Entry Express to Log a Communication— CPOnline Instructions

General Information

Entry Express allows you to log a communication for multiple families in one data entry step rather than logging the same
communication one at a time for each of your families!

e Entry Express for the Communication Log is to document what you already did. Entry Express does not send a
message to parents.

e  You will be able to select which family records need to have the communication logged. What you are
documenting may not apply to all of the families.

e You will be able to individualize the documentation if needed.

Preparing and Creating the Data Entry Record
Go to Entry Express. Click Log a Communication. Click Start.
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Log a communication (flyers, announcements,etc.) for multiple participants simultaneously*

Step 1: Find Participants Who Meet the Following Criteria
The box below opens for you to filter for your classroom/caseload.
e Program Term: Select Program Term(s)
e Location: Select Location(s) (Site and Classroom)
e Enrollment Status: Select Enrolled
e Click Next Step

Find Participants Who Meet the Following Criteria

Step1ofb
Program Term Head Start 2025 - 2026
Location Olympic ESD 114

Bud Hawk/Jackson Park Head Start - All Classrooms

Enrollment Status  Enrolled

Application Status  None Selected

Flag/Group Not Filtered
Disability Not Filtered
Responsible Staff Al

Custom Filter Not Filtered
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Step 2: Select Individual Participants

The box below opens for you to select the individual participant/family. By default, ChildPlus will check all participants.
If this is not accurate, you must:

e Un-check each participant/family who did receive the communication. ChildPlus will log the communication for
each of the checked families, so make sure your selections are accurate.
e Click Next Step

Select Individual Participants

Step2of 5
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v Sample, Child 1/01/2023 16933 Sample

4 participants selected

Previous Step ‘ Next Step ]j Cancel

Step 3: Select Action Type

The box below opens for you to Select Event Type
e Select Communication
e Click Next Step

Select Action Type
Step3ofb

Direct

Communication

Referral

| Previous Step . @ Cancel
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Step 4: Enter Default Values
The box below opens for you to enter the data:
e Action Date: Enter date of the communication.
e Type of Contact: Select from the drop down.
e Description: Enter the topic.
e Status: Select Action Completed.
e Caseworker: Select your name if does not auto-fill.
e Action Notes: Enter notes as needed.
e Click Next Step

Enter Default Values

Step4of 5

All actions start with these values but individual events can be changed later.

Action Type Communication Type of Contact
Scheduled Description
Action Date Status

Case Worker
Hours

Minutes

Action Notes

Previous Step
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Step 5: Edit Values for Individual Participants

The box below opens. You have the opportunity to individualize the communication log for a family.
o Click on the participant to individualize the action data, if needed. Once entered, click Create Records.

OR
o Click Create Records if there is no need to individualize a communication log.

Edit Values for Individual Participants
Step 5of 5

Click a row below to modify values for a particular participant:
Participant

Bre
4= Select a participant
Bu
Sample, Child
Sm

4 Participants

|

| Previous Step . Create the Records [J) o0 |

Records Created Successfully

The family service events were created successfully for 4
participant(s).
Would you like 1o add more records?

-
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