Staff and Child Roster Uploads

1. Create a new SharePoint folder
to save your files for the
semester

2. Make copies of templates:
Staff [per Classroom]

Staff —

Class [Roster]
Child [Demographics]

3. Run ChildPlus reports for class
enrollment

v

4. Set up classrooms in the FPG
database

v

Staff Info

-

5. Assign staff to classrooms
Staff [per Classroom] spreadsheet

For existing staff ..A For new staff

~

6. Enter new staff information
Staff spreadsheet

v

5. Assign staff to classrooms
Staff [per Classroom] spreadsheet

_

For existing children

7. Assign children to classrooms
Class [Roster] spreadsheet

For new children

8. Enter new child information
Child [Demographics] spreadsheet

7. Assign children to classrooms
Class [Roster] spreadsheet

9. Upload completed templates to
the FPG database




Classroom Characteristics

1. Make a copy of the
Class [Class
Characteristics]
template

2. Run ChildPlus
reports

>

3. Enter classroom
information

4. Upload completed

template to the FPG
database



PLS-5

2. Create a new
1. Obtain completed ) SharePoint folder to ) 3. Make a copy of the

PLS-5 test books save your files for the Child [PLS-5] template
semester

v

4. Enter assessment
information

5. Upload completed

template to the FPG
database




PPVT-4

2. Create a new
SharePoint folder to
save your files for the
program year

1. Obtain completed

; 3. Make a copy of the
PPVT-4 test books

Child [PPVT] template

v

4. Enter assessment
information

5. Upload completed

template to the FPG
database




Attendance & Disabilities

1-Donviload 2. Save templates to

Educare Research- 3. Run ChildPlus
t lates f FPG —} : i
emprates from Practice Partnership i reports
database
Team

v

4. Populate the
templates

5. Upload completed

templates to the FPG
database




