Enrollments - VPK

VPK Providers may manage VPK enrollment online by going to Enrollments> Manage VPK Enrollments. Two
options are available: Request/Change Enrollment and Bulk File Upload.

Contracts ~ Enrollmenis ~ Attendance - Documents «

Manage VPK Enroliments »  paquest/Change Enroliment

- Manage SR Enrollments » gk File Upload '

Request/Change Enrollment

This feature allows VPK Providers to request or change enrollment for children in verified classes submitted
through the VPK Provider Application. To begin, select the VPK Program Year, VPK Session, and VPK Class.

& Reguest/Change VPK Enraliment @ Bulk VPK Enrollment

VPK Program Year: m VPK Session: m VPK Class: - Class Start Date:  Class End Date:

Max Class Size: 0 VPK Children Count: 0 Non-VPK Children Count:

Please Note: Based on the VPK session and instructors assigned, the maximum class size is 0. The class must have a minimum of 4 VPK children to start

Certificate Number : Child First Name : Child Last Name : Child DOB : | MM/DD/YYYY © Enroll to this Class
Certificate Number Child First Name Child Last Name ChildDOB | Child Age | StudentlD | Anticipated Start Date Actual Start Date Termination Effective Date m

Please choose valid program year, session and class from drop downs to see results.

With the VPK Program Year, VPK Session, and VPK Class selected, the class start date and end date appear as well
as the max class size. This information is directly tied to the VPK Provider Application. For example, if there is one
lead instructor for the school-year session submitted and verified on the VPK Provider Application, the max class
size will be 11; if there are two instructors for the school-year session submitted and verified on the VPK Provider
Application, the max class size will be 20.

Next, the VPK children count and Non-VPK children count are displayed. These two counts (summed together)
cannot exceed the max class size. The Non-VPK children count is used to anonymously indicate private pay
children participating in the VPK class. The Non-VPK children count defaults to zero. When the Non-VPK children
count is used, the number of VPK children permitted in the class is reduced to maintain the max class size limit.

& Request/Change VPK Enroliment ~ ® Bulk VPK Enroliment

VPK Program Year: 20152019 v VPK Session:  Schaalyear (54Dhours) » VPKClass:  AF18-AMRedbirds v  Class StartDate: 08/20/2018 Class End Date: 05/17/2019

Max Class Size: 11 VPK Children Count: 8 Non-VPK Children Count:

Non-VPK Children Count updated successfully for this class.
Please Note: Based on the VPK session and instructors assigned, the maximum class size is 11. The class must have a minimum of 4 VPK children to start

Certificate Number Child First Name Child Last Name : Child DOB : © Enroll to this Class
m Certificate Number Child First Name Child Last Name Child DOB Child Age Student ID Anticipated Start Date Actual Start Date Termination Effective Date Status
No records found for this class.
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Enrolling a VPK Child

Using the child’s approved Certificate of Eligibility (COE) provided by the family, enter the Certificate Number, Child
First Name, Child Last Name, and Child DOB. Then, click Enroll to this Class. Note: The fields are not case
sensitive, however, the certificate number must be entered exactly as it appears on the COE (i.e. VPK####-YYYY).

& Request/Change VPK Enroliment ® Bulk VPK Enroliment

VPK Program Year:  2018.2019 + VPK Session:  School.year (540 hours) + VPKClass:  AF18.AM Redbirds v+  Class Start Date: 08/20/2018 Class End Date: 05/17/2019

Max Class Size: 11 VPK Children Count: 8 Non-VPK Children Count: 3

© Please Note: Based on the VPK session and instructors assigned, the maximum class size is 11. The class must have a minimum of 4 VPK children to start

Certificate Number : | vpk737-2018 Child FirstName :  apple Child Last Name ; | latham ChildDOB: 09/09/2013 © Envoll to this Class

Actions

Certificate Number Child First Name Child Last Name Child DOB Child Age Student ID Anticipated Start Date Actual Start Date Termination Effective Date

No records found for this class

STATE OF FLORIDA
VOLUNTARY PREKINDERGARTEN (VPK) EDUCATION PROGRAM

Child Certificate of Eligibility

I. CHILD CERTIFICATE OF ELIGIBILITY (/ssued by Early Learning Coalition, through the Family Portal)

1. VPK program year 2. Certificate number 3. Certificate issue date 4. Parent email address
2018-2019 VPK737-2018 7/72018
5. Parent name 6. Primary contact number 7. Secondary contact number
8. Child’s full name 9. Child's date of birth 10. County
Apple Latham 09/09/2013 Clay

The system verifies that the information entered matches a child with an approved COE for the VPK program year
selected and that the child is not already enrolled (or in a non-eligible status for enrollment). Note: The county on
the COE does not have to match the provider’s county because the child has been deemed eligible to participate in
the VPK program. The enrollment process automatically updates the child’s county for service to the provider’s
county so the corresponding early learning coalition may manage the child’s enroliment with the provider.

