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Early Childhood Workforce Registry

How to Create an Organization Account

An organization account is your Registry business account. Organization accounts are for
licensed direct-care programs as well as Pre-K, after school programs, early childhood service
providers, training organizations, Tribal entities, and others involved in the field of early care and
education.

With an organization account, you can track your employees’ training and easily provide
information to your licenser at renewal time. It also allows access to apply for initiatives, such as
Bright & Early ND and North Dakota grants.

Organization accounts are linked to and accessed from an individual account so you must first have
an Individual Account in the Registry.

1. Go to www.ndgrowingfutures.org and
Find Training Login
select Login. -

Email Address

2. Log in with the email address and

password for your individual profile. Growing
Futures

Password

3. There are two ways to create an
Organization Account from your Organization Profile
Individual Profile. L s

Register Your Organization

(& Account Name
« This is for directors,

Option 1: Open the drOp—dOWn menu a:m'mistramrs. orm:mer;who ars

1 H 2 Pasowin the primary contact for the
beIOW yOUr name !n‘the Uppe'l" r'ght & Chang" Password facility/program or organization,
corner of your individual profile (or inc;uc:nnftf:gmg organizations
below the 3 white lines on the left) s + Orzanization Profile End start chid care.

- . . « This is also to request access to an
and select +Organlzatlon Profile existing organization profile.
[ —':'E':I-'t (Examples: trainer, board
member)

Option 2: select Add Organization
Profile from Organization Profile ‘ .Grumng
BEngs

Management. Futures

) dd Organization Profile
|

=
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4. Select Create Profile.

Tip: Do not enter an organization
ID in the look up.

5. Your name and email address will
appear in the Contact Information
boxes. Check this information and
enter a phone number.

NOTE: For programs not yet licensed or
thinking about becoming licensed go to:
Start Child Care: Page 15

6. Answer the question about care
and/or education, and then
select Next.

7. If you indicate that your organization

provides direct care and/or education to

children, enter your HHS child care
license number, and answer the
questions about Head Start, school

districts, and Tribal grantee. Tip: Enter

the license number without dashes or
spaces. Example: 12345678A

Complete each section and then select
Next.

Early Childhood Workforce Registry

Organization Profile Lookup

Please enter the organization ID to request access to the organization profile. This is not a license
number.

Find Profile

Need a New Organization Profile?

If you need to create a new organization profile,
please click "Create Profile” to begin
organization profile setup.

Organization Registration

Please fill out the form below to register your organization. Fields marked with * are
required. Use the Contact Us form if you have any questions or concerns about the
organization registration process.

Contact Information

The persan you select as your contact person is the person who will be contacted regarding
all matters related to this organizational account. Please choose your contact parson with

that in mind.
First Name * LastName *
Julie Test

Email Address *

8516+Stest@testmail.com

Phone Ext.

L

Does this organization provide care and/or education to children?
Select "Yes if your program is:

* Thinking about opening a licensed child care
* Licensed or regulated by the North Dakota Health and Human Services as a family, group, or center

Licensed or regulated school-age child care
* Legally exempt child care

¥es, this organization provides direct care andfor education to children

No, this organization does not provide direct care andior education to children

— 3

Organization Identification
You indicated that this organization provides early learning and/or school age care to children. Let's gather
some identifying information for this organization

If you are thinking about apening o licensed child care, select NO to all questions below.

Are you a child care program licensed by North Dakota Health and Human Services (HHS)?

If your program or business is licensed by North Dakota Health and Human Services, provide your license

number below.
Yes

Enter your HHS license number (required)

Q nNo

—

o Yes

Enter your HH5 license number (required)

123456784

Required
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8. If your organization is not a direct
care or education program, you'll be
asked to select your Organization

Type.

9. Optional: Indicate if your
organization wants to sponsor
training.

10. Direct care and/or education
programs will have the option of
adding a program designation.

Select + Designation. Choose an
option from the drop-down menu.

Select +Files and upload the
designation documentation.

11. Direct care and/or education programs will

Organization Type
Please indicate your organization's primary purpose.

