miregistry
Creating a Course

MiRegistry approved training helps Michigan's early childhood and out of school time
professionals meet their professional development needs.

Training may be submitted through the profile of an Individual MiRegistry Approved
Trainer or the profile of a Training Sponsor Organization.

Submitting a training in the MiRegistry system is a two-part process (submitting a
course and submitting an event). This guide will walk you through the process of
creating and submitting a course.

1  Visit miregistry.org and log in.

Email Address

Nwuatemails+trainer@gmail.com

miregistry

|_| Remember me
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START™®
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Forgot Password? 2. Create Account
Forgot Email Address?


https://miregistry.org

2 If you are creating training for your organization, choose your organization's
name from the top right drop-down menu.

If you are creating training as an individual trainer, click instead on "Training
Entry" in the menu on the left side of the screen.

et Mg
Welcome, Generic! ® Generic Trainer
MiRegistry ID #203097

#59624
Primary phone number (888) 888-8888 / Primary Language English >
mall A Uatertia Jmerogmail.com EEEEEEEE—

By Account Settings

@ Change Password
& MY MEMBERSHIPS i‘g

g + Organization Profile |y
Career Pathway Level Employment Education sion:
Foundational Level One Riay [# Logout i 1
& Expires 05/31/2027 You have no current employment record. Highest Verified Level of Education VTETT |ucr_ s IFJS
College Certificate Contributiol
Trainer
Approved - Extending Major(s)
& Expires 05/31/2026 asdf3

‘ View Trainer Info ‘

#=Manage Memberships

s ‘ CoApply for Membership ‘ :o

View All Employment View All Education View All

Upcoming Training Events

‘ Training Hours

: /N You are not scheduled for any training events.
‘ EMembership Card 0.00 i g

Time Frame
Current Calendar Year




Hover over the black sidebar and select Training Entry. Be sure to check the name
of the profile. If you are creating training through your organization, make sure
your organization is listed.
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I Advanced TSO » BEEng

miregistry

Organization Profile

Training Entry

E-Learning Attendance

Settings | Employees | Reports | Document Vault

Invoices
mation

Search Training Events
Email Address*

nwuatemails+orgowner@gmail.com Send Message

Search Course Catalog

First Name* Last Name*
Search Trainer Directol
y Generic OrgOwner
Contact Us Phone Ext.

MiRegistry Home

Mobile Phone for Texting

® Logout

Enabling texting provides Great Start to Quality and MiReg
Data and text messaging rates may apply.

permission 1o send text messages.

CAammiinicratinn Drafarancac

4  Click "Add Course".

Org ID #54624

Advanced TSO Q Sea

@ Search by Course Title or Course 1D

Qrganization Type Higher Education

ASA Expiration 03/12/2028 Courses View s
Address 123 Generic St.

7 In Process 35
City Algonac
State M [ submitted 5 view >
Zip Code 48001

Iz Revisions Required 0 View >

County St. Clair

View Organization Profile (3) Resubmitted 0 View >

[~] Approved 5670

/N Pending Trainers 1

) [el[e]Je]Je] 1]

Add Course

Events View

£ Draft 33 view >
E‘@ Pending 30 View »
lf Revisions Required 1 View >

[] Accepted 92 View »

1]l e]]

208 nin varifiad attandasc 13 view >



5 Enter your course title in the Course Title field. Then click "Save and Open" to
continue creating the course.

Please Note: You will see your organization name listed at the top of the page if
you are accessing your organization training entry page.

Add Course

Creating a new course?

Enter the course title to begin

Course Title

Course '\|

I Once you save, you will be able to enter the rest of the course information.

Save and Open




6 In the Course Details section, click "Manage".

[B Course Details

Course Details

Course ID #160646
Course 1

Course Status Draft

fEUpdated Not Set / 2 by Not Set

fECreated 05/29/2026 / 2By Generic Trainer / (= Course End Date Not Set
Course Type Not Set / Course Level Not Set

Course Qualifications Not Set

Intellectual Property Owner and Copyrighted Materials Not Set

Share With Great Start to Quality Resource Center Not Set

Course Description and Instructional Plan

@ Missing Required Information

Description

i Advanced TSOw  DEE

Course Owner (3

Organization #54624
Advanced TSO

nwuatemails+orgowner@gmai

@ 123 Generic 5t.
Algonac MI 48001



7 Select from the available options to add your course details such as Intellectual
Property Owner, Course Type, and Course Level.




