST ‘

MPIID 300503106-0001 Location Name UAT ELN TRAINING CENTER

Location ID 13805 Lead Agency UAT ELN TRAINING CTR INC

Child Information Upload Summary Select. vl

For a tour of the child information upload process, click here.

Welcome to the Child Information Upload Summary page! Here, you can view all of the child data that you have uploaded or updated within the past 90 days.

To upload children, download the latest Child Information Template nere.

To learn more about the child information upload process, View More.

UPLOAD CHILD INFORMATION § VIEW UPLOAD HISTORY

Kangaroo Tyson 12/05/2011 b-uatlapkhss 10/10/2017 03.22:58 PM ttestd 10/26/2017 02:27.20 PM

Page 1 0f 1

DELETE CONTINUE

Figure 51 ELN Header - Child Information Upload

2. Select the [GO] button for the Child Information Upload on the Upload Child Data Home
page.
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ﬁ UPLOAD CHILD DATA = HOME MY PROVIDERS MY

Upload Child Data Home

Description
Processing Log Inbox GO
5LDS Data Upload GO [
Child Information Upload I Go[]

Figure 52 Upload Child Data Home - Child Information Upload Summary

The Child Information Upload Summary page displays.

UPLOAD CHILD DATA MY LOCATIONS HOME LOCATION CHILD INFORMATION ADDITIOMAL OPTIONS 9HELP|

CHILD ROSTER CHILD SEARCH CHILD INFORMATION UPLOAD | WAITING LIST

300503106-0001 b UAT ELN TRAINING CENTER

13805 LIAT ELN TRAINING CTR INC

Child Information Upload Summary Select.

For a tour of the child information upload process, click here.
Welcome to the Child Information Upload Summary page! Here, you can view all of the child data that you have uploaded or updated within the past 90 days.

To upload children, download the latest Child Information Template here.
To learn more about the child information upload process, View More,

UPLOAD CHILD INFORMATION § VIEW UPLOAD HISTORY

asdas MeGrew 10/06/2014 b-uatiapkhss D1/18/2018 01-33:06 PM b-uatiapkhss 01/18/2018 D1-38:06 PM
O dasdas Jones 101172012 b-ustiapkhss 01/18/2018 01:38:06 PM b-uatiapknss 01/18/2018 D1:38:06 PM
O Deiong Tom 09/022012 b-ustiapkhss 01/18/2018 01:38:06 PM b-uatiapknss 01/18/2018 D1:38:06 PM
O Flurer Lana 09/022012 b-ustiapkhss 01/18/2018 01:38:06 PM b-uatiapknss 01/18/2018 D1:38:06 PM
O Kangaroo Tyson 12/05/2011 b-ustiapkhss 10/10/2017 03:22:58 PM thesta 10/26/2017 02:27:20 PM
O Koenig Koenig 03/06/2013 b-ustiapkhss 01/18/2018 01:38:06 PM b-uatiapknss 01/18/2018 D1:38:06 PM
O Navoney Navoney 040152012 b-ustiapkhss 01/18/2018 01:38:06 PM b-uatiapknss 01/18/2018 D1:38:06 PM
O Oates David 120372012 b-ustiapkhss 01/18/2018 01:38:06 PM b-uatiapknss 01/18/2018 D1:38:06 PM
O smith Bl 0B/07/2103 b-ustiapkhss 01/18/2018 01:38:06 PM b-uatiapknss 01/18/2018 D1:38:06 PM
O Terdle Ryan 120372012 b-ustiapkhss 01/18/2018 01:38:06 PM b-uatiapknss 01/18/2018 D1:38:06 PM

Page 1of1

DELETE CONTINUE

Figure 53 Child Information Upload Screen
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5.1.2 Child Information Template Upload

Child Information Template. This template allows a user to enter Child Demographic and
Parent/Legal Guardian Information for upload into ELN. The user can also save their progress
and create an upload file ((CSV).

NOTE: If uploading children for multiple locations, use a separate Child Information Template
for each location. Saving each location’s Child Information Template in a separate folder on
the user’s computer will make managing the information easier.

Steps to navigate to the template:

1. Select Download the latest Child Information Template here hyperlink located on the
Child Information Upload Summary.

pennsylvania Back To PSS Home  b-hhelms ¥
EELR]LCY'%.NEARNING NETWORK
'ﬁ‘ MY LOCATIONS HOME LOCATION |CHILD INFORMATION | TOOLS ADDITIONAL OPTIONS + |°HELP ‘
CHILD ROSTER ‘ CHILD SEARCH |‘ WAITING LIST ‘
MPI ID 300503106-0001 Location Name UAT ELN TRAINING CENTER Status ACTIVE
Location ID 13805 Lead Agency UAT ELN TRAINING CTR INC
Child Information Upload Summary select ~ m

For a tour of the child information upload process, click here.

Welcome to the Child Information Upload Summary page! Here, you can view all of the child data that you have uploaded or updated within the past 90 days

I To upload children, download the latest Child Information Template here I

To learn more about the child information upload process, view more.

UPLOAD CHILD INFORMATION @ VIEW UPLOAD HISTORY

Figure 54 Child Information Upload Template 2

2. Select the [Child Information Template] hyperlink on 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.
IYou can download the latest Child Information Template here Ppen the file called
ild_Into_Template.xIsm and add key demograpnic 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:

Browse...

CANCEL CONTINUE

Figure 55 Child Information Upload Template - Download

5.1.3 Child Information Upload Template

The Child Information Template will open with macro functionality supported for Microsoft Excel
2010 and later. This template allows the user to enter Child Demographic and Parent/Legal
Guardian Information for multiple children.

= ﬁ‘:.‘ s Child_Info_Template [Protected View] - Excel Helms, Hope
File Home Insert Draw Page Layout Formulas Data Review View Team Q Tell me what you want to do
0 PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing
125 - Je
A B C D E F G H

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 I
2 |(Required) (Required) Initial from dropdown) (Required) dropdown) (M/F) (Required) dropdown) (Required)  dropdown) (Required) {
3
4
5
6
7
8
a

Sheetl 4

Ready i 0

Figure 56 Child Information Upload Excel Template

Note: Click on the [ENABLE CONTENT] button to enter data.
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ﬁ s Child_Info_Template [Read-Only] - Excel Helms, Hope

Insert Draw Pagelayout Formulas Data Review View Team Tell me whatyou want to do

=% ibri E== AutoSum ~ p
Calibri -ln - Wra
e 2] 2o Q0 ©
Paste Ve enter o z rmatas  Cel Insert Delete Format Sort & Find & = Share WebEx
- tyles - - - G er- Select~ ThisFile ~
clipboard 1 Font Alignan Number Cells Editing WebEx ~
1 SECURITY WARNING Macros have been disabled. Enable Content
125 - e v
A B C D E F G H -

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 adde
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
2_|(Required) (Required) Initial from dropdown) (Required) dropdown) (M/F) (Required) dropdown) (Required) _ dropdown) (Required)

Figure 57 Child Information Upload Template - Enable Content

The data fields that can be completed for each child are listed below. NOTE: The following fields
are required and must be completed on the template to successfully upload the child data.

Last Name: Enter child’s last name.

First Name: Enter child’s first name.

Date of Birth: Enter the date the child was born in the format
MM/DD/YYYY.

Gender: Use the dropdown list to select child’s gender.

Ethnicity: Use the dropdown list to select child’s ethnicity.

Race: Use the dropdown list to select the child’s race. The

available options are:

= Black or African American
=  American Indian or Alaskan

= Asian
=  White
= Other

= Native Hawaiian or Pacific
=  Unknown

Program Information: Use the dropdown list to select the programs the child is
enrolled in for the specified location.
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5.1.4 Save Child Information Upload Template

The macro functionality enabled on the template will prevent the user from editing row one and
two, columns A through AE.

To save the file to upload to ELN, or to continue working on the file later, click the [SAVE] button
at the top of the template.

o Afile explorer is launched to browse for a folder.
e Click [OK] to save the template.
o Two files will be created when the user clicks [OK]:
= Child Information Template (Child_Info_Template.xlsm)
= Upload File (Upload_Child_Info.csv)
¢ The Child Information Template will close after saving.

HELPFUL TIP! If uploading children for multiple locations, consider saving the template in
location specific folders to make managing the information easier.

5.1.5 Child Information Upload

To navigate to the Child Information Upload screen, select the [UPLOAD CHILD INFORMATION]
button on the Child Information Upload Summary screen.

UPLOAD CHILD DATA MY LOCATIONS HOME LOCATION CHILD INFORMATION ADDITIOMAL OPTIONS - | 9HELP|

CHILD ROSTER | [CHILD SEARCH CHILD INFORMATION UPLOAD WAITING LIST

300503106-0001 b UAT ELN TRAINING CENTER

13805 UAT ELN TRAINING CTR INC

Child Information Upload Summary Select. ¥ m

For a tour of the child information upload process, click here,

Welcome to the Child Information Upload Summary page! Here, you can view all of the child data that you have uploaded or updated within the past 90 days.
To upload children, downlaad the latest Child Information Terplate here,

To learn more about the child information upload process, View Less,

Download a Child Information Template, add child data, and use the SAVE button to save your progress and create a file for upload (.CSV).

Up to 500 Children can be uploaded in a single file. Also, additional races can be added to child while processing after you have
uploaded your file.

If you are uploading children for multiple locations, please use a separate Child Information Template for each location. Storing each
location's Child Information Template in a separate folder on your local machine can help you manage this information.

Please note that the Child Information Template is designed for Microsoft Excel on desktop computers and may not work on mobile devices.

UPLOAD CHILD INFORMATION | VIEW UPLOAD HISTORY

Figure 58 Child Information Upload Summary - Upload Child Information

The Child Information Upload screen allows users to browse for and upload a Child Upload file
(.csv) on their local machines.
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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
Child_Info_Template.xIsm 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:
lC:\Projects\PeIican\PSS\Development\Pr'ototype\PSSWO2027\NewChiIl Browse... |

CANCEL CONTINUE

Figure 59 Child Information Upload - Browse for File

Steps:

1. Browse and select the Upload_Child_Info.csv file saved previously.

2. Click the [CONTINUE] button to upload the .csv file to ELN.

3. The file will be scanned for viruses. Once the file is determined to be safe, click
[CONTINUE].

4. The Child Information Upload Confirmation screen displays.

5.1.6 Child Information Upload - Confirmation

The Child Information Upload Confirmation page is loaded when the [CONTINUE] button is
selected from the Child Information Upload screen.

The confirmation page displays the number of children uploaded from the Child Information
Template.
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Child Information Upload

There are 505 children on the upload file for this location.

Children Successfully Uploaded

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

Children Unsuccessfully Uploaded

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

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

Click [CONTINUE] to navigate to the Child Information Upload Summary page to complete the
enrollment process.

Figure 60 Child Information Upload - Confirmation

To access the records that have been uploaded, but not yet processed:

e Select the [CHILD RECORD(S)] by clicking on the checkbox(es).
e Click [CONTINUE].