USDA Food Program v

- Select Type From List --

Child Care Aware ation
College or University

Department of Human Services
Department of Public Instruction

Early Intervention

Family Support Services

Military

NDSU Extension/Parent Resource Centers

training ev|

Training Sponsor Organization

Check if your organization is a sponsor of training events. Doing so will allow you to enter training events
into the system.

Program Designation

di. Mo degignations found

A Designation

-- Designation --

-- Designation -

Council on Accreditation (COA) Accreditation
Head Start Grantee

Head Start Site

Mational Accreditation Commission (MAC) Accreditation

National Association for the Education of Young Children (NAEYC) Accreditation

National Association for Family Child Care (NAFCC) Accreditation

Upload Program Designation
Documentation

Carser-Pathways 2024, pdf 5

IR IPEE- P PNG

+Designation

Program Enrollment

Enter the number of children by age group for which you provide care. In addition, enter

be asked to provide information on Program
Enrollment, Classroom Enrollment, and the
number of children with high needs who are
served by the program. This information can
be updated as needed.

Early Childhood Workforce Registry

the number of high needs children in each age group. After entering the total number of
high needs children in each age group, you'll be asked how many children meet each
particular high needs criteria. Because one child may have mare than one need, the
detailed numbers will not necessarily add up to the total number of high needs children,
However, if you report any high needs children, you must provide a number greater than
zero in at least one high needs category.

Number of Classrooms / Groups

Total Number of Children 0

Enrolled

Infants (0-17 months) a High Needs o
Toddler (18-35 months) a High Needs o
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12. Direct care and/or education

programs must select when the
program is open and serving children.
This information is required.
Complete and then select Next.

13.On the last page of the

Organization Profile, enter or
verify the organization's name,
address, and phone number.

Select your communication
preferences, and select
Submit.

When is your program open and serving children? (Please choose the one answer that best fits.)

-- Select Timeframe - ~

If your program closes (is not serving children) for twe or more consecutive weeks at any time
during the year, please describe below when your program is closed. Please be as specific as
possible.

This program is closed during the following timeframe each year:

Contact Info Organization Type Address

Organization Address

Organization Name*

Physical Address

Address Line 1 Line 2
Zip? City? State

ND
County’ Country

United States

Communication Preferences

Growing Futures sends periodic communications.

Unsubscribe
You will not receive informational emails from Growing Futures, but you will continue to recsive mails regarding yaur
account

© subscribe

You will receive informatianal emails fram Growing Futres in adgition to emils regarding your sccount

Email Communication Language

English v

—

Congratulations! You've created your Organization Profile. The Registry will review your
information and may contact you to verify it. You will be notified once your account is approved

and ready use.

Early Childhood Workforce Registry
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How to Use and Manage the Organization Account

Access the organization account from your individual profile: | FeREEEEEmR S | | — ‘ .‘"*meg
@ Tierra Gresnetest u?.=«.; sh v
Log in to your individual profile. To access the s7s17 ) Tierra Greereces:
organization account use the drop-down menu i et — Prd
below your name at the top right or under the 3 @ Change Password B Test Day Nursery
white lines on the left. - 8 Chanse Passws
+ Organization Profile I ]E
If you have multiple organizations, you will have My (> Logout + Organization Profile |

Organizations. Select My Organizations to see the
list of organizations and then choose the one you
want to view.

You may need to read and agree to the terms
and conditions if this is the first time you have
accessed the account or if you have not
accessed it for a while.

Select Submit Agreement after checking the box. s @' haveread and agree to these terms

el  Submit Agreement

If you are the Profile Owner, you will be
prompted to complete the Monthly
Organization Profile Review every 30 days.

Overview

The account is organized under several tabs. The organization ID number and name of the
business are displayed at the top. If the organization has connected to an HHS license, that will
also be displayed.

#17517

Test Day Nursery

HHS License : 18840010C
Active

Status [Weli:do el Program Info

Classrooms [ Quality | Employees [ REFD Events

Reports | Document Vault

Early Childhood Workforce Registry
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Organization Profile Tabs:

e Status - contains information about the organization such as license number, associations with
school districts or Head Start, and possibly a Training Sponsor Agreement.

e Org Details - has contact information and addresses.

e Program Info - lists any designations.

e Classrooms - shows the licensed capacity and the enrollment, plus the number of children in
each age group. Classrooms can be set up with teachers, ages, and more.

