miregistry

How to Become a MiRegistry Member

This guide will walk you through creating and submitting your membership application.

Go to www.miregistry.org

LI INDIVIDUALS v TRAINERS v ORGANIZATIONS v  RESOURCES v  ABOUTUS v

Track your growth, reach otential.
-

h Training News & Events Create Account

. .

1. Click SIGN IN.
2. If you do not have an account, see our guide on creating a MiRegistry account.
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miregistry

Membership Application

My Individual Profile

Nyl Ferzonal | Education | Employment | Training | Professional | Reporis

Welcome, Jon Tester

Registry ID 3031
Jon Tester

Lo . ) . . N . 456 Street Rd.
Beginning May 1, MiRegistry is accepting applications for membership. o VTR
[123) 4562545
You have signed in but not submitted an application. regisrymichizan+jontester@zmail
-com

Charmge Email
n Become a member ﬂ

Become a trainer E

Organization

Profile
Apply/Renew Management

Do any of the
following apply to
you?

Motes From Staff () + You would like to
link an existing
arganization
profile to your
account

Ak Mo Nates Exist

+* You would like to
add a new
Organization
profile to your
account

Add Organization Profile

1. Check the ‘Become a member’ box and click APPLY/RENEW.
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Membership Application

You will provide the information in each of the steps below. Each step will be saved as you go. If you can't complete all steps you may come back and complets it later.

1. Personal Infermation
2. Education

3. Employment History
4. Training

E. Profeszional

6. Submit Application

Start Application

1. The membership application will take you through the above six steps.

2. To accurately fill out the information, having access to your updated resume with dates of employment and
education can be helpful.

3. Click START APPLICATION.
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Personal Information

Registry ID 3031

First Name*

Jon

Middle Narme

Last Name®

Tester

® | want to provide my previous name(s).

Email addresz serves a3 your login. If you change your email address, & verification
email will be sent ta the new email address. After you verify your new email
address. you will log in using your new email sddress.

Email Addrass®

registrymichigan+jontester@gmail.com

This & a business address

Mailing Address

Strest Address® ApLiSuite &

456 Street Rd.

Zip City* State®

42002 Allenton M v

County™ Country™

Saint Clair United States T
Home Address B same as mailing address

Street Address ApLiSuite &

456 Street Rd.

Zip City State

42002 Allenton M v

County Country*

Saint Clair United States v

1. Your personal page will autofill your name and address from the information you provided when your account

was created.
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Primary phone number*

123 -| 4s6 -| 4545

Secandary phane number

Fax

Birth Date*

April T 24 ¥ 1585 b
Gender®

Unspecified T

Ethnicity

Are you of Hispanic or Latino origin?

= u Mo Unspecificd ﬂ

Do you consider yoursel

White x ﬂ

Language

Primary Language™
Englizh ¥

Secondary Language

Preferred Training Language
Englizh T

Additional Information

Are you an enrolled member of a federally recognized tribe, or a first or second generation
descendant of an enrolled member?

No ¥

1. Your phone number and birthdate will autofill from the information you provided when your account was
created.
2. Fillin your ethnicity and gender information. Please note that you may choose ‘unspecified’.
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Additional Information

Are you an enrelled member of a federally recognized tribe, or a first ar second generation
descendant of an enrolled member?

No v

Communication Preferences

We may send periodic communications related to the registry and your account. You are automatically
subscribed to receive these communications. If do mot wish to receive these communications please
unsubscribe.

Unsubscribe

You will nat har ] M s, e
0 subscribe
You will receive Informational emalls from us in addicion to emialls rEEAroing YouUr account

T

1. Click SAVE AND CONTINUE >.

REV. FEBRUARY 2019



miregistry

Education

Education

Personal Infonmation Education

High Schoaol

@ {lick the Edit button to update your information

] Higher Education

] Certificates or Diplomas

[E] Endorsements or Credentials

(] CDA Credentials

] Infant Mental Health Endorsement

[] Licensing Requirements

- Add Mew -

@ Click Add Mew to updste your information

- Add Mew --

@ Click Add Mew to updste your information

— Add Mew -

@ Ciick Add New to updst= your information

— Add Mew -

@ Click Add New to update your information

— Add Mew -

@ Click Add New to update your information

- Add Mew -

@ Oick Add MNew to update your information

1. To add education information, click the EDIT button.
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High School

Graduation Year

2003

| da not have a High School/GED Diplama

Save and Close

1. Enterin your High School graduation date, or mark that you do not have a High School/GED Diploma.
2. Click SAVE AND CLOSE.
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Education
High School
Graduation Year 2003

