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How-To for Early Childhood Licensing Specialists
--updated 07-2024

Licensing Specialists access the Registry training reports through personal accounts.

Login to your personal account.
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Data Privacy Policy

5. Agree to the Data Privacy Policy. Access to Private and/or Sensitive Data

Caution! You are about to access private and/or sensitive data!

Terms of Agreement

To proceed to the next page, you must indicate that you understand and agree to these terms
and conditions.

I understand and agree to these terms and conditions

Agree

Registry Reports
6. The Facility Staff Report and Individual
Name Look-up reports are both available. DHS Reports
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How to View Training Reports

The DHHS Licensing Report is designed to verify that individuals have completed the required
annual training. This report shows all approved training a person has completed in the previous
36-months.

There are two ways to find a person’s DHHS Licensing
Report: Registry Reports
e The Facility Staff Report provides the list of
employees attached to a specific program
license number, with links to each person'’s

report
e The Individual Name Look-up lets you search
for one individual's report

DHS Reports

DS Facility staff and learning Find individuals by name

reconds. License number requined.

Facility Staff Report

N
1. To view the Facility Staff Report, | s T ther (RT3 —
enter the license number |™wss wme |3

(do not use any spaces or dashes
- EX: 12345678A).

The date range will automatically be for 3 years but can be changed to the desired dates.

Once the information is entered select "View Report.” You may need to scroll to the right to see
the button.
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2. The Facility Staff report will open and
display a list of the current employees at that
program who have attached themselves to the

program. If a staff person has not attached

themselves to the program, the program will

License Number [09856783C Training After: [12/4/2017 =
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Select either the ID # or the person’s name to

view their individual DHHS Licensing Report.

Note: if membership is expired or the person
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is not yet a Registry member, their report will

not be available.
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To print and/or save a report, click on the

Page: 1

drop-down arrow below the disc icon, and
then select PDF to save the file.

Date Viewed: 12/3/202
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Individual Name Look-up

To return to the main Facility Staff Report, select the small
blue arrow in the top bar.

1. To view an individual's report, enter the person'’s first and last name. Enter the date

range you want to view. Then select the View Report button.

First Name (Partial Name Accepted) | | Last Name ‘ | — View Repart
Training from: | |§ Training To: | :;ﬂ
e A name will appear. Select either the
[rons e f‘ - Registry ID number or the first name
1 4L ef1 b ki @ | Find | net L- & . o .
\ to view the training report.
Growing
Futures If there is more than one person in the
"jﬂw}:“"}:{m: Registry with the name you entered, you
e oot A el e A e et | \i|| receive a list of results. Select the
5ot rnsin 10 s g - correct person.

2. To save or print, select the disc icon and select PDF. You can also print it from your browser.
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After reviewing the reports return to your
profile by choosing Professional Profile
under the 3 white lines in the left menu.

3. When viewing the DHHS Licensing Report, return to the
search page by selecting the small blue arrow in the top bar.
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