Early Learning
Codlition of Duval

How to End or Cancel Enrollments in Pending Family Acceptance/Active Enrollments in order for the
screenings to cancel in the Portal

Viewing Enrollments in Pending Family Acceptance or Active Enrollments
To view enrollments in Pending Family Acceptance or Active Enroliments, navigate to Enrollments >Manage
SR Enrollments > View/Edit SR Enrollments > Pending Family Acceptance or Active Enroliments
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Ending Enrollments in Pending Family Acceptance or Active Enrollments

Providers can end enrollments in Pending Family Acceptance or Active Enrollments. Navigate to Enrollments > Manage SR
Enroliments > View/Edit SR Enrollments > Pending Family Acceptance or Active Enroliments. Find the enroliment, then click
the End Enrollment button.

Pending Family Acceptance -(A list of children that the parents did not sign the payment certificate)

Click Yes to continue or No to stop the
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A confirmation pop-up window displays.
End child SR enroliment Click Yes to continue or No to stop the
End Enrollment process.

This child is still authorized for services up to 4/3/2024
Are you sure you want to end the enrcliment for | *
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After clicking the Yes button, the following pop-up window displays. Complete the required information and click
Save.

End SR Enrollment

YYou have chosen to end enroliment for this child.

End Enroliment Reason®

-- Select a Termination Reason — ~

Last Attendance Date™

MMDDYYYY | i Use the last day of the previous month if attendance has been submitted.
Is there a past due parent fee?*
OYes O No
Past Due Parent Fee

plan document.

Cancel

After clicking Save, a confirmation pop-up window displays. Click Yes to end the enrollment or Cancel to cancel the
End Enrollment process.

H © Confirm End Enrollment .

b | Ending the enroliment on this day means that reimbursements will not
be provided for services after this date.
End End this enroliment with the specified dates?
1-§ .
Last Cancel

After clicking the Yes button, a pop-up window displays a message that the enrollment is ended. Click Ok to
continue.

©®  End Enroliment

Child enrcllment was successfully ended
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Canceling Enrollments in Pending Family Acceptance/Active Enrollments

Providers can cancel enrollments in Pending Family Acceptance, but only if the enrollment is not for an at-risk child (BG1) or at-
risk child in relative care (BG3R) and attendance has not been submitted for the enroliment. If the child is at risk child (BG1) or
at risk child in relative care (BG3R) and you need to cancel enrollment contact Early Learning Coalition at Duval.

Navigate to Enrollments > Manage SR Enrollments > View/Edit SR Enrollments > Pending Family Acceptance. Find the
enrollment, then click the Cancel Enrollment button.
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Acceptance Cancel Enrollment

A confirmation pop-up window displays. Click Yes to cancel the enroliment and remove it from the SR Enrollment
gueue. Click No to stop the Cancel Enrollment process.

@ cancel Pending Enroliment

You have selected to cancel this enrollment for + - Enrolliment Start Date
02/26/2021

You should only cancel this enrcliment if the child never attended on or after the enroliment
start date listed above

Upon canceling this enrollment

This enrollment record will no longer appear in your enrollment listing or on your
attendance rosters.

Any attendance that has been saved but not submitted for this enrollment will be
removed from your attendance roster.

You will not be able to record or submit attendance for reimbursement once
canceled.

Do you want to proceed with canceling this enrollment for ( ?

If the enrollment is successfully terminated then the screening will cancel after 24 hrs.
Please contact the ASQ Coordinators if the screening does not cancel after the 24 hrs.