¢ Quality — this information has moved to the Quality Dashboard in the left menu.

e Employees - has a list of current employees. A list of previous employees is also available.

e RBPD Events — shows Relation Based Professional Development activities the program has
received.

e Reports - has the Facility Staff Report where you can view and save or print current employees’
HHS Licensing Training Records.

e Document Vault — documents can be uploaded here for requirements for participation in
various quality and other programs.

Status Tab —
'_re*'si'[)ay Nursery
The status tab has HHS license HHS License : 18840010
information. Licenses are e _ _
automatically updated for renewals m OrgDetats | Programino | Classrooms | Qualty | Employees | 88D Events | Reports | Document vaul
when the number and type remain Program Identification Numbers
the same.

Type

If the license number or type of
license changes, follow the
instructions on page 18.

Effective Date

Status

HHS License 18540010C

Location

If you are a training sponsor, the
Approved Sponsor Agreement
dates will show. B oo

Employees | Reports | Document Vault

Training Sponsor Details

Approved Sponsor Agreement (ASA)

If you are neither a licensed child Agreement Date 4102024
care program or a training Expiration Date 4/19/2026
sponsor, it will only show Not a

Li d Early Care Provider.
censed tarly are Frovider Program Identification Numbers

Mot 2 Licensed Early Care Provider

Early Childhood Workforce Registry
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Org Details Tab

Contact information, communication preferences and addresses can be updated here.

The contact information can be whomever you choose but any Registry system-generated emails will
be sent to the profile owner.

The profile owner is the person who created the organization account. The profile owner will have a
‘Manage organization profile users’ button available. Only the account’s Profile Owner will see this
button. Only one profile owner can be designated.

Note: If a profile owner leaves the organization call the Registry for assistance.

Manage Organization Profile Users

Select the Manage organization profile users button
to add or remove organization account users. Profile
users can access and edit all tabs and information in

the account, except they cannot manage other S ypu—

profile users.

Phone

The top section lists the current profile
users and the bottom section lists the Organization Profile Users m
verified, current employees. Use the
red trash can icon to remove users. The
current Profile Owner can make another
user the profile owner by selecting the | v [ttt
Make Owner button. Once they do,
they immediately lose access to the
profile users’ page.

The following users have access to this organization profile.

Individual - Tierra Greenetest (99271) - Profile Owner _

. . . Add User
Verified employees are listed in the
lower section. An employee can be accmunt

added as a profile user by selecting the covploert b
green + icon next to the person’s name.

Linking gives the user permission to

vess and change information on the orgar

— + Lindsay Algnertest Alde/Float

Select Return when changes are [+]  jessica amestest Substtute/Oecasional Backup
complete.

Note: an individual may request access to the organization profile by selecting +Organization in
their personal profile. The organization profile owner will receive this request and either approve or
ignore the request. Be sure this is someone you want to have access to the organization before
approving the request. Approving someone as an account user will not add them as an employee.

Early Childhood Workforce Registry
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Program Info Tab

Status | Ovg Details Cassrooms | Qualty | Empioyees | REFD Events | Aeports | Document Vaul

Any designations, such as NAEYC

accreditation, can be added here by
selecting the +Designation button and Program Designation
completing the information.

Designation

dh Mo deignations found

Documentation of the designation will need
to be uploaded.

Dacumen|

RBPD Events

Status

Program Info Quality | Employees

Available to child care programs only. Program Enroliment —

Licensed Capacity 7

Org Details Reports

Classrooms Tab

Number of Classrooms / Groups 3

The licensed capacity is provided to the
Registry from HHS licensing. S o e o
The number of classrooms and children can Losler (1855 monchel o s o
be edited by the organization. Select Edit
and make any changes needed.

Number of Children Enrolled 63

The Director of Record (or Licensee/Owner)
and Classrooms (or Classrooms/Groups) can
be set up. Select Edit and enter the
director’s information.

Select Add Classroom to set up individual
classrooms with teachers and children.

