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Quick Guide to Registering Your Staff

If your program is an EEC-licensed large or small group, school age, or family
child care program or if you program is participating in the EEC-sponsored QRIS
initiative, you are required to have your staff register in EEC’s new Professional
Qualifications Registry. Your staff can self-register or you may register on their

Register
in five
behalf. You need to make sure your staff is registered by September 1, 2010. easy steps

Registration is easy and online.
Follow these five steps to register your staft.

Step 1: visit the PQ Registry web site. The PQ Registry web address is (remember to
type “https” to get to the secure web site).

https://www.eec.state.ma.us/PQRedqgistry/

This page also contains online instructions and frequently asked questions about the PQ Registry.

Step 2: Log in with your EEC Single Sign-In (SSI) account. You will need a SSI
account to register. If you do not already have an EEC SSI account, then you can create one. Just click
on the link to register and follow the instructions. If you do not already see it, you will need to add the
“Professional Qualifications Registry” link to your account by clicking the “To Add other EEC Applications
to your profile” link on your SSI page and selecting the “Professional Qualifications Reqistry.” Now you
are ready to access the application. Click the link to access the PQ Registry.

Step 3: List your staff. Programs are asked to maintain an active listing of the employees
and volunteers working at their various locations of care. The “ldentify My Staff” page will allow you to
add staff from a list of those indicating prior work experience at your program(s) or from your list of prior
background record checks. Just click the “add” next to your employee’s name and indicate where they
are working and in what position. That's it. For staff already registered in the PQ Registry, the “Record
an Employee/Volunteer Registration” page allows you to quickly add that individual to your staff list.

Step 4 Inform your staff on how to register. For your staff that has not yet
registered, you can print a one-page instruction sheet tailored to that specific employee or volunteer that
will instruct them on how to register in the PQ Registry. Select the individuals who need to register on
the “Manage Employees/Volunteers” page and click “Print Instructions” to print these person-specific
instructions. When your employees register, you will see their status change to “Active” automatically.

Step 5: Manage your program’s staff. As you hire new staff or as current employees

or volunteers leave, keep your staff list up-to-date by adding new individuals and changing the
employment status of departing staff. You can see all your staff in a single list that you can filter in
several ways to get the view that is right for you. Your “Manage Employee/Volunteers” list will allow you
to track the registration status of your staff, view their educator profile, or register them yourself.

Thank you for helping register your staft!
You're helping us grow the early education and care workforce.


https://www.eec.state.ma.us/PQRegistry/
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Introduction to the Application

Below is a picture of one of the PQ Registry screens. Each of the number items on the page is described
below the image.
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MY EDUCATOR PROFILE MY PROGRAMS MANAGE USERS LOG OUT

Sample Child Care Program
Total Active Registrants: 2 Total Pending Registrants: 3

Welcome to the Commonwealth of Massachusetts Department of Early Education and Care's Professional Qualifications
Registry apphcation. This page includes links to teols for managing your arganization on the PG Registry. The first section is a
dashboard of quick links. The second section lists the primary functions for managing your employees and volunteers. The third
section provides a link to manage user privileges,
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decision

+ There are 2 Professional Certificate applicants that listed work experience at your program/organization
* Your programforganization has 3 educators not registered in the Professional Qualifications Registry

Manage Employees

« ldentify My Staff
View list of BRC requests submitted by your program and record employment status; view list of Teacher Qualification
applicants who worked at your organization
+» Record an EmployeefVolunteer Registration
Gluickly add an individual to your employeesfolunteers list based on their self-registration
» Manage Employees/Volunteers
View employeefvolunteer registration infarmation and record employment changes

¢ View Employee Professional Qualification Registry Summary (coming soon)
View and print @ summary of the registry information for your employees

e System Administration

+ Manage User Privileges
MWanage the user account permissions for program employees

®© © 00¢

22010 Commonwealth of Massachusetls Frequently Asked Questions Terms of Use Version 1.6.17

0 TOp navigation: Users can to the “My Programs” home page, can manage users, and can
access their own educator profile using this top navigation. Click on any item to jump to that page.

9 Record header: wnen you Open your organization, your organization’s name, total active
registrants and total pending registrations shows on the page header.
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g Page help: Each page has a short help to help orient the user to that page. Additional, more

detailed, page level help will be available by clicking the 0 icon on each page. If after you try to save
there is missing or incorrect information, the PQ Registry will inform you of the errors underneath this
page help.

@ Prog ram dashboard: The program dashboard provides you quick information and a

direct link to information about potential new employees and current employees that are not yet
registered in the PQ Registry.

6 Manage employees: The three links on the Manage Employees menu provide your main

tools for listing your staff, tracking your staff registrations, helping your staff register, and keeping your
employee/volunteer lists up-to-date.

@ System administration: For those with system administration privileges, an

administrator can use this link to add a new program user, specify which programs a user can view, and
to revoke user privileges.

