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9ȄǇƭƻǊƛƴƎ ǘƘŜ /ƘƛƭŘΩǎ wŜŎƻǊŘ 

¢ƘŜ ŎƘƛƭŘΩǎ ǊŜŎoǊŘ ƛƴ /ƘƛƭŘ²ŀǊŜ Ƙŀǎ ŀƭƭ ǘƘŜ ŎƘƛƭŘΩǎ ŘŜƳƻƎǊŀǇƘƛŎs, address, caregiver 

relationship, application and enrollment, health and status information. Each category has a 

related tab and the functionality within each tab offers a place to store critical information 

related to the child. 
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General Tab 

 

The General Tab sƘƻǿǎ ǘƘŜ ōŀǎƛŎ ŘŜƳƻƎǊŀǇƘƛŎ ƛƴŦƻǊƳŀǘƛƻƴ ǘƘŀǘ ȅƻǳ ŜƴǘŜǊŜŘ ŦǊƻƳ ǘƘŜ ŎƘƛƭŘΩǎ ŀǇǇƭƛŎŀǘƛƻƴΦ 

Please note that the highlighted sections ŀǊŜ άƳǳǎǘ ƛƴŎƭǳŘŜέ ƛƴŦƻǊƳŀǘƛƻƴ ŦƻǊ ǘƘŜ tI[ǇǊŜY ǇǊƻƎǊŀƳΦ  

The Consent for Screening(Release Form) and Custody Agreement information will need to be updated on a 

ŎƘƛƭŘΩǎ ǊŜŎƻǊŘ ƻƴŎŜ ȅƻǳ ŀŘŘŜŘ ǘƘŜ ƛƴƛǘƛŀƭ ŦŀƳƛƭȅ ƛƴŦƻǊƳŀǘƛƻƴΦ tƭŜŀǎŜ ǎŜŜ ǘƘŜ ŎƘƛƭŘΩǎ tI[ǇǊŜY ŀǇǇƭƛŎŀǘƛƻƴ ŦƻǊ 

details. 

The Poverty Level is calculated automatically from the information that you entered on the caregiver 

information regarding family size and income. To view or edit this information click on the word FAMILY in the 

upper right corner of the record. This will take you to a similar view of the FAMILY record.  Once there, you can 

update or correct income information. 

1. Click Edit  

2. Make Changes 

3. Click Save 

If you ŎƭƛŎƪ ƻƴ ǘƘŜ ƎǊŀȅ ƘŜŀŘ ŀƴŘ ǎƘƻǳƭŘŜǊ ǇƛŎǘǳǊŜ ǘƻ ǘƘŜ ƭŜŦǘ ƻŦ ǘƘŜ /ƘƛƭŘΩǎ ƛƴŦƻǊƳŀǘƛƻƴΣ ȅƻǳ Ŏŀƴ upload a 

picture of a child. The photo of the child needs to be a jpg or gif on your computer to upload it into ChildWare.  
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Relationship Tab 

This tab shows the information related to caregivers for the child or any siblings. This tab reflects the data you 

entered for the caregiverΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ǊŜƭŀǘŜŘ ǘƻ ǘƘŜ ŎƘƛƭŘ. Please note there are four important items that 

must be in each primary caregiverΩǎ ǊŜŎƻǊŘ. 

1. Date of Birth 

2. Address ς including COUNTY 

3. Primary Phone # 

4. Primary Email Address 

Address Tab 

 

NOTE: ¢ƘŜǊŜ ƛǎ bh 95L¢ ŦǳƴŎǘƛƻƴ ǘƻ ƳŀƪŜ ǳǇŘŀǘŜǎ ǘƻ ǘƘŜ ŎƘƛƭŘΩǎ ŀŘŘǊŜǎǎ ƛƴ ǘƘƛǎ ǘŀōΦ The Update button only 

shows you the address ς not editable.  

