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Submitting a Course  

This guide will walk you through accessing your organization profile and submitting a course for approval 

under your organization training entry page.  

 

 

 

 

1. Click SIGN IN. 

 

 

 

 

 

 

 

 

Go to www.miregistry.org 
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1. Enter your credentials. 

2. Click LOGIN.  

 

 

 

 

 

1. Choose your organization’s name from the top right drop-down menu.  

Log in to your MiRegistry Account  

Accessing your Organization Profile 
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1. Hover over the black sidebar. 

2. Select TRAINING ENTRY. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Accessing your Organization Training Entry Page 
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1. Select the COURSES tab. 

2. Please note that you will see your organization name listed at the top of the page if you are accessing your 

organization training entry page. 

 

 

 

 

 

 

Accessing the Courses Tab 
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1. Click NEW COURSE.  

 

 

 

 

 

 

 

 

 

 

Creating a New Course 
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1. Complete the fields in the Course Information page- please note that asterisks mark required fields. 

2. Click SAVE AND CONTINUE.  

Course Entry- Course Information 
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1. Enter course Category and Classroom Hours. 

2. Please note that you can only enter one category in this section of the course entry. Later, you will be able to 

designate multiple categories.  

Course Entry- Course Content 
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1. Enter the Early Childhood Education or School Age Core Competency Areas.  
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1. If Early Childhood Education Core Competency Areas are entered, CDA Content areas will be automatically 

selected.  

2. Click SAVE AND CONTINUE. 
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1. Please complete all applicable fields even if a document is uploaded.  

2. More information for each section can be found by hovering over the blue question mark boxes. 

3. You can save and exit this page at any time- your course will be saved in your course list.  

 

Course Entry-Instructional Plan 
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1. Please complete all applicable fields even if a document is uploaded.  

2. Click SAVE AND CONTINUE. 
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1. Select your target audience and ages addressed. Please note that you can select multiple options.  

2. Click SAVE AND CONTINUE. 

Course Entry- Additional Details  
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1. To add an authorized trainer, select ‘Yes’ and click ADD TRAINER. 

 

Course Entry- Authorized Trainers  
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1. Enter the authorized trainer’s name and click SEARCH. 

 

 

 

 

1. Click on the authorized trainer’s name or Registry ID number to add them to the course. 

 



 
 
 

REV. JULY 2019 15 

 

 

1. The trainer’s name will show up in the list. To add another trainer click ADD TRAINER and repeat the process. Multiple 

trainers can be added to the course and additional trainers can be added after the course is approved. 

2. To allow Great Start to Quality Resource Centers to view your course for scheduling click ‘Yes’ to share.  

3. Click SAVE AND CONTINUE. 
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1. Confirm that the information is correct.  

 

  

Course Entry- Submit for Approval 



 
 
 

REV. JULY 2019 17 

 

 

 

 

1. Confirm that the information is correct.  
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1. Click the terms and conditions agreement box. 

2. Click SUBMIT FOR APPROVAL. 
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1. You have successfully submitted the course! 

2. To access your list of courses, click EXIT DETAILS. 
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Submitting an Event  

This guide will walk you through submitting an event for approval under your organization training entry page.  

 

  

 

 

 

1. Click SCHEDULE EVENT.  

 

 

 

Schedule Event  
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1. There are a few options to navigate through event entry. It is recommended that you select CONTINUE to ensure 

information is not missed. If you need to get back to a particular section, you can click the name of the section near the 

top.  

2. In the case where you may have selected the wrong course, you can pick a different course by selecting SELECT A 

COURSE.  

3. To leave and return later to complete the event entry, select SAVE AS DRAFT. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Event Entry- Select a Course 
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1.  Select the trainer for this event.  

 

 

 

1. Select NO, as this is a single trainer event.  

 

 

 

Select a Trainer- Authorized Trainer, Single Trainer 
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1. After the first trainer is added, select YES, as this a multiple trainer event. 

 

1. Search by the Trainer ID or the Trainer Name. Select SEARCH. 

 

 

 

1. Click the SELECT button next to the correct trainer.  

Select a Trainer- Authorized Trainers, Multiple Trainers 
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1. Enter and Trainer ID or Trainer Name, select SEARCH.  

 

 

1. Click the SELECT button next to the correct trainer.  

 

 

 

 

 

 

 

 

 

 

 

Select a Trainer- No Authorized Trainer on the Course 
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1. To enter a national trainer for this event, an MiRegistry approved trainer must also be entered on the event. 

2.  Enter and Trainer ID or Trainer Name, select SEARCH.  

 

1. Click the SELECT button next to the correct trainer.  

 

1. After the approved trainer is added, select YES, to add the national trainer. 

 

 

Select a Trainer- National Trainer 
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1. Check the box next to ‘Use Non-Approved Trainers?’. 

 

1. Enter the trainer’s name, organization and qualifications.  Select ADD TO EVENT.  
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1. After your trainers are chosen for the event, you can choose which trainer(s) have administrative access to the event. 

Please note that multiple trainers can have administrative access to the event.  

2. Choose the language in which the training will be provided. Select CONTINUE. 

 

 

 

 

 

 

 

 

 

 

Administrative Access and Training Language 
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1. Check the boxes next to your ‘Assessment of Learning’ and your ‘Delivery Methods’. Multiple assessments and 

methods can be chosen. Select CONTINUE.  

 

 

 

Assessments and Delivery 
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1. Select whether you would like the event shown in the public search results. If you want the event published on the 

statewide training calendar, you will click YES. If the event is being created for a predetermined group and you do not 

want other to register for the event, you will choose NO. This can be edited at any time on the Event Details page. 

2. Select the location format of the training.  If it is in person, select Classroom.  You can search from your locations 

previously saved or enter a new location by selection +LOCATION. If It is an online training, select Web based and 

provide the URL address.  

 

 

 

 

 

 

 

 

 

 

 

 

Event Details 
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1. Select YES for self-paced when each individual participant completes the training at a different date. Enter a Start and 

End Date for the event. Self-paced Training Events can be open for 1 year.  

 

2. In cases where the Training Event occurs over the course of more than one day and attendees must attend all sessions 

to receive credit, select YES create a multiple session training event. For example, a single training is 16 hours. Attendees 

complete the training in two days for a total of 8 hours each day and attendees must attend both days to receive credit 

for completion of the 16-hour training. NOTE: Providing the same training to different attendees, for example giving the 

same training at a conference more than one time, to different audiences. This is not a multiple session event. Instead 

each training needs to be scheduled as separate events.  

 

 

 

 

 

 

 

 

 

 

 

 

Event Date and Time 
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1. Enter or edit any contact information. Select CONTINUE.  

 

 

 

 

 

 

 

 

 

 

 

 

Event Date and Time 
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1. To enable online registration in the event, select YES under Registration Required, and check the box next to ‘Register 

Online’. Additionally, the registration start date is required. The capacity start date and end date can be edited at any 

time. Select SAVE AND REVIEW.  

 

 

 

 

 

 

 

 

 

 

 

Event Registration  
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1. After reviewing the event, if you need to make any edits, select MANAGE next to the section you wish to edit.  

2. When your event entry is complete, select SUBMIT EVENT.   

3. Upon submission, the event status will change to Pending. Events are reviewed within 3 business days.  You will 

receive an email when the event has been reviewed.  The event may require additional revisions before it can be 

approved. 

 

 

 

 

 

 

 

 

 

 

 

 

Review and Submit  