] Higher Education

nEa:I"eIcrs Degree Aug 2007

[ Certificates or Diplomas

] Endorsements or Credentials

] CDA Credentials

CD#4 - Infant Toddler Aug 2017
Expires: Aug 2019

E] Infant Mental Health Endorsement

E] Licensing Requirements
First Aid Jun 2016
Expires: Jun 2018

CPR Jun 26
Expires: Jun 20128

SELF REPORTED
- Add New —
Michigan State Universiny SELF REPORTED
Early Childhood Education
Sociology
- Add Mew —

& Click Add Mew to update your information

- Add New —

@ Click Add Mew to update your information

- Add Mew —

SELF REPORTED

- Add Mew —

@ Click Add Mew to update your information

- Add Mew —
American Heart Association SELF REPORTED
American Heart Association SELF REPORTED

1.

2.

EICOL IS Gl Save and Continue >

To continue adding information on your education page, view the options on each drop-down menu and

complete the information in each pop-up box.
Click SAVE AND CONTINUE>.
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Employment

My Individual Profile

Summary | Personal | Education Training | Professional | Trainer | Reports

Employment

Edit Emplayment

Mo employment data provided by applicant

1. To add field related experience, select EDIT EMPLOYMENT.

Employment History

Fleaze add an employment record for every early childhood and school-age care position you hold or have held in the past.

» [Fyou held more than one position for the same employer, enter 2 separate entry for each position.
= Enter an end date for any position which you no lenger haold.

Mo Employment Entered

Mo employment has been added to this online application

1. Select ADD POSITION.
2. To enter education, you must search for your organization based on the following organization types:

a. Direct care and education programs
b. Employment outside of the state of Michigan or an organization not found using the two other search

options
c. Other organizations, such as training sponsor organization and institutions of higher education
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Employer Search-Direct Care and Education Programs

Select Employer Type

Personal Information Education Employment

employer account. However, we strongly recommend that you try to find an existing record for your employer
first.

Direct care and education programs

Select this button if your employer is any of the following:

Child Care Center

Early Childhood Special Education

Family Child Care Home Select
Great Start Readiness Program (GSRP)

Group Child Care Home

Head Start or Early Head Start

School age program (before school, after school, etc.)

Tribal Child Care Center

If your employer already has an account in the Michigan Professional Development Registry, we want to help Return to Employment List
you connect with their existing organizational account. If you cannot locate your employer, you can create a new

Employment outside the State of Michigan or employment not related to the field of early childhood or school age
care

You should choose this option if your employer is any of the following:

e Programs outside the State of Michigan
e An organization that is not related to the field of early childhood or school age care
e An organization or program that is not found using the other employer search options listed on this page

Other Organization Types

Select this button if your employer is any of the following:

e Training Organizations

e Organizations that do not directly offer early childhood or school age care
e Institutes of Higher Education

.

.

L)

Professional Associations
State and local agencies that do not provide direct early childhood or school age care
State and local government

1. Click SELECT next to the Direct care option.
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Position Details

Personal Information Education Employment

Search for: Direct care and education programs
fyour past or present employer provides direct care to children up o age twelve and iz licenzed by the Michigan Department of Licenzing and Regulatory Affairs, Bureau

of Community and Health Systems, Child Care Licensing Division using the license number to search is the fastest way to find your employer. If your employer is not
licensed or you don't know the license number, you can use one or more of the other fields o find your emplayer.

