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Bulk Discharge for Children

The bulk discharge feature can be used anytime a group of children permanently leaves your program OR you
need to move a group of children from one classroom to another for any reason. You will use this when children
exit your program due to aging out, children are moving classrooms, or any other larger-scale change in your
program’s roster. Do not delete any children from your PIDS account or from previous classrooms unless they
were never supposed to be there. This way, “past” data reports will remain accurate.

Figure 1. Bulk Actions Menu. *
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Figure 2. List of all enrolled children
6. Each bulk action will ask you for a “leave” or “discharge” date. Enter either the last date the children in this
group attended the program, the last date the children spent in their previous classroom, or the first date of the
new placement depending on which date is most representative of the discharge you are completing.

Vellizziia s bl 7. Once you've entered the necessary information, click the blue

“Validate Selection.” This will take you to a confirmation screen
0 Validation Complete X where you can confirm or fix any errors that prevent validation.

The bulk action has been confirmed and




8. If you have completed the information correctly, then you will get a “validation complete” notification and
can simply click “Confirm and Save” (see Figure 3). If there are errors, you will get a notification that the
action has not been validated. You can then review and correct any errors before confirming. PIDs will

provide you with the reason an entry is invalid
if there are errors. If you notice anything
incorrect on this screen, click cancel to return
to the bulk action page. If everything looks
correct after you fix validation errors, you

can click “confirm and save.”

9. After you confirm and save, your bulk
discharge is complete. If you have many
children to discharge for different reasons
you will need to either group them by reason
for discharge and date or discharge them
individually.

Please contact pmdatat@wiaimh.org with
questions or to troubleshoot any issues.

Table 1. Information Needed for Bulk Actions

Figure 3. Validating Bulk Discharge Actions
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Bulk Discharge Action Information to Complete

Reasons*see note

Discharge Date

06/07/2024
Discharge from program

Discharge Reason

Aged out

support

Child diagnosis requires different

. Aged out of program

Difficulty sitting quietly
Excessively disrespectful
Excessive yelling/screaming
Family moved

No permission

Parent (family) chose to leave
Aggression

Other

Leave Date

Classroom

Discharge from classroom and
assign to a new classroom

--Select--

Leave Reason

Assign Date

Move to a different classroom
No longer at program

classroom

Other
Leave Date Leave Reason
X 06/07/2024 - Move to a different classroom
Discharge from classroom
. Classroom Assign Date
Assign to a new
(123) Meadowlarks . 06/14/2024 N/A

Note. Discharge reasons may not all be relevant to the bulk discharge action — this list matches the discharge reasons for
individual children. It will be highly unlikely to have a bulk discharge for challenging behavior or child support needs, however, it is
important to select these reasons if that is the case. Most common reasons for bulk discharge are: aged out, families chose to
leave at the end of a school year, or families who have moved at the same time (i.e., end of school year).
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