When a matching child is found and validations checks are successful, a confirmation message appears. To
continue, click Yes.

I® Request Enroliment

J Child Found. Please Confirm Details.

Certificate Number VPK737-2018
Certificate Issue Date: 07/07/2018
Child First Name Apple

Child Last Name Latham

09/09/2013
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Next, the system asks for the Anticipated Start Date. This is the date the child will begin attending class. Typically,
this is the class start date unless the child is starting after the class begins. Note: An anticipated start date cannot
be before the class start date or after the class end date. And, an anticipated start date cannot be before the
child's COE issue date (as displayed on the child’s COE and listed in the enrollment window).

The system validates each enrollment request to make sure the max class size is not exceeded (based on the
number of instructors assigned, the VPK session type, and current class enrollment count). To continue, click
Enroll Child.

& Request Enroliment

Please Fill Form and Click Enroll Child.

Certificate Number VPK737:2018
Certficate Issue Date 07/0772018
Child First Name: Apple

Child Last Name Latham

Child Date Of Birth 09/08/2013

Class ID AF18 - AM Redbirds
o

Anticipated Start Date # €@ 08/20/2018

vidren enrolled in a providers VPK program for a penod of 5 years

When the enroliment request is successful, the child appears on the class’s enrollment roster as “Enrollment
Submitted" and the coalition receives the enrollment request for review/approval/rejection. In addition, the
family receives a notification that their child’s enrollment is in progress.

& Request/Change VPK Enroliment @ Bulk VPK Enroliment

VPK Program Year:  2018.2019 + VPK Session:  School-year (540 howrs) + VPKClass:  AF18. AM Redbirds v  Class Start Date: 08/20/2018 Class End Date: 05/17/2019
Max Class Size: 11 VPK Children Count: 8  Non-VPK Children Count: 3

Please Note: Based on the VPK session and instructors assigned, the maximum class size is 11 The class must have a minimum of 4 VPK children to start.

Certificate Number : Child First Name : Child Last Name : ChildDOB : | MM/DDYYYY © Enroll to this Class

Certificate Number Child First Name Child Last Name Child DOB Child Age Student ID Anticipated Start Date Actual Start Date Termination Effective Date Status
@ Never Allended VPK737-2018 Apple Latham 09/09/2013 4y 08/20/2018 Em Enroliment Submitted

While the enrollment request is being processed by the coalition, the status is updated on the enroliment roster.
For example, the coalition has changed the status to Coalition Reviewing.

[ Request/Change VPK Enroliment @® Bulk VPK Enroliment

VPK Program Year:  2018.2019 +  VPK Session:  School-year (540 hours) +  VPK Class: | AF18 - AM Redbirds v Class Start Date: 08/20/2018 Class End Date: 05/17/2018
Max Class Size: 11 VPK Children Count: 8 Non-VPK Children Count: 3

Please Note: Based on the VPK session and instructors assigned, the maximum class size is 11 The class must have a minimum of 4 VPK children to start

Certificate Number : Child First Name - Child Last Name : Child DOB ;| MDD/ YYY © Enroll to this Class

Certificate Number Child First Name Child Last Name Child DOB Child Age Student ID Anticipated Start Date Actual Start Date Termination Effective Date Status
VPKT37-2018 Apple Latham 09/08/2013 4y 08/20/2018 m Coalttion Reviewing
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If the coalition rejects or cancels the enrollment request, the child will no longer appear on the class roster. The
VPK Director and family will receive an email notification. The family is instructed to download their child’s COE
from the Family Portal and re-start the enrollment process.

When the enrollment process is approved by the coalition, the child’s status is Enrolled.

@ Request/Change VPK Enroliment @ Bulk VPK Enroliment

VPK Program Year:  2018-2019 + VPK Session:  School-year (540 hours) + VPKClass:  AF18. AM Redbirds v  Class Start Date: 08/20/2018 Class End Date: 05/17/2019
Max Class Size: 11 VPK Children Count: 8 Non-VPK Children Count: 3
© Please Note: Based on the VPK session and instructors assigned, the maximum class size is 11. The class must have a minimum of 4 VPK children to start

Certificate Number : Child First Name : Child Last Name : ChildDoB: M © Enroll to this Class

Certificate Number Child First Name Child Last Name Child DOB Child Age Student ID Anticipated Start Date Actual Start Date Termination Effective Date Status
G Class change VPK737-2018 Apple Latham 09/0972013 4y 081202018

Managing VPK Enrollment
The class roster has several features for managing enrollment. Providers may change the anticipated start date,
request to move the child to another class, remove the child entirely from the roster because they never attended,
or request a termination of services.