Organization Registry ID
=1

Employer Mame

a ABC

City
Q

Search

Child Care License |D

(=]
Click on the Organization 1D or Name to at facility to your employment record.
Organization 1D Mame Address License Effective
11119 AB.C's Conter of joy 18600 Fension DFE20223153 TH1/2016- 71012019
Dexroiz, MI 48334
21260 A s ABC= 8 123 Daycare 19940 Waltham Street DGB20276026 S/2/2015- 5712017

Detroiz, MI 48205

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. If your organization is not found, follow the directions listed under

‘Employer Search-Employment Outside of Michigan or Not Found in a Search’ below.
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Position Details

Personal Information Education Employment

“ou selected the following program. Confirm the selected program is correct

Program Information

Child Care License ID DF520329155

Effective 7111/2016 - 71 0/2019

Name AB.C.’s Center of Joy

Address 18600 Fenelon, Detroit, Ml 48234
‘Wayne County

Phone (313) 234-3243

1. Click CONFIRM if the information is correct.
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‘You selected the following program. Confirm the zelected program is correct.

Program Information

Child Care License |D DF320329159

Effective 72006 - 70/2019

Mame A.B.C.'s Center of Joy

Address 18800 Fenelon, Detroit, Ml 45234
Wayne County

Fhone (313)234-3243

Position Information

Title*

| Azziztant Teacher A ‘

Hours Per Week™

E |

Manths per year®

2 |

This is rmy primary employer

Age Group working with®:

School- kindergart Lry Lk sh
Infants (birth wuntil ane year) ] chool-age (kindergarten entry thraug

age twelve]
n Taddlars [ane year to 30 months) [ ] Adules
Preschool (30 months to
Kindergarten sntry)
Svare Dave™ End Daps
| 08/0172013 ‘ ‘ ‘
Imimuaddyyyy) Imimud iy

Hourly wage at this position

51350 |

Diate of last wage increase

| Pzt el e ‘

status Self Reported

Emy

1. Enter your position information.

2. Click SAVE.

REV. FEBRUARY 2019
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Employer Search-Employment Outside of Michigan or Not Found in a Search

Select Employer Type

Personal Information Education Employment

If your employer already has an account in the Michigan Professional Development Registry, we want to help Return to Employment List
you connect with their existing organizational account. If you cannot locate your employer, you can create a new

employer account. However, we strongly recommend that you try to find an existing record for your employer

first.

Direct care and education programs

Select this button if your employer is any of the following:

Child Care Center

Early Childhood Special Education

Family Child Care Home
Great Start Readiness Program (GSRP)

Group Child Care Home

Head Start or Early Head Start

School age program (before school, after schoal, etc.)

Tribal Child Care Center

Employment outside the State of Michigan or employment not related to the field of early childhood or school
care

You should choose this option if your employer is any of the following:

e Programs outside the State of Michigan
e An organization that is not related to the field of early childhood or school age care
e An organization or program that is not found using the other employer search options listed on this page

Other Organization Types
Select this button if your employer is any of the following:

e Training Organizations
Organizations that do not directly offer early childhood or school age care

.
e Institutes of Higher Education

e Professional Associations

e State and local agencies that do not provide direct early childhood or school age care
e State and local government

1. Press SELECT for employment outside of the state of Michigan or employment not found using other search
criteria.
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Employer's Name*

Boys and Girls Club |

Prograrm Type*

Unidentified Direct Care Program v |

Contact First Mame

| fegan |

Contact Last Name

| Smith |

Mailing Addrezs*

| 456 Main 5t |

Suite/Box#

Country

IUnized Ztates v |

Tig*: City™ Syate*

48002 | Allenton | | Wt 1l’|

County™®
| Saint Clair |

Phone*

e M | |

Fax

Save and Continue >

1. Fill out the Employer details.
2. Click SAVE AND CONTINUE.
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Position Details

Personal Information Education Employment

‘fou selected the following program. Confirm the selected program is correct

Program Information

Name Boys and Girls Club

Address 456 Main 5t Allenton, MI45002
Saint Clair County
United States

Phone (436) 2341212

1. Click CONFIRM if the information is correct.
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Pasition Information

Title*

| Mon-Teaching Profeszionsal Scaff

Hours Per Wesk™

| 20

Manths per year®

|12

| | This is my primary employer

Age Group working with®:

| | Infants (birth wuntil one year)

School-age (kindergarten entry through
age twalve)

[ ] Toddlers [ane year to 30 months) [] Adules
| | Praschool (30 months po
kindergarten antry]
Start Date™ End Date
| 08/0172010 | | 07i31iz20éM2 ‘

immuddfyyyyl

Reason for leaving

{mmu'd dfyyyyl

| Mew job in the fisld

Additienal Comments

Hourly wage at this position

|$1D.5CI

Date of last wage increase

| 0a/0120M

suanus Self Reported

1. Enter your position information.
2. Click SAVE.
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Employer Search-Other Organizations Types

Select Employer Type

Personal Information Education Employment

If your employer already has an account in the Michigan Professional Development Registry, we want to help Return to Employment List
you connect with their existing organizational account. If you cannot locate your employer, you can create a new

employer account. However, we strongly recommend that you try to find an existing record for your employer

first.