Program Info l Classrooms m Employees | RBFD Events | Reports I Document Vault

Status l Org Detalls

Quality Tab
The Quality Tab has moved

to the left menu under Quality 4\ The quality tab has moved
Your Quality Dashboard can be accessed from the menu on the left side of your soreen. Or
Dashboard. Just click the button bekow!

Quality Dashboard

This for quality improvement
and is where you apply for
Bright & Early and other
state programs and
initiatives .

Early Childhood Workforce Registry
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Employees Tab

Employees are listed here. Employees can add your organization as their employer from their
individual profiles or an invite can be sent from the organization.
See: How to send Employee Invite

Once the employee appears on the

: : . Registered Employees [ anage s |
list you will need to review and & Py
The following list of employees has been gathered by Growing Futures through individual application
approve Or deny them. Use the data entry. Use the "Update” link to modify employment records. Please Contact Us if you have
questions or concerns regarding this list.
drop-down menu to view past View employees

Employees v

Career Pathway ~ Current
Placement Status

i

Status

employees and return to current —
employees. pastEmployees

Column Headers:

e Date is the employment date

e Career Pathway Placement is the person’s current Registry placement

e Current Status is the Registry membership status and date of expiration

e Status is the employee’s employment verification status

‘ Status | Org Details | Program Info | Classrooms | Quality RBPD Events | Reports | Document Vaule

Registered Employees Manage Invites

The following list of employees has been gathered by Growing Futures through individual application data
entry. Use the "Update” link to modify employment records. Please Contact Us if you have questions or

concerns regarding this list.

View Employees

Employees hd
jin] Name Title Date Career Pachway Current Status
Placement Status
114953 Aignertest, Lindsay Aide/Float 5/13/2024 - Mot Placed Current- Verified by
Pressnt Expires Program
7/31/2025
101726 Amestest, Jessica Substitute/Occasional Backup 9/29/2023 - Category & Current- Verified by
Pressnt Expires Program
1/31/2025
115386 Horgantest, Stellz Azziztant Teacher &/10/2024 - Werified by
Present Program

If the Career Pathway Placement and Current Status columns are blank, the employee only partially
completed a Registry membership application. They may have saved their information after
entering their employment but did not complete and submit the application. They will be listed in
the employee section but their HHS Licensing Training record will not be accessible from the
Facility Staff report. The employee will need to complete and submit their Registry membership
application.

Early Childhood Workforce Registry
Page 10



Select the green square with 3 dots to verify self-reported employees.

If an employee leaves the organization an end date can be entered to end their
employment. Note: If the employee is also an account user their access should be
removed when they are no longer employed.

23379 smithtest. Erin  Substitute/Occasional Backup  9/8/2020 - Category A Current- Verified by
Present Expires Program
9/30/2025

Use the drop-down menu under
Status to make your selection.

Status

- Make a selection --

Verified by Program
Reviewed/Mot Verified
Denied

After making your selection, Save Changes.

Review and update the employees regularly to keep the account current.

RBPD Events Tab

If your organization is
participating in Bright &
Early or other state
programs, events will be

listed here.
Status | Org Details | ProgramInfo | Classrooms | Quality | Employees
Otherwise, it will display RBPD Activities Received
None Found.
‘ None Found

Early Childhood Workforce Registry
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Reports Tab

Two reports are available. The Facility Staff Report lists current employees and allows access to
their HHS Licensing Training Record. The Training Participation report has information on
training events sponsored by the organization.