Change Anticipated Start Date
To change the child’s anticipated state date, click Change within the Anticipated State Date column. A window
displays. The current start date populates in the From field; enter the new start date in the To field. This feature
does not require coalition approval. Click Save to commit the new date or click Close to abandon the date change
and close the window. This feature is available until the actual start date is recorded through the attendance
process. When the actual start date is populated in the column, the Change button is no longer available.

1€ Change Child Enroliment

Certificate Number:  VPK737-2018 Certificate Issue  07/07/2018
Date:

Child Name: Apple Latham Child Date Of Birth:  09/06/2013
Anticipated Start 08202018 Class ID: AF18- AM Redbirds

Date:

8 Change Anticipated Start Date €@

From: 082012018 [ To:

Class Change
Once the child's status is Enrolled, a class change may be requested. To change the child’s class, click Class Change
within the Actions column. A window displays. The current class populates in the From field; select the new class
in the To field and enter the Transfer Effective Date. The Transfer Effective Date should be the first day the child
will attend the new class. This feature requires coalition approval. Click Submit Request to send the request to
the coalition or click Close to abandon the class change and close the window.
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1€ Change Child Enrollment

Certificate Number:  VPK737-2018 Certificate Issue Date:  07/07/2018
Child Name: Apple Latham Child Date Of Birth:  09/09/2013

Anticipated Start Date:  08/20/2018 Class ID: AF18 - AM Redbirds

& Transfer Child Class €

© Con

From AF18 - AM Redbirds To:  BF18-PM Bluebirds

Transfer Effective Date 0812012018 E

& Submit Request

Now that the class transfer request is submitted, the child appears on the roster for both classes. In the From
class, the child’s status is Enrolled.

Daisy Mae Daycare

@ Request/Change VPK Enroliment @ Bulk VPK Enroliment

VPK Program Year:  2018-2019 + VPK Session:  School-year (540 hours) + VPKClass: AF18

+  Class Start Date: 08/20/2018 Class End Date: 05/17/2019

Max Class Size: 11 VPK Children Count: 8 Non-VPK Children Count: 3 v

© Please Note: Based on the VPK session and instructors assigned, the maximum class size is 11. The class must have a minimum of 4 VPK children to start

Certificate Number : Child First Name : Child Last Name : ChiidpoB: !

|
Certificate Number Child FirstName | Child LastName | Child DOB | Child Age | StudentID | Anticipated Start Date Actual Start Date

Termination Effective Date

VPKT737-2018 Apple Latham 0910972013 4y 081202018

In the To class, the child’s status is Enrolled - Change Requested.
@ Request/Change VPK Enroliment @® Bulk VPK Enroliment

VPK Program Year:  2015.2019 v VPK Session:  Schoolyear (540 hours) + VPKClass: BFi8.FM Blusbids +  Class StartDate: 08/20/2018 Class End Date: 0517/2019

Max Class Size: 11 VPK Children Count: 11 Non-VPK Children Count: [

Please Note: Based on the VPK session and instructors assigned, the maximum class size is 11. The class must have a minimum of 4 VPK children to start.

Certificate Number : Child First Name Child Last Name : Child DOB

Certificate Number Child First Name Child Last Name Child DOB Child Age Student ID Anticipated Start Date Actual Start Date

Termination Effective Date Status.
VPKT37-2018 Apple Latham 091092013 4y 08/20/2018 Enrolled - Change
Requested

When approved, the From class has a termination effective date (same as the transfer effective date). If the
termination effective date has not passed, the status is Enrolled. When the termination effective date occurs, the
status will be Enrollment Ended. No further actions can be taken on this enrollment.

& Request/Change VPK Enroliment @® Bulk VPK Enroliment

VPK Program Year:  2018-2019 +  VPK Session:  School-year (540 hours) + VPK Class:  AF18 .- AM Redbirds v+ Class Start Date: 08/20/2018 Class End Date: 05/17/2018

Max Class Size: 11 VPK Children Count: & Non-VPK Children Count: 3 .

Please Note: Based on the VPK session and instructors assigned, the maximum class size is 19 The class must have a minimum of 4 VPK children to start

Certificate Number : Child First Name : Child Last Name :

Certificate Number

Child First Name Child Last Name Child DOB Child Age Student ID Anticipated Start Date

Actual Start Date Termination Effective Date Status

VPK737-2018

08/09/2013 4y 08/2012018 08/20/2018 Enrolled
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When approved, the To class is Enrolled with an anticipated start date (same as the transfer effective date).

G Request/Change VPK Enroliment @ Bulk VPK Enrollment

VPK Program Year:  2018-2019 +  VPK Session:  School-year (540 hours) +  VPK Class:  BF18-PM Bluetirds v+ Class Start Date: 08/20/2018 Class End Date: 05/17/2019
Max Class Size: 11 VPK Children Count: 11 Non-VPK Children Count: 0 v

Please Note: Based on the VPK session and instructors assigned, the maxmum class size is 11. The class must have a minimum of 4 VPK children to start

Centificate Number : Child First Name : Child Last Name : Child DOB : © Enroll to this Class

VPK737-2018 Apple Latham 0910912013 4y

Child Last Name Child DOB Child Age Student ID Anticipated Start Date

Actual Start Date Termination Effective Date

0812022018 Enrolled

When rejected, the request no longer appears in the To class. The child remains enrolled in the From class.