The Child Information Summary - Uploading screen is displayed for the first record selected.
This completes the upload process. To continue enrolling children, access the Child Information
Summary screen.
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5.1.7 Child Information Summary - Uploading

The Child Information Summary screen displays the Child Demographic Information,
Parent/Legal Guardian Information, Income Information, and Risk Factor Information for the
record selected from the Child Information Upload Summary.

pennsylvania Back To PSS Home b-hhelms ¥

PELICAN
EARLY LEARNING NETWORK

ﬁ‘MYLOCATIONS HOME LOCATION CHILD INFORMATION TOOLS ADDITIONAL OPTIONS ¥ |0HELP‘

Child Information Summary

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

= Child Demographic Information

Full Name: GLORIA BEAR Date of Birth: 09/11/2013
Gender: Male Race: White
Ethnicity: Non-Hispanic Programs: Head Start, PA Pre-K Counts, Keystone STARS

Outcome ID: 232462240

= Parent/Legal Guardian Information

Full Name: Parent Test Date of Birth: 04/16/1988

Role: Not Required Address: 133 TEST ST, TEST, PA, 17865
School District: Mifflinburg Area Primary Address: Yes

Relationship: Mother Secondary Relationship: Not Required

+ Income Information

+ Risk Factor Information

Figure 61 Child Information Summary - Update Information

5.2 Child Demographic Information

The Child Demographic Information screen includes all the required information pertaining to a
child. Users can enter this information when creating the child or update the information if the
child already exists.

To navigate to the Child Demographic Information screen,

o Select the [CREATE NEW CHILD] button on the Child Roster screen, OR,
e Select the [ACTION DROPDOWN ARROW] to the right of the Child Demographic
Information section and click [EDIT].
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= Child Demographic Information

‘Outcome ID- 232462240

Full Name: GLORIA BEAR Date of Birth: 09/11/2013
Gender: Male Race: White
Ethnicity: Non-Hispanic Programs: Head Start, PA Pre-K Counts, Keystone STARS

# EDIT
© HISTORY

Figure 62 Child Information Summary - Edit Child Demographic Action Dropdown

The Child Demographic Information screen opens.

Child Demographic Information

Please enter the demographic information below for the child.

Program Information

Selected (3) «

CANCEL

First Name: (required) Middle Initial: Last Name: (required) Suffix:
GLORIA BEAR [v]
Date of Birth: required) Gender: (required Race: (required) Ethnicity: jrequired)
09/11/2013 Male [v] Selected (1) = Non-Hispanic [v]
SSN: @ Is English the 1st language for the Child?
O Yes O No

Programs this child is enrolled in for this location: @ (required)

SAVE

Figure 63 Child Demographic Information - Update and Save

1. Enter child demographics information as described below and then click [SAVE] to

continue.

Last Name:

First Name:

Middle Initial:

Suffix:

Date of Birth:

Gender:

Enter child’s last name.

Enter child’s first name.

Not required. Enter a middle initial for the child if known.
Not required. Enter a suffix if the child has one.

Enter the date the child was born in the format
MM/DD/YYYY.

Use the dropdown list to select child’s gender.
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Ethnicity: Use the dropdown list to select child’s ethnicity.

Race: Use the dropdown list to select the child’s race. The
available options are:

= Black or African American
=  American Indian or Alaskan

= Asian
= White
= Other
= Native Hawaiian or Pacific
=  Unknown
SSN: Not Required. Enter the Social Security Number in the

boxes provided. NOTE: The last five digits of the SSN
are acceptable if the parent or legal guardian does not
wish to provide the entire SSN.

English the 1% language: Click the appropriate radio button to indicate if English is
or is not the child’s first language.

Program Information: Use the dropdown list to select the programs the child is
enrolled in for the specified location.

5.3 Child Clearance

The Child Clearance screen allows users to view and validate an entered child against the
Master Client Index (MCI) for creation in the system.

Navigate to the Child Clearance page by selecting [SUBMIT] on the Child Information Summary
when creating an uploaded child from the Child Information Upload Summary screen.

57



pennsylvania

PELICAN
EARLY LEARNING NETWORK

New Provider User Training Guide
_______________________________________________________________________________________________________________________________

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.

Suffix Gender SSN

Winkeler Kirsten M 11/20/2012 F

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

click SAVE. @
Select Last MI  Suffix Gender SSN Match Score
& Winkeler Kristen 08/14/2014 F X-xx-4573 90
5 Winkler Kiersten M 11/20/2012 F xxx-xx-4738 80
o Winkeler Krirsten S 09/14/2014 F /70

O Create New Child

Woce

Figure 64 Child Clearance

The Child Clearance page occurs when the new child information entered is a possible match
to an existing child record that has been previously entered in to PELICAN. It is important to
review the potential matches and determine if the new child record is in fact a match to an
existing record.

If the match is true, select the correct match and click [SAVE].
Match is found.
Step 1 — Click on the [radio button] for the record that matches the new child entered.

Step 2 — Click [SAVE].
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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.

Suffix Gender SSN

Winkeler Kirsten M 11/20/2012 F

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

click SAVE. @
Last Gender SSN Match Score
Winkeler Kristen 08/14/2014 F Xxx-xx-4573 90
o
5 Winkler Kiersten M 11/20/2012 F xox-xx-4738 80
o Winkeler Krirsten S 09/14/2014 F 70

O Create New Child

Ea

Figure 65 Child Clearance - Match Found

Match is NOT found.
Step 1 — Select the [Create New Child].

Step 2 — Click [SAVE].
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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.

Winkeler Kirsten M 11/20/2012 F

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 X xx-4573 90
o Winkler Kiersten M 11/20/2012 F xx-xx-4738 80
o Winkeler Krirsten S 09/14/2014 F 70

B Create New Child

Ea

Figure 66 Child Clearance - No Match Found

5.4 Child Demographic Information History

The Child Demographic Information History page displays a history of changes made to the Child
Demographic Information record.

To navigate to the Child Demographic Information History page,

e Select the [HISTORY] hyperlink within the Child Demographic Information Action
Dropdown on the Child Information Summary screen.
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Child Demographic Information History

Middle Last Date of . Programs this child is enrolled Last Update
ENEH S H i for fhis oestion S
e}

Non- 01/19/2018

Leslie Bohn 10/31/2014  Female = Asian Head Start,Keystone STARS b-uatlapkhss

Hispanic 12:22:14 pm

Non- 01/19/2018
Leslie (o] Bohn 10/31/2014  Female Asian on . Head Start b-uatlapkhss

Hispanic 12:21:47 pm

Non- 09/29/2017
Leslie Bohn 10/31/0014  Female  Asian on . Head Start b-uatlapkhss

Hispanic 09:47:11 am

BACK TO CHILD INFORMATION SUMMARY

Figure 67 Child Demographic Information History - Review Child History

o Click [BACK TO CHILD INFORMATION SUMMARYT] to continue the enrollment process
and to review / edit the child information for submission.

5.5 Parent/Legal Guardian Information

The Parent/Legal Guardian Information page is used to capture or update parent/legal guardian
information pertaining to a child.

To navigate to the Parent/Legal Guardian Information page,

o Select [EDIT] or [ADD PARENT/LEGAL GUARDIAN] on the Child Information Summary
when creating a new child or editing an existing child.
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Parent/Legal Guardian Information

Please enter any Parent/Legal Guardian Information for this child below. Additional Parent/Legal Guardian Information may be added from
the Child Information Summary page or by clicking SAVE AND ADD ANCTHER.

Demographic Information

First Name: irequired Middle Initial: Last Name: rrequired) Suffix:

Parent Test ﬂ
GENdET: frequired) Date of Birth: Relationship to Child: jrequired

Female ﬂ 04/14/1988 Maother ﬂ
Secondary Relationship to Role: irequired)
Child: required

§ Not Required ﬂ

Mot Required [+
Address
Address Line 1: rrequired) Address Line 2 City: rrequired) State: irequired

131 Test Street Test Pennsylvania ﬂ
County: required Zip Code: jrequired) School District of Residence: jrequired

Union [w] 17863 Abington [w]

Primary Address

Contact Information

Phone: Email:

[ send correspondence to this person (>

Other Information

Highest level of education completed? Highest level of education of birth mother?

Employment Status:

Select all that apply

CANCEL SAVE

Figure 68 Parent/Legal Guardian Information

Enter all required information for the child. Additional Parent/Legal Guardian Information may be
added by clicking [SAVE AND ADD ANOTHER] or from the Child Information Summary page.

First Name: Enter parent or legal guardian’s first name.
Middle Initial: Not required. Enter a middle initial for the parent or legal
guardian.
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Last Name: Enter parent or legal guardian’s last name.

Suffix: Not required. Enter suffix, as needed, for the parent or legal
guardian.

Gender: Use the dropdown list to select the parent or legal guardian’s
gender.

Date of Birth: Enter date of birth for the parent or legal guardian.

Relationship to Child (field 1): Select from dropdown list.

e Father

e Mother

e Grandparent
e Guardian

e Other

Relationship to Child (field 2): Select from dropdown list.

e Biological
e Foster
e Adoptive
e Step Parent
e Other
Role: Select from dropdown list.

¢ Primary Guardian

e Secondary Guardian

e Legal Guardian

e Caregiver

e Support Team Member
e Power of Attorney

e Living Will

e Fiscal Guardianship

e Representative Payee
e Personal Guardianship
e Substitute Decision Maker
e Child Care Worker

o Case Worker

e Primary Care Physician
e Specialist

Address Line 1: Enter parent or legal guardian’s street address.
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Address Line 2: Not Required. Enter additional address information if
needed.

City: Enter parent or legal guardian’s city.

State: Use the dropdown list to select the parent or legal guardian’s
state.

Zip: Enter parent or legal guardian’s zip code.

County: Enter parent or legal guardian’s county.

School District of Residence: Use the dropdown list to select the school district based on
the residence of the parent or legal guardian. NOTE - if
State is not PA, please select Provider’s School District.

Primary Address: Click on the [CHECK BOX] to indicate the address entered
is the primary address for the child.

Phone: Not Required. Enter parent or legal guardian’s phone
number.

Email: Not Required. Enter parent or legal guardian’s email
address.

Send Correspondence: Click on the [CHECK BOX] to indicate correspondence

should be sent to the parent or legal guardian being entered.

Highest level of education: Use the dropdown list to select the parent or legal guardian’s
highest level of education completed.

Birth Mother — education: Use the dropdown list to select the birth mother’s highest
level of education completed.

Employment Status: Use the dropdown list to select the parent or legal guardian’s
employment status.

Select [SAVE AND ADD ANOTHER] to save the Parent/Legal Guardian Information and perform
Address Clearance.

Select [SAVE] to add new parent / legal guardian information and perform Address Clearance.
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5.6 Parent/Legal Guardian Information History

The Parent/Legal Guardian Information History screen displays a history of changes made to a
Parent/Legal Guardian Information record.