0 Frequently asked questions: The FAQs are a valuable tool to answer questions you

or your educators may have about the PQ Registry. The FAQs are available from each page on the
application footer.
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Tips for Using the PQ Registry

Here are some helpful tips to help you make the most out of the PQ Registry:

; Tlp 1: start with a printed staff list. When creating your staff list online, start

with a printed alphabetical listing of your current staff. That will make it easier to quickly go through the
lists of names on the “ldentify My Staff” page to add staff to your online list.

Q Tlp 2. Ask your staff if they have registered already. If your staff has
already registered, the quickest way to get them in the system is to use the “Record an
Employee/Volunteer Registration” function. With the individual's last name, date of birth, and Registry
Number, you can quickly add them to your organization.

; Ti P 3: Print instructions for your staff. Help your staff register by printing the

one-page instructions to register from your “Manage Employees/Volunteers” page. Also, point your
employees to the online resources to help them register. In particular, the “Instructions on how to use
the PQ Registry for Educators” and FAQs will answer many of their questions. You can find these
resources at https://www.eec.state.ma.us/PQReqistry/.

Q Tlp 4 Create more program users and specify their access. EEC has set
up BRC reviewers as the initial users for center-based programs on the PQ Registry. Family child care
license holders will be set up to manage their programs. Please feel free to set up other users to help
you manage your staff. For programs with more than one location, you can specify which users are
allowed to see and manage the staff at specific locations of care.

@ Tlp 5: Got questions? Look for help online. EEC has published instructions for
educators, instructions for programs, and a growing list of frequently asked questions (FAQs) to help you
use the system. You can find these resources at https://www.eec.state.ma.us/PQReqistry/. The FAQs
are available from any page in the application by clicking the “Frequently Asked Questions” link on the
bottom of each page.

Additionally, EEC will be adding and updating page level help specific to each page. Look for the 9 on
each page in the PQ Registry. This help will be coming soon.

If you still have questions, EEC is here to help. For technical questions (problems with your user account,
technical issues with accessing and using the system, etc.) contact the EEC Help Desk at
EECHelpDesk@massmail.state.ma.us. If you have questions about the PQ Registry and its use, please
contact the PQ Registry team at EECPQRegistry@massmail.state.ma.us.
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Step by Step Instructions on How to Register Your Staff

If you are looking for more detailed instructions on how to register your staff, here are step-by-step
instructions on how to access and use the Professional Qualifications Registry.

1. Visit the PQ Registry web site.
1.1. Visit the PQ Registry web site by clicking on the link below or typing it in your browser:

https://www.eec.state.ma.us/PQReqistry/

1.2. The homepage for the PQ Registry has an overview of the application, a link to online resources,
and a link to the

M MASSACHUSETTS

33’ Department of Early Education and Care Professional Qualifications Registry

Welcome to EEC's Professional Qualifications Registry (FQ Registry). Educators working in programs serving children from
birth through school age, regardless of setting, can create an individual educator profile in the PQ Registry. EEC encourages all
educators to take advantage of the PO Registry, including those who wark in public preschools and other programs that are not
subject to EEC licensure.

If you are currently warking in early education or out-of-school time in an EEC-licensed center-based program or family child care
home in Massachusetts, you will need to register to comply with the regulations issued in January 2010. Educators, including
assistants, who work with infants | toddlers, preschoolers, or school age children in EEC-licensed settings are required to register
by September 1. 2010, EEC is also asking educators in programs that are not subject to EEC licensure but that are participating
in EEC’s Quality Rating Improvement System (QRIS) pilot register by that date. Please note that having an EEC teacher
certification does not mean that you are already registered.

The PQ Registry will allow educatars to:

+ Self register;
e Create and update their individual educator profile;
o Track their professional growth; and

Licensed and license-exempt providers to:

User resources are listed here.

s Register educators working at the program;
+ Add and update some educator information; 3
e Support the professional development of t

EEC's new Professional Qualifications BeGistry will gather important information on the size, composition, education, and

experience of our current workforce. ill store information about the retention and turnover of educators working in early
education and care and out-of-schdl time programs. This information will help EEC build 2 work force development system that
responds fo the needs of all egdeators and programs in Massachusetts. For additional infarmation, please visit 2010 Family,
Group and School Age €hild Care Regulations.

Click here to log on.

Online Resources

e Instructions on how to use the PQ Registry for Educators
s Instructions on how to use the PQ Registry for Programs
#+ Frequently Asked Questions

Click here to login to the Professional Qualifications Registry
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1.3. Click on the “Online Resources” for additional online help.

Online Resources

+ Instructions on how to use the PQ Registry for Educators
s Instructions on how to use the PQ Registry for Programs
+« Frequently Asked Questions

1.4. Select “Click here to login to the Professional Qualifications Registry” at the bottom of the page.

Click here to login to the Professional Qualifications Registry

1.5. You can also access the PQ Registry from the EEC Single Sign-In (SSI) home page. A link to the
SSI login page is available on the EEC homepage.