Class Change to a Full Class
If a provider wants to move a child from class BF18 to class AF18, but class AF18 is full, the class change can still be

done.

Class BF18 is not full.

Daisy Mae Daycare

o]

Request/Change VPK Enroll t ® Bulk VPK Enroliment

VPK Program Year:  2045-2018 % VPK Session: | School-yesr (540 hours) v VPK Class:  BF13 - Forest Room % Class Start Date: 08/13/2012 Class End Date: 05/03/2010

Max Class Size: 11 VPK Children Count: 11 Non-VPK Children Count: 0w

Please Mote: Based on the VP session and instructors assigned, the mendmum class size is 11. The dass must have a minimum of 4 VPK children to start.

Certificate Number : Child First Name : Child Last Name : Child DOB : | MM/DDAYY © Enroll to this Class
_ Certificate Number Child First Name Child Last Name Child DOB Child Age

WPKTE2-2018 Blue Fairy Latham 08/08/2013
B Class change VPKT54-2018 Cinderslla Lstham 07/07/2013 sy
WPKTS8-2018 Cruella deVil Latham 02/02/2013 Sy
B Class change VPKB23-2018 Snow White Lstham 01/01/2014 ay
[B Class change VFKE30-2018 Doc Lstham 0810812013 sy
WPKE31-2018 Sleegy Latham 10/12/2013 Sy
VFKE32-2018 Happy Latham 080812013 sy
[B Class change VFKE3-2018 Sneezy Lstham 111172013 sy
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Class AF18 is full.

Daisy Mae Daycare

& Request/Changs VPK Enroliment ® Bulk VPK Enrollment

VPK Program Year:  2018-2010 W VFPK Session: | Schoolyear (540 hours) v VPK Class: | AF12 - Flower Room v Class Start Date: 08/13/2012 Class End Date: 05/0G/2010

Max Class Size: 11 VPK Children Count: 11  Non-WPK Children Count: 0w

Please Mote: Based on the WPK session and insfructors assigned, the mecdmum class size is 11. The dlass must have a minimum of 4 WPH children to start.

Certificate Number : Child First Mame : Child Last Mame - Child DOB = | MM/DDYYY © Enrall to this Glass
_ Certfcats Humber Eia Fr=tiams Chidtasthizme Ehe 808 S Ao
Arigl Latham 4y

VPKT48-2018 0200212014

WPKTS1-20M8 Bambi Latham o1 2014 4y
[ @ hever Atiende | VPKTE3-2018 Finocchia Latham 121202013 sy
[ © nver Atende | WPKE20-2018 Turtle Latham 4042014 dy
VPKB32-2M8 Happy Latham 08/08/2013 Sy
[ © N Attended | WPKBA3-2018 Bashful Latham 01/01/2014 5y
[0 i ni] VP34 2010 Geampy Latham cerzzons o
VFKE3E-2018 Dopey Latham 021412014 4y

VPKB3E-2018 Sneezy Lstham 111112013 5y

[ © hiever Anenge | WPKBEI-2018 Sesharse Latham 0102014 dy
[ © hever Atended | VPHES4-21E Dolghin Latham 0102014 4y

The provider wants to move Blue Fairy Latham to AF18 from BF18.

1® Change Child Enroliment

Certificate Number: VPKT52-2018 Certificate Issue Date: 07292018
Child Name: Blue Fairy Latham Child Date Of Birth: 08/08/2013
Anticipated Start Date: 12102013 Class ID:  BF12 - Forest Room

= Transfer Child Class €}

Coaition spprval requied
Fromc BF15 - Forest Room | Ta: —Selact-- w
Transfer Effective Date: AR D DY il

& Submit Request

102



The provider selects AF18 in the To field and enters the Transfer Effective Date. Once the Submit Request button is
clicked, the provider receives a red message.

1® Change Child Enroliment

Certificate Number: VPKHTS2-2018 Certificate Issue Date: 07282018
Child Name: Blue Fairy Latham Child Date OF Birth: 08082013
Anticipated 5tart Date: 127102018 Class ID:  BF12 - Forest Room

= Transfer Child Class €}

) Cositon approval required
Fromc BF12 - Forest Room | Ta: AF 18 - Flower Room W
Transfer Effective Date: 02272018 i

[ Swap spot with enrolled child from selected class.

Tarnget class is full. Please choose a valid class or select the swap child feature.

& Submit Request
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Now, the provider can either select a class that is not full, or select a child to swap with in the full class. Click the
Submit Request button to complete the class change.