To navigate to the Parent/Legal Guardian Information History screen,

e Select the [HISTORY] hyperlink within the Parent/Legal Guardian Information Action
Dropdown on the Child Information Summary screen.

pennsylvania Back To PSS Home b-uatlapkhss ¥
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Child Information Summary

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

= Child Demographic Information

Full Name: Leslie O Bohn Date of Birth: 10/31/2014
Gender: Female Race: Asian
Ethnicity: Non-Hispanic Programs: Head Start, Keystone STARS

Outcome ID: 246663437

= Parent/Legal Guardian Information

Full Name: Parker Bohn Date of Birth: 07/30/1980

Role: Primary Guardian Address: 27 oak lane, HBG, PA, 17331 # EDIT
School District- Central Dauphin Primary Address: Yes (© HISTORY
Relationship: Mother Secondary Relationship: Biological

Figure 69 Child Information Summary - Parent/Legal Guardian Information Action Dropdown

The Parent/Legal Guardian Information History screen is displayed. To view the complete historic
data for a parent / legal guardian:

e Select the radio button for the parent/legal guardian
e Click [VIEW]
e Click [BACK TO CHILD INFORMATION SUMMARY] to continue
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Parent/Legal Guardian Information History

Bonn, Parker b-uatiapkhss

Bonn, Parker b-uatiapkhss

Bohn, Parker b-uatiapkhss

Demoegraphic Information

Send correspondence to this person

Other Information

Highest |level of education completed?

Employment Status:

CHILD INFORMATION SUMMARY |

Please select a radio butten for a historic Parent/Legal Guardian information recard and dick VIEW to see the complete data.

First Name: Middle Initial: Last Name: Suffix:
Parker Bohn

Gender: Date of Birth: Relationship to Child:

Female 07/30/1979 Mother

Secondary Relationship to Role:

Child: Primary Guardian

Biological

Address

Address Line 1: Address Line 2 City: State:
27 nak lane HEG Pennsylvania
County: Zip Code: Schiool District of Residence:

Dauphin 17331 Central Dauphin

& Primary Address

Contact Information

Phone: Email:

Last Update On
1072472077 114635 AM
10M6/20717 03:10:27 PM

02/20/2017 09:50:49 AM

Figure 70 Parent/Legal Guardian Information History - View History
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5.7 Address Clearance

The Address Clearance screen allows users to review and validate the appropriate mailing
address when creating a new child.

To navigate to the Address Clearance screen,

e Select [SAVE] on the Parent/Legal Guardian Information screen after entering or editing
address information

The Address Clearance page occurs when the new address information entered is a possible
match to an existing address record that has been previously entered in to PELICAN. It is
important to review the potential matches and determine if the new address record is in fact a
match to an existing record.

Address Clearance

The information you have entered is similar to an address we already have stored in our database.
Please read the matches below to see if the records match the address you are attempting to enter. Selecting an existing record will overwrite
the information you have entered with the information we have stored and validate the address. If none of the matches are correct, please

select the Continue With Unverified Address radio button.

Below is the information you have entered for this address.

123 Anystreet Anytown PA 17012

If an address listed below matches the entered address above, click the Select radio button associated with the match and click SAVE. @

m Address Line 4 fddress Line 2 Address tine 3 m

123 ANYSTREET ANYTOWN PA 17012

O Continue With Unverified Address

CANCEL SAVE

Figure 71 Address Clearance - Verification

If the match is true, select the correct match and click [SAVE].
Match is found.
Step 1 — Click on the [radio button] for the record that matches the new address entered.

Step 2 — Click [SAVE].

67



pennsylvania

PELICAN
EARLY LEARNING NETWORK

New Provider User Training Guide

Address Clearance

The information you have entered is similar to an address we already have stored in our database.
Please read the matches below to see if the records match the address you are attempting to enter. Selecting an existing record will overwrite
the information you have entered with the information we have stored and validate the address. If none of the matches are correct, please

select the Continue With Unverified Address radio button

Below is the information you have entered for this address.

Address Line 1 Address Line 2 Address Line 3 _m-

123 Anystreet Anytown 17012

If an address listed below matches the entered address above, click the Select radio button associated with the match and click SAVE. @

W Address tine 1 Address Line 2 Address bine 3 _m-

123 ANYSTREET ANYTOWN 17012

O Continue With Unverified Address

Figure 72 Address Clearance - Match Found

If there is no valid match, do not select an entry. To continue, select [CONTINUE WITH
UNVERIFIED ADDRESS].

Match is NOT found.
Step 1 — Select the [CONTINUE WITH UNVERIFIED ADDRESS]

Step 2 — Click [SAVE]

Address Clearance

The information you have entered is similar to an address we already have stored in our database.
Please read the matches below to see if the records match the address you are attempting to enter. Selecting an existing record will overwrite
the information you have entered with the information we have stored and validate the address. If none of the matches are correct, please

select the Continue With Unverified Address radio button

Below is the information you have entered for this address.

Address Line 1 Address Line 2 Address Line 3 _m-

123 Anystreet Anytown 17012

If an address listed below matches the entered address above, click the Select radio button associated with the match and click SAVE. @

m Address Line 1 Address Line 2 Address Line 3 _mu

123 ANYSTREET ANYTOWN 17012

© Continue With Unverified Address |

CANCEL SAVE

Figure 73 Address Clearance - No Match Found

The Child Information Summary screen is displayed with the Parent/Legal Guardian Information
section updated.
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= Child Demographic Information

Full Name: Leslie O Bohn
Gender- Female
Ethnicity: Non-His panic
Outcome ID: 246663437

= Parent/Legal Guardian Information

Full Name: Parker Bohn

Role: Primary Guardian

School District Central Dauphin
Relationship: Mother

ﬁ‘ UPLOAD CHILD DATA MY LOCATIONS HOME LOCATION CHILD INFORMATION ADDITIONAL OPTIONS - |9HELP|
Child Information Summary
‘ The Child Information Summary has been updated with your changes. ‘
Welcome to the Child Information Surmmary page! Click the dropdown arrow on the right side of each section to edit the information in that section. EXPAND ALL

Date of Birth: 10/31/2014
Race- Asian
Programs: Head 5Start, Keystone STARS

Date of Birth: 07/30/1980

Address: 123 main, harrisburg, PA, 17112
Primary Address: Mo

Secondary Relationship: Biclogical

Full Name: Lee Charles

Role: Mot Required

School District Manheim Central
Relationship: Father

Date of Birth: 04/07/1965

Address: 6852 MAIN 5T, MILLERSVILLE, PA, 17852
Primary Address: Yes

Secondary Relationship: Biological

Figure 74 Child Information Summary - Parent/Legal Guardian Information Updated

5.8 Income Information

The Income Information page is used to capture or update income information pertaining to a

child’s household.

Navigate to the Income Information page by selecting [EDIT] or [ADD INCOME
INFORMATION] on the Child Information Summary when creating a new child or editing an

existing child.
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Income Information

Please enter income information pertaining to this child's househald below. Use the CALCULATE button to determine the household's Federal
Poverty Level Percentage.
Date of Income Verification per Program Guidance in Enrollment Including the child, how many people are in the household?

and Documentation of Children's At-Risk Status for Pre-K Counts [required)
ANNouncement? (required) c

What is the annual household INCOME? irequired)

50000

Federal Poverty Level Percentage: 173.73%  Fe\Ral[F:N)3
CANCEL SAVE

Figure 75 Income Information - Updating Income Information

Steps:

1. Enter the required income information.
2. Click [CALCULATE] to determine the Federal Poverty Level Percentage.
3. Click [SAVE] to return to the Child Information Summary screen with the Income

Information section being updated.
4. [CANCEL] will close the Income Information page and return to the Child Information

Summary screen without the Income Information section being updated.

5.9 Risk Factors

The Risk Factors page allows users to enter risk factor information for children.

To navigate to the Risk Factors page, select [EDIT] or [ADD RISK FACTOR] on the Child
Information Summary when creating a new child or editing an existing child.
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Risk Factors

Please enter any risk factors for this child below. Additional risk factors may be added from the Child Information Summary page or by
clicking SAVE AND ADD ANCTHER

Risk Factor: jrequired)

Select... ]

Risk Factor Begin Date: irequired) Risk Factor End Date:

CANCEL SAVE AND ADD ANOTHER SAVE

Figure 76 Risk Factors - Edit Information

Steps:

pennsylvania
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1. Enter the risk factor information by typing a response or selecting from the dropdown list.

2. Click [SAVE AND ADD ANOTHER] to enter additional risk factor(s).

3. Click [SAVE] to return to the Child Information Summary page with the risk factor section

updated.

4. [CANCEL] will close the Risk Factors page and return to the Child Information Summary

page without the risk factor section being updated.

5.10 Risk Factors History

The Risk Factors History screen displays a history of changes made to a Risk Factor record.

Navigate to the Risk Factors History screen by selecting the [HISTORY] hyperlink within the Risk

Factors Information Action Dropdown arrow.

Risk Factors History

Migraminon-Immigrantl/Sessonal Student 0B/D1/0017 08m12017 b-uatiapkhss 12472017 12-01:57 PM

Migraminon-Immigrantl/Seasonal Student 0B/D1/2016 b-uatiapkhss 12472017 12-01:57 PM

BACK TO CHILD INFORMATION SUMMARY

Figure 77 Risk Factors History

Click [BACK TO CHILD INFORMATION SUMMARY] to continue.
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5.11 Child Information Upload Summary — Additional Functions

penn sylvania Back To PSS Home  b-uatlapkhss ¥
ERRLY LEARNING NETWORK
" UPLOAD CHILD DATA MY LOCATIONS HOME LOCATION CHILD INFORMATION ~ADDITIONAL OPTIONS + OreLr |
CHILD ROSTER | CHILD SEARCH CHILD INFORMATION UPLOAD WAITING LIST

300503108-0001 b UAT ELN TRAINING CENTER

13805 UAT ELM TRAINING CTR INC

Child Information Upload Summary Select.

For a tour of the child information upload process, click here.

Welcome to the Child Information Upload Summary page! Here, you can view all of the child data that you have uploaded or updated within the past 90 days.
To upload children, download the latest Child Information Ternplate here.

To learn more about the child information upload process, Miew Less,

Download a Child Information Template, add child data, and use the SAVE button to save your progress and create a file for upload (.CSV).

Up to 500 Children can be uploaded in a single file. Also, additional races can be added to child while processing after you have
uploaded your file.

If you are uploading children for multiple locations, please use a separate Child Information Template for each location. Storing each
location's Child Information Template in a separate folder on your |ocal machine can help you manage this information.

Please note that the Child Information Template is designed for Microsoft Excel on desktop computers and may not work on maobile devices.