1.5.1. Go to the EEC website by enter:

http://mass.gov/eec

1.5.2. The EEC Single Sign-In application is available on the right side of your screen. Click the
link for “Early Education and Care (EEC) Single Sign In”:

ONLINE SERVICES

« Find Early Education &
iZare Programs MNear
Tou

+ Early Education and
Care (EEC) Zingle Sign
In

more. ..
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2. Log in with your EEC Single Sign-In (SSI) account.

2.1. If you have an existing Single Sign-In account, follow these steps. You will already have an
account if you are a BRC reviewer on BRC Manager, use eCCIMS, or have applied online for an
EEC Professional Certification.

2.1.1. Enter your user name and password.
—~EEC Single Sign In
Welcome to the Massachusetts Department of Early Education and Care (EEC) Single Zign In Eegistry,
EEC Single =ign In' 1z an addiional secunty feature inplemented to better safeguard the privacy and

security of your personal information and the families and children we serve. Tt also prowides a single point
of entry to access EECs on-line applications.

Not Registered?
Click here to register, if this 15 wour first titne wisit to Single Sign In

Already Registered?

Enter Single Sign In Username: |UserAccount] *

Where do I enter v password?

2.1.2. Confirm your security phrase and enter your password.

Confum that your Security Plrase is correct

Your Security Phrase is:  TWIinNS

If you 1dentify the Secunty Phrase displayed above then

Enter your Password: I

Forgot your password?

Sign In |

2.1.3. Select the “Professional Qualifications Registry” application for your profile. Please note
that “Professional Certification” is a different application. NOTE: EEC will set up BRC
reviewers for center-based programs with default access to the PQ Registry. If you are a
BRC reviewer, this link will automatically be there for you when you log on.

Last updated June 17, 2010 Page 7 of 23
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~FEC Onlme Applications

Please select from the following List, the applications you would like access to,

T Electrome Child Care Information Management System (e CCIMS)
™ Professional Certification

™ Background Record Check (BRC) Manager

[™ Professional Development Training Calendar

I™ Licensing Manager

W Professional Qualifications Registry

Continue |

2.2. If you do not have an existing SSI account, follow these steps. If you do have an account, skip
this set of steps. NOTE: If you do not have an account already, you will not be an initial
program user at your program. In that case, ask one of your BRC reviewers to set you up as a
user.

2.2.1. Request to create a new single sign in account. Click the link under “Not Registered?”
Not Re@istered?

Click here to register, if this 15 vour first time wisit to Single Sign In

2.2.2. Select the applications that you already have access to. Most every new SSI account
user will select “I do not have any account with EEC”.

~EEC Online Applications

If wou have used any of the listed EEC online applications below, please select them, This will allow mergmg
your existing accounts with the new account you are creating. Then click Continue.

™ Electronic Child Care Information Management System (e CCTNMEY
" Background Record Check

™ Professional Qualification (T

W I do not have any account with EEC

Continue |

2.2.3. Enter the information for the new SSI account as instructed on the page. You need to
complete all screens for a new SSI (there are six pages).

Last updated June 17, 2010 Page 8 of 23
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rSign In Profile

The left window pane gudes the Sign In process. If yvou close the window before completing the six steps, vour information

will be lost.

Al fields marked with * are recuired.

1] Sign In Information r Sign In Information

ok
21 Security Word/Phrase Hser Hame:

Examples:
3 Security Information

4’ Personal Information

51 Terms and Aqresment ® Mary3n

6 Confirrm and Finish

® JohnDoe

UserAccount]
Check Availability

& Mikel270

Minimum requirements for the
User ID:

Ak least four characters lang.
® Only numbers are not
allawed,

Maxirmum 20 characters,

# Mo Spaces between
characters,

Password: *

Canfirm
Password: *

Minimum Requirements for the
Password:

At least siz characters long,

# At least one lowercase
character,

® At lsazt one uppercazse

character,

At least ane number,

# Mo spaces between

charactars,

2.2.4. If you need help on these page, consult the SSI Help at the top of the page.

EEC Horme Page 551 Home Help Contact EEC

2.2.5. Select the “Professional Qualifications Registry” application for your profile. Please note
that “Professional Certification” is a different application.

~EEC Online Applications

Please select from the following list, the applications you would like access to.

[ Professional Certification

™ Licensing Manager

¥ Electromc Child Care Information Management Syst

" Background Record Check (BRC) Manager
™ Professional Development Training Calendar

W Professional Qualifications Registry

........ \
sterm (el (1] Y

WoLEII (VLN

Continue |

2.2.6. Your new SSI account is now created and you have access to the Professional
Quialifications Registry. Click the link to access the “Professional Qualifications Registry”.

Last updated June 17, 2010
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EEC Single Sign In account has been set up succeszsfully,
Tou can access the following EEC applications using vour Single Sign In account.