[* Change Child Enroliment

Certificate Number: VPKT52-2013 Certificate Issue Date: 07/28/2018
Child Mame: Blue Fairy Latham Child Date OFf Birth: 08082013
Anticipated S5tart Date: 12110/2013 Class ID:  BF1E - Forest Room

= Transfer Child Class €

0 Coaltion spproval reguied
Fromc BF1E - Forest Room | To: | AF13-Flower Room W
Transfer Effective Date: 021272019 &

A Swap spot with enrolled child from selected class.

S——---- 3

Target class is full. Please choose & valid class or select the swap child feature.

l & Submit Request lm
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Never Attended
To remove a child from a class completely because they never attended, click Never Attended within the Actions
column. A window displays. This feature does not require coalition approval. Click Yes to remove the child or click
No to abandon the removal and close the window. Removing an enrollment changes the record’s status to
Enrollment Cancelled and the enrollment process starts over for the family. The provider’s VPK Director will
receive an email notification to inform them the enrollment is removed; no attendance or reimbursement may be
sought. The child’s record is no longer listed on the class enrollment roster or attendance roster in the Provider
Portal. The family will receive an email notification to inform them the enrollment for their child was cancelled;
instructions are provided to log into the Family Portal to download the child’s COE and select another VPK
provider.

This feature is available until the actual start date is recorded through the attendance process. When the actual
start date is populated in the column, the Never Attended button is no longer available.

1€ VPK Enroliment

¥ Remove VPK Enroliment - Child Never Attended

©  Aveyou sure you want to remave March Latham from this provider site?

By clicking © Yes, you certify that
« the child never attended class,
* no VPK instructional hours were used, and
« reimbursement will not be sought

This feature will remove the child from your site and the family may request
enroliment with a different provider. No attendance o reimbursement may be
sought

If your intention is to transfer the child to a different classroom, use the
@ Change Class feature

If the child attended class, VPK instructional hours were used, and
reimbursement is needed, use the Terminate feature.

Note: Be very careful with the Never Attended feature. If the intention is to transfer the child to a different
classroom, use the Class Change feature. If the child attended class, VPK instructional hours were used, and
reimbursement is needed, use the Terminate feature.
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Terminate
To terminate a child’s enrollment, click Terminate within the Termination Effective Date column. A window
displays. Enter the last day that services will be/were rendered and select the reason for termination. The
Termination Effective Date is displayed below the Last Day of Services as one day after the last day of services.
Therefore, the Termination Effective Date is the first day the child is NOT attending class. This feature requires
coalition approval. Click Submit Request to send the request to the coalition or click Close to abandon the
termination request and close the window.

1® Change Child Enroliment

Certificate Number: VPKE70-2018 Certificate Issue Date:  07/29/2018
Child Name: Baloo Latham Child Date Of Birth:  02/02/2014

Anticipated Start Date: 11/16/2018 Class ID: BF18 - Tomorrowland Room

% End Child Enroliment €

9 Coaltion approvai required

Last Day of Services: 12/09/2018

Termination Effective Date: 12/10/2018

Reason for Termination: 25-Parent Withdrew Child

(& Submit Request

When the termination request is submitted, the child appears on the class’s enrollment roster as “Enrolled -
Change Requested.” The coalition will receive the termination request for review/approval/rejection.

& Request/Change VPK Enrollment ~ ® Bulk VPK Enrollment

VPK Program Year: = 2018-2019 ~ VPK Session:  School-year (540 hours) v VPKClass:  BF18 - Tomomowland Room v Class Start Date: 08/13/2018  Class End Date: 05/21/2019
Max Class Size: 11 VPK Children Count: 11  Non-VPK Children Count: 0o v

© Please Note: Based on the VPK session and instructors assigned, the maximum class size is 11. The class must have a minimum of 4 VPK children to start

Certificate Number : Child First Name : Child Last Name : Child DOB : | MWDDYYYY © Enroll to this Class

Certificate Number | Child First Child DOB Child : Anticipated Start
Name Age 0B/D4/2018 »E1TY

VPK670-2018 Baloo Latham 02/02/2014 4y 11/16/2018

Actual Start
Date

Termination Effective
Date

12/10/2018 Enrolled - Change
Requested

When the termination request is approved and the termination effective date has not passed, the status is
Enrolled. When the termination effective date occurs, the status will be Enrolilment Ended. No further actions can
be taken on this enrollment.

@ Request/Change VPK Enrollment ® Bulk VPK Enroliment

VPK Program Year: | 20182019 v  VPK Session:  scnool-year (540 hours) v~ VPKClass: | BF18-Tomorrowland Room v | Class StartDate: 08/13/2018  Class End Date: 05/31/2019
Max Class Size: 11 VPK Children Count: 11 Non-VPK Children Count: 0 v

@ Please Note: Based on the VPK session and instructors assigned, the maximum class size is 11. The class must have a minimum of 4 VPK children to start

Certificate Number : Child First Name : Child Last Name : Child DOB : | MW/DDAYYYY © Enroll to this Class
_ Certificate Number Child First Name m Child DOB | Child Age | Student ID | Anticipated Start Date

VPK670-2018 Baloo Latham 02/02/2014 4y 11/16/2018

Actual Start Date || Termination Effective Date | Status

12/10/2018 Enrolied
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When rejected, the child remains enrolled in the class.

