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1) Select the school age child 
a. Click on the FT / PT unit of care 

2) You will get a pop-up box confirming you want to 
change the Unit of Care for the child. 

a. Click yes  
3) You will get another pop-up box to change the Unit of 

Care 
a. Click the arrow to dropdown the selection 

box. 
b. For a School Age child that is attending FT you 

will want to select FT:  Full Time:  Greater or 
equal to 6 hours and less than 11 hours 

4) Click Save 
 

 

 

 • Steps 1-4 will need to be 
completed for every school 
age child for every day that 
is eligible for full time care.  
 

• Starting with September 
attendance you will see a 
schedule note on those 
children you have reported 
to the ELC that will be 
attending your site full 
time and not attending a 
brick and mortar school. 
See example. (This is how 
we will verify the changes 
on your attendance.) 
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