Frofessional Qualificatons Fegistry

o To Add other EEC Applications to your profile, Click here
o To edit vour profile, Click here
s To Change your password, Click here

Tn Registered Accounts?

IFvou have an EEC account that has not been merged with your Single Sign In account, click here

Last updated June 17, 2010 Page 10 of 23
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3. List your staff.

3.1. When you first log in, the PQ Registry will identify you as a program user and ask you to select
the organization you administer. This allows users to administer more than one corporate
organization.

Select Organization/Program

Organization/Program Name | Action

Sample Child Care Program Select

3.2. The application starts you on the “My Programs” page. Use this page to navigate to manage
your employees.

MY EDUCATOR PROFILE MY PROGRAMS MAMAGE USERS LOG OUT

Sample Child Care Program
Total Active Registrants: 2 Total Pending Registrants: 3

My Programs

Welcome to the Commonwealth of Massachusetts Department of Early Education and Care's Professional Qualifications
Registry application. This page includes links to tools for managing your organization on the PQ Registry. The first section is a
dashboard of quick links. The second section lists the primary functions for managing your employees and valunteers. The third
section provides a link to manage user privileges,

Your Professional Qualifications Registry Dashboard

+ Your programforganization has 4 BRC applicants within the last 90 days that require an employment
decision

+ There are 2 Professional Certificate applicants that listed work experience at your programforganization
+ Your programforganization has 2 educators not registered in the Professional Qualifications Registry

Manage Employees

+ |dentify My Staff

“iew list of BRC requests submitted by your program and record employment status; view list of Teacher Qualification
applicants who worked at your arganization.

« Record an EmployeefvYolunteer Registration
Quickly add an individual to your ermployeesfolunteers list based on their selfregistration

+ Manage Employees/Volunteers
Yiew employeedvolunteer registration information and record ermployment changes

+ Yiew Employee Professional Qualification Registry Summary {coming soon)
“iew and print @ summary of the registry information for your employees

System Administration

+ Manage User Privileges
Manage the user account permissions for program employees

3.2.1. The top of the page will show the organization you are log on as. It also shows your
total number of active and pending registrants.

3.2.2. “Your Professional Qualifications Registry” dashboard has summary information and quick
links to help you maintain your staff listing.

3.2.2.1. First link shows the number of recent BRCs that have not been added as staff or
“hidden” on the “ldentify My Staff” page. These are individuals that may be new
staff.

Last updated June 17, 2010 Page 11 of 23



: Department of Professional Qualifications Registry

Early Education and Care )
THE COMMONWEALTH OF MASSACHUSETTS User Instructions for Programs
3.2.2.2. The second link shows the number of individuals listing your program as work

experience. Originally, some of these may be old employees. Click “hide” to remove
old employees from the list on the “Identify My Staff” page.

3.2.2.3. The third link lists the number of educators listed as staff that have not
completed the registration process (e.g., their status is “Pending” and not “Active”).

3.3. To add an employee that has already registered, the easiest way is to click the “Record an
Employee/Volunteer Registration” link.

Record an Employee/Volunteer Registration

Use this page to quickly add an employeefolunteer to yvour staff list. Make sure to
enter the name, date of birth, and registration number exactly as it appears on the
Registration Confirmation you received from your employeefolunteer. ¥ou do not
need to use this page if the individual is already listed as an employeefiolunteer with
your organization.

Last Mame ™ |

Date of Birth * | (mm/ddfyyyy)

Registration Mumber * |

Cancel Addl

3.3.1. List the individual's last name, date of birth, and registration number to add them to your
staff list.

3.3.2. If the record is already on your list the PQ Registry will inform you.

3.3.3. If these three items do not match the record, you cannot add this individual. Please
confirm the spelling of the last. Use the information as it appears on the educator’s
Registration Confirmation.

3.3.4. If these three items match, enter the individual's employment status, position, and
location of care. A staff member may work at more than one location of care. Add more
than one position and location of care for these employees.

Update Employment Status

Enter the employment status, location of care, and position for your employee or valunteer. Anindividual may have a
position at multiple locations within your organization.

Update Employment Status

Name Infant Teacher
Comments I
Location of Care ™ | Select One -- j
Position ™ | Select One -- j
Save and Add Another Location I Cancel I Save and Go Back | Go Back I

Employment Location

Frogram Mumber Frogram MName Employment Status Fosition Cormments

3910542 Sample Child Care Program @ hain 5t Employed Aasistant Leader 6? x
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NOTE: On this page, the PQ Registry may match this individual to prior BRC or Professional
Certification records. If that is the case, indicate whether or not the identified record is the
same person.

3.3.5. That individual is now listed as a member of your staff at the locations you have
specified.

3.4. To create a staff listing for staff that has not registered yet, go to the “ldentify My Staff” page.
This page will be used primarily the first time a program is online to create their staff list. Going
forward for educators that are already registered, use the “Record an Employee/Volunteer
Registration” page.