UPLOAD CHILD INFORMATION J§ VIEW UPLOAD HISTORY

asdas McGrew 10/06/2014 D-Uatiapknss 01/18/2018 D1:38:06 PM b-uatiapknss 01/18/2018 D1:52:56 PM
O dasdas Jones 1001172012 D-Uatiapknss 01/18/2018 D1:38:06 PM b-uatiapknss 01/18/2018 D1:38:06 PM
O Desong Tom 09/02:2012 b-uatiapknss 01/18/2018 D1:38:06 PM b-uatiapknss 01/18/2018 D1:38:06 PM
O Flurer Lana 08/02/2012 D-Uatiapknss 01/18/2018 D1:38:06 PM D-uatiapknss 01/18/2018 D1:38:06 PM
O Kengaroa Tyson 12/05/2011 D-UatiapkNss 10/10/2017 03:22:58 PM testa 10/26/2017 D2:27:20 PM
O Kpenlg Kpenlg 03/D6/2013 b-uatiapknss 01/18/2018 D1:38:06 PM b-uatiapknss 01/18/2018 D1:38:06 PM
O Navoney Navoney 04/15/2012 D-Uatiapknss 01/18/2018 D1:38:06 PM D-uatiapknss 01/18/2018 D1:-38:06 PM
O Oates David 12/03/2012 D-Uatiapknss 01/18/2018 D1:38:06 PM b-uatiapknss 01/18/2018 D1:38:06 PM
O smitn Bl 0B/07/2103 b-uatiapknss 01/18/2018 D1:38:06 PM b-uatiapknss 01/18/2018 D1:38:06 PM
O Terdle Ryan 12/03/2012 D-Uatiapknss 01/18/2018 D1:38:06 PM D-uatiapknss 01/18/2018 D1:38:06 PM

Page 10of 1

DELETE CONTINUE

Figure 78 Child Information Upload Summary - Additional Functions
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5.11.1 Child Information Upload History

The Child Information Upload History screen shows a history of all children that were submitted
from the Child Information Upload Summary screen. Users can review the children that were
successfully added to a specified location.

Navigate to the Child Information Upload History screen by selecting the [VIEW UPLOAD
HISTORY] button on the Child Information Upload Summary screen.

pennsylvania Back To PSS Home  b-uatlapkhss ¥
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ﬁ UPLOAD CHILD DATA MY LOCATIONS HOME LOCATION CHILD INFORMATION ADDITIONAL OPFTIONS - |9HELP|

CHILD ROSTER CHILD SEARCH CHILD INFORMATION UPLOAD | WAITING LIST

300503106-0001 i LIAT ELN TRAINING CENTER

13805 LIAT ELN TRAINING CTR INC

Child Information Upload History Select. ~

Welcome to the Child Information Upload History page! Here, you can view all of the child information that you have uploaded and submitted.

T S ) e ) o R

Escobar Angle 06/03/2013 b-ustizpkchs 10/11/2017 D3:43:51 AM b-ustiapknss 0/24/2017 12:36:16 PM

Girsffa Jeafiray 03/06/2016 b-uztizpknss 10102017 03:22:58 PM b-ustiapknss 10/24/2017 01-05:39 PM

Lanzing Trawis MNV2NS B-ugtiocstar 10/11/2017 D3:14:23 PM D-ustiapknss 10/24/2017 01:08:01 PM

Uizard Kimber 06/D1/2012 b-ustizpkhss 10102017 03:22:58 PM b-ustiapknss 10/23/2017 03:04:03 PM

Oshall Stacey 05/04/2016 b-ustizpkhss 10102017 03:22:58 PM D-ustlapkhss 10/27/2017 12:12:10 PM

PRIMARY ADDRESS NO 0B/03/2012 b-ustiocstar 10/11/2017 03:14:23 PM b-ustiapknss 10/23/2017 DB-36:17 AM
Page 10f1

BACK TO CHILD INFORMATION UPLOAD SUMMARY

Figure 79 Child Information Upload History — View Child Information History

Select [BACK TO CHILD INFORMATION UPLOAD SUMMARY] to continue.
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5.12 Manual = Child Enrollment

The manual child enrollment process allows users to capture and display the Child
Demographic Information, Parent/Legal Guardian Information, Income Information, Risk Factor
Information, Enrollment Information for a specified Location, and All Enroliments when creating
or editing a child record.

To begin the manual child enrollment process, navigate to the Child Roster for a specific location.

5.12.1 Child Roster

The Child Roster screen shows enrollment records at the location the user is currently viewing.

To navigate to the Child Roster screen, select the [CHILD INFORMATION] link in the ELN
header main menu and then select the [CHILD ROSTER] in the sub-header.

QECI;Ianylvania Back To PSS Home | b-hhelms ¥
EARLY LEARNING NETWORK

’ﬂ MY LOCATIONS HOME LOCATION | CHILD INFORMATION | TOOLS ADDITIONAL OPTIONS |9HELF|
CHILD ROSTER ‘ CHILD SEARCH ‘ CHILD INFORMATION UPLOAD | WAITING LIST

MPI ID 300503106-0001 Location Name UAT ELN TRAINING CENTER

Location ID 13805 Lead Agency UAT ELN TRAINING CTR INC

Child Roster RN o

For a tour of the Child Roster page, click here

Below are the enroliments 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 enrollments which have been inactive for less than two years. To view enrollments which have been inactive for more than
two years, please use Child Search.

Active Children At This Location: 23
Active Enrollments At This Location: 23

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

= Enrollment Status
Date of Classroom [r— Enroliment Enroliment Risk Factors
Birth Session e Begin Date End Date
® Active

O Inactive (past 2 years)

O In-Process 09r11/2013 Full Day MCC Pre-k 1 :upr:_K 0912012017 ‘E:L“;:‘I": ‘;:ﬂ
O On Waiting List

[] | CAT.BRYCE | 09r12/2013 Full Day MCC Pre-K 1 paprek 082012017 (o= el )

e Eaucetion Plan

cow, PAPreK Individualized

09/07/2013 Full D MCC Pre-k 1 0912012017
Selected (2) v O trevw ey = Counts Education Plan
MMCCHSI DOG, PAPreK Individualized
113/ -K 1 1204
O | eromica | 0132013 Full Day MCC Pre-k o 0912012017 B

MCC Pre-K 1

Figure 80 ELN Header - Child Roster
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The Child Roster screen is displayed and shows enrollment records at the location the user is

currently viewing.

pennsylvania

B awen rerwcan

ﬁunoum HOME LOCATION CHILD INFORMATION TOOLS ADDITIONAL OPTIONS +

GanRosTER

CHILD SEARCH | CHILD INFORMATION UPLOAD | WIMTING LIST

Child Roster

For 2 tour of the Child Roster page. chck bere

TWO years, please use Chid Searc

Active Children At This Location: 23
Active Enroliments At This Location: 22

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

Below are the enro of the screen view enroliments in different szatuzes, specific programs
classroom sess % 0r<C o
fhen the or less than Two years. T view enroliments which have been inacuive for more than

= . 1
® Active
nactive (past 2 years)
O in o ""u" oW1 L3013 #1 Coy NS Pre g OW20NT
On Wating List
. - i

b-hheims ¥

| ‘4(&; ]

Select v

v E:““ N 0 0
:":;‘f - » - S 20
viacncs .
Raail »f Oy o3 T 4
ARS - -
L AR boy =3 (EX
Number of Resules: 23 Nea Page |1 viof2 Go Chikdren Selected: 0
END DATE ENROLLMENT Bl CREATE NEW CHILD CHILD UPLOAD SUMMARY
'-'(:.\ pennsylvania
SRy DenaTienT Of s sty Resources Lrequently Asked Questions Contact us Re221 2 Compimnt of Incident

Figure 81 Child Roster

The Child Roster screen shows results for ACTIVE enrollment status. To view INACTIVE
enroliments from the previous two years, click the [INACTIVE] radio button.

Users can perform the following enroliment actions from the Child Roster:

1. Create Enrollment
2. End-Date Enrollment
3. Create New Child
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5.12.2 Create Enrollment

To create new enrollment, the user must select one or more ACTIVE records displayed on the
Child Roster.

1. Select the radio button next to the desired ACTIVE child record(s).
a. Once records are selected, the CREATE ENROLLMENT button is
activated.
2. Select the [CREATE ENROLLMENT] button.

Counts Leamer
L2, Ev T Full Day MECHS | Head Start 23T Multiple
JAMIE
%I . 0901062013 Full Day MeC Pre-k 1 zz.uprrvtes* 081012017 : :u':ft:':r"'ﬁ:"
RHIND, [EFF  03/03/2013 Full Day M Pre-k 1 zz.uprrvtes* 081012017 :;JZ:?::T::.-‘
Number of Results: 19 Page 10of1 Children Selected: 3

CREATE ENROLLMENT END DATE ENROLLMENT CREATE NEW CHILD CHILD UPLOAD SUMMARY

'@ pennsylvania

DEPARTMENT OF HUMAN SERVICES

Figure 82 Child Roster - Create Enrollment

The Create Enrollments screen is displayed.
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Create Enroliments

3 enrollments will be created when you click SAVE.

selected children.

Location: UAT ELM TRAINING CEMTER

Classroom Session: requined

Select... ~|

Sub-Program: crequared)

Select... v

Funding Source: required

Select... ~|

Days for this Session: irequired)

Select... v

Schedule for this 5e55i0M (required)

Select... |

CANCEL

Please enter all the necessary information below to create enrollments for the

Program irequireds

Select... ~|

Lead Agency - Grant 1D: required)

Select... ~|

Enroliment Begin Date: (required

Hours for this Session: yequiren

Select... ~|

SAVE

Figure 83 Create Enrollments
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The Create Enrollments page allows users to select one or more children from the Child Roster

and enroll them in one action.

Enter all required fields by typing in or using the dropdown lists to select a response.

Once all required data has been entered, select the [SAVE] button to validate the information.
The Create Enrollments Summary is displayed.

The Create Enrollments Summary shows a summary of what enrollments were and were not

created after the user performed a bulk create enrollments action
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Create Enrollments Summary

Below is a summary of the enrollments you have created. Use the (+) and ()
symbols to view more or less detail and click COMTINUE to return to the Child
Rioster.

Enrollments Successfully Created

= 2 Enrollment{s) were successfully created.
* RHING, JEFF
* LAMB, PATRICIA

Enrollments Not Created

= 1 Enroliment(s) were not created. The enrcliment cannot be saved because
the child has an existing, active Head Start enrollment.
« JAMISON, JAMIE

CONTINUE

Figure 84 Create Enrollments Summary

By selecting the [CONTINUE] button, the summary page is closed and the user is returned to
the Child Roster.

5.12.3 End-Date Enrollments

The End-Date Enrollments screen is used to end-date enrollments in bulk for children selected
on the Child Roster.