¢ƻ ƳŀƪŜ ŎƘŀƴƎŜǎ ǘƻ ŀ ŎƘƛƭŘΩǎ ŀŘŘǊŜǎǎ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ŀŎŎŜǎǎ ǘƘŀǘ ƛƴŦƻǊƳŀǘƛƻƴ ƛƴ ǘƘŜ ŎŀǊŜƎƛǾŜǊΩs section, which 

is outlined at the end of this document. 

Application and Enrollment Tab 
The Application/Enrollment tab is where you: 

1) Apply a child to a site 

2) Enroll a child in a classroom  
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3) Discharge the child from your program. 

               **** NEW and RETURNING CHILDREN need to have a NEW APPLICATION****  

 

Document Tab 
/ƘƛƭŘ²ŀǊŜ ǇǊƻǾƛŘŜǎ ŀƴ άǳǇƭƻŀŘ ŘƻŎǳƳŜƴǘέ ōǳǘǘƻƴ ƻƴ ǾŀǊƛƻǳǎ ǎŜŎǘƛƻƴǎ ƻŦ /ƘƛƭŘ²ŀǊŜΣ ŀ ŎƻǇȅ ƻŦ ǘƘŜ ŘƻŎǳƳŜƴǘ 

ȅƻǳ ǳǇƭƻŀŘ ǿƛƭƭ ŀƭǎƻ ōŜ ǎǘƻǊŜŘ ƛƴ ǘƘŜ 5ƻŎǳƳŜƴǘ ¢ŀō ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ ŎƘƛƭŘΩǎ ǊŜŎƻǊŘΣ ǊŜƎŀǊŘƭŜǎǎ ƻŦ ǿƘŜǊŜ ȅƻǳ 

originally uploaded it. Think of this tab as tƘŜ άƎŜƴŜǊŀƭ ŘƻŎǳƳŜƴǘŀǘƛƻƴέ ǎǘƻǊŀƎŜ ǎŜŎǘƛƻƴΦ ¸ƻǳ ƘŀǾŜ ǘƘŜ ƻǇǘƛƻƴ 

ǘƻ ǳǇƭƻŀŘ ŜƛǘƘŜǊ t5CΩǎ ƻǊ ǇƘƻǘƻǎ ƛƴ /ƘƛƭŘ²ŀǊŜΦ 

PDF vs. Pictures (jpeg, gif, etc.Χύ  

PDF - There is no size limit on pdfs, and you can VIEW the pdf within the ChildWare screen without having to 

download it. 

Images ς there are size restrictions. Try to make sure that your image is under 1MB and you will need to 

download all images to view them. 

iPhone or Androidsς choose small or medium image size (just taking a picture and trying to upload it will not 

work ς the image is too large). 

Getting Started:  
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Click on Upload Document button. 

{ŜƭŜŎǘ ŀ ŘƻŎǳƳŜƴǘ ǘȅǇŜΦ LŦ ȅƻǳ Řƻ ƴƻǘ ǎŜŜ ƛǘ ƻƴ ǘƘŜ ŎƘƻƛŎŜǎ ǇƛŎƪ άhǘƘŜǊΦέ 

The final step is to click Add. 

 

Health Tab 
The Health Tab is the most robust tab in ChildWare. It is here ǿƘŜǊŜ ȅƻǳ ŀŘŘ ǘƘŜ /ƘƛƭŘΩs Care Providers. 

Insurance Information, Allergy/Food Restrictions/Health/Development Concerns, Medications, 

Health/Development Events, Note/Events (Kindergarten and CCIS notes). 

Please check with your PHLpreK contract specialist or review your contract if you would like more information 

regarding required data in ChildWare. 

This section will cover tabs Care Provider to Medication. Please see the ChildWare website for detailed 

instructions and videos associated with Health/Development Events and Events/Notes tabs. 