8 Select qualifications that apply to your course contents. For verification, these
must match the course description, learning objectives, and course outline

entered.

After making your selections, click "Save"

PD2-Mental Health

[ "] PD8-Environment Rating Scales (ERS)

Manage Qualifications

Selected Qualifications

Available Qualifications

The 'Applies Toward' section lists the various topics that can be attached to courses as
they are entered into MiRegistry. These topics are related to Great Start to Quality (GSQ)
Professional Development Indicators. As GSQ does not receive a list of the training
courses taken by each individual, they rely on the topics attached to training courses to
be correct. Definitions for each topic can be found in the Aligning Courses to Great Start
to Quality (GSQ) Professional Development Indicators document.

[ "] PD1-Infant and Toddler Development (Birth to 3)
|| PD1-Preschool Development (3 to 5)

["] PD1-5chool Age Development

PD2-Challenging Behaviors

[ PD2-5ocial Emotional Health

[ ] PD2-suspension/Expulsion

| PD2-Trauma Informed Practices/ACES

PD3-Cultural Competence/Inclusive Practices

|| PD4-Family Engagement

[ ] PDS-Strengthening Families/Protective Factors

| PD6-Anti-Bias

|| PD7-Business Practices

|| PD8-Classroom Assessment Scoring System (CLASS)

9 Choose whether or not you would like your course to be scheduled by Great Start
to Quality Resource Centers.

Click "Yes" if you would like to share with Great Start to Quality. Then, click "Save".

- ~-

() public Domain (State/Federal) @

() Publisher ®

() other ®

Course Type Course Level
General Training v Developing

Manage Qualifications

+/ PD1-Preschool Development (3 to 5)

Share With Great Start to Quality Resource Center

Allow this course to be scheduled by Great Start to Quality Resource Centers ®

Q Yes

QO No

Save

Cancel




Course Description and Content

10 Next to Description and Instructional Plan, click "Manage".
Then, for each section of the Instructional Plan fill out all applicable fields. All fields

should have information directly entered into the field, except for the Outline of
Training field if a document is attached.

Course Description and Instructional Plan —’

Description

Enter course description here.

Instructional Plan

Prerequisites
Learning Objectives
Qutline of Training Content. Training Methods and Training Timeline
Assessment of Learning Objectives
Training Evaluation
Major resources used to develop the training

11  Add your course description and any prerequisites.

Manage Course Description and Instructional Plan

Description

@Please provide a course description. (This description will be made public and must be 100 words or less.)

Prerequisites /

@Listany prerequisites or advanced preparations required for participants of this training.

Documentation

‘ @ No documents have been added. ‘

Click the "+File" button to upload documents.

The following file types are accepted:
.doc,.docx, x5, xIsx, pdf, .1tf, ppt,.pptx, jpeg, jpg. bmp, £, png, pub, 1iff, tif

Learning Objectives
-

Close



12 Add information pertaining to Learning Objectives, as well as Outline of Training
Content, Training Methods, and Training Timeline.

Manage Course Description and Instructional Plan

-+F\\e A

Click the "+File" button to upload documents.

The following file types are accepted:
doc,.docx, xis, XIsX,.pdf. .1t .ppL..PPX. Peg. JpE.DmP. £f..png. pub, iff,if

Learning Objectives

List learning objectives here]

@Listany measurable objectives related 1o the content area(s) you have selected as the focus of this training. Describe what participants should be able to do a5 a resulk of having taken this training.

Documentation

© No documents have been added.

Click the "+File" button to upload documents.

The following file types are accepted:
doc,.docs, s, XIsx, pdf,.1tf, pPt,.ppIX, jpeg, Jpg. bmp, £, png, pub, 1if, tif

Outline of Training Content, Training Methods and Training Timeline

4
Required 1o submic o=

Add information about how you plan to evaluate what participants gain from your
13 . : e
session in the Assessment of Learning Objectives field.