Direct care and education programs

Select this button if your employer is any of the following:

Child Care Center

Early Childhood Special Education

Family Child Care Home
Great Start Readiness Program (GSRP)

Group Child Care Home

Head Start or Early Head Start

School age program (before school, after schoal, etc.)

Tribal Child Care Center

Employment outside the State of Michigan or employment not related to the field of early childhood or school age
care

You should choose this option if your employer is any of the following:

e Programs outside the State of Michigan
e An organization that is not related to the field of early childhood or school age care
e An organization or program that is not found using the other employer search options listed on this page

Other Organization Types
Select this button if your employer is any of the following:

e Training Organizations
Organizations that do not directly offer early childhood or school age care

.
e Institutes of Higher Education

e Professional Associations

e State and local agencies that do not provide direct early childhood or school age care
e State and local government

1. Press SELECT for other employment, such as training organizations and institutes of higher education.
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Employer Search

Search for: Other Organization Types

Organization Registry 1D
=]

Employer Mame

Q Training Cenzer

City
Q

Search

Start Over

Click on the Crganization ID or Mame to add that facility to your employment record.

Crrganization 1D Name Address

15957 Pamela Test Training Consultant

BLF9 Cat 5t

Allentan, M1 45002

ﬁ

Training Organization

B

=mo

123 Our Street
Lansing, Ml 48310

Can't find your employer?

=  Make =sure you spelled the emplover's name comecthy
= Search by city only to find all employers in that g
«  Heep it simple. Fewer wards will give you
= 5till can't find your employer? Start here

Eults.

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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Enter Employer Details
Personal Infonmation Education Employment

Training Cener

Program Typse®

Independent ConsultantTrainer v

Contact First Name

Jon

Contact Last Hame

Tester

Mailing Address*
1237 Railroad 5z

Suite/Bax¥
Country
Unized States ¥

Zip*: Ciny* Seate*

48002 Allzrton M v

County™

Saint Clair

Phone*

234 -| hz1z

Save and Contdnue >

Bl P
&
I x |
' '

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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Position Details

You selected the following program. Confirm the selected program is correct

Program Information

MName Training Center

Address 1237 Railroad 5t., Allenton, MI43002
Saint Clair County
United States

Phone (436) 2341212

coorn [

1. Click CONFIRM if the details are correct.
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You selecved the following program. Confirm the selected program is correct.

Program Information

Mame Training Center

Address 1237 Railroad 5t Allenton, MI43002
Saint Clair County
United States

Phane (456) 2341212

Position Information

Title*

| Trainer v |

Hours Per Week®

2 |

Manths per year*

2 |

[] Thisis iy primary employer

Age Group working with™:

[] intants (birth until one year) 0] School-age (kindergarten entry through

age twealve]
| ] Taddlers (ane year to 30 months) n Audules
I I Preschool (30 months o
Kindergarten entry]
Start Date™ End Date
| 08/01/2009 | | |
Immd Yy Immad

Hourly wage at this position

| $25.00 |

Date of 143t wage intrease

swatus Self Reported

Emry

1. Enter your position information.
2. Click SAVE.
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Employment History

Personal Information Education =y

Pleaze add an employment record for every early childhaod and school-age care pasition you hold or hawve held in the past.

= [fyou held more than one position for the =ame employer, enter 8 separate entry for each position.
= Enter an end date for any position which you no longer haold.