. Status | Org Details | Program Info | Classrooms | Quality | Employees | RBPD Events
Select the Facility Staff Report to '
view your staffs’ information. Program Profile
Eacilizy Staff Reporg ——
Employees must be verified and have HHS Facilty staff and learning
. . records.
a current Registry membership to
access to the training record.
Training
This “3;)‘0"[ shows all courses that are
owned by this organization
'egafaless of who scheduled,
Report Column Headers. sponsored or funded the event
e Verification Status is employment verification
e Career Pathway is the employee’s current placement.
e Membership Status is the employee’s current Registry membership status.
e Expiration Date is the employee’s Registry membership expiration.
e Last Submit is the employee’s most recent membership application date.
e Getting Started Completion shows date of training completion.
DHS Facility Staff Qg om Trngers 52007 10 o Tlamsg’ Babow 1o view Lisenging Ladming Recond
Facility 1D | 0385501 3C Class | Child Care Center Start Date | 5/27/2003
Facilitys| _Test Provider Test, Conmtact | Alcis fioee Expires | /202024
1833 Jingd AVES (70 =53=2-20 Statis | Active
FARGO ND 58103 County | Tpi
Current Staff 10 | Mame Position Employment | Verification |  Caresr Membership | Expiration | Last | Employment| Getting Started
Start Date Status Fathway Satus Date Submit End Date Completion
107735 | AnBEnSEE Chidraic T LATACES Varifed by | Casegeny A | Curren THVIRS | TAANEA el Srgur
Program
114324 | Aldecintess Hong Ajde/Fioat dfa0ed varified by | Mot Placed | Current £/31,/2028 | 52024 o720 2024
e i
100530 | Mlmarnzmer Denire Sehmel-Agk Dregraen Lasd | 242000 | Vered ey | Camegery A |Cureen 132005 | wrezoed 0712003
Taschar Group Lesder Frogram
1008 | Huptaritert. Py Agsistant Teacher 12452022 \:-'::‘-:E.- Category & | Evpired 40204 _4 rakr]
T19655 | Bgomeny q33 Wiy Aide Fiost 47372023 Verified by | Mot Plsced |Curremt 31,2028 D&,07,2023
Srogram
Agygramt Teacher 003 Warifed by Covagory G | Current frdre- T i SR04 Q272023
Srogrem
o0 Aide Fioat L2024 | Seif Reported _‘:‘:H:d : -

If Verification Status is Self-Reported and/or the Career Pathway is Level Not Awarded &
Membership Status is blank, or the Expiration Date is shown in red, the training record cannot be
accessed. The employment will need to be verified on the Employees tab and/or the employee
may need to submit or renew their Registry membership.

Larger programs may have more than one page on the report. Use the small blue arrows at the
top of the page to see more employees.

4 4 |1 lof22 b DI ¢ | |Find | Next b~ 3

Early Childhood Workforce Registry
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H OVe r OVe I" th e pe rSO n ! S B0B66 | Simonsontest, Dustin Teacher 322020 | erified by

Program

Category E

Current

| 112002021 ‘ 12

name to see a message | Current Staff Count: & Click to view Licensing Learning Record. I

regarding their status. e e e e e e e e

Select either their name or

ID number to view their

| been verified.

102101 | ¥ressintd Individual is not a current member or has not submitted a new/renewing membership application or this employment record has not

Locytest merrey | Togram

training record.

N
Program

The training record can be printed or saved as a pdf.

The Training Participation report will give results only for approved training sponsor organizations.

Training Starting From: | 5/23/2021 T Training Starting Te: | 7/23/2021 B
Event Status Accepted, Completad i Self Paced Not Self Paced i

WA ot bbb & [ rndinec - de—
Training Registration and Participation

Course D EventID Title = Trainer Name + oOrglD Organization Name

#of Events: 0

Date Date

Self Paced Log

Parameters. Ewvent Status 3

This report shows all events that began within a date range where this organizat
It includes training, organization, location, registration, and attendance details

Event Status: This defaults to “Accepted” and *Completed’. You can change this
Training Starting From/Starting To: These two parameters describe the date raf

County 2 Region = Capacity #Participants  Available  Verified

Parficipants.

[ ] Vi< Report

Hours  Event Status

Most events begin and end on the same day. Be aware that multi-day events vl oﬁ]}' appear if they began within the date range.

This report is meant to be both a predictor and a summary of the number of participants and trainings provided.
1 To view upcoming events and monitor registration set your dates in the fiture.
2. To get counts of events and participants set your dates in the past and the status to “Completed’.
For accurate counts, do not include other statuses.

Enter the date range and scroll to the far right to click on View Report. You can also choose additional
Event Statuses and whether the event was self-paced. The report can be saved in several formats

found under the disc icon.

Document Vault Tab

You can upload and store documents here.