Add outline, training methods, and timeline here.

(@ Does the content reflect and support the objectives? Briefly describe each section of the training, including the cantent, the methods to be used, and the estimated time to complete each section.

Documentation

© No documents have heen added.

Click the "+File" button to upload documents.

The following file types are accepted:
«doc,.docx, xls, xlsx,.pdf..rtf,.ppt,.pptx,.jpeg..jpg. .bmp, gif,.png,.pub, tiff, .tif

Assessment of Learning Objectives

o
Required to submit

®How will you evaluate what participants have gained from your session? Please provide an example that relates to your learning objectives.



1 Add information about how you plan to collect and utilize feedback from your
session in the Training Evaluation field.

Documentation

Click the "+File" button to upload documents.

‘ ® No documents have been added.
e

The following file types are accepted:
.doc,.docx,.xls, xisx,.pdf,.rtf,.ppt, .pptx,. jpeg.-jpg. .bmp, .gif,.png, pub, tiff, .tf

Training Evaluation

4
Required to submit
@ How will you collect and utilize feedback from your session? Please provide an example.

Documentation

© No documents have been added.

Click the "+File" button to upload documents.

Add information about any major resources you used in the development of your
15 ) , ) .

course in the Major Resources field. Please provide sources and author

information.

After filling out each Instructional Plan field on the page, click "Save" to continue.

AL 11UV W Y UL CUBSLL 81U ULILE ISTULALA 11U YULE SSI5IU1E FISASS PIUVIGS G110 SASHIRIS.

Documentation

Click the "+File" button to upload documents.

‘ © No documents have been added.
+File

The following file types are accepted:
.doc,.docx, xls, xIsx,.pdf,.rtf,ppt,.pptx,.jpeg..jpg, .omp,.gif, .png,.pub, .tiff, .tif

Major resources used to develop the training

(0 Do the resources reflect current knowledge and support evidence based practice, including diversity and inclusion? Provide titles, authors and sources.



16  Next to Course Content, click "Manage".

m'egshy 1 Basic TSOw @A Englishw
3 —
Description
Enter course description here.
Instructional Plan
Prerequisites
Learning Objectives ®
Outline of Training Content, Training Methods and Training Timeline ®
Assessment of Learning Objectives
Training Evaluation

Major resources used to develop the training

Course Content _>

@ Missing Required information

Course Category Not Set / Course Hours Not Set / Credit Type Not Set / Credits Not Set

Standard and Competency Areas CDA Content Areas

A No Selections Made A No Selections Made

Authorized Trainers

pudenceand ety e




17 Select your course category. Please note that you can only enter one category in
this section of the course entry. Later, you will be able to designate multiple

ca

tegories.

® Manage Course Content

Category

Preschool

Credits Credit Type

Select One

Raquired to submit

Standard and Competency Areas

Required to submit

(@ No Areas Entered

Click the 'Manage Areas' button to assign Standard
and Competency Areas to this course.

Remaining Hours ©

0.00

Total Hours

0.00

CDA Content Areas

I () No Areas Entered

Remaining Hours Total Hours

0.00 0.00

Save Cancel

18  Enter your hours, and if your course is for credit enter the credits and credit type.

nage Course Content

)y

Category

Preschool

Credits Credit Type

| Select One

Required to submit

Standard and Competency Areas

v

Required to submit

(@ No Areas Entered

Click the 'Manage Areas' button to assign Standard
and Competency Areas to this course.

Remaining Hours &
0.00

Total Hours
0.00

Hours K

Required to submiz

CDA Content Areas

[ () No Areas Entered

Remaining Hours Total Hours

0.00 0.00

12



19 Click "Manage Areas" to add standard and competency areas for your course.

® Manage Course Content

Category
Preschool v
Credits Credit Type Hours
| Select One v
Faasired o s Raquired 12 zubm ] Required to submic
Standard and Competency Areas CDA Content Areas
(@ No Areas Entered I () No Areas Entered

Click the 'Manage Areas' button to assign Standard
and Competency Areas to this course.