To end-date a child(ren) enrollment record(s)

1. Select the radio button for one or more children on the Child Roster to be end-dated
2. Once the records are selected, the END-DATE ENROLLMENT button is activated.
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LAME, iy . it Indvidualized
Wi T 0901072013 Full Day AMEPM Head Start 12/01/2017 .
LAMB. A Pre-k Individualized
= LAME, . ; y e
, , 09/10/2013 Full Day MCC Pre-K 1 st 09/01/2017 e ——.
PA Pra Indlvidualized
= e ; y e
RHING, [EFF  08/03/2013 Full Day MEC Pre-K 1 b 09/01/2017 .
Mumber of Results: 21 Next Page of2 Go Children Selected: 3

CREATE ENROLLMENT END DATE ENROLLMENT CREATE NEW CHILD CHILD UPLOAD SUMMARY

Resources Freguently Asked Questions Contact Us Report a Complaint or Incident

Figure 85 End Date Enrollments

The End-Date Enrollments screen is displayed

End-Date Enrolilments

3 Enroliments 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 Enroliment End Date Reason: required)

1243172007 Moved to a Mew Classroom ﬂ

CANCEL SAVE

Figure 86 End Date Enrollments - End-Dating

Steps:

1.
2.

w

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 the [CANCEL] button to return to the previous screen without making changes.
Click [SAVE] to validate the enrollment information. The End-Date Enrollments
Summary screen is displayed.
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End-Date Enroliments Summary

Below is a surmmary of the enrollments you have end dated. Use the (+) and -
symbols to view more or less detail and click CONTINUE to return to the Child
Roster.

Enroliments Successfully End Dated

+ 2 Enrollment(s) were successfully end-dated.
* LAME, PATRICIA
* RHING, JEFF

Enrollments Not End Dated

=1 Enrollment(s) were not end-dated. Children 36 months or older cannot be
enrolled in Early Head Start.

* LAMB, PATRICIA

CONTINUE

Figure 87 End Date Enrollments Summary

The End-Date Enrollments Summary screen shows a summary of what enrollments were and
were not end-dated after the user performs a bulk end-date enrollment action.

Click the [CONTINUE] button to close the summary and return to the Child Roster screen with
the selected child records end-dated.

5.12.4 Create New Child

If a user is unable to find an existing ACTIVE or INACTIVE record for the child to be enrolled,
they will create a new child record for enrollment.

1. To create a new child, select the [CREATE NEW CHILD] button from the Child
Roster.

Number of Results: 28 Mext Page of2 Go Children Selected: 0

CREATE ENROLLMENT END DATE ENROLLMENT CREATE NEW CHILD CHILD UPLOAD SUMMARY

DEPARTMENT OF HUMAN SERVICES Resources Erequently Asked Questions Contact Us Beport a Complaint or incldent

'@ pennsylvania

Figure 88 Create New Child
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The Child Demographic Information screen is displayed.

Child Demographic Information

Please enter the demographic information below for the child.

First Name: required; Middle Initial: Last Name: required; Suffix:
v
Date of Birth: irequiren Gender: jrequired) Race: {required) Ethﬂi(it_‘{: {required]
] Select all that apply = ~|
S5N: @ Is English the 1st language for the Child?

) Yes O No

Program Information

Programs this child is enrolled in for this location: @ irequired

Select all that apply =

CANCEL SAVE

Figure 89 Child Demographic Information

2. Enter child demographics information as described below and then click [SAVE] to

continue.

Last Name: Enter child’s last name.

First Name: Enter child’s first name.

Middle Initial: Not required. Enter a middle initial for the child if known.

Suffix: Not required. Enter a suffix if the child has one.

Date of Birth: Enter the date the child was born in the format
MM/DD/YYYY.

Gender: Use dropdown list to select child’s gender.

Ethnicity: Use the dropdown list to select child’s ethnicity.

Race: Use the dropdown list to select the child’s race. The

available options are:

=  Black or African American
=  American Indian or Alaskan
=  Asjan
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=  White
= Other
= Native Hawaiian or Pacific
= Unknown

SSN: Not Required. Enter the Social Security Number in the
boxes provided. NOTE: The last five digits of the SSN
are acceptable if the parent or legal guardian does not
wish to provide the entire SSN.

English the 1% language: Click the appropriate radio button to indicate if English is
or is not the child’s first language.

Program Information: Use the dropdown list to select the programs the child is

enrolled in for the specified location.

3. Click the [SAVE] button to continue.

a.

If the system identifies a potential matching record for the child entered, the Child
Clearance screen is displayed. (See page 57 for additional information on the
Child Clearance screen)

i. Complete the child clearance process and continue to enter the pertinent

child demographic information.

If the system DOES NOT identify a potential matching record for the child
entered, the Child Information Summary page is displayed with the Child
Demographic information section updated.
Continue to enter information to complete the following sections of the Child
Information Summary screen:

i. Parent/Legal Guardian Information

i. Income Information

i. Risk Factors

For more information on these topics, see the corresponding sections in this
Training Guide.

5.13 Additional Information

5.13.1 Cancel - Confirmation

The Cancel Confirmation screen is displayed to confirm any changes a user made will not be
saved in the system.

Select the [CANCEL] button to return to the previous screen without making any changes. The
Cancel Confirmation screen is loaded for review.
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Cancel Confirmation

You selected CAMCEL. Any changes made will not be saved. Click COMTINUE to
proceed. Click BACK to resume editing the information.

BACK CONTINUE

Figure 90 Cancel Confirmation

Select [BACK] to return to the previous screen and resume editing.

Select [CONTINUE] to close the Cancel Confirmation screen and return to the previous screen
without making updates.

5.13.2 Delete - Confirmation

The Delete Confirmation screen is displayed to confirm that a record will be permanently deleted
from the system.

Select the [DELETE] button to delete the selected records. A Delete Confirmation screen is
loaded for review.

Delete Confirmation

Are you sure you wish to delete the selected record?

This action cannot be undone. Click DELETE to permanently delete the record or click
CANCEL to exit without deleting.

Figure 91 Delete Confirmation

Select [CANCEL] to exit without deleting the record selected.

Select [DELETE] to continue deleting the record.
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5.0 TRANSFER CHILD(REN) AND STAFF
6.1 Transfer Home

The Transfer Home screen allows users to access Child Transfers and Staff Member Transfers
functionality.

To navigate to the Transfer Home screen, select [TOOLS] from the top header menu and then,
[TRANSFERS] from the sub-navigation menu.

pennsylvania
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Back ToPSSHome b-uatlapkhss ™

ﬁ UPLOAD CHILD DATA HOME PROVIDER FINANCIAL MANAGEMENT ADMIN |TOOLS | ADDITIONAL OPTIONS - |9HELP|

ALERTS | CORRESPONDENCE ||

Transfer Home

Welcome to the Transfer Home Page! Click the buttons below to start a transfer or perform an MCI swap.
TRANSFER CHILD OR CHILDREN

TRANSFER STAFF MEMBER

Figure 92 ELN Header - Transfer Home

6.2 Transfer Children

Select the [TRANSFER CHILD OR CHILDREN] button from the Transfer Home page to

continue.
pennsylvania BackToPSSHome b-uatlapkhss ~
gglﬁll_[;ﬂLhEﬂHN[NG MNETWORK
ﬁ UPLOAD CHILD DATA HOME PROVIDER FINANCIAL MANAGEMENT ADMIN TOOLS ADDITIONAL OPTIONS = |9HELP|
ALERTS | CORRESPONDEMCE | TRAMSFERS

Transfer Home

Welcome to the Transfer Home Page! Click the buttons below to start a transfer or perform an MCl swap.

TRANSFER CHILD OR CHILDREN
TRAMSFER STAFF MEMBER

Figure 93 Transfer Home - Transfer Child or Children
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The Child Location Transfer screen is displayed and allows users to search for a child or
children to initiate a transfer across locations within the specified Lead Agency or Legal Entity.

NOTE: Users should contact the PELICAN Help Desk to transfer children to a partner location
or a location within a different Lead Agency or Legal Entity.

To move children from one program to another (e.g., from PA Pre-K Counts to Head Start),
users should:

e End-date the child’s current enrollment and,
e Create a new enrollment in the appropriate program.

To begin the transfer process, enter the required search criteria by selecting from the dropdown
lists for Program and Lead Agency/Legal Entity and then click the [SEARCH] button.

pgn_nsylvama Back To PSSHome b-uatlapkhss ¥
E';Iﬂlr‘f'ql’EARN[NGNE\‘wURK
ﬁ UPLOAD CHILD DATA HOME PROVIDER FINANCIAL MAMAGEMENT ADMIN TOOLS ADDITIONAL OPTIONS |°HELP|
ALERTS CORRESPONDEMCE TRAMSFERS

Child Location Transfer
For a tour of the Child Location Transfer process, click here
This page will allow you to move children from one location to a different direct location within your Lead Agency or Legal Entity. View More

Enrer search criteria below and click SEARCH to find children. Select the children you would like o transfer and click the CONTINUE button to select destination information.

Program: irequired) Lead Agency/Legal Entity: wequires Location Name:

Select... ﬂ ﬂ ﬂ
Classroom Session Name: Last Name- First Name:
]
SEARCH

Figure 94 Child Location Transfer — Child Search

The Child Location Transfer screen is updated based on the search criteria selected, and a
listing of enrollments is returned.
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LICAN
EARLY LEARNING NETWORK
ﬁ UPLOAD CHILD DATA HOME PROVIDER FINANCIAL MANAGEMENT ADMIN TOOLS ADDITIONAL OPTIONS - 9HELP|

ALERTS | CORRESPONDENCE | TRANSFERS |

Child Location Transfer

For a tour of the Child Location Transfer process, click here

This page will allow you to move children from one location to a different direct location within your Lead Agency or Legal Entity. View More

Enter search criteria below and click SEARCH to find children. Selact the children you would like to transfer and click the CONTINUE button to select destination information.

Program: irequired) Lead Agency/Legal Entity: wequied Location Name:
PA Pre-K Counts UAT ELN Training Ctr Inc
Classroom Session Name: Last Name: First Name:

s:act Mame a | Daie of Birth # | Lead Agency/Legal Entty Current Location Program :::::‘u!“'m ?::;::?;x;?::::“

an

[} CAT. BRYCE 09112723 WAT ELN Tralning Ctr Inc UAT ELN TRAINING CENTER PA Pre-K Counts PHLprek & 1mezn7
O COW. TREVYN 08/07/20N3 AT ELN Training Ctr Inc UAT ELN TRAINING CENTER PA Pre-K Counts MCCHS I 101772017
D demitrl. GLORIAD 0911423 AT ELN Training Ctr Inc UAT ELN TRAINING CENTER PA Pre-K Counts AMEPM 1072372017
[} DOG VEROMICA 09/1372N3 AT ELN Tralning Ctr Inc UAT ELN TRAINING CENTER PA Pra-K Counts MCC Pre- 1 09/20/2017
O FISH. ANDREA 03/25/2N5 AT ELN Training Ctr Inc UAT ELN TRAINING CENTER PA Pre-K Counts AMEPM 1070772017
D FLAMINGO. S5ARAH 08/05/2013 AT ELN Training Ctr Inc UAT ELN TRAINING CENTER PA Pre-K Counts MCC Pre-k 1 09701/2017
[} FOX_TYLER 08/D420N3 WAT ELN Training Ctr Inc UAT ELN TRAINING CENTER PA Pra-K Counts MCC Pre- 1 09/01/2017
O GARMAN. TRAVIS 1w AT ELN Training Ctr Inc UAT ELN TRAINING CENTER PA Pre-K Counts MCC Pre-k 1 1072372017
D GOAT. QUENTIN 0971842013 AT ELN Training Ctr Inc UAT ELN TRAINING CENTER PA Pre-K Counts MCC Pre-k 1 17222017
O Hamid_ Hasfa 0B/D4 206 AT ELN Tralning Ctr Inc UAT ELN TRAINING CENTER PA Pra-K Counts MCC Pre- 1 100222017

