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Setting Up an Organization Profile

This guide will highlight how to set up a profile for your organization.

PLEASE NOTE: You will need a MiRegistry account before you can set up your Organization Profile. Please see
our online support center on how to create a MiRegistry account.

Go to www.miregistry.org
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1. Click SIGN IN.
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https://miregistry.org/wp-content/uploads/Creating-a-MiRegistry-Account.pdf
http://www.miregistry.org/
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Email address

mi@. l Password

Remember me
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Forgot Password? &+ Create Account

1. Enter your email and password.
2. Click LOGIN.
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Adding an Organization Profile

My Individual Profile

Education | Employment | Training | Professional

Summany [EElelEll

Repori=

Welcome, Jon Tester

You have signed in but not submitted an application.

Become & membser

Become a trainer

Motes From Staff (1)  Prinz A1l

We did niot receive documentation for your registry Career Pat application submitted on B&/01/2018.

‘We have canceled your application.
‘We understand that gathering your documentation can take some time.

‘You now have the oppormunity o2 add or update any recent changes. Pleaze submit again as soon as you 2

Date 7/17/2018
Created 7/17/2018 by ECIC Administrator

Application Reports
Certificate

ApplyfRenew |

rezdy.

To save your Certificate as a PDF, right click on the name of the Report and select “5ave link as..." or "Save

Target As "

1. Click the ADD ORGANIZATION PROFILE button.

Registry ID 3031
Jon Tester

456 Street Rd.
Allenton, MI 42002
{123) 456-4545

regisoymichigantjontester@email

S0

Change Email

Organization
Profile
Management

Do any of the
following apply o
you?

" ‘fou would like to
link an existing
organization
profile o your
account

«* You would like to
add a new
organization
profile to your
actcount

Add Crganization Profi

e
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Q Organization Profile Lookup

Flease enter the organization ID to request access to the organization profile. This is not a license

number.
Organization ID
Encer the Organization 1D B be
Find Profile

Meed a New Organization Profile?

If you need to create & new organization ile
please click "Create Profile” to begin

organization profile setup.

Create Profile

Don't Know the Organization |D?

The Organization 1D will ensure we locate the correct organization profile. If you are mot sure of the ID, please contact
support fior assistance.

Contact Support

1. Do not enter any information in the Organization ID box.
2. Click the CREATE PROFILE button.
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Adding a Direct Care and Licensed Program

If your organization provides care and/or education to children and is a licensed program, please proceed with the
following steps. If your organization provides care and/or education to children but is an unlicensed program, please

skip to page 11.

Contact Info

Organization Registration

Pleasze fill out the form below to register your organization. Fields marked with * are required. Use the Contact
Uz form if you have any guestions or concerns about the organizaton registration process.

Contact Information

The person you select as your contact person is the person who will be contacted regarding all matters related
to thiz organizational account. Please choose your contact person wich that in mind.

First Mame* Laxt Nama*

Jon Tester

Email Address*

registrymichigan+jontesteri@gmail.com

Phone

123 -| 456 -| 7899

Does this organization provide care and/or education to children?

Thiz website is designed wo serve 3 wide variety of organizations in the early learning and school-age care fisld,
Some organizations work directly with children while athers work with the adules whe educate and care for
children, and =till others work in the community more broadly. Your organization may do more than one of
these. In this question, we want te identify whether your organization provides care and/or education din
children. Your organization may slso provide other supports and services, burt pleasze indicate here whether one
of the supports your organization regularly provides is direct care and education to children.

o Yes, this organization provides direct care andfor education to children

Mo, this arganization does not provide direct care andfar education te children

1. Enter your organization’s phone number.
2. Click the circle indicating that ‘Yes, this organization provides direct care and/or education to children.

3. Click the NEXT button.
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Contact Info I Numbers

Organization |dentification

fou indicated that this organization provides early learning and/or school age care to children. Let's gather
some identifying information for this organization. Answer Yes or No to all questions.

Are you licensed by the Michigan Department of Licensing and Regulatory Affairs?