3.4.1. The goal of the “Identify My Staff” page is to move likely staff candidates from the right
side of the screen to the My Staff list on the left side of the screen.

Educators Listing Work Experience at Your
Progrum!ﬂrgamzatlon

o | o oo oo B

Last Mame
Abraham, Kimbery — O1A41057  "3012  10/6/2009
Bailey, Seott GimdEea: | I™ Show hidden ones Refresh list | 2 records found
Daly, Laurel 0B/M9M1875 0011 73142009
Dog, Jane 01011851 *9010  10/16/2008 Ui
Educator, Sample SR A sfiinson, Jeanne  10/24/1088 0002 CHELMSFORD 0548133 Add Hide

Browr, Lindsey 017271873 "32023 WESTFORD Q541736 Add Hide

BRC Applicants of Your Organization
Background checked within |3year VI
Last Mame I

I™ Show hidden ones Refresh list |"193 records found

Name Date OF Birth S5H Frogram#
Abbott, Peter 0530980 TE06 3910842 Add  Hide
Abraham, Kimberly 04967 3012 212691 Add  Hide
Addams, Louise 0418955 Modg 212691 Add  Hide
Adle, Emily 02261985 Tass 212691 Add  Hide
Adler, Katehn 05/02/1979 Moos 390574 Add  Hide
Alberto, Juliez 12071949 TEaeg 200891 Add  Hide
Aldlen, Christi 12H8H955 MZ12 3910542 Add  Hide
Allen, Joanne O 18M970 T23ES 212691 Add  Hide
Armzrong, Lomaine 0223952 FITS 200801 Add  Hide
Amold, Jennifer OG27 M7 ToEEe 212691 Add  Hide

[MEXT] [LAST]

u o

Click here to add an employes who did not need ERC
check

3.4.2. On the right side of the screen, the PQ Registry lists two lists of likely staff members at
your program. The “Educators Listing Work Experience at Your Program/Organization” lists
those individuals that as part of Professional Certification or as part of the online PQ
Registry process have listed that they have work experience at your program. PLEASE
NOTE, some of these records may be old and no longer employees.

3.4.2.1. If an individual is not your employee, click “Hide” to hide the record.
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3.4.2.2. If an individual is your employee/volunteer, click “Add” to add that individual to
your staff list.

3.4.2.3. Use the last name search to quickly find a staff member. It is recommended to
start with an alphabetical printed list of staff so you can quickly build your online staff
list.

3.4.2.4. Indicate the individual's employment status, location of care, and position. A
staff member may work at more than one location of care. Add more than one
position and location of care for these employees.

Update Employment Status

Enter the employment status, location of care, and position for your employee or valunteer. Anindividual may have a
position at multiple locations within your organization.

Update Employment Status

Name Infant Teacher
Comments I
Location of Care ® I Select One -- j
Fosition I Select One -- j
Sawve and Add Another Location I Cancel I Save and Go Badk | Go Back I

Employment Location

Prograrm Number Program Name Employment Status Fosition Comments

2010542 Sample Child Care Program @ Main St Employed PAazistant Leader

NOTE: On this page, the PQ Registry may match this individual to prior BRC or Professional
Certification records. If that is the case, indicate whether or not the identified record is the
same person.

3.4.2.5. The record will hide on the list on the right and will show on the My Staff list on
the left. This individual is now listed as a staff member.

3.4.3. If you cannot find an individual in the “Educators Listing Work Experience at Your
Program/Organization,” look for that individual in the “BRC Applicants of Your Organization”

list.
3.4.3.1. If a name is on both lists, it is recommended to select the one on the top list of
work experience.
3.4.3.2. These lists can be long. Use the date filter to see more recent BRC requests.

Use the Last Name search to find a specific person. Use the navigation on the bottom
to move from page to page on the list.

3.4.3.3. If an individual was not hired, click “Hide” to hide the record.

3.4.3.4. If an individual is your employee/volunteer, click “Add” to add that individual to
your staff list.

3.4.3.5. Indicate the individual's employment status, location of care, and position. A
staff member may work at more than one location of care. Add more than one
position and location of care for these employees.

Last updated June 17, 2010 Page 14 of 23
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Update Employment Status

Enter the employment status, location of care, and position for your employee or valunteer. An individual may have a
position at multiple locations within your organization.

Update Employment Status

Name Infant Teacher
E{’;tpl-llusy*ment IEmpIDyed vI
Comments |
Location of Care * I Select One -- j
Pasition * | Select One -- j
Save and Add Another Location | Cancel | Save and Go Back | Go Bask |

Ermployment Status o Cormmerts

Program Number Program Hame

2910542 Sample Child Care Program @ Main St. Employed Azsistant Leader & )(

NOTE: On this page, the PQ Registry may match this individual to prior BRC or Professional
Certification records. If that is the case, indicate whether or not the identified record is the

same person.