Page 10f1

BACK TO TRANSFER HOME CONTINUE

Figure 95 Child Location Transfer — Enrollments Returned

Review the list of returned child record results and select the child(ren) to be transferred by
clicking the radio button that corresponds with the child(ren) to be transferred.
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pennsylvania Back To PSS Home  b-uatlapkhss ™
ERHY s neTwoRk
ﬁ UPLOAD CHILD DATA HOME PROVIDER FINANCIAL MANAGEMENT ADMIN TOOLS ADDITIONAL OPTIONS |9HELP|

ALERTS | CORRESPONDEMCE | TRANSFERS |
Child Location Transfer
For a tour of the Child Location Transfer process, click here
This page will allow you to move children from one location to a different direct location within your Lead Agency or Legal Entity. View More
Enter search criteria below and click SEARCH to find children. Select the children you would like to transfer and click the CONTINUE button to select destination information.
Program: jrequirec) Lead Agency/Legal Entity: wequired Location Name:

PA Pre-K Counts [v] UAT ELN Training Ctr Ing [v] [v]
Classroom Session Name: Last Narme: First Name:

™
SEARCH
CAT. BRYCE 09/12/2013 UAT ELN Tralning Ctr Inc UAT ELN TRAINING CENTER PA Pre-k Counts PHLprek 4 1170172017

O  cow teevyn 09/07/2013 UAT ELN Training Ctr Inc UAT ELN TRAINING CENTER PA Pre-k Counts MCCHS 1 101172017

[0  demitr, GLORLAD 09/11/2013 UAT ELN Tralning Ctr Inc UAT ELN TRAINING CENTER P4 Pre-K Counts AMEPM 107232017

O  ©oG VERONICA 09/13/2013 UAT ELN Training Ctr Inc UAT ELN TRAINING CENTER PA Pre-k Counts MCC Pre-k 1 09r20/2017

O  FsH anDREA 03/25/2015 UAT ELN Training Ctr Inc UAT ELN TRAINING CENTER P4 Pre-K Counts AMEPM 107072017

[0  FLAMINGO. SARAH 09/05/2013 UAT ELN Training Ctr Inc UAT ELN TRAINING CENTER PA Pre-k Counts MCC Pre-k 1 092017

O  roxTver 09/04/2013 UAT ELN Tralning Ctr Inc UAT ELN TRAINING CENTER PA Pre-k Counts MCC Pre-k 1 092017

[0  GARMAN TRAVIS 11102014 UAT ELN Training Ctr Inc UAT ELN TRAINING CENTER P4 Pre-k Counts MCC Pre-k 1 1072572017

[0 | GOAT.QUENTIN 08/18/2013 UAT ELN Training Cr Inc UAT ELN TRAINING CENTER PA Pre-k Counts MCC Pre-k 1 1072272017
Hamid Hasfa 0B/D4/2016 UAT ELN Training Ctr Inc UAT ELN TRAINING CENTER PA Pra-k Counts MCC Pre-k 1 1072272017

Page 10of1

Figure 96 Child Transfer - Select Child

Click the [CONTINUE] button to select the destination information. To return to the Transfer
Home page without making a selection, click the [BACK TO TRANSFER HOME] button.

The Destination Location screen is displayed.

The Destination Location page allows the user to select Destination Location information while
completing a Child Transfer. The child(ren) selected from the Child Location Transfer screen
are listed in the Current Location Information table.
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Destination Location

Choose your destination location information below and click SAVE to transfer the selected children to the new location.

Lead Agency/Legal Entity: (requiced) Destination Location: required)
UAT ELNM Training Ctr Inc ﬂ ﬂ
Destination Classroom Session: (required) Enrollment End Date for Current Classroom Session: required)
[v]
Enroliment End Date Reason: irequired) Enrollment Start Date for Destination Classroom Session: irequired)
Transferred to Location ﬂ

Current Location Information:

Date o Lead AgencyfLegal Current Clagsanoom Enroliment Start Date for Current
Mame Eirfh Entity Cument Location Program Soeaslon Claearomm Seeakon

Hamid UATELN Traiming Cr | UAT ELN TRAINING P& Bre-K
: 0B/04/2016 sining .

- 22T
Hasfa In¢ CENTER Counts MECFrek 10z

Page 1of 1
CANCEL SAVE

Figure 97 Child Transfer - Destination Location

Enter all required information by typing in the fields or selecting an option from the dropdown
lists

Click the [SAVE] button to transfer the child records to the designated location.

The Child Transfer Confirmation screen is displayed.

Child Transfer Complete

The children you selected were successfully transferred to your
destination location. Click CONTINUE to return to the Transfer Home
Page.

CONTINUE

Figure 98 Child Transfer Confirmation

Click the [CONTINUE] button to return to the Transfer Home page.
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6.3 Transfer Staff

Select the [TRANSFER STAFF MEMBER] button from the Transfer Home page to continue.

g?,'gpsylvama Back To PSS Home | b-uatlapkhss ~
ERALY LEARNING NETWORK
@ UPLOAD CHILD DATA HOME PROVIDER FINANCIAL MANAGEMENT ADMIN TOOLS ~ADDITIONAL OPTIONS = | @it |
ALERTS | CORRESPONDENCE | TRANSFERS

Transfer Home

Welcome to the Transfer Home Page! Click the buttons below to start a transfer or perform an MCl swap.

TRANSFER CHILD OR CHILDREN

Figure 99 Transfer Home - Transfer Staff Member

The Staff Transfer screen allows users to (1) search for staff members to initiate a transfer and
(2) copy staff members to a different direct location within a Lead Agency or Legal Entity. To
initiate a staff transfer, enter the search criteria and click [SEARCH] to find staff members.

pennsylvania

Back To PSS Home  b-hhelms ¥
PELICAN
EARLY LEARNING NETWORK

‘ﬁ‘HOME PROVIDER FINANCIAL MANAGEMENT ADMIN TOOLS ADDITIONAL OPTIONS » |9HELF|

ALERTS | CORRESPONDENCE ‘ TRANSFERS

Staff Transfer

This page will allow you to copy staff members to a different direct location within your Lead Agency or Legal Entity. View More

Enter search criteria below and click SEARCH to find staff members. Select the staff members you would like to transfer and click the CONTINUE button to select destination information.

Lead Agency/Legal Entity: (required) Location Name:

UAT ELN Training Ctr Inc [v| UAT ELN TRAINING CENTER [v]
Last Name: First Name:
SEARCH
Fish, Frankie UAT ELN Training Ctr Inc UAT ELN TRAINING CENTER Teacher
[ Jaguar, Jackie UAT ELN Training Ctr Inc UAT ELN TRAINING CENTER Teacher
Page 10f1

BACK TO TRANSFER HOME CONTINUE

'@? pennsylvania

DEPARTMENT OF HUMAN SERVICES Resources Frequently Asked Questions Contact Us

Report a Complaint or Incident

Figure 100 Staff Transfer
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NOTE: Contact the PELICAN Help Desk to transfer a staff member to a partner location within
a different Lead Agency or Legal Entity.

To initiate a staff transfer, enter the search criteria and click [SEARCH] to find staff members.
Review the list of Staff Members returned based on the search criteria entered.

Select the staff member(s) to be transferred by clicking the radio button that corresponds to the
staff member(s) to be transferred and click [CONTINUE].

“ pennsylvania Back To PSS Home b-hhelms ¥
EEE&AL’\‘EARNING NETWORK
ﬁ HOME PROVIDER FINANCIAL MANAGEMENT ADMIN TOOLS ADDITIONAL OPTIONS + ‘9HELP|
ALERTS | CORRESPONDENCE | TRANSFERS
Staff Transfer

This page will allow you to copy staff members to a different direct location within your Lead Agency or Legal Entity. View More

Enter search criteria below and click SEARCH to find staff members. Select the staff members you would like to transfer and click the CONTINUE button to select destination information.

Lead Agency/Legal ENtity: (required) Location Name:
UAT ELN Training Ctr Inc ﬂ UAT ELN TRAINING CENTER ﬂ
Last Name: First Name:

SEARCH

_- e T N )

Fish, Frankie UAT ELN Training Ctr Inc UAT ELN TRAINING CENTER Teacher

Jaguar, Jackie UAT ELN Training Ctr Inc UAT ELN TRAINING CENTER Teacher

Page 1 of 1

BACK TO TRANSFER HOME CONTINUE

Figure 101 Staff Transfer - Select Staff

The Staff Transfer — Destination Location screen is displayed.

The Staff Transfer — Destination Location page allows users to select Destination Location
information while completing a Staff Transfer. NOTE: Only OCDEL HQ and Help Desk users
will be able to transfer staff across different MPIs.
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Destination Location

Choose your destination location information below and click SAVE to transfer the selected staff to the new location.

Lead Agency/Legal Entity: irequired) Destination Location Name: (required)
UAT ELN Training Ctr Inc v| v
Current Location End Date: Destination Location Start Date: (required)

Current Location Information:

_m Lead Agency/Legal Entity Current Location Staff Type

Fish, Frankie UAT ELN Training Ctr Inc UAT ELN TRAINING CENTER Teacher

Jaguar, Jackie UAT ELN Training Ctr Inc UAT ELN TRAINING CENTER Teacher

Page 1 of 1

CANCEL SAVE

Figure 102 Staff Transfer - Destination Location

Enter the required destination location information and click the [SAVE] button to continue.

The staff records are copied to the designated locations and the Staff Transfer Confirmation
screen is displayed.

The Staff Transfer Confirmation screen gives the user confirmation that the Staff Transfer was
successful.

Staff Transfer Complete

The staff member(s) you selected were successfully transferred to your destination

location. Click CONTINUE to return to the Transfer Home Page.
CONTINUE

Figure 103 Staff Transfer Confirmation

Select the [CONTINUE] button to navigate to the Transfer Home page.
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7.0 EARLY LEARNING OUTCOMES

Pennsylvania transformed how child outcomes are reported through PELICAN ELN. This strategy
allows early childhood providers to use an approved child assessment tool, to create their own
classrooms, enter staff and children, and generate teacher and parent reports by fully utilizing the
assessment company’s online products.

Pre-K Counts (PKC) and Head Start Supplemental Program (HSSAP) providers are required to
complete approved assessments on all enrolled children. Regulation 405.46 PKC providers will
select and use an assessment tool from the available tools approved by PDE to assess and
monitor a child’s developmental progress. Student assessments guide instructional practice,
professional development and technical assistance to programs and provide a method for
reporting all progress of children participating in a PKC and HSSAP programs. To ensure the
collection of reliable data, staff responsible for implementation of the chosen assessment tool
must attend training on the use of the tool.

PKC and HSSAP providers must monitor child outcomes information and establish a means to
maintain outcomes information so that it is available upon request of the Department. Data
gathering from families, the education team, and research-based assessment instruments should
be combined to obtain the information needed to assess and report children’s progress on the
chosen assessment tool.