Org Details | Program Info | Classrooms

‘ Status

Quality | Employees

RBPD Events

Select the Manage

Document Vault
button.

—

l M\ Mo documents found.

l

Select the +File button.

Early Childhood Workforce Registry
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+ ackd Documents

. . . Upload Documents
Select +Find files. Choose your file.

i €an upload muliple documents here for safekesping and assign a document Typ. Mote that thess documents
weill b2 drvailabde B0 all Drganization uiers, These documents miy also be dvailablé ba certain indredusls outiade
YOaT OFZANIEATICA [hat 308 JUlhofiled 1O pRinide Sefviies.

— o

i o decuments have been added.

Gl thip o File™ DTN 05 Wk SoCumaTS.

Thd Bt i s e bt
o ocx. xin i, pl ol pon. PETE . 95 PUE fe.pog

Select a File Type from the | File Type
drop—down list. —l -- Select 3 File Type - v

Curriculum Alignment Rubric
Curriculum Alignment Worksheet

| General |

B Career Pathways 070516.pdf
%) Size 656.07 KB

File Type

‘ General VI [

Then Save.

.doc,.docx, x5, xlsx, pdf. rtf, ppt..pptx. zip..jpE. .jpeE..jpe..png

|

| The following file types are accepted:

Select OK.

Document(s) Uploaded

— EE.

Status | Org Details | Program Info | Cl

: , . Document Vault
The list of documents will be displayed.

Select Return.

B Grant.pdf

& Date Uploaded 11/12/21 / Uploaded by

® 1.9MB / File Type General

Early Childhood Workforce Registry
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Create a Start Child Care Organization Account

If you are thinking of starting child care and want to create an organization account follow
steps 1-5 under How to Create an Organization Account and then continue here.

Note: Organization Accounts are accessed from an Individual Account, so you must first
have an Individual Account in the Registry.

6. Even though you are just
thinking about starting child care,
you will still select Yes to indicate
that you provide direct care.

Select Next. —

7. Under Organization
Identification you will be asked to
provide additional information
about your program. Since you are
just thinking of starting a child care,
select No for all the questions on
this page.

Select Next.

8. Under Organization Type,
select Start Child Care on the
drop down menu.

Select Next.

Does this organization provide care and/or education to children?

Select “Yes™ if your program is:

Thinking about opening a licensed child care

Licensed or regulated by the Morth Dakota Health and Human Services as a family, group, or center
child care

Licensed or regulated prescheol

Licensed or regulated school-age child care

Legally exempt child care

Yes, this organization prowides direct care andfor education to children

Mo, this organization does not provide direct care andfor education te children

MNext =

Organization Identification
You indicated that this organization provides early learning and/or school age care to children. Let's gather
some identifying information for this organization.

if you are thinking about opening & licensed child care, select NO to oll questions below.

Are you a child care program licensed by North Dakota Health and Human Services (HHS)?

if your program or business is licensed by North Dakota Health and Human Services, provide your license
number below.

Yes

Enter your HHS license number (required)

Mo Mext
Organization Type
Please indicate your arganization's primary p
== Select Type From List - v|
) | Start Child Care Z

| Unidentified Direct Care Program

Next >

Early Childhood Workforce Registry
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9. Under Program Enrollment
enter "0" since you don't have
any children enrolled yet.

10. Select when you are planning to
have the program open and serving

children. This information is required.

Select Next.

11. On the last page of the
Organization Profile, enter:

e Organization name

¢ Physical and Mailing
addresses

e Phone number

e Communication
Preferences and
language.

Early Childhood Workforce Registry

Program Enrollment

Enmer the nurmiber of children by age group for which you provide care. In addizion, enver the numiber of high
needs children in cach age group. After entering the total number of high needs children in each age group,
you'll be asked how many children meet each particular high needs criteria. Because one child may have
more than one nesd, the detailed numbers will nes necessarily add up to the 1otal number of high needs
children, However, if you report any high needs childoen, you must provide a number greater than zera in at

least ane high nesds category.
Number of Classrooms / Groups

Total Number af Chikdren Enrolled o

Infants [(0-17 months)  IEE— High Nesds

=

WNien i3 yOUT BETEram dgen B Senang Chilieren? [Flease Ohisids [h 05 Sedwes TRaT et fits )

- Saliect Tirmeframe — b

Full calerdas yesr
School year anly (nypically Sepembar-May)

Summer cnly

MNext

Organization Address

Qrganization Name *

Physical Address

Country ™

Unized States »

Address* AptiSuite #

Zip Coda* Ciy ¥ Seate *

County®
Enrer County b

Phone®

Communication Preferences
G'o-.‘.-mg Futures sands periodic communications.

