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Part 1 will show employers how to invite employees to update their employment information. Individuals
with access to a Program Profile will be able to use this feature.

Part 2 will demonstrate how an employee accepts the invitation to add their employment.

Part 1: Sending an Invitation for Employers

STEP 1: Go to www.the-registry.org

sign in / forgot password

Program Recognizing Excellence...

Advancing Careers
Current Processing| SN 1.10Y = LT
We are currently
processing complete
applications received
on 12/23/2019

ot
Registry

Career
Levels Resources
4

News and Credentials

Updates 1

Sign-In/Join

Certificate
Print Request

1. Go to www.the-registry.org and click on SIGN-IN/JOIN.

STEP 2: Log In

Email Address

The.
«~—Y Registry

e
- ) Login
Forgot Password? &4+ Create Account

1. Enter your email address and password.
2. Click LOGIN.

Click on FORGOT PASSWORD? if you need to reset your password.
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STEP 3: Open your Program Profile

= My Cart (0)

@ Johnny Test

My Personal Profile e -
1 21 For Tots

& Change Password

+ Program Profile

Personal | Education | Employment | Training | Professional | Trainer | Reports

Welcome, Johnny Test Registry ID 134032
Registry Membership: Level One
Your Registry Membership is current. Expires: 1/31/2020

Trainer: Tier 3 Trainer
. h § . Expires: 1/31/2020
Registry Membership Benefits: Learn more about your benefits as a current Registry Member.

Johnny Test

123 Oak Street

Young America, MN 55555
(414) 312-5555

nwntesting+wistagl @gmail.com

Renew your Registry Membership $15.00
Change Email
Add a Technical Assistance (TA) Professional Endorsement a $15.00

1. Choose your program’s name from the drop-down menu in the top right corner.

STEP 4: Managing Employees

71u .For Tots

Licensed Facility # : 420772
Youngstar : Five Star
Anniversary Date : 4/1/2020
Account | Contact | Settings | Program Info | Classrooms Consultations | Reports

Registered Employees

The following list of employees has been gathered by The Registry through individual application data entry. Use the "Update”
link to modify employment records. Please Contact Us if you have questions or concerns regarding this list.

View Employees

current Employees v
1iv] Name Title Date Membership Current Status
Status
112435 Bennetttest, Robert Teacher 7F425/2017 - Level Twelve- Expires 8/31/2018 Expired  Verified by Program
Current
5318 Dixontest, Megan Teacher 8/7/2017 - Level Fourteen- Expires 10/31/2016 Expired  Verified by Program
Current

1. Click on the EMPLOYEES tab to access your Employee List.

Manage Invites

@ You can verify an employment record by clicking on the UPDATE button to the right of an

individual’s name.
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STEP 5a: Manage Employee Invites

Program Profile

How long does it take to process an application?

We are currently processing materials received from individuals on 10/21/19

21 For Tots

Youngstar : Five Star
Anniversary Date : 4/1/2020

Account | Contact | Settings | Program Info | Classrooms [MEnPESS Consultations | Reports
Registered Employees e Manage Invites

The following list of employees has been gathered by The Registry through individual application data entry. Use the "Update"
link to modify employment records. Please Contact Us if you have questions or concerns regarding this list.

View Employees

Current Employees v

1. Click on MANAGE INVITES to access your employee invites.

STEP 5a: Sending a staff invite

ﬂéﬁisﬂy 1 Organization Administration ~ [ _FEe()]

&+ Staff Invitations

2= Filter Invites a Invite Staff e et

e, o Open Invitations

) © e <[]
Rejected Invitations = selfinviting@SendEmail.com / £ Invitation Sent 01/24/2020

Showing 1 out of 1

1. Toinvite an employee to update their employment information, click the INVITE STAFF button.

You can sort your invitations by choosing to filter by OPEN INVITATIONS or REJECTED
INVITATIONS and clicking the SEARCH button.

Invites can be deleted by clicking the trash can next to the individuals name or sent again by
clicking on RESEND.
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STEP 5b: Sending an Invitation

&+ Invite Staff

Invited staff must accept and confirm the invite before being added to the employee list for your organization.

First Name Last Name
Jane Wisconsin

Email Address

regtest70@gmail.com

Optional Information
Start Date

Position/Title
¥ 21172020

Teacher

2 Send Invite

1. Enter the employee’s name and email.
2. Click SEND INVITE.
Please Note: The SEND INVITE button will not turn red until all required fields are entered.

Position/Title and Start Date are optional entries.

STEP 5c: Sending an Invitation

0 Invitation Sent
Would you like to invite additional staff?

Click Yes to invite additional staff.

Yes

1. Aninvitation has been sent to the employee. If you are finished inviting staff, click NO. To invite

additional staff, click YES.
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Part 2: Accepting an Invitation for Employees

STEP 1: Accepting an Invitation via Email

Recognizing Excellence...
Advancing Careers

UPDATE

-

ReSistry

Visit The Registry

Dear Jane Wisconsin,
21 For Tots has invited you to join as a current staff member of their Organization through MiRegistry.
To View/Reject the invitation, please select the button below.

Having trouble with the button above?

Copy and paste the url below into the browser of your choosing, to review the application.

https://the-registry.org/myregistry/individuals/staffinvitation/5

Employees will receive an email invitation from support@the-registry.org.

1. Click VIEW INVITATION. This will take you to The Registry log in page (see Step 2).

STEP 2: Log In

The,
«~—Y Registry

Powered by {8 INSIGHT

)
@ Forgot Password?

1. Enter your email and password and click the LOGIN button.
Click on FORGOT PASSWORD? if you need to reset your password.

&4+ Create Account

ai:)::-

If you do not have a Registry account, click on CREATE ACCOUNT to create a free
profile.
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STEP 3: Pending Employment Confirmation

with their arganization.

employment entry for the organization.

Pending Employment Confirmation

The Registry has invited you to confirm your employment

Accepting the invitation will require you to complete your

1. After logging in, the Pending Employment Confirmation box will display. Click VIEW to begin
entering your employment information.

Please Note: Please click REJECT if you believe the employment invitation was received in error.

STEP 4: Employment Information

1.

Enter all required employment information in the blank fields.

& Confirm Employment

Employment Information

The Registry

# Address 2908 Marketplace Drive #103 / City Fitchburg / State W1

This is my primary employer

2 Position/Tide v Enter Date

Hours Per Week Months Per Year

Enter Hours Enter Months

Itis that you enter your wage i

I receive an hourly wage
I receive an annual salary

I do not wish te provide this information

Age of Children
Infants (0-12 months)
One Year Olds (13-24 months)
Two to Two and half (25-30 months)
Two and a Half to Three - (31-36 months)
Three Year Olds - (37-48 months)
Four Year Olds (43-60 months)
Five Year Olds (61-72 months)
Elementary (K-Sth grade)
Middle (6th-8th grade)
Secondary (High School)

Adults

2. The Confirm Employment button will highlight to red when all required information has been

entered. Click CONFIRM EMPLOYMENT when you are finished.
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STEP 5: Confirm Employment

Confirm Employment?

Once confirmed, The Registry will need to review your
employment information and verify it is correct.

1 Yes

1. Click YES to confirm the employment information entered is correct. Click NO if you need to go
back and make changes.

STEP 6: Finish Employment Confirmation

Employment Confirmed

Employment with The Registry has been confirmed.

1 OK

1. Once employment has been confirmed, click OK to finish.
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