Program Title Wage Start End Status
Bl ABC'sCemerofjoy Assistart Teacher 51350 hr.  BA20N2 Present Seff Reported =
a7 -
m Baoys and Girts Cub Maon-Teaching £10.50 fhr.  BM2000 732 Sef Reported &
Profezzional Seaff 31201 -

ﬂ Traiming Center Trainer S25.00 fhr.  BMS2009 Pressmt Self Reported &
SENEIER | Save and Cantinue >

1. After all related field experience is entered, click SAVE AND CONTINUE>.

Training

Training

Personal Information Education Employment Training

AL Mo training has been added to this online application

1. Your training page will track completed training taken through MiRegistry statewide training calendar.

2. Please note that any Great Start to Quality training that was completed before April 1, 2018 will be transferred
to this page from the former system. If a training you have taken is not listed on this page, please click the ‘Ask
Us’ button or email support@miregistry.org to attach your training certificate.

3. Click SAVE AND CONTINUE>.

REV. FEBRUARY 2019



mailto:support@miregistry.org

miregistry

Professional

More Information

Personal Information Education

Memberships

Michigan Afterschool Association

- Select to add Professional Membership -

Professional Contributions

Serving on a Beard of Directors for a related
OrEANEa00N:

-- Select to sdd Professional Contribution -

Date Expires

01/01/2019

Date

1242972017

Drescription

Treasurer

Verified

Verified

1. To edit your professional page, view the options in each drop-down menu and complete the information in each

pop-up box.
2. Click SAVE AND CONTINUE>.
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Submit Application

Submit Application

Training

Instructions:

This is the final step of your online application.Once you press the Submit Application button below.you will
not be able to edit until your application has been verified.

Are you ready?

You are ready to submit your online application if you have completed:
Personal Information

Employment History

Education Background

Training Attendance

By submitting my application,l hereby agree that the information provided on
this Registry Application is complete,accurate,and will be entered into the
Michigan Professional Development Registry.

What is next?

Once you press Submit Application below,the following will occur:

Your account will be"locked"which means you can view but not edit your professional record.

A confirmation email will be sent to you with the instructions for the next step.

You will need to send in all required documentation outlined in the confirmation email.

Registry stafT will review your documents and process your spplication.

Registry st will mail your Caresr Pathways Category Certificate and unlock your account.

Thiz applicaton counts 2= your official application.Michigan Profezsional Development Registry does
not accept paper spplications.

Application Selections

Item Level Expires

Career Pathway Lavel Mone- Ints A

Submit Application

1. Review the information and click SUBMIT APPLICATION.
2. Please note that your account will be locked from editing any information until after it has been approved.
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Submit Application

Training

Beginning May 1, MiRegistry is accepting applications for membership.

" Application Successfully Submitted.

‘Your application has been successfully submitted on 06/01/2018.

The next step tovward completing the process is for you to send us verificstion documents. Your Registry
Individual ID number is 3031. Please indude your Registry Individual ID number on all verification documents.

You must send in the following documentation:

1. Send proof of Professional Organization Membership (optional):
& Michigan &Terschool Assodaton

2. Send proof of Professional Contributions (optional):
& Serving on a Beard of Directors for a related organization - 2017

Next Steps:

Pleaze zend in all supporting documentation as soon a5 pessible. Documentation can be sant by mail or email.
For expedited processing, please put your Registry Individual 1D on all documents. Your application will be
proceszed 3= soon a3 3l documentation is received. If we do not receive these documents within 45 days. we
will cancel your application. You can submit again as soon as you are ready. Documentation will not be
returned, so copies are scceptable for all docurnentation except for official ranscripts. Note that the Registry
only accepts official transcripts sent to the Registry directly from the issuing institution.

Include these documents in OME emvelope and mail or email right away to:

MMIRegiztry

2908 Market Place Dr.
#1023

Fitchburg, W1 53713

Or By Email:

support@miregistry.org

833-385-9238

| hawve no documentation to submit
Return to My Profile

1. Congratulations! You have successfully submitted a membership application. Next steps are for you to submit
any follow-up documentation.

2. Please note that the Michigan Registry only accepts official transcripts from your college or university. They can
be sent in a sealed, unopened envelope or in an encrypted PDF directly from your institution.

3. Documentation of training and other items marked on your professional and education pages may be sent
electronically by clicking the ‘Ask Us’ button on any page or by emailing support@miregistry.org .

4. |If you select the ‘I have no documentation to submit’ button, your career pathway level will be calculated
without verification of education and professional achievements. This will impact your career pathway level.
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