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Submitting a Michigan Registry Trainer Application  

This guide will walk you through submitting a trainer application and sending in follow-up documentation.  

 

 

 

 

1. Click the SIGN IN button. 

 

 

 

 

 

 

 

 

Go to www.miregistry.org 



 
 
 

JULY 2019 2 

 

 

 

 

1. Enter your email and password.  

2. Click LOGIN. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Log In 
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1. Check the ‘Become a trainer’ box. 

2. Click APPLY/RENEW. 

 

  

 

 

 

1. Click START APPLICATION.  

Become a Trainer 

Start the Application 
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1. Verify your name and address.  

 

 

 

 

Start the Application 
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1. Select your ethnicity, language and communication preferences. 

2. Click SAVE AND CONTINUE. 
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1. Enter your High School and Higher Education information. 

2. Enter any certificate, endorsements, credentials, and/or other items designated on the Education page. 

3. Click SAVE AND CONTINUE.  

 

 

Education 
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1. To enter employment, click ADD POSITION. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Employment History 
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1. Select your employer type. 

2. For employers that are unable to be found using the search feature from Direct Care or Other Organizations, 

select the ‘Manual Employment Entry’ option. 

 

 

 

 

 

Employer Search-Licensed Programs 
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1. If you know your Organization ID, you can search by ID. Otherwise, enter any other search criteria and click 

SEARCH. 

2. Select your organization from the list. 
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1. Confirm that the organization selected is correct.  



 
 
 

JULY 2019 11 

 

 

1. Enter your position information.  

2. Click SAVE. 
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1. Press SELECT for manual employment entry.  

 

Employer Search-Manual Employment Entry 
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1. Fill out the Employer details. 

2. Click SAVE AND CONTINUE. 
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1. Confirm that the organization details are correct. 
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1. Enter your position information.  

2. Click SAVE. 
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1. Press SELECT for other organizations listed. 

 

Employer Search-Other Organizations Types 
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1. If you know your Organization ID, you can search by ID. Otherwise, enter any other search criteria and click 

SEARCH. 

2. Select your organization from the list. 

3. If your organization is not listed below, click START HERE. 
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1. Please note that if your employer was found in the search, you will skip this step. 

2. Fill out the Employer details. 

3. Click SAVE AND CONTINUE. 
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1. Confirm that the organization details are correct. 
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1. Enter your position information.  

2. Click SAVE. 
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1. After the employment history is entered, select RETURN TO EMPLOYMENT LIST. 

Employer Search-Return to Employment List 
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1. Click FINISHED EMPLOYMENT to continue your application. 

 

 

1. Click SAVE AND CONTINUE. 
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1. Trainings that you have received with be listed on this page.  

2. Please note that you cannot enter information on this page, you can send any training certificates that you need 

entered on this page to support@miregistry.org.  

3. Click SAVE AND CONTINUE. 

 

 

 

 

 

 

 

 

 

 

Training 

mailto:support@miregistry.org
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1. Add any memberships or professional contributions. 

2. Click SAVE AND CONTINUE. 

 

 

 

 

 

 

 

 

  

 

 

 

Professional 
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1. Enter your trainer information in the fields. 

2. Please note that checking ‘Include my name in trainer lists’ will allow for Resource Centers to search your name 

to schedule training events.  

 

 

 

Trainer Information  
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1. Enter age group expertise and core competency areas and click SAVE AND CONTINUE. 
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1. Once your application is complete, select SUBMIT APPLICATION. 

 

Submit Application 

Submiot 
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1. Success! Your trainer application is submitted. 

2. You will receive a confirmation email from MiRegistry with next steps. This includes sending in the following 

information: 

• Field Experience and Training List, including: 

▪ List of workshops, trainings, and classes you’ve presented on in the last 5 years making sure 

to include title, date and hours of the training. 

▪ List of relevant field experience. 

▪ Email items to: support@miregistry.org 

 

• Your official university, college, or vocational school transcripts.  

 

Official transcripts must be mailed directly or sent as an e-transcript or encrypted PDF to the Michigan 

Registry directly from the school that issued them. Unofficial and opened student copies will not be 

accepted. 

 

▪ Mail items to: 

Michigan Registry 

2908 Marketplace Dr., Suite 103 

Fitchburg, WI 53719 

▪ Email items to: support@miregistry.org 

 

3. Please note that your profile will be locked from editing until it is approved. 