Remaining Hours Total Hours

0.00 0.00

Remaining Hours © Total Hours

0.00 0.00

Save Cancel

13



20 Select the Early Childhood Education or School Age Standard and Competency
Areas for your course.

Note: For full/whole hour courses, each core competency must be at least one
hour in length. For courses ending in .25, .5 or .75, only one core competency can
be less than one hour in length.

After making your selections, click "Update".

Manage Standard and Competency Areas

Indicate which early childhood and/or school-age Standard and Competency
Area(s) the course is targeting. It is recommended that no more than two
are selected to reflect the primary and secondary areas of focus. Click here
for more information on Michigan Professional Standards and
Competencies for Early Childhood Educators.

Click here for more information on the National AfterSchool Association
Core Knowledge and Competencies for AfterSchool and Youth Development
Professionals.

Select all Standard and Competency Areas covered. You will assign hours to
each Area after you click Update to return to the main page.

Early Childhood Education

3___| ECE: Child Development and Learning in Context (©

D ECE: Family-Teacher Partnerships and Community Connections
@
E:! ECE: Child Observation, Documentation, and Assessment @

[j ECE: Developmentally, Culturally, and Linguistically Appropriate
Teaching Practices @

l——! ECE: Knowledge, Application, and Integration of Academic
'—' Content in the Early Childhood Curriculum &

E] ECE: Professionalism as an Early Childhood Educator @

D ECE: Promoting Children’s Health and Wellness &

i:-] ECE: Leading High Quality Early Childhood Programs ®




Add the hours associated with the Standard and Competency Areas. If Early
Childhood Education Standard and Competency Areas are entered, CDA Content
Areas will be automatically selected.

Click "Save" to continue.

Category

Preschool v
Credits Credit Type Hours

Select One e <]
Required to submit Raquired ts submit

Standard and Competency Areas CDA Content Areas
Area Hours Area Hours

ECE: Child Development and Learning in (omext) 3 Understanding principles of child development and learning 3

Remaining Hours & Total Hours Remaining Hours Total Hours

0.00 3.00 0.00 3.00



22 Next to Authorized Trainers, click "Manage".

.
- i &= Advanced TSOw  EBIE

Course Content

Course Category Preschool / Course Hours 3

Standard and Competency Areas CDA Content Areas

ECE: Child Development and Learning in Context (3 Hours) Understanding principles of child development and learning (3 Hours)

Authorized Trainers *

@ Missing Required information

o' Not restricted to authorized trainers

Audience and Delivery

@ Missing Required Information

Target Audience

Not Set

Ages Addressed

Not Set

23 Select "Yes" to restrict your course to Authorized Trainers. Otherwise, select "No".

Selecting "Yes" will allow you to move on to adding an Authorized Trainer.

Manage Authorized Trainers

Is this course restricted to Authorized Trainers?

D) Yes No

Close

16



24 Click "Add Trainers".

Manage Authorized Trainers
-

% Filter Trainers

Selected Course

Trainer Name or Registry ID #160646

| Course 1
Pending @ Add Trainers
Approved

Applied Filters:  Trainer Name or Registry ID: MegSmith X

Denied
Sorthy  Trainer Name (A-Z) v

Please adjust your search criteria.

v

Close

25 Search for the desired trainer using their name or their MiRegistry ID.

ilter Trainers

ed Course
er Name #160646
Course 1
gistry 1D Applied Filters:  Trainer:Adam Quiz  x

\94

A No Results Found

Please adjust your search criteria.




26  Click "Select" next to the authorized trainer you would like to add to the course.

Add Trainers

a
= Filter Trainers

Trainer Name

Selected Course
#160646
‘ ‘ Course 1
MiRegistry ID Applied Filters: ~ Trainer: 203313 x
‘ 203313 ‘

Showing 1 out of 1
#203313

Meg Smith

Location Allenton. MI / Trainer Status Current Select
Trainer Type Approved

Agﬂ out of 1

Close

27  Click "OK" to confirm and save your selection.

?

Add Authorized Trainer?

Confirm Meg Smith should be added to this course.

18



28

Click "OK" to continue.