(& Request/Change VPK Enroliment @® Bulk VPK Enroliment

VPK Program Year:  2017.2018 + VPK Session:  Summer (300 hours) v VPKClass: | BS17- Giraffes »| Class StartDate: 06/04/2018 Class End Date: 08/03/2018
Max Class Size: 12 VPK Children Count: 12 Non-VPK Children Count: [

Please Note: Based on the VPK session and instructors assigned, the maximum class size is 12. The class must have a minimum of 4 VPK children ta start

Certificate Number : Child First Name : Child Last Name : Child DOB : © Envoll to this Class
Actions Certificate Number Child FirstName | Child LastName | ChildDOB | Child Age | StudentID | Anticipated Start Date Actual StartDate | Termination Effective Date Status l

© Nevor Atisndod VPKS93-2017 March Latham 09/08/2012 Sy EZPLEY G Changs |

VPK Bulk Enrollment Process
In addition to the enrollment method described in “Enrolling a VPK Child,” providers may submit enrollment
requests to the coalition via a file process. To begin, click the Bulk VPK Enrollment tab. The bulk file processing
page displays.

@ RequestChange VPK Enroliment ~ ® Bulk VPK Enroliment
Download CSV fie fempiate, add child detalls. and cick the Upkoad button. Note: The MSID column s for public 5chool use anly. See the Provider Portal User Guide for more Information m
Actions Uploaded On | Document Type File Name File Size Total Records Count Commited Records Count Falled Records Count Processed Time Status Final Results

No records found

Next, click on the link to download the CSV file template. The file may appear at the bottom of the computer
screen depending on the user’s browser.

@ Request/Change VPK Enroliment  ® Bulk VPK Enroliment

Download CSV file lemplate, 36 chic details, and click the Upioad button. Note: The MSID column i for public school se only. See the Provider Portal Uiser Guide for more information m m

File Name File Size Total Records Count | commited Records Count Failed Records Count Processed Time Status Final Results

No records founc.

ieaming coalition for Immediate a:
110 or high

|n VpknrolimentBulk..csv A I Showall | X

Open the file and expand the columns. Each column is explained below.

VpkEnrollmentBulkUpload (28).csv - Excel

Formulas Data View LOAD TEST Q Tell me what you wan

la - =

o Cut Calibri -l - AN == ®- EWapTet General - =¢ 4 | Normal Bad Go

ER Copy - )
Paste - | o A === 3= - o <o po Conditional Formatas [87=Cec]] Explanatory ... |Iny
*  Format Painter B I U fass - A == = | =3 Merge & Center $-% » W% Formatting~  Table « ! Y P

Clipboard [F] Font [F] Alignment [ Mumber ] Styles
B9 - 13

A B € D E F G H |

| | | | | |
Provider ID Certification Number Child First Name Child Last Name Child DOB(MM/DD/YYYY) VPK Program Year ClassID Anticipated Start Date(MM/DD/YYYY) MSID(XX-XXXX)

B o
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A. Provider ID = this is the provider ID for the site displayed on the Provider Portal home page/dashboard.

Provider Site Summary Frequently-Used Links

Business name: Growing Up Strong, LLC Bright Beginnings
Doing business as: Growing Up Sirong Core Competencies
[ Provider ID: 19449 ] DCF Provider Training
License number: Early Learning Performance Funding Project
SSN / Federal ID number: Provider Portal User Guide

VPK Provider Readiness Rate Website

B. Certification Number = this is the child’s certificate number listed on their COE. The field is not case
sensitive, however, the certificate number must be entered exactly as it appears on the COE (i.e.
VPKH##HHE-YYYY).

STATE OF FLORIDA
VOLUNTARY PREKINDERGARTEN (VPK) EDUCATION PROGRAM

Child Certificate of Eligibility

Ay

I. CHILD CERTIFICATE OF ELIGIBILITY (Issued by Early Learning Coalition, through the Family Portal)
1. VPK program year e 2. Certificate number e 3. Certificate issue date 4. Parent email address

2017-2018 VPK1095621-2017 6/30/2018

5. Parent name 6. Primary contact number 7. Secondary contact number

8. Child"s full name 9. Child’s date of birth

10. County
KitKat Latham e @ 09/09/2012 e

C. Child First Name = this is the child’s first name listed on their COE. The field is not case sensitive.

D. Child Last Name = this is the child’s last name listed on their COE. Do not include a suffix (if any). The field
is not case sensitive.