PKC and HSSAP providers are required to use an approved web-based tool for reporting. The
Keystone STARS performance standards allow programs flexibility around use of approved child
assessments. STARS providers are encouraged to consider the full range of tools and resources
around child assessments and make a decision that is right for them. STARS providers are still
required to complete approved assessments on the children’s progress.

The list of approved tools can be found on the PA Keys website at http://www.pakeys.org or
http://www.education.pa.gov. Providers should follow assessment company guidelines for
assessment completion dates.

Assessment companies will not report assessment results to OCDEL in the form of Outcomes
reporting. PKC, HSSAP and STARS providers will not see current assessment information under
each child entered in ELN.

ELN provides a unique identifier for each child (Child Outcome ID)> However, it is not required
for use in the web-based assessment tool.

The following reports will be available for the previous year’s data only:

o ELNRPTI109 - Early Learning Outcomes Report — Location — Displays aggregate early
learning outcomes data for children by location.

e ELNRPT110 - Early Learning Outcomes Report — Program — Displays aggregate early
learning outcomes data for children by program
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o ELNRPT111 - Early Learning Outcomes Report — County — Displays aggregate early
learning outcomes data for children by county.

e ELNRPT112 — Early Learning Outcomes Report — Legislative District — Displays
aggregate early learning outcomes data for children at the legislative district level.

The Student Outcomes reports will be available for children enrolled in past years but will not
compare outcomes results with state results specifically on enroliments for your locations.

o ELNRPT106 - Student Outcomes Report — Location — Displays aggregate student
outcomes data for children by location.

e ELNRPT107 - Student Outcomes Report — Program — Displays aggregate student
outcomes data for children by program.

o ELNRPT108 - Student Outcomes Report — County — Displays aggregate student
outcomes data for children by county.

o ELNRPT113 - Student Outcomes Report — Legislative District — Displays aggregate
student outcomes data for children at the legislative district level.

7.1 Reporting

The PELICAN system provides a wide range of reports that can be generated by users. The
user’s system security access will determine which reports are available. This guide will provide
a high-level overview of how to request a report and how to view the report once it has been
generated.

OCDEL encourages users to explore the reports available to determine if the data provided will
be helpful to them. Users will not incur charges for requesting reports and as such, may submit
requests for any available report as often as needed. Additionally, reports can be saved or deleted
locally on the user’s desktop.

Both Headquarters (HQ) and Location (LOC) Reports may be available. This guide will provide
steps to request, view, and print a report.

Additionally, to obtain a complete and up to date listing of reports available, or to learn more
about a report, click on the PA Keys website report page link and search for a specific report.
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Accessing Reports
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o Click the [Reports] from the ADDITIONAL OPTIONS dropdown menu from the main
header on the PA Pre-K Counts Home page.
pennsylvania

PELICAN
EARLY LEARNING NETWORK

‘ﬁ\ UPLOAD CHILD DATA HOME MY PROVIDERS MY DETAILS FINANCIAL MANAGEMENT | ADDITIONAL OPTIONS v

CHILD INFORMATION
QUALITY MANAGEMENT
TOOLS

PA Pre-K Counts Home

Status:  Active

Welcome to PA Pre-K Counts

Broadcast Messages
No Current Broadcast Messages

Back To PSS Home  b-uatlapkhss ¥

@ HELP

The Reports Home page is displayed.

pennsylvania
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# HOME MY PROVIDERS

INBOX HQ | LOCATION

Reports Home

Description

MY DETAILS  FINANCIAL MANAGEMENT  CHILD INFORMATION | REPORTS | ADDITIONAL OPTIONS +

Report Inbox
HQ Reports
Location Reports

GO
GO
GO

Back To PSS Home b-hhelms ¥

© HELP

Figure 104 ELN Menu - Reports

from the sub menu header.

pennsylvania
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4 UPLOAD CHILD DATA  HOME

INBOX LOCATION

Reports Home

Description
Report Inbox GO
HQ Reports [GO ]
Location Reports GO

Figure 105 Reports Home - Select HQ Reports

To see the available Headquarter reports, click the [GO] icon for HQ Reports, or [HQ]
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e To see the available Location reports, click the [GO] icon for Location Reports, or the
[LOCATION] from the sub menu header.

pennsylvania
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4\ UPLOAD CHILD DATA  HOME

INBOX LOCATION || HQ

Reports Home

Description
Report Inbox GO
HQ Reports GO
Location Reports llco

Figure 106 Reports Home - Select Location Reports

e The HQ Reports page is displayed. Select the desired report (in this example,
PKCRPT116 — Classroom Session Attendance report is selected) and then click [GO] to
continue.

pennsylvania
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ﬁHOME MY PROVIDERS MY DETAILS  FINANCIAL MANAGEMENT  CHILD INFORMATION  REPORTS  ADDITION

INBOX HQ | LOCATION

HQ Reports

Report Description
PKCRPT107-Waitlist report Generates list of all waitlisted children. GO
PKCRPT111-5taff This report breaks down staff members by location and show their staff type, status, GO
Qualification report level of degree/field, certifications, training hours and the classroom session they teach
in.
PKCRPT113-Grantee report  |This report will show an overview of a lead agency with respect to slots allocated, GO
children enrolled and funding breakdown. .
PKCRPT116-Classroom This report will display the classroom sessions that have not entered attendance. ||
Session Attendance report

Figure 107 HQ Reports - Select a Report

e The Classroom Session Attendance Report page is displayed.
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INBOX HQ | LOCATION

Classroom Session Attendance Report

Reporting Period From:* [07/01/2017 | To: [06/30/2018 |

Lead Agency:™ UAT ELN Training Ctr Inc v
Location:® \UAT ELN TRAINING CENTER V‘
Programs:

PA Pre-K Counts

Head Start

Keystone STARS
Name of Request: ‘-9]22{201? 9:57:27 AM

GENERATE REPORT CANCEL

Figure 108 Classroom Session Attendance Report - Generate Report

e Enter the report criteria and
e Click [GENERATE REPORT].

NOTE: If there are issues with how the report criteria were entered, an error message is
displayed in the same location. Correct the report criteria and click [GENERATE
REPORT] to resubmit the request.

¢ When the report is successfully submitted, the message “214: Report request submitted
successfully” is displayed.

Users may change Report Criteria again to submit a different request of the same report.
Once all the reports needed have been submitted, click [Inbox] to continue.
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|-‘ |Hq ‘ LOCATION

a

REPORTS

Classroom Session Attendance Report

€& 214: Report request submitted successfully

Reporting Period From:* [07/01/2017 | To: |06/30/2018 |

Lead Agency:® [ UAT ELN Training Chr Inc |
Location:™ [UAT ELN TRAINING CENTER |
Programs:

PA Pre-K Counts

Head Start

Keystone STARS
Mame of Reguest: |-9f22fzn1? 9:57:27 AM

GENERATE REPORT CANCEL

Figure 109 Report Requested Successfully

o The Reports Inbox page is displayed. The status of the report is “Report Requested”. The
status will change to “Complete” when the report is ready to be reviewed.
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A HomE

MY PROVIDERS MY DETAILS

HQ LOCATION

Reports Inbox

Reports Requested

FINANCIAL MANAGEMENT  CHILD INFORMATION

REPORTS | ADDITIONAL ©

Delete Date Requested Report Title Status ays Remaining in Inbox
. . e Report
[ 9/22/2017 10:03:15 AM PKCRPT116: -2/22/2017 3:57:27 AM Requested 30
. . Jp— Report
D 9/22/2017 10:00:02 AM PKCRPT116: -5/22/2017 9:57:27 AM Requested 30

DELETE

Figure 110 Reports Inbox - Report Status

Reports are typically available within 24 hours. To view a requested report,

¢ Return to the Reports Inbox page the next business day.

e The “Status” is updated to “Complete.”

e Click the report title [hyperlink] to view the report.

¢ A new browser session may open to display the selected report.
e Each report will return data based on the report criteria requested. If the message “No
Data Found” is displayed on the report, then there is not available data for the requested
criteria.
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PELICA AN
Barly Leaming Netwonk Grantee Report
Lead Agency. Einstein Babies, Inc. Date Generated 01/16/2015
Request Date 01/16/2015 Primary Specialist
Program: Head Start
Name Standard  Total Children % of Utilization Other Total Children % of Utilization Funding
Slot Types  Enrolled for for Slot Types Enrolled for for
Standard Slot  Standard Slot Other Slot Other Slot
Types Types Types Types

NO DATA FOUND

Page 1 of 1

Figure 111 Grantee Report - No Data Found

NOTE: The report will be available for 30 days. The “Days Remaining in Inbox” column is updated
daily and tracks when the report will be systematically removed. Users may wish to remove the
report earlier and can select the report for deletion by clicking the appropriate checkbox and then
click [DELETE].

7.2 Print Capability

Currently, there is no print functionality built into the PELICAN application. Users should access
the print functionality within their web browser to print reports. Use the web browser’s navigation
menu to learn more about its’ print capability and to view the browser’s Help files.
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8.0 WHERE TO GO FOR HELP

Additional training resources are available on the Pennsylvania (PA) Keys website. This site has
tip sheets to assist users who want to learn more about the PELICAN system and the various
programs offered by OCDEL.

To access training materials for a specific program, Keystone STARS for example, follow the
steps below:

1. Go to the PA Keys website at http://www.pakeys.org/.
2. Click [Getting Started > Early Learning Programs > Keystone STARS > Resources].

:r_:.-:--| Espafiol Home | Portal Login

G—‘-THE PENNSYLVANIA KEY

GETTING STARTED PROFESSIONAL DEVELOPMENT PROGRAM QUALITY

INTERESTED IN KEYSTOME STARS REVISIONING? >»

Are you a provider looking for early childhood program information?
Do you want to advance your professional career development?

This is Pennsylvania's early childhood source for profes

the latest infermation for early childhood

facts for your professional career development. You can also check here for

Figure 112 PA Keys Website - Keystone STARS Resources

3. The Keystone STARS Resources page will display. Click the [Combined Optional Tools
and Resources] link to access training materials.
4. The Combined Optional Tools and Resources document will display in a new tab.
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Or search for PELICAN Resources through the Search text box.

Engli .‘ Espafiol Home | Portal Login

PTHE PENNSYLVANIA KEY

GETTING STARTED PROFESSIONAL DEVELOPMENT PROGRAM QUALITY

Figure 113 PA Key Website Search box

1. Go to the PA Keys website at http://www.pakeys.org/.

Type “Pelican Resources” in the search box and [ENTER].
Search results are displayed.

Select “PELICAN RESOURCES.”

