Finding Children

To find a child:

· Click on “Enrollment” on the user menu to your left (may need to scroll down to find the icon). [image: image1.png]Enroliment




· Click on “Quick Search” [image: image2.png]Quick
Search




· Enter the Child’s last name.

If the child is not listed, they have not made it past a Quick App, or their status on the Quick App needs to be updated.

· If the child has not yet been enrolled, they will be in “Intake Management”. (Intake management Admin is where we go to reassign or delete a duplicate child)
· Click on “Enrollment” on the user menu. 

· Click on Intake management. [image: image3.png]Intake
Management




· Click on the first letter of the child’s last name, and expand the list by clicking on the “show all” button.  [image: image4.png]J=N




· If the child is not there, click on “Enrollment”

· Click on “Incomplete App.” [image: image5.png]



· This list is sorted by the parent’s last name.