3.4.3.6. The record will hide on the list on the right and will show on the My Staff list on
the left. This individual is now listed as a staff member.

3.4.4. In the rare instances that your employee has not had a background record check
(because by regulation one is not needed) and this individual does not have a Professional
Certification and has not registered online, then you can add this individual by clicking the
“add an employee who did not need BRC check” link under the My Staff list.

Click here to add an employee who did not need BRC

check
3.4.4.1. NOTE: Only use this after having searched for the individual on the Identify My
Staff page.
3.4.4.2. Enter the following information about the individual.
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Add Employee Not Requiring BRC

Only use this page if you have already searched for and could not find the employe or volunteer an the Identify My Staff page.
Flease note that ™ indicate all required fields. @

Last Mame *

Wliddle Mame

|
First Marme * |
|
|

Former Last Mame

Date of Birth * | (ramiddiyyyy)

58N T e

Address Line 17 |

Address Line 2 |

City * |

State ™ I— Zip Code ™ Ii
Position ™ I Select One -- ﬂ

Location of Care * |Samp|e Child Care Program - WESTFORD j
Ermployment Status * Im

Comments |

Cancel | Save & Hexd»s |

3.4.4.3. By specifying the employment status, position, and location, this record will be

added to your staff list. If your employee did have a prior BRC or Professional
Certification, that information will not be linked to this record (so use this only when
needed).
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4. Inform your staff on how to register.

4.1. To notify your staff on how to register, click on the “My Programs” page and then click the

4.2.

4.3.

4.4.

“Manage Employees/Volunteers” link in the middle of the page.

+ Manage Employees/Volunteers
Wiew emplayeefvolunteer registration information and recard emplayment changes

Select your employees who have not registered (by clicking the checkbox next to their name).
You can see their employment status in the “Registry Status (ID)” column. If their status is
“Pending,” they are not registered.

Manage Employees/Volunteers

Below are lists of your current employees and volunteers. Click on the appropriate links within the grid to update position or
ermployment status or view/update Professional Qualifications Registry records. To view different subsets of this list, change the
filter criteria below.

Organization: |Sample Child Care Programj

Location(s) of Care: ¥ Select all Ermployment Status: V¥ Select all
Sample Child Care Program - Employed

Sample Child Care Program @& Abbott School Internfalunteer

Sample Child Care Program & Frost Fending

Sample Child Care Program @ Main St hd|

Last BRC Fequest . . .

Date: Reqgistry Status: Last Mame:

Do not filter by BRC x| [~ar==] |
Get Razults |

Last BRC Reqgistration

Employment . . .
Status Registry Status (ID) Renewal Action

Location(s) of Care Request
Date Date

Abraham, Sample Child Care Program @ Main St Mot Required to Register
r Kirnberly (Suppart Staif) TEET G (9546538) Update
. ) Sample Child Care Program [Family Child -
¥ EBailey, Tirmathy Care Certified Assistant) Ernplayed Pending (9558414) Update
Sample Child Care Program @ Main St .
W  Caly, Laurel (Lead Taacher) 07/51/2008  Employed Pending (9541732} Update
Sample Child Care Program @ Frost [Site
[T Doe, Jane Coordinator]; Sample Child Care Prograrn 10/16/2008  Employed Active (206207 0E,/11/2011 Update
@ Main St [ Assistant Leader)
Educatar, Sarmple Child Care Pragram @ Abhott .
Il T School (Assistant Teacher] Ernployed Active [9558376) 06,02 /2011 Update
Sample Child Care Program @ Main St .
[T Teacher, Infart (Aasistant Leader] Ernployed Active [9555291) 0E,10,/2011 Update
Frint Instructions I Print List |

You may filter to just see those individual not registered by changing the Registry Status to
“Pending” and clicking the “Get Results” button.

Fegistry Status:
IF'ending vI

Click the “Print Instructions” button to generate a one page instruction sheet for each selected
employee/volunteer. When the instructions are ready, a link to the Adobe PDF file will appear
under the “Print Instructions” button.
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Frint Instruction= | Frint List |

Printable instructions for selected ermplovess P

4.5. Click the “Printable instructions for selected employees” link. The instructions can then be
printed and given to each employee.

MAEEAGHUBETTE
B : Depariment of Deval L. Patrick, Governar
“wad  Early Education and Care Sherri Killins, Commissioner

Early Education and Care
Instructions to Employees/Volunteers on How to Reqister

You have been listed a5 an educator at an early education and care program that requires your registration in the
EEC Professional Qualifications Registry (PO Registry). You can self-register in the PQ Regisiry online at the EEC
website following the instructions below.

1. Access the Professional Qualifications Registry web site. The PO Registry web address is:

s g

2. Log in with your Single Sign-In (S51) account. You will need a 551 account to register. If you do not already
hawve an EEC 55| account, then you can create one from the web page above.