@—-ITHE PENNSYLVANIA KEY T E

HwN

GETTING STARTED PROFESSIONAL DEVELOPMENT PROGRAM QUALITY
Search results for: PELICAN Resources HOME | SEARCH: PELICAN RESOURCES
Need a new search? RECEMT POSTS

If you didn't find what you were looking for. try a new search

February 23, 2018
PELICAN: GETTING STARTED February 20,2013
a computer with internat access is not available at your program. try to identify other
local resources including: public libraries, school d Jtn“ buildings, etc c Resources for Feoruary 14, 2018

New Providers PELICAN As

February 13

r
o

February g, 2018

|rI~'-r' PELICAN As C)ra IDPT upmct d 1f2 2018) —=\l)|r,

rted in PELICAN? Check out information for new February 2, 2018
your use with PELICAN? The PELICAN Resources

education programs. Just getting sta
users. Looking for resources to support
page is for you!

Figure 114 PA Key Website -PELICAN Resources
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The PELICAN Resources page includes a variety of training materials prepared to assist users.
There are both general references as well as references to specific functionality and reports.
OCDEL encourages users to take time to explore these materials as you may be referred to this
site by the PELICAN Help Desk staff or your Specialist.

The next several figures are samples of information found on this page.

THE PENNSYLVANIA KEY EE -

GETTING STARTED PROFESSIONAL DEVELOPMENT PROGRAM QUALITY

PELICAN: RESOURCES HOME | PENNSYLVANIA EARLY LEARNING INITIATIVES | PELICAN | PELICAN: RESOURCES

The following resources are for all PA Pre-K Counts, Head Start and Keystone STARS providers

Guides for New Providers

*« PELICAN As One (PPT) (updated 1/2/2018)
= Helping Parents Understand ELN (updated 7/27/2017)
« PELICAN ELN System T G e for PA Pre-K C ts, He Start a STARS ers (updated 12/15/2015) Updates

coming soon!
e Includes step by step instructions and screenshots on how to complete data entry for these programs.

= PELICAN: Financial Management Training Guide for PA-Pre-k Counts and Head Start Lead Agency providers (updated
12/15/2015) Updates coming soon!
o For grantees and partners: Includes step by step instructions and screenshots on how to complete financial management
data entry for these programs.

Tip Sheets for All Providers

= Accessing ELN Through PSS for Existing Providers {(updated 1/25/18)

= Basic Navigation Within PELICAN (updated 1/25/18)

o Sut atic C ad Tip Sheet {(updated 11/18/2017)

+ Child Longitudinal Outcomes Reports Tip Sheet (updated 6/14/2014) Updates coming scon!
* View Child Outcomes Tip Sheet (updated 11/18/2017)

Figure 115 PA Key Website - PELICAN Resources Results
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D Sheet (updated 11/18/17)
5 Sheet (updated 11/18/2017)

=et (updated 09/01/13) Updates coming soon!
s (updated 1/25/18)

» ELN Reports for PKC, HS, and STARS (updated 11/18/2017)
1d Location Funding Tracking in PSS {updated 1/25/18)

b Sheet (updated 1/2/2018)
or Us our Computer Short Cut Keys (updated 1/2/2018)
Tricks (updated 1/2/2018)

+ Help Desk Procedures
o ELN/STAR Procedures (updated 1/2/2018)
e PKC/HS Procedures (updated 1/2/2018)

» Data Field Forms for capturing child and family information for PELICAN
e ELN Child and Family Data Form {updated 1/2/18)

a Form (updated 1/2/18)

Tip Sheets specifically for PA Pre-K Counts and Head Start Providers

art Continuation Grant Application Tip Sheet (updated 01/25/2018)
* Financial Managment Tip Sheet (updated 01/25/18)

Federal Head Start Upload to ELN

+ Updated materials to be released December 2018.

operation are 8:30 am to 5:00 pm. Menday through Friday.

+ Staffing Changes - to remove system access for former employees, contact the ELN Help Desk at 877-491-3818 or ra-

If you have questions or need help, please contact the PELICAN Help Desk at 877-491-3818 or by email at ra-eln@

pennsylvania
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PROGRAM QUALITY

va.gov. Hours of

Figure 116 PELICAN Resources Results 2
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GETTING STARTED PROFESSIONAL DEVELOPMENT

Searching for Classroom Trainings on The PD Registry

1 Go to pakeys.org and click on the Lime Green "PD Registry” button or go directly to www papdregist

2. Login using the teal button in the top right corner of the PD Registry homepage.

3. Select *Training Calendar” from the left menu.

4. Select one of the quick links from the top navigation bar if you are looking for CCDBG courses, STARS Crientation courses, Act
48 courses, or conferences.

5. Search for courses by one or more of the following fields:

Keywords

Location

Date

Knowledge Area

CDA Content Area

Level

Training Language

Type of Training (e.g. face-to-face or online)

CONTACT US NEWSLETTERS

PENNSYLVANIA EARLY LEARNING
INITIATIVES

pennsylvania

PELICAN
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PROGRAM QUALITY

Figure 117 PELICAN Resources Results 3

Users should review the PELICAN Resource page to find the training materials most beneficial to
them. If you are unable to find help in the form of a training material on the resource page, contact
the PELICAN Help Desk at 877-491-3818 or email at ra-eln@pa.gov for assistance.
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APPENDIX

Glossary of Terms

Term Description

Alerts notify users of actions required by the system. They provide a
Alerts quick and easy way of notifying users when information changes or
actions are required. Users must actively select “Alerts” to view.

Approved Assessment The tool(s) utilized for the assessment of children in a classroom session.

Attendance The number of days of class a child has attended each month.

The process of assigning a child to a classroom session and program.
When a child is enrolled in a classroom session, the child's name
appears on the Child Roster for each enroliment by program at that
location.

The Child Risk Factor Report lists all the children enrolled in classroom
sessions in a location within a grant stream along with all their risk
factors. It also gives a total of all risk factors for children enrolled in a
classroom session.

The Classroom Session Roster is a list of all children with current or
future enrollments.

The period in which qualified staff members engage with enrolled
children for the purposes of instructional and educational activities.
Classroom sessions should always be assigned to a Physical Room at a
Classroom Session location. A child can have multiple unique program enrollments at the
same location and in one or more physical rooms and classroom
sessions. Active enroliments in PKC and Head Start programs are limited
to one per program.

The teacher who is assigned as the lead contact for a classroom session.
There may be additional staff assigned to a classroom session, but there
Classroom Session Lead can only be one Classroom Session Lead selected for each classroom
session. A Classroom Session Lead must be selected for each
classroom session.

Classroom Session Name | The name given to a classroom session at a Location.

Commonwealth of Pennsylvania Access to Social Services (COMPASS)
COMPASS is an online application for Pennsylvanians to apply for many health and
human services programs.

English Language Learner | A student whose first language is not English and who either lacks
(ELL) proficiency in English or has a beginning level proficiency in English.
The Environment Rating Scales (ERS) are observational assessment
tools used to evaluate the quality of early childhood programs. ERS
Environmental Rating scales are divided into criteria that assess the program's physical
Scale (ERS) environment, health and safety procedures, materials, interpersonal
relationships, and opportunities for learning and development within a
classroom session.

A federal program focused on providing comprehensive services to
eligible families including child development, health, safety, nutrition,
parent engagement, family goal planning, and shared governance for
pregnant women, infants, and toddlers.

Child Enrollment

Child Risk Factor Report

Classroom Session Roster

Early Head Start (EHS)
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The FPL is the set minimum amount of gross income determined by the
Federal Poverty Level Department of Health and Human Services that a family needs for food,
(FPL) clothing, transportation, shelter, and other necessities. FPL varies per
family size and is updated annually.

Provides comprehensive early learning services to preschool aged
children and families who are most at risk of academic failure. Families
earning 100% of the federal poverty level or less are eligible to apply.
There is no cost to families.

The written education plan for individual learners including action plans,
goals and objectives, and timetable; usually developed jointly by
educators, counselors, and learners.

The Lead Agency in a Partnership has ultimate responsibility for fiscal
and administrative oversight, program leadership, and decision-making
authority relative to PA Pre-K Counts. The Lead Agency communicates
directly with the Preschool Program Specialist assigned to the
Partnership and with OCDEL. It is the entity that responds to OCDEL
requests, submits documents to OCDEL on behalf of the Partners, and
holds responsibility for the Partners' compliance with PA Pre-K Counts
requirements.

An individual, partnership, association, organization, or corporation

Head Start State
Supplemental Assistance
Program (HSSAP)

Individualized Education
Plan (IEP)

Lead Agency (LA)

Legal Entity (LE) responsible for the operation of multiple child care facilities or locations,
specific to Keystone STAR providers.
Location The physical site where the early childhood program is offered.
A unique identification number assigned to a Provider through the Master
MPI Number Provider Index (MPI). Used for Clearance. A Legal Entity MPI is a 9-digit

number and 13 digits for a Lead Agency.

The Office of Child Development and Early Learning (OCDEL) promotes
opportunities for all Pennsylvania children and families by building

OleiiEL systems and providing supports that help ensure access to high quality
child and family services.

Operational Days The number of days in a month that a classroom session is operational.
An identification number assigned to a child at a site, used to associate

Outcome 1D child outcomes with the child at a specific location. A child outcome ID is

a 9-digit number. This number is entered by the provider into the
assessment company’s system.

The role of the Pennsylvania Key is to work with the Office of Child
Development & Early Learning (OCDEL) to provide statewide leadership
PA Key in the development of an integrated and coordinated system of program
quality improvements and professional development supports for early
childhood education.

A Partner is an eligible provider in the Lead Agency's current fiscal year
Partner PKC or HSSAP grant, which is providing a Pre-K Counts or HSSAP
classroom session.

Pennsylvania's Enterprise to Link Information for Children Across
Networks (PELICAN) is the Department of Human Services' initiative to
PELICAN integrate the Department's child care programs under a single
management information system. All child care services information is
managed in PELICAN.
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Term

PELICAN Early Learning

Network (ELN)

Description

The PELICAN Early Learning Network (ELN) is a web-based network

that enables Pennsylvania to better understand the children served by
providing a platform for collecting, tracking, and analyzing information
about children, classroom sessions, staff, and Providers to assess
outcomes and best practices across programs.

Physical Room

The name of the physical space that houses Classroom Sessions (i.e.,
Physical room — Blue room might have two sessions PKC am and PKC

pm).

Pre-School Program
Specialist

A Pre-School Program Specialist works collaboratively to aid pre-school
programs in a variety of early learning settings to support and maintain
high quality standards, develops partnerships, and communicates
effectively with the pre-school sites.

Program Enrollment

The process of registering a child into a specified program.

Program Review
Instrument (PRI)

The Program Review Instrument is a tool used by a Specialist to monitor
Lead Agencies and Partners on a continuous basis every fiscal year.

Program Type

The type of early childhood program a child is enrolled in.

Quarterly Narrative

The Quarterly Narrative provides OCDEL with the ability to evaluate the
effectiveness of Early Learning Network programs. Lead Agencies
respond to questions around benefits/concerns, partnerships, and
communications.

Registration

The process of completing an application or Optional Enrollment
Screener tool by parents/guardians to enroll their child in specific.

Relationship to child

The way in which a Legal Guardian is associated with a child.

Role

The status of the Legal Guardian's current involvement with a child.

SKRP

Summer Kindergarten Readiness Program.

Waiting List

The act of placing a child on a list for an available slot.
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