Creating the Application and Enrollment in
ChildWare 2.0
Welcome to ChildWare 2.0! Our newest upgrade of ChildWare has
made it very easy to take a child from the Application to the enrollment
process seamlessly.
Once you have a completed application and related documents for a child, you
can start the application process in ChildWare 2.0.

How to get started:
 Open the Chrome browser and type childware.phmc.org in the
address bar.
 Login to ChildWare, using your username and ChildWare
password.

Click on the

icon to enter ChildWare 2.0.

Click on CHILDREN on the left navigation menu.

When you click on Children in the Navigation Menu, a list of the children at your
agency/site appears. You can sort the information in the columns by clicking on
the headings title. You can also find a child quickly by using the quick search
feature.

To start the application process, open a child’s record by clicking on the child’s
name. You can actually click anywhere in the child’s row and their record will
open.
In the Child’s record, review that information to ensure that everything on the
general tab and address tab is up to date and correct based on the application
you have on hand. If the address information is not correct, refer to instructions
for updating the child’s address.

Click on the Application and Enrollment Tab

Click on the New Application Button
. This opens a pop-up screen.
Use the drop down to select a site – you will see all the sites associated with your

agency. Choose a site.

Enter a referral date – typically the date the application
You will now see that the child has a new application in their record. Note that
the “Application Date” in the record is generated by the system and cannot be
edited.

Tip: click on the eligibility button at this point to confirm that the child is eligible
for the slots that are available at your location.

You can now find the child on the Application List in ChildWare and you can
proceed to the next step to Enroll the child.

Open the Main Navigation Menu
Select Application from the Menu. This will open the Application List

In general, the newest information is at the top of the list. Remember that you
can click any of the column headers to sort the information or use the quick
search to find what you are looking for.
All the children with Applicant as their status create your program’s Waiting List

Enrolling a child from the Application List is very easy!

Enrolling a Child in ChildWare 2.0
Tip – have the child’s application form and related to documents on hand. You
will need information from the application to complete the enrollment process in
ChildWare 2.0!
1. Find the child on the Application list by sorting the list or using the quick
search feature.
2. On the far right of the child’s row, there are two buttons.
3. Clicking on the Eligibility button will display the Eligibility pop-up and
provide information on the services for which the child is eligible.
Clicking on the Enroll button will take you to the Enrollment screen so that
you can enroll the child.
4. Click the Enrollment button for the child you wish to enroll.

The first Enrollment screen provides summary information – review the
information to make sure that you have the correct location and child.
5. Click the Enroll button at the bottom of the screen.

6. The next screen asks you to enter the enrollment information.

7. Start by selecting a service. When you click on this drop-down, you will see
a list of available funding slots. Choose the appropriate service slot.

8. Review the start and end times.

9. Select a classroom from the drop down and enter the child’s intended start
date.
10.Do Not Enter information in the End Date at this time.
11.For the days of the week, you can click on individual days or click the
Weekdays on button on the far right to automatically select Monday
through Friday.
12.Click the Submit button.
13.This will open a new pop-up that contains the remaining application
questions from the PHLpreK application. Complete all of the questions and
then click Save.

14.You will return to the 1st Enrollment screen. You will now notice that there
is information in the table at the bottom of the screen.

Congrats! You have successfully enrolled the Child!
From here you can navigate to where ever you need to go next using the main
menu (click on the PHMC logo/CW)

.

