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Child Count Portal 
October Child Count by Funding Source and Demographics 

  
Software Purpose and Overview 
The purpose of this software is to collect October 1 child count by funding source along with demographic 
breakdowns. This portal will replace the Excel-based data collection method utilized by networks when 
submitting such data to the LDOE.  Specifically, the software will collect child counts by funding source for 
infants, one-year-olds, two-year-olds, three-year-olds, and four-year-olds. The software will also collect 
demographic/racial breakdowns for these children as well as additional designation counts for ethnicity and 
background subsets.     
 
Step-by-Step Instructions for Site-level User 

1. Site-level user will log into the data entry portal using the provided link along with the username 
(user’s e-mail address) and system-generated password. 

2. The data entry portal will display the dashboard for the site, providing a listing of the early 
childhood ages from infants through 4-year-olds. There is also a Status Column which will indicate 
the status of the entered data for each age level.  As data is entered and saved for each age level, 
the Status Column could have the following icons as shown on Exhibit 1: 

 
3. Clicking on each row (age-level) will open a window to allow the user to enter the October 1 child 

counts for each appropriate funding source.  It will also require the user to enter the demographics 
by race.  And finally, the user will need to enter the counts by ethnicity and background status 
subsets. Please see Exhibit 2. 

4. Once the required counts have been entered, the user will save the results.  The software will 
ensure that there are no mismatched totals. If the total count by funding source does not equal the 
demographic total by race, or the numbers in various background status subsets are greater than 
total counts by either funding source or demographics, the system will display appropriate error 
messages for the user and the relevant fields will be highlighted.  On the Dashboard screen, the 
following status icons will show the result of your work: 

   indicates that the data for the age level has been successfully entered and saved.  
  indicates there is an error requiring correction.  

5. If the counts for any age-level happen to be zeros, the user will still be required to open and save 
the corresponding age-level data entry screen with zero counts. 

6. Once all age-level data have been entered and saved successfully, and all rows have green check 
marks, the site-level user can then submit its data to the Network by pressing the enabled “Submit” 
button as shown on Exhibit 3.   

7. Once the data have been submitted successfully, the submitted icon  will be displayed for the site 
as shown on Exhibit 4. 
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Exhibit 1 

 

Exhibit 2 
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Exhibit 3 

 

Exhibit 4 

 


