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Step 1: Go to ChildPlus Online > Reports > 6511 - Learning Genie Export (Grid)

The report we need for this process is only available on ChildPlus Online platform and not ChildPlus Desktop

Once in ChildPlus Online, click on Reports from the menu at the top of the page.

Use the search bar to look for the 6511 report or also known as the Learning Genie Export (Grid)
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Step 2: Select Filters for Export

Select Program Term
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Step 2: Select Filters for Export

Location

Select Location
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Step 2: Select Filters for Export

Select Enrollment Status and check only Enrolled
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Step 2: Select Filters for Export

Configure the following Grid Settings shown in the screenshot below

6511 - Learning Genie Export (Grid) b
Participant Filters Grid Settings
Program Term Al Report columns to show  All Selected
Program Option All Show horizontal grid lines v
Location Al Show vertical grid lines |v
Enroliment Status Al Report Type Detail
Flag/Group Not Filtered Group By Classroom
Responsible Staff Al
Custom Fllters Not Filtered

View Report Close |

Then click View Report



Step 3: Review Report and Export as .CSV

Review the report to ensure accuracy before exporting it to CSV.
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Step 4: Go To Learning Genie

Go to Learning Genie > Admin Settings > Agency Management > Import/Sync > ChildPlus
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Step 5: Upload CSV file

Select the CSV file you have exported from ChildPlus obtained from following the previous steps.

Import from ChildPlus ©)

Import/Sync > Import from ChildPlus

Fastest growing cloud-based child care center management solution. https://www.childplus.com

Before importing, please connect to your ChildPlus account.

Please read this PDF instruction guide, which explains how to export ChildPlus CSV files.

Before uploading, please verify that the column names on your template are identical to the column names on our master template.
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PDF Instruction Guide




Step 6: Review Checking File

After uploading the CSV file, Learning Genie will generate a roster checking file that summarizes and breaks down the
changes that will be applied based on the imported file. This allows you to review the accuracy of the import before
proceeding.

Click on "Download the Roster Checking File" button

An Excel file will be downloaded

Open the downloaded file to review the proposed changes
Carefully verify all student information and planned updates

Make any necessary corrections before proceeding with the import

We have analyzed the roster for syncing and generated a detailed report in the
following link. Please double check and make changes in the roster file or Learning

Genie system before proceeding.

Download the Roster Checking File




Step 7: Set up Sites/Classrooms

After reviewing the roster checking file and confirming to proceed, go back to Learning Genie and click on Import New
Sites/Classes

O We have found that your new roster include new sites or new class rooms. Let's import them first.
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Step 7: Set up Sites/Classrooms

e Setup the classrooms’ framework and rating period (this step can be completed later)
e Choose to invite parents to Learning Genie via email through this import (for Family Engagement)
o Note: If this option is selected, as soon as you confirm/finalize the import, the emails will be sent to the
parents right away.
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Step 8: Confirm and Proceed with Import

After configuring the classrooms setup, click “Import and load next” to process the import for the current site.
You will need to repeat this process (Steps 7 and 8) site by site (if there are multiple sites)
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Congratulations! Your agency has been imported!

Back to Import History

Site Before import Newly enrolled Transferred from other sites Transferred to other sites Set to inactive After import

Carlsbad 0 3 0 0 0 3
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