Unsubscribe
You will nog receive: informational emsils from Growing Futunes, bt you will sontinue to recsive emal

O Subseribe

ou will recehve informational emails fro

Email Communication Language

English

Page 16



12. After choosing communication ’
preferences, Select Submit.

Congratulations! You've created your Organization Account! A Registry staff person may
contact you to review and verify your account information. Once your account is verified,
you'll be able to apply to participate in the Child Care Aware® of North Dakota Start Child
Care project.

Apply to participate in the CCA of ND Start Child Care project

1. Log into your Registry Individual Account and open your Organization Account.

Use the menu on the left (below the 3

white lines) to find the Quality ?ro
Dashboard. utury Frmwm

—‘b tr Quality Dashboard

Eb

2. On the Quality Dashboard, select : :
Apply for Cases. No Quality Rating

— Apply for Cases

3. Scroll down to find the Start Child Care
application and select Apply.

Early Childhood Workforce Registry
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How to Add a License Number to an Organization Account

You will need to add an HHS license number to your account if you:

e Created your Organization Account before you had your HHS license number
e Got a new license number from HHS because your program changed its license type or
changed location. Note: Do not create a new organization account.

1. Log in to your Individual Account, then access your
Organization Account (in the drop-down menu below your Find Training Login Help Center
name on the right or below the 3 white lines on the left).

Decument Vault

2. Select the Status tab. org Details

Pragram Info I Classrooms | Quality ’ Ermplayees [ RBPD Events [ Reparts

Program ldentification Numbers — Add New |

3. Select the Add New button to open the Organization Identification
section on Organization Identification. o ncated hat s o

Are you a child care program censed by Morh Dakota Health and Human Serdces (HHS?

O e

4. The first question asks if you're a program licensed by HHS. Are you a child care program licens
If you already have a license and need to add a new license,
select Change next to HHS License number, and enter the
new license in the box. —
If you're a Start Child Care program entering a newly issued HHS License: 18840010C
license number, choose Yes and enter the license.

If your program or business is licensed

Yes

Enter your HHS license number (required)

5. Enter the license number with this format: 12345678A.
12345678A

6. Scroll down and Select Continue. Note: Start Child Care

programs will need to answer all of the questions before

continuing.

7. The license information will be displayed. Select Submit. cubmit

Once you've submitted your update, the Registry will review the information and may call you to verify
your account information. Note: If you are working with a coach, your organization will not appear in
the coach’s caseload until the Registry has processed the request.

Early Childhood Workforce Registry
Page 18


https://www.ndgrowingfutures.org/

Organization Profile Review

All organizations with an account in the Registry receive an email each month as a reminder to update and
verify the account information. If your organization is a direct care and/or HHS licensed early childhood

program, monthly verification is required to allow your organization and staff to apply for state grants and
incentives. Note: Only the organization's profile owner will receive an email and have access to the review.

Non-direct care programs will also receive the monthly emails but are not required to complete the profile
review. Employees of these programs may not be eligible to apply for or receive any state workforce
incentives.

“/0Organization Profile Review

Please review and confirm all sections are current and accurate in order to submit this review,

Select the Review button for each i
. eneral Infermation & rel
section. —

General organization information such as contact information,

Capacity

Organization capacity and number of children enrolled.

Classrooms

Classroom hours, lead teachers and other classroom related information.

Employees

Please review and ensure your st of employees is current and comect

& Organization Profile Review

General Information

(D General organization information comes directly from your organization profile.
Updates Ec this information must be made within your organization profite. Click "Manage™ to edit this informaticn.