E. Child DOB (MM/DD/YYYY) = this is the child’s date of birth listed on their COE. The field will accept
M/D/YYYY as well.

F. VPK Program Year = this is the child’s approved VPK program year listed on their COE. The field is looking
for the first 4-digit year only. For example, if the VPK program year is 2017-2018, the entry would be
2017. Generally, the 4-digit VPK program year matches the year included at the end of the child’s COE
number.

G. Class ID = this is the desired class’s 4-digit ID. The class ID must be entered as the 4-digit assigned ID. Do
not include the class name (if any). Looking at the example below, the entry would be “AS17” not
“Songbirds” or “AS17-Songbirds.”

@ Request/Change VPK Enrollment ~ ® Bulk VPK Enroliment

VPK Program Year:  2017-2018 v  VPK Session:  Summer (300 hours) v | VPKClass:  AS17-Songbirds v | Class Start Date: 06/04/2018  Class End Date: 07/26/2018

H. Anticipated Start Date (MM/DD/YYYY) = this is the date the child will begin attending class. Typically,
this is the class start date unless the child is starting after the class begins. Note: An anticipated start date
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cannot be before the class start date or after the class end date. And, an anticipated start date cannot be
before the child's COE issue date. The field will accept M/D/YYYY as well.

I.  MSID (XX-XXXX) = this field is for public schools only. Public schools may enter their Master School
Identification (MSID) number in a 6-digit format, where the first 2 digits are the district number followed
by a hyphen and 4-digit school number. The MSID number can be used in lieu of the Provider ID in
column A. Both IDs are accepted.

When the file is complete, name it and save it as a CSV file type. Note: It may be helpful to include your provider
name and class in the file name if troubleshooting is ever necessary.

Save As X
« < 4 B s ThisPC » Desktop w @ Search Desktop o]
Organize = Mew folder == = o
[ This PC € Mame Date modified Type Size
[ Desktop Questions Log 6/29/2018 4:42 PM File folder
Iﬁ Documents VPK Enrollment Attendance 81:36 PM File folder
Bulk Enrollment Files File folder
‘ Downloads
i Security File folder
D Music
Reimbursement File folder
=] Pictures Sprints File folder
B videos system pics File folder
i Local Disk (C:) Pay Rates File folder
o BLANK (E) Meeting Motes File folder
== andrea.latham (\\oel-ded\users) (| VPKSIS File folder
= unitdata (\\OFL-ded) (5) VPK SR Manuals File folder
Contracts ] : 3:00 File folder v
BI ARIK (B v 2
———
FICLELLEREAS1T Songbirds Upload v
Save as type: | CSV (Comma delimited) (*.csv) ~
Authors:  Andrea Latham Tags: Add atag Title: Add a title
~ Hide Folders Tools  ~ Cancel

When changing the file format to CSV, Excel often displays a message to ask if you want to keep using that format.
If this message appears, click Yes.

109



Insert Page Layout Formulas Data Review View LOAD TEST Q Tell me what you want tc

e - -
D J cut Calibri M < A A < ¢ Wrap Text General A = 5)’ Normal Bad Good Ne
E@ Copy -

Paste . =a= . - <o o Conditional Formatas |[Eacder]] Explanatory ... Lin

" % Format Painter I u = 3= & Merge & Center $-9% + W% Formatting - Table- f ¥ 2! L0

Clipboard L] Font ] Alignment LM Mumber ] Styles
B7 = E
A B c | D | 3 | F | &6 | H | | | J
1 |Provider ID Certification Number Child First Name Child Last Name Child DOB(MM/DD/YYYY) VPK Program Year ClassID Anticipated Start Date{MM/DD/YYYY) MSID{XX-XXXX)
2 | 19449 VPK1095621-2017 KitKat Latham 2017 AS17 7/2/2018
3 | 19449 VPK1095625-2017 Hersey Latham 9/9/2012 2017 As17 7/2/2018
4 | 19449 VPK1095626-2017 Baby Ruth Latham 9/9/2012 2017 As17 7/2/2018
5 | 19449 VPK1095627-2017 Butterfinger Latham 9/9/2012 2017 As17 7/2/2018
6
7 [
=

8 4
£l 4
10|
11|
12|
13 |
14|
15| Microsoft Excel X
o] o Some features in your workbook might be lost if you save it as CSV (Comma delimited),
17
15| Do you want to keep using that format?
19| No Help
20|

Click the Upload button. A window displays. Select your file and click Open.