3. Add the "Professional Qualifications Registry” to your list of EEC applications.

« Click on the "To Add other EEC Applications to your profile” link from your 551 page.
= Once you select the ° jzn ificti istry” and click "Continue,” you will s=e a link o

"Professienal Quzlifications Registry” appear below the ™You can access the following EEC applications
using your Single Sign In account.”

Find your recerd. Your employer has begun your registration by listing you as an active employee or
volunteer. You can find your record by entering the following information precisely as listed below on the

Lreate 3 New Educator Profile” page:
Last Mame: Bailey

First Mame:  Timothy
Date of Birth: 11111990

4. You will also need to select, 7Y i
and entzr the following Registry Number:

Registration Mumber: 9338414

5. Complete your registration. Follow the screens to complete your professional qualifications registration.
Cince you have completed your registration. your status will change to “Active.” Your employer will be able to
ses your updated professional gualfications profile and status.

Additional information on how to register can be found on the web site above and within the PO Registry
application.

4.6. Also, please direct employees to the online resources at
https://www.eec.state.ma.us/PQReqistry/
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5. Manage your program’s staff.

5.1. To manage your staff and track registration status, click on the “My Programs” page and
then click the “Manage Employees/Volunteers” link in the middle of the page.

+ Manage Employees/Volunteers
Wiew emplayeefvolunteer registration information and recard emplayment changes

5.1.1. On the Manage Employees/Volunteers page, you can see different views of your staff.

Manage Employees/Volunteers

Eelow are lists of your current employees and volunteers. Click on the appropriate links within the grid to update position or
ernployment status or view/update Professional Qualifications Registry records. To wiew different subsets of this list, change the

filter criteria below. €@

Organization; ISampIe Child Care F'mgramj

Location(s) of Care:

¥ Select all

Sample Child Care
Sample Child Care
Sample Child Care
Sample Child Care

Last BRC Request
Date:

Fragram -
Frogram i@ Abbott Schaoal
Frogram & Frost

Prograrm & Main St |

Fegistry Status:

Do not filter by EIRCj SAll- -

Last BRC

Location(s) of Care Request
Date

Status

Employment

Ermnployrment Status: ¥ Select all

Employed
IntermnMolunteer
Fending

Last Mame:

et Results |

Reqgistration
Registry Status (ID) Renewal
Date

Action

Printzble list of emolovess E

5.1.2. Filter the list by changing the criteria on the top of the page. You can filter by:

5.1.2.1.
5.1.2.2.
5.1.2.3.
5.1.2.4.
5.1.2.5.

Location of care — to see staff working at a specific location

Employment status — to see either employees or intern/volunteers.

Last BRC request date — to see those coming up on BRC renewal

Registry status — to track the status of registrations

Last name — to find a specific record

5.1.3. You can get a printable version of this list by clicking the “Print List” button on the

bottom of

the page.

Abraharn, Sarmple Child Care Progran @ Main St Mot Required to Register
r Kimberly (Support Staff) LUE 2O e LBy (9546588) Update
. ) Sample Child Care Progrann (Farily Child .
[T EBailey, Timathy Care Cartified Assistant) Emplayed Pending (9558414) Update
Sarmple Child Care Progran @ Main St .
[T Daly, Laurel (o) ey 07,/31/2009 Employed Pending (9541732) Update
Sample Child Care Program @ Frost (Site
[T Daoe, Jane Coordinater); Sample Child Care Prograr 100162008 Enployed Active (206207 0E 1172011 Update
@ Main St [Assistant Leader)
r Educatar, Sample Child Care Program @ Abbott Erploved Active (9558376) 06,402,201 Undate
Sample School [ Assistant Teacher] Lty L
Sarmple Child Care Progran @ Main St -
[T Teacher, Infart {Assistant Laader) Emplayed Active [9555291) 0e/10,/2011 Update
Frint Instructions I Frint List I

5.1.4. To update an employee/volunteer’'s employment status, position, or location of care, click
the “Update” link for that record.
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5.1.4.1. If an employee record has been listed twice, you can mark a record as a

“Duplicate”

Update Employment Status

Enter the employment status, location of care, and position for your employee or valunteer. An individual may have a
position at multiple locations within your organization.

Marme Infant Teacher 9555291
Employment - <
Status * Duplicate [!

- Select One --
Comments  [EYSSTANNNN

; + |Employed -

Sl InternA/olunteer J
Fosition * Mot Employed vl

Pending -

Fre g AooAmoer Location I Cancal I Save and Go Badd o Back I
Location of Care Position A
Sample Child Care Program @ Main St. Assistant Leader & X
5.1.4.2. If an employee is no longer working for you, change their employment status to

“Not Employed”.

5.1.4.3. Use this screen to also record if an employee has a new position or moves to
another location of care within your organization.