 

*** Notice that if there is no Primary Care, Dentists, or Vision specialist listed ς the check boxes are checked-

off related to the type of provider. Once you add a provider, the check marks disappear, and the providers will 

ŀǇǇŜŀǊ ƻƴ ǘƘŜ ŎƘƛƭŘΩǎ ǊŜŎƻǊŘΦ 

Care Provider 
¢ƘŜ /ŀǊŜ tǊƻǾƛŘŜǊ ǘŀō ƭƛǎǘǎ ǘƘŜ ŎƘƛƭŘΩǎ ǇǊƛƳŀǊȅ ŎŀǊŜΣ ŘŜƴǘƛǎǘ, and vision specialist. 
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To Add a Care Provider 

ChildWare has a robust list of providers already listed in the program. To limit the size of the search list, type 

ƛƴ ǘƘŜ ŦƛǊǎǘ ŦŜǿ ƛƴƛǘƛŀƭǎ ƻŦ ǘƘŜ ŘƻŎǘƻǊ ƻǊ ǇǊŀŎǘƛŎŜΩǎ ƴŀƳŜΦ  

 

1. A list of care providers will appear.  

2. If you see the name of the doctor or practice click on it to select it.  

3. Then click Cancel. 

¢ƘŜ ǇǊƻǾƛŘŜǊΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ǿƛƭƭ ǘƘŜƴ ŀǇǇŜŀǊ ƛƴ ǘƘŜ ŎƘƛƭŘΩǎ ǊŜŎƻǊŘΦ 

 

If you do not see the care providers information in the dropdown. You have the option to ADD PROVIDER. By 

clicking on the ADD PROVIDER button and completing the information. 

 

hƴŎŜ ǘƘŜ ǇƘȅǎƛŎƛŀƴΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ ŀŘŘed or chosen ς ƛǘ ǿƛƭƭ ŀǇǇŜŀǊ ƻƴ ǘƘŜ ŎƘƛƭŘΩǎ ǊŜŎƻǊŘΦ 
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You also have the option to delete a provider and choose a new care provider if the child changes doctors. 

 

The system allows you to add all care providers including Dental and Vision providers. 

 

Insurance Tab 
¢ƘŜ LƴǎǳǊŀƴŎŜ ¢ŀō ƛǎ ǿƘŜǊŜ ȅƻǳ ŜƴǘŜǊ ǘƘŜ ŎƘƛƭŘΩǎ ƛƴǎǳǊŀƴŎŜ ƛƴŦƻǊƳŀǘƛƻƴΦ 

 

Click on Add Insurance button and complete the fields. Scroll to find the name of the insurance company. (Alphabetical 

listing).  

NOTE: the POLICY NUMBER field does not accept ALPHA characters. If a policy number has both alpha and numeric 

entries ς please put the full policy number in the notes section. 
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Select Medical Type (Dentist, Primary, Vision) and complete other fields: Policy Number, Group Name, Date Verified and 

any notes you want to include. Click SAVE to add ǘƻ ǘƘŜ ŎƘƛƭŘΩǎ ǊŜŎƻǊŘΦ 

 

Allergy/Food Restriction Tab 
¢ƘŜ !ƭƭŜǊƎȅκCƻƻŘ wŜǎǘǊƛŎǘƛƻƴǎ ǘŀō ŀƭƭƻǿǎ ȅƻǳ ǘƻ ŜƴǘŜǊ ǘƘŜ ŎƘƛƭŘΩǎ ŀƭƭŜǊƎƛŜǎΣ ǿƘŜǘƘŜǊ ǘƘŜȅ ŀǊŜ ǊŜƭŀǘŜŘ ǘƻ food or the 

environment.  

You have the choice to pick Allergy (degree of sensitivity) and Food Restriction under the Severity dropdown. 

To add an allergy, click on the ADD Allergy button and complete the fields. 

 

Next, select the Allergy. You can only select one at a time. Multiple allergies will need to have multiple entries. 
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