=)
® open x E Manage VPR Enrollment X g, e
« © B> ThisPC > Deshtop s » a o
Organize = ew folder =- m @
« B ThisBC Name Date modified Type sae
R Deskaop 8] AS17 Songbcs Upload.cov i
2 Docurments G AS17 Songbirds Uplead (T).csv KB ‘
& Downloads Questions Log
e VPK Encollment Atendance
N Bulk Enroliment Files
= Pictures securty
B video: Reimbursement
Hello alatham77 +OELprovider@gmail.com!  C*Log Off
4 Local Disk () Sorints ! @g gorr @
= BLANK(E) system pics File older
= andeealatham (Voeh-dediusers) (H) - Pay Fates File folder -
File name: [ 4517 Sengbirds Upload.cov | Micrasoft xcel Commea Separs
Download GSV file lemplate, add child details, and click the Upload button. Note: The MSID column is for public school use anly. See the Prowic User Guide for more infarmat

Commites, cords Count Failed Records Count Processed Time Status

m Uploaded On Document Type | File Name File Size | Total Records Count

The file upload will begin. The file details will populate on a row and turn green. Click the Refresh button to
populate the results.

& Request/Change VPK Enroliment ® Bulk VPK Enraliment
Downioad CS T lempiaie, 300 child detaiks, and cick ihe Upioad bution. Note: The MSID column is for publc school Use only. See the Frouider Portal User Guide Tor mare informalion m
Actions | UploadedOn 1 | Document ype | File Name S P S —— [T——
063072018 WPK Rosler AS17 Songbirds Upload csv 413 Bytes o 0 0 Submitied Mot Available

The file details will be updated. The file size, total records count, committed records count, failed records count,
processed time, status, and final results are updated. The file results are also returned and can be downloaded by
clicking on the Download button.

@ RequestChange VPK Enroliment  ® Bulk VPK Enroliment

Download CSV file template, add chisd details, and click the Upload button. Note: The MSID column is for public School use only. See the Provider Portal User Guide for more information. [IE=STrnee] m

Uploaded On Document Type File Name File Size Total Records Count | Commited Records Count Failed Records Count Processed Time Final Results

: : ! st -

® Download 067302018 VPK Roster AS17 Songbirds Upload csv
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In this example, there is one failed record and three committed records. The file download will include the error
message and status for each record submitted. The three committed records are now “Enrollment Submitted” and
the failed record was not included because of an invalid date of birth. The same validations that occur with a
manual child enrollment occur with the bulk enrollment file process.

Insert  Pagelayout  Formulas  Data  Review  View  LOADTEST @ Tell me what you wan!
ol . v =
o cut Calibri -1 - A A = - B¢ Wrap Tet General - = # | Normal Bad Good Neutral
Past; E@ Copy - G d | Fo ﬁt
" ¥rormatpanter B I U -+ =32 Merge & Center $-9% * ‘8% Formatting~  Table~ xplanatory npu d
Clipboard ] Font ] Alignment & Number & Styles
D17 = I
| A B C D E F G H |
1 |Provider ID Certification Number cChild First Name Child Last Name Child DOB(MM/DD/YYYY) VPK Program Year ClassID Anticipated Start Date(MM/DD/YYYY) MSID(XX-XXXX| Error or Status
2 19443 VPK1095621-2017 Kitkat Latham 2017 As17 7/2/2018 Invalid Date of Birth
3 19449 VPK1095625-2017 Hersey Latham 9/9/2012 2017 AS17 7/2/2018 Enrollment Submitted
4 13449 VPK1095626-2017 Baby Ruth Latham 9/9/2012 2017 AS17 7/2/2018 Enrollment Submitted
g 19443 VPK1095627-2017 Butterfinger Latham 9/9/2012 2017 As17 7/2/2018 Enrollment Submitted

The three committed records are displayed on the class’s enrollment roster as “Enrollment Submitted" and the
coalition receives the enrollment requests for review/approval/rejection. In addition, the family receives a
notification that their child’s enrollment is in progress. The same processes that occur with a manual child
enrollment occur with the bulk enrollment file process.

@ Request/Change VPK Enroliment  ® Bulk VPK Enroliment

VPK Program Year:  2017.2018 v  VPK Session:  summer (300 hours) v VPKClass: Class Start Date: 06/04/2018 Class End Date: 07/262018
Max Class Size: 12 VPK Children Count: 12 Non-VPK Children Count:

Please Note: Based on the VPK session and instruclors assigned, the maximum class size is 12. The class must have a minimum of 4 VPK children 1o start

Certificate Number Child First Name Child Last Name Child DOB © Enroll to this Class

Actions Certificate Number Child First Name Child Last Name ChildDOB | Child Age Student ID ‘ Anticipated Start Date Actual Start Date Termination Effective Date ‘ Status.

© Never Altended Hersey Latham 07/02/2018 I 3‘.“?“:;3 Enroliment Submitted
© Never Attended Baby Ruth Latham 5y C oc
Butterfinger Latham

Note: When correcting records and re-uploading the file, be sure to remove the “Error or Status” column as it is
not accepted for the upload. Also, it is best to NOT include records that have already been submitted successfully
as they will now error as having been processed. When removing successful records and the Error or Status
column, it is best to highlight the row/column and use the cut/delete option instead of just deleting the
information. Excel often retains formats even if the cells are now empty.
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