5.1.5. To view an educator’s profile, click the link under the “Registry Status (ID)” for the
individual.

5.1.5.1. Using these links, you can drill down into the educator’s record.

PERSONAL INFO EDUCATION WORK EXPERIENCE SUMMARY MY REGISTRATION MY PROGRAMS L0G OUT

Educator, Sample (9558376)
Registration Status: Active Registration Date: 6/2/2010 Renewal Date: 6/2/2011

Below is a summary of your educator information. Click on the appropriate Maintain' link to view/add/edit profile information. Click
on Print Summary Info’ to print a copy of this educatar profile summary.

Personal Information

Mame: Sample Jane Educator Former Last Marme: Teacher
Registry # 9558376

Address(es): Home - 123 MAIN ST, BOSTON, MA 021293533

FPhone Mumber(s): Home - (617)555-1234 Work - {617)355 4321 extd321

Ermail. sample.educator@childcareprogram.com

5.1.5.2. If you have arranged with your employee to update their profile, you can
navigate through the employee’s record, update their Registry information, and
register them by clicking the “Register” button on the “Summary” page. Note that the
record you have opened is shown on the header. This program user is looking at
employee/volunteer Sample Educator’s Registry profile.

5.1.5.3. See the “User Instructions for Educators” for details on how to register.
5.1.5.4. You can navigate back by clicking the “My Programs” link on the top navigation.

5.1.5.5. As you register your employee/volunteers or they register themselves, you will
be able to track their Registry status on the “Manage Employee/Volunteers” page.
This status is automatically updated when the educator registers.
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5.2. You can access your PQ Registry record by clicking the “My Educator Profile” on the top
navigation.

MY EDUCATOR PROFILE MY PROGRAMS MAMAGE USERS LOG OUT

5.2.1. When you click the “My Educator Profile”, you will see all of the navigation that is part of
your educator’s records.

PERSOMAL INFO EDUCATION WORK EXPERIENCE SUMMARY MY REGISTRATION MY PROGRAMS LOG OUT

Doe, Jane {20620}
Registration Status: Active Registration Date: 6112010 Renewal Date: 6112011

Below is a summary of your educator information. Click on the appropriate Maintain' link to view/add/edit profile information. Click
on Print Surmmary Info' to print & copy of this educator profile surmmary.

Personal Infarmation

Mame: Jane Doe Former Last Marme:

Registry # 20620

5.2.2. If you have already registered, the PQ Registry will take you to the “Summary” page of
your profile.

5.2.3. If you have not registered, the PQ Registry will ask for you to search for your record.
5.2.4. See the “User Instructions for Educators” for details on how to register.
5.2.5. You can navigate back by clicking the “My Programs” link on the top navigation.

5.3. You can add or remove program users using the “Manage Users” page.

5.3.1. Click the “Manage Users” link on the top of the page. If you do not have this link, you do
not have privileges to create or manage user accounts.

5.3.2. There are two types of users — licensee users and program users. Licensee users can
access all of your organizations locations of care and can manage users. Program users
can access only those locations of care specified under on the “Manage Users” page.
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melect the user type and user name to specify which programs within you arganization can be
used by that user. A licensee' user can see and manage all of the programs within your
organization. A ‘program’ user is limited to the programs you indicate below. Add a new user by
clicking on the corresponding button an the bottom of the page.

Program/Organization Users
Llser Type |F'rngram User j
User Name |Sn::n:utt Testd j

Frograms Managed by User = oo genbush Children's Center At Frast - WESTFORD
I Roudenbush Children's Center at Frost - Parish Hall - WESTFORD
™ Sample Child Care Program - WESTFORD
™ Sample Child Care Program @ Abbott School - WESTFORD
W Sample Child Care Program @ Frost - WESTFORD
W Sample Child Care Program @ Main St. - WESTFORD
™ Sample Child Care Program @ Mabnassett - WESTFORD

Cancel | Update I Leleta | Add New. . |

5.3.3. First, select the user type of the new user (licensee or program).
5.3.4. Select the user name. If the user is not listed, click “Add New...”
Add a User

User Infarmation

Llzer Type * - Select user type -- j

Lzer Marme *

Pagsword *

First Mame *

Last Mame *

Fhone

Email Address
Frograms Managed by User ™

Re-enter passward * |

Cancel | Sauel

5.3.5. Select the type of user for the new account.

5.3.6. Specify the individual's user name and password for their EEC Single Sign-In account.
This will create an account if one is not already active.
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5.3.7. If a program user, list which of the locations of care for your organization this individual
will have access. This will restrict which locations appear when the user goes to the
“Manage Employees/Volunteers” page.

5.3.8. Click “Save”.

5.4. You can log out by closing the browser or clicking Log Out on the top navigation. Remember
to come back periodically to keep your profile up-to-date.

MY REGISTRATION LG OUT

Last updated June 17, 2010 Page 23 of 23



	Quick Guide to Registering Your Staff
	Introduction to the Application
	Tips for Using the PQ Registry
	Step by Step Instructions on How to Register Your Staff