If your program or business is licenzed by the Michigan Deparoment of Licenzing and Regulstory Affairs
{LARA), provide your license number below. f you are unsure about your license number, you may look it
up on the LARA child care licensing lookup website: hitp:'fel lara state. mius ChildCareSearch

o Yes
Enter yaur child care license ID [reguired]
DC123456789
Mo

1. Select YES, that your program is licensed and enter in the license number.
2. Click the NEXT button.

‘We found the following program data using the identification numbers you provided. Confirm the programis)
found are correct.

Daycare

Muskegon, Ml 45442
Contact:
Child Care License |D:

Effective: BA&/2016 - 2117/2017

1. Confirm that the contact information in listed correctly.
2. Click the NEXT button.
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Contact Info I0 Humbers Organization Type

Organization Type

Training Sponsor Organization

Check if your organization is a sponsor of training events. Doing so will allow you to enter training events
into the sysem.

Program Accreditation

Select the accreditations your pragram holds

-- Select Accreditation - ¥ m

1. Select if your organization is a trainer sponsor organization. This should only be selected if your organization provides
training to your staff. Additionally, all trainers from your organization will be required to submit a trainer application in
the system and be approved before your organization is approved as a trainer sponsor organization. This button can be
left unchecked and can be added when your trainer(s) are approved.

2. Select any accreditations your program holds.

3. Click the NEXT button.
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Enroliment

Program Capacity

Enter the number of classrooms in which you provide care to children below. Enter the total number of
children in each age group for which you are currently providing care under this license {indusive of all
classrooms). This can be updated at any time to reflect any changes that may oocur in enroliment.

Mumber of Classrooms / Groups 2
Tetal Mumber of Children Enrclled: 10
Infants (birth until one year) as
Toddlers [one year to 30 months) as
Preschool (320 months to o

kindergarten entry)

School-age (kindergarten entry o
through age twelve)

s

1. Enter in your program capacity information.
2. Click the NEXT button.
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Contact Info ID Numbers ‘Organization Type Enrollment Address

Organization Address

Organization Narme*

F:
Physical Address
Address Line 1+ Line 2
F:Y
Zip*: Ciry™ State*
M1 T
County™ Country
United Szares ¥
Malllﬂg Address Same as physical address
ddress Line 1% Line 2
Zip*: City™ State*
Ml L
County™ Country
United States v
Phomne®
A - -
Fax
Welb Site
Additional Info
&

1. Enter your address information, or confirm if it is filled in.
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Communication Preferences

We may send pericdic communicatons related to the registry and your account. You are automatically
subscribed to receive these communications. If do not wish to receive these communicatons please

unsubscribe.

Unsubscrine
wow will nat recee Informaranal emails fram us, but you will continue to receive emails e
o Subsecribe
wow will recerve nfarmational emalls from us in acditan 1o emalls regarding your aooount.

« Previous

2. Select your communication preferences.
3. Click the SUBMIT button.

=

Thank You For Registering Your Organization!

ten business days, please use the Contact Us form to request assistance.

‘four application has been submitted for review. You will be notified via email when you are approved. You
will then be able to sign in and access the organizadon maintenance festures and begin entering training
events if you are registering as a sponsor organization. You will be able to access the organization
maintenance features from the context navigation menu after the organization is approved.

The approval process may take ten business days. If wou have any questions, or do not hear from us within

1. Your organization profile has successfully been registered.

2. Registry staff will review your organization information and verify the profile for use.

Please continue to page 16!
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Adding a Direct Care and Unlicensed Program

Contact Info

Organization Registration

Pleaze fill out the form below to register your organization. Fields marked with * are required. Use the Contact
Us form if you hawve any guestions or concerns sbout the organizaton registration prooess.

Contact Information

The person you select 3s your Contact persen is the person who will be contacied regarding all matters related
to thiz organizational account. Please choose your contact person with that in mind.

First Mame* Last Name*

Jon Tester

Email Address

registrymichigan+jontester@gmail.com

Phane Ext.

123 - 45 -| 7299

Does this organization provide care and/or education to children?