To add another trainer click "Add Trainers" again and repeat the process. Multiple
trainers can be added to the course and additional trainers can be added after the

course is approved

v

Authorized Trainer Saved

The authorized trainer has been saved.

19



29 Next to Audience and Delivery, click "Manage".

Standard and Competency Areas CDA Content Areas

ECE: Child Development and Learning in Context (3 Hours) Understanding principles of child development and learning (3 Hours)

Authorized Trainers
Total Trainers
1 I Total Trainers 1 y
| Pending Approval

@ Restricted to approved trainers

Audience and Delivery ﬁ

@ Missing Required information

Target Audience

Not Set

Ages Addressed

Not Set

MILEAP

30 Select your target audience and ages addressed. Please note that you can select
multiple options.

After making your selections, click "Save" to continue.

Manage Audience and Delivery

Target Audience
"] Administration
Center-Based Staff
_| Consultants

[ _| Family/Group Home Providers and staff

["] License-Exempt (Unlicensed) Provider

School-age Staff

[ ] Trainers
Parents/Families

["] other

Ages Addressed

| infants (birth until one year)

[ "] Toddlers (one year to 36 months)
Preschool (36 months to kindergarten entry)
School age (kindergarten entry through age twelve)

[] Adults

20



31 Click "Submit Course".

miregistry
[NBI Course Details

Course Details

I Advanced TSOw  EEEnglish

—— - B

Manage

Course ID #160646
Course 1

Course Status Draft
EUpdated 05/29/2026 / £ by Generic Trainer

fECreated 05/28/2026 /

ly Generic Trainer / (5 Course End Date Not Set
Course Type General Training / Course Level Developing

Course Qualifications  PD1-Preschool Development (3 to 5)

Intellectual Property Owner and Copyrighted Materials Private/Trainer

Share With Great Start to Quality Resource Center Yes

Course Description and Instructional Plan

Description

Course Description

Course Owner (3)

Organization #54624
Advanced TSO

nwuatemails+orgowner@gmail.com

9 123 Generic St.
Algonac M1 48001

27



32 Read and agree to the terms and conditions. Then, click "Submit" to submit your
course for approval.

LI I G Oy UL T L LD G0 G UV Y I IV GO § U330 I L WU 1L IV Gt Y

. Indemnification

You agree to indemnify and hold the Michigan Department of Education, the Michigan Professional Development
Registry. and all subsidiaries, affiliates, officers, agents, co-branders or other partners, and employees, harmless
from any claim or demand. including reasonable attorneys' fees, made by any third party due to or arising out of
information you submit, post, transmit or make available through the Services, your use of our services, your
connection to the services, your viclation of the TOS, or your violation of any rights of another.

. Disclaimer of Warranties

You expressly understand and agree that this service is provided "as is" and without any warranty or condition,
express or implied, including, but not limited to implied warranties of merchantability, fitness for a particular
purpose and non-infringement.

‘ | agree to the terms and conditions for Course Approval

Submit Cancel




33  After submitting your course, please keep in mind:

* Courses can take up to 4 weeks for approval.

* Once the course is approved, you will be able to schedule an event.

* Once your course is approved, it will be approved for five years.
* You can create multiple events from your courses.

* Think of the course as the curriculum and the events as the date, time, and location that
curriculum is being taught.

LW I8 G S A A LT S I S I G UYL R SR YIS HESEE E 22 I A VI P T NIt Y

4. Ind emniﬁcaﬁnﬂ

You agree to indemnify and hold the Michigan D of Education, the Michigan P T
Registry, and all subsidiaries, affiliates, officers, agents, ct}branders.or'(_}ther partners, and employees, harmless
from any claim or demand, including reasonable attorneys' fees, made by any third party due to or arising out of
information you submit, post, transmit or make available through the Services, your use of our services, your
connection to the s¢

5. Disclaimer of Warra

You expressly undel nty or condition,
express or implied, or a particular
purpose and non-in

Course Submitted

44 ! agree to the terms a
K rar The course was successfully submitted.

23


https://miregistry.org/wp-content/uploads/Creating-a-Training-Event-Guide.pdf



