Family Gathering Attendance — CPOnline Instructions

Use Entry Express to document family gathering attendance. Go to Entry Express, Family Service Events. Click Start.
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Add a Family Service event to 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 the Program Term
e Location: Select Location (Site and Classroom)
e Enrollment Status: Select Enrolled
e Click Next Step

Find Participants Who Meet the Following Criteria

Step1of5
Program Term Head Start 2025 - 2026
Location Olympic ESD 114

Bud Hawk/Jackson Park Head Start - All Classrooms
Enrollment Status  Enrolled
Application Status  Mone Selected
Flag/Group Mot Filtered
Disability Not Filtered
Responsible Staff Al

Custom Filter Mot Filtered
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Step 2: Select Individual Participants
The box below opens for you to select the individual participant/family.

e Un-check each participant/family who did not attend. ChildPlus will create the event for each of the checked
families, so make sure your selections are accurate.
e  Click Next Step

Select Individual Participants

Step2of5
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v Sample, Child 1/01/2023 16933 Sample
4 participants selected

Previous Step ‘ Next Step ]' Cancel

Step 3: Select Event Type

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

Select Event Type
Step3of5
Caregiver Mental Health Consultation
Center Based Orientation
Collaboration-interagency

Family Gathering

Family Goal

Familv Staffinn

Previous Step @ Cancel ‘
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Step 4: Enter Default Values
The box below opens for you to enter the data for the family gathering event:
o Initial Date: Enter date of the family gathering
e Description: Enter the topic
e Family Outcome: Click in the field and check up to two
o Event Notes: Event notes require use of the quick note name FGM. Type fgm <enter>. The following text auto-
fills. Data enter your event notes after each family gathering item.

Topic/Activity:
Planning for Future Family Gatherings (time, topic, day):
Site Updates (examples: attendance, staffing updates, schedule changes):

Review Policy Council reports and minutes. If no PC rep, share opportunity for participation.
Program Wide Opportunities (examples: volunteering, Policy Council, Health Advisory Committee).
Share Community activities/resource Sharing (example: community parks, food banks, family activities).

e Click Next Step

Enter Default Values

Step4ofs

Initial Date 2/01/2026 ] Associated With

Required

Description Enter the topic

Y

Event Notes | & || Add Notes |[ 2| & || +*]

Family Outcome

Type fgm <enter>

Actions
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Previous Step @ Cancel ‘
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Step 5: Edit Values for Individual Participants
The box below opens for you to:
e Click Create Records if there is no need to add any individualized data to a participant’s event.
OR
e Click on the participant to individualize the event data, if needed then click Create the Records.

Edit Values for Individual Participants
Stephofh

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

Sample, Child L

4= Select a participant
Br
Bl

C:

4 Participants

| Previous Step | ‘ Create the Records . Cancel ‘

Records Created Successfully

The family service events were created successfully for 4
participant(s).
Would you like 10 add more records?
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