Thiz webzite is designed o serve s wide variety of organizations in the early learning and =chool-age care field.
Some organizations work directly with children while others work with the aduls who educate and care for
children, and still others work in the community more broadly. Your organization may do more than one of
these. In this question, we want to identify whether your organization provides care and/or education directly to
children. Your organization may also provide other supports and services, but pleasze indicate here whether one
of the supports your organization regularly provides is direct care and education to children.

o Yes, this arganization provides direct care andfor education to children

Ko, this arganization does not provide direct care andfor education to children

1. Enter your organization’s phone number.
2. Click the circle indicating that ‘Yes, this organization provides direct care and/or education to children.

3. Click the NEXT button.
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Contact Info ID Numbers

Organization Identification

*¥ou indicated that this organization provides early learning and/for school age care to children. Let's gather
some identifying information for this organization. Answer Yes or No to all questions.

Are you licensed by the Michigan Department of Licensing and Regulatory Affairs?

If your program or business is licensed by the Michigan Depariment of Licensing and Regulatory Aairs
{LARA), provide your license number below. If you are unsure about your license numbser, you may look it
up on the LARA child care licensing lookup website: htrpo/fed ara.state mius/ChildCareSearch

Yed

Enter your child care license ID (required)

ONU

« Previous Next =

1. Select NO, indicating that your program is not licensed by LARA. Please note that if your organization is licensed by a
Tribal group, you will select no.

2. Click the NEXT button.
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Contact Infio 1D Numbers Organization Type

Organization Type
Please indicate your organization's primary purpose.

Unidentified Direct Care Program v
Training Sponsor Organization

Check if your organization is a sponser of training eventcs. Doing so will allow you to enter training events
into the system.

CEU Prowider

Program Accreditation

Select the accreditations your program holds

-- Zelect Accreditation - v m

1. Select that your program is an ‘Unidentified Direct Care Program’.

2. Select if your organization is a trainer sponsor organization. This should only be selected if your organization provides
training to your staff. Additionally, all trainers from your organization will be required to submit a trainer application in
the system and be approved before your organization is approved as a trainer sponsor organization. This button can be
left unchecked and can be added when your trainer(s) are approved.

3. Select any accreditations your program holds.

4. Click the NEXT button.
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Enroliment

Program Capacity

Enter the number of classrooms in which you provide care to children below. Enter the total number of
children in each age group for which you are currently providing care under this license (inclusive of all
classrooms). This can be updated at any time o reflect any changes that may occur in enrollment.

Mumber of Classrooms / Groups 2
Tetal Mumber of Children Enrclled: 10
Infants (birth until one year) as
Toddlers [one year ta 30 months) as
Preschool (320 months to o

kindergarten entry)

School-age (kindergarten entry o
through age twelve)

s

1. Enter in your program capacity information.
2. Click the NEXT button.
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Organization Address

Organization Marme*

Physical Address

Address Line 17 Line 2
Zip*: City™ State*
Ml ¥
County* Country
United Szates r
Ma||||'|g Address Same as physical address
Address Line 1% Line 2
Zip*: City* State*
Mi L
County™ Country
United States ¥
FPhone®
Fax
Wab Site
Additional Info
2

1. Enter in your organization name, address, phone and other identifying information.

REV AUGUST 2024



miregistry

Communication Preferences

We may send periadic communicatdens related to the registry and your account. You are automarically
subscribed to receive these communications. If do not wish 1o receive these communicadons please
unsubscribe.

Unsubscrine

o Eubscribe

2. Select your communication preferences.
3. Click the SUBMIT button.

Thank You For Registering Your Organization!

‘Your application has been submitted for review. You will be notified via email when you are approved. You
will then be able to sign in and access the organizatdon maintenance features and begin entering training
events if you are registering 8= 3 sponsor organization. You will be able o access the organization
maintenance features from the comtext navigation menu after the organization is approved.

The approval process may tske ten business days. Fyou have any questions, or do not hear from us within
ten business days, please use the Contact Us form oo request assistance.

1. Your organization profile has successfully been registered.
2. Registry staff will review your organization information and verify the profile for use.

Accessing Your Organization Profile and Agreeing to the Terms and Conditions

& Jon Tester
pe——

& Change Password

+ Organization Profile

1. Once your organization is approved, you can access your organization profile in the top right drop-down menu
by clicking on your organization name.

2. Please note that before you can access your organization account, the system will ask you to agree to the terms
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and conditions. You will only need to complete this one time.
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