If changes need to be made, select the
Manage button. Test Day Nursery

Physical Address

@ 324 CHESTNUT 5T
ity GRAND FORKNS J/ 52
County Grand Forks / Cos

¥ US

If the information shown is correct f‘j:‘“wf“"j”
select Confirm. R oz

Confirm Close

Return to Review:

#17517
Test Day Nursery

DHS License : 18840010C
Active

Update the information as needed.

o TR oo [ oo | o e [ s s [ oo

Contact Infarmation
Email Address®

Select Update to save the changes. omara pleinaremicagenalcon send Message

First Name® Last Name*

Tamara Wioinarowice
LI pdate Phon. &
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After making changes you may
need to select the Review button
again.

Once the information is

. General Information Confirmed
confirmed, select OK.

General Information can still be edited if needed.

— oK

Follow through all sections in the EOrganization Profile Review
same manner. Note: All sections
must be confirmed before the Plase review and confirm all SECUONS e CUAENE and ACCLTATE in Crder 1o SUBMIL Thi review
Submit Review button will be General Information

available. SR —

Make updates as needed.

Capacity

O anirat e ¢ g ity and b of dhide en sorolisd

After all sections are confirmed,
select Submit Review. Classrooms

Clazmeom BaurL 1850 LESCNETT B DTN D330 FElsond IMammansa

Employoes

Plosine revite S0 SNSUNS O |52 OF SMEIREs S Currant 3nd correa

— Subwnil Review

B Cvganization Verification Amestation and Acknowledgement - 12715721

ATTESTATION AND ACKMOWLEDCEMENTS

Read the Attestation and e
Acknowledgments e

e ¥ Vian gt s of B O s Latiien s iounl aed havs s athaeily 1c

the imformation ingeded 8 SOOI D INChade INGSREN TEITF EmpioyTTent LIS,

ey Ry ey ]

o iR iy B il 10 et Pl g it ny

LR IS stpends

= '¥ée understand tha

i eecironic submission of this Organization
e tten ardd bigreed B emtaton T T gurpemes of the

verification and elecirpnic SEAatune Serves as

* W BOTINE undEr PENIRY 3 DErjury TRIE E°G TORDRING K Tud 30 CHNBIL VWG 3§66 15 BEwie. woeh reguent

M| IAIGHTEER B¢ dACuME RIS LESR FEUES 15 e Nt

1 have read and understand the acknowledgements above

Check the box and select
Continue.

The review has been submitted.
Review Submitted
Select OK. _—

e Brveew has been seocesslully iubmitled

—
l
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How Use the Employee Invite

Use the Employee Invite to add employees to your organization account. Having staff attached to your
organization account is important for licensed childcare programs. It gives the organization access to
staff training records via the Facility Staff Report. If your program is participating in Bright & Early ND,
your program is required to have staff attached to your organization account.

To get started with the Employee Invite, complete the following steps:

1. On the Organization Profile page,
select the Employees tab.

2. Select Manage Invites.

3. In Staff Invitations, you can search
for and view previous invitations,

Org Detads | Program Info | Classrooms | Guali

Reports | Docwment Vaulk

' m e

Registered Employees —

The following list of employees has been gathered by Growing Futures through indevidual

&+ Staff Invitations

Filter Invites

© open invitations

and create and send new
invitations. For a new invitation
select the Invite Staff button.

Rejected Invitations

—m

No Open Invitations

4. The invite form will open. The staff person’s
first name, last name, and email address are
required fields.

You may want to complete the Position/Title
and Start Date fields to be sure they are
correct.

Select Send Invite.

Success! You'll see Invitation Sent.

To send another staff invite, select Yes. If you're done, select No.

The employee will receive an email with instructions on entering
their employment. After the employee adds their position you

—

&+ Invite Staff

Invited staff must accept and confirm the invite before being added to the employee list for your organization.
First Name Last Name
Enter First Name Enter Last Name
Email Address

Enter Email Address

Optional Information
Position/Title Start Date

Select a Position/Title v Enter Employment Start Date

Send Invite

Invitation Sent

Would you like to invite additional staff?
Click Yes to invite additional staff.

Yes

will need to verify it under the Employment tab. See Page 10.
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